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Chapter  1: Getting Started

tc "Introduction"

xe "Introduction"Introduction

Financial Accounting has been designed with the friendliest user interface that we could create.  This Help Guide will help you install and set up Financial Accounting for your business.  A large part of a software package does provide a very powerful on-line context sensitive help file.  The help file is actually better than many printed manuals, because it can search for any topic and by pressing the F1 key on any form.  This opens the help file automatically to help on that form.  You can also print any part of the Help File for your convenience.

System Requirements
Financial Accounting 

Access or Access runtime 64 bit version
xe "Running Adept Financials"Running Financial Accounting
Installing Financial Accounting on Windows 
1.
Insert the CD in your CD-ROM drive (Normally Drive D or E)


2.
Click the Start button and then click run.


3.
Type d:\setup (d is your CD-ROM drives letter) and press ENTER.

4.
Follow the on screen prompts to finish the installation.

Running Financial Accounting
1.
Make sure Microsoft Access 64 bit is installed or install the Microsoft Access runtime 64 bit that is provided as part of the setup. The functionality of the application is the same if using a full version of Access or the provided runtime version. 
IMPORTANT:  Install any service releases (SR's) from Microsoft before you begin running Financial Accounting.  Visit the Office update and Windows update sites for details. 
2.
Select the Financial Accounting Icon on the Desktop or click on the Start button and select the Financial Accounting program.


3.
After you select the Financial Accounting Icon you should see it load the program to the Main Menu.
Linked Database

Financial Accounting stores all data you enter in a separate database file that is linked to Financial Accounting.  When you first install Financial Accounting it attaches a sample database file called "FAdata.mdb".  You can create your own data file by going to the file pull down menu and selecting either New Access Database or New SQL Database.  Linked files makes it easy to backup your data and for sharing over a network.

Financial Accounting Tip:  The FAdata.mdb file is the default file name that the ecommerce Payment Processing utility will link to. If you change this name you need to point the Payment Processing utility to the new accounting data file name and path. Depending on the release you are using the Payment Processing utility maybe pointing to an SQL Server database rather than an Access file.
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Several of the terms used throughout Financial Accounting are described here in more detail.  The program is described in much detail but a lot of the terms we use may be a little unfamiliar to others.

Action Buttons
Action buttons are usually at the bottom of most of the forms in Financial Accounting and when clicked will perform a type of action on the selected record like posting, deleting, searching or closing that record.

Bank Transactions
A Bank Transaction is any kind of bank or credit card form.  This would include the forms Write Checks, Withdrawals, Deposits, Credit Card Charges, Credit Card Returns and Bank Reconciliation's.
Combo Box Field
A Combo Box field is any field that has a small black arrow pointing down.  When you click the arrow a list will open directly below the combo box field, which allows you to select an item from that list to automatically fill in the combo box field.

Forms
The terminology forms referrers to what some call screens or windows.  A form is a screen or window that allows you to enter some kind of data or perform some sort of action like clicking a button.

Form Buttons
Form buttons are usually at the bottom of most of the forms in Financial Accounting and when clicked will open another form that is related to the open form.  The open form will remain open when you select any of the forms buttons.

Little Buttons
Little buttons are smaller than Form and Action buttons.  They usually perform a specific task next to a field.  One of the more referenced little buttons is the magnifying glass button, which has a wide range of tasks depending on the form it is on.  Usually it's main task is to open forms related to a field it is next to.
Purchase Transactions
A Purchase Transaction is any kind of purchase form for a selected vendor.  This would include the forms Bills, Vendor Purchase Orders, and Vendor Bills.
Reports
A report is used to present data in a printed format.  It displays groups and totals data from various parts of the program and then displays that data in a special format made to print out on your printer.

Required Field
A required field is a field that you must enter some kind of data in otherwise the record will not be saved.

Sales Transactions
A Sales Transaction is any kind of sales form for a selected customer.  This would include the forms Invoices, Orders, Quotes or Customer.
Transactions
A Transaction is any kind of form that can Post records to the General Ledger.  This would include forms like the Invoice, Receivables, Bill, Payables, General Ledger, Write Checks and so on.
tc "Learning about Image Accounting PRO"
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Financial Accounting was created to be as easy to use as possible.  There may be times you need an explanation of a form or certain part of the program.  There are a couple of ways to get that information, which are listed below.

On-line Help
Financial Accounting includes context-sensitive on-line help and an on-line users guide containing overviews of Financial Accounting and procedures for all common Financial Accounting tasks.  Financial Accounting has a Help menu bar that will open the help file to the table of contents or search using keywords.  You can also press the F1 key anywhere in Financial Accounting and the help file will open to the section you need help on.  This should answer any questions you have about how to use any part of the program.

Financial Accounting Read me File

Your Financial Accounting directory includes a readme.txt file.  This file contains information about this version of Financial Accounting, along with descriptions of last-minute additions or changes to the product.  You should read this file before using this version of Financial Accounting.

Web Site

You can go to our Web site at http://www.AppServices.com where there is more information along with the latest updates to the program. Your Financial Accounting package along with all App Services Software products comes with an automatic update utility so you can easily check for updates anytime. This feature is available form the start menu at Web Order Framework.  
Importing Data into Financial Accounting
If you want to import data from another program or database into Financial Accounting you will need to setup an Append Query. Being a standard Microsoft database application all data is accessible for easy import and export regardless of wither you are using SQL Server or Access as the backend database storage. You can make a Query matching your tables field names to Financial Accounting's table field names.  For additional help on importing data, search the Microsoft Access help file using the keywords "Import" or "Append Query".  Financial Accounting has an Import Wizard that may be able to bring over Customers, Vendors and Employees from another program.  This wizard is not a guaranteed way to import data but could assist in bringing over some basic information. The ecommerce web components provides for import and export of inventory items, pricing, and categories over the internet. You can also import inventory items, pricing, and categories into the Financial Accounting's database from the ecommerce database. Once you have that data in Financial Accounting you can import the customer and order data on a regular basis. 
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xe "No Data File Found"No Data File Found

[image: image1.png]


  The No Data File Found form will only be displayed when Financial Accounting first runs and cannot find the data file you originally specified to use.  This can happen if the data file has been moved, deleted, corrupted or renamed.  You can either create a new data file by clicking on the New button or open an existing data file such as the sample file by clicking on the Open button.   If you close this form without creating a new data file or opening an existing data file you will be brought to the Main Menu but you will not be able to open anything until you create or open a data file.

tc "Creating a new data file"
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  If you are just starting out, you can either use the "FAdata.mdb" sample file to enter sample records or you can create a new database for your company.  When you click on the "add" button on the Main Menu, the Select Country form will appear.  By choosing Australia or Canada Financial Accounting will configure your sales tax for GST and PST.  It will also set your default currency to the Country you choose.

You will be asked to type in a file name and file path for your database and click "Ok."  The add database will take a few moments to create and then it will attach and open.  The file extension for all databases that you create from within Financial Accounting will be *.mdb.  You can operate multiple businesses using Financial Accounting simply by creating a new data file for each one.  Then from the Main Menu you can click the "Open" button and select from any of the *.mdb data files you have created.

If you wish to add or delete certain accounts from your general ledger, you will be free to do so (assuming there is no data in the account you are deleting and it is not a default account).

Make sure you go through the Setup Checklist, which will further help you set up your company's data file.

tc "Opening an existing data file"
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  If you have already created a data file or just want to use the supplied sample file to enter sample records, you can open an existing data file from the Main Menu by clicking on the Open button.  After you click the Open button a typical Windows Open Dialog box will open where you can choose the folder and file name of the data file you wish to open.

The file extension for all data files created using Financial Accounting will be cdb unless you specified another extension.  You can operate multiple businesses using Financial Accounting simply by creating a new data file for each one. The ecommerce component for this business would need to point to the filename you give the company or the database connection information in the case of an SQL Server database. 
tc "General Ledger Setup Wizard General Ledger Setup Wizard"
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The following steps will explain in detail how to add  new Account ID's and to set up your chart of accounts.  You will need to use the General Ledger Setup Wizard to walk you through the process of adding, or setting up your Chart of Accounts.  Make sure you plan the building of your Accounts carefully.  Once they are created, you will not be able to change the Account ID.  The only remedy is to create a new account you want to use and then delete the one you no longer wanted.

Wizard
1.
To access the GL Setup Wizard from the Main Menu click on "(H) - General Ledger".  When the GL menu appears click on "(H) - General Ledger Setup Wizard".  If you are in the Chart of Accounts form, you can simply click the New button.


Financial Accounting Tip:  For faster data entry use the keyboard and press the letter next to the menu item you wish to select...  for this example press (H) and (H) again to access the GL Setup wizard.  Once in the wizard, you can simply press the corresponding number to the step you need to complete. 


2.
Click on step one, "Define the Account Structure", or press the step number on your keyboard.  See:  Account Structure  - When you complete this step press the Next button to automatically take you to the next step.


3.
Click on step two, "add/Edit Account Groups", or press the step number on your keyboard.  See:  Account Groups  - When you complete this step press Next to automatically take you to the next step.  To go back one step click the Previous button.

4.
Click on step three, "add/Edit Primary Accounts", or press the step number on your keyboard.  See:  Primary Account Assignments  - When you complete this step press Next to automatically take you to the next step.  To go back one step click the Previous button.

5.
Click on step four, "add/Edit Segments", or press the step number on your keyboard.  See:  add/Edit Segments  - When you complete this step press Next to automatically take you to the next step.  To go back one step click the Previous button.


6.
Click on step five, "Build Chart of Accounts", or press the step number on your keyboard.  See:  Build Chart of Accounts  - When you complete this step press Next to automatically take you to the next step.  To go back one step click the Previous button.


7.
Click on step six, "Assign Default Accounts", or press the step number on your keyboard.  See:  Default Accounts  - When you complete this step press Next to automatically take you to the next step.  To go back one step click the Previous button.

8.
Click on step seven, "add/Edit Accounting Periods", or press the step number on your keyboard.  See:  add Accounting Periods  - When you complete this step press Next to automatically take you to the next step.  To go back one step click the Previous button.

tc "Import Primary Accounts"

xe "Import Primary Accounts"Import Primary Accounts
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  The Import Primary Accounts form allows you to select from a pre-determined template of primary accounts for various types of businesses.  In the Select a Template drop down box, you will notice several business types.  Each business type has a different template of primary accounts.  Once you have found the template that most closely fits your business, you can elect to import those primary accounts by using the Import Default Accounts button at the bottom of the form.  Once imported you will automatically be brought back to the Primary Account Assignment form.

tc "Main Menu"

xe "Main Menu"Main Menu

The Main Menu of Financial Accounting is the command center of the program.  You can access the listed module by clicking the on the menu item that is highlighted in blue.  If you prefer to use the keyboard more than the mouse, you can simply type the corresponding letter to the left of the name of the module you wish to enter.  Once you have done so you will get a sub menu for that particular module.  From there you make your selection of what task you want to perform within that module.

Financial Accounting Tip:  When using the keyboard to navigate the program, type the corresponding letter next to the menu item you wish to enter.  To easily close the forms you open you can press the END key, or press the F12 key on your keyboard. Pressing the Esc key will undo the typing on that particular form and is helpful if you have made a mistake. 
Example:  To enter an invoice for a customer, you type "A" (the corresponding letter for the Accounts Receivable module).  The Accounts Receivable menu is now displayed to the right of the Main Menu.  Type "A" again (the corresponding letter for the Create New Invoices function) and the Invoice Form will open.  So, in real-time it is "A", "A" and you are ready to enter the invoice for your customer.  To enter a receivable it is "A", "D" and so on.  Of course, you can use your mouse and click "Accounts Receivable" and then click on "Create New Invoices", or "Enter Receivables.

You can secure individual modules through the Security form.  If you want to secure one or more menu items you can assign Menu Permissions and Report Permissions for each through the Security form.

On the Main Menu you can find various utilities and tools in the drop down menus.  Drop-down menu items such as File will show you important items like add Database, Open Database, the Import Wizard, Close Financial Accounting, Open SQL Database and Exit Financial Accounting.

Example:  From the Main Menu you create a new data file by clicking on the File drop-down menu and selecting the line item "add Database".  From there Financial Accounting will walk you through the steps necessary to create a new data file for your company.

The other important item displayed in the lower toolbar is the path and data file you currently have open.

tc "Reports Reports"

xe "Report Generator"Reports

You may access the Reports form from various sub menus.  The following is an example of the one of the fastest ways if you are starting at the top of the Main Menu.  From the Main Menu, click on Accounts Receivable.  This will bring up the Accounts Receivable Menu where you may click on the Reports topic.  You will be brought to the Reports form.

The left hand side of the Reports form looks and feels very similar to the Main Menu.  Also on the left hand side of the report, below the listed topics, is a check box for you to enable if you would like to Print Preview.  The upper portion of the right hand side of the form is titled, "Select a report."  The lower section of the right hand side of the report is titled, "Report Description".  

When you click on one of the topics on the left hand side of the form, such as Accounts Receivable, the right hand side of the form will list all of the reports associated with that topic.  For whatever report is highlighted you will be able to read in the "Report Description" area, in the lower right hand section of the form, a brief description of that report.  

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 

You may then double click on the report you wish to run.  The Report Criteria form will appear allowing you to enter criteria to filter the selected report if you choose.  This Report Criteria form has two tabs: the Report Criteria General Tab and the Report Criteria Advanced Tab.   Once you have completed the Report Criteria form, the report you have selected will open.

If you want to secure one or more of the reports from certain users, you can do so in the Security form.  There you will either allow, or deny permission to the reports on the Report Permissions tab.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Advanced Criteria button will open up the Report Criteria Advanced Tab form where you will be able to completely customize how you view the criteria for the selected report.  See: Report Criteria Advanced Criteria
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The Settings button will open up the Report Settings form where you can change the Settings and Criteria for the selected report.  See: Report Settings
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The Sort Order button opens the Report Menu Sort Order form.  In this form you will be able to move and sort reports in the Report Menu form.  This way you can move the reports you most frequently use to the top of the form making it quicker and easier to run them later.  See: Report Menu Sort Order
Action Buttons
Action buttons perform an action on the current record like adding, deleting, searching, etc.
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The Print button will open the highlighted report for viewing and printing.
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The Close button will close the Report Menu form.  See: Closing Forms
Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)
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Email Report - This will bring up the Email Report form where you can email the report. See: E-mail a Report
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Create Report - This will bring you into a New Report Wizard where you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab. See: Create a Report
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Customize Report - This will retreive the highlighted report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab. See: Customize a Report
tc "About Box"

xe "About Box"About Box

The About box displays information about Financial Accounting including the current Version and the latest Build Number.  The Build number is important because it corresponds with what updates have been made to Financial Accounting.  Builds are released periodically and have minor updates and enhancements included within. The Version number represents what release we are on and will change when a major release is issued.  The About box also displays who the product is licensed to, as well as system and hardware information.  You can open the About box from the Help pull down menu.

Hardware tab
In the hardware tab you will find information about your computer like, processor, memory, screen resolution and video colors.

System Info tab
In the System Info tab you will find application details about Financial Accounting.  Other information such as the Windows version and build you are running and your computers network information.

User tab
The User tab will show what users are currently logged in.  

tc "Frequently Asked Questions"

xe "Frequently Asked Questions"Frequently Asked Questions

Below are a list of frequently asked questions and answers.  All of these are talked about in various parts of the documentation but it may be easier to find your answer here.

Why are my amount fields green?
This happens any time your default Currency ID is changed to a different Currency ID in a form.  Your default Currency ID is setup in the Company Preferences form.  You can add more Currency ID's to the Currency Exchange Rate form.

Chapter  2: The Basics

tc "Posting and Unposting"

xe "Posting and Unposting"Posting and Unposting
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  This button is like a toggle switch.  If the transaction is currently Posted this button will be labeled Unpost and if the transaction is currently Unposted it will be labeled Post.  When a transaction is posted, you will not be able to alter any of the information.  This is an important feature because it prevents a transaction from inadvertently being changed.  If you choose to Unpost your transaction because something must be changed, select the Unpost button.  A warning message will appear asking if you are sure that you want to unpost the transaction.  Click "Yes" and you will then be able to make any needed changes.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the selected transaction.  The Recap button is a small little button usually located at the bottom right corner of the form next to a Total field.

You can password protect the unpost feature inside the Security form.

You may not be able to unpost certain transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods past the date of a transaction you are trying to Unpost the program will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted transaction.  This could be a Posted Invoice where a Receivable has been enter against the Sales Invoice.

tc "Adding Records"

xe "Adding Records"Adding Records

[image: image17.png]


  To add a new record to a form click on the New button.  This will either clear the current form so you can enter a new record or move your cursor to a new line on a list form where you can enter a new record.  

Financial Accounting Tip:  When first using Financial Accounting and you are beginning to enter data, sometimes it appears that the form is empty and ready for you to enter data.  It is important to remember to always click the New Button as it sets the form and prepares it for data entry.
tc "Deleting Records"

xe "Deleting Records"Deleting Records
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  When you click the Delete button that is on many of the forms, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record Financial Accounting will delete it and there will be No way of retrieving that deleted record again.  

There may be times when you try and delete a record and Financial Accounting will not let you.  This can happen because the record is being use in several other areas of the program.  For instance, if you try and delete a Customer that has several invoices and receivables Financial Accounting will display an error message explaining that the record could not be deleted due to referential integrity.  The only way you could delete that customer would be to delete all the invoices and receivables first.

Every Delete button can be password protected so that other users can't go around deleting important data.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted record.  The record must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the customer form.  There will be a little delete button next to each line item in that subform.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.

xe "Searching Personal Contacts"Find 
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  When you click the Find button on any form the Find form will open.  You will see tabs available to search under in the Find form.  Below is a description of the Find form.  Note the section located a little over half way through this Help topic titled, "Transaction Finds." The discussion of Transaction Finds will be especially useful for Finding when working with records in such forms as the Invoice, Purchase Order, or Purchase Receipt.

An Example of using the Find form while working with Customer information
If you would like to Find a Customer and you remember the Customer's City, you would click on the City tab, then type the city in the field to the right of the word "Find:".  Note that since you selected the City tab, the words, "in the City Field" will appear to the right of the field where you entered the name of the city.  Now all of the Customers will be sorted by City and, by default, in ascending order.  Once you have located the Customer you want, click on the Find Selected button to bring that one record back to the Customer form.  If you located more than one customer in the City tab, lets say twenty customers,  and would like to transfer all the data of the customers from that city back to the Customer form, you may click on the Find All Listed button in the right hand corner of the Find form.  To clarify further on the use of the Find All Listed button, you will notice that, once back in the Customer form, the records area in the lower right hand corner will display that you are in lets say five of twenty, the twenty referring to the twenty customers you selected from that particular city. 

Sort Field
To the right of the Find field is the Sort field.  Here you will have the option of sorting your data in ascending or descending alphabetical/numerical order.  For example, you may click on the City tab, then click on the combo box of the Sort field and select descending.  Now all of the cities of your Customers, for example, will appear with the associated data of that Customer, from the city that has a starting letter closest to the letter Z to, at the end of the form, the city with starting letter closest to the letter A.  Once you have located the Customer you want, click on the Find Selected button to bring that one record back to the Customer form.  If you located more than one customer in the City tab, lets say twenty customers,  and would like to transfer all the data of the customers from that city back to the Customer form, you may click on the Find All Listed button in the right hand corner of the Find form.  To clarify further on the use of the Find All Listed button, you will notice that, once back in the Customer form, the records area in the lower right hand corner will display that you are in lets say five of twenty, the twenty referring to the twenty customers you selected from that particular city. 

Tighten your Search: The Additional Find Criteria area
This enables you to tighten your finding parameters by joining the Tab criteria with criteria you may select in the "Additional Find Criteria" area of the form located in the lower left hand corner of the form.  For Example, lets say you want to Find a Customer who you know is in California and has the last name the begins with the letters Jo.  You would select the State Tab and enter "CA" (for California) in the Find Field.  Then, you would go down the to the Additional Find Criteria Area.  Here you would select the Last Name option in the Field Name combo box, and, then, type in the letters Jo in the Find field to the right of the Field Name field.  The data in the form will dynamically reduce the lines of data as you enter the criteria.  Once you have located the Customer you want, click on the Find Selected button to bring that one record back to the Customer form.  If you located more than one customer in the City tab, lets say twenty customers,  and would like to transfer all the data of the customers from that city back to the Customer form, you may click on the Find All Listed button in the right hand corner of the Find form.  To clarify further on the use of the Find All Listed button, you will notice that, once back in the Customer form, the records area in the lower right hand corner will display that you are in lets say five of twenty, the twenty referring to the twenty customers you selected from that particular city.

To tighten your search criteria even further, you may repeat the above process and then select another Field Name for the Filed Name field, and, input letters/numbers (including dates) in the Find field in the second line of the Additional Find Criteria Area.  The program will tighten its criteria to include the sort you did in the upper part of the form with the Tab you selected, with, the first line of data you selected/entered in the Additional Find Criteria area, with, the second line of data you selected/entered in the Additional Find Criteria area.  The data in the form will dynamically reduce the lines of data as you enter the criteria.  Once you have located the Customer you want, click on the Find Selected button to bring that one record back to the Customer form.  If you located more than one customer in the City tab, lets say twenty customers,  and would like to transfer all the data of the customers from that city back to the Customer form, you may click on the Find All Listed button in the right hand corner of the Find form.  To clarify further on the use of the Find All Listed button, you will notice that, once back in the Customer form, the records area in the lower right hand corner will display that you are in lets say five of twenty, the twenty referring to the twenty customers you selected from that particular city.

Transaction Finds
When working in such forms as Invoice, Purchase Order, Purchase Receipt the selection of the Date tab may be of special assistance.  When selecting the Date tab, you will notice that Find area of the form at the top changes to the following: the word Find, followed by a Date Range combo box (where you may chose a date range such as MTD, YTD, Today, etc.), followed by a text field (where you may enter an initial date), followed by the word "to", followed by a text field (where you may enter an ending date).  You may then use the methods described above to further tighten your search.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for records.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  Below are the descriptions and examples of all the different search conditions available.

Example of Conditions
	Condition
	Example
	Description

	Like
	Last Name Like Johnson

Last Name Like John[*]n 
could return Johnson, Johnston, Jonathan 
	Searches for data based on a pattern search you enter to find data in the selected fields of the search form.  See the Examples using the Like Condition below for more on this powerful searching condition.

	Not Like
	Last Name Not Like Johnson
	Same as Like except returns the opposite of what was found.

	=
	Last Name equals Johnson
	Searches for data Equal to the entered data.

	<>
	Last Name does not equal Johnson
	Searches for data Not Equal To the entered data.

	<
	Last Names Less Than Johnson
	Searches for data Less Than the entered data.

	<=
	Last Names Less Than Or Equal To  Johnson
	Searches for data Less Than Or Equal To the entered data.

	>
	Last Names Greater Than Johnson
	Searches for data Greater Than the entered data.

	>=
	Last Names Greater To or Equal To Johnson
	Searches for data Greater Than or Equal To the entered data.


Examples using the Like Condition (Pattern Matching)
	Kind of match
	Pattern
	Matches Found
	Matches Not Found

	Multiple characters
	a*a
	aa, aBa, aBBBa
	aBC

	
	*ab*
	abc, AABB, Xab
	aZb, bac

	Special character
	a[*]a
	a*a
	aaa

	Multiple characters
	ab*
	abcdefg, abc
	cab, aab

	Single character
	a?a
	aaa, a3a, aBa

	aBBBa

	Single digit
	a#a
	a0a, a1a, a2a
	aaa, a10a

	Range of characters
	[a-z]
	f, p, j
	2, &

	Outside a range
	[!a-z]
	9, &, %
	b, a

	Not a digit
	[!0-9]
	A, a, &, ~
	0, 1, 9

	Combined
	a[!b-m]#
	An9, az0, a99
	abc, aj0


Pattern Matching
Built-in pattern matching provides a versatile tool for making string comparisons. The following table shows the wildcard characters you can use with the Like operator and the number of digits or strings they match.

	Character(s) 

in pattern
	
Matches in expression

	?
	Any single character

	*
	Zero or more characters

	#
	Any single digit (0 - 9)

	[charlist]
	Any single character in charlist

	[!charlist]
	Any single character not in charlist


You can use a group of one or more characters (charlist) enclosed in brackets ([ ]) to match any single character in expression, and charlist can include almost any characters in the ANSI character set, including digits. In fact, you can use the special characters opening bracket ([ ), question mark (?), number sign (#), and asterisk (*) to match themselves directly only if enclosed in brackets. You can't use the closing bracket ( ]) within a group to match itself, but you can use it outside a group as an individual character.

In addition to a simple list of characters enclosed in brackets, charlist can specify a range of characters by using a hyphen (-) to separate the upper and lower bounds of the range. For example, using [A-Z] in pattern results in a match if the corresponding character position in expression contains any of the uppercase letters in the range A through Z. You can include multiple ranges within the brackets without delimiting the ranges. For example, [a-zA-Z0-9] matches any alphanumeric character.

Other important rules for pattern matching:
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An exclamation mark (!) at the beginning of charlist means that a match is made if any character except those in charlist are found in expression. When used outside brackets, the exclamation mark matches itself.
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You can use the hyphen (-) either at the beginning (after an exclamation mark if one is used) or at the end of charlist to match itself. In any other location, the hyphen identifies a range of ANSI characters.
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When you specify a range of characters, the characters must appear in ascending sort order (A-Z or 0-100). [A-Z] is a valid pattern, but [Z-A] isn't.
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The character sequence [ ] is ignored; it's considered to be a zero-length string ("").

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the form and what record you are currently on.  Clicking on one of the four  buttons will navigate you through your existing data.  

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

Related Topics
Create New Bills
Create New Invoices
Pay Bills
Create New Purchase Orders
Create New Purchase Receipts
Create New Quotes/Estimates
Receive Payments
Create New RMA's
Adding Customers
Adding Prospects
Adding Vendors
Adding Sales Rep Groups/Companies
Adding Sales Reps
Adding Employees
tc "Search Conditions"

xe "Pattern Matching"

xe "Search Conditions"Search Conditions

In the Conditions combo box on a search form you can select a certain condition to apply when searching for records.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  Below are the descriptions and examples of all the different search conditions available.  

Keep in mind no matter what none of the conditions will return a null or empty searched field.  In other words if you set the condition for a Last Name field to <> (Not Equal) and enter 'SMITH', the search form will return every Last Name that is not SMITH but will not return any records where the Last Name is empty, blank or Null.

Example of Conditions
	Condition
	Example
	Description

	Like
	Last Name Like Johnson

Last Name Like John[*]n 
could return Johnson, Johnston, Jonathan 
	Searches for data based on a pattern search you enter to find data in the selected fields of the search form.  See the Examples using the Like Condition below for more on this powerful searching condition.

	Not Like
	Last Name Not Like Johnson
	Same as Like except returns the opposite of what was found.

	=
	Last Name equals Johnson
	Searches for data Equal to the entered data.

	<>
	Last Name does not equal Johnson
	Searches for data Not Equal To the entered data.

	<
	Last Names Less Than Johnson
	Searches for data Less Than the entered data.

	<=
	Last Names Less Than Or Equal To  Johnson
	Searches for data Less Than Or Equal To the entered data.

	>
	Last Names Greater Than Johnson
	Searches for data Greater Than the entered data.

	>=
	Last Names Greater To or Equal To Johnson
	Searches for data Greater Than or Equal To the entered data.


Examples using the Like Condition (Pattern Matching)
	Kind of match
	Pattern
	Matches Found
	Matches Not Found

	Multiple characters
	a*a
	aa, aBa, aBBBa
	aBC

	
	*ab*
	abc, AABB, Xab
	aZb, bac

	Special character
	a[*]a
	a*a
	aaa

	Multiple characters
	ab*
	abcdefg, abc
	cab, aab

	Single character
	a?a
	aaa, a3a, aBa

	aBBBa

	Single digit
	a#a
	a0a, a1a, a2a
	aaa, a10a

	Range of characters
	[a-z]
	f, p, j
	2, &

	Outside a range
	[!a-z]
	9, &, %
	b, a

	Not a digit
	[!0-9]
	A, a, &, ~
	0, 1, 9

	Combined
	a[!b-m]#
	An9, az0, a99
	abc, aj0


Pattern Matching
Built-in pattern matching provides a versatile tool for making string comparisons. The following table shows the wildcard characters you can use with the Like operator and the number of digits or strings they match.

	Character(s) 

in pattern
	
Matches in expression

	?
	Any single character

	*
	Zero or more characters

	#
	Any single digit (0 - 9)

	[charlist]
	Any single character in charlist

	[!charlist]
	Any single character not in charlist


You can use a group of one or more characters (charlist) enclosed in brackets ([ ]) to match any single character in expression, and charlist can include almost any characters in the ANSI character set, including digits. In fact, you can use the special characters opening bracket ([ ), question mark (?), number sign (#), and asterisk (*) to match themselves directly only if enclosed in brackets. You can't use the closing bracket ( ]) within a group to match itself, but you can use it outside a group as an individual character.

In addition to a simple list of characters enclosed in brackets, charlist can specify a range of characters by using a hyphen (-) to separate the upper and lower bounds of the range. For example, using [A-Z] in pattern results in a match if the corresponding character position in expression contains any of the uppercase letters in the range A through Z. You can include multiple ranges within the brackets without delimiting the ranges. For example, [a-zA-Z0-9] matches any alphanumeric character.

Other important rules for pattern matching:
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An exclamation mark (!) at the beginning of charlist means that a match is made if any character except those in charlist are found in expression. When used outside brackets, the exclamation mark matches itself.
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You can use the hyphen (-) either at the beginning (after an exclamation mark if one is used) or at the end of charlist to match itself. In any other location, the hyphen identifies a range of ANSI characters.
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When you specify a range of characters, the characters must appear in ascending sort order (A-Z or 0-100). [A-Z] is a valid pattern, but [Z-A] isn't.
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The character sequence [ ] is ignored; it's considered to be a zero-length string ("").

tc "Duplicate"

xe "Duplicate"Duplicate
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  The duplicate button will create a new transaction based on the current selected transaction for any form this button is used on.  When Financial Accounting creates the duplicate transaction it will assign it a new unique number and reset the date to todays date.  This is a great way to help speed up repetitious data entry if you find yourself entering similar transactions a lot of the time.  After the program duplicates the transaction you will be immediately view it and can make any changes you want to it until it is posted.
tc "Messages"

xe "Messages"Messages
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  You can have a custom message appear on printed reports by selecting this button.  The message form will open, which will allow you to enter a message for the selected transaction.  When you are done entering a message, click on the Close button to return to the previous form.
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  If this button is showing in place of the normal Message button then it means there are existing Messages for the current transaction exist.

tc "Closing Forms"

xe "Closing Forms"Closing Forms
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  The close button has a two fold purpose.  It first acts as a save button, saving all the data you have entered into the open form.  Then it closes that form to the previously opened form, normally the main menu.  If you need to cancel or delete the data on the credit card charge form you can use the delete button.  If you want to undo the data you have entered since you opened the form use the undo feature from the right mouse button.  You can also press the Esc (Escape) key on your keyboard to undo the data that you entered since you opened the credit card charge form.

tc "Close Adept Financials"

xe "Close Image Accounting"Close Financial Accounting
This feature is only available from the Main Menu File drop-down Menu.  When you select "Close Financial Accounting" the program will close you to the Access database window.  This is different than Exiting Financial Accounting, which will exit you all the way out to Windows.  You must be running a full copy of Microsoft Access and not a runtime version of Access in order for this feature to work.  This is an easy way to drop out of Financial Accounting behind the scenes to make custom changes to the program.  You can prevent users from accessing this feature by assigning a password to it in the Security form.  You can run the program again from the Access database window by clicking on the Macro tab and then double clicking on the "Autoexec" macro.

tc "Record Navigation"

xe "Record Navigation"Record Navigation

The record navigation buttons are found at the bottom right side of several forms and are used to move from one record to another.  It also displays how many records are in the current form and what record you are currently on.  Clicking on one of the four buttons will navigate you through your existing data.
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  If the first 2 buttons are disabled like in the picture then that means you are on the first record and cannot move back any further.  If the last 2 buttons are disabled then that means you are on the last record and cannot move forward any further.
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  Moves to the first record on the form.
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  Moves to the previous record on the form.
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  Moves to the next record on the form.
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  Moves to the last record on the form.
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  You can also move to a specific record number by typing in the record number you want and pressing 'Enter'.

tc "Calendar"

xe "Calendar"Calendar
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 Clicking the little calendar buttons in Financial Accounting will open the miniature calendar form.  You can use the Calendar form to graphically enter the date you want into a field on a form.  Click on any of the 12 labeled month buttons to move to the first day of that month.  You can use the single arrow keys to move between the months and the double arrow keys to move between the years.  You can click the "Today" button to have the calendar automatically move to the current date.  After you graphically enter a date click the Save button and the form closes entering the date into the selected field.  This form works in a similar fashion to the miniature Time form.

tc "Time"

xe "Time"Time
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 Clicking the little time buttons in Financial Accounting will open the miniature time form.  You can use the Time form to graphically enter the time you want into a field on a form.  Click on the different buttons to enter the time you want or use the Now button at the bottom of the form to enter the current time.  After you graphically enter a Time, click the Save button and the form closes entering the time into the selected field.  This form works in a similar fashion to the miniature Calendar form.

tc "Toggle Field Displays"

xe "Toggle Field Displays"Toggle Field Displays
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 When you click this button Financial Accounting will toggle the field directly below it with a different field value.  This is a way that Financial Accounting can display other field values when space is limited on subforms.  For instance in the Receivables form you will see this button in the subform above the Terms field.  When you click on the Toggle button Financial Accounting changes the field value to be Order Type.  You will find this button only on subforms in various parts of the program.

tc "Recap"

xe "Recap"Recap
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 The Recap button is used to display a preview of what will be entered or what was entered in your General Ledger.  Depending on whether or not the transaction you click the recap button was posted or unposted will determine what the Recap form displays.  The bottom of the form you will see a Total field for the debit and credits, these totals should equal.  You can change the sort order of any of the columns by click the right mouse button on a column and then choose the sort order.

Unposted Transactions
If the transaction has Not been posted yet then the recap form will display every account and the amount debited or credited that will be entered into the General Ledger when you do Post the transaction.

Posted Transactions
If the transaction has been posted then the recap form will display every account and the amount debited or credited that would be entered into the General Ledger if you decided to Unpost the transaction.  When you Unpost a transaction Financial Accounting reverses all the previous transactions that were entered when the transaction was posted.

tc "Subform"

xe "Adding an Inventory Transfer"

xe "Subform"Subform

A subform is a form within a form. The primary form is called the main form, and the form within the form is called the subform. A form/subform combination is often referred to as a hierarchical form, a master/detail form, or a parent/child form.
Subforms are especially effective when you want to show data from tables or queries with a one-to-many relationship. For example, you could create a form with a subform to show data from a Customers table and a Inventory table. The data in the Customer table is the "one" side of the relationship. The products in the Inventory table is the "many" side of the relationship where each customer can have more than one product.
The main form and subform in this type of form are linked so that the subform displays only records that are related to the current record in the main form. For example, when the main form displays the Customer, the subform displays only the products that customer is purchasing.
When you use a form with a subform to enter new records, Financial Accounting saves the current record in the main form when you enter the subform. This ensures that the records in the "many" table will have a record in the "one" table to relate to. It also automatically saves each record as you add it to the subform.
tc "Subform Display"

xe "Subform Display"Subform Display
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 Clicking on the little subform display button in the different subforms will change the view of the subform.  On several of the sales, service, and purchase transaction forms there is a way to change the appearance of the subforms to more adequately display what you are looking for.  

On the Invoice form when you click this button the program will switch between a single or double line subform.  The single line subform works well for companies that sell a lot of items on each invoice but do not need much more detail than a part number, description, quantity and price.  The double line subform has all the fields the single line subform has and another entire line of more detailed fields like Notes, Unit of Measure, Warehouse ID and Job ID.

Each main form can have different subforms, so when you see this button, click through the different subforms to see which one best suits your business.  You can then set the default subform you wish to use in the Company Preferences form so the program always defaults to that subform.  The nice thing about this feature is that it is independent for each and every transaction.  Meaning you can display the single line subform on one Invoice and a double line subform on a different Invoice.

tc "Combo Box Filter"

xe "Combo Box Filter"Combo Box Filter

[image: image48.png]


 Clicking on the little filter button in the different subforms will open up the Combo Box Filter form.  This form will filter the combo box it is above with the results of the criteria entered when you click the Ok button.  An example would be if you were looking for a US Robotics 33.6 modem, you could enter 33.6 in the description field and the search will retrieve anything that has 33.6 anywhere in the inventory description, displaying only those results in the combo box.  To display all the records in the combo box again open the combo box filter form again, leave all the fields blank and click the Ok button.

tc "Sorting"

xe "Sorting"Sorting

You can change the sort order of almost every field or column inside Financial Accounting.  Using the Right Mouse button on your mouse click inside the field or column you wish to change the sort order of.  You will see a fly out menu appear with options to Sort Ascending, Sort Descending or Original Sort Order.  If the first two sort options are grayed out then you cannot sort that particular field or column.  You will always be able to sort the selected form the way it was originally sorted.  Once the field or column has been sorted it will remain that way the next time you open that form.  This way you can choose how your data is sorted and save it that way in every form.

tc "Right Mouse Button"

xe "Right Mouse Button"Right Mouse Button

Financial Accounting makes great use of the right mouse button on your mouse.  You can click the right mouse button on any field or column inside the program.  When you click on the right mouse button you will see a fly out menu appear, which will list all of the available custom options you can choose to gain even more flexibility in the program.  

Sorting
You can select Sort Ascending, Sort Descending or Original Sort Order on a specific field or column in virtually every form in the program.  By selecting one of these options Financial Accounting will change the sort order for the field or column you have selected.  If the first two sort options are grayed out then you cannot sort that particular field or column.  You will always be able to sort the selected form the way it was originally sorted.  Once the field or column has been sorted it will remain that way the next time you open that form.  This way you can choose how your data is sorted and save it that way in every form.

Undo
You can undo anything that has been entered into a form before the form is closed or saved.  You will not be able to undo anything if you move to a subform on a main form or vice a versa.  That is like closing a form when you move back and forth to a subform. 

Edit
You can use the typical windows Cut, Copy and Paste features on any data in the program.

Save Record
You can immediately save the data that you have entered in a form by selecting this option.  Once you save the record you will still be able to undo the saved record if you have not entered any add data.  Once you enter new data or close that form you will not be able to undo your changes.

Print Preview Form
This will open a preview window of what the current form will look like if you decide to print it.  This feature only allows the selected form to be previewed and is not meant to be used in place of the Report Menu.  It merely gives you a quick way of previewing and then printing anything that is displayed on an open form.  You can print the form while you are previewing it from the Print Preview window.  Keep in mind that the Print Preview will display every record that is available in the selected form.  So if you only want to print one record make sure you search for it first to filter the total records down to the one you want.

Find and Replace
There is a Find and Replace feature available to help you locate text and replace it with other text.  This can be used as a basic way to search for data quickly but for detailed searching you should use the Find button if it is available on the form you are in.

Auto Correct
You can use Auto Correct to enter commonly misspelled words and have it automatically correct typing errors that you make while entering data into the program.  

Spelling
The Spelling feature allows you to spell check your data to make sure everything is spelled correctly.  You can even add new words to the dictionary so they are not flagged as misspelled words again.

Auto Dial
You can use the Auto Dial feature to automatically dial a phone number you have selected in the program provided it is a phone number format.

Open URL
If you are connected to the Internet you can use the Open URL to quickly access a particular Web site from within Financial Accounting.

Zoom Field
Use the Zoom Field to display a large pop up form that will enlarge the field you selected so you can view paragraphs of text that may not all be visible in that particular field.  This is great for fields like notes, long descriptions or any other field where you cannot see all the text on the screen.

tc "User Fields"

xe "Contact Methods"User Fields

The User Fields form is used to store the names of different contact methods used like Phone, Fax, E-mail, Web Site, and any other information that you use.  

Three sections of User Field help are contained in this Help topic and will be discussed below: Combo Box Selection of a User Field, Adding a New User Field, and, the User Defined Detail Form.

Combo Box Selection of a User Field
Under the User Field column heading, simply click on the little combo box button (the arrow head pointing down) to select the type of user field you wish.  Then, type in the value (whether it be a phone number, an E-mail address, etc.) in the value field.  As you can see, you may add a number of user fields.

This form can be opened from any form that uses User Fields like the customer or vendor forms by clicking the little magnifying glass button next to the field.  You can even create or select a Mask Format for each of the User Fields, which allows you to just type in the numbers and not the dashes, brackets, etc.  For instance you could use a mask of !(@@@) @@@-@@@@ and assign it to the Phone contact method.  Every time you enter a phone number like 8005551212 the mask would automatically change it to display like (800) 555-1212.  See Input Masks for more detail on the mask symbols you can use and how they work.

Several default contact methods and masks will be entered when you create a new data file.  You can add, delete, change a Mask or change the Sort order of the Contacts you have entered in this form.  Below is a description how you enter or change information in the User Fields form.

Adding a New User Field: The User Types form
If you click on the little magnifying glass button to the far left of the User Fields field you will enter into the User Types form.  This button appears on any form with a contact method field like the customer, vendor, orders, employee and job forms.  Inside the User Type form you will see a type or types of User Type names, the chosen Mask for each method and the Sort order.  

You can change the Sort order or the Mask number of the line item that you are on.  If you wish to add a new User Field, click on the "add" button at the bottom of the form.  To add a new Mask number and format, scroll down until there is a blank line and then enter the add mask.  The Mask Format is where you can set a format for a certain User Field.  For instance, if you have selected Work Phone as the User Field type, Mask #1 is assigned to that type.  Mask #1 reads !(@@@) @@@-@@@@.  The "!" makes the mask left-justified and the "@" allows you to input any kind of character.  Therefore, if you are in the User Field field, select Work Phone and type in 1234567890, it will appear as (123) 456-7890.  

You may have another mask setup as Mask #2 and it can be used for any kind of data or number such as an E-Mail address or Web site.  This mask would read !@@@@@@@@@@@@@.  You may also alter these masks or create more of your own.  See Input Masks for more detail on the mask symbols you can use and how they work.

No matter what you must make sure you have a mask assigned to each of the user fields that are entered.  If you do not want to use a mask format for some reason use the example in Mask #2 above to avoid formatting the entered data.

User Defined Field Detail Form
Once you selected the User Type and Value in the User Fields section, you may click on the little yellow folder to bring you to a powerful feature located in the User Defined Field Detail form.  

1.
The User Field field will display the User Field type you have selected. 


2.
The Value Mask will display the Values you entered for the User Field, such as the numerals in a phone a phone number.

3.
The Value note pad looking field will display the Values you entered for the User Field, such as the numerals in a phone a phone number.  The significance of this area is that you may view the values more clearly than in the space provided in the Value area of the User Fields area of the Detail tab.  For example, if you have purchased the Image Web module you may have entered an entire paragraph in this section.  Additionally, you can write in this section, expanding on what you may already have written in the Value area on the previous form.

4.
The Mask Type field will display the Mask Type you have selected.  

5.
The Web site Details area will provide you with the following options if you have purchased and are operating the Image Web module:
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Show on Retail Web Site: Click the check mark box to the right of these words if you would like the information you have entered to show on the retail Web site.
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Show on Wholesale Web Site: Click the check mark box to the right of these words if you would like the information you have entered to show on the wholesale Web site.
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Hyperlink. Click the check mark box to the right of the word Hyperlink if you would like the information to be hyperlinked.
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Target. Enter the Web Target information. 
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Hyperlink: Enter the Hyperlink.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new User Field and corresponding information to be added.  
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The Delete button will delete the selected User Field and the remaining related contents.
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The Close button will close and save the User Field information.

tc "Undo"

xe "Undo"Undo

If you want to undo the data you have entered since you opened the form use the undo feature from the right mouse button.  You can also press the "ESC" (Escape) key on your keyboard to undo the data that you entered since you opened the form.

tc "Account ID Naming Conventions"

xe "Account ID Naming Conventions"Account ID Naming Conventions

You must assign a unique Account ID to your Chart of Accounts, which can be up to 20 alphanumeric characters in length.  There are many different ways of logically creating your ID's.  Some companies start each account type with the same number, then a dash and then a unique number for the account itself like 1-2100.

Things to remember
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You cannot use asterisks (*), or double quotes (").
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You cannot use leading or trailing spaces. Spaces in between characters are allowed.
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Account numbers are sorted alphabetically with numbers coming before letters. For example, an account starting with a "6" would list before an account starting with an "A."
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You need to use leading zeros to make the numbers sort properly. For example, these numbers are ordered this way: 1, 100, 1000, 27.  To properly sort, enter the numbers as 0001, 0027, 0100, 1000.

tc "ID Naming Conventions"

xe "ID Naming Conventions"ID Naming Conventions

There are several different places in the program that you will see ID numbers (Customer ID, Vendor ID, Item No, etc).  The Invoices, Orders, Back Orders, Quotes and Customer forms use Customer ID numbers.  The Bill, Purchase Orders, and the Vendor forms use Vendor ID numbers.  The Employee form uses Employee ID numbers, the personal Contacts form uses Contact ID numbers, the Jobs form uses Job ID numbers and the Inventory forms use the Item No numbers.  There are several other forms that use ID numbers, below describes how you can setup these numbers in a consistent fashion.  You can use any ID format you wish and they way we are describing below is only one of several methods that can be used to make up an ID.

1.
To begin with, you must assign an ID when it is requested.  The ID's are primary key fields that are unique identifiers for the specific data being entered.  For example, in the Invoice form you enter a Customer ID in the Customer ID combo box and the customers unique data will be retrieved and fill in the Bill To and Ship To.  This eliminates duplication and the need for additional typing.


2.
Being consistent in a formula for adding ID's will assist you in retrieving the information you have entered into each area.  You will notice in the sample Sample data file that we have used a very common format for assigning ID's.  We use the first four letters of the customer's last name followed by the first letter of their first name and then the number "01".  If there is more than one customer with a similar name (i.e. John Smith and Jane Smith), the second customer would be assigned the next higher number.  Thus, John's ID number would be "SMITJ01" and Jane's would be "SMITJ02".  There are many other options for entering a consistent formula.  Some people may choose to use the company's name or telephone number for the ID.  We don't recommend telephone numbers, as it is almost impossible to remember them when you find it necessary to retrieve an ID.


3.
All the ID fields can be up to 15 characters in length except for the Item No field, which can be 25 characters in length.  This can be modified but generally that gives you more than enough room for your ID numbers no matter what format you choose.

Things to remember
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You cannot use asterisks (*), or double quotes (").
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You cannot use leading or trailing spaces. Spaces in between characters are allowed.
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·Account numbers are sorted alphabetically with numbers coming before letters. For example, an account starting with a "6" would list before an account starting with an "A."
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You need to use leading zeros to make the numbers sort properly. For example, these numbers are ordered this way: 1, 100, 1000, 27. To properly sort, enter the numbers as 0001, 0027, 0100, and 1000.

Chapter  3: Accounts Receivable

tc "Invoices Overview"

xe "Customer Invoices"Invoices Overview

The Invoice form allows you to create, edit and view transactions for the inventory items you sell to your customers.  This form is used to sell inventory items that you enter in the Inventory Items form.    

You will notice at the top of this form six tabs, which help group the customer invoice information better.  It is like having six forms connected together for each customer's invoice.  You will also notice that, except for the Items tab, the Customer ID, Transaction Type, Date, Type and Invoice Number fields at the top of the form remain there in all the tabs so you always know what customer's invoice you are working on when switching between the tabs.  The six tabs are listed below and described in detail in other areas of the documentation.


[image: image65.png]



The General Tab shows you general invoice information.  See: Adding Invoices.
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The Item Tab is where you enter information to add an invoice.  See: Items Tab and Adding Invoices.
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The Detail Tab shows you Payment Information Contact numbers and types, and Sales Tax details.  See: Detail Tab.
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The Commission Tab is where you review/change or add commission information.  See: Commission.
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The Order History Tab shows you the history of your orders.  See: Order History
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The Invoice History Tab shows you the history of your invoices.  See: Invoice History
The Invoice form can also be used to pull in the details that were created from a Order.  This is a two step process used by some companies to track the history of an order to an Invoice.  Some companies may choose to use only the Invoice form consolidating the two-steps into one.  You can enter your order directly in the Invoice form, generate a Picking Ticket, or Packing Slip for your shipping department, generate an Invoice for your customer and then Post the Invoice to complete the process.

This form can be used to add, edit or delete records in the Invoice form.  To add new Invoices, see: Adding Invoices.  If you need to edit existing Invoices, just select the record you want to edit and make any necessary changes to the fields for that record.  If the Invoice is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Invoices. See: Adding Invoices
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Invoice form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Invoice form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customers button will open the Customers form to the selected customer.  See: Customers.
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The Receivable button will open the Receivables form where you can receive a payment for the posted Invoice.  See: Receivables.
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The Notes button opens the Customer Notes form where you can view any notes about the selected customer.  See: Customer Notes.
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The Orders button opens the Open Orders form where you may review Open Orders, or, you may click on the check box, then click on the button labeled Add Orders to select these orders to be added to the invoice prior to posting.  See: Open Orders.
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The Message button opens the Invoice Message form where you can enter a message for the Invoice and have it print on the printed invoice.  See: Invoice Message. 
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The Contact Log button will open the Customer Contact Log List form where you can add, edit or delete contact logs.  See: Customer Contact Log List.
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The History button will open the Sales History form where you can view either the customer history or sales transaction history. See: Sales History
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The Print button will open the Print Invoice form where you can adjust settings and print an invoice.  See: Print Invoice.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Invoices or Unposting Invoices.
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The Duplicate button will create a duplicate of a specific Invoice.  See: Duplicating Invoices.
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The New button will clear the form to allow a new Invoice to be added.  See: Adding Invoices.
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The Delete button will delete the selected Invoice.  See: Deleting Invoices.


[image: image83.png]



The Find button will enable you to Find Invoices.  See: Find.
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The Close button will close and save the Invoice form.  See: Closing Forms.


[image: image85.png]


  Take me to the Help Menu for Quotes.

[image: image86.png]


  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Create New Invoice"

xe "Searching Customers"Create New Invoice
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  The following tells you how to create a new Invoice...

General Overview
First, click on the Accounts Receivable topic in the Main Menu.  Then click on Create New Invoice.  Now a form appears with the label, "Find the Customer for this Invoice."  This is a search form that you may use to find the Customer involved in the Invoice.  Once you have selected that Customer, all of the appropriate data from that Customer will automatically populate the fields of the Invoice form for you.  Now you only have to enter the remaining data to complete the Invoice form before taking an Action such as Posting it.

When you are Entering an Invoice, you may either be Entering a new Invoice for a New Customer, or, Entering a new Invoice for an Existing Customer.  Both situations are described next.

Entering a new Invoice with a New Customer
First, click on the Accounts Receivable topic in the Main Menu.  Then click on Create New Invoice.  Now a form appears with the label, "Find the Customer for this Invoice."  This is a search form that you may use to find the Customer involved in the Invoice.  Since this is a New Customer, click on the New Customer button in the lower left hand corner section of the form. You will now be brought to the Customer form to add this new Customer.  See: Adding Customers.  Once you have added the Customer data in the Customer form, you will be able to quickly return to Entering your Invoice by clicking on the Initiate Transaction button in the Customer form.  When you click on the Initiate Transaction button, you may select Enter Invoice.  

Now, all of the appropriate data from that Customer will automatically populate the fields of the Invoice form for you.  The next step is the entering of the remaining data to complete the Invoice form before taking an Action such action Posting it.  See: Adding Invoices.

Entering a new Invoice with an Existing Customer
First, click on the Accounts Receivable topic in the Main Menu.  Then click on Enter Invoice.  Now a form appears with the label, "Find the Customer for this Invoice."  This is a search form that you may use to find the Customer involved in the Invoice.  See: Find.  Once you have selected your Customer, all of the appropriate data from that Customer will automatically populate the fields of the Invoice form for you.  The next step is the entering of the remaining data to complete the Invoice form before taking an Action such action Posting it.  See: Adding Invoices
Related Topics
Invoices
Adding Invoices
Invoices Overview
Adding Customers
Find
tc "Adding Invoices"

xe "Adding an Inventory Transfer"

xe "Adding Customer Invoices"Adding Invoices
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 The following steps will explain in detail how to add a new Invoice.

You may already be in the General tab of the Invoice form with the background customer data you want present.  If so, go to step number "2."  If you are in the Invoice form and do not have the customer data you would like present on this form, begin with step number "1." below.  If you are at the Main Menu, click on the Accounts Receivable topic, then click on Create New Invoices.  You will now be brought to the search form for Customers to enter your invoice.  Click on Create New Invoices for help on how to use the Create New Invoice form.  Once you complete the form, you may return to this Adding Invoices help to continue below at step number "2."

1.
Click the New button to clear the form so you may enter a new record.  You will now be brought to the Create New Invoice search form that will be labeled, "Find the Customer to Enter this Invoice".  Click on Create New Invoices for help on how to use the Create New Invoice form.  Once you complete the form, you may return to this Adding Invoices help to continue below.  


2.
You will notice many of the fields on the General tab of the Invoice form like Bill To and Ship To will fill in with data based on that Customer.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the customer form like Name, Sales Tax ID's, Ship Via, Terms and Currency.   Review and adjust the fields as necessary, pressing the TAB or ENTER key to move your cursor to the each field.  A description of the General tab fields is listed in this Help section after step number "5."

3.
Next, click on the Items tab of the Invoice form.  Complete the filling in of the Item No, Qty, and Ship fields and reviewing the other fields to ensure they are appropriate for the particular invoice.  Note that the form automatically draws in the information you have entered previously.  As an example of when you may want to override a field that automatically draws upon information you have entered in other forms: You may want to give a customer a higher discount, therefore, you would type in a new discount over the discount listed in the form.  You may click on the following link, Items Tab,  for additional information on the Items tab.

4.
Next, click on the Detail and Commission tabs, review/add/edit data as appropriate.  You may click on the following links if you would like additional information on either tab: Detail or Commission.

5.
Click back to the General tab.  Here are some of the options you now have:



*
You may click on the Post button which will: post the invoice to the general ledger,




decrease inventory, and create a receivable.

*
You may click on the Close button and post the invoice later, possibly because you batch




post at the end of the day.



*
You may print the invoice.

Related Topics
Create New Invoices
Invoices
Invoices Overview
Description of General tab in the Invoice form
1.
The Customer ID field is used to show the Customer identification number.

2.
The Invoice Type field is used to determine what type of transaction you are intending on processing.  Your choices are;  Invoice, Credit Memo, or Finance Charge.  


3.
The Date field will automatically be filled in with todays date.  This can be changed to the date the customer placed the order, or a different date if you would like.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.  Important:  Whatever date is entered into the Date field will be the date the Invoice gets posted to the General Ledger when you Post the Invoice.

4.
The Type combo box field can be used to categorize the invoice by type.  This is different than the Transaction type field at the top of the form.  For instance, if you were selling computer hardware you may want to enter 'Hardware'.  If you were selling software you may want to enter 'Software'.  Double click on the words Invoice Type to open the Invoice Type form where you can add, edit or delete order types.

5.
The Invoice Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It can be manually changed on this form as long as it does not duplicate a previous Invoice Number.

6.
The Bill To area will display all the details of the selected customer.  You can click the little magnifying glass button next to this section to open the Customer Bill To Information form where you can change this information independent of the customer.


7.
The Ship To area will display the default customer ship to information that is entered in the customer form.  You can click the little magnifying glass button next to this section to open the Customer Ship To Information form where you can change this location.

8.
The Due Date field will be filled in based on what you have selected in the Terms field.  For example, if you select "net 30" as the terms and the invoice is dated 4/12/2001 then 5/12/2001 will be automatically entered into the Due Date field.

9.
The PO Number field is where you can enter the Customer's Purchase Order number your customer provided to you for this invoice.

10.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They will be automatically filled in based on the selected customer.  If the selected Customer has not been setup with default Sales Tax Codes then Financial Accounting will use the values setup in the Default Accounts form.  If a customer has a tax number or lives in an area that you do not charge sales tax in, then you should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX'.  This is a tax code automatically setup when you create a new data file in the Sales Tax Codes form.  You can change either of these fields on the fly with any value listed in the combo boxes.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.

11.
The Ship Date will be the date you enter to ship the items.  You may click on the calendar button located a the end of the ship date field to choose the shipment date.

12.
The Ship Via field will fill in with the default ship via setup for the selected customer.  This field is used to assign a shipping method for the Invoice.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the shipping methods.

13.
The Currency field is used to assign a default currency for each Invoice.  Normally, this will automatically fill in with your default Currency ID setup for the selected customer in the Customer form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

14.
The Terms field will fill in with the default terms setup for the selected customer.  This field is used to enter the payment terms for the Invoice, which details how that customer must pay for the merchandise.  If the Terms you give are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the receivables and will determine what discounts or interest that customer may receive.

15.
The A/R Account will be filled in automatically with the Accounts Receivable ID setup in the Default Accounts form.  This is the Account Receivable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


16.
The Ship To ID field will display a list of available Ship to locations that have been setup.  Any Ship To ID selected from this combo box will automatically fill in the Ship To area on the printed invoice.  Click the little magnifying glass button next to this field to open the Ship To Location form.

17.
The Salesperson field will fill in with the default salesperson entered for the selected customer.  You can select from all the entered employees entered in the Employee form.

18.
The MHR Rate field (the Man Hours Required Rate Field) will fill in with the default terms setup for the selected customer.  This can be accomplished by selecting the System Manager topic from the Main Menu, clicking on the Inventory tab, clicking on the box just to the left of the phrase "Enable Man Hours Required (MHR) fields, click on the Sales tab, fill in the field to the right of the words, "MHR Hourly Rate."

19.
The Ship From ID field will display a list of available Ship From locations that have been setup.  Any Ship From ID selected from this combo box will automatically fill in the Ship From area on the printed invoice.  There is not enough room on the main form to display this information so it only appears when you print the transaction.  Click the little magnifying glass button next to this field to open the Ship From Location form.


20.
The Rep Order No. field is the Representative's own number that they use to track the order.


21.
The Source field will fill in with the default setting of Magazine Ads.  This a great marketing tool that enables you to track where your customers are finding out about you.  You have the option of selecting other Sources from the combo box as well as adding sources to the combo box. 


22.
At the bottom of the form the Subtotal field will display the total before sales tax of all the line items entered in the subform.


23.
The Freight field can be used to enter shipping costs for the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Freight field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the freight amount from being charged any sales tax.  This is the default Tax method for Freight.
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1 or Both Sales Tax - This will include the freight amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the freight amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the freight amount and calculate it against only the Tax Code 2 fields percents.


24.
The Other field can be used to enter miscellaneous costs to the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Other field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the other amount from being charged any sales tax.  This is the default Tax method for Other.
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1 or Both Sales Tax - This will include the other amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the other amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the other amount and calculate it against only the Tax Code 2 fields percents.


25.
The Sales Tax field will display the sum of the calculated sales tax for the Tax Code 1 and Tax Code 2 fields you completed in the Detail tab of the Invoice form.  

26.
The Total field will display the total of the transaction which the customer owes you.  This field adds the Subtotal, Freight, Other, and Sales Tax fields together to come up with the total amount.  This is the amount that will be entered to the Accounts Receivable account in the General Ledger when you post this transaction.  You will also see this amount in the Receivables form for this customer.

27.
The Payment field will display the amount of money the Customer has paid against this invoice to date.

28.
The Amount Due field will display the balance due of the transaction.  This field subtracts any partial payments made against the invoice, enabling you to quickly know the amount still due.  When the amount due = 0 it will read "Paid".
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Take me to the Help Menu for Invoices.

xe "Invoices"Invoices

What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  To get back to the Invoices Help Menu click Back on the toolbar menu, or you can scroll to the bottom of the topic and click the link:  Help Menu for Invoices.  

	
	

	Key Invoice topics
Invoice form Overview
Invoice Subforms
General Invoice topics
How to Add, or Create an Invoice
How to Post Invoices
How to Unpost Invoices
How to Print an Invoice
How to Search for an Invoice
How to Duplicate an Invoice
How to Set-up Recurring Invoices
How to Batch Post Invoices
How to Delete an Invoice
	Related Invoice topics

Invoice Type
Invoice Messages
Converting an Order to an Invoice
Orders Overview
Customer Special Pricing
Inventory Special Pricing



tc "Items Tab"

xe "Customer Invoice Subforms"Items Tab

The Items tab is used to enter all the inventory items, quantities, amounts and so on for each item being sold, and, to provide background on the Item selected.  The area for entering data is on the lower portion of the form, and, in one of the subforms you may select by clicking on the Subform Display button, the area for reviewing background will be on the upper portion of the form.  First will be described the entering data portion of the form with the topic labeled, "Entering Line Item Data."  Next will be described the area for review data with the topic labeled, "Reviewing Background Data."

Entering Line Item Data
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 You can change the subforms on the fly from the Invoice form by clicking on the little Subform Display button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form.  Whatever you select as a default will be visible when you Add new Invoices.  Below are the descriptions for all the fields in the three subforms.  You will need to review each of the three subforms.

Line items 
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Sales Price will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Sales Price, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Invoice Line Item Options form will open where you can do different things to the selected line item.  See: Invoice Line Item Options


5.
The Qty (Ordered) field is used to enter the number of the selected Item No the customer wants to buy.


6.
The Unit Measure (U/M) field is used to select the unit measure of the item being shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  The (U/M) field also has a combo box that can be accessed by clicking in the U/M field.  See: Adding Inventory Unit Measures or Inventory Unit Measure
7.
The Stock field is read only and will display how many of the selected items are currently in stock.


8.
The Warehouse field is used to enter the warehouse where the selected Item No will be shipping from.  The Warehouse field also has a combo box that can be accessed by clicking in the Warehouse field.  You may then click the warehouse location you wish to ship from from the combo box.     See: Warehouses.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


10.
The Disc (Discount) field is where you can enter a discount percentage you want to give the customer on the selected item.  If you want to give your customer a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Sales Price field will automatically fill in with the selected Item No's Sales Price entered in the Inventory Items form.  You can override this price with a different amount if you need to.


13.
The Total field will display the Ship (Shipped) quantity multiplied by the Sales Price field.  If you shipped 5 and the sales price was 30.00 each then the total field would display 150.00.


14.
The Account ID field will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

15.
The Job ID field can be used to assign a Job ID to track the sales for a job.  See: Jobs.  The Job ID field also has a combo box that you may then click the Job ID number you are referencing from the combo box.

15.
The Man Hours Required (MHR) field will automatically be filled in from other forms.

16.
The Months field can be used to enter the number of months involved as part of an agreement.  For example, you may have a customer place an order for a single, six month cellular phone contract at a rate of $50.00 per month.  In this example, you would enter "1" in the Qty (Quantity) field for the "single" part of the "single, six month...contract..."; you would enter "6" in the Months field for the "six" part of the "single, six month...contract..."; you would enter "50.00" in the Monthly Rate field for the "$50.00" part of the "single, six month...contract at a rate of $50.00 per month."

17.
The Monthly Rate field may be used to enter the monthly charging rate involved as part of an agreement.  For example, you may have a customer place an order for a single, six month cellular phone contract at a rate of $50.00 per month.  In this example, you would enter "1" in the Qty (Quantity) field for the "single" part of the "single, six month...contract..."; you would enter "6" in the Months field for the "six" part of the "single, six month...contract..."; you would enter "50.00" in the Monthly Rate field for the "$50.00" part of the "single, six month...contract at a rate of $50.00 per month." 

18.
The Ex. field may be clicked on to authorize the program to Exempt the calculation from taxes.

Reviewing Background Data
You will be able to view background data on one of the subforms.  This background data can be found in the upper portion of the sub form that the lower portion of the form with column heading of Item No, Qty, U/M, Ship, Warehouse, etc.

The upper portion of this form will list the Item No in bold and have the following column labels:

1.
The In Stock field is read only and will display how many of the selected items are currently in stock.

2.
The Committed field is read only and will display how many of the selected items are currently committed for other transactions.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  See: Committed Inventory Rules for further information.

3.
The Allocated field is read only and will display how many of the selected items are currently allocated to other transactions.  This field is able to be adjusted in the Order form.  See: Adding Orders.  

4.
The Available field is read only and will display how many of the selected items are currently available to for sale.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.
The Back Order field is read only and will display how many of the selected items are currently on back order.


6.
The On Order (PO) field is read only and will display how many of the selected items are currently on purchase orders.

7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Sales Price field will be multiplied by it as well as the Shipped quantity to give you a different total.

8.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure form.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Invoices Overview.
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  Take me to the Help Menu for Invoices.

[image: image105.png]


  Take me to the Help Menu for Adding Invoices.

tc "Detail Tab"

xe "Detail"Detail Tab

The Detail Tab is where you may enter/review Payment Information, Contact numbers and types, and Sales Tax details. 

Payment Information

The Payment Information section refers to credit card information you have already provided in the Customer  form.  It is worthwhile to briefly review the information before posting the invoice.
User Fields
The User Fields section is a convenient area to store contact number information.  For a more detailed explanation of User Fields, see User Fields.
Sales Tax Detail 
The Sales Tax Detail section is a read only area that shows the sales Tax 1 and Sales Tax 2 information, including the Sales Tax percentages and what those percentages translate into dollars for your the Invoice record you are working on.  See Sales Tax Codes [Paid] for further information.

Buttons at the Bottom of the Form

Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Invoices Overview.

tc "Commission"

xe "Commission"Commission

The Commission tab of the Invoice forms displays, in addition to the constant five fields at the top of the forms, the Item No, Description of the item, where it is From (Such as a Sales Rep) and the Total.  These fields are read-only.   However, these read-only fields may be set in the Sales Reps form.  See: Adding Sales Reps. 

The Commission tab also displays the following:
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The Select field which enables you to select whether you wish Commission to be recorded.
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The Percent field which displays the percent amount of commission you have chosen or may now choose to enter.  



Note that the Commission field may be enabled in the Sales Rep form, under the Detail tab in the Sales Rep information area.  In this Sales Rep Information area, you may select the type of Commission from the combo box (Gross Sales, Gross Profits, or None).  If you chose one of the first two, you may type in the percentage to be earned as commission in the Percent field.  
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The Commission field which displays the percent amount of commission reflected in dollar terms.  This is a read-only field.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Invoices Overview.

Related Topics

Invoices Overview.

Adding Invoices
Adding Sales Reps
Adding Orders
tc "Order History"

xe "Order History"Order History

The Order History form will display the complete history of the selected transaction.  This would include everything from an Order to the converted Invoice from that Order and even possibly a credit memo.  You can click on the little yellow folder button next to any of the line items in this form to open the actual transaction.  This is a great way to see when an Order was created and then when that Order was invoiced and paid over a period of time.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Invoices Overview.

tc "Invoice History"

xe "Invoice History"Invoice History

The Invoice History displays a single line item list of all the posted transactions that a customer has placed in the past, and, displays credit and pay time duration information.  

The upper portion of the form provides details on the Credit Limit, Available Credit, Average Paying Time, and Highest Balance.  Directly below these fields, you may conveniently view the Current amount of the invoice, the amounts Past due between one and 91 plus days, and the Balance due.

Clicking on the little note pad and magnifying glass button next to a specific transaction will open a small form that you will be able to select the Payment Details or Line Item Details for that transaction.  If you choose to review the Payment Details, the Receivables Review form appears so that you may appraise the Receivable information.   If you choose to review the Line Item Details, the Line Item Detail form appears so that you may appraise the Line Item information. 

Also located in the Line Item section of the Invoice History form in the fourth column (the column after the column labeled Invoice Number) is a column either labeled Terms or Transaction Type.  The reason that the column may have two different labels is that there is a small toggle box in the column heading.  When you click on the toggle box, you may switch back and fourth between the Terms and Transaction Type information.  In this way you have additional information on your invoice.

All the fields in the Invoice History form are read only but you can click the right mouse button to sort any field in a different order.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Invoices Overview.

tc "Invoice Line Item Options"Invoice Line Item Options

The Invoice Line Item Options form can be found on the Items Tab of the Invoice forms by clicking on the little yellow folder button next to the Item No field on a subform.  The Invoice Line Item Options form can access many different forms from within the program and allow you to view or edit the information.  You will be able to do things like delete the selected line item, edit the selected Item No in the inventory items form, assign serial numbers and so on.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Edit Inventory Item button will open the Inventory Items form where you can edit the selected Item No. See: Inventory Items
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The Customer Special Pricing button will open the Customer Special Pricing form where you can add, edit or view the selected customers special pricing.  See: Customer Special Pricing
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The Inventory Pricing Level button will open the Inventory Pricing Level form where you can add, edit or view the selected customers special pricing.  See: Inventory Pricing Level
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The Inventory Special Pricing button will open the Inventory Special Pricing form where you can add, edit or view the selected customers special pricing.  See: Inventory Special Pricing
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The Serial Number button will open the Inventory Serial Numbers form where you can enter serial numbers for the items you are receiving.  See: Inventory Serial Numbers
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The Stock Detail button will open the Inventory Warehouse Stock Detail form where you can view all the stock associated with the selected Item No.  See: Inventory Warehouse Stock Detail
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The Line Item Sort Order button will open the Sales Line Item Sort Order form where you can manually change the sort order of the line items in the selected transaction.  See: Sales Line Item Sort Order
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The Line Item Commission button will open the Line Item Commission form where you can manually change the employees default commission percent for the selected transaction.  See: Line Item Commission
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete Line Item button will delete the selected line item.
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The Close button will close the Invoice Line Item Options form.  See: Closing Forms
Related Topics
Adding Invoices
Invoices Overview
tc "Line Item Commission"

xe "Line Item Commission"Line Item Commission

The Line Item Commission form is used to display all the line items from the selected transaction and their default commission based on the selected salesperson.  The commission percentage of those line items can be quickly changed using this form.  Just manually type in the commission field the commission percent you want the employee to receive for any of the line items.  The default commission percents for each of the line items is based on the selected employees commission rate and also any special commission entered for customer special pricing.  This form can be opened only from the Sales Line Item Options form.

tc "Line Item Sort Order"

xe "Line Item Sort Order"Line Item Sort Order

The Line Item Sort Order form is used to display all the line items from the selected transaction and their original sort order.  The sort order of those line items can be quickly changed using this form.  Just manually type in the sort order field the way you want the line items sorted and when you close the form the transaction will automatically be resorted.  This form can be opened from the Bill Line Item Options form.

tc "Invoice Message"

xe "Customer Invoice Message"Invoice Message

In the Invoice form you can have a custom message appear on the printed Invoice.  This is a good way to enter a specific message about the selected Invoice.  There will be one of two slightly different buttons displayed on the Invoice form depending if a message exists or not.
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  This button will appear if there are no messages entered for the selected Invoice.  Clicking this button will open the Invoice Message form, which will allow you to enter a message for the selected Invoice.  When you are done entering a message, click on the Close button to return to the Invoice form.
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  If this button is showing in place of the normal message button then it means there are existing messages for the current Invoice.  Clicking this button will open the Invoice Message form displaying the previously entered message for the selected Invoice.  When you are done editing or viewing that message, click on the Close button to return to the Invoice form.
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  Take me to the Help Menu for Invoices.

tc "Invoice Type"

xe "Order Type"Invoice Type

In the Invoice Type form you can create a list of your most common invoice types.  This can help to categorize the transaction by a type.  For instance, if you were selling computer hardware you may want to enter 'Hardware'.  If you were selling software you may want to enter 'Software'.  This will save you the time from manually entering a shipping method each time you are in a form.  The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.
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  Take me to the Help Menu for Invoices.

tc "Posting Invoices"

xe "Posting Customer Invoices"Posting Invoices
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Invoices form.  Once the Invoice transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the Invoice form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the Invoice.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post an Invoice due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.
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If you have not entered a Shipped Date for the Invoice.

You will also notice that once you have posted the Invoice form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.
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  Take me to the Help Menu for Invoices.


tc "Unposting Invoices"

xe "Unposting Customer Invoices"Unposting Invoices
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Invoice transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected Invoice transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the Invoice.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain Invoices after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted Invoice.  This could be a Posted Customer Payment transaction where you received payments against the selected Invoice.

You will also notice that once you have unposted the Invoice form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.
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  Take me to the Help Menu for Invoices.


tc "Duplicating Invoices"

xe "Duplicating Customer Invoices"Duplicating Invoices
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  You can quickly duplicate any selected Invoice by clicking on the duplicate button at the bottom of the Invoice form.  This is a great feature if you need to constantly enter Invoices that are the same or similar to other Invoices.  When you click the duplicate button on a selected Invoice a message box will open asking if you want to duplicate the selected transaction.  If you choose to duplicate it, a new Invoice will be created based on the current Invoice selected.  After the add Invoice has successfully been duplicate another message box will appear displaying the Invoice Number assigned to it.  You will then be asked if you want to view the add Invoice.  If you choose 'Yes' you will be moved to the add Invoice.

Everything in the add Invoice will be duplicated except for the Date field, which will be entered with todays date and the Invoice Number field, which will be incremented with the next Invoice Number from the Starting Numbers form.  The Invoice will not be posted after it has been created.  This gives you the opportunity to add to or edit it further before you actually post it.

Duplicating Invoices has no affect on anything at all in the program until you actually post the duplicated Invoice.  You can duplicate an Invoice record and then delete it before you post it and it would be like you never duplicated it to begin with.
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  Take me to the Help Menu for Invoices.

tc "Print Invoices"

xe "Print Customer Invoices"Print Invoices

When you click the Print button on the Invoice form the Print Invoices form opens.  You can set the different print options, which will affect the way the Invoice will be printed.  The print options can be setup a default way in the User Preferences form so that the same print options are selected every time you print. 

Select a Report to Print
Each report changes the information that is printed. Highlight the report you would like to print. Click the Up and Down Arrows, when highlighted on a specific report, to change its position in the list.

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 
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Click the Print Preview check box to preview what the transaction will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.

Print Select
Here you will select if you want to print the current invoice, or a single invoice or batch print by invoice number range, or date.
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Current Transaction - This will print the Current Transaction that is open and that you pressed the print button from.
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Single Transaction - By selecting Single Transaction you will be able to select from the pull down menu labeled Transaction Number the particular, or single, invoice that you are interested in printing.
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Transaction Number Range - By selecting Transaction Number Range you will be able to select a range of invoices, by number, that you would like to print.
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Date Range - By selecting Date Range you will be able to select a range of invoices, by Date, that you would like to print.  When the Date Range is selected the Transaction Number combo box will dynamically change to Date Range and will allow you to select a pre-defined date range from the combo box.  Of course, you can manually enter any date range you wish. 


Batch Print Criteria
If you are just printing the default Current Transaction, all the Batch Print Criteria will be grayed out and unavailable.  However when you select any of the other options in the Print Select section, it is here in the Batch Print Criteria area that you enter, or select, the specific criteria that you wish to print.


[image: image140.png]



Transaction Number - When you select Single Transaction the Transaction Number area will be available for you to select from the pull down menu the particular, or single, invoice you wish to print. 
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From - To - When selecting either the Transaction Number Range or Date Range you will be able to select starting and ending criteria based on which option you have selected.


Printing Options
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Print Company Header Information - This will print your company information at the top left corner of every Invoice.  This is the same information that is entered in the Company Setup form.
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Print Charge Card Information - This will print the customer's credit card information at the bottom of the invoice.
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Print Background Colors - This will print a gray shaded background color in the Ship From and Ship To area of the Invoice.  You will need a good laser printer to make the shaded background look good.
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Fax to Customer Billing - 
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Fax to Customer Sales Rep - 

Action and Form Buttons
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Click the Arrow Up and Arrow Down buttons to change the sort order of the reports displayed.
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Click the Print button at the bottom of the form to print or preview the Invoice.
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Report Settings - This will bring up the Report Transaction Settings form allowing you to remove reports from being displayed and change the order in which they display.

Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)
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Email Report - This will bring up the Email Report form where you can email the report.
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Create Report - This will bring you into a New Report Wizard where you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab.
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Customize Report - This will retreive the highlight report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab.
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  Take me to the Help Menu for Invoices.

tc "Searching Invoices"

xe "Searching Customer Invoices"Finding Invoices
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Invoices"

xe "Deleting Customer Invoices"Deleting Invoices
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  When you click the Delete button on the Invoices form, you will get a message warning you that you are about to delete the selected Invoice.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Invoice again.

There may be times when you try and delete an Invoice and Financial Accounting will not let you.  This can happen because the Invoice is being use in several other areas of the program.  For instance, if you try and delete an Invoice that has one or more receivables against it, Financial Accounting will display an error message explaining that the Invoice could not be deleted due to referential integrity.  The only way you could delete that Invoice would be to delete all the associated receivables first.

The Delete button can be password protected so that other users can't delete any of the Invoice records.  You can assign a password to the delete buttons in the Security form.

Deleting a Line Item
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  The little Folder button in the subform next to every Item No will open the Sales Line Item Options form where you can choose to delete the selected line item.  When this form opens click the delete button to delete the line item.
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  Take me to the Help Menu for Invoices.
tc "View/Edit Invoices"

xe "Maintain Invoices"View/Edit Invoices
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  The View/Edit Invoices form you see is a search form that provides you with convenient options.  You have two methods by which to bring up existing customer information.

Method One
Type in the first few letters or numbers in any of the fields in the General or Advanced tabs then click on the Ok button.  Financial Accounting will bring up the Invoice form with the closest match to the inputs you have provided.    The Invoice form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include:  Adding Invoices, Invoices, Invoices Overview.

Method Two
Locate the fields that have a combo box (an upside down arrow head in a box):

If you select the Customer ID field,  click on the arrow, locate and click your customer in the mini-form that pops up, then click on the Ok button in the upper right hand corner of the View/Edit Invoices form.  Financial Accounting will bring up the Invoice form with the closest match to the inputs you have provided.   The Invoice form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include:  Adding Invoices, Invoices, Invoices Overview.

If you select Transaction Type, Salesperson, Date to Search, Date Range, and/or Invoice Type Fields, click on the respective little combo box (an arrow head pointing down) by each field, locate your customer in the bottom half of the form, and, double click on your customer.  Financial Accounting will bring up the Invoice form with the closest match to the inputs you have provided.  The Invoice form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include:  Adding Invoices, Invoices, Invoices Overview.

Note that in either method the Exact Search check box under the cancel button forces the search to find exactly what you type anywhere in the search form.  Otherwise, the search form is set for a wildcard search, meaning it will search the customer form for the characters you type in no matter where they are in the field.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for customers.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  See Search Conditions for further descriptions and examples of all the different search conditions available.

tc "Finance Charges"

xe "Finance Charges"Finance Charges

The Finance Charges form is where you can assess and create Invoices for the finance charges incurred by your customers delaying payment beyond their Terms.  This form will only display transactions that are overdue based on the criteria you enter at the top of the form.  You can individually select which transaction or customer you will assess a finance charge for or use the Select All or Clear All buttons.  You also have the ability to automatically post the Finance Charge Invoice upon creation.

Enter the Date you are assessing the finance charge in the Finance Charge Date field.  Then select the Account ID in the Finance Account ID field.  Next enter the minimum acceptable days past due in the Minimum Days Past Due field.  Also select the minimum days since the last finance charge.  Now enter the Minimum Customer Balance and the Minimum Finance Charge you wish to accept.  Note:  If you wish to calculate the finance charge by actual days or to charge past due finance charges make sure those check boxes are checked.  Select the Auto Post Finance Charges when Creating check box if you wish to do so.

Click on box by each line item you want to create a finance charge for.  You need to click the Calculator button to populate the subform with the appropriate transactions based on the criteria you have entered above.  When you have verified the amounts to be charged and have selected the transaction, press Create Finance Charges Button.  This will create the Finance Charge Invoices that will need to be posted.

You can choose the sort order of the Finance Charges form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Extra Information Available on the Form
Extra information can be accessed on the form by clicking on the toggle switch buttons over various fields.  These toggle switches are in the lower half of the Finance Charges form and are in the second, third, fourth and sixth column headings.  The contents of these columns are described below:
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The second column heading and the columns contents can be switched back and fourth between the Customer ID and the Customer Name.
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The third column heading and the column's contents can be switched back and fourth between the Invoice and the Terms.
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The fourth column heading and the column's contents can be switched back and fourth between the Due Date and the Last Chg.
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The sixth column heading and the column's contents can be switched back and fourth between the Amount Due and the Amount Paid.
Action Buttons
Action buttons perform an action on the current record like posting or closing.
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The Create Finance Charges button will create the Finance Charge Invoices which will need to be posted.  See: Posting Invoices
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The Calculator button will calculate and populate the subform with what customers and invoices have fallen within your specified criteria.
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The Select All button will automatically select all the listed transactions.  
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The Clear All button will automatically clear all the listed transactions.  
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The Print button will open the Print dialogue form so you may make your printing selections.
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The Close button will close the Finance Charges form.  See: Closing Forms
tc "Receive Payments [Multi-Customer]"

xe "Maintain Receivables"Receive Payments [Multi-Customer]
The Receive Payments [Multi-Customer] form is where you can receive multiple or all payments from your customers.  This form will only display Posted and Unpaid transactions since Unposted transactions are considered incomplete.  Inside this form you will see all outstanding transactions and balances for all your customers.  You have the ability to manually enter payments to any transaction or apply payments by using the Select All or Clear All buttons.

Data Entry Fields
Enter the Date you are receiving your payments in the Date Paid field.  Then select the Account Receivable account in the A/R field.  Next choose the Deposit Account you will be using to enter the payments and choose the Currency. Enter a Reference number if any and select the Payment Method type.  Next click the Rcv check box to receive each transaction in full or double click in the Payment field to receive it in full.  When you are finished receiving all the payments you want click the Post button to update your General Ledger and enter the transactions in the Receivables form.

Read Only Fields
The read only fields include the:
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Customer ID, and by clicking on the little toggle box to the right of the Customer ID column, the Last Name of the Customer
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Due Date,and by clicking on the little toggle box to the right of the Due Date column, the Date.
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Invoice Number.
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Terms, and by clicking on the little toggle box to the right of the Terms column, the Transaction Type.
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Invoice Total.

[image: image178.png]



Discount
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Amount Due
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Payment

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the customer payment form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Receive Payments [Multi-Customer] form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Action Buttons
Action buttons perform an action on the current record like posting or closing.
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The Post or Unpost button will update the general ledger and add records to the Receivables form.  See: Posting Receivables
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The Select All button will select all listed transactions, and, if you click on the Post button, you will automatically pay all the listed transactions.  Based on the Date Paid field it will also calculate Discounts and Interest on all the transactions.  If the majority of the transactions will be paid you may want to click the Select All then Post buttons to pay everything and then go back and clear the few that have not been paid yet.
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The Clear All button will automatically clear or remove payments for all the listed transactions.  If you want to start fresh after paying several transactions you can use the Clear All button to clear all the payments from the transactions.
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The Close button will close the Receivables form.  You must either Post the selected and paid transaction or clear and remove payments from the transactions before you can close this form.  See: Closing Forms
Related Topics
Receivables
tc "Receive Payments"

xe "Receive Multiple Payments"Receive Payments
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  First, click on the Accounts Receivable topic in the Main Menu.  Then click on Receive Payments.  Now a form appears with the label, "Find the Customer for this Receivable."  This is a search form that you may use to find a particular receivable for a particular customer.


The Receive Payments form is where you can enter payments made by a customer for posted transactions they have placed.  This form will only display Posted transactions since Unposted transactions are considered incomplete.  Inside this form you will see all outstanding transactions and balances for a specific customer.  You have the ability to manually enter payments to any transaction or automatically apply payments to the oldest transactions.

The Receive Payments form is used to add payments made by a single customer.  To add a new payment, simply click the New button at the bottom of this form.  If you need to edit existing payments, go to the View/Edit Received Payments form and select the record you want to edit and make any necessary changes to the fields for that record.  The receivable will be posted and it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to Create New Customer Payment, or receivable See: Adding Receivables.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the customer payment form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the customer payment form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Receivables or Unposting Receivables.
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The New button will clear the form to allow a new customer payment to be added. See: Adding Receivables.
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The Delete button will delete the selected customer payment.  See: Deleting Receivables.
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The Find button will enable you to Find receivables.  See: Find. 
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The Returned Payment button will create a new customer payment from the current Posted Payment for funds returned and mark it "Returned Payment".  The payment will be reversed and the payment info and memo fields will be marked with "- NSF".  This will also mark the original receivable with the words "Original Returned Payment".  When you Post the add Returned Payment, Financial Accounting will once again show that customer owing you money for the selected transaction and back out the entries in your General Ledger.
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The Print button will print the record.
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The Close button will close and save the Receivables form.  See: Closing Forms.

Related Topics
Adding Receivables
Receive Payments History
Receivables Review
tc "View/Edit Received Payments"

xe "Receive Multiple Payments"View/Edit Received Payments
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  First, click on the Accounts Receivable topic in the Main Menu.  Then click on View/Edit Received Payments.  Now a form appears with the label, "Find Receivables."  This is a search form that you may use to find a particular receivable.  Find and select one or more of the receivable you would like to View/Edit.  Once you have selected the receivable, click on find selected, or simply double click on the highlighted record.

The View/Edit Received Payments form is where you can enter payments made by a customer for posted transactions they have placed.  This form will only display Posted transactions since Unposted transactions are considered incomplete.  Inside this form you will see all outstanding transactions and balances for a specific customer.  You have the ability to manually enter payments to any transaction or automatically apply payments to the oldest transactions.

The View/Edit Received Payments form can be used to edit or delete records of payments made by your customers.  To add a new payment, simply click the New button at the bottom of this form, or from the main menu you can select Receive Payments.  To edit existing payments, just select the record you want to edit and make any necessary changes to the fields for that record.  The record will be posted and it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to Create New Customer Payment, See: Adding Receivables.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the customer payment form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the customer payment form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Receivables or Unposting Receivables.
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The New button will clear the form to allow a new customer payment to be added. See: Adding Receivables.
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The Delete button will delete the selected customer payment.  See: Deleting Receivables.
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The Find button will enable you to Find receivables.  See: Find. 
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The Returned Payment button will create a new customer payment from the current Posted Payment for funds returned and mark it "Returned Payment".  The payment will be reversed and the payment info and memo fields will be marked with "- NSF".  This will also mark the original receivable with the words "Original Returned Payment".  When you Post the add Returned Payment, Financial Accounting will once again show that customer owing you money for the selected transaction and back out the entries in your General Ledger.
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The Print button will print the record.
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The Close button will close and save the Receivables form.  See: Closing Forms.

Related Topics
Adding Receivables
Receive Payments History
Receivables Review
tc "Posting Receivables"

xe "Posting Receive Payments"Posting Receivables
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Receivables form.  Once the receivables transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the receivables form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the customer payment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a receivables transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the Receivables form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Unposting Receivables"

xe "Unposting Receivables"Unposting Receivables
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected customer payment.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the customer payment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain customer payment transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.


You will also notice that once you have unposted the customer payment form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Unposting Edit Receivables"

xe "Unposting Receive Payments"Unposting Receivables
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected customer payment.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the customer payment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain customer payment transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.


You will also notice that once you have unposted the customer payment form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Adding Receivables"

xe "Adding Receive Payments"Adding Receivables
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  The following steps will explain in detail how to add/edit a new Receivable.

1.
From the Main Menu, click on Accounts receivable, then Enter Receivables. You will now be brought to the Enter Receivables Find form that will be labeled, "Find the Customer for this Receivable."  Click on the next words, Enter Receivables for help on how to use the Enter Receivables form.  Once you complete the form, you may return to this Adding Receivables help to continue below on step number "2.".

2.
Now that you have selected the customer and, therefore, the Customer ID, you will notice many of the fields in the Receivables form will fill in with data based on that customer.  The subform area will fill in one line item for each unpaid transaction displaying totals at the bottom of the subform.  You will also notice that discounts will fill in automatically based on the Terms setup and the Date Paid selected.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Currency combo box field will automatically fill in with the Currency field selected in the Company Preferences form.  You can change this, however.  See: Company Preferences for additional information.

4.
The Receivable ID field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.


5.
The Date Paid field will automatically be filled in with todays date.  This can be changed to whatever date the payment is being made.  Click the little calendar button next to this field to open a miniature calendar where you can graphically set the date for this field.

6.
The A/R combo box field will automatically fill in with the Accounts Receivable field selected in the Default Accounts form on the Receivables tab.  You can change this account but normally it is an asset account.

7.
The Deposit Acct combo box field will automatically fill in with the Deposit Account field selected in the Default Accounts form on the Receivables tab.  You can change this account but normally it is an Asset or Bank account.

8.
The Payment Method combo box is used to enter the type of payment your customer used.  You will be able to select from a list of payment methods from the combo box.  When you first create a new data file two payment methods are setup for you.  They are Check and Credit Card.  You can add, edit or delete payment methods by clicking the little magnifying glass button next to this field.


9.
The Payment Info field is where you can enter payment information like check number or credit card number.


10.
The Exp Date field is used to enter credit card expiration dates if the customer used a credit card for the payment method.


11.
The Amount Paid field is where you enter the Total amount you received from the customer.  You can enter a large payment to cover several transactions and have Financial Accounting automatically pay them off by clicking the little coin button next to this field.  This will automatically apply the Amount Paid to as many transactions possible in the subform from the oldest to newest date.  You can manually enter payments in the subform if you choose.  You can also enter amounts in the Payment field of the subform for a number of transactions and then double click in the Amount Paid field to enter the total of those payments automatically.


12.
The Unapplied Amount field will display the difference between the Amount Paid and the amount applied in the Payment field for each transaction in the subform.  This gives you a quick way of knowing how much money is left to apply to transactions in the subform.


13.
The Overpayment field is read only and will display any credits for the customer.  This can happen if they overpay a transaction.  You will be able to apply both the Amount Paid and any Overpayments to any transactions in the subform area.


14.
The Memo field is used to enter a comment or memo about the payment.

15.
The Reference field is used to enter any additional reference data you want.


Receivables Subform
The subform area will list every unpaid transaction for the selected customer.  Most of the fields in the subform will be read only.  You can click the little note pad and magnifying glass button next to any transaction to review the related receivables for that transaction.  See: Receivables Review.


1.
Pick the transaction you want to apply a payment for and enter a payment in the Payment field.  You can double click in the Payment field to automatically enter the entire Amount Due into the Payment field.  This is a very fast method if you want to completely pay off several transactions quickly.


2.
You can click the little Toggle Field Display next to the Due Date label at the top of the subform to change the field to Date.  Click it again to view the Due Date.  This is a convent way to display additional fields on each line item.

3.
The Invoice Number field is read only and will display the selected Invoices.  This can happen if they overpay a transaction.  You will be able to apply both the Amount Paid and any Overpayments to any transactions in the subform area.

4.
You can click the little Toggle Field Display next to the Terms label at the top of the subform to change the field to Transaction Type.  Click it again to view the Terms.  This is a convent way to display additional fields on each line item.

5.
The Invoice Total field will display the Invoice total before any discount has been applied. 


6.
The Discount field may or may not display an amount other than zero based on the Terms selected for the Transaction.  You can manually override the amount in this field if you need to.  Basically this field is used to apply any discounts received for paying the transaction off early.  If the transaction has Terms of 2% 10 Net 30 and is paid off in less than 10 days then Financial Accounting would automatically enter a 2% discount based on the Date Paid and the transactions Order Date.  See: Terms
7.
The Amount Paid field will display the Invoice total less the Discount.  

8.
The Paid field will display 'Yes' if the transaction is paid in full.


9.
Note that this is the identical information provided in "1." of this grouping of topics, and, that it is included for thoroughness.  Pick the transaction you want to apply a payment for and enter a payment in the Payment field.  You can double click in the Payment field to automatically enter the entire Amount Due into the Payment field.  This is a very fast method if you want to completely pay off several transactions quickly.

Related Topics
Receivables
Enter Receivables
tc "Searching Receivables"

xe "Search Receivables"Finding Receivables
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Receivables"Deleting Receivables
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  When you click the Delete button on the Receivables form, you will get a message warning you that you are about to delete the selected payment.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that receivable again.

The Delete button can be password protected so that other users can't delete any of the customer payment records.  You can assign a password to the delete buttons in the Security form.

Related Topics
Receivables
tc "Receive Payments History"

xe "Receivables"Receive Payments History

The Receive Payments History form is used to view all unpaid posted Invoices, credit memos, opening balances and deposits.  This form is strictly used to quickly view unpaid posted transactions and not pay them.  You would use the Receivables form to actually assign a payment against one or more transactions.  You have the option to select a customer from this form, and, add a new Receivable by click the add Receivable button at the bottom of the form.  This will automatically open the Receivables form.  This will also automatically create a new customer payment and add the selected customer information with all their unpaid transactions ready for you to receive against.

Select a Customer from the Customer ID combo box field to review a list of all your outstanding transactions for that customer in the subform area.  Each line item displays one unpaid transaction that will display details like the date of the transaction, amount, days past due and so on.  All the Customers will appear in the Customer ID combo box and will display every transaction for that customer.

The Transactions area at the top of the form will allow you to view Unpaid, Paid or All sales and service transactions.  Select what you want by clicking on a check box next to the label.  The default will always be Unpaid when you open this form.  The Aging Date can be used to set the date you want to view transactions from.  The Aging Date will default to Today's Date, which is what your system's date is set to.

The View button next to each line item will display a review of the receivables (See Receivables Review form) when clicked.  This form will show every payment made to the selected transaction.

Next to the Terms field at the top of the subform you will notice a little Toggle Field Display button that will change the Terms field to display the Order Type of each transaction.  Click it again to display the Terms field.


The Aging field on the subform will display either Paid, Current, 30 Days, 60 Days, 90 Days.
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Paid means the transaction has been paid in full.
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Current means the transaction has not been paid but it is still current and not considered late based on the selected Terms.
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Over 30 means the transaction has not been paid in full yet and is now over 30 days late based on the selected Terms.
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Over 60 means the transaction has not been paid in full yet and is now over 60 days late based on the selected Terms.
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Over 90 means the transaction has not been paid in full yet and is now over 90 days late based on the selected Terms.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New Receivable button will open the Receivables form to allow a new receivable to be added for the selected customer.  See: Adding Individual Receivables
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The Find button will enable you to Find the receivables you are looking for.  See: Find.
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The Close button will close and save the receivable form.  See: Closing Forms
tc "Search Receivables History"
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Create New Customer Prepayment"Create New Customer Prepayment
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  The Create New Customer Prepayment form you see is a search form that provides you with convenient options.

General Overview
First, click on the Accounts Receivable topic in the Main Menu.  Then click on Create New Customer Prepayment.  Now a form appears with the label, "Find the Customer for this Customer Prepayment."  This is a search form that you may use to find the Customer involved in the Customer Prepayment.  Once you have selected that Customer, all of the appropriate data from that Customer will automatically populate the fields of the Customer Prepayment form for you.  Now you only have to enter the remaining data to complete the Customer Prepayment form before taking an Action such as Posting it.

When you are Entering a Customer Prepayment, you may either be Entering a new Customer Prepayment for a New Customer, or, Entering a new Customer Prepayment for an Existing Customer.  Both situations are described next.

Entering a new Customer Prepayment with a New Customer
First, click on the Accounts Receivable topic in the Main Menu.  Then click on Create New Customer Prepayment.  Now a form appears with the label, "Find the Customer for this Customer Prepayment."  This is a search form that you may use to find the Customer involved in the Customer Prepayment.  Since this is a New Customer, click on the New Customer button in the lower left hand corner section of the form. You will now be brought to the Customer form to add this new Customer.   See: Adding Customers.  Once you have added the Customer data in the Customer form, you will be able to quickly return to Entering your Customer Prepayment by clicking on the Initiate Transaction button in the Customer form.  When you click on the Initiate Transaction button, you may select Enter Customer Prepayment.  

Now, all of the appropriate data from that Customer will automatically populate the fields of the Customer Prepayment form for you.  The next step is the entering of the remaining data to complete the Customer Prepayment form before taking an Action such action Posting it.  See: Adding Customer Prepayments.

Entering a new Customer Prepayment with an Existing Customer
First, click on the Accounts Receivable topic in the Main Menu.  Then click on Create New Customer Prepayment.  Now a form appears with the label, "Find the Customer for this Customer Prepayment."  This is a search form that you may use to find the Customer involved in the Customer Prepayment.  See: Find.  Once you have selected your Customer, all of the appropriate data from that Customer will automatically populate the fields of the Customer Prepayment form for you.  The next step is the entering of the remaining data to complete the Customer Prepayment form before taking an Action such action Posting it.  See: Adding Customer Prepayments.
Related Topics
Customer Prepayments
Adding Customer Prepayments
Adding Customers
Find
tc "View/Edit Customer Prepayments"

xe "Customer Deposits"View/Edit Customer Prepayments

The View/Edit Customer Prepayments form is used to enter advanced deposits received from your customers.  You may require your customer to send a form of payment or deposit before that customer can order certain items from you.  By entering a customer prepayment in this form you will be entering a credit for that customer that can later be applied to any invoice.  All amounts entered into this form will be displayed as positive but will post opposite of what an Invoice would in your general ledger.

The first thing you should notice at the top of this form is that it is a two tabbed form.  This main customer prepayment information will be displayed in the General tab and all the deposits received from that customer will display in the history tab.  It is like having two forms connected together for each customer prepayment.  You will also notice that the Customer ID, Date, Currency and Prepayment Number fields at the top of the form remain there in both tabs so you always know what customer prepayment you are working on when switching between the two tabs.

This form can be used to add, edit or delete records in the customer prepayment form.  To add new Customer Prepayments, simply click the New button at the bottom of this form.  If you need to edit existing Customer Prepayments, just select the record you want to edit and make any necessary changes to the fields for that record.  If the Customer Prepayment is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to Create New Customer Prepayments. See: Adding Customer Prepayments.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the customer prepayment form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the customer prepayment form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customers button will open the Customers form to the selected customer.  See: Customers
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The Notes button opens the Customer Notes form where you can view any notes about the selected customer.  See: Customer Notes
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image232.png]



The Post or Unpost button will update the general ledger.  See: Posting Customer Prepayments or Unposting Customer Prepayments
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The New button will clear the form to allow a new customer prepayment to be added.  See: Adding Customer Prepayments
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The Delete button will delete the selected customer prepayment  See: Deleting Customer Prepayments
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The Find button will enable you to Find Customer Prepayments.  See: Find.
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The Close button will close and save the customer prepayment form.  See: Closing Forms
tc "Adding Customer Prepayments"

xe "Adding Customer Deposits"Adding Customer Prepayments
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  The following steps will explain in detail how to add a new Customer Prepayment.

General Tab
You may already be in the General tab of the Customer Prepayments form with the Customer data you want present.  If so, go to step number "2."  If you are/are not in the Customer Prepayments form and do not have the Customer data you would like present on this form, begin with step number "1." below.  You will have two options in step  "1."

1.
If you are in the Customer Prepayments form and do not have the Customer data you want, click the New button to clear the form so you may enter a new record.  The cursor will be flashing at the top of the form in the Customer ID field.  In the Customer ID field you have the choice of either selecting an existing Customer ID from the combo box or entering a new Customer ID in the combo box.  If you choose to enter a new Customer ID press the 'Enter' key after you type the add Customer ID and a message will appear asking if you want to enter the new Customer ID.  If you select 'Yes' the Customer form will open where you will be able to enter a new customer.  See: Adding Customers.  Once you completed adding the Customer, you may continue below directly with the next sentence beginning, "If you are in the Main Menu.."


If you are in the Main Menu, click on Accounts Receivable, then Create New Customer Prepayments.  You will now be brought to the Create New Customer Prepayment search form that will be labeled, "Find the Customer for this Customer Prepayment."  Click here: Create New Customer Prepayments, for help on how to use the Enter Customer Prepayments form.  Once you complete the form, you may return to this Adding Customer Prepayments help topic (there will be a link at the bottom of the Enter Customer Prepayments form labeled Adding_Bills

HYPERLINK \l "Adding_Customer_Prepayments" 
Adding Customer Prepayments to bring you back) to continue below. 

2.
Now that a Customer ID has been selected you will notice many of the fields on the form like Customer Info will fill in with data based on that customer.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the customer form like Terms and Currency.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


4.
The Date field will automatically be filled in with todays date.  This can be changed to whatever date you want.


5.
The Currency field is used to assign a default currency for each customer prepayment.  Normally, this will automatically fill in with your default Currency ID setup for the selected customer in the Customer form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.


6.
The Prepayment Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.


7.
The Customer: area will display all the details of the selected customer.  You can click the little magnifying glass button next to this section to open the Customer form where you can edit the customer.


8.
The Check No: field is where you can enter the check number the customer sent you for this deposit.


9.
The Notes field can be used to enter any notes or comments about the deposit.


10.
The Terms field will fill in with the default terms setup for the selected customer.  This field is used to enter the payment terms for the customer prepayment, which details the form of payment that customer  sent to you.  If the Terms are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the receivables and will determine what discounts or interest your customer may receive.


11.
The Due Date field will fill in with the date due.  You may select the date by clicking on the tiny calendar box to the right of the Due Date field.  

12.
The Salesperson field will fill in with the default contact name entered for the selected customer.  You can change this field to any name you want by using the combo box or typing over the default name you have selected previously.

13.
The PO Number field is where you can enter the Purchase Order number you want to used for this deposit.  This can be used as a reference for the deposit.


14.
The Description field can be used to enter a description of the prepayment.


15.
The Job ID field can be used to assign a Job ID to track the deposit for a job.


15.
The A/R Account will be filled in automatically with the Accounts Receivable ID setup in the Default Accounts form.  This is the Account Receivable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


16.
The Deposit Account will be filled in automatically with the Customer Advanced Deposit ID setup in the Default Accounts form.  This is the deposit account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


17.
The Amount field will automatically fill in with zero.  This is the field you use to enter the amount of the prepayment.

18.
The little box with a pad and magnifying glass to the right of the Amount field is the Recap Transaction mini-button.  If you click on it it will bring you to the Recap form for your review.  

History Tab
You can get to the History page of information by clicking on the History tab.


1.
The History page will display all the Customer Prepayments made by the selected customer.  All the fields are read only and cannot be changed.


2.
You can click the right mouse button in any of the fields and choose the sort order to display the history in.


3.
Click the little yellow folder button next to any of the customer history line items to have Financial Accounting display that customer prepayment in the General tab page.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customers button will open the Customers form to the selected customer.  See: Customers

[image: image239.png]



The Notes button opens the Customer Notes form where you can view any notes about the selected customer.  See: Customer Notes
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Customer Prepayments or Unposting Customer Prepayments
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The New button will clear the form to allow a new customer prepayment to be added.  See: Adding Customer Prepayments
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The Delete button will delete the selected customer prepayment  See: Deleting Customer Prepayments
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The Find button will enable you to Find Customer Prepayments.  See: Find.
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The Close button will close and save the customer prepayment form.  See: Closing Forms
tc "Posting Customer Prepayments"

xe "Posting Customer Deposits"Posting Customer Prepayments
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Customer Prepayments form.  Once the customer prepayment transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the customer prepayment form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the customer prepayment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a customer prepayment transaction due to the reason listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the customer prepayment form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Unposting Customer Prepayments"

xe "Unposting Customer Deposits"Unposting Customer Prepayments
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Customer Prepayment transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected customer prepayment transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the customer prepayment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain customer prepayment transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted customer prepayment.  This could be a Posted Customer Payment transaction where you applied the selected customer prepayment toward existing transactions.

You will also notice that once you have unposted the customer prepayment form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Searching Customer Prepayments"

xe "Searching Customer Deposits"Searching Customer Prepayments
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Customer Prepayments"

xe "Deleting Customer Deposits"Deleting Customer Prepayments
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  When you click the Delete button on the Customer Prepayments form, you will get a message warning you that you are about to delete the selected customer prepayment.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that customer prepayment again.

There may be times when you try and delete a customer prepayment and Financial Accounting will not let you.  This can happen because the customer prepayment is being use in several other areas of the program.  For instance, if you try and delete a customer prepayment that has one or more receivables against it, Financial Accounting will display an error message explaining that the customer prepayment could not be deleted due to referential integrity.  The only way you could delete that customer prepayment would be to delete all the associated receivables first.

The Delete button can be password protected so that other users can't delete any of the customer prepayment records.  You can assign a password to the delete buttons in the Security form.

tc "Customers"

xe "Customers"Customers

The Customer form is used to store all the detailed information about your customers including address, phone, financial information and other key information.  You can be as detailed as you feel necessary since most of the fields are not required to be filled in.  Customers are normally all the people in which you sell your products or services to.

You will notice at the top of this form eight tabs, which help group the customer information better.  It is like having eight forms connected together for each customer.  You will also notice that the Customer ID, Company and Type fields at the top of the form remain there in all the tabs so you always know what customer you are working on when switching between the tabs.  The eight tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general customer information.  See: Adding Customers.
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The Setup Tab shows other related customer data including Default Information and Order Information that could not fit on the General and Detail tabs.  See: Adding Customers.
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The Detail Tab shows other related customer data including some General Information, Image Web Options and Customer History that could not fit on the General and Setup Tabs.  See: Adding Customers.
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The Activity Tab shows you all the completed and scheduled activities for the customer.  See: Scheduling Activity
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The Notes Tab shows you a list of all the customer notes.  See: Customer Notes.


[image: image262.png]



The Data Tab allows the user to add unlimited data or questions to each customer. See: Customer Data Tabs & Fields
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The Contacts Tab shows you the  contacts, sites and departments for the selected cusotmer.  See: Customer Contacts
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The History Tab shows all the customers sales and service transactions.  See: Customer History
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The Special Pricing Tab shows you special inventory item pricing for the selected customer.  See: Customer Special Pricing
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The Analysis Tab shows you monthly sales for the selected customer.  See: Analysis.
This form can be used to add or edit records in the customer form.  To add new customers, simply click the New button at the bottom of this form.  If you need to edit existing customers, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new customers, see: Adding Customers
The record navigation buttons at the bottom of the form are used to move from one customer to another.  It also displays how many records are in the customers form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the customer form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Codes button will open the Customer Codes form is used to store identifier codes for the selected customer.  See: Customer Codes
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The Customer Type button will open the Customer Type form where you can display all the customer types selected for the current Customer.  You can add, edit or delete customer types in this form. For more information and available capabilities of this form,  see: Customer Type.
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The Ship To button will open the Customer Ship To List form where you can enter or view an unlimited number of alternative shipping locations.  See: Customer Ship To List
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The Schedule button will open the Schedule Activity form when you can schedule a call, meeting, or to-do. See: Schedule Activity
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new customer to be added.  See: Adding Customers
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The Delete button will delete the selected customers.  See: Deleting Customers
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The Find button will allow you to search for customers.  See: Find. 
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The Initiate Transaction button will show enable you to begin the transaction you wish such as invoicing or  quoting.  See:  Initiate Transactions.
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The Close button will close and save the customer form.  See: Closing Forms
Related Topics
Adding Customers
Find
tc "Prospects"

xe "Personal Contacts"Prospects

The Prospects form is used to store all the detailed information about your Prospects including address, phone, financial information and other key information.  You can be as detailed as you feel necessary since most of the fields are not required to be filled in.  This is a great form to store business contacts, friends, family, Prospects, stores, etc.  It really has nothing to directly do with the accounting end of the program and is meant to possibly eliminate the need for a separate contact management program.  You can use any of the Prospects stored in this form with the schedule activities forms.

You will notice at the top of this form four tabs, which help group the prospect contact information better.  It is like having four forms connected together for each prospect contact.  You will also notice that the Contact ID, Company and Type fields at the top of the form remain there in all the tabs so you always know what prospect contact you are working on when switching between the tabs.  The four tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general prospect contact information.  See: Adding Prospects.
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The Detail Tab shows all other related prospect contact data that could not fit on the General tab.  See: Adding Prospects.
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The Activity Tab shows you all the completed and scheduled activities for the prospect.  See: Scheduling Activity
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The Notes Tab shows you a list of all the Prospect notes.  See: Prospect Notes.
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The Data Tab allows the user to add unlimited data or questions to each prospect. See: Prospect Data Tabs & Fields
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The Special Pricing Tab shows you special inventory item pricing for the selected prospect.  See: Prospect Special Pricing
This form can be used to add or edit records in the Prospect form.  To add new Prospects, simply click the New button at the bottom of this form.  If you need to edit existing Prospects, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Prospects, see: Adding Prospects.

The record navigation buttons at the bottom of the form are used to move from one Prospect to another.  It also displays how many records are in the Prospect form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You can use the  Find button to find a specific record.

You can choose the sort order of the Prospect form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new Prospect to be added.  See: Adding Prospects.
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The Delete button will delete the selected Prospect.  See: Deleting Prospects.
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The Find button will allow you to Find Prospects.  See: Find.
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The Convert button will convert the Prospect to a Customer.  See:  Converting Prospects.
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The Close button will close and save the Prospect form.  See: Closing Forms.

tc "Sales Tax - [Received]"

xe "Sales Tax Codes"Sales Tax - [Received]

The Sales Tax Received form is where you setup all your sales tax information for sales you make.  Financial Accounting uses a very powerful way of tracking and breaking down sales tax.  The program allows you to break down your sales tax if you need to pay portions of it to different agencies.  For instance, you collect sales tax at your location of 8.25%.  That 8.25% is made up of three different taxes that you must pay separately, county for 2.5%, state tax for 2.75% and city tax for 3%.  The program can track those taxes separately in the program all grouped under one main Sales Tax Received ID.  So, when selecting it from one of the Sales Tax combo boxes it just shows the total sales tax percent of 8.25% making it simple to understand.  You can create an unlimited number of sales tax received ID's

This form can be used to add or edit records in the sales tax received form.  To add new sales tax received ID's, simply click the New button at the bottom of this form.  If you need to edit existing sales tax received ID's, just select the record by using record navigation buttons at the bottom of the form, that you want to edit and make any necessary changes to the fields for that record.  If the record is posted, it will be necessary to unpost if before editing.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new sales tax received ID's, see Adding Sales Tax Received.

The record navigation buttons at the bottom of the form are used to move from one sales tax ID to another.  It also displays how many records are in the sales tax received form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Sales Tax Codes button will open the Sales Tax Codes [Received] form, where you may enter Sales Tax detail for tax you collect on sales.    See: Sales Tax Codes [Received].
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image288.png]



The New button will clear the form to allow a new sales tax received ID to be added.  See: Adding Sales Tax Received
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The Delete button will delete the selected sales tax codes.  See: Deleting Sales Tax Received
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The Close button will close and save the sales tax code form.  See: Closing Forms
tc "Adding Sales Tax Collected"

xe "Adding Sales Tax Codes"Adding Sales Tax Received

[image: image291.png]


  This form is where you will set up all the Sales Tax Received ID's for Sales tax that you collect from your customer upon making a sale.  The following steps will explain in detail how to add a new Sales Tax Received.

1.
From the Main menu, click on Accounts Receivable, then Sales Tax Received.  This will open the Sales Tax Received form.  Next click the New button to clear the form and move your cursor to the Sales Tax ID field.  


2.
Enter a Sales Tax Received ID, which can be up to 15 alphanumeric characters long.  You should try and think of an easy to use ID for your sales tax code.  If your sales tax was for the city of Chicago then you might want to use something like "CHIC01".  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
Next enter a Description for the Sales Tax.  This will display along side the Sales Tax ID in all the sales tax combo boxes.  This field is primarily used to describe your Sales Tax ID.  In the example of "CHIC01" the description would be something like "Chicago Sales Tax".


4.
The Total Sales Tax field is read only and will display the total sales tax percentage after you enter items in the subform.  This is the sales tax percent that will be charged every time this sales tax code is used in a transaction.


5.
The Apply Tax to Freight check box is used to automatically apply the selected sales tax to the freight field on all sales and purchase transactions.


6.
The Apply Tax to Other check box is used to automatically apply the selected sales tax to the Other field on all sales and purchase transactions.


7.
In the subform you must select an existing Tax ID from the Tax ID combo box.  If you have not set any Tax ID's up yet then click the Sales Tax Codes button to open the Sales Tax Codes - [Received] form.  There you can enter your add Tax ID.


8.
Once you have entered a new Tax ID number and selected it from the Tax ID combo box all the remaining fields should automatically fill in based on the data you entered in the Sales Tax Codes form.  You can edit any of the data in these fields but it is recommended that it be done it the Sales Tax Codes form.


9.
Verify that the Account ID field is setup correctly for the Tax ID.  If not, select the correct account from the combo box.  You can click the little magnifying glass button next to this field to open the Chart of Accounts form where you can add additional accounts.  


10.
You can keep adding additional items to the subform and as you do so you will notice the Total Sales Tax field at the top of the form will display the combined total of the sales tax percentages.


11.
When you are through filling out the information for your sales tax collected you can click on the New button to add another sales tax collected, or click the Close button to save the sales tax received and return to the previous open form.

tc "Deleting Sales Tax Collected"

xe "Deleting Sales Tax Collected"Deleting Sales Tax Received
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  When you click the Delete button on the Sales Tax Received form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete a sales tax collected  and Financial Accounting will not let you.  This can happen because the sales tax code is being use in several other areas of the program.  For instance, if you try and delete a sales tax code that was used in an Invoice form, Financial Accounting will display an error message explaining that the sales tax code could not be deleted due to referential integrity.  The only way you could delete that record would be to delete all the associated transactions that use that sales tax code.

If you selected the Sales Tax ID in the Default Accounts form you would not be able to delete it until another account was selected in it's place.

The Delete button can be password protected so that other users can't delete any of the sales tax code records.  You can assign a password to the delete buttons in the Security form.

tc "Sales Tax Codes - [Received]"

xe "Sales Tax Codes (Collected)"Sales Tax Codes - [Received]

The Sales Tax Codes - [Received] form is where you enter Sales Tax detail for tax you collect on sales.  Click the New button to add a new Tax Id and then enter the ID you wish to use.  Next, enter a description for the Tax ID, a Tax Rate and who you pay the sales tax to.  Fill in, or use the combo box to access and select, a General Ledger account number, which you can setup in the chart of accounts form. 

This form can be used to add or edit records in the sales tax codes form.  To add new sales tax code, simply click the New button at the bottom of this form.  If you need to edit existing sales tax codes, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new sales tax detail, see Adding Sales Tax Codes - [Received].

The record navigation buttons at the bottom of the form are used to move from one sales tax code to another.  It also displays how many records are in the sales tax codes - [Received] form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image293.png]



The New button will clear the form to allow a new sales tax code to be added.  See: Adding Sales Tax Codes - [Received]
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The Delete button will delete the selected sales tax codes.  See: Deleting Sales Tax Codes - [Received]
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The Close button will close and save the sales tax codes form.  See: Closing Forms
tc "Adding Sales Tax Codes - (Received)"

xe "Adding Sales Tax Codes - (Collected)"Adding Sales Tax Codes - [Received]
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  The following steps will explain in detail how to add a new Sales Tax Code for Sales Tax you collect...

1.
First open the Sales Tax Codes - [Received] form and then click the New button to clear the form and move your cursor to the Tax ID form.


2.
Enter a Tax ID, which can be up to 15 alphanumeric characters long.  You should try and think of a an easy to use ID for your sales tax code.  If your sales tax was for the City of Evanston then you might want to use something like "EVNST".  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
Next enter a Description for the Sales Tax.  This field is primarily used to describe your Tax ID.  In the example of "EVNST" the description would be something like "City of Evanston Sales Tax".


4.
Enter a Tax Rate, which would be the sales tax rate you want to setup for the Tax ID.


5.
The Tax Payable To field can be used to enter who you will be paying the sales tax to.


6.
The GL Account ID field is used to assign an Account ID from the Chart of Accounts form to track the sales tax collected.  Click the combo field box (the box with arrow head pointing down) next to this field to open the Chart of Accounts form where you can add or edit an Account ID.


tc "Deleting Sales Tax Codes - (Received)"

xe "Deleting Sales Tax Detail"Deleting Sales Tax Codes - [Received]
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  When you click the Delete button on the Sales Tax Codes form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete a sales tax code and Financial Accounting will not let you.  This can happen because the sales tax code is being use in subform area of an existing Sales Tax Received record.  Financial Accounting would display an error message explaining that the sales tax code could not be deleted due to referential integrity.  The only way you could delete that record would be to delete all the associated Sales Tax line items that use that sales tax code.

The Delete button can be password protected so that other users can't delete any of the sales tax codes.  You can assign a password to the delete buttons in the Security form.

tc "Sales Tax Options - [Received]"

xe "Sales Tax Options - (Collected)"Sales Tax Options - [Received]

The Sales Tax Options form gives you a choice to either browse a line item for more information or delete a specific line item in the Sales Tax Codes form.  The Sales Tax Options form can be accessed through the Sales Tax Received form by clicking on the little yellow folder button to the left of a line item.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Edit Tax ID button at the bottom of the form will open the Sales Tax Codes - [Received] form.  You will be able to add, edit and delete Tax ID's in this form.


Action Buttons

Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete button will delete the selected sales tax received ID.  See: Deleting Sales Tax Received
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The Close button will close and save the sales tax received form.  See: Closing Forms
tc "Recurring Sales Transactions Recurring Sales Transactions"

xe "Recurring Invoices"Recurring Sales Transactions

The Recurring Sales Transactions form allows you to enter and save common Invoices or Customer Prepayments for later use.  For example: You have a standing order with a customer for 50 widgets per month.  Set up a Recurring Sales Transaction for that customer.  Using Recurring Sales Transactions will save time in repetitive data entry tasks.

Use the Transaction Type combo box to change the type of transaction you wish to process.  Then simply select the transactions that you want to process by clicking in the Process check box for each individual transaction you want to process.  You can also click the Select Due button to automatically enter a check mark in the Process field of every transaction that is Due to recur.  The Clear All button will automatically remove all check marks in the Process field.  After you have selected all the transactions you want to process click the Process button at the bottom of the form.  If you use a Bar Code reader (or a KANBAN) you can automatically select transaction numbers to process.  Just click the cursor in the Transaction Number field and use the bar coding reader to scan a transaction number.  This will automatically select a transaction to be processed.

Specifying a Group in the Group Field allows you to group transactions per Transaction Type.

This form can be used to add or edit records in the Recurring Sales Transaction form.  To add new Recurring Sales Transaction simply click the New button at the bottom of this form.  If you need to edit existing records, just click the little yellow folder button next to the transaction you want to edit and the Recurring Transaction Detail form will open displaying the transactions detail.

The record navigation buttons at the bottom of the form are used to move through the different transaction types that can be used.  Clicking on one of the four red buttons will navigate you through the transaction types.  You may also use the Find button to find a specific record.

You can choose the sort order of the form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process button will process all selected transactions.  See: Processing Recurring Sales Transactions
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The New button will open the Recurring Transaction Detail form, which allows a new Recurring Sales Transaction to be added.  See: Recurring Transaction Detail
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The Select Due button will automatically enter a check mark in the Process field of every transaction that is Due.  
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The Clear All button will automatically remove all check marks in the Process field.
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The History button will show all the Recurring Transactions History.  See: Recurring Transaction History
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The Print button will open the print form, which will display the history of all the processed transactions so they can be printed.  You will have the ability to select some or all of the transactions to be printed.  See: Recurring Transaction Print
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The Close button will close the Recurring Invoices form.  See: Closing Forms
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.


tc "Adding Recurring Invoices"

xe "Adding Recurring Invoices"Adding Recurring Sales Transactions
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  The following steps will explain in detail how to add a new Recurring Sales Transaction...

1.
From the Main Menu, click on Banking, then Recurring Transactions.  This will open the Recurring Transaction form where you may then click the New button to open the Recurring Transaction Detail form.  Then, click the New button in the Recurring Transaction Detail form to add the new Recurring Transaction.  The cursor will be flashing at the top of the form in the Transaction Type field.

2.
In the Transaction Type field you can select from two different types of transactions.  These include Invoices and Customer Prepayments.

3.
The Transaction Number combo box will list all the available transactions for the selected transaction type selected.  Select the transaction number you wish to have recur.

4.
The Group combo box will list all the available groups for the selected transaction type.  Select the group you wish to have recur.

5.
The Customer ID field will reference which customer the recurring transaction is pertaining to.


6.
The Frequency combo box will default to Monthly.  This can be changed to Daily, Weekly, Biweekly, Semi-Monthly, Monthly, Bimonthly, Quarterly, Semi-Annually or Annually.  This will be used to set how often a transaction recurs.  When you choose a frequency the Reminder List form will check to see if any recurring transactions are due and display them.  


Frequency Occurrences

Daily = 365


Weekly = 52


Biweekly = 26


Semi-Monthly = 24


Monthly = 12


Bimonthly = 6


Quarterly = 4


Semi-Annually = 2


Annually = 1

7.
The Reference field is used to enter any reference you want to make to the Recurring transaction.  This field is optional and is not required.


8.
The Last Process date field will automatically be filled in with todays date.  Every time you process the selected transaction the Last Process date will be updated with that date.


9.
The Next Process date field will automatically be filled based on the Frequency entered.  This can be changed to whatever date you want the transaction to recur again.

10.
The Active Check box field will automatically be enabled.  This can be used to enable or disable a transaction from recurring.

tc "Searching Recurring Invoices"

xe "Searching Recurring Invoices"Searching Recurring Sales Transactions
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Recurring Invoices"

xe "Deleting Recurring Invoices"Deleting Recurring Sales Transactions
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  When you click the Delete button on the Recurring Transaction Detail form, you will get a message warning you that you are about to delete the selected recurring transaction.  You have the option at this point to cancel or go ahead and delete the selected recurring transaction.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the recurring transaction records.  You can assign a password to the delete buttons in the Security form.

Chapter 4 : Order Entry

tc "Orders Overview"

xe "Customer Orders"Orders Overview

The Order form allows you to create, edit and view Orders placed by your customers for inventory items you sell.  This form is used to order inventory items that you have entered in the Inventory Items form.  It is the first step in a two to three part process of eventually creating an Invoice.  It is not necessary to use the Order form.  You can just create an Invoice if you ship the same time the order is placed.

You will notice at the top of this form six tabs, which help group the customer order information better.  It is like having six forms connected together for each customer's order.  You will also notice that, except for the Items tab at times, the Customer ID, Order Type, Date, Order Status and Order Number fields at the top of the form remain there in all the tabs so you always know what customer's invoice you are working on when switching between the tabs.  The six tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you may review and enter General Order information.  See: Adding Orders.
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The Item Tab is where you another area to enter and review order information.  See: Orders Items Tab and Adding Orders.
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The Detail Tab is also an area with Payment, Contact numbers and types, and Sales Tax detail information where you may review/edit or add to Orders.  See: Orders Detail Tab.
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The Commission Tab is where you review/change or add commission information.  See: Orders Commission Tab.
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The Order History Tab shows you the history of your orders.  See: Orders Order History Tab.
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The Invoice History Tab shows you the history of your invoices.  See: Order Invoice History
The Order form is used to enter an order which can then be converted to an Invoice.  This is a two step process used by some companies to track the history of an Order to an invoice.  Some companies may choose to use only the Invoice form consolidating the two step process into one.

This form can be used to add, edit or delete records in the Order form.  To add new or edit Orders, simply click the New button at the bottom of this form. The Enter Order search form will appear.  Click on the Enter Order words of this sentence for Enter Order search help.  

If you need to edit existing Orders, just select the record you want to edit and make any necessary changes to the fields for that record.  If the Order is has been stamped Completed it will be necessary to Edit it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Orders. See: Adding Orders
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Order form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Order form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customer button will open the Customers form to the selected customer.  See: Customers
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The Notes button opens the Customer Notes form where you can view any notes about the selected customer.  See: Customer Notes.
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The Preferences button will open the Company Preferences form where you can edit or view options. See: Company Preferences.
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The Message button opens the Order Message form where you can enter a message for the Order and have it print on the printed invoice.  See: Order Message.
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The Contact Log button will open the Customer Contact Log List form where you can add, edit or delete contact logs.  See: Customer Contact Log List.
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The History button will open the Sales History form where you can view either the customer history or sales transaction history. See: Sales History
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The Print button will open the Print form where you can adjust settings and print an Order.  See: Print Order


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Convert button will convert the Order or allow you to edit a completed Order.  See: Converting Orders
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The Duplicate button will create a duplicate of a specific Order.  See: Duplicating Orders
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The New button will clear the form to allow a new Order to be added.  See: adding Orders
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The Delete button will delete the selected Order.  See: Deleting Orders
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The Find button will enable you to Find Orders.  See: Find.
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The Close button will close and save the Order form.  See: Closing Forms
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Create New Order"

xe "Enter Order"Create New Order
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  To create a new Order...  First, click on the Order Entry topic in the Main Menu.  Then click on Create New Orders.  Now a form appears with the label, "Find the Customer for this Order."  This is a search form that you may use to find the Customer involved in the Order.  Once you have selected that Customer, all of the appropriate data from that Customer will automatically populate the fields of the Order form for you.  Now you only have to enter the remaining data to complete the Order form before taking an Action such as Processing it.

When you are Entering an Order, you may either be Entering a new Order for a New Customer, or, Entering a new Order for an Existing Customer.  Both situations are described next.

Entering a new Order with A New Customer
First, click on the Order Entry topic in the Main Menu.  Then click on Create New Orders.  Now a form appears with the label, "Find the Customer for this Order."  This is a search form that you may use to find the Customer involved in the Order.  Since this is a New Customer, click on the New Customer button in the lower left hand corner section of the form. You will now be brought to the Customer form to add this new Customer.  See: Adding Customers   Once you have added the Customer data in the Customer form, you will be able to quickly return to Entering your Order by clicking on the Initiate Transaction button in the Customer form.  When you click on the Initiate Transaction button, you may select Create New Orders.  

Now, all of the appropriate data from that Customer will automatically populate the fields of the Orders form for you.  The next step is the entering of the remaining data to complete the Order form before taking an Action such as Processing it.  See: Adding Orders.

Entering a new Invoice with an Existing Customer
First, click on the Order Entry topic in the Main Menu.  Then click on Create New Orders.  Now a form appears with the labeled, "Find the Customer for this Order."  This is a search form that you may use to find the Customer involved in the Order.  See: Find.  Once you have selected your Customer, all of the appropriate data from that Customer will automatically populate the fields of the Order form for you.  The next step is the entering of the remaining data to complete the Order form before taking an Action such as Processing it.  See:  Adding Orders.
Related Topics
Adding Orders
Orders
Orders Overview
Adding Customers
Find
tc "Adding Orders"

xe "Adding Customer Orders"Adding Orders
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  The following steps will explain in detail how to add a new Order.

You may already be in the General tab of the Orders form with the background customer data you want present.  If so, go to step number "2."  If you are in the Orders form and do not have the customer data you would like present on this form, begin with step number "1." below.  If you are at the Main Menu, click on the Order Entry topic, then click on Create New Orders.  You will now be brought to the search form for Customers to enter your Order.  Click on Enter Order for help on how to use the Enter Order form.  Once you complete the form, you may return to this Adding Orders help to continue below at step number "2."

1.
Click the New button to clear the form so you can enter a new record.  You will now be brought to the Enter Order Find form that will be labeled, "Find the Customer to Enter this Order".  Click on Enter Order for help on how to use the Enter Order form.  Once you complete the form, you may return to this Adding Orders help to continue below.  


2.
You will notice many of the fields on the General tab of the Orders form like Bill To and Ship To will fill in with data based on that Customer.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the customer form like Name, Sales Tax ID's, Ship Via, Terms and Currency.   Review and adjust the fields as necessary, pressing the TAB or ENTER key to move your cursor to the each field.  A description of the General tab fields is listed in this Help section after step number "5."

3.
Next, click on the Orders Items Tab of the Orders form.  Complete the filling in of the Item No, Qty, and other fields and reviewing the other fields to ensure they are appropriate for the particular order.  This form has sub forms that you will need to review/add to as well.  Note that the form automatically draws in the information you have entered previously.  As an example of when you may want to override a field that automatically draws upon information you have entered in other forms: You may want to give a customer a higher discount, therefore, you would type in a new discount over the discount listed in the form.  You may click on the following link, Orders Items Tab,  for additional information on the Orders Items tab.

4.
Next, click on the Detail and Commission tabs, review/add/edit data as appropriate.  You may click on the following links if you would like additional information on either tab: Orders Detail Tab or Orders Commission Tab.

5.
Click back to the General tab.  Here are some of the options you now have:



*
You may click on the Convert button which will enable you to convert the Order to an Invoice or




Purchase Order.  See Converting Orders.



*
You may click on the Close button and convert later.



*
You may print the Order.

Related Topics
Create New Orders
Orders
Orders Overview
Description of General tab in the Invoice form
1.
The Customer ID field is used to show the Customer identification number.

2.
The Order Type combo box field displays whether or not the transaction is an Order, or Back Order.  If you have elected to create a Back Order through the Create a Back Order or Purchase Order form, it will be created using the order type "Back Order".  Otherwise, the default is always "Order".


3.
The Date field will automatically be filled in with todays date.  This can be changed to whatever date the customer placed the order.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.

4.
The Order Status field will provide the current status of the order, such as Pending or On Hold. 

5.
The Order Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It can be manually changed on this form as long as it does not duplicate a previous Order Number.

6
The Bill To area will display all the details of the selected customer.  You can click the little magnifying glass button next to this section to open the Customer Bill To Information form where you can change this information independent of the customer.


7.
The Ship To area will display the default customer ship to information that is entered in the customer form.  You can click the little magnifying glass button next to this section to open the Customer Ship To Information form where you can change this location.

8
The Allow BO check box displays your choice as to whether you will allow Back Orders.

9.
The Cancel date field is used to enter a date the transaction will be canceled if it has not been filled or shipped.  This field will be blank by default.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.

10.
The PO Number field is where you can enter the Purchase Order number your customer provided to you for this invoice.

11.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They will be automatically filled in based on the selected customer.  If the selected Customer has not been setup with default Sales Tax Codes then Financial Accounting will use the values setup in the Default Accounts form.  If a customer has a tax number or lives in an area that you do not charge sales tax in, then you should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX'.  This is a tax code automatically setup when you create a new data file in the Sales Tax Codes form.  You can change either of these fields on the fly with any value listed in the combo boxes.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.

12.
The Ship Date will be the date you enter to ship the items.  You may click on the calendar button located a the end of the ship date field to choose the shipment date.

13.
The Ship Via field will fill in with the default ship via setup for the selected customer.  This field is used to assign a shipping method for the Invoice.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the shipping methods.

14.
The Currency field is used to assign a default currency for each Invoice.  Normally, this will automatically fill in with your default Currency ID setup for the selected customer in the Customer form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

15.
The Terms field will fill in with the default terms setup for the selected customer.  This field is used to enter the payment terms for the Invoice, which details how that customer must pay for the merchandise.  If the Terms you give are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the receivables and will determine what discounts or interest that customer may receive.

16.
The A/R Account will be filled in automatically with the Accounts Receivable ID setup in the Default Accounts form.  This is the Account Receivable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


17.
The Ship To ID field will display a list of available Ship to locations that have been setup.  Any Ship To ID selected from this combo box will automatically fill in the Ship To area on the printed invoice.  Click the little magnifying glass button next to this field to open the Ship To Location form.

18.
The Salesperson field will fill in with the default salesperson entered for the selected customer.  You can select from all the entered employees entered in the Employee form.

19.
The MHR (Man Hours Required) field will fill in with the default terms setup for the selected customer.

20.
The Ship From ID field will display a list of available Ship From locations that have been setup.  Any Ship From ID selected from this combo box will automatically fill in the Ship From area on the printed invoice.  There is not enough room on the main form to display this information so it only appears when you print the transaction.  Click the little magnifying glass button next to this field to open the Ship From Location form.


21.
The Rep Order No. field will fill in with the default terms setup for the selected customer.


22.
The Source field will fill in with your default selection, such as Magazine Ads.  This a great marketing tool that enables you to track where your customers are finding out about you.  You have the option of selecting other Sources from the combo box as well as adding sources to the combo box. 


23.
At the bottom of the form the Subtotal field will display the total before sales tax of all the line items entered in the subform.


24.
The Freight field can be used to enter shipping costs for the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Freight field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the freight amount from being charged any sales tax.  This is the default Tax method for Freight.
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1 or Both Sales Tax - This will include the freight amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the freight amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the freight amount and calculate it against only the Tax Code 2 fields percents.


25.
The Other field can be used to enter miscellaneous costs to the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Other field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the other amount from being charged any sales tax.  This is the default Tax method for Other.
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1 or Both Sales Tax - This will include the other amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the other amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the other amount and calculate it against only the Tax Code 2 fields percents.


26.
The Sales Tax field will display the sum of the calculated sales tax for the Tax Code 1 and Tax Code 2 fields you reviewed in the Detail tab of the Order form.  

27.
The Total field will display the total of the transaction which the customer owes you.  This field adds the Subtotal, Freight, Other, and Sales Tax fields together to come up with the total amount.  This is the amount that will be entered in the General Ledger when you Process this transaction. 

28.
The Payment field will display the total payments to date that have been made by the customer.
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Take me to the Help Menu for Orders.

tc "Orders"

xe "Orders"Orders

What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  To get back to the Orders Help Menu click Back on the toolbar menu, or you can scroll to the bottom of the topic and click the link:  Help Menu for Orders.  

	
	

	Key Orders topics
Orders form Overview
Orders Subforms
Orders Detail Tab
Orders Items Tab
Orders Order History Tab
Orders Commission Tab
General Orders topics
How to Add, or Create an Order
Converting an Order to an Invoice
How to Print an Order
How to Search for an Order
How to Duplicate an Order
How to Delete an Order

	Related Orders topics

Order Messages
Invoices Overview
Customer Special Pricing
Inventory Special Pricing



tc "Orders Items Tab"

xe "Orders Items Tab"Orders Items Tab

The Orders Items tab is used to enter all the inventory items, quantities, amounts and so on for each item being ordered, and, to provide background on the Item selected.  The area for entering data is on the lower portion of the form, and, in one of the subforms you may select by clicking on the Subform Display button (in the upper left corner of the subform to the left of the Item No label), the area for reviewing background will be on the upper portion of the form.  First will be described the entering data portion of the form with the topic labeled, "Entering Line Item Data."  Next will be described the area for review data with the topic labeled, "Reviewing Background Data."

Entering Line Item Data
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 You can change the subforms on the fly from the Order Items tab form by clicking on the little Subform Display button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form.  Whatever you select as a default will be visible when you Add new Orders.  Below are the descriptions for all the fields in the three subforms.  You will need to review each of the three subforms.

Line items 
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Sales Price will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Sales Price, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Line Item Options form will open where you can do different things to the selected line item.  See: Line Item Options.


5.
The Qty (Ordered) field is used to enter the number of the selected Item No the customer wants to buy.


6.
The Unit Measure (U/M) field is used to select the unit measure of the item being shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  The (U/M) field also has a combo box that can be accessed by clicking in the U/M field.  See: Adding Inventory Unit Measures or Inventory Unit Measure
7.
The Allocate field is where you type in the amount of product you would like allocated to the customer.  This field is able to be adjusted in the Order form.  See: Adding Orders.


8.
The Warehouse field is used to enter the warehouse where the selected Item No will be shipping from.  The Warehouse field also has a combo box that can be accessed by clicking in the Warehouse field.  You may then click the warehouse location you wish to ship from from the combo box.     See: Warehouses.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


10.
The Disc (Discount) field is where you can enter a discount percentage you want to give the customer on the selected item.  If you want to give your customer a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Sales Price field will automatically fill in with the selected Item No's Sales Price entered in the Inventory Items form.  You can override this price with a different amount if you need to.


13.
The Total field will display the Ship (Shipped) quantity multiplied by the Sales Price field.  If you shipped 5 and the sales price was 30.00 each then the total field would display 150.00.


14.
The Account ID field will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

15.
The Job ID field can be used to assign a Job ID to track the sales for a job.  See: Jobs.  The Job ID field also has a combo box that you may then click the Job ID number you are referencing from the combo box.

15.
The Man Hours Required (MHR) field will automatically be filled in from other forms.

16.
Enter the number of Months in the Months field. 

17.
The Monthly Rate field will automatically be filled in from the Sales Price field in Pricing Tab of the Inventory Item form. 

18.
The Ex. field stands for Tax Exempt.

Reviewing Background Data
You will be able to view background data on one of the subforms.  This background data can be found in the upper portion of the sub form that the lower portion of the form with column heading of Item No, Qty, U/M, Ship, Warehouse, etc.

The upper portion of this form will list the Item No in bold and have the following column labels:

1.
The In Stock field is read only and will display how many of the selected items are currently in stock.

2.
The Committed field is read only and will display how many of the selected items are currently committed for other transactions.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  See: Committed Inventory Rules for further information.

3.
The Allocated field is read only and will display how many of the selected items are currently allocated to other transactions.  This field is able to be adjusted in the Order form.  See: Adding Orders.

4.
The Available field is read only and will display how many of the selected items are currently available to other transactions.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.
The Back Order field is read only and will display how many of the selected items are currently on back order.


6.
The On Order (PO) field is read only and will display how many of the selected items are currently on a purchase order.

7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Sales Price field will be multiplied by it as well as the Shipped quantity to give you a different total.

8.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure form.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Orders Overview.
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  Take me to the Help Menu for Orders.

tc "Orders Detail Tab"

xe "Orders Detail Tab"Orders Detail Tab

The Orders Detail Tab shows you Payment Information, User Fields (for contact numbers and types), and Sales Tax details. 

Payment Information
The Payment Information section refers to credit card information you have already provided in previously for your selected customer.  It is worthwhile to briefly review the information before processing the order.
User Fields
The User Fields section is a convenient area to store contact number information.  For a more detailed explanation of User Fields, see User Fields.
Sales Tax Detail 
The Sales Tax Detail section is a read only area that shows the Sales Tax 1 and Sales Tax 2 information, including the Sales Tax percentages and what those percentages translate into dollars for your the Orders record you are working on.  This information will be pulled from the Tax Codes you have entered in the General Tab of the Orders form.  Additionally, you may set the default Tax Code for this Customer in the Customer form.  See: Sales Tax - Received for additional information.

Buttons at the Bottom of the Form

Background on the buttons at the bottom of the form such as Process, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Orders Overview.

Related Topics
Orders Overview
Adding Orders
tc "Orders Commission Tab"

xe "Orders Commission Tab"Orders Commission Tab

The Commission tab form displays, in addition to the constant five fields at the top of the forms, the Item No, Description of the item, where it is From (Such as a Sales Rep) and the Total.  These fields are read-only.   However, these read-only fields may be set in the Sales Reps form.  See: Adding Sales Reps. 

The Commission tab also displays the following:
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The Comm? field which enables you to select whether you wish Commission to be recorded.
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The Comm % field which displays the percent amount of commission you have chosen or may now choose to enter.  



Note that the Commission field may be enabled in the Sales Rep form, under the Detail tab in the Sales Rep information area.  In this Sales Rep Information area, you may select the type of Commission from the combo box (Gross Sales, Gross Profits, or None).  If you chose one of the first two, you may type in the percentage to be earned as commission in the Percent field.  
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The Comm Amt field which displays the percent amount of commission reflected in dollar terms.  This is a read-only field.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Orders Overview help section.  See: Orders Overview.

Related Topics
Orders Overview
Adding Orders
Adding Sales Reps
tc "Orders Order History Tab"

xe "Orders Order History Tab"Orders Order History Tab

The Orders Order History Tab will display the complete history of the selected transaction.  This would include everything from an Order to the converted Invoice from that Order and even possibly a credit memo.  You can click on the little yellow folder button next to any of the line items in this form to open the actual transaction.  This is a great way to see when an Order was created and then when that Order was invoiced and paid over a period of time.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Process, Customer, Preferences, can be reviewed in the Orders Overview help section.  See: Orders Overview.

tc "Order Invoice History Tab"

xe "Order Invoice History Tab"Order Invoice History Tab

The Invoice History displays a single line item list of all the posted transactions that a customer has placed in the past, and, displays credit and pay time duration information.  

The upper portion of the form provides details on the Credit Limit, Available Credit, Average Paying Time, and Highest Balance.  Directly below these fields, you may conveniently view the Current amount of the invoice, the amounts Past due between one and 91 plus days, and the Balance due.

Clicking on the little note pad and magnifying glass button next to a specific transaction will open a small form that you will be able to select the Payment Details or Line Item Details for that transaction.  If you choose to review the Payment Details, the Receivables Review form appears so that you may appraise the Receivable information.   If you choose to review the Line Item Details, the Line Item Detail form appears so that you may appraise the Line Item information. 

Also located in the Line Item section of the Order Invoice History tab in the fourth column (the column after the column labeled Invoice Number) is a column either labeled Terms or Transaction Type.  The reason that the column may have two different labels is that there is a small toggle box in the column heading.  When you click on the toggle box, you may switch back and fourth between the Terms and Transaction Type information.  In this way you have additional information on your invoice.

All the fields in the Invoice History tab are read only but you can click the right mouse button to sort any field in a different order.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Orders Overview.

tc "Converting Orders"

xe "Converting Customer Orders"Converting Orders
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  When you click the Process button, the Convert Transaction form will open.  You will have a choice of converting the selected Order to an Invoice, or Vendor Purchase Order.  After you select to convert to a new transaction it will be created with all the same data as the Order and a message will appear informing you when the process is complete.  The message box will also display the add transaction number and ask if you want to view the add transaction.  Click 'Yes' to close the current Order and open the transaction or 'No' to remain on the current Order.

If you have created a Back Order from the Create a Back Order or Purchase Order form, you will need to convert the Back Order to an invoice the same way you would do an Order as mentioned above.  A Back Order simply flag's, or shows, that the an order was created due to not having enough of a particular item in stock to ship the ordered quantity in the Invoice.  

Once the add transaction has been created the original Order will be stamped Completed and you will not be able to alter the information for that Order.  This prevents it from inadvertently being changed after it has been converted.  You will still be able to select most of the fields in the Order form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the fields to do things like sort or zoom that field.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Order Line Item Options"

xe "Sales Line Item Options"Order Line Item Options

The Order Line Item Options form can be found on the Items Tab of the Order form by clicking on the little yellow folder button next to the Item No field on a subform.  The Order Line Item Options form can access many different forms from within the program and allow you to view or edit the information.  You will be able to do things like delete the selected line item, edit the selected Item No in the inventory items form, assign serial numbers and so on.

Form Buttons
Form buttons open another form that is related to the selected form.


[image: image363.png]



The Edit Inventory Item button will open the Inventory Items form where you can edit the selected Item No. See: Inventory Items
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The Customer Special Pricing button will open the Customer Special Pricing form where you can add, edit or view the selected customers special pricing.  See: Customer Special Pricing
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The Inventory Pricing Level button will open the Inventory Pricing Level form where you can add, edit or view the selected customers special pricing.  See: Inventory Pricing Level
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The Inventory Special Pricing button will open the Inventory Special Pricing form where you can add, edit or view the selected customers special pricing.  See: Inventory Special Pricing
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The Serial Number button will open the Inventory Serial Numbers form where you can enter serial numbers for the items you are receiving.  See: Inventory Serial Numbers
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The Stock Detail button will open the Inventory Warehouse Stock Detail form where you can view all the stock associated with the selected Item No.  See: Inventory Warehouse Stock Detail
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The Line Item Sort Order button will open the Sales Line Item Sort Order form where you can manually change the sort order of the line items in the selected transaction.  See: Sales Line Item Sort Order
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The Line Item Commission button will open the Line Item Commission form where you can manually change the employees default commission percent for the selected transaction.  See: Line Item Commission


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete Line Item button will delete the selected line item.
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The Close button will close the Order Line Item Options form.  See: Closing Forms


Related Topics
Adding Orders
Orders Subform
Orders Overview
tc "Open Orders"Open Orders

The Open Orders form is opened by clicking on the Orders button.  In the Open Orders from you may review Open Orders, and/or, you may click on the check boxes under the column heading of "Add" that correspond to open Order line items, then click on the button labeled at the bottom of the Open Orders form labeled Add Orders to select these orders to be added to the invoice prior to posting.  

The remaining fields are read only: Customer ID, Company, Order Entry, Date, Customer PO, Ship Via, Terms, and Salesperson.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Add Orders button will add the orders you have selected in the form to be brought back to the Invoice form to have action be taken.  See: Adding Invoices.
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The Close button will close and save the Invoice form.  See: Closing Forms.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Duplicating Orders"

xe "Duplicating Customer Orders"Duplicating Orders
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  You can quickly duplicate any selected Order by clicking on the duplicate button at the bottom of the Order form.  This is a great feature if you need to constantly Create New Orders that are the same or similar to other Orders.  When you click the duplicate button on a selected Order a message box will open asking if you want to duplicate the selected transaction.  If you choose to duplicate it, a new Order will be created based on the current Order selected.  After the add Order has successfully been duplicate another message box will appear displaying the Order Number assigned to it.  You will then be asked if you want to view the add Order.  If you choose 'Yes' you will be moved to the add Order.

Everything in the add Order will be duplicated except for the Date field, which will be entered with todays date and the Order Number field, which will be incremented with the next Order Number from the Starting Numbers form.

Duplicating Orders have no affect on anything at all in the program.  You can duplicate a Order and then delete it and it would be like you never duplicated it to begin with.
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  Take me to the Help Menu for Orders.


tc "Order Message"

xe "Customer Order Message"Order Message

In the Order form you can have a custom message appear on the printed Order.  This is a good way to enter a specific message about the selected Order.  There will be one of two slightly different buttons displayed on the Order form depending if a message exists or not.
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  This button will appear if there are no messages entered for the selected Order.  Clicking this button will open the Order Message form, which will allow you to enter a message for the selected Order.  When you are done entering a message, click on the Close button to return to the Order form.
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  If this button is showing in place of the normal message button then it means there are existing messages for the current Order.  Clicking this button will open the Order Message form displaying the previously entered message for the selected Order.  When you are done editing or viewing that message, click on the Close button to return to the Order form.
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  Take me to the Help Menu for Orders.

tc "Order Subforms"

xe "Adding an Inventory Transfer"

xe "Customer Order Subforms"Order Subforms

The subform is used to enter all the inventory items, quantities, amounts and so on for each item being sold.  It can be found on the Orders Items Tab.  The Help information on the Order Items Tab is listed below.

The Orders Items tab is used to enter all the inventory items, quantities, amounts and so on for each item being ordered, and, to provide background on the Item selected.  The area for entering data is on the lower portion of the form, and, in one of the subforms you may select by clicking on the Subform Display button (in the upper left corner of the subform to the left of the Item No label), the area for reviewing background will be on the upper portion of the form.  First will be described the entering data portion of the form with the topic labeled, "Entering Line Item Data."  Next will be described the area for review data with the topic labeled, "Reviewing Background Data."

Entering Line Item Data
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 You can change the subforms on the fly from the Order Items tab form by clicking on the little Subform Display button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form.  Whatever you select as a default will be visible when you add new Orders.  Below are the descriptions for all the fields in the three subforms.  You will need to review each of the three subforms.

Line items 
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the new Item No and a message will appear asking if you want to enter the new Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Sales Price will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Sales Price, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label (it looks like a funnel).  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Line Item Options form will open where you can do different things to the selected line item.  See: Line Item Options.


5.
The Qty (Ordered) field is used to enter the number of the selected Item No the customer wants to buy.


6.
The Unit Measure (U/M) field is used to select the unit measure of the item being shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  The (U/M) field also has a combo box that can be accessed by clicking in the U/M field.  See: Adding Inventory Unit Measures or Inventory Unit Measure
7.
The Allocate field is where you type in the amount of product you would like allocated to the customer.  This field is able to be adjusted in the Order form.  See: Adding Orders.


8.
The Warehouse field is used to enter the warehouse where the selected Item No will be shipping from.  The Warehouse field also has a combo box that can be accessed by clicking in the Warehouse field.  You may then click the warehouse location you wish to ship from from the combo box.     See: Warehouses.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


10.
The Disc (Discount) field is where you can enter a discount percentage you want to give the customer on the selected item.  If you want to give your customer a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.




[image: image384.png]



0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Sales Price field will automatically fill in with the selected Item No's Sales Price entered in the Inventory Items form.  You can override this price with a different amount if you need to.


13.
The Total field will display the Ship (Shipped) quantity multiplied by the Sales Price field.  If you shipped 5 and the sales price was 30.00 each then the total field would display 150.00.


14.
The Account ID field will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

15.
The Job ID field can be used to assign a Job ID to track the sales for a job.  See: Jobs.  The Job ID field also has a combo box that you may then click the Job ID number you are referencing from the combo box.  Once the Job ID is selected, the MHR, Tax, Sales Price and Total fields will fill in based on this Job ID.

16.
The Man Hours Required (MHR) field will automatically be filled in from other forms.

17.
Enter the number of Months in the Months field. 

18.
The Monthly Rate field will automatically be filled in from the Sales Price field in Pricing Tab of the Inventory Item form. 

19.
The Ex. field stands for Tax Exempt which you may check to ensure that this Order is processed as a tax exempt order.

Reviewing Background Data
You will be able to view background data on one of the subforms.  This background data can be found in the upper portion of the sub form that the lower portion of the form with column heading of Item No, Qty, U/M, Ship, Warehouse, etc.

The upper portion of this form will list the Item No in bold and have the following column labels:

1.
The In Stock field is read only and will display how many of the selected items are currently in stock.

2.
The Committed field is read only and will display how many of the selected items are currently committed for other transactions.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  See: Committed Inventory Rules for further information.

3.
The Allocated field is read only and will display how many of the selected items are currently allocated to other transactions.  This field is able to be adjusted in the Order form.  See: Adding Orders.

4.
The Available field is read only and will display how many of the selected items are currently available to other transactions.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.
The Back Order field is read only and will display how many of the selected items are currently on back order.


6.
The On Order (PO) field is read only and will display how many of the selected items are currently on a purchase order.

7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Sales Price field will be multiplied by it as well as the Shipped quantity to give you a different total.

8.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure form.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Orders Overview.

Related Topics

Orders Overview
Adding Orders
tc "Print Orders"

xe "Print Orders"Print Orders
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  When you click the Print button on the Order form the Print Order form opens.  You can set the different print options, which will affect the way the Order will be printed.  The print options can be setup a default way in the User Preferences form so that the same print options are selected every time you print.

Select a Report to Print
Each report changes the information that is printed. Highlight the report you would like to print. Click the Up and Down Arrows, when highlighted on a specific report, to change its position in the list

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 
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Click the Print Preview check box to preview what the transaction will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.


Print Select
Here you will select if you want to print the current invoice, or a single invoice or batch print by invoice number range, or date.
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Current Transaction - This will print the current Transaction that is open and that you pressed the print button from.
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Single Transaction - By selecting Single Transaction you will be able to select from the pull down menu labeled Transaction Number the particular, or single, Order that you are interested in printing.
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Transaction Number Range - By selecting Transaction Number Range you will be able to select a range of Orders, by number, that you would like to print.
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Date Range - By selecting Date Range you will be able to select a range of Orders, by Date, that you would like to print.  When the Date Range is selected the Order Number combo box will dynamically change to Date Range and will allow you to select a pre-defined date range from the combo box.  Of course, you can manually enter any date range you wish. 


Batch Print Criteria
If you are just printing the default Current Transaction, all the Batch Print Criteria will be grayed out and unavailable.  However when you select any of the other options in the Print Select section, it is here in the Batch Print Criteria area that you enter, or select, the specific criteria that you wish to print.
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Transaction Number - When you select Single Transaction, the Transaction Number area will be available for you to select from the pull down menu the particular, or single, order you wish to print. 
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From - To - When selecting either the Transaction Number Range or Date Range you will be able to select starting and ending criteria based on which option you have selected.


Printing Options
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Print Company Header Information - This will print your company information at the top left corner of every Order.  This is the same information that is entered in the Company Setup form.
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Print Charge Card Information - This will print the customer's credit card information at the bottom of the invoice.
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Print Background Colors - This will print a gray shaded background color in the Ship From and Ship To area of the Invoice.  You will need a good laser printer to make the shaded background look good.
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Fax to Customer Billing - 
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Fax to Customer Sales Rep - 

Action and Form Buttons
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Click the Arrow Up and Arrow Down buttons to change the sort order of the reports displayed.
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Click the Print button at the bottom of the form to print or preview the Order.
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Report Settings - This will bring up the Report Transaction Settings form allowing you to remove reports from being displayed and change the order in which they display.

Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)
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Email Report - This will bring up the Email Report form where you can email the report.
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Create Report - This will bring you into a New Report Wizard where you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab.
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Customize Report - This will retreive the highlight report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab.
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  Take me to the Help Menu for Orders.

tc "Searching Orders"

xe "Searching Customer Orders"Searching Orders
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image410.png]



The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Orders"

xe "Deleting Customer Orders"Deleting Orders
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  When you click the Delete button on the Orders form, you will get a message warning you that you are about to delete the selected Order.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Order again.

The Delete button can be password protected so that other users can't delete any of the Order records.  You can assign a password to the delete buttons in the Security form.

Deleting a Line Item
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  The little Folder button in the subform next to every Item No will open the Sales Line Item Options form where you can choose to delete the selected line item.  When this form opens click the delete button to delete the line item.
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  Take me to the Help Menu for Orders.


tc "View/Edit Orders"

xe "Maintain Orders"View/Edit Orders
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  The View/Edit Orders form you see is a search form that provides you with convenient options.  You have two methods by which to bring up existing customer information.

Method One
Type in the first few letters or numbers in any of the fields in the General or Advanced tabs then click on the Ok button.  Financial Accounting will bring up the Order form with the closest match to the inputs you have provided.    The Order form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include:  Adding Orders, Orders, Orders Overview.

Method Two
Locate the fields that have a combo box (an upside down arrow head in a box):

If you select the Customer ID field,  click on the arrow, locate and click your customer in the mini-form that pops up, then click on the Ok button in the upper right hand corner of the View/Edit Orders form.  Financial Accounting will bring up the Order form with the closest match to the inputs you have provided.   The Order form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include: Adding Orders, Orders, Orders Overview.

If you select Transaction Type, Salesperson, Date to Search, Date Range, and/or Order Type Fields, click on the respective little combo box (an arrow head pointing down) by each field, locate your customer in the bottom half of the form, and, double click on your customer.  Financial Accounting will bring up the Order form with the closest match to the inputs you have provided.   The Order form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include: Adding Orders, Orders, Orders Overview.

Note that in either method the Exact Search check box under the cancel button forces the search to find exactly what you type anywhere in the search form.  Otherwise, the search form is set for a wildcard search, meaning it will search the customer form for the characters you type in no matter where they are in the field.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for customers.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  See Search Conditions for further descriptions and examples of all the different search conditions available.

Are there Other Topics You would like Help with regarding the View/Edit Orders from?
What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  To get back to the Orders Help Menu click Back on the toolbar menu, or you can scroll to the bottom of the topic and click the link:  Help Menu for Orders.
	
	

	Key Orders topics
Orders form Overview
Orders Subforms
General Orders topics
How to add, or Create an Order
Converting an Order to an Invoice
How to Print an Order
How to Search for an Order
How to Duplicate an Order
How to Delete an Order
	Related Orders topics

Order Messages
Invoices Overview
Customer Special Pricing
Inventory Special Pricing



tc "Ship Orders"

xe "Ship Orders"Ship Orders

Select the Order Number you would like to ship after selecting data from the combo box.  The combo box for the Order Number is located underneath the words "Order Number" at the very top of the form.

Once you have selected the Order Number you wish, the read-only fields of Order Number, Item No, Description, Ordered, and Allocated will automatically fill from previous information you have entered.

The Shipped field is where you may enter the amount you want shipped.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find button will enable you to Find Orders.  See: Find.
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The Close button will close and save the Order form.  See: Closing Forms
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  Take me to the Help Menu for Quotes.

tc "Quotes Overview"

xe "Customer Quotes"Quotes Overview

The Quote form allows you to create, edit and view information on a potential sale for a customer.  This form is used to provide your customer or potential customer with a quote.  It is the first step in a possible two or three part process of eventually creating an Invoice.  

If the customer decides to order the items quoted to them you can convert the Quote to an Order and then to an Invoice.

You will notice at the top of this form six tabs, which help group the customer order information better.  It is like having six forms connected together for each customer's quote.  You will also notice that, except for the Items tab at times, the Customer ID, Order Type, Date, Order Status and Quote Number fields at the top of the form remain there in all the tabs so you always know what customer's quote you are working on when switching between the tabs.  The six tabs are listed below and described in detail in other areas of the documentation.
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The General Tab is where you may review and enter General Quote information.  See: Adding Quotes/Estimates.
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The Item Tab is where you have another area to enter and review quote information.  See: Quote Items Tab and Adding Quotes/Estimates
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The Detail Tab is also an area with Payment, Contact numbers and types, and Sales Tax detail information where you may review/edit or add to Quotes..  See: Quote Detail Tab.
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The Commission Tab is where you review/change or add commission information.  See: Quotes Commission Tab.
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The Order History Tab shows you the history of your orders.  See: Orders Order History Tab.
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The Invoice History Tab shows you the history of your invoices.  See: Order Invoice History
This form can be used to add, edit or delete records in the Quote form.  To add new or edit Quotes, simply click the New button at the bottom of this form. The Create New Quotes/Estimates search form will appear.  Click here for Create New Quotes/Estimates search help.  

If you need to edit existing Quotes, just select the record you want to edit and make any necessary changes to the fields for that record.  If the Quote has been stamped Completed it will be necessary to Edit it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Quotes. See: Adding Quotes
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Quote form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Order form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customer button will open the Customers form to the selected customer.  See: Customers.
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The Notes button opens the Customer Notes form where you can view any notes about the selected customer.  See: Customer Notes.
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The Preferences button will open the Company Preferences form where you can edit or view options. See: Company Preferences.
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The Message button opens the Order Message form where you can enter a message for the Order and have it print on the printed invoice.  See: Order Message.
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The Contact Log button will open the Customer Contact Log List form where you can add, edit or delete contact logs.  See: Customer Contact Log List.


[image: image432.png]



The History button will open the Sales History form where you can view either the customer history or sales transaction history. See: Sales History.
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The Print button will open the Print form where you can adjust settings and print an Order.  See: Print Order
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process button will convert the Quote to an invoice, Order or Purchase Order.   See: Converting Quotes.
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The Duplicate button will create a duplicate of a specific Quote.  See: Duplicating Quotes.
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The New button will clear the form to allow a new Order to be added.  See: Adding Quotes.
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The Delete button will delete the selected Quote.  See: Deleting Quotes.
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The Find button will enable you to Find Quotes.  See: Find.
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The Close button will close and save the Quote form.  See: Closing Forms.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Create New Quote/Estimates"

xe "Enter Quote/Estimates"Create New Quote/Estimates
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  To create a new Quote/Estimate you first, click on the Order Entry topic in the Main Menu.  Then click on Create New Quotes/Estimates.  Now a form appears with the label, "Find the Customer for this Quote/Estimate."  This is a search form that you may use to find the Customer involved in the Quote/Estimate.  Once you have selected that Customer, all of the appropriate data from that Customer will automatically populate the fields of the Quote/Estimate form for you.  Now you only have to enter the remaining data to complete the Quote/Estimate form before taking an Action such as Processing it.

When you are Entering an Quote/Estimate, you may either be Entering a new Quote/Estimate for a New Customer, or, Entering a new Quote/Estimate for an Existing Customer.  Both situations are described next.

Entering a new Quote/Estimate with A New Customer
First, click on the Order Entry topic in the Main Menu.  Then click on Create New Quotes/Estimates.  Now a form appears with the label, "Find the Customer for this Quote/Estimate."  This is a search form that you may use to find the Customer involved in the Quote/Estimate.  Since this is a New Customer, click on the New Customer button in the lower left hand corner section of the form. You will now be brought to the Customer form to add this new Customer.  See: Adding Customers.  Once you have added the Customer data in the Customer form, you will be able to quickly return to Entering your Quote/Estimate by clicking on the Initiate Transaction button in the Customer form.  When you click on the Initiate Transaction button, you may select Create New Quotes/Estimates.  

Now, all of the appropriate data from that Customer will automatically populate the fields of the Quote/Estimates form for you.  The next step is the entering of the remaining data to complete the Quote/Estimate form before taking an Action such as Processing it.  See: Adding Quotes/Estimates.

Entering a new Invoice with an Existing Customer
First, click on the Order Entry topic in the Main Menu.  Then click on Create New Quotes/Estimates.  Now a form appears with the labeled, "Find the Customer for this Quote/Estimate."  This is a search form that you may use to find the Customer involved in the Quote/Estimate.  See: Find.  Once you have selected your Customer, all of the appropriate data from that Customer will automatically populate the fields of the Quote/Estimate form for you.  The next step is the entering of the remaining data to complete the Quote/Estimate form before taking an Action such as Processing it.  See:   Adding Quotes/Estimates.
Related Topics
Adding Quotes/Estimates.

Quotes
Quotes Overview
Adding Customers
Find
tc "Adding Quotes/Estimates"

xe "Adding Customer Quotes"Adding Quotes/Estimates
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 The following steps will explain in detail how to add a new Quote/Estimate.

You may already be in the General tab of the Quotes form with the background customer data you want present.  If so, go to step number "2."  If you are in the Quotes form and do not have the customer data you would like present on this form, begin with step number "1." below.

1.
If you are in the Quote/Estimates form and do not have the Customer data you would like present on this form, click the New button clear the form so you may enter a new record.  You will now be brought to the Create New Quote/Estimates Find form that will be labeled, "Find the Customer to Enter the Quote/Estimates."  Click here for help on how to use the Create New Quote/Estimates form.  Once you complete the form, you may return to this Adding Quote/Estimates help to continue below on step number "2.".  


If you are in the Main Menu, click on Order Entry, then the topic Create New Quotes/Estimates.  You will now be brought to the Create New Quote/Estimates Find form that will be labeled, "Find the Customer to Enter the Quote/Estimate."  Click on the next words, Create New Quote/Estimates for help on how to use the Create New Quote/Estimates form.  Once you complete the form, you may return to this Adding Quote/Estimates help to continue below on step number "2.".  

2.
You will notice many of the fields on the General tab of the Quote/Estimates form like Bill To and Ship To will fill in with data based on that Customer.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the customer form like Name, Sales Tax ID's, Ship Via, Terms and Currency.   Review and adjust the fields as necessary, pressing the TAB or ENTER key to move your cursor to the each field.  A description of the General tab fields is listed in this Help section after step number "5."

3.
Next, click on the Quote Items Tab of the Orders form.  Complete the filling in of the Item No, Qty, and other fields and reviewing the other fields to ensure they are appropriate for the particular order.  This form has sub forms that you will need to review/add to as well.  Note that the form automatically draws in the information you have entered previously.  As an example of when you may want to override a field that automatically draws upon information you have entered in other forms: You may want to give a customer a higher discount, therefore, you would type in a new discount over the discount listed in the form.  You may click on the following link, Quote Items Tab,  for additional information on the Quote Items tab.

4.
Next, click on the Detail and Commission tabs, review/add/edit data as appropriate.  You may click on the following links if you would like additional information on either tab: Quote Detail Tab or Quotes Commission Tab.

5.
Click back to the General tab.  Here are some of the options you now have:



*
You may click on the Convert button which will enable you to convert the Order to an Invoice, 




Order or Purchase Order.  See Converting Quotes.



*
You may click on the Close button and convert later.



*
You may print the Order.

Related Topics
Quotes
Quotes Overview
Description of General tab in the Quote form
1.
The Customer ID field is used to show the Customer identification number.

2.
The Order Type combo box field displays whether or not the transaction is an Quote or an Estimate.  


3.
The Date field will automatically be filled in with todays date.  This can be changed to whatever date the customer placed the order.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.

4.
The Order Status field will provide the current status of the order, such as Pending or On Hold. 

5.
The Quote Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It can be manually changed on this form as long as it does not duplicate a previous Quote Number.

6
The Bill To area will display all the details of the selected customer.  You can click the little magnifying glass  button next to this section to open the Customer Bill To Information form where you can change this information independent of the customer.


7.
The Ship To area will display the default customer ship to information that is entered in the customer form.  You can click the little magnifying glass button next to this section to open the Customer Ship To Information form where you can change this location.

8
The Allow BO check box displays your choice as to whether you will allow Back Orders.

9.
The Cancel date field is used to enter a date the transaction will be canceled if it has not been filled or shipped.  This field will be blank by default.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.

10.
The PO Number field is where you can enter the Purchase Order number your customer provided to you for this invoice.

11.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They will be automatically filled in based on the selected customer.  If the selected Customer has not been setup with default Sales Tax Codes then Financial Accounting will use the values setup in the Default Accounts form.  If a customer has a tax number or lives in an area that you do not charge sales tax in, then you should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX'.  This is a tax code automatically setup when you create a new data file in the Sales Tax Codes form.  You can change either of these fields on the fly with any value listed in the combo boxes.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.

12.
The Ship Date will be the date you enter to ship the items.  You may click on the calendar button located a the end of the ship date field to choose the shipment date.

13.
The Ship Via field will fill in with the default ship via setup for the selected customer.  This field is used to assign a shipping method for the Invoice.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the shipping methods.

14.
The Currency field is used to assign a default currency for each Quote/Estimate.  Normally, this will automatically fill in with your default Currency ID setup for the selected customer in the Customer form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

15.
The Terms field will fill in with the default terms setup for the selected customer.  This field is used to enter the payment terms for the Quote, which details how that customer must pay for the merchandise.  If the Terms you give are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the receivables and will determine what discounts or interest that customer may receive.

16.
The A/R Account will be filled in automatically with the Accounts Receivable ID setup in the Default Accounts form.  This is the Account Receivable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


17.
The Ship To ID field will display a list of available Ship to locations that have been setup.  Any Ship To ID selected from this combo box will automatically fill in the Ship To area on the printed invoice.  Click the little magnifying glass button next to this field to open the Ship To Location form.

18.
The Salesperson field will fill in with the default salesperson entered for the selected customer.  You can select from all the entered employees entered in the Employee form.

19.
The MHR (Man Hours Required) field will fill in with the default terms setup for the selected customer.

20.
The Ship From ID field will display a list of available Ship From locations that have been setup.  Any Ship From ID selected from this combo box will automatically fill in the Ship From area on the printed invoice.  There is not enough room on the main form to display this information so it only appears when you print the transaction.  Click the little magnifying glass button next to this field to open the Ship From Location form.


21.
The Rep Order No. field will fill in with the default terms setup for the selected customer.


22.
The Source field will fill in with your default selection, such as Magazine Ads.  This a great marketing tool that enables you to track where your customers are finding out about you.  You have the option of selecting other Sources from the combo box as well as adding sources to the combo box. 


23.
At the bottom of the form the Subtotal field will display the total before sales tax of all the line items entered in the subform.


24.
The Freight field can be used to enter shipping costs for the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Freight field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the freight amount from being charged any sales tax.  This is the default Tax method for Freight.



[image: image446.png]



1 or Both Sales Tax - This will include the freight amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the freight amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the freight amount and calculate it against only the Tax Code 2 fields percents.


25.
The Other field can be used to enter miscellaneous costs to the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Other field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the other amount from being charged any sales tax.  This is the default Tax method for Other.
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1 or Both Sales Tax - This will include the other amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the other amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the other amount and calculate it against only the Tax Code 2 fields percents.


26.
The Sales Tax field will display the sum of the calculated sales tax for the Tax Code 1 and Tax Code 2 fields you reviewed in the Detail tab of the Order form.  

27.
The Total field will display the total of the transaction which the customer owes you.  This field adds the Subtotal, Freight, Other, and Sales Tax fields together to come up with the total amount.  This is the amount that will be entered in the General Ledger when you Process this transaction. 

28.
The Payment field will display the total payment.
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Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.

[image: image455.png]


  Take me to the Help Menu for Invoices.
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Take me to Quotes Overview.

tc "Quotes"

xe "Quotes"Quotes/Estimates

What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  To get back to the Invoices Help Menu click Back on the toolbar menu, or you can scroll to the bottom of the topic and click the link:  Help Menu for Quotes.  

	
	

	Key Quote topics
Quotes Overview
Quotes Subforms
General Quote topics
How to add, or Create a Quote
How to Print a Quote
How to Search for a Quote
How to Duplicate a Quote
How to Set-up Recurring Sales Transactions
How to Delete a Quote
	Related Quote topics

Quote Messages
Converting a Quote
Invoices Overview
Orders Overview
Customer Special Pricing
Inventory Special Pricing



tc "Quote Items Tab"

xe "Quote Items Tab"Quote Items Tab

The Quotes Items tab is used to enter all the inventory items, quantities, amounts and so on for each item being quoted or estimated, and, to provide background on the Item selected.  The area for entering data is on the lower portion of the form, and, in one of the subforms you may select by clicking on the Subform Display button (in the upper left corner of the subform to the left of the Item No label), the area for reviewing background will be on the upper portion of the form.  First will be described the entering data portion of the form with the topic labeled, "Entering Line Item Data."  Next will be described the area for review data with the topic labeled, "Reviewing Background Data."

Entering Line Item Data
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 You can change the subforms on the fly from the Quote Items tab form by clicking on the little Subform Display button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form.  Whatever you select as a default will be visible when you Add New Quotes/Estimates.  Below are the descriptions for all the fields in the three subforms.  You will need to review each of the three subforms.

Line items 
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Sales Price will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Sales Price, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Sales Line Item Options form will open where you can do different things to the selected line item.  See: Sales Line Item Options


5.
The Qty (Ordered) field is used to enter the number of the selected Item No the customer wants to buy.


6.
The Unit Measure (U/M) field is used to select the unit measure of the item being shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  The (U/M) field also has a combo box that can be accessed by clicking in the U/M field.  See: Adding Inventory Unit Measures or Inventory Unit Measure
7.
The Allocate field is where you type in the amount of product you would like allocated to the customer.  This field is able to be adjusted in the Order form.  See: Adding Orders.


8.
The Warehouse field is used to enter the warehouse where the selected Item No will be shipping from.  The Warehouse field also has a combo box that can be accessed by clicking in the Warehouse field.  You may then click the warehouse location you wish to ship from from the combo box.     See: Warehouses.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the Description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


10.
The Disc (Discount) field is where you can enter a discount percentage you want to give the customer on the selected item.  If you want to give your customer a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Sales Price field will automatically fill in with the selected Item No's Sales Price entered in the Inventory Items form.  You can override this price with a different amount if you need to.


13.
The Total field will display the Ship (Shipped) quantity multiplied by the Sales Price field.  If you shipped 5 and the sales price was 30.00 each then the total field would display 150.00.


14.
The Account ID field (Note that this is in a different subform in the Quote Items tab) will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

15.
The Job ID field can be used to assign a Job ID to track the sales for a job.  See: Jobs.  The Job ID field also has a combo box that you may then click the Job ID number you are referencing from the combo box.

15.
The Man Hours Required (MHR) field will automatically be filled in from other forms.

16.
Enter the number of Months in the Months field.  Note that this is in a different subform within the Quote Items tab.

17.
The Monthly Rate field will automatically be filled in from the Sales Price field in Pricing Tab of the Inventory Item form. 

18.
The Ex. field stands for Tax Exempt which will automatically be filled in from the ______other forms.

Reviewing Background Data
You will be able to view background data on one of the subforms.  This background data can be found in the upper portion of the sub form that the lower portion of the form with column heading of Item No, Qty, U/M, Ship, Warehouse, etc.

The upper portion of this form will list the Item No in bold and have the following column labels:

1.
The In Stock field is read only and will display how many of the selected items are currently in stock.

2.
The Committed field is read only and will display how many of the selected items are currently committed to to other transactions.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  See: Committed Inventory Rules for further information.

3.
The Allocated field is read only and will display how many of the selected items are currently allocated to other transactions.  This field is able to be adjusted in the Order form.  See: Adding Orders.

4.
The Available field is read only and will display how many of the selected items are currently available to other transactions.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.
The Back Order field is read only and will display how many of the selected items are currently on back order.


6.
The On Order (PO) field is read only and will display how many of the selected items are currently on a purchase order.

7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Sales Price field will be multiplied by it as well as the Shipped quantity to give you a different total.

8.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure form.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Quotes Overview help section.  See: Quotes Overview.

Related Topics
Adding Quotes/Estimates
Quotes
Quotes Overview
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  Take me to the Help Menu for Quotes.

tc "Quote Detail Tab"

xe "Quote Detail Tab"Quote Detail Tab

The Quote Detail Tab shows you Payment Information, User Fields (for contact numbers and types), and Sales Tax details. 

Payment Information
The Payment Information section refers to credit card information you have already provided in previously for your selected customer.  It is worthwhile to briefly review the information before converting the order.
User Fields
The User Fields section is a convenient area to store contact number information.  For a more detailed explanation of User Fields, see User Fields.
Sales Tax Detail 
The Sales Tax Detail section is a read only area that shows the sales Tax 1 and Sales Tax 2 information, including the Sales Tax percentages and what those percentages translate into dollars for your the Quote record you are working on.  See Sales Tax Codes [Paid] for further information.

Buttons at the Bottom of the Form

Background on the buttons at the bottom of the form such as Convert, Customer, Receivable, can be reviewed in the Quotes Overview help section.  See: Quotes Overview.

tc "Quotes Commission Tab"

xe "Quotes Commission Tab"Quotes Commission Tab

The Quotes Commission tab displays, in addition the constant five topics at the top of the form, the Item No, Description of the item, where it is From and the Total.  These fields are read only.

The Commission tab also displays the following:
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The Comm? field which enables you to select whether you wish Commission to be recorded.
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The Comm % field which displays the percent amount of commission you have chosen or may now choose to enter.  
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The Comm Amt field which displays the percent amount of commission reflected in dollar terms.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Convert, Customer, Receivable, can be reviewed in the Quotes Overview help section.  See: Quotes Overview.

tc "Converting Quotes"

xe "Converting Customer Quotes"Converting Quotes
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  When you click the Process button, the Convert Transaction form will open.  You will have a choice of converting the selected Order to an Invoice or Vendor Purchase Order.  After you select to convert to a new transaction it will be created with all the same data as the Quote and a message will appear informing you when the process is complete.  The message box will also display the add transaction number and ask if you want to view the add transaction.  Click 'Yes' to close the current customer quote and open the transaction or 'No' to remain on the current customer quote.

Once the add transaction has been created the original Quote will be stamped Completed and you will not be able to alter the information for that Quote.  This prevents it from inadvertently being changed after it has been converted.  You will still be able to select most of the fields in the customer quote form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the fields to do things like sort or zoom that field.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Duplicating Quotes"

xe "Duplicating Customer Quotes"Duplicating Quotes
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  You can quickly duplicate any selected Quote by clicking on the duplicate button at the bottom of the Quote form.  This is a great feature if you need to constantly enter Quotes that are the same or similar to other Quotes.  When you click the duplicate button on a selected customer quote a message box will open asking if you want to duplicate the selected transaction.  If you choose to duplicate it, a new customer quote will be created based on the current customer quote selected.  After the add customer quote has successfully been duplicate another message box will appear displaying the Quote Number assigned to it.  You will then be asked if you want to view the add customer quote.  If you choose 'Yes' you will be moved to the add customer quote.

Everything in the add customer quote will be duplicated except for the Date field, which will be entered with todays date and the Quote Number field, which will be incremented with the next Quote Number from the Starting Numbers form.

Duplicating Quotes have no affect on anything at all in the program.  You can duplicate a customer quote and then delete it and it would be like you never duplicated it to begin with.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Quotes Message"

xe "Customer Quote Message"Quote Message

In the Quote form you can have a custom message appear on the printed customer quote.  This is a good way to enter a specific message about the selected customer quote.  There will be one of two slightly different buttons displayed on the customer quote form depending if a message exists or not.

[image: image474.png]


  This button will appear if there are no messages entered for the selected customer quote.  Clicking this button will open the Quote Message form, which will allow you to enter a message for the selected customer quote.  When you are done entering a message, click on the Close button to return to the customer quote form.
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  If this button is showing in place of the normal message button then it means there are existing messages for the current customer quote.  Clicking this button will open the Quote Message form displaying the previously entered message for the selected customer quote.  When you are done editing or viewing that message, click on the Close button to return to the customer quote form.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Quote Subforms"

xe "Customer Quote Subforms"Quote Subforms

The subform is used to enter all the inventory items, quantities, amounts and so on for each item being sold.  It can be found on the Quote Items Tab.  The Help information on the Quote Items Tab is listed below.

Quote Items Tab

The Quotes Items tab is used to enter all the inventory items, quantities, amounts and so on for each item being quoted or estimated, and, to provide background on the Item selected.  The area for entering data is on the lower portion of the form, and, in one of the subforms you may select by clicking on the Subform Display button (in the upper left corner of the subform to the left of the Item No label), the area for reviewing background will be on the upper portion of the form.  First will be described the entering data portion of the form with the topic labeled, "Entering Line Item Data."  Next will be described the area for review data with the topic labeled, "Reviewing Background Data."

Entering Line Item Data
[image: image479.png]


 You can change the subforms on the fly from the Quote Items tab form by clicking on the little Subform Display button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form.  Whatever you select as a default will be visible when you add new Quotes/Estimates.  Below are the descriptions for all the fields in the three subforms.  You will need to review each of the three subforms.

Line items 
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Sales Price will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Sales Price, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Sales Line Item Options form will open where you can do different things to the selected line item.  See: Sales Line Item Options


5.
The Qty (Ordered) field is used to enter the number of the selected Item No the customer wants to buy.


6.
The Unit Measure (U/M) field is used to select the unit measure of the item being shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  The (U/M) field also has a combo box that can be accessed by clicking in the U/M field.  See: Adding Inventory Unit Measures or Inventory Unit Measure
7.
The Allocate field is where you type in the amount of product you would like allocated to the customer.  This field is able to be adjusted in the Order form.  See: Adding Orders.


8.
The Warehouse field is used to enter the warehouse where the selected Item No will be shipping from.  The Warehouse field also has a combo box that can be accessed by clicking in the Warehouse field.  You may then click the warehouse location you wish to ship from from the combo box.     See: Warehouses.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the Description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


10.
The Disc (Discount) field is where you can enter a discount percentage you want to give the customer on the selected item.  If you want to give your customer a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Sales Price field will automatically fill in with the selected Item No's Sales Price entered in the Inventory Items form.  You can override this price with a different amount if you need to.


13.
The Total field will display the Ship (Shipped) quantity multiplied by the Sales Price field.  If you shipped 5 and the sales price was 30.00 each then the total field would display 150.00.


14.
The Account ID field (Note that this is in a different subform in the Quote Items tab) will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

15.
The Job ID field can be used to assign a Job ID to track the sales for a job.  See: Jobs.  The Job ID field also has a combo box that you may then click the Job ID number you are referencing from the combo box.

15.
The Man Hours Required (MHR) field will automatically be filled in from other forms.

16.
Enter the number of Months in the Months field.  Note that this is in a different subform within the Quote Items tab.

17.
The Monthly Rate field will automatically be filled in from the Sales Price field in Pricing Tab of the Inventory Item form. 

18.
The Ex. field stands for Tax Exempt which will automatically be filled in from the ______other forms.

Reviewing Background Data
You will be able to view background data on one of the subforms.  This background data can be found in the upper portion of the sub form that the lower portion of the form with column heading of Item No, Qty, U/M, Ship, Warehouse, etc.

The upper portion of this form will list the Item No in bold and have the following column labels:

1.
The In Stock field is read only and will display how many of the selected items are currently in stock.

2.
The Committed field is read only and will display how many of the selected items are currently committed for other transactions.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  See: Committed Inventory Rules for further information.

3.
The Allocated field is read only and will display how many of the selected items are currently allocated to other transactions.  This field is able to be adjusted in the Order form.  See: Adding Orders.

4.
The Available field is read only and will display how many of the selected items are currently available to other transactions.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.
The Back Order field is read only and will display how many of the selected items are currently on back order.


6.
The On Order (PO) field is read only and will display how many of the selected items are currently on a purchase order.

7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Sales Price field will be multiplied by it as well as the Shipped quantity to give you a different total.

8.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure form.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Customer, Receivable, can be reviewed in the Invoice Overview help section.  See: Quotes Overview.
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  Take me to the Help Menu for Quotes.

tc "Back Order List"

xe "Customer Back Order List"Create a Back Order or Purchase Order

The Create a Back Order or Purchase Order form allows you to create either a Back Order or a Purchase Order based on the items that are not being shipped on an invoice.  At the top of the form you will see some general instructions on how you may wish to proceed.  You may choose to do one of the following:

Creating a Back Order
Creates a Back Order for the out of stock item(s).

1.
Simply click in the yellow "B/O" box to the right of each item to select (X) it.

2.
Click the "Create Back Order" button.

3.
A Back Order will be created and the Invoice will be posted.

Creating a Purchase Order
Creates a Purchase Order to "Buy" more of the out of stock item(s).


1.
Simply click in the yellow "Buy" box to the right of each item to select (X) it.

2.
Click the "Create Purchase Order" button.

3.
A Purchase Order will be created though the Invoice will remain Unposted.

4.
Click the "Post" button a second time to either...


A) Create a Back Order and then post the Invoice.


B) Post the Invoice without creating a Back Order.

tc "Print Quotes / Estimates"

xe "Print Quotes"Print Quotes / Estimates
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  When you click the Print button on the Quotes form the Print Quotes form opens.  You can set the different print options, which will affect the way the Quote or Estimate will be printed.  The print options can be setup a default way in the User Preferences form so that the same print options are selected every time you print.

Select a Report to Print
Each report changes the information that is printed. Highlight the report you would like to print. Click the Up and Down Arrows, when highlighted on a specific report, to change its position in the list.

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 
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Click the Print Preview check box to preview what the transaction will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.

Print Select
Here you will select if you want to print the current Quote, or a single Quote or batch print by Quote number range, or date.
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Current Transaction - This will print the Current Transaction that is open and that you pressed the print button from.
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Single Transaction - By selecting Single Transaction, you will be able to select from the pull down menu labeled Transaction Number the particular, or single, Quote that you are interested in printing.
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Transaction Number Range - By selecting Transaction Number Range you will be able to select a range of Quotes, by number, that you would like to print.
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Date Range - By selecting Date Range you will be able to select a range of Quotes, by Date, that you would like to print.  When the Date Range is selected the Transaction Number combo box will dynamically change to Date Range and will allow you to select a pre-defined date range from the combo box.  Of course, you can manually enter any date range you wish. 


Batch Print Criteria
If you are just printing the default Current Transaction, all the Batch Print Criteria will be grayed out and unavailable.  However when you select any of the other options in the Print Select section, it is here in the Batch Print Criteria area that you enter, or select, the specific criteria that you wish to print.
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Transaction Number - When you select Single Transaction, the Transaction Number area will be available for you to select from the pull down menu the particular, or single, invoice you wish to print. 
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From - To - When selecting either the Transaction Number Range or Date Range you will be able to select starting and ending criteria based on which option you have selected.

System Print Options
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Print Company Header Information - This will print your company information at the top left corner of every Purchase Order.  This is the same information that is entered in the Company Setup form.
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Print Charge Card Information - This will print the customer's credit card information at the bottom of the invoice.
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Print Background Colors - This will print a gray shaded background color in the Ship From and Ship To area of the Purchase Order.  You will need a good laser printer to make the shaded background look good.
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Fax to Customer Billing - 

[image: image498.png]



Fax to Customer Sales Rep - 

Action and Form Buttons
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Click the Arrow Up and Arrow Down buttons to change the sort order of the reports displayed.
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Click the Print button at the bottom of the form to print or preview the Invoice.
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Report Settings - This will bring up the Report Transaction Settings form allowing you to remove reports from being displayed and change the order in which they display.

Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)

[image: image502.png]



Email Report - This will bring up the Email Report form where you can email the report.
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Create Report - This will bring you into a New Report Wizard where you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab.
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Customize Report - This will retreive the highlighted report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Searching Quotes"

xe "Searching Customer Quotes"Searching Quotes
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Quotes"

xe "Deleting Customer Quotes"Deleting Quotes
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  When you click the Delete button on the Quotes form, you will get a message warning you that you are about to delete the selected customer quote.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that customer quote again.

The Delete button can be password protected so that other users can't delete any of the customer quote records.  You can assign a password to the delete buttons in the Security form.

Deleting a Line Item
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  The little Folder button in the subform next to every Item No will open the Sales Line Item Options form where you can choose to delete the selected line item.  When this form opens click the delete button to delete the line item.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "View/Edit Quotes/Estimates"

xe "Maintain Quotes/Estimates"View/Edit Quotes/Estimates
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    The View/Edit Quotes/Estimates form you see is a search form that provides you with convenient options.  You have two methods by which to bring up existing customer information.  Note at the bottom of this form is a topic labeled, "Are there Other Topics you would like Help with regarding the View/Edit Quotes form?" for further information.

Method One
Type in the first few letters or numbers in any of the fields in the General or Advanced tabs then click on the Ok button.  Financial Accounting will bring up the Quote form with the closest match to the inputs you have provided.    The Quote form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include:  Adding Quotes/Estimates, Quotes, Quotes Overview.

Method Two
Locate the fields that have a combo box (an upside down arrow head in a box):

If you select the Customer ID field,  click on the arrow, locate and click your customer in the mini-form that pops up, then click on the Ok button in the upper right hand corner of the View/Edit Quotes form.  Financial Accounting will bring up the Quote form with the closest match to the inputs you have provided.   The Quote form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include:  Adding Quotes/Estimates, Quotes, Quotes Overview.

If you select Transaction Type, Salesperson, Date to Search, Date Range, and/or Order Type Fields, click on the respective little combo box (an arrow head pointing down) by each field, locate your customer in the bottom half of the form, and, double click on your customer.  Financial Accounting will bring up the Quote form with the closest match to the inputs you have provided.   The Quote form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include:  Adding Quotes/Estimates, Quotes, Quotes Overview.

Note that in either method the Exact Search check box under the cancel button forces the search to find exactly what you type anywhere in the search form.  Otherwise, the search form is set for a wildcard search, meaning it will search the customer form for the characters you type in no matter where they are in the field.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for customers.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  See Search Conditions for further descriptions and examples of all the different search conditions available.

Are there Other Topics you would like Help with regarding the View/Edit Quotes form?
What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  To get back to the Orders Help Menu click Back on the toolbar menu, or you can scroll to the bottom of the topic and click the link:  Help Menu for Quotes.
	
	

	Key Orders topics
Quotes form Overview
Quotes Subforms
General Orders topics
How to add, or Create a Quote
Converting Quotes
How to Print a Quote
How to Search for a Quote
How to Duplicate a Quote
How to Delete a Quote
	Related Orders topics

Quote Messages
Quotes Overview
Customer Special Pricing
Inventory Special Pricing



tc "Create New RMAs"

xe "Enter RMA"Create New RMA
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  The Create New RMA (Return Material Authorization) form you see is a search form that provides you with convenient options.

General Overview
First, click on the Order Entry topic in the Main Menu.  Then click on Create New RMA.  Now a form appears with the label, "Find the Customer for this RMA."  This is a search form that you may use to find the Customer involved in the RMA.  Once you have selected that Customer, all of the appropriate data from that Customer will automatically populate the fields of the RMA form for you.  Now you only have to enter the remaining data to complete the RMA form before taking an Action such as Processing it.

When you are Entering an RMA, you may either be Entering a new RMA for a New Customer, or, Entering a new RMA for an Existing Customer.  Both situations are described next.

Entering a new RMA with A New Customer
First, click on the Order Entry topic in the Main Menu.  Then click on Create New RMA.  Now a form appears with the label, "Find the Customer for this RMA."  This is a search form that you may use to find the Customer involved in the RMA.  Since this is a New Customer, click on the New Customer button in the lower left hand corner section of the form. You will now be brought to the Customer form to add this new Customer.  See: Adding Customers.  Once you have added the Customer data in the Customer form, you will be able to quickly return to Entering your RMA by clicking on the Initiate Transaction button in the Customer form.  When you click on the Initiate Transaction button, you may select Create New RMA.  

Now, all of the appropriate data from that Customer will automatically populate the fields of the RMA form for you.  The next step is the entering of the remaining data to complete the RMA form before taking an Action such as Processing it.  See: Adding RMA's.

Entering a new Invoice with an Existing Customer
First, click on the Order Entry topic in the Main Menu.  Then click on Create New RMA.  Now a form appears with the labeled, "Find the Customer for this RMA."  This is a search form that you may use to find the Customer involved in the RMA.  See: Find.  Once you have selected your Customer, all of the appropriate data from that Customer will automatically populate the fields of the RMA form for you.  The next step is the entering of the remaining data to complete the RMA form before taking an Action such as Processing it.  See:  Adding RMA's.
Related Topics
Adding RMA's
RMA Overview
Adding Customers
Find
tc "Adding RMAs"

xe "Adding RMAs"Adding RMA's (Return Material Authorizations)
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  The following steps will explain in detail how to add a new RMA.

You may already be in the General tab of the RMA form with the background customer data you want present.  If so, go to step number "2."  If you are in the RMA form and do not have the customer data you would like present on this form, begin with step number "1." below.  If you are at the Main Menu, click on the Order Entry topic, then click on Create New RMA's.  You will now be brought to the Create New RMA search form that will be labeled, "Find the Customer to Enter this RMA".  Click on  Create New RMA's for help on how to use the Create New RMA's form.  Once you complete the form, you may return to this Adding RMA's help to continue below at step number "2."

1.
Click the New button to clear the form so you can enter a new record.  You will now be brought to the Create New RMA search form that will be labeled, "Find the Customer to Enter this RMA".  Click on the next words, Create New RMA's for help on how to use the Create New RMA's form.  Once you complete the form, you may return to this Adding RMA's help to continue below.  


2.
You will notice many of the fields on the General tab of the RMA's form like Bill To and Ship To will fill in with data based on that Customer.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the customer form like Name, Sales Tax ID's, Ship Via, Terms and Currency.   Review and adjust the fields as necessary, pressing the TAB or ENTER key to move your cursor to the each field.  A description of the General tab fields is listed in this Help section after step number "5."

3.
Next, click on the RMA Items Tab of the RMA form.  Complete the filling in of the Item No, Qty, and other fields and reviewing the other fields to ensure they are appropriate for the particular RMA.  This form has sub forms that you will need to review/add to as well.  Note that the form automatically draws in the information you have entered previously.  You may click on the following link, RMA Items Tab for additional information on the RMA Items tab.

4.
Next, click on the Detail and Commission tabs, review/add/edit data as appropriate.  You may click on the following links if you would like additional information on either tab: RMA Detail Tab or RMA Commission Tab.

5.
Click back to the General tab.  Here are some of the options you now have:



*
You may click on the Process button which will enable you to convert the RMA to a Credit 




Memo. See Converting RMA's.



*
You may click on the Close button and convert later.



*
You may print the RMA.

Related Topics
RMA Overview
Description of General tab in the RMA form
1.
The Customer ID field is used to show the Customer identification number.

2.
The Order Type combo box field displays that the transaction is an RMA.  


3.
The Date field will automatically be filled in with todays date.  This can be changed to whatever date the customer placed the RMA.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.

4.
The Order Status field will provide the current status of the order, such as Pending or On Hold. 

5.
The RMA Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It can be manually changed on this form as long as it does not duplicate a previous RMA Number.

6.
The Bill To area will display all the details of the selected customer.  You can click the little magnifying glass  button next to this section to open the Customer Bill To Information form where you can change this information independent of the customer.


7.
The Ship To area will display the default customer ship to information that is entered in the customer form.  You can click the little magnifying glass button next to this section to open the Customer Ship To Information form where you can change this location.

8
The Allow BO check box displays your choice as to whether you allow Back Orders.

9.
The Cancel date field is used to enter a date the transaction will be canceled if it has not been filled or shipped.  This field will be filled with the date 12/31/2099 by default.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.

10.
The PO Number field is where you can enter the Purchase Order number your customer provided to you for the invoice.

11.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They will be automatically filled in based on the selected customer.  If the selected Customer has not been setup with default Sales Tax Codes then Financial Accounting will use the values setup in the Default Accounts form.  If a customer has a tax number or lives in an area that you do not charge sales tax in, then you should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX'.  This is a tax code automatically setup when you create a new data file in the Sales Tax Codes form.  You can change either of these fields on the fly with any value listed in the combo boxes.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.

12.
The Ship Date will be the date you entered to ship the items.  You may click on the calendar button located a the end of the ship date field to choose alter shipment date.

13.
The Ship Via field will fill in with the default ship via setup for the selected customer.  This field is used to assign a shipping method for the Invoice.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the shipping methods.

14.
The Currency field is used to assign a default currency for each Quote/Estimate.  Normally, this will automatically fill in with your default Currency ID setup for the selected customer in the Customer form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

15.
The Terms field will fill in with the default terms setup for the selected customer.  This field is used to enter the payment terms for the Quote, which details how that customer must pay for the merchandise.  If the Terms you give are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the receivables and will determine what discounts or interest that customer may receive.

16.
The A/R Account will be filled in automatically with the Accounts Receivable ID setup in the Default Accounts form.  This is the Account Receivable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


17.
The Ship To ID field will display a list of available Ship to locations that have been setup.  Any Ship To ID selected from this combo box will automatically fill in the Ship To area on the printed invoice.  Click the little magnifying glass button next to this field to open the Ship To Location form.

18.
The Salesperson field will fill in with the default salesperson entered for the selected customer.  You can select from all the entered employees entered in the Employee form.

19.
The MHR (Man Hours Required) field will fill in with the default terms setup for the selected customer.

20.
The Ship From ID field will display a list of available Ship From locations that have been setup.  Any Ship From ID selected from this combo box will automatically fill in the Ship From area on the printed invoice.  There is not enough room on the main form to display this information so it only appears when you print the transaction.  Click the little magnifying glass button next to this field to open the Ship From Location form.


21.
The Rep Order No. field will fill in with the default terms setup for the selected customer.


22.
The Source field will fill in with your default selection, such as Magazine Ads.  This a great marketing tool that enables you to track where your customers are finding out about you.  You have the option of selecting other Sources from the combo box as well as adding sources to the combo box. 


23.
At the bottom of the form the Subtotal field will display the total before sales tax of all the line items entered in the subform.


24.
The Freight field can be used to enter shipping costs for the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Freight field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the freight amount from being charged any sales tax.  This is the default Tax method for Freight.
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1 or Both Sales Tax - This will include the freight amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the freight amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the freight amount and calculate it against only the Tax Code 2 fields percents.


25.
The Other field can be used to enter miscellaneous costs to the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Other field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the other amount from being charged any sales tax.  This is the default Tax method for Other.
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1 or Both Sales Tax - This will include the other amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the other amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the other amount and calculate it against only the Tax Code 2 fields percents.


26.
The Sales Tax field will display the sum of the calculated sales tax for the Tax Code 1 and Tax Code 2 fields you reviewed in the Detail tab of the Order form.  

27.
The Total field will display the total of the transaction which the customer owes you.  This field adds the Subtotal, Freight, Other, and Sales Tax fields together to come up with the total amount.  This is the amount that will be entered in the General Ledger when you Process this transaction. 

28.
The Payment field will display the total payment
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Take me to the Help Menu for RMA's.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.
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Take me to RMA Overview.

tc "RMA Items Tab"

xe "RMA Items Tab"RMA Items Tab

The RMA Items tab is used to enter all the inventory items, quantities, amounts and so on for each item being returned, and, to provide background on the Item selected.  The area for entering data is on the lower portion of the form, and, in one of the subforms you may select by clicking on the Subform Display button (in the upper left corner of the subform to the left of the Item No label), the area for reviewing background will be on the upper portion of the form.  First will be described the entering data portion of the form with the topic labeled, "Entering Line Item Data."  Next will be described the area for review data with the topic labeled, "Reviewing Background Data."

Entering Line Item Data
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 You can change the subforms on the fly from the RMA Items tab form by clicking on the little Subform Display button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form.  Whatever you select as a default will be visible when you add new RMA's.  Below are the descriptions for all the fields in the three subforms.  You will need to review each of the three subforms.

Line items 
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Sales Price will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Sales Price, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Sales Line Item Options form will open where you can do different things to the selected line item.  See: Sales Line Item Options


5.
The Qty (Ordered) field is used to show the number of the selected Item No the customer bought.


6.
The Unit Measure (U/M) field is used to show the selected unit measure of the item that was shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  The (U/M) field also has a combo box that can be accessed by clicking in the U/M field.  See: Adding Inventory Unit Measures or Inventory Unit Measure.

7.
The Returned field is where you enter the amount of product to be returned from the customer.


8.
The Warehouse field is used show the warehouse where the selected Item No was shipped from.  The Warehouse field also has a combo box that can be accessed by clicking in the Warehouse field.  See: Warehouses.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the Description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


10.
The Disc (Discount) field is where you may have entered a discount percentage you wanted to give the customer on the selected item.  If you has wanted to give your customer a 5% discount when purchasing a particular item you would have entered 5 in this field.


11.
The Tax field is actually a combo box where you may have entered four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.



[image: image537.png]



3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Sales Price field was automatically filled in with the selected Item No's Sales Price entered in the Inventory Items form.  You can override this price with a different amount if you need to.


13.
The Total field will display the Ship (Shipped) quantity multiplied by the Sales Price field.  If you shipped 5 and the sales price was 30.00 each then the total field would display 150.00.


14.
The Account ID field (Note that this is in a different subform in the RMA Items tab) was automatically filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

15.
The Job ID field you may have used to assign a Job ID to track the sales for a job.  See: Jobs.  The Job ID field also has a combo box that you may then click the Job ID number you are referencing from the combo box.

15.
The Man Hours Required (MHR) field would have automatically been filled in from other forms.

16.
The number of Months in the Months field will have already been entered.  Note that this is in a different subform within the RMA Items tab.

17.
The Monthly Rate field will have been automatically filled in from the Sales Price field in Pricing Tab of the Inventory Item form. 

18.
The Ex. field stands for Tax Exempt which will have been automatically be filled in from the ______other forms.

Reviewing Background Data
You will be able to view background data on one of the subforms.  This background data can be found in the upper portion of the sub form that the lower portion of the form with column heading of Item No, Ordered, U/M, Returned, Warehouse, etc.

The upper portion of this form will list the Item No in bold and have the following column labels:

1.
The In Stock field is read only and will display how many of the selected items are currently in stock.

2.
The Committed field is read only and will display how many of the selected items are currently committed for other transactions.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  See: Committed Inventory Rules for further information.

3.
The Allocated field is read only and will display how many of the selected items are currently allocated to other transactions.  This field is able to be adjusted in the Order form.  See: Adding Orders.

4.
The Available field is read only and will display how many of the selected items are currently available to other transactions.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.
The Back Order field is read only and will display how many of the selected items are currently on back order.


6.
The On Order (PO) field is read only and will display how many of the selected items are currently on a purchase order.

7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Sales Price field will be multiplied by it as well as the Shipped quantity to give you a different total.

8.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure form.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Process, Customer, Preferences, can be reviewed in the RMA Overview help section.  See: RMA Overview.
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  Take me to the Help Menu for RMA's.

tc "RMA Detail Tab"

xe "RMA Detail Tab"RMA Detail Tab

The RMA Detail Tab shows you Payment Information, User Fields (for contact numbers and types), and Sales Tax details. 

Payment Information
The Payment Information section refers to credit card information you have already provided in previously for your selected customer.  It is worthwhile to briefly review the information before converting the order.
User Fields
The User Fields section is a convenient area to store contact number information.  For a more detailed explanation of User Fields, see User Fields.
Sales Tax Detail 
The Sales Tax Detail section is a read only area that shows the sales Tax 1 and Sales Tax 2 information, including the Sales Tax percentages and what those percentages translate into dollars for your the RMA record you are working on.  See Sales Tax Codes [Paid] for further information.

Buttons at the Bottom of the Form

Background on the buttons at the bottom of the form such as Process, Customer, Preferences, can be reviewed in the RMA Overview help section.  See: RMA Overview.

tc "RMA Commission Tab"

xe "RMA Commission Tab"RMA Commission Tab

The RMA Commission tab displays, in addition the constant five topics at the top of the form, the Item No, Description of the item, where it is From and the Total.  These fields are read only.

The Commission tab also displays the following:
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The Comm? field which displays if you agreed to have Commission be recorded.
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The Comm % field which displays the percent amount of commission you may have chosen.
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The Comm Amt field which displays the percent amount of commission reflected in dollar terms.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Process, Customer, Preferences, can be reviewed in the RMA Overview help section.  See: RMA Overview.

tc "Converting RMAs"

xe "Converting RMAs"Converting RMA's
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  When you click the Process button, the Convert Transaction form will open.  You now may convert the selected RMA to a Credit Memo and be able to check the check box at the bottom of the form to Delete the original RMA.  After you select to convert to a new transaction it will be created with all the same data as the RMA and a message will appear informing you when the process is complete.  The message box will also display the add transaction number and ask if you want to view the add transaction.  Click 'Yes' to close the current RMA and open the transaction or 'No' to remain on the current Order.  Note that if you choose to view after you have converted the RMA to an Credit Memo, the Invoice form appears.

If you have created a Back Order from the Create a Back Order or Purchase Order form, you will need to convert the Back Order to an invoice the same way you would do an Order as mentioned above.  A Back Order simply flag's, or shows, that the an order was created due to not having enough of a particular item in stock to ship the ordered quantity in the Invoice.  

Once the add transaction has been created the original RMA will be stamped Completed and you will not be able to alter the information for that RMA.  This prevents it from inadvertently being changed after it has been converted.  You will still be able to select most of the fields in the RMA form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the fields to do things like sort or zoom that field.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.
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  Take me to the Help Menu for RMA's.

tc "Duplicating RMAs"

xe "Duplicating RMAs"Duplicating RMA's
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  You can quickly duplicate any selected RMA's by clicking on the duplicate button at the bottom of the RMA form.  This is a great feature if you need to constantly Create New RMA's that are the same or similar to other RMA's.  When you click the duplicate button on a selected customer RMA a message box will open asking if you want to duplicate the selected transaction.  If you choose to duplicate it, a new customer RMA will be created based on the current customer RMA selected.  After the add customer RMA has successfully been duplicate another message box will appear displaying the RMA Number assigned to it.  You will then be asked if you want to view the add customer RMA.  If you choose 'Yes' you will be moved to the add customer RMA.

Everything in the add customer RMA will be duplicated except for the Date field, which will be entered with today's date, and, the RMA Number field, which will be incremented with the next RMA Number from the Starting Numbers form.

Duplicating RMA's have no affect on anything at all in the program.  You can duplicate a customer RMA and then delete it and it would be like you never duplicated it to begin with.
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  Take me to the Help Menu for RMA's.
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  Take me to the Help Menu for Adding RMA's.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "RMA Message"

xe "RMA Message"RMA Message

In the RMA form you can have a custom message appear on the printed RMA.  This is a good way to enter a specific message about the selected RMA Order.  There will be one of two slightly different buttons displayed on the RMA form depending if a message exists or not.
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  This button will appear if there are no messages entered for the selected RMA.  Clicking this button will open the RMA Message form, which will allow you to enter a message for the selected RMA.  When you are done entering a message, click on the Close button to return to the RMA form.
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  If this button is showing in place of the normal message button then it means there are existing messages for the current RMA.  Clicking this button will open the RMA Message form displaying the previously entered message for the selected Order.  When you are done editing or viewing that message, click on the Close button to return to the RMA form.
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  Take me to the Help Menu for RMA's.

tc "RMA Subforms"

xe "RMA Subforms"RMA Subforms

The subform is used to enter all the inventory items, quantities, amounts and so on for each item being sold.  It can be found on the RMA Items Tab.  The Help information on the RMA Items Tab is listed below.

RMA Items Tab

The RMA Items tab is used to enter all the inventory items, quantities, amounts and so on for each item being returned, and, to provide background on the Item selected.  The area for entering data is on the lower portion of the form, and, in one of the subforms you may select by clicking on the Subform Display button (in the upper left corner of the subform to the left of the Item No label), the area for reviewing background will be on the upper portion of the form.  First will be described the entering data portion of the form with the topic labeled, "Entering Line Item Data."  Next will be described the area for review data with the topic labeled, "Reviewing Background Data."

Entering Line Item Data
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 You can change the subforms on the fly from the RMA Items tab form by clicking on the little Subform Display button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form.  Whatever you select as a default will be visible when you add new RMA's.  Below are the descriptions for all the fields in the three subforms.  You will need to review each of the three subforms.

Line items 
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Sales Price will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Sales Price, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Sales Line Item Options form will open where you can do different things to the selected line item.  See: Sales Line Item Options


5.
The Qty (Ordered) field is used to show the number of the selected Item No the customer bought.


6.
The Unit Measure (U/M) field is used to show the selected unit measure of the item that was shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  The (U/M) field also has a combo box that can be accessed by clicking in the U/M field.  See: adding Inventory Unit Measures or Inventory Unit Measure.

7.
The Returned field is where you enter the amount of product to be returned from the customer.


8.
The Warehouse field is used show the warehouse where the selected Item No was shipped from.  The Warehouse field also has a combo box that can be accessed by clicking in the Warehouse field.  See: Warehouses.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the Description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


10.
The Disc (Discount) field is where you may have entered a discount percentage you wanted to give the customer on the selected item.  If you has wanted to give your customer a 5% discount when purchasing a particular item you would have entered 5 in this field.


11.
The Tax field is actually a combo box where you may have entered four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Sales Price field was automatically filled in with the selected Item No's Sales Price entered in the Inventory Items form.  You can override this price with a different amount if you need to.


13.
The Total field will display the Ship (Shipped) quantity multiplied by the Sales Price field.  If you shipped 5 and the sales price was 30.00 each then the total field would display 150.00.


14.
The Account ID field (Note that this is in a different subform in the RMA Items tab) was automatically filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

15.
The Job ID field you may have used to assign a Job ID to track the sales for a job.  See: Jobs.  The Job ID field also has a combo box that you may then click the Job ID number you are referencing from the combo box.

15.
The Man Hours Required (MHR) field would have automatically been filled in from other forms.

16.
The number of Months in the Months field will have already been entered.  Note that this is in a different subform within the RMA Items tab.

17.
The Monthly Rate field will have been automatically filled in from the Sales Price field in Pricing Tab of the Inventory Item form. 

18.
The Ex. field stands for Tax Exempt which will have been automatically be filled in from the ______other forms.

Reviewing Background Data
You will be able to view background data on one of the subforms.  This background data can be found in the upper portion of the sub form that the lower portion of the form with column heading of Item No, Ordered, U/M, Returned, Warehouse, etc.

The upper portion of this form will list the Item No in bold and have the following column labels:

1.
The In Stock field is read only and will display how many of the selected items are currently in stock.

2.
The Committed field is read only and will display how many of the selected items are currently committed for other transactions.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  See: Committed Inventory Rules for further information.

3.
The Allocated field is read only and will display how many of the selected items are currently allocated to other transactions.  This field is able to be adjusted in the Order form.  See: Adding Orders.

4.
The Available field is read only and will display how many of the selected items are currently available to other transactions.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.
The Back Order field is read only and will display how many of the selected items are currently on back order.


6.
The On Order (PO) field is read only and will display how many of the selected items are currently on a purchase order.

7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Sales Price field will be multiplied by it as well as the Shipped quantity to give you a different total.

8.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure form.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Process, Customer, Preferences, can be reviewed in the RMA Overview help section.  See: RMA Overview.
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  Take me to the Help Menu for RMA's.

tc "Print RMAs"

xe "Print RMAs"Print RMA's
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  When you click the Print button on the RMA form the Print RMA form opens.  You can set the different print options, which will affect the way the RMA will be printed.  The print options can be setup a default way in the User Preferences form so that the same print options are selected every time you print.

Select a Report to Print
Each report changes the information that is printed. Highlight the report you would like to print. Click the Up and Down Arrows, when highlighted on a specific report, to change its position in the list.

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 
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Click the Print Preview check box to preview what the transaction will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.

Print Select
Here you will select if you want to print the current RMA, or a single RMA or batch print by RMA number range, or date.
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Current Transaction - This will print the current Transaction that is open and that you pressed the print button from.
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Single Transaction - By selecting Single Transaction, you will be able to select from the pull down menu labeled Transaction Number the particular, or single, RMA that you are interested in printing.
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Transaction Number Range - By selecting Transaction Number Range you will be able to select a range of RMA's, by number, that you would like to print.
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Date Range - By selecting Date Range you will be able to select a range of RMA's, by Date, that you would like to print.  When the Date Range is selected the Transaction Number combo box will dynamically change to Date Range and will allow you to select a pre-defined date range from the combo box.  Of course, you can manually enter any date range you wish. 


Batch Print Criteria
If you are just printing the default Current Transaction, all the Batch Print Criteria will be grayed out and unavailable.  However when you select any of the other options in the Print Select section, it is here in the Batch Print Criteria area that you enter, or select, the specific criteria that you wish to print.
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Transaction Number - When you select Single Transaction, the Transaction Number area will be available for you to select from the pull down menu the particular, or single, RMA you wish to print. 
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From - To - When selecting either the Transaction Number Range or Date Range you will be able to select starting and ending criteria based on which option you have selected.


System Print Options
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Print Company Header Information - This will print your company information at the top left corner of every Purchase Order.  This is the same information that is entered in the Company Setup form.
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Print Charge Card Information - This will print the customer's credit card information at the bottom of the invoice.
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Print Background Colors - This will print a gray shaded background color in the Ship From and Ship To area of the Purchase Order.  You will need a good laser printer to make the shaded background look good.


[image: image572.png]



Fax to Customer Billing - 
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Fax to Customer Sales Rep - 

Action and Form Buttons
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Click the Arrow Up and Arrow Down buttons to change the sort order of the reports displayed.
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Click the Print button at the bottom of the form to print or preview the Invoice.
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Report Settings - This will bring up the Report Transaction Settings form allowing you to remove reports from being displayed and change the order in which they display.

Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)
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Email Report - This will bring up the Email Report form where you can email the report.
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Create Report - This will bring you into a New Report Wizard where you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab.
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Customize Report - This will retreive the highlighted report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab.
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  Take me to the Help Menu for RMA's.

Related Topics
RMA Overview
Adding RMA's
tc "Searching RMAs"

xe "Searching RMAs"Searching RMA's
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting RMAs"

xe "Deleting RMAs"Deleting RMA's

[image: image586.png]


  When you click the Delete button on the RMA's form, you will get a message warning you that you are about to delete the selected customer RMA.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that customer RMA again.

The Delete button can be password protected so that other users can't delete any of the customer RMA records.  You can assign a password to the delete buttons in the Security form.

Deleting a Line Item
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  The little Folder button in the subform next to every Item No will open the Sales Line Item Options form where you can choose to delete the selected line item.  When this form opens click the delete button to delete the line item.
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  Take me to the Help Menu for RMA's.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "RMA Overview"RMA Overview

The RMA (Returned Material Authorization) form allows you to create, edit and view information on an RMA for a customer.  This form is used to provide your customer or potential customer with an RMA for items that you have sold them.  It is the first step in a possible two or three part process.

If the customer decides to return the items you can process the RMA to a Credit Memo.

You will notice at the top of this form six tabs, which help group the customer order information better.  It is like having six forms connected together for each customer's RMA.  You will also notice that, except for the Items tab at times, the Customer ID, Order Type, Date, Order Status and RMA Number fields at the top of the form remain there in all the tabs so you always know what customer's RMA you are working on when switching between the tabs.  The six tabs are listed below and described in detail in other areas of the documentation.
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The General Tab is where you may review and enter General RMA information.  See: Adding RMA's.
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The Item Tab is another area to enter and review RMA information.  See: RMA Items Tab and Adding RMA's.
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The Detail Tab is also an area with Payment, Contact numbers and types, and Sales Tax detail information where you may review/edit or add to RMA's.  See: RMA Detail Tab.
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The Commission Tab is where you review/change or add commission information.  See: RMA Commission Tab.


[image: image596.png]



The History Tab shows you the Sales history of your orders.  See: Order History Tab.
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The Invoice History Tab shows you the history of your invoices.  See: Order Invoice History.

This form can be used to add, edit or delete records in the RMA form.  To add new or edit RMA's, simply click the New button at the bottom of this form. The RMA's search form will appear.  Click on the Create New RMA's words of this sentence for Create New RMA's search help.  

If you need to edit existing RMA's, just select the record you want to edit and make any necessary changes to the fields for that record.  If the RMA has been stamped Completed it will be necessary to Edit it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new RMA's. See: Adding RMA's.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the RMA form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the RMA form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customer button will open the Customers form to the selected customer.  See: Customers.
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The Contact button will open the Customer Contact Log List form where you can add, edit or delete contact logs.  See: Customer Contact Log List.
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The Notes button opens the Customer Notes form where you can view any notes about the selected customer.  See: Customer Notes.
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The Preferences button will open the Company Preferences form where you can edit or view options. See: Company Preferences.
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The Message button opens the RMA Message form where you can enter a message for the RMA and have it print on the printed invoice.  See: RMA Message.
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The Contact Log button will open the Customer Contact Log List form where you can add, edit or delete contact logs.  See: Customer Contact Log List.
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The History button will open the Sales History form where you can view either the customer history or sales transaction history. See: Sales History.
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The Print button will open the Print form where you can adjust settings and print an RMA.  See: Print RMA's.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process button will convert the RMA to a Credit Memo.  See: Converting RMA's.
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The Duplicate button will create a duplicate of a specific RMA.  See: Duplicating RMA's.
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The New button will clear the form to allow a new RMA to be added.  See: Adding RMA's.
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The Delete button will delete the selected RMA.  See: Deleting RMA's.
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The Find button will enable you to Find RMA's.  See: Find.
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The Close button will close and save the RMA form.  See: Closing Forms.


Related Topics
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "View/Edit RMAs"

xe "Maintain RMA"View/Edit RMA's
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  The View/Edit RMA's form you see is a search form that provides you with convenient options.  You have two methods by which to bring up existing customer information.  Note at the bottom of this form is a topic labeled, "Are there Other Topics you would like Help with regarding the View/Edit RMA's form?" for further information.

Method One
Type in the first few letters or numbers in any of the fields in the General or Advanced tabs then click on the Ok button.  Financial Accounting will bring up the RMA form with the closest match to the inputs you have provided.    The RMA form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include: Adding RMA's, RMA's, RMA Overview.

Method Two
Locate the fields that have a combo box (an upside down arrow head in a box):

If you select the Customer ID field,  click on the arrow, locate and click your customer in the mini-form that pops up, then click on the Ok button in the upper right hand corner of the View/Edit RMA form.  Financial Accounting will bring up the RMA form with the closest match to the inputs you have provided.    The RMA form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include: Adding RMA's, RMA's, RMA Overview.

If you select Transaction Type, Salesperson, Date to Search, Date Range, and/or Order Type Fields, click on the respective little combo box (an arrow head pointing down) by each field, locate your customer in the bottom half of the form, and, double click on your customer.   Financial Accounting will bring up the RMA form with the closest match to the inputs you have provided.    The RMA form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include: Adding RMA's, RMA's, RMA Overview.

Note that in either method the Exact Search check box under the cancel button forces the search to find exactly what you type anywhere in the search form.  Otherwise, the search form is set for a wildcard search, meaning it will search the customer form for the characters you type in no matter where they are in the field.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for customers.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  See Search Conditions for further descriptions and examples of all the different search conditions available.

Are there Other Topics you would like Help with regarding the View/Edit MRA form?
What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  To get back to the RMA's Help Menu click Back on the toolbar menu, or you can scroll to the bottom of the topic and click the link: Help Menu for RMA's
	
	

	Key Orders topics
RMA form Overview
RMA Subforms
General Orders topics
How to add, or Create an RMA
Converting RMA's
How to Print an RMA
How to Search for an RMA
How to Duplicate an RMA
How to Delete an RMA
	Related Orders topics

RMA Messages



Chapter 5 : Accounts Payable

tc "Bills Overview"

xe "Vendor Invoices"Bills Overview

The Bill form is used to Create New Bills, Purchase Receipts, or Expenses from your vendors.  This form is also used to receive and update your inventory stock.  It can be used in conjunction with the Purchase Receipt form to receive inventory that was ordered using that form.  Some companies may choose to use only the Bill form.  This would consolidate the two-step ordering into this one form.  You can enter your order in the Bill form, generate a print out to send to your Vendor, receive the items and then Post this transaction to complete the process of updating your inventory.

Many companies choose to use the Bill Items Tab in relation to Inventory related transactions, and, use the Bill Expenses Tab for non-Inventory related transactions such as paying utility bills.


This form can be used to add, edit or delete records in the Bills form.  To add new Bills, simply click the New button at the bottom of Bills form.  To get to the Bills form you may click on the Create New Bills topic in the Accounts Payables menu.  See: Create New Bills.  If you need to edit existing Bills, just click on the Bills topic in the Accounts Payables menu which will bring you to the Find form for Bills.  Select the record you want to edit and make any necessary changes to the fields for that record.  If the Bill is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Bills. See: Adding Bills.

You will notice at the top of this form three tabs, which help group the vendor order information better.  It is like having three forms connected together for each vendor's Bill.  You will also notice that, except for the Items tab at times, the Vendor ID, Transaction Type, Date, and Bill Number fields at the top of the form remain there in each of  the tabs so you always know what vendor's Bill you are working on when switching between the tabs.  The three tabs are listed below and described in detail in other areas of the documentation.
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The General Tab is where you may review and enter General Bill information.  See: Adding Bills. 
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The Item Tab is where you have another area to enter and review Bill information.  See: Bill Items Tab and Adding Bills. 
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The Expenses Tab is where you have another area to enter and review Bill information yet this is for non-Invoice related transactions such as utility bills for example.  See: Bill Expenses Tab and Adding Bills. 

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Bill form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find  button to find a specific record.

You can choose the sort order of the Bill form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Vendors button will open the Vendors form to the selected vendor.  See: Vendors
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The Payables button will open the Payables form where you can enter a payable for the posted Bill.  See: Payables
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The Notes button opens the Vendor Notes form where you can view any notes about the selected vendor.  See: Vendor Notes
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The Purchase Orders button will open the Purchase Order List form where you can view all the open purchase orders. See: Purchase Order List
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The Message button opens the Purchase Invoice Message form where you can enter a message for the Bill and have it print on the printed invoice.  See: Purchase Invoice Message.s
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The Contact Log button will open the Vendor Contact Log List form where you can add, edit or delete contact logs.  See: Vendor Contact Log List.
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The History button will open the Purchase History form where you can view either the vendor history or purchase history. See: Purchase History
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The Print button will open the Print Bill form where you can adjust settings and print an invoice.  See: Print Bill
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Bills or Unposting Bills
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The Duplicate button will create a duplicate of a specific Bill.  See: Duplicating Bills
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The New button will clear the form to allow a new Bill to be added.  See: Adding Bills
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The Delete button will delete the selected Bill.  See: Deleting Bills
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The Find button will enable you to Find Bills.  See: Find.
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The Close button will close and save the Bill form.  See: Closing Forms
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Adding Bills.
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  Take me to the Help Menu for Purchase Receipts.

tc "Create New Bills"

xe "Enter Voucher/Bill"Create New Bill
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  The Create New Bill form you see is a search form that provides you with convenient options.

General Overview
First, click on the Accounts Payable topic in the Main Menu.  Then click on Create New Bills.  Now a form appears with the label, "Find the Vendor for this Bill."  This is a search form that you may use to find the Vendor involved in the Bill.  Once you have selected that Vendor, all of the appropriate data from that Vendor will automatically populate the fields of the Bills form for you.  Now you only have to enter the remaining data to complete the Bills form before taking an Action such as Posting it.

When you are Entering an Bill, you may either be Entering a new Bill for a New Vendor, or, Entering a new Bill for an Existing Vendor.  Both situations are described next.

Entering a new Bill with a New Vendor
First, click on the Accounts Payable topic in the Main Menu.  Then click on Create New Bills.  Now a form appears with the label, "Find the Vendor for this Bill."  This is a search form that you may use to find the Vendor involved in the Bill.  Since this is a New Vendor, click on the New Vendor button in the lower left hand corner section of the form. You will now be brought to the Vendor form to add this new Vendor.  See: Adding Vendors.  Once you have added the Vendor data in the Vendor form, you will be able to quickly return to Entering your Bill by clicking on the Initiate Transaction button in the Vendor form.  When you click on the Initiate Transaction button, you may select Create New Bills.  

Now, all of the appropriate data from that Vendor will automatically populate the fields of the Bills form for you.  The next step is the entering of the remaining data to complete the Bills form before taking an Action such action Posting it.  See: Adding Bills.

Entering a new Bill with an Existing Vendor
First, click on the Accounts Payable topic in the Main Menu.  Then click on Create New Bills.  Now a form appears with the label, "Find the Vendor for this Bill."  This is a search form that you may use to find the Vendor involved in the Bill.  See: Find.  Once you have selected your Vendor, all of the appropriate data from that Vendor will automatically populate the fields of the Bills form for you.  The next step is the entering of the remaining data to complete the Bills form before taking an Action such action Posting it.  See: Adding Bills.
Related Topics
Bills
Adding Bills
Bills Overview
Adding Vendors
Find
tc "Adding Bills"

xe "Adding Vendor Invoices"Adding Bills
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  The following steps will explain in detail how to add a new Bill.

You may already be in the General tab of the Bills form with the vendor data you want present.  If so, go to step number "2."  If you are/are not in the Bills form and do not have the vendor data you would like present on this form, begin with step number "1." below.  You will have two options in step  "1."

1.
If you are in the Bills form and do not have the Vendor data you want, click the New button to clear the form so you may enter a new record.  You will now be brought to the Create New Bills search form that will be labeled, "Find the Vendor for this Bill."  Click on the next words, Create New Bills for help on how to use the Create New Bills form.  Once you complete the form, you may return to this Adding Bills help (there will be a link at the bottom of the Create New Bills form labeled Adding Bills to bring you back) to continue below.  


If you are in the Main Menu, click on Accounts Payable, then the topic Create New Bills.  You will now be brought to the Create New Bills search form that will be labeled, "Find the Vendor for this Bill."  Click on the next words, Create New Bills for help on how to use the Create New Bills form.  Once you complete the form, you may return to this Adding Bills help (there will be a link at the bottom of the Create New Bills form labeled Adding Bills to bring you back) to continue below. 


2.
You will notice many of the fields on the General tab of the Bill form like Ship From and Ship To will fill in with data based on that Vendor.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the vendor form like Name, Sales Tax ID's, Ship Via, Terms and Currency.   Review and adjust the fields as necessary, pressing the TAB or ENTER key to move your cursor to the each field.  A description of the General tab fields is listed in this Help section after step number "5."

3.
Next, click on the Bill Items Tab of the Bills form.  Complete the filling in of the Item No, Qty, and other fields and reviewing the other fields to ensure they are appropriate for the particular order.  This form has sub forms that you will need to review/add to as well.  Note that the form automatically draws in the information you have entered previously.  You may click on the following link, Bill Items Tab,  for additional information on the Bill Items tab.

4.
Next, click on the Bill Expenses Tab of the Bills form.  Complete the filling in/reviewing of the Description, Account ID, Job ID, Tax option and Amount to ensure they are appropriate for the particular order.   Note that the form automatically draws in the information you have entered previously.  You may click on the following link, Bill Expenses Tab, for additional information on the Bill Expenses tab.

5.
Click back to the General tab.  Here are some of the options you now have:



*
You may click on the Post button which will enable you to convert the Bill at which




time Financial Accounting will update your General Ledger with the data from the selected Bills



form.  See Posting Bills.



*
You may click on the Close button and convert later.



*
You may print the Bill.

Related Topics
Bills
Bills Overview
Description of General tab in the Bills form
1.
In the Vendor ID field you have the choice of either selecting an existing Vendor ID from the combo box or entering a new Vendor ID in the combo box.  If you choose to enter a new Vendor ID press the 'Enter' key after you type the new Vendor ID and a message will appear asking if you want to enter the new Vendor ID.  If you select 'Yes' the Vendor form will open where you will be able to enter a new vendor.  See: Adding Vendors.  In most cases, however, you will already have selected the Vendor, and therefor the Vendor ID, from the Find form.

2.
After you add or enter a Vendor ID you will notice many of the fields on the form like Ship From and Ship To will fill in with data based on that vendor.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the vendor form like Contact Name, Sales Tax ID's, Ship Via, Terms and Currency.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

3.
The Bill Type field is used to determine what type of transaction you are intending on processing.  Your choices are;  Purchase Receipt, Bill, or Debit Memo.  


4.
The Date field is used to represent when you received the items ordered.  This date will be filled in automatically with todays date, but can be changed to reflect a different date if you wish.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.  Important:  Whatever date is entered into the Date field will be the date the Bill gets posted to the General Ledger when you Post the Bill.

5.
The Bill Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It can be manually changed on this form as long as it does not duplicate a previous Bill Number.

6.
The Ship From area will display all the details of the selected vendor.  You can click the little magnifying glass button next to this section to open the Purchase Ship From Information form where you can change this location.


7.
The Ship To ID area will display all your default company information that is entered in the Company Setup form.  You can click the little magnifying glass button next to this section to open the Purchase Ship To Information form where you can change this location.

8.
The Due Date field is the date that you need to pay the purchase invoice or bill by and is automatically filled in based on the terms you have selected in the Terms field.


9.
The PO Number field is where you can enter the Purchase Order number you used for this invoice.  If you convert a Vendor Purchase Order to a Bill then PO Number will automatically display the Order Number of the Vendor Purchase Order.

10.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They will be automatically filled in based on the selected vendor.  If the selected Vendor has not been setup with default Sales Tax Codes then Financial Accounting will use the values setup in the Default Accounts form under the Purchases Tab.  Most of the time you do not pay sales tax to vendors if you have your own Tax number.  You should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX', which is a tax code automatically setup when you create a new data file in the Sales Tax Codes form.  You can change either of these fields on the fly with any value listed in the combo boxes.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.

11.
The Currency field is used to assign a default currency for each Bill.  Normally, this will automatically fill in with your default Currency ID setup for the selected vendor in the Vendor form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

12. 
The Invoice Number field is where you can enter the number printed on the Invoice or Bill given by your vendor.  This number will only be used as a reference for you.  This gives you another way to search for this transaction at a later date.  This field can been seen in the Deposits form when you use the Toggle Field button next to the Invoice Number label.

13.
The Ship Via field will fill in with the default ship via setup for the selected vendor.  This field is used to assign a shipping method for the Bill.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the shipping methods.

14.
The Salesperson field will fill in with the default contact name entered for the selected vendor.  You can change this field to any name you want.

15.
The A/P Account will be filled in automatically with the Accounts Payable ID setup in the Default Accounts form.  This is the Account Payable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


16.
The Terms field will fill in with the default terms setup for the selected vendor.  This field is used to enter the payment terms for the Bill, which details how you pay that vendor for the merchandise.  If the Terms you receive are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the payables and will determine what discounts or interest you may receive.

17.
The Ordered By combo box field can be used to enter the Employee ID of the employee who placed the order.


18.
The Reference field is an extra field you can use to help reference this Bill.  You can enter any kind of information into this field.


19.
Enter any items to be purchased in the Bill Items Tab for Inventory related purchases. See: Bill Items Tab.  Enter any items to be purchased in the Bill Expenses Tab for non-Inventory related purchases. See: Bill Expenses Tab.


20.
At the bottom of the form the Subtotal field will display the total before sales tax of all the line items entered in the subform.


21.
The Freight field can be used to enter shipping costs for the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Freight field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the freight amount from being charged any sales tax.  This is the default Tax method for Freight.
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1 or Both Sales Tax - This will include the freight amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the freight amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the freight amount and calculate it against only the Tax Code 2 fields percents.


22.
The Other field can be used to enter miscellaneous costs to the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Other field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the other amount from being charged any sales tax.  This is the default Tax method for Other.
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1 or Both Sales Tax - This will include the other amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the other amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the other amount and calculate it against only the Tax Code 2 fields percents.


23.
The Tax 1 and Tax 2 fields will display the calculated sales tax for the Tax Code 1 and Tax Code 2 fields respectively.  You will notice that the selected sales tax percentages are to the left of the Tax 1 and Tax 2 label names so you can visually tell what the sales tax percent is.


24.
The Total field will display the total of the transaction, which you owe the vendor.  This field adds the Subtotal, Freight, Other, Tax 1 and Tax 2 fields together to come up with the total amount.  This is the amount that will be entered to the Accounts Payable account in the General Ledger when you post this transaction.  You will also see this amount in the Payables form for this vendor.


25.
The Bill On Hold check box at the bottom of the form will allow you to put the Bill on hold.  If you do this the Bill will be locked but the inventory will be updated.  When you decide to release the Bill from being on hold it will unlock the fields and back the inventory out.  This works just like the Post button except it does not affect your general ledger.
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  Take me to the Help Menu for Bills Overview.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

Bill Items Tab
Bill Expenses Tab
tc "Bills"

xe "Vouchers"Bills

What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  To get back to the Invoices Help Menu click Back on the toolbar menu, or you can scroll to the bottom of the topic and click the link:  Help Menu for Bills  

	
	

	Key Bill topics
Bills Overview
Bill Subforms
General Bill topics
How to add, or Create a Bill
How to Post Bills
How to Unpost Bills
How to Print a Bill
How to Search for a Bill
How to Duplicate a Bill
How to Set-up Recurring Bills
How to Batch Post Bills
How to Delete a Bill
	Related Bill topics

Bill Messages
Purchase Orders Overview
Invoicing a Purchase Order



tc "Bill Subforms"

xe "Vendor Invoice Subforms"Bill Subforms

The Bill Subforms are described in the Bill Items Tab Help section.  The Bill Items Tab Help section is repeated below for your convenience.

In the Bill Items Tab, the subforms are used to enter all the inventory items, quantities, amounts and so on for each item being purchased.  There are three different line item subforms that can be used with a Bill form.  Two single line item subform and a double line item subform.   You can change the subforms on the fly from the Bill form by clicking on the little Subform Display (little yellow folder) button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form under the Purchase tab.  Whatever you select as a default will be visible when you add new Bills.  Below are the descriptions for all the fields on the three subforms starting with one of the two single line subform.

Single Line Subform 
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Cost will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description and Cost.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The little Combo Box Filter button has a picture of a funnel within it.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Bill Line Item Options form will open where you can do different things to the selected line item.  See: Bill Line Item Options


5.
The Rcvd (Received) field is used to enter the number of the selected Item No you actually received.


6.
The On Ord (On Order) field is read only and will display how many of the selected items are currently on order.  This is calculated by how many purchase orders there are for the item.


7.
The Stock field is read only and will display how many of the selected items are currently in stock.


8.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


9.
The Disc (Discount) field is where you can enter a discount percentage you received on the selected item.  If a vendor gives you a 5% discount when purchasing a particular item enter 5 in this field.


10.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


11.
The Cost field will automatically fill in with the selected Item No's current cost entered in the Inventory Items form.  You can override this cost with a different amount if you need to but if you do, the current cost field in the inventory items form will also be updated.


12.
The Total field will display the Received quantity multiplied by the Cost field.  If you received 5 and the cost was 30.00 each then the total field would display 150.00.

Double line item subform
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items

2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Cost will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Current Cost, and Unit Measure.

3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the  Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a hug list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Bill Line Item Options form will open where you can do different things to the selected line item.  See: Bill Line Item Options
5.
The Received field is used to enter the number of the selected Item No you actually received.


6.
The PO Quantity field is a read only field used if a Vendor Purchase Order was created and then converted to a Bill.  This field would then display the original purchase order quantity here for your reference.  If you did not create a Vendor Purchase Order then this field will always display zero and can be ignored.


7.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


8.
The  Disc (Discount) field is where you can enter a discount percentage you received on the selected item.  If a vendor gives you a 5% discount when purchasing a particular item enter 5 in this field.


9.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


10.
The Cost field will automatically fill in with the selected Item No's current cost entered in the Inventory Items form.  You can override this cost with a different amount if you need to but if you do, the current cost field in the inventory items form will also be updated.


11.
The Total field will display the Received quantity multiplied by the Cost field.  If you received 5 and the cost was 30.00 each then the total field would display 150.00.


12.
The additional Info field will automatically be filled in with the selected Item No's additional Info field from the Inventory Items form.  You can edit the notes field for each line item without affecting the original additional info field.


13.
The On Order field is read only and will display how many of the selected items are currently on order.  This is calculated by how many purchase orders there are for the item.


14.
The In Stock field is read only and will display how many of the selected items are currently in stock at the selected warehouse.  This number is based on the Warehouse ID that has been selected for this item.


15.
The Unit Measure combo box field is used to select the unit measure of the item being shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  See: Adding Inventory Unit Measures or Inventory Unit Measure


16.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Cost field will be multiplied by it as well as the Received quantity to give you a different total.


17.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure form.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.


18.
The Warehouse ID combo box field will automatically fill in based on the default warehouse setup in the Company Preferences form.  You can also select a different warehouse you want the received inventory item to be entered into.


19.
The Job ID field can be used to assign a Job ID to track the purchases for a job.

Single Line Subform 
This is different from the other Single Line Subform.

1.
The Qty (Quantity) field is read only and displays the Purchased Quantity.

2.
The Rcvd (Received) field is used to enter the number of the selected Item No you actually received.

3.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.

4.
The Account ID field will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

5.
The Job ID field can be used to assign a Job ID to track the purchases for a job.

6.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


7.
The Cost field will automatically fill in with the selected Item No's current cost entered in the Inventory Items form.  You can override this cost with a different amount if you need to but if you do, the current cost field in the inventory items form will also be updated.

8.
The Total field will display the Received quantity multiplied by the Cost field.  If you received 5 and the cost was 30.00 each then the total field would display 150.00.

Buttons at the Bottom of the Form
Background on the buttons at the bottom of the form such as Post, Vendor, Payable, can be reviewed in the Bills Overview help section.  See: Bills Overview.
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  Take me to the Help Menu for Bills.

tc "Bill Items Tab"

xe "Voucher Items Tab"Bill Items Tab

In the Bill Items Tab, the subforms are used to enter/review all the inventory items, quantities, amounts and so on for each item being purchased.  

In the upper section of the form you will be able to view read only background information about the Item you are working on.  The Item No of the Item you are working on will be displayed in Bold in the upper left corner of this section.  The Inventory topics in this upper section of the form include In Stock, Committed, and Allocated.  Allocated.   Note that if you click on the little detail box in both the In Stock and On Order (PO), you may connect to the Inventory Warehouse Stock form where you will be able to change the Reorder Point.  In the lower section of the form you will be able to review/enter/edit fields.  

First there will be a description of the fields in the Lower Section of the Form to be followed by a description of the fields in the Upper Section of the Form.

Below are the descriptions for the fields on this Lower Section of the form.
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Cost will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description and Cost.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The little Combo Box Filter button has a picture of a funnel within it.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Bill Line Item Options form will open where you can do different things to the selected line item.  See: Bill Line Item Options


5.
The Received field is used to enter the number of the selected Item No you actually received.


6.
The Ordered field is read only and will display how many of the selected items are currently on order.  


7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Cost field will be multiplied by it as well as the Received quantity to give you a different total.   You can also select a different unit measure that you want by clicking on the Units field to enable to combo box feature to appear.  See: Inventory Unit Measure, Adding Inventory Items, Adding Inventory Unit Measures.

8.
The Warehouse ID combo box field will automatically fill in based on the default warehouse setup in the Company Preferences form.  You can also select a different warehouse you want the received inventory item to be entered into by clicking on the field to enable to combo box feature to appear.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.

10.
The Disc (Discount) field is where you can enter a discount percentage you received on the selected item.  If a vendor gives you a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Cost field will automatically fill in with the selected Item No's current cost entered in the Inventory Items form.  You can override this cost with a different amount if you need to but if you do, the current cost field in the inventory items form will also be updated.


13.
The Total field will display the Received quantity multiplied by the Cost field.  If you received 5 and the cost was 30.00 each then the total field would display 150.00.

Below are the descriptions for the fields on this Upper Section of the form.
1.
The In Stock field is read only and displays the total quantity in stock.  Every time you sell or purchase this inventory item the In Stock field will change to display the new quantity in stock.

2.

The Committed field is read only and displays the total quantity of that inventory item that has been ordered by a customer, but not yet invoiced/shipped.  Every time you create an order for the inventory item, the Committed field will change to display the quantity that's committed.  Committed means ordered by a customer, but yet still in stock.  Once the Order is converted to an Invoice and posted the Committed field will change to show the new quantity committed.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  Also See:  Committed Inventory Rules.

3.
The Allocated field is read only and displays the total quantity of that inventory item that has been allocated for a customer, but not yet invoiced/shipped.  This field is able to be adjusted in the Order form.  See: Adding Orders.

4.
The Available field is read only and displays the total quantity of that inventory item that has been made available for a customer, but not yet invoiced/shipped.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.
The Back Order field is read only and displays the total quantity on back order.  Every time a Back Order is created for the selected inventory item the Back Order field will change to display the add quantity on back order.

6.
The On Order (PO) field is read only and displays the total quantity on order.  Every time you create a purchase order for this inventory item the On Order field will change to display the add quantity on order.

7.
The Units, Weight and Volume fields will be read only, and, also automatically fill in based on the value setup in the Unit Measure form you selected in the lower half of this form.  You will also notice that at the top of the subform directly above both of these fields will be a running total, in red, of both the weight and volume.   This information will be printed on the invoice.

Related Topics
Bills
Adding Bills
Bills Overview
tc "Bill Expenses Tab"

xe "Bill Expenses Tab"Bill Expenses Tab

The Bill Expenses Tab is used to enter/review information for Non-Inventory related transactions such as the eventual payment of a utility bill or rent.

1.
The Description field will automatically be filled in with the selected Account ID's description.  

2.
The Account ID field will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

3.
The Job ID field can be used to assign a Job ID to track the purchases for a job.  The Job ID field also has a combo box that you may then click on that will bring up the list of Job IDs so that you may change the Account as appropriate.  

4.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.

5.
The Amount field is where you enter the amount you wish to pay.  

Related Topics
Bills Overview
Bills
Adding Bills
tc "Bill Message"

xe "Vendor Invoice Message"Bill Message

In the Bill form you can have a custom message appear on the printed Bill.  This is a good way to enter a specific message about the selected Bill.  There will be one of two slightly different buttons displayed on the Bill form depending if a message exists or not.
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  This button will appear if there are no messages entered for the selected Bill.  Clicking this button will open the Bill Message form, which will allow you to enter a message for the selected Bill.  When you are done entering a message, click on the Close button to return to the Bill form.
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  If this button is showing in place of the normal message button then it means there are existing messages for the current Bill.  Clicking this button will open the Bill Message form displaying the previously entered message for the selected Bill.  When you are done editing or viewing that message, click on the Close button to return to the Bill form.

tc "Bill Line Item Options"

xe "Voucher Line Item Options"Bill Line Item Options

The Bill Line Item Options form can be found on purchase transaction forms by clicking on the little yellow folder button next to the Item No field on a subform.  This subform is usually located in the Items Tab of the form.  

The Bill Line Item Options form can access many different forms from within the program and allow you to view or edit the information.  You will be able to do things like delete the selected line item, edit the selected Item No in the inventory items form, assign serial numbers and so on.

Fields
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The Bill Number field displays the Bill Number you are working with.
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The Item No field displays the Item No you are working with.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Edit Inventory Item button will open the Inventory Items form where you can edit the selected Item No. See: Inventory Items
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The Serial Number button will open the Inventory Serial Numbers form where you can enter serial numbers for the items you are receiving.  See: Inventory Serial Numbers
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The Stock Detail button will open the Inventory Warehouse Transaction History form where you can view all the stock associated with the selected Item No.  See: Inventory Warehouse Transaction History.
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The Purchase Accounts Impacted button will open the Purchase Accounts Impacted form where you can view and change any of the Account ID's setup for this line item from the Inventory Items form.  See: Purchase Accounts Impacted
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The Line Item Sort Order button will open the Line Item Sort Order form where you can manually change the sort order of the line items in the selected transaction.  See: Line Item Sort Order
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete button will delete the selected line item.
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The Close button will close the Vendor Line Item Options form.  See: Closing Forms
Related Topics
Bills Items Tab
Adding Bills
Bills
Bills Overview
tc "Duplicating Bills"

xe "Duplicating Vendor Invoices"Duplicating Bills
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  You can quickly duplicate any selected Bill by clicking on the duplicate button at the bottom of the Bill form.  This is a great feature if you need to constantly enter Bills that are the same or similar to other Bills.  When you click the duplicate button on a selected Bill a message box will open asking if you want to duplicate the selected transaction.  If you choose to duplicate it, a new Bill will be created based on the current Bill selected.  After the add Bill has successfully been duplicate another message box will appear displaying the Invoice Number assigned to it.  You will then be asked if you want to view the add Bill.  If you choose 'Yes' you will be moved to the add Bill.

Everything in the add Bill will be duplicated except for the Date field, which will be entered with todays date and the Invoice Number field, which will be incremented with the next Invoice Number from the Starting Numbers form.  The Bill will not be posted after it has been created.  This gives you the opportunity to add to or edit it further before you actually post it.

Duplicating Bills has no affect on anything at all in the program until you actually post the duplicated Bill.  You can duplicate a Bill record and then delete it before you post it and it would be like you never duplicated it to begin with.
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  Take me to the Bills Overview.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

tc "Posting Bills"

xe "Posting Vendor Invoices"Posting Bills
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Bills form.  Once the Bill transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the Bill form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the Bill.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a Bill transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.
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If you have not entered a Received Date for the Bill.

You will also notice that once you have posted the Bill form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

tc "Unposting Bills"

xe "Unposting Vendor Invoices"Unposting Bills
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Bill transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected Bill.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the Bill.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain Bill transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted Bill.  This could be a Posted Payable transaction where you made payments against the selected Bill.

You will also notice that once you have unposted the Bill form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

tc "Print Bills"

xe "Print Vendor Invoices"Print Bills

[image: image696.png]


  When you click the Print button on the Bill form the Print Bill form opens.  You can set the different print options, which will affect the way the Bill will be printed.  The print options can be setup a default way in the User Preferences form so that the same print options are selected every time you print

Select a Report to Print
Each report changes the information that is printed. Highlight the report you would like to print. Click the Up and Down Arrows, when highlighted on a specific report, to change its position in the list.

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 


[image: image697.png]



Click the Print Preview check box to preview what the transaction will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.

Print Select
Here you will select if you want to print the current Bill, or a single Bill or batch print by Bill number range, or date.
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Current Bill - This will print the current Bill that is open and that you pressed the print button from.
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Single Bill - By selecting Single Bill you will be able to select from the pull down menu labeled Bill Number the particular, or single, Bill that you are interested in printing.
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Bill Number Range - By selecting Bill Number Range you will be able to select a range of Bills, by number, that you would like to print.
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Date Range - By selecting Date Range you will be able to select a range of Bills, by Date, that you would like to print.  When the Date Range is selected the Bill Number combo box will dynamically change to Date Range and will allow you to select a pre-defined date range from the combo box.  Of course, you can manually enter any date range you wish. 


Batch Print Criteria
If you are just printing the default Current Bill, all the Batch Print Criteria will be grayed out and unavailable.  However when you select any of the other options in the Print Select section, it is here in the Batch Print Criteria area that you enter, or select, the specific criteria that you wish to print.
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Bill Number - When you select Single Bill the Bill number area will be available for you to select from the pull down menu the particular, or single, invoice you wish to print. 
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From - To - When selecting either the Bill Number Range or Date Range you will be able to select starting and ending criteria based on which option you have selected.

System Print Options
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Print Company Header Information - This will print your company information at the top left corner of every Bill.  This is the same information that is entered in the Company Setup form.
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Print Credit Card Numbers will print the credit card number on the bill.
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Print Background Colors - This will print a gray shaded background color in the Ship From and Ship To area of the Bill.  You will need a good laser printer to make the shaded background look good.
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Click the Print Preview check box to preview what the Bill will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.

Action and Form Buttons
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Click the Arrow Up and Arrow Down buttons to change the sort order of the reports displayed.
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Click the Print Bill button at the bottom of the form to print or preview the Bill.
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Report Settings - This will bring up the Report Transaction Settings form allowing you to remove reports from being displayed and change the order in which they display.

Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)
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Email Report - This will bring up the Email Report form where you can email the report.
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Create Report - This will bring you into a New Report Wizard where you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab.
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Customize Report - This will retreive the highlight report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

tc "Searching Bills"

xe "Searching Vendor Invoices"Searching Bills
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image719.png]



The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Bills"

xe "Deleting Vendor Invoices"Deleting Bills
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  When you click the Delete button on the Bills form, you will get a message warning you that you are about to delete the selected Record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Bill again.

There may be times when you try and delete a Bill and Financial Accounting will not let you.  This can happen because the Bill is being use in several other areas of the program.  For instance, if you try and delete a Bill that has several Payables against it, Financial Accounting will display an error message explaining that the Bill could not be deleted due to referential integrity.  The only way you could delete that Bill would be to delete all the associated Payables first.

The Delete button can be password protected so that other users can't delete any of the Bill records.  You can assign a password to the delete buttons in the Security form.

Deleting a Line Item
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  The little yellow Folder button in the subforms  in the Bill Items Tab next to every Item No will open the Bill Line Item Options form where you can choose to delete the selected line item.  When this form opens click the delete button to delete the line item.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

tc "View/Edit Bills"

xe "Maintain Voucher/Bill"View/Edit Bills
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  The View/Edit Bills form you see is a search form that provides you with convenient options.  You have two methods by which to bring up existing vendor information to enter a new Bill.

Method One
Type in the first few letters or numbers in any of the fields in the General or Advanced tabs then click on the Ok button.  Financial Accounting will bring up the Bill form with the closest match to the inputs you have provided.  The Bill form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.  A common help topic is Adding Bills.

Method Two
Locate the fields that have a combo box (an upside down arrow head in a box):

If you select the Vendor ID field,  click on the arrow, locate and click your vendor in the mini-form that pops up, then click on the OK button in the upper right hand corner of the Create New Bills form.  Financial Accounting will bring up the Bills form with the closest match to the inputs you have provided.  The Bills form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.   A common help topic is Adding Bills.

If you select Transaction Type, Date to Search or Date Range, click on the arrow, locate your vendor in the bottom half of the form, and, double click on your vendor.  Financial Accounting will bring up the Bills form with the closest match to the inputs you have provided.  The Bills form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.   A common help topic is Adding Bills.

Note that in either method the Exact Search check box under the cancel button forces the search to find exactly what you type anywhere in the search form.  Otherwise, the search form is set for a wildcard search, meaning it will search the vendor form for the characters you type in no matter where they are in the field.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for vendors.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  See Search Conditions for further descriptions and examples of all the different search conditions available.

Related Topics
See Bills Overview.

See Bills.

See Adding Bills.

tc "Purchase Receipts Overview"

xe "Received Inventory Overview"Purchase Receipts Overview

The Purchase Receipt form is used to Create New Purchase Receipts once you have received purchases from your Vendors.  


This form may be used to add, edit or delete records in the Purchase Receipt form.  To add new Purchase Receipts, simply click on the Create New Purchase Receipts Topic from the Main Menu topic of Accounts Payable.  See Create New Purchase Receipts.  If you need to edit existing Purchase Receipts, just click on the Purchase Receipts topic from the Main Menu topic of Accounts Payable, Find the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Purchase Receipts. See: Adding Purchase Receipts.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Purchase Receipt form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Purchase Receipt form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Vendors button will open the Vendors form to the selected vendor.  See: Vendors
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The Payable button automatically opens the Payables form.  This will automatically create a new Payable and add the selected vendor information with all their unpaid transactions ready for you to take action.
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The Notes button opens the Vendor Notes form where you can view any notes about the selected vendor.  See: Vendor Notes. 
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The Purchase Orders button automatically opens the related Purchase Order form.
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The Message button opens the Message form where you can enter a message for the Purchase Receipt and have it print on the printed invoice.  See: Message.
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The Contact Log button will open the Vendor Contact Log List form where you can add, edit or delete contact logs.  See: Vendor Contact Log List.
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The History button will open the Purchase History form where you can view either the vendor history or purchase transaction history. See: Purchase History
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The Print button will open the Print Purchase Receipt form where you can adjust settings and print a purchase Receipt.  See: Print Purchase Receipt
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post button will create a posting of the Purchase Receipt.  See: Posting Purchase Receipts. 
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The Duplicate button will create a duplicate of a specific Purchase Receipt.  See: Duplicating Purchase Receipts
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The New button will clear the form to allow a new Purchase Receipt to be added.  See: Adding Purchase Receipts
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The Delete button will delete the selected Purchase Receipt.  See: Deleting Purchase Receipts
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The Find button will enable you to Find Purchase Receipts.  See: Find.
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The Close button will close and save the Purchase Receipt form.  See: Closing Forms
Related Topics
Adding Purchase Receipts
Purchase Receipts Items Tab
Purchase Receipts Expenses Tab
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Receipts.

tc "Create New Purchase Receipts Create New Purchase Receipts"

xe "Enter Receivables"Create New Purchase Receipts
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  The Create New Purchase Receipt form you see is a search form that provides you with convenient options.

General Overview

First, click on the Purchase Order topic in the Main Menu.  Then click on Create New Purchase Receipts.  Now a form appears with the label, "Find the Vendor for this Purchase Receipt."  This is a search form that you may use to find the Vendor involved in the Purchase Receipt.  Once you have selected that Vendor, all of the appropriate data from that Vendor will automatically populate the fields of the Purchase Receipt form for you.  Now you only have to enter the remaining data to complete the Purchase Receipt form before taking an Action such as Processing it.

When you are Entering a Purchase Receipt, you may either be Entering a new Purchase Receipt for a New Vendor, or, Entering a new Purchase Receipt for an Existing Vendor.  Both situations are described next.

Entering a new Purchase Receipt with a New Vendor
First, click on the Purchase Order topic in the Main Menu.  Then click on Create New Purchase Receipts.  Now a form appears with the label, "Find the Vendor for this Purchase Receipt."  This is a search form that you may use to find the Vendor involved in the Purchase Receipt.  Since this is a New Vendor, click on the New Vendor button in the lower left hand corner section of the form. You will now be brought to the Vendor form to add this new Vendor.  See: Adding Vendors.  Once you have added the Vendor data in the Vendor form, you will be able to quickly return to Entering your Purchase Receipt by clicking on the Initiate Transaction button in the Vendor form.  When you click on the Initiate Transaction button, you may select Create New Purchase Receipt.  

Now, all of the appropriate data from that Vendor will automatically populate the fields of the Purchase Receipt form for you.  The next step is the entering of the remaining data to complete the Purchase Receipt form before taking an Action such action Processing it.  See: Adding Purchase Receipts.

Entering a new Purchase Receipt with an Existing Vendor
First, click on the Purchase Order topic in the Main Menu.  Then click on Create New Purchase Receipts.  Now a form appears with the label, "Find the Vendor for this Purchase Receipt."  This is a search form that you may use to find the Vendor involved in the Purchase Receipt.  See: Find.  Once you have selected your Vendor, all of the appropriate data from that Vendor will automatically populate the fields of the Purchase Receipt form for you.  The next step is the entering of the remaining data to complete the Purchase Receipt form before taking an Action such action Processing it.  See: Adding Purchase Receipts.
Related Topics
Purchase Receipts
Purchase Receipts Overview
Adding Purchase Receipts
Adding Vendors
Find
tc "Adding Purchase Receipts"

xe "Adding Receive Invntoery"Adding Purchase Receipts
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  The following steps will explain in detail how to add a new Purchase Receipt.

You may already be in the General tab of the Purchase Receipts form with the background vendor data you want present.  If so, go to step number "2."  If you are in the Purchase Receipts form and do not have the vendor data you would like present on this form, or, are at the Main Menu, begin with step number "1." below.

1.
If you are in the Purchase Receipts form and do not have the vendor data you would like present on this form, click the New button to clear the form so you can enter a new record.  You will now be brought to the Create New Purchase Receipt search form that will be labeled, "Find the Vendor to Enter the Purchase Receipt."  Click on the next words, Create New Purchase Receipt for help on how to use the Create New Purchase Receipt form.  Once you complete the form, you may return to this Adding Purchase Receipt help to continue below on step number "2.".  


If you are in the Main Menu, click on Accounts Payable, then the topic Create New Purchase Receipts.  You will now be brought to the Create New Purchase Receipt search form that will be labeled, "Find the Vendor to Enter the Purchase Receipt."  Click on the next words, Create New Purchase Receipt for help on how to use the Create New Purchase Receipt form.  Once you complete the form, you may return to this adding Purchase Receipt help to continue below on step number "2.". 


2.
You will notice many of the fields on the General tab of the Purchase Receipt form like Ship From and Ship To will fill in with data based on that Vendor.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the vendor form like Name, Sales Tax ID's, Ship Via, Terms and Currency.   Review and adjust the fields as necessary, pressing the TAB or ENTER key to move your cursor to the each field.  A description of the General tab fields is listed in this Help section after step number "5."

3.
Next, click on the Purchase Receipt Items Tab of the Purchase Receipts form.  Complete the filling in of the Item No, Qty, and other fields and reviewing the other fields to ensure they are appropriate for the particular Receipt.  This form has sub forms that you will need to review/add to as well.  Note that the form automatically draws in the information you have entered previously.  You may click on the following link,  Purchase Receipt Items Tab, for additional information on the Purchase Receipt Items tab.

4.
Next, click on the Purchase Receipt Expenses Tab of the Purchase Receipts form.  Complete the filling in/reviewing of the Description, Account ID, Job ID, Tax option and Amount to ensure they are appropriate for the particular Receipt.   Note that the form automatically draws in the information you have entered previously.  You may click on the following link, Purchase Receipt Expenses Tab, for additional information on the Purchase Receipt Expenses tab.

5.
Click back to the General tab.  Here are some of the options you now have:



*
You may click on the Post button which will enable you to convert the Purchase Receipt at 




which time Financial Accounting will update your General Ledger with the data from the selected 




Purchase Receipts form.  See Posting Purchase Receipts.



*
You may click on the Close button and process later.



*
You may print the Purchase Receipt.

Related Topics
Purchase Receipts
Purchase Receipts Overview
Description of General tab in the Purchase Receipt form
1.
In the Vendor ID field you have the choice of either selecting an existing Vendor ID from the combo box or entering a new Vendor ID in the combo box.  If you choose to enter a new Vendor ID press the 'Enter' key after you type the new Vendor ID and a message will appear asking if you want to enter the new Vendor ID.  If you select 'Yes' the Vendor form will open where you will be able to enter a new vendor.  See: Adding Vendors.  In most cases, however, you will already have selected the Vendor, and therefore the Vendor ID, from the Find form.
2.
The Transaction Type field is used to select the type of transaction.  In this case, make sure Purchase Receipt is selected.


3.
The Date field will automatically be filled in with todays date.  This can be changed to whatever date the items were Receipted from the vendor.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.

4.
The Bill Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It can be manually changed on this form as long as it does not duplicate a previous Bill Number.

5.
The Ship From area will display all the details of the selected vendor.  You can click the little magnifying glass button next to this section to open the Purchase Ship From Information form where you can change this location.


6.
The Ship To area will display all your default company information that is entered in the Company Setup form.  You can click the little magnifying glass button next to this section to open the Purchase Ship To Information form where you can change this location.

7.
The Due Date field will be filled in based on what you have selected in the Terms field.  For example, if you select "net 30" as the terms and the invoice is dated 4/12/2001 then 5/12/2001 will be automatically entered into the Due Date field.

8.
The PO Number field is where you may enter the Purchase Order number you used.  If you convert a Vendor Purchase Order to a Purchase Receipt then the PO Number will automatically display the Purchase Order Number.

9.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They will be automatically filled in based on the selected vendor.  If the selected Vendor has not been setup with default Sales Tax Codes then Financial Accounting will use the values setup in the Default Accounts form under the Purchases Tab.  Most of the time you do not pay sales tax to vendors if you have your own Tax number.  You should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX', which is a tax code automatically setup when you create a new data file in the Sales Tax Codes form.  You can change either of these fields on the fly with any value listed in the combo boxes.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.

10.
The Currency field is used to assign a default currency for each purchase Receipt.  Normally, this will automatically fill in with your default Currency ID setup for the selected vendor in the Vendor form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

11.
The Invoice Number field is used to track the vendors invoice number if you want.  This gives you another way to search for this transaction at a later date.

12.
The Ship Via field will fill in with the default ship via setup for the selected vendor.  This field is used to assign a shipping method for the purchase Receipt.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the shipping methods.

13.
The Salesperson field will fill in with the default contact name entered for the selected vendor.  You can change this field to any name you want.

14.
The A/P Account will be filled in automatically with the Accounts Payable ID setup in the Default Accounts form.  This is the Account Payable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


15.
The Terms field will fill in with the default terms setup for the selected vendor.  This field is used to enter the payment terms for the purchase Receipt, which details how you pay that vendor for the merchandise.  If the Terms you receive are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the payables and will determine what discounts or interest you may receive.


16.
The Ordered By combo box field can be used to enter the Employee ID of the employee who placed the Receipt.

17.
The Reference field is an extra field you can use to help reference this Purchase Receipt.  You can enter any kind of information into this field.

18.
At the bottom of the form the Subtotal field will display the total before sales tax of all the line items entered in the subform.


19.
The Freight field can be used to enter shipping costs for the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Freight field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the freight amount from being charged any sales tax.  This is the default Tax method for Freight.
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1 or Both Sales Tax - This will include the freight amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the freight amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the freight amount and calculate it against only the Tax Code 2 fields percents.


20.
The Other field can be used to enter miscellaneous costs to the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Other field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the other amount from being charged any sales tax.  This is the default Tax method for Other.
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1 or Both Sales Tax - This will include the other amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the other amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the other amount and calculate it against only the Tax Code 2 fields percents.


21.
The Tax 1 and Tax 2 fields will display the calculated sales tax for the Tax Code 1 and Tax Code 2 fields respectively.  You will notice that the selected sales tax percentages are to the left of the Tax 1 and Tax 2 label names so you can visually tell what the sales tax percent is.


22.
The Total field will display the total of the transaction, which you owe the vendor.  This field adds the Subtotal, Freight, Other, Tax 1 and Tax 2 fields together to come up with the total amount.  This is the amount that will be entered to the Accounts Payable account in the General Ledger when you post this transaction.  You will also see this amount in the Payables form for this vendor.

Related Topics
Purchase Receipt Items Tab
Purchase Receipt Expenses Tab
Purchase Receipts Overview
Purchase Receipts
tc "Purchase Receipts"

xe "Received Inventory"Purchase Receipts

What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  
	
	

	Key Purchase Receipts Topics
Purchase Receipts Overview
Adding Purchase Receipts

	


tc "Purchase Receipt Items Tab"

xe "Purchase Receipt Items Tab"Purchase Receipt Items Tab

In the Purchase Receipt Items Tab, the subforms are used to enter/review all the inventory items, quantities, amounts and so on for each item being purchased.  

In the Upper Section of the form you will be able to view read only background information about the Item you are working on.  The Item No of the Item you are working on will be displayed in Bold in the upper left corner of this section.  The Inventory topics in this Upper Section of the form include In Stock, Committed, and Allocated.  In the lower section of the form you will be able to review/enter/edit fields.  

First there will be a description of the fields in the Lower Section of the Form to be followed by a description of the fields in the  Upper Section of the Form.

Below are the descriptions for the fields on the Lower Section of this form.
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Cost will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description and Cost.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The little Combo Box Filter button has a picture of a funnel within it.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Bill Line Item Options form will open where you can do different things to the selected line item.  See: Bill Line Item Options.


5.
The Received field is used to enter the number of the selected Item No you have actually Received.


6.
The Ordered field is read only and will display how many of the selected items were ordered.


7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Cost field will be multiplied by it as well as the Received quantity to give you a different total.   You can also select a different unit measure that you want by clicking on the Units field to enable to combo box feature to appear.  See: Inventory Unit Measure, Adding Inventory Items, Adding Inventory Unit Measures.

8.
The Warehouse ID combo box field will automatically fill in based on the default warehouse setup in the Company Preferences form.  You can also select a different warehouse you want the received inventory item to be entered into by clicking on the field to enable to combo box feature to appear.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.

10.
The Disc (Discount) field is where you can enter a discount percentage you received on the selected item.  If a vendor gives you a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Cost field will automatically fill in with the selected Item No's current cost entered in the Inventory Items form.  You can override this cost with a different amount if you need to but if you do, the current cost field in the inventory items form will also be updated.


13.
The Total field will display the Received quantity multiplied by the Cost field.  If you received 5 and the cost was 30.00 each then the total field would display 150.00.

Below are the descriptions of the fields on the Upper Section of this form.
1.
The In Stock field is read only and displays the total quantity in stock.  Every time you sell or purchase this inventory item the In Stock field will change to display the new quantity in stock.  

2.

The Committed field is read only and displays the total quantity of that inventory item that has been Committed.  Every time you create a Purchase Receipt for the inventory item, the Committed field will change to display the quantity that's committed.  Committed means ordered by a customer, but yet still in stock.  Once the Order is converted to an Invoice and posted the Committed field will change to show the new quantity committed.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.   Also See:  Committed Inventory Rules.

3.

The Allocated field is read only and displays the total quantity of that inventory item that has been allocated for a customer, but not yet invoiced/shipped.  This field is able to be adjusted in the Order form.  See: Adding Orders.

4.

The Available field is read only and displays the total quantity of that inventory item that has been made available for a customer, but not yet invoiced/shipped.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.

5.

The Back Order field is read only and displays the total quantity on back Order.  Every time a Back Order is created for the selected inventory item the Back Order field will change to display the new quantity on back order.

6.

The On Order (PO) field is read only and displays the total quantity on Order.  Every time you create a purchase order for this inventory item the On Order field will change to display the new quantity on Order.

7.
The Units, Weight and Volume fields will be read only, and, also automatically fill in based on the value setup in the Unit Measure form you selected in the lower half of this form.  You will also notice that at the top of the subform directly above both of these fields will be a running total, in red, of both the weight and volume.   This information will be printed on the invoice.

Related Topics

Adding Purchase Receipts
Purchase Receipts Overview
Purchase Receipts
Purchase Receipt Expense Tab
tc "Purchase Receipt Expenses Tab"

xe "Purchase Receipt Expenses Tab"Purchase Receipt Expenses Tab

The Purchase Receipt Expenses Tab is used to enter/review information for Non-Inventory related transactions such as the receiving of 100 computers for your company.

1.
The Description field will automatically be filled in with the selected Account ID's description.  Note that you may override the description.

2.
The Account ID field will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

3.
The Job ID field can be used to assign a Job ID to track the purchases for a job.  The Job ID field also has a combo box that you may then click on that will bring up the list of Job IDs so that you may change the Account as appropriate.  

4.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.



[image: image760.png]



2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.

5.
The Amount field is where you enter the amount you wish to pay.  

Related Topics
Purchase Receipts Overview
Purchase Receipts
Adding Purchase Receipts
Purchase Receipt Items Tab
tc "Print Purchase Receipt"

xe "Print Purchase Receipt"Print Purchase Receipts
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  When you click the Print button on the Purchase Receipt form the Print Purchase Receipt form opens.  You can set the different print options, which will affect the way the Purchase Receipt will be printed.  The print options can be setup a default way in the User Preferences form so that the same print options are selected every time you print.

Select a Report to Print
Each report changes the information that is printed. Highlight the report you would like to print. Click the Up and Down Arrows, when highlighted on a specific report, to change its position in the list.

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 
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Click the Print Preview check box to preview what the transaction will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.

Print Select
Here you will select if you want to print the current purchase receipt, or a single purchase receipt or batch print by purchase receipt number range, or date range.
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Current Transaction - This will print the current transaction that is open when you pressed the print button from.
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Single Transaction - By selecting Single Transaction you will be able to select from the pull down menu labeled Transaction Number the particular, or single, transaction that you are interested in printing.


[image: image767.png]



Transaction Number Range - By selecting Transaction Number Range you will be able to select a range of Purchase Receipts, by number, that you would like to print.
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Date Range - By selecting Date Range you will be able to select a range of Purchase Receipts, by Date, that you would like to print.  When the Date Range is selected the Batch Print Criteria combo box will dynamically change to Date Range and will allow you to select a pre-defined date range from the combo box.  Of course, you can manually enter any date range you wish. 


Batch Print Criteria
If you are just printing the default Current Purchase Receipt, all the Batch Print Criteria will be grayed out and unavailable.  However when you select any of the other options in the Print Select section, it is here in the Batch Print Criteria area that you enter, or select, the specific criteria that you wish to print.
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Transaction Number - When you select Single Transaction, the Transaction Number area will be available for you to select from the pull down menu the particular, or single, transaction you wish to print. 
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From - To - When selecting either the Transaction Number Range or Date Range you will be able to select starting and ending criteria based on which option you have selected.

System Print Options
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Print Company Header Information - This will print your company information at the top left corner of every Purchase Order.  This is the same information that is entered in the Company Setup form.
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Print Charge Card Information - This will print the customer's credit card information at the bottom of the invoice.
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Print Background Colors - This will print a gray shaded background color in the Ship From and Ship To area of the Purchase Order.  You will need a good laser printer to make the shaded background look good.

Action and Form Buttons
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Click the Arrow Up and Arrow Down buttons to change the sort order of the reports displayed.
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Click the Print button at the bottom of the form to print or preview the Invoice.
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Report Settings - This will bring up the Report Transaction Settings form allowing you to remove reports from being displayed and change the order in which they display.

Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)
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Email Report - This will bring up the Email Report form where you can email the report.
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Create Report - This will bring you into a New Report Wizard where you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab.
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Customize Report - This will retreive the highlighted report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab.

Related Topics
Entering Purchase Receipts
Purchase Receipts Overview
Adding Purchase Receipts
tc "Deleting Purchase Receipts"

xe "Deleting Purchase Receipts"Deleting Purchase Receipts
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  When you click the Delete button on the Purchase Receipt form, you will get a message warning you that you are about to delete the selected Record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Purchase Receipt again.

There may be times when you try and delete a Purchase Receipt and Financial Accounting will not let you.  This can happen because the Purchase Receipt is being use in several other areas of the program.  For instance, if you try and delete a Purchase Receipt that has several Payables against it, Financial Accounting will display an error message explaining that the Purchase Receipt could not be deleted due to referential integrity.  The only way you could delete that Purchase Receipt would be to delete all the associated Payables first.

The Delete button can be password protected so that other users can't delete any of the Purchase Receipts.  You can assign a password to the delete buttons in the Security form.

Deleting a Line Item
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  The little Folder button in the subform next to every Item No will open the Purchase Line Item Options form where you can choose to delete the selected line item.  When this form opens click the delete button to delete the line item.
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  Take me to the Help Menu for Purchase Receipts Overview.
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  Take me to the Help Menu for Purchase Receipts.
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  Take me to the Help Menu for Adding Purchase Receipts.
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  Take me to the Help Menu for Bills.

tc "View/Edit Purchase Receipts View/Edit Purchase Receipts"

xe "Maintain Purchase Receipts"View/Edit Purchase Receipts
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  The View/Edit Purchase Receipts form you see is a search form that provides you with convenient options.  You have two methods by which to bring up existing vendor information to enter a new Purchase Receipt.

Method One
Type in the first few letters or numbers in any of the fields in the General or Advanced tabs then click on the Ok button.  Financial Accounting will bring up the Purchase Receipt form with the closest match to the inputs you have provided.    The Purchase Receipt form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.  A common help topic is Adding Purchase Receipts.

Method Two
Locate the fields that have a combo box (an upside down arrow head in a box):

If you select the Vendor ID field,  click on the arrow, locate and click your vendor in the mini-form that pops up, then click on the OK button in the upper right hand corner of the Create New Purchase Receipts form.  Financial Accounting will bring up the Purchase Receipts form with the closest match to the inputs you have provided.  The Purchase Receipts form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.   A common help topic is Adding Purchase Receipts.

If you select Transaction Type, Date to Search or Date Range, click on the arrow, locate your vendor in the bottom half of the form, and, double click on your vendor.  Financial Accounting will bring up the Purchase Receipts form with the closest match to the inputs you have provided.  The Purchase Receipts form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.   A common help topic is Adding Purchase Receipts.

Note that in either method the Exact Search check box under the cancel button forces the search to find exactly what you type anywhere in the search form.  Otherwise, the search form is set for a wildcard search, meaning it will search the vendor form for the characters you type in no matter where they are in the field.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for vendors.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  See Search Conditions for further descriptions and examples of all the different search conditions available.

Related Topics
See Purchase Receipts Overview.

See Purchase Receipts.

See Adding Purchase Receipts.

tc "Pay Bills [Multi-Vendor]"

xe "Maintain Payables"Pay Bills [Multi-Vendor]

The Pay Bills [Multi-Vendor] form is where you can pay multiple or all payments to all your outstanding bills.  This form will only display Posted and Unpaid transactions since Unposted transactions are considered incomplete.  Inside this form you will see all outstanding transactions and balances for all your vendors.  You have the ability to manually enter payments to any transaction or automatically apply payments by using the Select All or Clear All buttons.  The Select All Due Dates button will select all purchases that are currently due.  The Sort By Criteria button will open the Pay by Criteria form, which will allow you to choose if you want to pay by the "Due Date" or the "Received Date", among other options.

Data Entry Fields
Enter the Date you are paying your bills in the Date Paid field.  Then select the Accounts Payable account in the A/P field.  Next choose the Bank Account you will be using to pay the bills.  You will notice that the Balance will display the amount you have in the selected bank account and the Next Check will fill in with the next available check number.  Next click the Pay check box to pay each transaction in full or double click in the Payment field to pay it in full.  

Read Only Fields
The read only fields include the:
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Vendor ID, and by clicking on the little toggle box to the right of the Vendor ID column, the Vendor's Company Name.
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Due Date, and by clicking on the little toggle box to the right of the Due Date column, the Date.
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Bill Number, and by clicking on the little toggle box to the right of the Bill Number column, the Invoice Number.
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Terms, and by clicking on the little toggle box to the right of the Terms column, the Transaction Type.
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Bill Total
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Discount
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Interest
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Amount Due
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Payment

When you are finished paying all the bills you want to click the Post button to update your General Ledger and enter the transactions in the Payables form.

You can choose the sort order of the Multiple Payables form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

The Plus button next to the "Next Check Field" will automatically increment to use the next available check number.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Action Buttons
Action buttons perform an action on the current record like posting or closing.
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The Post or Unpost button will update the general ledger and add records to the Payables form.  See: Posting Payables
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The Select All button will select all listed transactions, and, if you click on the Post button, you will automatically pay all the listed transactions.  Based on the Date Paid field it will also calculate Discounts and Interest on all the transactions.  If the majority of the transactions will be paid you may want to click the Select All then Post buttons to pay everything and then go back and clear the few that have not been paid yet.
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The Select All Due Dates button will select all listed transactions that are due, and, if you click on the Post button, you will automatically pay all the listed transactions.  Based on the Date Paid field it will also calculate Discounts and Interest on all the transactions.
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The Select By Criteria button will bring up the Pay by Criteria form.  See Pay by Criteria.  Once you have made your selection by criteria, if you click on the Post button, you will automatically pay those transactions.    Based on the Date Paid field it will also calculate Discounts and Interest on all the transactions.
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The Clear All button will automatically clear or remove payments for all the listed transactions.  If you want to start fresh after paying several transactions you can use the Clear All button to clear all the payments from the transactions.
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The Close button will close the Payables form.  You must either Post the selected and paid transaction or clear and remove payments from the transactions before you can close this form.  See: Closing Forms
Record Location
The record location, in the lower right hand corner of the box, shows you what record you are on.

tc "Posting Multiple Payables"

xe "Posting Pay Multiple Payments"Posting Payables
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Payables form.  Once the Payables transaction is posted, it will create records in the Payables form.  You will be able to open the View/Edit Paid Bills form and view the posted transactions created from the Payables form.  You will not be able to alter the information for the posted transactions.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the Edit Payables form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

Under certain circumstances you may not be able to post a Payable transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

tc "Searching Multiple Payables"

xe "Searching Payables"Searching Multiple Payables
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.

[image: image806.png]



The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Unposting Multiple Payables"

xe "Unposting Payables"Unposting Multiple Payables
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected payable.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the customer payment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain customer payment transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.


You will also notice that once you have unposted the customer payment form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Pay Bills"

xe "Make Payments"Pay Bills
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  First, click on the Accounts Payable topic in the Main Menu.  Then click on Pay Bills.  A form appears with the label, "Find the Vendor for this Payable."  This is a search form that you may use to find a particular payable.  Find and select the Vendor you would like to pay.  Once you have selected the Vendor, click on find selected, or simply double click on the highlighted record.

The Pay Bills form is where you can enter payments to a vendor for posted transactions you have placed.  This form will only display Posted transactions since Unposted transactions are considered incomplete.  Inside this form you will see all outstanding transactions and balances for a specific vendor.  You have the ability to manually enter payments to any transaction or automatically apply payments to the oldest transactions.

This form is used to add records in the Payables form.  To add new Payables, simply click the New button at the bottom of Payables form.  To get to the Payables form you may click on the Pay Bills topic in the Accounts Payables menu.  If you need to edit existing payables, go to the View/Edit Paid Bills form and select the record you want to edit and make any necessary changes to the fields for that record.  To get to an existing record, you may click on the View/Edit Paid Bills topic in the Accounts Payables menu.  See: View/Edit Paid Bills.  If the Payable is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Payables, see: Adding Payables.

You will notice at the top of this form the Vendor ID, Currency, and Payable ID:fields at the top of the form.  The rest of the form is where you may review and enter Payables information.  See: Adding Payables.
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Payables form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Payables form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Returned Payment button will enable you to add/edit returned payment information.
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The Print button will open the Print Payable form where you can adjust settings and print a payable.  See: Print Payable.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Payables or Unposting Payables.
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The New button will clear the form to allow a new Payable to be added.  See: Adding Payables.
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The Delete button will delete the selected Payable.  See: Deleting Payables
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The Find button will enable you to Find Payables.  See: Find.
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The Close button will close and save the Bill form.  See: Closing Forms
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  Take me to the Help Menu for Payables Overview.
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  Take me to the Help Menu for Adding Payables.
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  Take me to the Help Menu for Purchase Orders.

tc "Paid Bills History"

xe "Payables History"Paid Bills History

The Paid Bills History form is used to view all your unpaid posted Bills, debit memos, bills, opening balances and deposits.  This form is strictly used to quickly view unpaid posted transactions and not pay them.  You would use the Payables form to actually make a payment against one or more transactions.  You have the option to select a vendor from this form and click the New Payable button at the bottom of the form to automatically open the Payables form.  This will automatically create a new Payable and add the selected vendor information with all their unpaid transactions ready for you to take action.

Select a Vendor from the Vendor ID combo box field to review a list all your outstanding transactions for that vendor in the subform area.  Each line item displays one unpaid transaction that will display details like the date of the transaction, amount, days past due and so on.  All the Vendors will appear in the Vendor ID combo box and will display every transaction for that vendor.

The Transactions area at the top of the form will allow you to view Unpaid, Paid or All purchase transactions.  Select what you want by clicking on a check box next to the label.  The default will always be Unpaid when you open this form.  

The Aging Date can be used to set the date you want to view transactions from.  The Aging Date will default to Today's Date, which is what your systems date is set to.

The Currency field is used to assign a default currency for each Payable.  Normally, this will automatically fill in with your default Currency ID setup for the selected vendor in the Vendor form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

The View button next to each line item will display the Payables Review form when clicked.  This form will show every payment made with regards to the selected transaction.

The Bill Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary. 

Next to the Terms field at the top of the subform you will notice a little Toggle Field Display button that will change the Terms field to display the Transaction Type of each transaction.  Click it again to display the Terms field.


The Invoice Total field will display the Invoice Total before Discounts and Interest.

The Discount field may or may not display an amount other than zero based on the Terms selected for the Transaction.  You can manually override the amount in this field if you need to.  Basically this field is used to apply any discounts you may receive for paying the transaction off early.  If the transaction has Terms of 2% 10 Net 30 and you pay the transaction off in less than 10 days then Financial Accounting would automatically enter a 2% discount based on the Date Paid and the transactions Order Date.  See: Terms
The Interest field may or may not display an amount other than zero based on the Terms selected for the Transaction.  You can manually override the amount in this field if you need to.  Basically this field is used to enter any interest you may be charged for paying the transaction off late.  If the transaction has Terms of 2% 10 Net 30 with a 21% APR and you pay the transaction off after the 30 days then interest would be charged.  If you were three months late in paying the transaction then the interest would be 1.75% per month.  This would mean 3 months multiplied by 1.75% for each month late would be a 5.25% interest charge.  The date range for being late is based on the Date Paid and the transactions Order Date fields.  See: Terms


The Amount Paid field will display the amount paid. 

The Aging field on the subform will display either Paid, Current, 30 Days, 60 Days, 90 Days.
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Paid means the transaction has been paid in full.
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Current means the transaction has not been paid but it is still current and not considered late based on the selected Terms.
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Over 30 means the transaction has not been paid in full yet and is now over 30 days late based on the selected Terms.
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Over 60 means the transaction has not been paid in full yet and is now over 60 days late based on the selected Terms.
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Over 90 means the transaction has not been paid in full yet and is now over 90 days late based on the selected Terms.

The Amount Due field will display the amount due less the discount and interest and amount paid. 


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New Payable button will open the Payables form to allow a new payable to be added for the selected vendor.  See: Adding Payables
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The Find button will enable you to Find payables.  See: Find.
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The Close button will close and save the payable form.  See: Closing Forms
tc "Adding Payables"
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  You may already be in Payables form with the background vendor data you want present.  If so, go to step number "2."  If you are in the Payables form and do not have the vendor data you would like present on this form, begin with step number "1." below.  If you are in the Main Menu, click on Accounts Payable, then the topic Enter Payables.  You will now be brought to the Enter Payables Find form that will be labeled, "Find the Vendor to Enter this Payable."  Click on the next words, Enter Payable for help on how to use the Enter Payable Find form.  Once you complete the form, you may return to this Adding Payables Help to continue with step number "2." below.  

1.
If you are in the Payables form, click the New button to clear the form so you can enter a new record.  Click on the Combo box in the Vendor ID field to select a vendor.   In the Vendor ID field you will only be able to select an existing Vendor ID for vendor's that have unpaid transactions.


2.
After you select a Vendor ID you will notice many of the fields on the form will fill in with data based on that vendor.  The subform area will fill in one line item for each unpaid transaction displaying totals at the bottom of the subform.  You will also notice that discounts and interest will fill in automatically based on the Terms setup and the Date Paid selected.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Currency field is used to assign a default currency for each Payable.  Normally, this will automatically fill in with your default Currency ID setup for the selected vendor in the Vendor form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

3.
The Payable ID field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.


5.
The Date Paid field will automatically be filled in with todays date.  This can be changed to whatever date the payment is being made.  Click the little calendar button next to this field to open a miniature calendar where you can graphically set the date for this field.

6.
The A/P combo box field will automatically fill in with the Accounts Payable field selected in the Default Accounts form on the Payables tab.  You can change this account but normally it is a Liability account.


7.
The Memo field is used to enter a comment or memo about the payment.


8.
The Bank Acct combo box field will automatically fill in with the Payment Account field selected in the Default Accounts form on the Payables tab.  You can change this account but normally it is an Asset or Bank account.


9.
The Balance field is where you will see the Ending Balance of the checking account you have selected.  This field is read only and cannot be changed.

10.
The Check Number field will automatically display the word "Check" when you add a new record.  You can manually enter the next check number you want to use for the selected Bank Account or click the little plus button next to the check number field to automatically fill in the next check number.  You must initially setup the next check number to be used in the Bank Account Information form using the Next Check Number field.  You can manually change this check number if necessary.

11.
The Reference field is used to enter any additional reference data you want.


12.
The Amount Paid field is where you enter the Total amount you will be paying to the vendor.  You can enter a large payment to cover several transactions and have Financial Accounting automatically pay them off by clicking the little coin button next to this field.  This will automatically apply the Amount Paid to as many transactions possible in the subform from the oldest to newest date.  You can manually enter payments in the subform if you choose.  You can also enter amounts in the Payment field of the subform for a number of transactions and then double click in the Amount Paid field to enter the total of those payments automatically.


13.
The Unapplied Amount field will display the difference between the Amount Paid and the amount applied in the Payment field for each transaction in the subform.  This gives you a quick way of knowing how much money you have left to apply to transactions in the subform.


14.
The Vendor Credit field is read only and will display any credits from the vendor.  This can happen if you overpay a transaction.  You will be able to apply both the Amount Paid and any Vendor Credit you have to any transactions in the subform area.


Payables Subform
The subform area will list every unpaid transaction for the selected vendor.  Most of the fields in the subform will be read only.  You can click the little View button next to any transaction to see the Payables Review for that transaction.  See: Payables Review


1.
Pick the transaction you want to make a payment for and enter a payment in the Payment field.  You can double click in the Payment field to automatically enter the entire Amount Due into the Payment field.  This is a very fast method if you want to completely pay off several transactions quickly.


2.
You can click the little Toggle Field Display next to the Due Date label at the top of the subform to change the field to Date.  Click it again to view the Date.  This is a convent way to display additional fields on each line item.  The Due Date field is the date that you need to pay the purchase invoice or bill by and is automatically filled in based on the terms you have selected in the Terms field.
3.
You can click the little Toggle Field Display next to the Bill Number label at the top of the subform to change the field to Vendor Order Number.  Click it again to view the Bill Number.  This is a convent way to display additional fields on each line item.


4.
You can click the little Toggle Field Display next to the Terms label at the top of the subform to change the field to Transaction Type.  Click it again to view the Terms.  This is a convent way to display additional fields on each line item.

5.
The Bill Total field will display the Bill Total.

6.
The Discount field may or may not display an amount other than zero based on the Terms selected for the Transaction.  You can manually override the amount in this field if you need to.  Basically this field is used to apply any discounts you may receive for paying the transaction off early.  If the transaction has Terms of 2% 10 Net 30 and you pay the transaction off in less than 10 days then Financial Accounting would automatically enter a 2% discount based on the Date Paid and the transactions Order Date.  See: Terms
7.
The Interest field may or may not display an amount other than zero based on the Terms selected for the Transaction.  You can manually override the amount in this field if you need to.  Basically this field is used to enter any interest you may be charged for paying the transaction off late.  If the transaction has Terms of 2% 10 Net 30 with a 21% APR and you pay the transaction off after the 30 days then interest would be charged.  If you were three months late in paying the transaction then the interest would be 1.75% per month.  This would mean 3 months multiplied by 1.75% for each month late would be a 5.25% interest charge.  The date range for being late is based on the Date Paid and the transactions Order Date fields.  See: Terms


8.
The Amount Due field will display the amount due less the discount and interest. 

9.
The Paid field will display 'Yes' if the transaction is paid in full.


10.
Here are some of the options you now have:



*
You may click on the Post button which will enable you to convert Post the Payable at which




time Financial Accounting will update your General Ledger with the data from the selected Payable




form.  See Posting Payables.



*
You may click on the Close button and convert later.



*
You may print the Payable.

Related Topics
Payables
Payables Overview
tc "Unposting Payables"

xe "Unposting Make Payments"Unposting Payables
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Payable transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected Payable transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the Payable.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain Payable transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.


You will also notice that once you have unposted the Payable form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

Related Topics
Payables Overview
Payables
Adding Payables
tc "Posting Payables"
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[image: image835.png]


  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Payables form.  Once the Payable transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the Payable form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the Payable.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a Payable transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the Payables form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

Related Topics
Payables Overview
Payables
Adding Payables
tc "Print Payables"
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  When you click the Print button on the Payables form the Print Payables form opens.  You can set the different print options, which will affect the way the Payable will be printed.  The print options can be setup a default way in the User Preferences form so that the same print options are selected every time you print.

Select a Report to Print
Each report changes the information that is printed. Highlight the report you would like to print. Click the Up and Down Arrows, when highlighted on a specific report, to change its position in the list.

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 
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Click the Print Preview check box to preview what the transaction will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.

Related Topics

Adding Payables
Payables Overview
tc "Searching Payables"
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Payables"
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  When you click the Delete button on the Payables form, you will get a message warning you that you are about to delete the selected Payable.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Payable again.

The Delete button can be password protected so that other users can't delete any of the Payable records.  You can assign a password to the delete buttons in the Security form.

Related Topics
Payables Overview
Payables
Adding Payables
tc "View/Edit Paid Bills"
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  First, click on the Accounts Payable topic in the Main Menu.  Then click on View/Edit Paid Bills.  Now a form appears with the label, "Find Payables."  This is a search form that you may use to find a particular payable.  Find and select one or more of the payables you would like to View/Edit.  Once you have selected the payable, click on find selected, or simply double click on the highlighted record.

The View/Edit Paid Bills form is where you can enter payments to a vendor for posted transactions you have placed.  This form will only display Posted transactions since Unposted transactions are considered incomplete.  Inside this form you will see all outstanding transactions and balances for a specific vendor.  You have the ability to manually enter payments to any transaction or automatically apply payments to the oldest transactions.

This form can be used to add, edit or delete records in the Payables form.  To add new Payables, simply click the New button at the bottom of Payables form.  To get to the Payables form you may click on the Pay Bills topic in the Accounts Payables menu.  See: Pay Bills.  If you need to edit existing Payables, just select the record you want to edit and make any necessary changes to the fields for that record.  To get to an existing record, you may click on the View/Edit Paid Bills topic in the Accounts Payables menu.  See: View/Edit Paid Bills.  If the Payables is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Payables, see: Adding Payables.

You will notice at the top of this form the Vendor ID, Currency, and Payable ID:fields at the top of the form.  The rest of the form is where you may review and enter Payables information.  See: Adding Payables.
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Payables form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Payables form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Returned Payment button will enable you to add/edit returned payment information.
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The Print button will open the Print Payable form where you can adjust settings and print a payable.  See: Print Payable.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Payables or Unposting Payables.

[image: image850.png]



The New button will clear the form to allow a new Payable to be added.  See: Adding Payables.
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The Delete button will delete the selected Payable.  See: Deleting Payables
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The Find button will enable you to Find Payables.  See: Find.
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The Close button will close and save the Bill form.  See: Closing Forms
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  Take me to the Help Menu for Payables Overview.
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  Take me to the Help Menu for Adding Payables.

[image: image856.png]


  Take me to the Help Menu for Purchase Orders.

tc "Payables Overview"
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The Payables form is where you can enter payments to a vendor for posted transactions you have placed.  This form will only display Posted transactions since Unposted transactions are considered incomplete.  Inside this form you will see all outstanding transactions and balances for a specific vendor.  You have the ability to manually enter payments to any transaction or automatically apply payments to the oldest transactions.


This form can be used to add, edit or delete records in the Payables form.  To add new Payables, simply click the New button at the bottom of Payables form.  To get to the Payables form you may click on the Enter Payables topic in the Accounts Payables menu.  See: Pay Bills.  If you need to edit existing Payables, just select the record you want to edit and make any necessary changes to the fields for that record.  To get to an existing record, you may click on the Payables topic in the Accounts Payables menu.  The Find form will come up, requesting that you Find the Vendor you want to review the Payable.  See: Find.  If the Payables is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Payables, see: Adding Payables.

You will notice at the top of this form the Vendor ID, Currency, and Payable ID:fields at the top of the form.  The rest of the form is where you may review and enter Payables information.  See: Adding Payables.
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Payables form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You may choose the sort order of the Payables form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Returned Payment button will enable you to reverse the payment due to non-sufficient funds (NSF) in your checking account. 
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The Print button will open the Print Payable form where you may adjust settings and print a payable.  See: Print Payable.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Payables or Unposting Payables.
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The New button will clear the form to allow a new Payable to be added.  See: Adding Payables.
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The Delete button will delete the selected Payable.  See: Deleting Payables
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The Find button will enable you to Find Payables.  See: Find.
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The Close button will close and save the Bill form.  See: Closing Forms
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.
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  Take me to the Help Menu for Purchase Receipts.

tc "Payables Review"
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The Payables Review form can be opened by clicking the View button next to one of the transaction line items.  In the Payables Review form you are able to review all payments and general information on a specific transaction for a Vendor.  The entire form is read only and is mainly used to show complete details of the payment history of the selected transaction.

Form Buttons
Form buttons open another form that is related to the selected form.
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The View Bill button will open the purchase transaction used to create the payable.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close the Payables Review form.  See: Closing Forms
tc "Commission Wizard"Commission Wizard

From the Main Menu click on Accounts Payable, then Commission Wizard.  The Print Commission Batch form will appear.  For assistance on the Print Commission Batch form, see: Print Commission Batch.

Once you have arrived in the Commission Wizard form, you will see it is divided into two areas: an area on the top of the form titled Commission Criteria, and, and area on the lower half of the form that is made up of three tabs: Sales Rep, Invoices and Deducted Invoices.  A description of the top area and lower area follows.

Commission Criteria Area
1.
The Calculate Commission For field is where you select enter the choice of Sales Rep or Sales Group from the Combo box.  

2.
The Date Select field is where you may select the time period you wish to calculate the commission over, such as "last month."  Note that From and To fields will automatically fill in with the time periods you select.

3.
The From field is where you can enter the starting date of the period of time you want to calculate the commission over.

4.
The To field is where you can enter the ending date of the period of time you want to calculate the commission over.

5.
The Deduct commissions invoices more than: days field enables you to enter the number days you would like to go in the past to deduct commissions invoices.

6.
The Pay Commissions only on paid invoices: check box is where you can click to enable commissions to be paid on paid invoices.   

Sales Rep Tab
The Sales Rep Tab contains line items with the following read-only fields: Sales Rep, Group, Address, City, State and Department.

The Sales Rep Tab also has a check box that you can click on to enable the selection of the Sales Rep for the Commission calculation.

Invoices Tab

The Deducted Invoices Tab contains line items with the following fields: Pay, Sales Rep ID, Invoice (toggle to Terms), Due Date, Total, Amt Paid (toggle/Amt Due), Aging, Customer ID.  

Deducted Invoices Tab

The Invoices Tab contains line items with the following read-only fields: Customer ID, Invoice (toggle Terms), Due Date, Total, Amount Due, Aging, and Sales Rep.     

You may also click on the little yellow folder to the left of the Customer ID field to bring up the Invoice Subform form for additional detail.

Form Buttons

Form buttons open another form that is related to the selected form.
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The Process button is the button to click to calculate the commission for the selected Sales Reps.  
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The Print button will open the Print form where you can adjust settings and print.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Select All button will select all the listed Sales Reps.  
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The Clear All button will deselect all the listed Sales Reps.  
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The Close button will close the Commission Wizard form.  See: Closing Forms
tc "Create New Vendor Prepayments"Create New Vendor Prepayments
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  The Create New Vendor Prepayments form you see is a search form that provides you with convenient options.

General Overview
First, click on the Accounts Payable topic in the Main Menu.  Then click on Create New Vendor Prepayments.  Now a form appears with the label, "Find the Vendor for this Vendor Prepayment."  This is a search form that you may use to find the Vendor involved in the Vendor Prepayments.  Once you have selected that Vendor, all of the appropriate data from that Vendor will automatically populate the fields of the Vendor Prepayments form for you.  Now you only have to enter the remaining data to complete the Vendor Prepayments form before taking an Action such as Posting it.

When you are Entering a Vendor Prepayment, you may either be Entering a new Vendor Prepayment for a New Vendor, or, Entering a new Vendor Prepayment for an Existing Vendor.  Both situations are described next.

Entering a new Vendor Prepayment with a New Vendor
First, click on the Accounts Payable topic in the Main Menu.  Then click on Create New Vendor Prepayments.  Now a form appears with the label, "Find the Vendor for this Vendor Prepayment."  This is a search form that you may use to find the Vendor involved in the Vendor Prepayment.  Since this is a New Vendor, click on the New Vendor button in the lower left hand corner section of the form. You will now be brought to the Vendor form to add this new Vendor, therefore, click on the New button in the Vendor form.  See: Adding Vendors.  Once you have added the Vendor data in the Vendor form, you will be able to quickly return to Entering your Vendor Prepayment by clicking on the Initiate Transaction button in the Vendor form.  When you click on the Initiate Transaction button, you may select Create New Vendor Prepayments.  

Now, all of the appropriate data from that Vendor will automatically populate the fields of the Vendor Prepayments form for you.  The next step is the entering of the remaining data to complete the Vendor Prepayments form before taking an Action such action Posting it.  See: Adding Vendor Prepayments.

Entering a new Vendor Prepayment with an Existing Vendor
First, click on the Accounts Payable topic in the Main Menu.  Then click on Create New Vendor Prepayments.  Now a form appears with the label, "Find the Vendor for this Vendor Prepayment."  This is a search form that you may use to find the Vendor involved in the Vendor Prepayment.  See: Find.  Once you have selected your Vendor, all of the appropriate data from that Vendor will automatically populate the fields of the Vendor Prepayments form for you.  The next step is the entering of the remaining data to complete the Vendor Prepayments form before taking an Action such action Posting it.  See: Adding Vendor Prepayments.
Related Topics
Vendor Prepayments
Adding Vendor Prepayments
Adding Vendors
Find
tc "Adding Vendor Prepayments"
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  The following steps will explain in detail how to add a new Vendor Prepayment.

General Tab
1.
From the Main Menu, click on Accounts Payable, then Create New Vendor Prepayments.  You will now be brought to the Enter Vendor Prepayment search form that will be labeled, "Find the Vendor to Enter this Vendor Prepayment."  Click on the next words, Create New Vendor Prepayments, for help on how to use the Create New Vendor Prepayments form.  Once you complete the form, you may return to this Adding Vendor Prepayments help topic (there will be a link at the bottom of the Create New Vendor Prepayments form labeled Adding_Bills Adding Vendor Prepayments to bring you back) to continue below. The cursor will be flashing at the top of the form in the Date field.  

2.
The Date field will automatically be filled in with todays date.  This can be changed to whatever date you want.


3.
The Currency field is used to assign a default currency for each Vendor Prepayment.  Normally, this will automatically fill in with your default Currency ID setup for the selected vendor in the Vendor form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.


4.
The Prepayment Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.


5.
The Vendor Info area will display all the details of the selected vendor.  If you would like further detail on the Vendor and/or want to update information on the Vendor, you may click on the little box containing a magnifying glass, bringing up the Vendor form. This little box containing a magnifying glass is located under the words, "Vendor Info:". 


6.
The Check No field is where you can enter the check number you used for this deposit.  If you plan on using Financial Accounting to print the check make sure you fill in this field.  You can manually enter the next check number you want to use for the selected Bank Account or click the little plus button next to the check number field to automatically fill in the next check number.  You must initially setup the next check number to be used in the Bank Account Information form using the Next Check Number field.  You can manually change this check number if necessary.


7.
The Notes field can be used to enter any notes or comments about the deposit.


8.
The Terms field will fill in with the default terms setup for the selected vendor.  This field is used to enter the payment terms for the Vendor Prepayment, which details how you pay that vendor for the merchandise.  If the Terms you receive are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the payables and will determine what discounts or interest you may receive.


9.
The Salesperson field will fill in with the default contact name entered for the selected vendor.  You can change this field to any name that comes up in the mini form after you click on the combo box.

10.
The PO Number field is where you can enter the Purchase Order number you want to used for this deposit.  This can be used as a reference for the deposit.


11.
The Description field can be used to enter a description of the Prepayment.


12.
The Job ID field can be used to assign a Job ID to track the deposit for a job.


13.
The A/P Account will be filled in automatically with the Accounts Payable ID setup in the Default Accounts form.  This is the Account Payable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


14.
The Bank Account will be filled in automatically with the bank account setup in the Default Accounts form.  This is the asset account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


15.
The Amount field will automatically fill in with zero.  This is the field you use to enter the amount of the deposit.

History Tab
You can get to the History page of information by clicking on the History tab.


1.
The History page will display all the Vendor Prepayments ever made to the selected vendor.  All the fields are read only and cannot be changed.


2.
You can click the right mouse button in any of the fields and choose the sort order to display the history in.


3.
Click the little yellow folder button next to any of the vendor history line items to have Financial Accounting display that Vendor Prepayment in the General tab page.

Related Topics
Vendor Prepayments
Create New Vendor Prepayments
Adding Vendors
tc "Unposting Vendor Prepayments"

xe "Unposting Vendor Deposits"Unposting Vendor Prepayments
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Vendor Prepayment transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected Vendor Prepayment transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the Vendor Prepayment.  The Recap button is the small little button next to the Amount field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain Vendor Prepayment transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted Vendor Prepayment.  This could be a Posted Payable transaction where you made payments against the selected Vendor Prepayment.

You will also notice that once you have unposted the Vendor Prepayment form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Posting Vendor Prepayments"

xe "Posting Vendor Deposits"Posting Vendor Prepayments
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Vendor Prepayments form.  Once the Vendor Prepayment transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the Vendor Prepayment form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the Vendor Prepayment.  The Recap button is the small little button next to the Amount field at the bottom of the form.

Under certain circumstances you may not be able to post a Vendor Prepayment transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the Vendor Prepayment form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Searching Vendor Prepayments"

xe "Searching Vendor Deposits"Searching Vendor Prepayments
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Vendor Prepayments"

xe "Adding an Inventory Transfer"

xe "Deleting Vendor Deposits"Deleting Vendor Prepayments
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  When you click the Delete button on the Vendor Prepayments form, you will get a message warning you that you are about to delete the selected Vendor Prepayment.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Vendor Prepayment again.

There may be times when you try and delete a Vendor Prepayment and Financial Accounting will not let you.  This can happen because the Vendor Prepayment is being use in several other areas of the program.  For instance, if you try and delete a Vendor Prepayment that has several Payables, Financial Accounting will display an error message explaining that the Vendor Prepayment could not be deleted due to referential integrity.  The only way you could delete that Vendor Prepayment would be to delete all the associated Payables first.

The Delete button can be password protected so that other users can't delete any of the Vendor Prepayment records.  You can assign a password to the delete buttons in the Security form.

tc "View/Edit Vendor Prepayments"

xe "Vendor Deposits"View/Edit Vendor Prepayments

The View/Edit Vendor Prepayments form is used to enter advanced deposits made to your vendors.  You may need to send a vendor a form of payment or deposit before that vendor will even order certain items for you.  By entering a Vendor Prepayment in this form you will be entering a credit with that vendor that can later be applied to any invoice.  All amounts entered into this form will be displayed as positive but will post opposite of what a Bill would in your general ledger.

The first thing you should notice at the top of this form is that it is a two tabbed form.  This main Vendor Prepayment information will be displayed in the General tab and all the deposits made to that vendor will display in the history tab.  It is like having two forms connected together for each Vendor Prepayment.  You will also notice that the Vendor ID, Date, Currency and Prepayment Number fields at the top of the form remain there in both tabs so you always know what Vendor Prepayment you are working on when switching between the two tabs.

This form can be used to add, edit or delete records in the Vendor Prepayment form.  To add new Vendor Prepayments, simply click the New button at the bottom of this form.  If you need to edit existing Vendor Prepayments, just select the record you want to edit and make any necessary changes to the fields for that record.  If the Vendor Prepayment is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Vendor Prepayments. See: Adding Vendor Prepayments.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Vendor Prepayment form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Vendor Prepayment form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Vendor button will open the Vendors form to the selected vendor.  See: Vendors
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The Notes button opens the Vendor Notes form where you can view any notes about the selected vendor.  See: Vendor Notes
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The Print button will open the Print Checks form where you can print a check.  See: Print Checks
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Vendor Prepayments or Unposting Vendor Prepayments
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The New button will clear the form to allow a new Vendor Prepayment to be added.  See: adding Vendor Prepayments
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The Delete button will delete the selected Vendor Prepayment.  See: Deleting Vendor Prepayments

[image: image894.png]



The Find button will enable you to Find Vendor Prepayments.  See: Find.


[image: image895.png]



The Close button will close and save the vendor deposit form.  See: Closing Forms
tc "Vendors"

xe "Vendors"Vendors

The Vendors form is used to store all the detailed information about your Vendors including address, phone, financial information and other key information.  You can be as detailed as you feel necessary since most of the fields are not required to be filled in.  Vendors are normally companies in which you purchase products from to sell to your customers.

You will notice at the top of this form five tabs, which help group the vendor information better.  It is like having five forms connected together for each vendor.  You will also notice that the Vendor ID, Company and Account fields at the top of the form remain there in all the tabs so you always know what vendor you are working on when switching between the tabs.  The five tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general vendor information.  See: Adding Vendors.
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The Detail Tab shows all other related vendor data that could not fit on the General tab.  See: Adding Vendors, Vendor Detail Tab.
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The Notes Tab shows you notes that you have recorded about your vendors, and, it contains a special Directions feature.  See: Directions, Vendors Notes Tab.
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The History Tab shows all the vendors sales and service transactions.  See: Vendor History.


This form can be used to add or edit records in the vendors form.  To add new vendors, simply click the New button at the bottom of this form.  If you need to edit existing vendors, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new vendors, see: Adding Vendors.

The record navigation buttons at the bottom of the form are used to move from one vendor to another.  It also displays how many records are in the vendors form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the vendor form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Vendor Types button will open the  Vendor Type form.  The Vendor Type form is used to display all the Vendor types selected for the current Vendor.  You can add, edit or delete vendor types in this form.  See: Vendor Type
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The Sites button will open the Vendor Contact Sites and Departments where you can enter different sites, departments and contacts for each vendor.  See: Vendor Contact Sites and Departments
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new vendor to be added.  See: adding Vendors
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The Delete button will delete the selected vendors.  See: Deleting Vendors
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The Find button will allow you to Find your vendors.  See: Find.
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The Initiate Transaction button will show enable you to begin the transaction you wish such as invoicing or  quoting.  See:  Initiate Transactions.
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The Close button will close and save the vendor form.  See: Closing Forms
tc "Sales Rep Groups"

xe "Sales Agency"Sales Rep Groups

The Sales Rep Groups form is used to store all the detailed information about your Sales Rep Groups including address, phone, financial information and other key information.  You can be as detailed as you feel necessary.   You can use any of the Sales Rep Groups contacts stored in this form with the schedule activities forms.

You will notice at the top of this form six tabs, which help group the sales rep group contact information better.  It is like having six forms connected together for each sales rep group.  You will also notice that the Group ID, Company and Type fields at the top of the form remain there in all the tabs so you always know what Sales Rep Group you are working on when switching between the tabs.  The six tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general Sales Rep Group contact information.  See: Adding Sales Rep Groups.
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The Detail Tab shows all other related Sales Rep Group data that could not fit on the General tab.  See: Adding Sales Rep Groups
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The Activity Tab shows you all the completed and scheduled activities for the customer.  See: Scheduling Activity
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The Notes Tab shows you a list of all the customer notes.  See: Sales Rep Group Notes.
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The Sales Reps Tab shows you the Sales Reps that are part of the Sales Groups.  See: Adding Sales Rep Groups. 
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The Customers Tab shows you the Customers the Sales Rep Groups are responsible for.  See:Adding Sales Rep Groups. 

This form can be used to add or edit records in the Sales Rep Groups form.  To add new Sales Rep Groups, simply click the New button at the bottom of this form.  If you need to edit existing Sales Rep Groups records, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Sales Rep Groups, see: Adding Sales Rep Groups.

The record navigation buttons at the bottom of the form are used to move from one Sales Rep Group to another.  It also displays how many records are in the Sales Rep Groups form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You can use the Find  button to find a specific record.

You can choose the sort order of the Sales Rep Groups form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new Sales Rep Group to be added.  See: Adding Sales Rep Groups
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The Delete button will delete the selected Sales Rep Groups.  See: Deleting Sales Rep Groups.
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The Find button will allow you to Find your Sales Rep Groups.  See: Find.
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The Convert button will convert the Sales Rep Group to a Customer.  See:  Converting Sales Rep Groups.

[image: image917.png]



The Close button will close and save the Sales Rep Groups form.  See: Closing Forms
tc "Sales Rep Group Type"

xe "Sales Agency Type"Sales Rep Group Type

The Sales Rep Group Type form allows you to categorize your Sale Rep Groups by a particular type.  You can set this up to reflect whatever type of information you want to use.  It can be very helpful to assign a sales rep group type to such examples as Value Added Reseller, Distributor, or Consultant.

The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new Sales Rep Group Type to be added.  
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The Delete button will delete the selected Sales Rep Group Type.
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The Close button will close and save the Sales Rep Group Type form.  See: Closing Forms
Related Topics

Adding Sales Rep Groups
Sales Rep Groups
tc "Sales Reps Sales Reps"

xe "Sales Reps"Sales Reps 

The Sales Reps form is used to store all the detailed information about your Sales Reps including address, phone, financial information and other key information.  You can be as detailed as you feel necessary.   You can use any of the Sales Reps contacts stored in this form with the schedule activities forms.

You will notice at the top of this form seven tabs, which help group the Sales Rep information better.  It is like having seven forms connected together for each Sales Rep.  You will also notice that the Sales Rep ID, Group ID and Group fields at the top of the form remain there in all the tabs so you always know what Sales Rep you are working on when switching between the tabs.  The seven tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general Sales Rep contact information.  See: Adding Sales Reps.
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The Detail Tab shows all other related Sales Rep data that could not fit on the General tab.  See: Adding Sales Reps
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The Activities Tab shows you all the completed and scheduled Activities for the Sales Rep. See:Adding_Sales_Reps Scheduling Activities
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The Notes Tab shows you a list of all the Sales Rep notes.  See:Adding_Sales_Reps Sales Rep Notes
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The History Tab shows you the related History of the Sales Rep with regards to Invoices, Customers, and Commissions for example.  See: Adding Sales Reps. 
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The Customers Tab shows you the Customers the Sales Reps are responsible for.  See:Adding Sales Reps. 
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The Special Pricing Tab displays the Customer Special Pricing Commissions information.  See:Adding Sales Reps. 

This form can be used to add or edit records in the Sales Reps form.  To add new Sales Reps, simply click the New button at the bottom of this form.  If you need to edit existing Sales Reps records, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Sales Reps, see: Adding Sales Reps.

The record navigation buttons at the bottom of the form are used to move from one Sales Rep to another.  It also displays how many records are in the Sales Rep form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You can use the Find button to find a specific record.

You can choose the sort order of the Sales Reps form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new note to be added. See: Adding Sales Rep Notes  

[image: image929.png]



The Delete button will delete the selected Note.  


[image: image930.png]



The Find button will allow you to Find notes.  See: Find. 
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The Convert button will convert the Sales Rep to a customer.  See: Converting Sales Reps.
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The Import button will "import" Employees from being employees to Sales Rep. See: Importing Employees.
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The Close button will close and save the Sales Reps form.  See: Closing Forms
tc "Sales Tax - [Paid]"

xe "Sales Tax Paid"Sales Tax - [Paid]

The Sales Tax Paid form is where you setup your Sales Tax Paid information.  If you pay sales tax in more than state, you can create an unlimited number of sales tax paid ID's.

This form can be used to add or edit records in the sales tax paid form.  To add new sales tax paid ID's, simply click the New button at the bottom of this form.  If you need to edit existing sales tax paid ID's, just select the record you want to edit and make any necessary changes to the fields for that record.  If the record is posted, it will be necessary to unpost if before editing.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new sales tax paid ID's, see Adding Sales Tax Paid.

The record navigation buttons at the bottom of the form are used to move from one sales tax paid ID to another.  It also displays how many records are in the sales tax paid form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new sales tax paid ID to be added.  See: adding Sales Tax Paid
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The Delete button will delete the selected sales tax paid ID.  See: Deleting Sales Tax Paid
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The Close button will close and save the sales tax paid form.  See: Closing Forms
tc "Sales Tax Options - (Paid)"

xe "Sales Tax Options"Sales Tax Options - [Paid]

The Sales Tax Options form gives you a choice to either browse a line item for more information or delete a specific line item in the Sales Tax Paid form.  The Sales Tax Options form can be accessed through the Sales Tax Paid form by clicking on the little yellow folder button to the left of a line item.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Edit Tax ID button at the bottom of the form will open the Sales Tax Codes - [Paid] form.  You will be able to add, edit and delete Tax ID's in this form.


Action Buttons

Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete button will delete the selected sales tax paid ID.  See: Deleting Sales Tax Paid
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The Close button will close and save the sales tax paid form.  See: Closing Forms
tc "Deleting Sales Tax Codes - (Paid)"

xe "Deleting Sales Tax Codes - (Paid)"Deleting Sales Tax Codes - [Paid]
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  When you click the Delete button on the Sales Tax Codes form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete a sales tax code and Financial Accounting will not let you.  This can happen because the sales tax code is being use in subform area of an existing Sales Tax Paid record.  Financial Accounting would display an error message explaining that the sales tax code could not be deleted due to referential integrity.  The only way you could delete that record would be to delete all the associated Sales Tax Paid line items that use that sales tax code.

The Delete button can be password protected so that other users can't delete any of the sales tax codes.  You can assign a password to the delete buttons in the Security form.

tc "Adding Sales Tax Codes - (Paid)"

xe "Adding Sales Tax Detail"Adding Sales Tax Codes - [Paid]
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  The following steps will explain in detail how to add a new Sales Tax Code for Sales Tax you pay when purchasing...

1.
First open the Sales Tax Codes - [Paid] form and then click the New button to clear the form and move your cursor to the Tax ID form.


2.
Enter a Tax ID, which can be up to 15 alphanumeric characters long.  You should try and think of a an easy to use ID for your sales tax code.  If your sales tax was for the City of Evanston then you might want to use something like "EVNST".  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
Next enter a Description for the Sales Tax.  This field is primarily used to describe your Tax ID.  In the example of "EVNST" the description would be something like "City of Evanston Sales Tax".


4.
Enter a Tax Rate, which would be the sales tax rate for the Tax ID.


6.
The GL Account ID field is used to assign an Account ID from the Chart of Accounts form to track the sales tax Paid.  Click the little magnifying glass button next to this field to open the Chart of Accounts form where you can add or edit an Account ID.


tc "Sales Tax Codes - [Paid]"

xe "Sales Tax Detail"Sales Tax Codes - [Paid]

The Sales Tax Codes - [Paid] form is where you enter Sales Tax details for tax you pay on purchases.  Click the New button to add a new sales tax code and then enter a Tax ID number for reference.  Next, enter a description for the Tax ID and a Tax Rate, which will be paid.  Fill in a General Ledger account number, which you can setup in the chart of accounts form.

This form can be used to add or edit records in the sales tax codes form.  To add new sales tax codes, simply click the New button at the bottom of this form.  If you need to edit existing sales tax codes, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new sales tax code, see Adding Sales Tax Codes - [Paid].

The record navigation buttons at the bottom of the form are used to move from one sales tax detail to another.  It also displays how many records are in the sales tax detail form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new sales tax code to be added.  See: Adding Sales Tax Codes - [Paid]
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The Delete button will delete the selected sales tax codes.  See: Deleting Sales Tax Codes - [Paid]
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The Close button will close and save the Sales Tax Codes - [Paid] form.  See: Closing Forms
tc "Deleting Sales Tax Paid"

xe "Deleting Sales Tax Codes"Deleting Sales Tax Paid
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  When you click the Delete button on the Sales Tax Code form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete a sales tax code and Financial Accounting will not let you.  This can happen because the sales tax code is being use in several other areas of the program.  For instance, if you try and delete a sales tax code that was used in a Bill, Financial Accounting will display an error message explaining that the sales tax code could not be deleted due to referential integrity.  The only way you could delete that record would be to delete all the associated transactions that use that sales tax code.

If you selected the Sales Tax ID in the Default Accounts form you would not be able to delete it until another account was selected in it's place.

The Delete button can be password protected so that other users can't delete any of the sales tax code records.  You can assign a password to the delete buttons in the Security form.

tc "Adding Sales Tax Paid"

xe "Adding Sales Tax Paid"Adding Sales Tax Paid
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  This form is where you will set up all the Sales Tax ID's for Sales tax that you 'Pay' upon making a purchase.  The following steps will explain in detail how to add a new Sales Tax Paid...

1.
First open the Sales Tax Paid form and then click the New button to clear the form and move your cursor to the Sales Tax ID field.


2.
Enter a Sales Tax ID, which can be up to 15 alphanumeric characters long.  You should try and think of an easy to use ID for your sales tax code.  If your sales tax was for the city of Chicago then you might want to use something like "CHIC01".  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
Next enter a Description for the Sales Tax.  This will display along side the Sales Tax ID in all the sales tax combo boxes.  This field is primarily used to describe your Sales Tax ID.  In the example of "CHIC01" the description would be something like "Chicago Sales Tax".


4.
The Total Sales Tax field is read only and will display the total sales tax percentage after you enter items in the subform.  This is the sales tax percent that will be charged every time this sales tax code is used in a transaction.


5.
The Apply Tax to Freight check box is used to automatically apply the selected sales tax to the freight field on all sales and purchase transactions.

6.
The Apply Tax to Other check box is used to automatically apply the selected sales tax to the Other field on all sales and purchase transactions.

7.
In the subform you must select an existing Tax ID from the Tax ID combo box.  If you have not set any Tax ID's up yet then click the little yellow folder button to open the Sales Tax Option form.  Click the Edit Tax ID button to open the Sales Tax Codes - [Paid] form where you can add a new Tax ID.


8.
Once you have enter a new Tax ID number and selected it from the Tax ID combo box all the remaining fields should automatically fill in based on the data you entered in the Sales Tax Codes - [Paid] form.  You can edit any of the data in these fields but it is recommended that it be done it the Sales Tax Codes - [Paid] form.


9.
Verify that the Account ID field is setup correctly for the Tax ID.  If not, select the correct account from the combo box.  You can click the little magnifying glass button next to this field to open the Chart of Accounts form where you can add additional accounts.  


10.
You can keep adding additional items to the subform and as you do so you will notice the Total Sales Tax field at the top of the form will display the combined total of the sales tax percentages.


11.
When you are through filling out all of the information about your sales tax paid you can click on the New button to add another sales tax paid or click the Close button to save the sales tax paid and return to the previous open form.

tc "Recurring Transactions Recurring Transactions Recurring Transactions"
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The Recurring Transactions form allows you to enter and save common transactions for later use.  For example, you may want to repeat a transaction previously used for a customer several times.  Using recurring transactions can save time in repetitive data entry tasks.

Use the Transaction Type combo box to change the type of transaction you wish to process.  Then simply select the transactions that you want to process by clicking in the Process check box for each individual transaction you want to process.  You can also click the Select Due button to automatically enter a check mark in the Process field of every transaction that is Due or the Clear All button will automatically remove all check marks in the Process field.  After you have selected all the transactions you want to process click the Process button at the bottom of the form.  If you use a Bar Coder or KANBAN you can automatically select transaction numbers to process by clicking the cursor in the Transaction Number field and use the bar coding device to scan a transaction number, which will automatically select a transaction to be processed.

Specifying a Group in the Group Field allows you to group transactions per Transaction Type.

The Transaction field is an alternative way to select which transactions you wish to process.  For example, you may type in the transaction number you wish to have recur.  This is an alternate way of checking the Process check box that you wish to have recur.

This form can be used to add or edit records in the Recurring Transaction form.  To add new Recurring Transactions simply click the New button at the bottom of this form.  If you need to edit existing records, just click the little yellow folder button next to the transaction you want to edit and the Recurring Transaction Detail form will open displaying the transactions detail.

The record navigation buttons at the bottom of the form are used to move through the different transaction types that can be used.  Clicking on one of the four red buttons will navigate you through the transaction types.  You may also use the Find button to find a specific record.

You can choose the sort order of the form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process button will process all selected transactions.  See: Processing Recurring Transactions
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The New button will open the Recurring Transaction Detail form, which allows a new recurring transaction to be added.  See: Recurring Transaction Detail
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The Select Due button will automatically enter a check mark in the Process field of every transaction that is Due.  
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The Clear All button will automatically remove all check marks in the Process field.
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The History button will show all the Recurring Transactions History.  See: Recurring Transaction History
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The Print button will open the print form, which will display the history of all the processed transactions so they can be printed.  You will have the ability to select some or all of the transactions to be printed.  See: Recurring Transaction Print
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The Close button will close the Recurring Transaction form.  See: Closing Forms
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Financial Accounting can Batch Post some or all Unposted transactions.  This can be a helpful feature if you want to enter a quantity of Invoices without Posting them.  In the Batch Posting form, set the criteria of what you want to Post and Financial Accounting will automatically Post all the selected unposted transactions.  Batch Posting is the same as manually Posting a transaction in the form it was created, except that you are Posting multiple transactions at a time.

Batch Posting transactions
First select what transaction type you want to batch post in the Batch Post combo box.  Then, in the Post Criteria section, choose what transactions you want to post.  You can choose to post All Invoices, By Date, or  By Invoice Number.  If you select All Invoices, all transactions will be posted within that date range. If you select By Date, you will notice the Dates to Post section will allow you to enter a start (From:) and finish (To:) date.  In this scenario, all transactions will be posted within that date range.  You can use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

If you choose to post by By invoice Number, the "Dates to Post" section will change to "Invoices to Post", where you can enter a range of invoices to post.  Next, click the Post button to start posting the transactions.  A small dialog box will appear showing you how many transactions will be posted.  This may take some time depending on how many transactions need to be posted.

After batch posting has been completed, you will receive a message confirming the records were posted.  Some transactions may not get posted for a number of reasons.  These reasons are listed below.


[image: image954.png]



A transaction has a date prior to the date set in the Close Periods up to and Including: field of the Accounting Periods form.  See: Accounting Periods
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There was not enough Inventory in stock to fill an invoice, which would cause a back order.
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There was an out of balance error where the transaction would cause the General Ledger to become out of balance.


Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Post button will start batch posting the selected transactions.
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The History button will open the batch posting history form.  See: Batch Posting History
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The Close button will close and save the batch posting form.  See: Closing Forms
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  Take me to the Help Menu for Invoices.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

Chapter  6: Purchase Order

tc "Purchase Order Overview"Purchase Order Overview

The Purchase Order form is used to Create New Purchase Orders once you have received purchases from your Vendors.  


This form may be used to add, edit or delete records in the Purchase Orders form.  To add new Purchase Orders, simply click on the Create New Purchase Orders topic from the Main Menu topic of Purchase Orders.  See Create New Purchase Orders.  If you need to edit existing Purchase Orders, just click on the Purchase Orders topic from the Main Menu topic of Purchase Orders, Find the record you want to edit and make any necessary changes to the fields for that record.  If the Purchase Order is marked Completed it will be necessary to click the Edit button prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Purchase Receipts. See: Adding Purchase Orders.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Purchase Order form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Purchase Order form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Vendors button will open the Vendors form to the selected vendor.  See: Vendors
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The Schedule button will open the Schedule Activities form, which will allow you to schedule an activity to be displayed in the Day Planner calendar.
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The Notes button opens the Vendor Notes form where you can view any notes about the selected vendor.  See: Vendor Notes. 
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The Preferences button automatically opens the User Preferences form.
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The Message button opens the Message form where you can enter a message for the Purchase Receipt and have it print on the printed invoice.  See: Message.
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The Contact Log button will open the Vendor Contact Log List form where you can add, edit or delete contact logs.  See: Vendor Contact Log List.
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The History button will open the Purchase History form where you can view either the vendor history or purchase transaction history. See: Purchase History
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The Print button will open the Print Purchase Order form where you can adjust settings and print a purchase Order.  See: Print Purchase Orders.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process button will enable you to convert the Purchase Order to a Purchase Receipt. 
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The Duplicate button will create a duplicate of a specific Purchase Order.  See: Duplicating Purchase Orders.
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The New button will clear the form to allow a new Purchase Receipt to be added.  See: Adding Purchase Orders.
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The Delete button will delete the selected Purchase Order.  See: Deleting Purchase Orders.
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The Find button will enable you to Find Purchase Orders.  See: Find.
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The Close button will close and save the Purchase Order form.  See: Closing Forms
Related Topics
Adding_Purchase_Receipts

HYPERLINK \l "Adding_Purchase_Orders" 
Adding Purchase Orders.
Purchase Orders Items Tab
Purchase Orders Expenses Tab
Purchase Receipts
Purchase Receipts Overview
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  The Create New Purchase Order form you see is a search form that provides you with convenient options.

General Overview
First, click on the Purchase Order topic in the Main Menu.  Then click on Create New Purchase Orders.  Now a form appears with the label, "Find the Vendor for this Purchase Order."  This is a search form that you may use to find the Vendor involved in the Purchase Order.  Once you have selected that Vendor, all of the appropriate data from that Vendor will automatically populate the fields of the Purchase Order form for you.  Now you only have to enter the remaining data to complete the Purchase Order form before taking an Action such as Processing it.

When you are Entering a Purchase Order, you may either be Entering a new Purchase Order for a New Vendor, or, Entering a new Purchase Order for an Existing Vendor.  Both situations are described next.

Entering a new Purchase Order with a New Vendor
First, click on the Purchase Order topic in the Main Menu.  Then click on Create New Purchase Order.  Now a form appears with the label, "Find the Vendor for this Purchase Order."  This is a search form that you may use to find the Vendor involved in the Purchase Order.  Since this is a New Vendor, click on the New Vendor button in the lower left hand corner section of the form. You will now be brought to the Vendor form to add this new Vendor.  See: Adding Vendors.  Once you have added the Vendor data in the Vendor form, you will be able to quickly return to Entering your Purchase Order by clicking on the Initiate Transaction button in the Vendor form.  When you click on the Initiate Transaction button, you may select Create New Purchase Order.  

Now, all of the appropriate data from that Vendor will automatically populate the fields of the Purchase Order form for you.  The next step is the entering of the remaining data to complete the Purchase Order form before taking an Action such action Processing it.  See: Adding Purchase Orders.

Entering a new Purchase Order with an Existing Vendor
First, click on the Purchase Order topic in the Main Menu.  Then click on Create New Purchase Orders.  Now a form appears with the label, "Find the Vendor for this Purchase Order."  This is a search form that you may use to find the Vendor involved in the Purchase Order.  See: Find.  Once you have selected your Vendor, all of the appropriate data from that Vendor will automatically populate the fields of the Purchase Order form for you.  The next step is the entering of the remaining data to complete the Purchase Order form before taking an Action such action Processing it.  See: Adding Purchase Orders.
Related Topics

Purchase Orders
Purchase Orders Overview
Adding Purchase Orders
Adding Vendors
Find
tc "Purchase Orders"

xe "Purchase Orders"Purchase Orders

What would you like help with?  Just click on any of the below links to take you to the topic you wish to review.  To get back to the Invoices Help Menu click Back on the toolbar menu, or you can scroll to the bottom of the topic and click the link:  Help Menu for Purchase Orders.  

	
	

	Key Purchase Order topics
Purchase Orders Overview
Purchase Orders Subforms
General Purchase Order topics
How to add, or Create a Purchase Order
How to Print a Purchase Order
How to Search for a Purchase Order
How to Duplicate a Purchase Order
How to Set-up Recurring Purchases
How to Delete a Purchase Order
	Related Purchase Order topics

Purchase Order Messages
Invoicing Purchase Orders
Bills Overview



Purchase Order Items Tab
Purchase Order Expenses Tab
tc "Adding Purchase Orders"
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  The following steps will explain in detail how to add a new Purchase Order.

You may already be in the General tab of the Purchase Orders form with the background vendor data you want present.  If so, go to step number "2."  If you are in the Purchase Orders form and do not have the vendor data you would like present on this form, or, are at the Main Menu, begin with step number "1." below.

1.
If you are in the Purchase Orders form and do not have the vendor data you would like present on this form, click the New button clear the form so you may enter a new record.  You will now be brought to the Create New Purchase Order search form that will be labeled, "Find the Vendor to Enter the Purchase Order."  Click on the next words, Create New Purchase Order for help on how to use the Create New Purchase Order form.  Once you complete the form, you may return to this Adding Purchase Orders help to continue below on step number "2.".  


If you are in the Main Menu, click on Purchase Order, then the topic Create New Purchase Orders.  You will now be brought to the Create New Purchase Order search form that will be labeled, "Find the Vendor to Enter the Purchase Order."  Click on the next words, Create New Purchase Order for help on how to use the Create New Purchase Order form.  Once you complete the form, you may return to this Adding Purchase Order help to continue below on step number "2.".  

2.
You will notice many of the fields on the General tab of the Purchase Order form like Ship From and Ship To will fill in with data based on that Vendor.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the vendor form like Name, Sales Tax ID's, Ship Via, Terms and Currency.   Review and adjust the fields as necessary, pressing the TAB or ENTER key to move your cursor to the each field.  A description of the General tab fields is listed in this Help section after step number "5."

3.
Next, click on the Purchase Order Items Tab of the Purchase Orders form.  Complete the filling in of the Item No, Qty, and other fields and reviewing the other fields to ensure they are appropriate for the particular order.  This form has sub forms that you will need to review/add to as well.  Note that the form automatically draws in the information you have entered previously.  You may click on the following link,  Purchase Order Items Tab, for additional information on the Purchase Order Items tab.

4.
Next, click on the Purchase Order Expenses Tab of the Purchase Orders form.  Complete the filling in/reviewing of the Description, Account ID, Job ID, Tax option and Amount to ensure they are appropriate for the particular order.   Note that the form automatically draws in the information you have entered previously.  You may click on the following link, Purchase Order Expenses Tab, for additional information on the Purchase Order Expenses tab.

5.
Click back to the General tab.  Here are some of the options you now have:



*
You may click on the Process button which will enable you to convert the Purchase Order 




at which time Financial Accounting will update your General Ledger with the data from the




 selected Purchase Orders form.  See Processing Purchase Orders.



*
You may click on the Close button and process later.



*
You may print the Purchase Order.

Related Topics
Purchase Orders
Purchase Orders Overview
Description of General tab in the Purchase Order form
1.
In the Vendor ID field you have the choice of either selecting an existing Vendor ID from the combo box or entering a new Vendor ID in the combo box.  If you choose to enter a new Vendor ID press the 'Enter' key after you type the new Vendor ID and a message will appear asking if you want to enter the new Vendor ID.  If you select 'Yes' the Vendor form will open where you will be able to enter a new vendor.  See: Adding Vendors.  In most cases, however, you will already have selected the Vendor, and therefore the Vendor ID, from the Find form.
2.
The Transaction Type field is used to select the type of transaction.  In this case, make sure Purchase Order is selected.

3.
The Date field will automatically be filled in with today's date.  This can be changed to whatever date the items were ordered from the vendor.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.

4.
The Order Status field is used to select the status of the order.  Your choices are: Open (you have not received any of the Items), Partial (you have received some of the Items), or Complete (you have received all of the items).the type of transaction.  Since we are entering the Purchase Order, you will most likely want to select the Open status.


5.
The Purchase Order Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It can be manually changed on this form as long as it does not duplicate a previous Purchase Order Number.

6.
The Ship From area will display all the details of the selected vendor.  You can click the little magnifying glass button next to this section to open the Purchase Ship From Information form where you can change this location.


7.
The Ship To area will display all your default company information that is entered in the Company Setup form.  You can click the little magnifying glass button next to this section to open the Purchase Ship To Information form where you can change this location.

8.
The Expected date field is used to enter the date you expect to receive the items.  This date will not be filled in automatically unless you tab through it or click on it using the mouse.  Then, today's date will be automatically entered.

9.
The FOB (Free On Board) field is used to enter/review the site from which you usually ship your invoiced products.  In traditional accounting terms, FOB is an acronym for "free on board" and refers to the terms between the buyer and seller regarding the transportation costs and the moment at which the buyer assumes ownership of an item.

10.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They will be automatically filled in based on the selected vendor.  If the selected Vendor has not been setup with default Sales Tax Codes then Financial Accounting will use the values setup in the Default Accounts form under the Purchases Tab.  Most of the time you do not pay sales tax to vendors if you have your own Tax number.  You should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX', which is a tax code automatically setup when you create a new data file in the Sales Tax Codes form.  You can change either of these fields on the fly with any value listed in the combo boxes.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.

11.
The Currency field is used to assign a default currency for each purchase order.  Normally, this will automatically fill in with your default Currency ID setup for the selected vendor in the Vendor form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.

12.
The Invoice Number field is used to track the vendors invoice number if you want.  This gives you another way to search for this transaction at a later date.

13.
The Ship Via field will fill in with the default ship via setup for the selected vendor.  This field is used to assign a shipping method for the purchase order.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the shipping methods.

14.
The Salesperson field will fill in with the default contact name entered for the selected vendor.  You can change this field to any name you want.

15.
The A/P Account will be filled in automatically with the Accounts Payable ID setup in the Default Accounts form.  This is the Account Payable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


16.
The Terms field will fill in with the default terms setup for the selected vendor.  This field is used to enter the payment terms for the purchase order, which details how you pay that vendor for the merchandise.  If the Terms you receive are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the payables and will determine what discounts or interest you may receive.


17.
The Ordered By combo box field can be used to enter the Employee ID of the employee who placed the order.

18.
The Reference field is an extra field you can use to help reference this purchase order.  You can enter any kind of information into this field.

19.
At the bottom of the form the Subtotal field will display the total before sales tax of all the line items entered in the subform.


20.
The Freight field can be used to enter shipping costs for the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Freight field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the freight amount from being charged any sales tax.  This is the default Tax method for Freight.
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1 or Both Sales Tax - This will include the freight amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the freight amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the freight amount and calculate it against only the Tax Code 2 fields percents.


21.
The Other field can be used to enter miscellaneous costs to the transaction.  The combo box field to the right of this field is the Tax field where you can enter one of four different methods of charging sales tax for the Other field.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the other amount from being charged any sales tax.  This is the default Tax method for Other.
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1 or Both Sales Tax - This will include the other amount and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.
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2 or Tax Code 1 Only - This will include the other amount and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the other amount and calculate it against only the Tax Code 2 fields percents.


22.
The Tax 1 and Tax 2 fields will display the calculated sales tax for the Tax Code 1 and Tax Code 2 fields respectively.  You will notice that the selected sales tax percentages are to the left of the Tax 1 and Tax 2 label names so you can visually tell what the sales tax percent is.


23.
The Total field will display the total of the transaction, which you owe the vendor.  This field adds the Subtotal, Freight, Other, Tax 1 and Tax 2 fields together to come up with the total amount.  This is the amount that will be entered to the Accounts Payable account in the General Ledger when you post this transaction.  You will also see this amount in the Payables form for this vendor.

Related Topics
Purchase Order Items Tab
Purchase Order Expenses Tab
Purchase Orders Overview
Purchase Orders
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In the Purchase Order Items Tab, the subforms are used to enter/review all the inventory items, quantities, amounts and so on for each item being purchased.  

In the Upper Section of the form you will be able to view read only background information about the Item you are working on.  The Item No of the Item you are working on will be displayed in Bold in the upper left corner of this section.  The Inventory topics in this Upper Section of the form include In Stock, Committed, and Allocated.   Note that if you click on the little detail box in both the In Stock and On Order (PO), you may connect to the Inventory Warehouse Stock form where you will be able to change the Reorder Point.  In the lower section of the form you will be able to review/enter/edit fields.  

First there will be a description of the fields in the Lower Section of the Form to be followed by a description of the fields in the  Upper Section of the Form.

Below are the descriptions for the fields on this Lower Section of the form.
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the add Item No and a message will appear asking if you want to enter the add Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items.  After you have complete adding inventory items, please come back to this form to continue.


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Cost will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description and Cost.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The little Combo Box Filter button has a picture of a funnel within it.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a huge list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item No's displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Purchase Order Line Item Options form will open where you can do different things to the selected line item.  See: Purchase Order Line Item Options.


5.
The Ordered field is used to enter the number of the selected Item No you have actually ordered.


6.
The Received field is read only and will display how many of the selected items are received--which ought to be zero at this point since you are entering a purchase order.


7.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Cost field will be multiplied by it as well as the Received quantity to give you a different total.   You can also select a different unit measure that you want by clicking on the Units field to enable to combo box feature to appear.  See: Inventory Unit Measure, Adding Inventory Items, Adding Inventory Unit Measures.

8.
The Warehouse ID combo box field will automatically fill in based on the default warehouse setup in the Company Preferences form.  You can also select a different warehouse you want the received inventory item to be entered into by clicking on the field to enable to combo box feature to appear.

9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.

10.
The Disc (Discount) field is where you can enter a discount percentage you received on the selected item.  If a vendor gives you a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Cost field will automatically fill in with the selected Item No's current cost entered in the Inventory Items form.  You can override this cost with a different amount if you need to but if you do, the current cost field in the inventory items form will also be updated.


13.
The Total field will display the Received quantity multiplied by the Cost field.  If you received 5 and the cost was 30.00 each then the total field would display 150.00.

Below are the descriptions for the fields on this Upper Section of the form.
1.
The In Stock field is read only and displays the total quantity in stock.  Every time you sell or purchase this inventory item the In Stock field will change to display the add quantity in stock.
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When you click on the little detail button (the little detail button has the picture of a little magnifying glass in it) the Inventory Warehouse Stock form will appear.   Note that all fields except for the Reorder Point are read only.  See Inventory Warehouse Stock for further details.

2.

The Committed field is read only and displays the total quantity of that inventory item that has been ordered by a customer, but not yet invoiced/shipped.  Every time you create an order for the inventory item, the Committed field will change to display the quantity that's committed.  Committed means ordered by a customer, but yet still in stock.  Once the Order is converted to an Invoice and posted the Committed field will change to show the new quantity committed.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  Also See:  Committed Inventory Rules.
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When you click on the little detail button (the little detail button has the picture of a little magnifying glass in it) the Committed Items Form appears.  In it are two tabs: Open Orders and Unposted Invoices.   The Open Orders Tab provides the following read-only information: the Warehouse, Order Number, Order Date, Ordered By, Ship Date and Quantity.  The Unposted Invoices Tab provides the following read-only information: the Warehouse, Invoice Number, Order Date, Ordered By, Ship Date and Quantity.   Note in the upper left hand corner of the Committed Items form is a check box with the name of the Warehouse listed, and, that in the lower right hand corner is the Total.

3.
The Allocated field is read only and displays the total quantity of that inventory item that has been allocated for a customer, but not yet invoiced/shipped.  This field is able to be adjusted in the Order form.  See: Adding Orders.
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When you click on the little detail button (the little detail button has the picture of a little magnifying glass in it) the Committed Items Form appears.  In it are two tabs: Open Orders and Unposted Invoices.   The Open Orders Tab provides the following read-only information: the Warehouse, Order Number, Order Date, Ordered By, Ship Date and Quantity.  The Unposted Invoices Tab provides the following read-only information: the Warehouse, Invoice Number, Order Date, Ordered By, Ship Date and Quantity.   Note in the upper left hand corner of the Committed Items form is a check box with the name of the Warehouse listed, and, that in the lower right hand corner is the Total.

4.
The Available field is read only and displays the total quantity of that inventory item that has been made available for a customer, but not yet invoiced/shipped.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.



[image: image994.png]



When you click on the little detail button (the little detail button has the picture of a little magnifying glass in it) the Committed Items Form appears.  In it are two tabs: Open Orders and Unposted Invoices.   The Open Orders Tab provides the following read-only information: the Warehouse, Order Number, Order Date, Ordered By, Ship Date and Quantity.  The Unposted Invoices Tab provides the following read-only information: the Warehouse, Invoice Number, Order Date, Ordered By, Ship Date and Quantity.   Note in the upper left hand corner of the Committed Items form is a check box with the name of the Warehouse listed, and, that in the lower right hand corner is the Total.

5.
The Back Order field is read only and displays the total quantity on back order.  Every time a Back Order is created for the selected inventory item the Back Order field will change to display the add quantity on back order.
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When you click on the little detail button (the little detail button has the picture of a little magnifying glass in it) the Open Back Orders form will appear.  The Open Orders form provides the following read-only information: the Warehouse, Order Number, Order Date, Ordered By, Ship Date and Quantity.   Note in the upper left hand corner of the Committed Items form is a check box with the name of the Warehouse listed, and, that in the lower right hand corner is the Total.

6.
The On Order (PO) field is read only and displays the total quantity on order.  Every time you create a purchase order for this inventory item the On Order field will change to display the add quantity on order.
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When you click on the little detail button (the little detail button has the picture of a little magnifying glass in it) the Inventory Warehouse Stock form will appear.   Note that all fields except for the Reorder Point are read only.  See Inventory Warehouse Stock for further details.

7.
The Units, Weight and Volume fields will be read only, and, also automatically fill in based on the value setup in the Unit Measure form you selected in the lower half of this form.  You will also notice that at the top of the subform directly above both of these fields will be a running total, in red, of both the weight and volume.   This information will be printed on the invoice.

Related Topics
Adding Purchase Orders
Purchase Orders Overview
Purchase Orders
Purchase Order Expense Tab
tc "Purchase Order Expenses Tab"

xe "Purchase Order Expenses Tab"Purchase Order Expenses Tab

The Purchase Order Expresses Tab is used to enter/review information for Non-Inventory related transactions such as the purchasing of 100 computers for your company.

1.
The Description field will automatically be filled in with the selected Account ID's description.  Note that you may override the description.

2.
The Account ID field will automatically be filled in with the General Ledger Account ID you assigned to the account during set up.  See: Account ID Naming Conventions.  The Account ID field also has a combo box that you may then click on that will bring up the list of Accounts so that you may change the Account as appropriate.  

3.
The Job ID field can be used to assign a Job ID to track the purchases for a job.  The Job ID field also has a combo box that you may then click on that will bring up the list of Job IDs so that you may change the Account as appropriate.  

4.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.



[image: image998.png]



1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.

5.
The Amount field is where you enter the amount you wish to pay.  

Related Topics
Purchase Orders Overview
Purchase Orders
Adding Purchase Orders
Purchase Order Items Tab
tc "Invoicing Purchase Orders"

xe "Invoicing Vendor Purchase Orders"Invoicing Purchase Orders
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  When you click the Process button, a message box will appear asking if you want to convert the Purchase Order to a Purchase Receipt.   If you choose 'Yes' a new Purchase Receipt will be created with all the same data as the Purchase Order and a message will appear informing you when the process is complete.  The message box will also display the new Purchase Receipt number and ask if you want to view the new Purchase Receipt.  Click 'Yes' to close the current vendor purchase order and open the new Purchase Receipt or 'No' to remain on the current purchase order.

Once the new Purchase Receipt has been created the original Purchase Order will be stamped Completed and you will not be able to alter the information for that Purchase Order.  This prevents it from inadvertently being changed after it has been invoiced.  You will still be able to select most of the fields in the purchase order form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.
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  Take me to the Help Menu for Purchase Receipts.
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  Take me to the Help Menu for Purchase Orders.

tc "Purchase Order Message"

xe "Adding an Inventory Transfer"

xe "Vendor Purchase Order Message"Purchase Order Message

In the Purchase Order form you can have a custom message appear on the printed Purchase Order.  This is a good way to enter a specific message about the selected Purchase Order like 'Thank You for your order' or 'Call us again soon!'.  There will be one of two slightly different buttons displayed on the Purchase Order form depending if a message exists or not.
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  This button will appear if there are no messages entered for the selected Purchase Order.  Clicking this button will open the Purchase Order Message form, which will allow you to enter a message for the selected Purchase Order.  When you are done entering a message, click on the Close button to return to the Purchase Order form.
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  If this button is showing in place of the normal message button then it means there are existing messages for the current Purchase Order.  Clicking this button will open the Purchase Order Message form displaying the previously entered message for the selected Purchase Order.  When you are done editing or viewing that message, click on the Close button to return to the Purchase Order form.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

tc "Purchase Order List"

xe "Purchase Order List"Purchase Order List

The Purchase Order List form will open when you create a new Bill and select a Vendor ID that has open purchase orders.  From this list you will be able to select any of the open purchase order line items to automatically fill in the subform area of the invoice.  If you select a purchase order by clicking the little check box next to that purchase order the original purchase order will be stamped 'Complete' just like if you had converted it to an Invoice from that form.
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  Take me to the Help Menu for Received Inventory.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

tc "Processing Purchase Orders"

xe "Converting Purchase Orders"Processing Purchase Orders
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  When you click the Process button, the Convert Transaction form will open. You will be asked if you wish to convert the selected  Purchase Order to a Purchase Receipt.  If you select, "Yes," to convert to a new Purchase Receipt it will be created with all the same data as the Purchase Order and a message will appear informing you when the process is complete.  The message box will also display the new Purchase Receipt number and ask if you want to view the new Purchase Receipt.  Click 'Yes' to close the current Purchase Order and open the transaction, or, 'No' to remain on the current Purchase Order.

If you have created a Back Order from the Create a Back Order or Purchase Order form, you will need to convert the Back Order to an invoice the same way you would do a Purchase Order as mentioned above.  A Back Order simply flag's, or shows, that the a purchase order was created due to not having enough of a particular item in stock to ship the ordered quantity in the Bill.  
Once the new Purchase Receipt has been created the original Purchase Order will be stamped Completed and you will not be able to alter the information for that Purchase Order.  This prevents it from inadvertently being changed after it has been converted.  You will still be able to select most of the fields in the Purchase Order form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the fields to do things like sort or zoom that field.
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  Take me to the Help Menu for Purchase Orders.

Related Topics
Adding Purchase Orders
Purchase Order Overview
tc "Duplicating Purchase Orders"

xe "Duplicating Vendor Purchase Orders"Duplicating Purchase Orders
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  You can quickly duplicate any selected Purchase Order by clicking on the Duplicate button at the bottom of the Purchase Order form.  This is a great feature if you need to constantly enter Purchase Orders that are the same or similar to other Purchase Orders.  When you click the Duplicate button on a selected Purchase Order a message box will open asking if you want to duplicate the selected transaction.  If you choose to duplicate it a new Purchase Order will be created based on the current Purchase Order selected.  After the new Purchase Order has successfully been duplicated another message box will appear displaying the new Purchase Order Number assigned to it.  You will then be asked if you want to view the new Purchase Order.  If you choose 'Yes' you will be moved to the new transaction.

Everything in the new Purchase Order will be duplicated except for the Date field, which will be entered with today's date and the Purchase Order Number field, which will be incremented with the next Purchase Order Number from the Starting Numbers form.
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  Take me to the Help Menu for Purchase Orders Overview.
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  Take me to the Help Menu for Purchase Orders.
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  Take me to the Help Menu for Adding Purchase Orders.

tc "Print Purchase Orders"

xe "Print Vendor Purchase Orders"Print Purchase Orders
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  When you click the Print button on the Purchase Order form the Print Purchase Order form opens.  You can set the different print options, which will affect the way the Purchase Order will be printed.  The print options can be setup a default way in the User Preferences form so that the same print options are selected every time you print.

Select a Report to Print

Each report changes the information that is printed. Highlight the report you would like to print. Click the Up and Down Arrows, when highlighted on a specific report, to change its position in the list.

With the Advanced Reports (Add-On Module), you will have a Default Reports tab for Financial Accounting default reports and Custom Reports Tab for custom reports. 
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Click the Print Preview check box to preview what the transaction will look like before you send it to the printer.
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The Number of copies to print will print however many copies you enter in this field.
 

Print Select
Here you will select if you want to print the current purchase order, or a single purchase order or batch print by purchase order number range, or date range.
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Current Transaction - This will print the current Purchase Order that is open when you pressed the print button from.
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Single Transaction - By selecting Single Order you will be able to select from the pull down menu labeled Transaction Number the particular, or single, Purchase Order that you are interested in printing.


[image: image1022.png]



Transaction Number Range - By selecting Transaction Number Range you will be able to select a range of Purchase Orders, by number, that you would like to print.
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Date Range - By selecting Date Range you will be able to select a range of Purchase Orders, by Date, that you would like to print.  When the Date Range is selected the Transaction Number combo box will dynamically change to Date Range and will allow you to select a pre-defined date range from the combo box.  Of course, you can manually enter any date range you wish. 


Batch Print Criteria
If you are just printing the default Current Transaction, all the Batch Print Criteria will be grayed out and unavailable.  However when you select any of the other options in the Print Select section, it is here in the Batch Print Criteria area that you enter, or select, the specific criteria that you wish to print.
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Transaction Number - When you select Single Transaction, the Transaction Number area will be available for you to select from the pull down menu the particular, or single, purchase order you wish to print. 


[image: image1025.png]



From - To - When selecting either the Transaction Number Range or Date Range you will be able to select starting and ending criteria based on which option you have selected.

System Print Options
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Print Company Header Information - This will print your company information at the top left corner of every Purchase Order.  This is the same information that is entered in the Company Setup form.
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Print Charge Card Information - This will print the customer's credit card information at the bottom of the invoice.
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Print Background Colors - This will print a gray shaded background color in the Ship From and Ship To area of the Purchase Order.  You will need a good laser printer to make the shaded background look good.

Action and Form Buttons
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Click the Arrow Up and Arrow Down buttons to change the sort order of the reports displayed.
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Click the Print button at the bottom of the form to print or preview the Invoice.
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Report Settings - This will bring up the Report Transaction Settings form allowing you to remove reports from being displayed and change the order in which they display.

Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)
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Email Report - This will bring up the Email Report form where you can email the report.
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Create Report - This will bring you into a New Report Wizardwhere you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab.
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Customize Report - This will retreive the highlighted report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab.

[image: image1035.png]


  Take me to the Help Menu for Purchase Orders.

tc "Searching Purchase Orders"

xe "Searching Vendor Purchase Orders"Searching Purchase Orders
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.

[image: image1038.png]



The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Purchase Orders"

xe "Deleting Purchase Orders"Deleting Purchase Orders
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  When you click the Delete button on the Purchase Order form, you will get a message warning you that you are about to delete the selected Record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Purchase Order again.

There may be times when you try and delete a Purchase Order and Financial Accounting will not let you.  This can happen because the Purchase Order is being use in several other areas of the program.  For instance, if you try and delete a Purchase Order that has several Payables against it, Financial Accounting will display an error message explaining that the Purchase Order could not be deleted due to referential integrity.  The only way you could delete that Purchase Order would be to delete all the associated Payables first.

The Delete button can be password protected so that other users can't delete any of the Purchase Orders.  You can assign a password to the delete buttons in the Security form.

Deleting a Line Item
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  The little Folder button in the subform next to every Item No will open the Purchase Line Item Options form where you can choose to delete the selected line item.  When this form opens click the delete button to delete the line item.
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  Take me to the Help Menu for Purchase Orders Overview.
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  Take me to the Help Menu for Purchase Orders.
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  Take me to the Help Menu for Adding Purchase Orders.
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  Take me to the Help Menu for Bills.

tc "View/Edit Purchase Orders"

xe "Maintain Purchase Orders"View/Edit Purchase Orders
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  The View/Edit Purchase Orders form you see is a search form that provides you with convenient options.  You have two methods by which to bring up existing vendor information to enter a new Purchase Order.

Method One
Type in the first few letters or numbers in any of the fields in the General or Advanced tabs then click on the Ok button.  Financial Accounting will bring up the Purchase Order form with the closest match to the inputs you have provided.    The Purchase Order form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.  A common help topic is Adding Purchase Orders.

Method Two
Locate the fields that have a combo box (an upside down arrow head in a box):

If you select the Vendor ID field,  click on the arrow, locate and click your vendor in the mini-form that pops up, then click on the OK button in the upper right hand corner of the Create New Purchase Orders form.  Financial Accounting will bring up the Purchase Orders form with the closest match to the inputs you have provided.  The Purchase Orders form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.   A common help topic is Adding Purchase Orders.

If you select Transaction Type, Date to Search or Date Range, click on the arrow, locate your vendor in the bottom half of the form, and, double click on your vendor.  Financial Accounting will bring up the Purchase Orders form with the closest match to the inputs you have provided.  The Purchase Orders form will now appear, conveniently providing all of the vendor information from past purchases. If you would like Help from this form, press the F1 key for further assistance.   A common help topic is Adding Purchase Orders.

Note that in either method the Exact Search check box under the cancel button forces the search to find exactly what you type anywhere in the search form.  Otherwise, the search form is set for a wildcard search, meaning it will search the vendor form for the characters you type in no matter where they are in the field.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for vendors.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  See Search Conditions for further descriptions and examples of all the different search conditions available.

Related Topics
See Purchase Orders Overview.

See Purchase Orders.

See Adding Purchase Orders.

tc "Searching Purchase Receipts"

xe "Searching Purchase Receipts"Searching Purchase Receipts
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Posting Purchase Receipts"

xe "Posting Purchase Receipts"Posting Purchase Receipts
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Purchase Receipts form.  This will create a Payable for this transaction.  Once the Purchase Receipt is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the Purchase Receipts form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You may click the Recap button to display a preview form of what will be entered in your General Ledger when you post the customer payment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a Purchase Receivable due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the Purchase Receivables form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

Related Topics
Purchase Receipts
Purchase Receipts Overview
Adding Purchase Receipts
Payables
Chapter  7: Banking

tc "Bank Account List"

xe "Bank Account List"Bank Account List

The Bank Account List form is used to view your Checking and Cash accounts along with their Account ID, Currency ID and current balances.  The bank accounts can also be viewed from the Chart of Accounts form but this form provides a much easier way of grouping and viewing those accounts.  You can select an Account by clicking once on it to highlight it.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Account Information button will open the Bank Account Information form and display the selected account information.  See: Bank Account Information
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The Register button will open the Bank Account Register form where you can view all the activity for the selected bank account.  A quick way to open the Register is to double-click on the bank account you wish to display the register for.  See: Bank Account Register
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the bank account list form.  See: Closing Forms
tc "Adding Bank Accounts"

xe "Adding Bank Accounts"Adding Bank Accounts
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  The following steps will explain in detail how to add a new Bank Account.

1.
To add a new Bank Account open the Bank Account List form from the Main Menu.   


2.
Click on the New button to open the Create Bank Account form.


3.
The Create Bank Account form will display three types of bank accounts you can create, checking, savings or cash.


4.
Select one of the Bank Account buttons and you will be brought to the Chart Of Accounts Edit form.


5.
The Account Type field will be filled in with "Asset" and the Header Type field will be filled in with the type of bank account you selected Checking, Savings or Cash.


6.
You must assign a unique Account ID, which can be 20 alphanumeric characters in length.  There are many different naming conventions to choose from when creating your ID's.  Some companies start each account type with the same number, then a dash and then a unique number for the account itself like 1-2100.  


7.
Then enter a Description of the Bank Account.  


8.
You can also edit the Header Type, Sign and Level fields, which are explained more in the Chart Of Accounts Edit form. 

9.
Enter the Currency ID you wish to use for this account.  This field will automatically fill in with the default Currency ID setup in the Company Preferences form.


9.
After you Close the Chart of Accounts Edit form you can then open the Bank Account List form again if it is not already open.  Then select the add Bank Account you created by clicking once on the account name and at the bottom of the form click the Account Information button.  This will open the Bank Account Information form where you can enter all of the specific information for the add bank account.


10.
The other way you could enter a Bank Account would be to do so through the Chart of Accounts form by clicking on the New button, which would run the Chart of Accounts Setup Wizard.  This wizard will enable you to create either a new Bank Account or a new Chart Of Account.

tc "Create Bank Account"

xe "Create Bank Account"Create Bank Account

The Create Bank Account form displays three types of bank accounts you can create, checking, savings or cash.  You can open this form from the Bank Account List or Bank Account Information form by clicking the New button.  Just click on the button of the bank account you wish to create.  The Chart of Accounts Edit form will then open, which will allow you to enter all the details of the bank account.

tc "Bank Account Information"

xe "Bank Account Information"Bank Account Information

The Bank Account Information form is where you can fill in all your account details for your checking, savings or cash account types.  At the top of the form there are fields that describe the Account ID and Description.  In the rest of the form you can enter any details about the selected bank account like the account number, address, contact, phone numbers and so on.

You will notice that you cannot edit anything in the Chart of Accounts Information section.  This includes the Account Type, Account ID, Currency ID and Current Balance.  The reason they cannot be changed after you create the account is because it could cause a series of problems with the integrity of the database.  Once transactions have been entered into your banking accounts or any chart of accounts you will not be able to delete or modify that Account ID.  It is very important to make sure you have setup all your accounts properly before you enter a lot of data into those accounts.

In the Misc Information area you can also enter your current interest rate if it applies and also the next check number for checking accounts.

The Next Check Number is an important field for any checking accounts because it is used to automatically fill in your next check number in different forms like the Write Checks and Payables forms.  Every time the check number is used it will automatically be incremented by one in this form.  If you ever need to adjust or change the next starting check number it can be done in this form or in the Starting Numbers form.  Note that the Next Check Number field is only enabled for checking accounts.  If a Savings and Cash account is selected you will not be able to enter any data in the next check number field.

Click the New button on this form to open the Create Bank Account form where you can add additional bank accounts into the Bank Account List form.

Related Topics
Write Checks
Withdrawals
Deposits
tc "Bank Account Register"

xe "Bank Account Register"Bank Account Register

Any account that you create that is identified as a Checking, Savings or Cash account will have an Account Register linked to it.  This Register will reflect activity that has transpired throughout the program using this account.  

At the bottom of the Register, you will see an Account ID drop down box that displays the selected Account.  You can select a different bank account from this list and the account register will adjust to display the register for that account.  A Sort By field also enables you to sort by Date, Num or Payee.  There is also a Balance field that shows the current balance for the selected bank account.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Account Info button will open the Bank Account Information form where you can edit the bank account details.  See: Bank Account Information
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There may be a Print button only if a Checking Account Register is open.  Clicking this button will open up the Prints Checks form where you can select a specific check that is listed in the Register and print it.  If you have selected print preview, you will be able to review the check before you print it.  See: Print Checks.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image1061.png]



The Find button will enable you to Find bank accounts.  See:  Find.
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The Close button will close and save the bank account list form.  See: Closing Forms
tc "Searching Bank Account Registers"

xe "Searching Bank Account Registers"Finding Bank Account Registers
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Bank Reconciliation"

xe "Bank Reconciliation"Bank Reconciliation

Financial Accounting reconciles your bank or credit card account against your monthly statement.  Bank Reconciliation is usually done once per month when you receive your printed monthly statement from your bank or financial institution.  You will be able to review a list of payments and deposits from your bank or credit card accounts and clear the transactions that appear on the statement.  The cleared information will be referenced inside the bank or credit card account.

To reconcile your bank account is simple.  (Note: The first time you reconcile a bank or credit card account you will need to manually enter the Opening balance for that bank account.)  First, enter the date of the statement from your bank.  Next, enter your ending balance printed on your statement.  Then, mark the box to the left of each transaction that appears on your monthly statement from the bank or credit card company.  To speed up the process you may select the Select All button, or the Clear All button.  Once you have completed selecting the transactions that need to be cleared click the Done button.  The account is now reconciled.  You will see that the ending balance now moves up and becomes your opening balance for the next bank reconciliation.  The next time you reconcile, you will only need to verify the opening balance and then enter the ending balance of the new statement.

Often times interest and service charges are only found on the monthly statement.  To add interest or subtract service charges from the particular account, you need to use the Deposits form and Withdrawals forms respectively.  

You can choose the sort order of the bank reconciliation form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Done button will complete the Bank Reconciliation and commit all selected transactions as cleared.
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The Clear All button will automatically clear all the listed transactions for the selected account.  If the majority of the transactions will be cleared you may want to click the Clear All button to clear everything and then go back and unclear the few that have not cleared yet.
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The Select All button will automatically select all the listed transactions for the selected account.  
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The Print button will open the Bank Reconciliation report which will allow you to review and print.
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The Close button will close and save the bank reconciliation form.  See: Closing Forms
tc "Write Checks"

xe "Write Checks"Write Checks

In the Write Checks form you can issue a check from one of your bank accounts.  This form is setup to resemble an actual check and is rather easy to fill out.  The write checks form is not to be used to pay Bills, Vendor Bills or anything to do with the payables area of the program.  These items get paid through the Payables form.  A check can be issued from one of your bank accounts through the Payables section of the program.  When you create Payables you will be able to view and print the checks that were created from the Payables form in the Write Checks form.  If you need to issue a check directly for something other than a payable, you should use this form.  An example would be writing a check for a miscellaneous expense item like packing materials, office supplies and so on or any other expense that has nothing to do with your vendors or payables.

You could of course use the Write Check to enter any write check transactions.  Many people find the Write Check to be hard to understand so this form was created to make it easier to use.  It also takes it a step further by providing you with a detailed register of the entered transactions in the Bank Account List form.  This provides you with a much easier and more graphical way of viewing the history of your account.

This form can be used to add or edit records in the write checks form.  To add new write checks, simply click the New button at the bottom of this form.  If you need to edit existing write checks, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new write checks, see Adding Write Checks.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the write checks form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find button to find a specific record.

You can choose the sort order of the write checks form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The Account Info button will open the Bank Account Information form and display the selected Bank Account information.  See: Bank Account Information
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The Print button will open the Print Checks form where you can choose the style and type of check format you wish to print.  See: Print Checks
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Write Checks or Unposting Write Checks
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The New button will clear the form to allow a new write check to be added.  See: Adding Write Checks
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The Delete button will delete the selected write checks.  See: Deleting Write Checks
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The Find button will enable you to Find write checks.  See: Find.
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The Close button will close and save the write check form.  See: Closing Forms
tc "Adding Write Checks"

xe "Adding an Inventory Transfer"

xe "Adding Write Checks"Adding Write Checks
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  The following steps will explain in detail how to add a new Write Check.

1.
From the Main Menu, click on Banking, then Write Checks.  This will bring you to the Find Write Checks search form.  Next, click on the New Write Check button in the lower left hand corner of the Find Write Check form.   This will bring you to the Write Checks form.  The cursor will be flashing at the top of the form in the Bank Account field.

2.
The Bank Account field is where you select which account you want to issue a check out of.  This combo box will only display Checking Accounts, which must be setup in advance by Adding a checking account to the Bank Account List form.  Select the checking account you wish to use from the Bank Account combo box and the next consecutive available check number for this checking account will fill in provided it was setup in the Bank Account Information form.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Balance field is where you will see the Ending Balance of the checking account you have selected.  This field is read only and cannot be changed.


4.
The Currency field is used to assign a default currency for each check.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.  You will notice that if you use a different currency than your default, that the Amount and Total fields will display a green background.


5.
The Checkbook ID will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It cannot be changed on this form but you can change the numbering sequence in the Starting Numbers form.


6.
The Bank Name field will display the name of the bank based on the entry in the Bank Account combo box.  This field is read only and used to make it easy to tell the name of the selected bank instead of trying to figure it out from the Account ID.


7.
In the Date field enter the date of the check you are entering.  The date will automatically default to todays date.  You can use the little calendar button to graphically enter the date using a miniature calendar or you can manually type one.


8.
The Check Number field will automatically display the word "Check" when you add a new record.  You can manually enter the next check number you want to use for the selected Bank Account or click the little plus button next to the check number field to automatically fill in the next check number.  You must initially setup the next check number to be used in the Bank Account Information form using the Next Check Number field.  You can manually change this check number if necessary.


9.
In the Pay to the Order of field you will enter the payee of this check.  If you click on the combo box down arrow button you can review a list of all the contacts entered in the program.  If you do not see the one you need, you can manually enter the Payee.


10.
Next enter the amount that you wish to write the check for.  It will automatically fill in the written amount in the line below.


11.
In the Memo field you can enter any references or notes that you want displayed when you are issuing this check.  (You do have the option to deselect the memo field from printing on a check.) 

12.
The Vendor ID field can be used to reference a Vendor with the check.

Subform Detail
The Subform is used to assign all related expense accounts for the check you are writing.

1.
In the Account ID field you can select an Account ID that will indicate what type of expense this is for your company.  If you click on the down arrow button you can review the various accounts setup in your Chart of Accounts.


2.
Whatever Account ID you select, the description field will automatically fill in with description of the selected Account ID.  You can add to it or change it if necessary.

3.
The Name field can be used to reference a Customer or Vendor ID.  If the selected Account ID is an "Accounts Receivable" header type then you must enter a Customer ID in the Name field.  If the selected Account ID is an "Accounts Payable" header type then you must enter a Vendor ID in the Name field.


4.
If you need to connect this expense with a particular Job, you can enter a Job ID in the Job ID field that you have previously created in the Jobs form.


5.
Whatever amount you have entered to pay in the amount field of the check, will be filled in the Amount field of the selected line in the subform.  You can change this amount if you will be splitting up the check over several lines in the subform.  For every add line you add to the subform, Financial Accounting will keep automatically entering the rest of the unapplied amount.


6.
The Total field at the bottom of the form will reflect the grand total you are writing the check for.


7.
The final step is to Post the Check you have created to update your General Ledger.  You must post the write check entry before you can print the check.  Once you have posted this check you can click on the Print button to print the check.


8.
Click the Recap button to display a preview form of what will be entered in your General Ledger when you post the write check.  The Recap button is the small little button next to the Total field at the bottom of the form.


9.
When you are through filling out all of the information about your write check, you can click on the New button to add another write check or click the Close button to save the write check and return you to the previous open form.

tc "Posting Write Checks"

xe "Posting Write Checks"Posting Write Checks
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Write Checks form.  Once the write check transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the write checks form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the write check.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a write check transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.
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The write check is out of balance for some reason.  You must make sure you enter an offset to the amount of the check in the subform area of the write checks form.  The total field at the bottom of the form should be the same as the amount of the check.
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The selected Write Check has been Void.  You must click the Void check box to remove a voided check.

You will also notice that once you have posted the write check form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Unposting Write Checks"

xe "Unposting Write Checks"Unposting Write Checks
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Write Check transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected write checks transaction.  This provides you with a way of making a correction on the posted write check form at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the write check.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain write check transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted write check.  This could be a Posted Bank Reconciliation transaction that has cleared the selected write check.
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The selected Write Check has been Void.  You must click the Void check box to remove a voided check.

You will also notice that once you have unposted the write checks form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Searching Write Checks"

xe "Searching Write Checks"Searching Write Checks
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Print Checks"

xe "Print Checks"Print Checks

In the Print Checks form you can print one or more checks from a specific bank account.  You have the ability to choose from several different check formats as well as what information you wish to print on the checks.  You can print checks through the Payables, Write Checks, Bank Account Register and Report Menu forms.  The information below will describe how to select a specific check style, how to print a check from this form and describes each of the fields.

1.
There will be a list of system generated check reports displayed.  Highlight on the check style you wish to print.  Use the Up and Down Arrow buttons to move the most commonly used check to the first position, saving you time in the future.

2.
The Bank Account field will normally fill in with the selected checking account.  This field will only list checking accounts that have been previously created in the Bank Account List form.  You can select any bank account you wish.


3.
The Bank Name field is read only and will display the name of the bank based on the selected Bank Account field. 


4.
The Check Numbers fields are used to enter the check number range you want to print.  Normally these fields will  be filled in with the last check number created in both fields.  You can use either of the two combo boxes to select a range of checks like 1400 to 1425, which would print all the check between those numbers.

5.
The Print Preview option will allow you to preview the check before it is actually printed.  You may want to use this option to preview what the printed check will look like based on all the options selected.

6.
The Print Vendors Name option will print the vendors information on the check.


7.
The Print Check Number option allows you to print the check numbers on the check.  Deselect this option to prevent check numbers from being printed out if you have preprinted check numbers.

8.
The Print Company Name option will print your company's information at the top left portion of the check.


9.
The Print Memo Field option will print any memos entered at the bottom of the checks.


Action Buttons

[image: image1095.png]



Click the Print button to print or preview the check.

Advanced Reports Buttons
These buttons are enabled when you activate the Advanced Reports (Add-On Module)
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Email Report - This will bring up the Email Report form where you can email the report.
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New button - This will bring you into a blank Advanced Report where you can create a new report.  Once saved, this new report will be displayed in the Custom Reports Tab.
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Customize Report - This will retreive the highlight report so that you can make custom changes.  Once saved, this report will display in the Custom Reports Tab.
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Report Settings - This will bring up the Report Transaction Settings form allowing you to remove reports from being displayed and changing the order in which they display.

tc "Deleting Write Checks"

xe "Deleting Write Checks"Deleting Write Checks
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  When you click the Delete button on the Write Checks form, you will get a message warning you that you are about to delete the selected write check.  You have the option at this point to cancel or go ahead and delete the selected write check.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

There may be times when you try and delete a write check and Financial Accounting will not let you.  This can happen because the write check is being use in several other areas of the program.  For instance, if you try and delete a write check that was cleared in a Bank Reconciliation transaction, Financial Accounting will display an error message explaining that the write check could not be deleted due to referential integrity.  The only way you could delete that write check would be to delete all the associated Bank Reconciliation's first.

The write checks Delete button can be password protected so that other users can't delete any of the write check records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted write check.  The Write Check must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is next to every line item in the subform form.  To delete a line item from the subform click the little delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

tc "Withdrawals"

xe "Make Withdrawals"Withdrawals

In the Withdrawals form you can issue a withdrawal from one of your bank accounts.  This form is setup to resemble an actual check and is rather easy to fill out.  The Withdrawals form is not to be used to pay Bills, Vendor Bills or anything to do with the Payables area of the program.  These items get paid through the Payables form.  A payment can be issued from one of your bank accounts through the Payables section of the program.  If you need to make a withdrawal that does not require writing a check then you should use this form.  An example would be making a cash withdrawal for a miscellaneous expense item like packing materials, office supplies and so on or any other expense that has nothing to do with your vendors or payables.

You could of course use the General Journal to enter any withdrawal transactions.  Many people find the General Journal to be hard to understand so this form was created to make it easier to use.  It also takes it a step further by providing you with a detailed register of the entered transactions in the Bank Account List form.  This provides you with a much easier and more graphical way of viewing the history of your account.

This form can be used to add or edit records in the Withdrawals form.  To add new Withdrawals, simply click the New button at the bottom of this form.  If you need to edit existing Withdrawals, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Withdrawals, see Adding Withdrawals.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Withdrawals form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find  button to find a specific record.

You can choose the sort order of the Withdrawals form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The Account Info button will open the Bank Account Information form and display the selected Bank Account information.  See: Bank Account Information
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Withdrawals or Unposting Withdrawals
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The New button will clear the form to allow a new withdrawal to be added.  See: Adding Withdrawals
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The Delete button will delete the selected Withdrawals.  See: Deleting Withdrawals
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The Find button will enable you to Find Withdrawals.  See: Find.
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The Close button will close and save the Withdrawals form.  See: Closing Forms
tc "Adding Withdrawals"

xe "Adding Make Withdrawals"Adding Withdrawals
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  The following steps will explain in detail how to add a new Withdrawal.

1.
From the Main Menu, click on Banking, then Withdrawals.  This will bring you to the Find Withdrawals search form.  Next, click on the New Withdrawal button in the lower left hand corner of the Find Withdrawal form.   This will bring you to the Withdrawals form.  The cursor will be flashing at the top of the form in the Bank Account field.

2.
The Bank Account field is where you select which account you want to use for the withdrawal.  This combo box will display all your bank accounts, which must be setup in advance by Adding a bank account to the Bank Account List form.  Select the bank account you wish to use from the Bank Account combo box.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Balance field is where you will see the Ending Balance of the bank account you have selected.  This field is read only and cannot be changed.


4.
The Currency field is used to assign a default currency for each withdrawal.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.  You will notice that if you use a different currency than your default, that the Amount and Total fields will display a green background.


5.
The Checkbook ID will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It cannot be changed on this form but you can change the numbering sequence in the Starting Numbers form.


6.
The Bank Name field will display the name of the bank based on the entry in the Bank Account combo box.  This field is read only and used to make it easy to tell the name of the selected bank instead of trying to figure it out from the Account ID.


7.
In the Date field enter the date of the withdrawal you are entering.  The date will automatically default to todays date.  You can use the little calendar button to graphically enter the date using a miniature calendar or you can manually type one. 


8.
The Pay to the Order of field will automatically fill in Withdrawal.  You can manually override the entry and enter a different Payee.  You may also click on the combo box in that field for other choices.


9.
Next enter the Amount that you wish to make the withdrawal for.  It will automatically fill in the written amount in the line below.


10.
In the Memo field you can enter any references or notes that pertain to this withdrawal.

10.
In the Vendor ID field you can click on the combo box to select the Vendor ID.

Subform Detail
The Subform is used to assign all related expense accounts for the withdrawal you are entering.

1.
In the Account ID field you can select an Account ID that will indicate what type of expense this is for your company.  If you click on the down arrow button you can review the various accounts setup in your Chart of Accounts.


2.
Whatever Account ID you select, the Description field will automatically fill in with description of the selected Account ID.  You can add to it or change it if necessary.


3.
The Name field can be used to reference a Customer or Vendor ID.  If the selected Account ID is an "Accounts Receivable" header type then you must enter a Customer ID in the Name field.  If the selected Account ID is an "Accounts Payable" header type then you must enter a Vendor ID in the Name field.


4.
If you need to connect this expense with a particular Job, you can enter a Job ID in the Job ID field that you have previously created in the Jobs form.


5.
Whatever amount you have entered to pay in the amount field of the withdrawal, will be filled in the Amount field of the selected line in the subform.  You can change this amount if you will be splitting up the withdrawal over several lines in the subform.  For every add line you add to the subform, Financial Accounting will keep automatically entering the rest of the unapplied amount to that line.


6.
The Total field at the bottom of the form will reflect the grand total of the withdrawal.


7.
The final step is to Post the withdrawal you have created to update your General Ledger.


8.
Click the Recap button to display a preview form of what will be entered in your General Ledger when you post the withdrawal.  The Recap button is the small little button next to the Total field at the bottom of the form.


9.
When you are through filling out all of the information for your withdrawal, you can click on the New button to add another Withdrawal or click the Close button to save the Withdrawal and return you to the previous open form.

Related Topics
Withdrawals
tc "Posting Withdrawals"

xe "Posting Make Withdrawals"Posting Withdrawals
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Withdrawal form.  Once the withdrawal transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the withdrawals form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field. 

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the withdrawal.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a withdrawal transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.
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The withdrawal is out of balance for some reason.  You must make sure you enter an offset to the amount of the withdrawal in the subform area of the Withdrawals form.  The total field at the bottom of the form should be the same as the amount of the withdrawal.

You will also notice that once you have posted the Withdrawals form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

Related Topics
Withdrawals
tc "Unposting Withdrawals"

xe "Unposting Make Withdrawals"Unposting Withdrawals
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the withdrawal transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected withdrawal transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the withdrawal.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain withdrawal transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted withdrawal.  This could be a Posted Bank Reconciliation transaction that has cleared the selected withdrawal.

You will also notice that once you have unposted the withdrawal form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

Related Topics
Withdrawals
tc "Searching Make Withdrawals"

xe "Searching Make Withdrawals"Searching Withdrawals
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Withdrawals"

xe "Deleting Make Withdrawals"Deleting Withdrawals
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  When you click the Delete button on the Withdrawals form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete a withdrawal and Financial Accounting will not let you.  This can happen because the withdrawal is being use in several other areas of the program.  For instance, if you try and delete a withdrawal that was cleared in a Bank Reconciliation transaction, Financial Accounting will display an error message explaining that the withdrawal could not be deleted due to referential integrity.  The only way you could delete that record would be to delete all the associated Bank Reconciliation's first.

The Delete button can be password protected so that other users can't delete any of the withdrawal records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted Withdrawal.  The Withdrawal must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is next to every line item in the subform form.  To delete a line item from the subform click the little delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

Related Topics
Withdrawals
Adding Withdrawals
tc "Deposits"

xe "Make Deposits"Deposits

In the Deposits form you can make a deposit into one of your bank accounts.  Normally you would use the Deposits form to deposit funds from a undeposited funds or cash on hand account.  You can also use the Deposits form to transfer funds from one bank account to another.

When you create a Customer Payment entry for a invoice that a customer owes you money on you have a choice of the deposit account you want to enter it into.  There are normally two ways to deposit a Receivable.


1.
Deposit the money directly into one of your bank accounts, which would bypass the need to use the Deposits form.  This is the fasted way to do this but not the most accurate way.

2.
Enter the deposit into an undeposited funds or cash on hand account, in other words not a bank account.  Then later when you actually go to the bank you can make one large deposit for all the funds collected.  This is when you would want to use the Deposits form.  You add a new deposit and select the bank you want to deposit to and in the subform you select the different accounts you used to hold the funds in like the undeposited funds account.

You could of course use the General Journal to enter any deposit transactions.  Many people find the General Journal to be hard to understand so this form was created to make it easier to use.  It also takes it a step further by providing you with a detailed register of the entered transactions in the Bank Account List form.  This provides you with a much easier and more graphical way of viewing the history of your account.

This form can be used to add or edit records in the Deposits form.  To add new Deposits, simply click the New button at the bottom of this form.  If you need to edit existing Deposits, just select the record you want to edit and make any necessary changes to the fields for that record.  If the record is posted it will be necessary to unpost it before editing.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Deposits, see Adding Deposits.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Deposits form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find  button to find a specific record.

You can choose the sort order of the Deposits form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The Account Info button will open the Bank Account Information form and display the selected Bank Account information.  See: Bank Account Information
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Deposits or Unposting Deposits
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The New button will clear the form to allow a new deposit to be added.  See: Adding Deposits
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The Undeposited Payments button will quickly deposit payments from the Receivables form.  See: Undeposited Payments
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The Delete button will delete the selected Deposits.  See: Deleting Deposits
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The Find button will enable you to Find Deposits.  See: Find.
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The Account Info button will bring up the bank account information form.  See: Adding Bank Accounts

[image: image1130.png]



The Print Deposits button will print the deposit ticket for the selected deposit.  See: Adding Deposits
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The Close button will close and save the Deposits form.  See: Closing Forms
tc "Adding Deposits"

xe "Adding Make Deposits"Adding Deposits
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  The following steps will explain in detail how to add a new Deposit.

1.
First open the Deposits form and then click the New button to clear the form so you may enter a new deposit.  The cursor will be flashing at the top of the form in the Bank Account field.

2.   To quickly enter Undeposited payments you can click on the Undeposited Payments button.  This will open the Undeposited Payments form, which will allow you to select from the list of undeposited payments.


2.
The Bank Account field is where you select which account you want to use for the deposit.  This combo box will display all your bank accounts, which must be setup in advance by Adding a bank account to the Bank Account List form.  Select the bank account you wish to use from the Bank Account combo box.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Bank Name field will display the name of the bank based on the entry in the Bank Account combo box.  This field is read only and used to make it easy to tell the name of the selected bank instead of trying to figure it out from the Account ID.


4.
The Checkbook ID will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It cannot be changed on this form but you can change the numbering sequence in the Starting Numbers form.


5.
In the Date field enter the date of the deposit you are entering.  The date will automatically default to todays date.  You can use the little calendar button to graphically enter the date using a miniature calendar or you can manually type one. 


6.
The Num field is used to enter a reference number or word.  You will notice this field automatically fills in when you click the New button and defaults to "DEP".  You can leave this or change it to something else.


7.
The Currency field is used to assign a default currency for each deposit.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.  You will notice that if you use a different currency than your default, that the Amount and Total fields will display a green background.


8.
The Balance field is where you will see the Ending Balance of the bank account you have selected.  This field is read only and cannot be changed.


9.
The Payee field will automatically fill in the word "Deposit".  You can manually override the entry and enter a different Payee name if you choose.


10.
Next enter the Deposit amount that you wish to make the deposit for.


11.
The Customer ID field is used to reference a particular customer for the selected deposit.  This will not change the customers balance or anything in the receivables for this customer.  It is simply used as a reference in the General Ledger for tracking purposes.


12.
In the Memo field you can enter any references or notes that pertain to this deposit.

Subform Detail
The Subform is used to assign all related accounts for the deposit you are entering.

1.
In the Account ID field you can select an Account ID that will indicate what type of deposit this is.  If you click on the down arrow button you can review the various accounts setup in your Chart of Accounts.


2.
Whatever Account ID you select, the description field will automatically fill in with description of the selected Account ID.  You can add to it or change it if necessary.

3.
The Name field can be used to reference a Customer or Vendor ID.  If the selected Account ID is an "Accounts Receivable" header type then you must enter a Customer ID in the Name field.  If the selected Account ID is an "Accounts Payable" header type then you must enter a Vendor ID in the Name field.


4.
If you need to connect this deposit with a particular Job, you can enter a Job ID in the Job ID field that you have previously created in the Jobs form.


5.
Whatever amount you have entered to deposit in the deposit field, will be filled in the Amount field of the selected line in the subform.  You can change this amount if you will be splitting up the deposit over several lines in the subform.  For every add line you add to the subform, Financial Accounting will keep automatically entering the rest of the unapplied amount to that line.


6.
The Total field at the bottom of the form will reflect the grand total of the deposit.


7.
The final step is to Post the deposit you have created to update your General Ledger.


8.
Click the Recap button to display a preview form of what will be entered in your General Ledger when you post the deposit.  The Recap button is the small little button next to the Total field at the bottom of the form.


9.
When you are through filling out all of the information for your deposit, you can click on the New button to add another Deposit or click the close button to save the deposit and return you to the previous open form.

Related Topics
Deposits
tc "Posting Deposits"

xe "Posting Make Deposits"Posting Deposits
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Deposits form.  Once the deposit transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the Deposits form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the deposit.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a deposit transaction due to a variety of reasons listed below.


[image: image1134.png]



If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.
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The deposit is out of balance for some reason.  You must make sure you enter an offset to the amount of the deposit in the subform area of the Deposits form.  The total field at the bottom of the form should be the same as the amount of the deposit.

You will also notice that once you have posted the Deposits form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

Related Topics
Deposits
Adding Deposits
tc "Unposting  Deposits"

xe "Unposting Make Deposits"Unposting Deposits
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Deposit transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected deposit transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the deposit.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain deposit transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted deposit.  This could be a Posted Bank Reconciliation transaction that has cleared the selected deposit.

You will also notice that once you have unposted the Deposits form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

Relate Topics
Deposits
Adding Deposits
Posting Deposits
Posting_Deposits
tc "Searching Make Deposits"

xe "Searching Make Deposits"Searching Deposits
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.


[image: image1143.png]



The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Make Deposits"

xe "Deleting Make Deposits"Deleting Deposits
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  When you click the Delete button on the Deposit form, you will get a message warning you that you are about to delete the selected deposit.  You have the option at this point to cancel or go ahead and delete the selected deposit.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

There may be times when you try and delete a deposit and Financial Accounting will not let you.  This can happen because the record is being use in several other areas of the program.  For instance, if you try and delete a deposit that was cleared in a Bank Reconciliation transaction, Financial Accounting will display an error message explaining that the deposit could not be deleted due to referential integrity.  The only way you could delete that deposit would be to delete all the associated Bank Reconciliation's first.

The Delete button can be password protected so that other users can't delete any of the deposit records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted deposit.  The deposit must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is next to every line item in the subform form.  To delete a line item from the subform click the little delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

tc "Investment Calculator"

xe "Adding an Inventory Transfer"

xe "Investment Calculator"Investment Calculator

The Investment Calculator can be used to calculate different investment scenarios.  This form has been put into Financial Accounting to assist you with figuring out savings and investment strategies.  The investment calculator is not connected or related to any other part of the program and anything you enter or do in this form will not impact any other part of the program.  

Calculating an Investment
1.
Enter a Monthly Deposit amount you will want to make.  

2.
Enter a Monthly Withdrawal if you want.  This could be if you are investing a large amount of money up front and then want to see what impact a monthly withdrawal would have on the balance over time.

3.
Enter the Annual Interest Rte you will receive if any.

4.
Enter the number of Months you plan on doing this investment.

5.
Next enter any Starting Balance or Deposit you will make to the investment.

6.
Enter the Start Date of the investment.  You can click on the little calendar button to open the miniature calendar where you can graphically enter a start date.

7.
Last click the Calculate button to display the output totals in the four yellow fields.
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Total Value displays the total value of the investment after the number of months are up.
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Total Deposits will display the total monthly deposits you made to the investment over the number of months entered.
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Total Withdrawals displays the total withdrawals you made to the investment over the number of months enter.
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Total Interest displays the total interest earned on the investment over the number of months entered.

When you close the Investment Calculator form Financial Accounting will save the investment record you entered so that the next time you open this form your data previously entered will appear.

tc "Loan Amortizer"

xe "Loan Amortizer"Loan Amortizer

The Loan Amortizer can be used to calculate important information about a loan you currently have or one that you may be considering.  This form has been put into Financial Accounting to assist you with figuring out what your payment would be if you borrowed a certain amount of money at a specific percent.

Calculating a Loan
Enter the amount of the loan in the Loan Amount field, then enter the interest rate and how many months the loan is for.  Next enter the Opening date of the loan and click the Calculate button at the bottom of the form to refresh the payment subform.
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The fields in yellow are calculated for you based upon the information you entered in the fields listed above.
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The Total Payments field will show you how many payments you will need to make to repay this loan.
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The Payment field will reflect the amount of money you will need to pay each month for this Loan.
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The Total Interest field will reflect the entire amount of money you will send on interest to pay back this loan.

You can click the little yellow folder button next to any of the payment dates to see the total interest and principal paid up to the selected date.  If you want a detailed print out of the loan and the amortization of the loan click the Print button.

tc "Credit Card Account List"

xe "Credit Card Account List"Credit Card Account List

The Credit Card Account List form is used to view your Credit Card accounts along with their Account ID, Currency and current balances.  The credit card accounts can also be viewed from the Chart of Accounts form but this form provides a much easier way of grouping and viewing those accounts.  You can select an Account by clicking once on it to highlight it.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Account Information button will open the Credit Card Account Information form and display the selected account information.  See: Credit Card Account Information
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The Register button will open the Credit Card Account Register form where you can view all the activity for the selected credit card account.  A quick way to open the Register is to double-click on the credit card account you wish to display the register for.  See: Credit Card Account Register
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the credit card account list form.  See: Closing Forms
tc "Adding Credit Card Accounts"

xe "Adding Credit Card Accounts"Adding Credit Card Accounts
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  The following steps will explain in detail how to add a new Credit Card Account.

Option 1
1.
To add a new Credit Card Account open the Credit Card Account List form from the Main Menu.   


2.
Click on the Account Information button to open the Credit Card Account Information form.


3.
Click on the New button in the Credit Card Account Information form.  This will run the Chart of Accounts Setup Wizard.  This wizard will enable you to create either a new credit card account or a new Chart Of Account. 

Option 2
Another way you could enter a credit card account would be to do so through the Chart of Accounts form by clicking on the New button, which would run the Chart of Accounts Setup Wizard.  This wizard will enable you to create either a new credit card account or a new Chart Of Account.

tc "Credit Card Account Information"

xe "Credit Card Account Information"Credit Card Account Information

The Credit Card Account Information form is where you can fill in all your account details for your credit card account types.  At the top of the form there are fields that describe the Account Type and Description.  In the rest of the form you can enter any details about the selected credit card account like the credit card number, address, contact, phone numbers and so on.

You will notice that you cannot edit anything in the Chart of Accounts Information section.  This includes the Account Type, Account ID, Opening Balance and Current Balance.  The reason they cannot be changed after you create the account is because it could cause a series of problems with the integrity of the database.

In the Misc Information area you can also enter your current interest rate if it applies and also your credit limit for the selected credit card.

Click the New button on this form to add additional credit card accounts into the Credit Card Account List form.

tc "Credit Card Charges"

xe "Credit Card Charges"Credit Card Charges

In the Credit Card Charges form you can enter a charge amount into one of your credit card accounts.  Normally you would use the credit card charge form to enter charges you have made on your credit card.  This form was created to resemble a credit card slip and displays key information like your credit card number, the amount charged and the name of the company who charged your credit card.

You could of course use the General Journal to enter any credit card transactions.  Many people find the General Journal to be hard to understand so this form was created to make it easier to use.  It also takes it a step further by providing you with a detailed register of the entered transactions in the Credit Card Account List form.  This provides you with a much easier and more graphical way of viewing the history of your account.

This form can be used to add or edit records in the credit card charges form.  To add new credit card charges, simply click the New button at the bottom of this form.  If you need to edit existing credit card charges, just select the record you want to edit and make any necessary changes to the fields for that record.  If the record is posted it will be necessary to unpost it before editing.  For complete details on all the field descriptions for this form and a step by step guide on how to Create New Credit card charges, see Adding Credit Card Charges.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the credit card charges form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find  button to find a specific record.

You can choose the sort order of the credit card charges form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The Account Info button will open the Credit Card Account Information form and display the selected Bank Account information.  See: Credit Card Account Information
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Credit Card Charges or Unposting Credit Card Charges
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The New button will clear the form to allow a new credit card charge to be added.  See: adding Credit Card Charges
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The Delete button will delete the selected credit card charges.  See: Deleting Credit Card Charges
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The Find button will enable you to Find credit card charges.  See: Find.
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The Close button will close and save the credit card charge form.  See: Closing Forms
tc "Adding Credit Card Charges"

xe "Adding an Inventory Transfer"

xe "Adding Credit Card Charges"Adding Credit Card Charges
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  The following steps will explain in detail how to add a new Credit Card Charge...

1.
First open the Credit Card Charges form and then click the New button to clear the form so you can enter a new credit card charge.  The cursor will be flashing at the top of the form in the Bank Account field.


2.
The Bank Account field is where you select which account you want to use for the charge.  This combo box will only display credit card accounts, which must be setup in advance by Adding a bank account to the Bank Account List form.  Select the bank account you wish to use from the Bank Account combo box.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Balance field is where you will see the Ending Balance of the bank account you have selected.  This field is read only and cannot be changed.


4.
The Currency field is used to assign a default currency for each charge.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.  You will notice that if you use a different currency than your default, that the Amount and Total fields will display a green background.


5.
The Credit Card ID will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It cannot be changed on this form but you can change the numbering sequence in the Starting Numbers form.


6.
The Bank Name field will display the name of the credit card based on the entry in the Bank Account combo box.  This field is read only and used to make it easy to tell the name of the selected bank instead of trying to figure it out from the Account ID.


7.
In the Date field enter the date of the charge you are entering.  The date will automatically default to todays date.  You can use the little calendar button to graphically enter the date using a miniature calendar or you can manually type one. 


8.
You can enter a reference number in the Ref No field.  This field is completely optional and you can enter anything you want here.


9.
In the Payee field you will enter the name of the payee you used your charge card at.  If you click on the combo box down arrow button you can review a list of all the contacts entered in the program.  If you do not see the one you need, you can manually enter the Payee.


10.
Next enter the amount that you have charged.


11.
In the Memo field you can enter any references or notes that pertain to this charge.

Subform Detail
The Subform is used to assign all related expense accounts for the charge you are entering.

1.
In the Account ID field you can select an Account ID that will indicate what type of expense this is for your company.  If you click on the down arrow button you can review the various accounts setup in your Chart of Accounts.


2.
Whatever Account ID you select, the Description field will automatically fill in with description of the selected Account ID.  You can add to it or change it if necessary.


3.
The Name field can be used to reference a Customer or Vendor ID.  If the selected Account ID is an "Accounts Receivable" header type then you must enter a Customer ID in the Name field.  If the selected Account ID is an "Accounts Payable" header type then you must enter a Vendor ID in the Name field.


4.
If you need to connect this charge with a particular Job, you can enter a Job ID in the Job ID field that you have previously created in the Jobs form.


5.
Whatever amount you have entered to pay in the amount field of the charge, will be filled in the Amount field of the selected line in the subform.  You can change this amount if you will be splitting up the charge over several lines in the subform.  For every add line you add to the subform, Financial Accounting will keep automatically entering the rest of the unapplied amount to that line.


6.
The Total field at the bottom of the form will reflect the grand total of the charge.


7.
The final step is to Post the charge you have created to update your General Ledger.


8.
Click the Recap button to display a preview form of what will be entered in your General Ledger when you post the charge.  The Recap button is the small little button next to the Total field at the bottom of the form.


9.
When you are through filling out all of the information for your charge, you can click on the New button to add another credit card charge or click the Close button to save the credit card charge and return you to the previous open form.

tc "Posting Credit Card Charges"

xe "Posting Credit Card Charges"Posting Credit Card Charges
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Credit Card Charge form.  Once the credit card charge transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the credit card charge form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the credit card charges.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a credit card charge transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.
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The credit card charge is out of balance for some reason.  You must make sure you enter an offset to the amount of the charge in the subform area of the credit card charge form.  The total field at the bottom of the form should be the same as the amount of the charge.

You will also notice that once you have posted the credit card charge form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Unposting Credit Card Charges"

xe "Unposting Credit Card Charges"Unposting Credit Card Charges
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Credit Card Charge transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected credit card charge transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the credit card charge.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain credit card charge transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted credit card charge.  This could be a Posted Bank Reconciliation transaction that has cleared the selected charge.

You will also notice that once you have unposted the credit card charge form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Searching Credit Card Charges"

xe "Searching Credit Card Charges"Searching Credit Card Charges
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.

[image: image1175.png]



The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Credit Card Charges"

xe "Deleting Credit Card Charges"Deleting Credit Card Charges
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  When you click the Delete button on the Credit Card Charges form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete a credit card charge and Financial Accounting will not let you.  This can happen because the credit card charge is being use in several other areas of the program.  For instance, if you try and delete a credit card charge that was cleared in a Bank Reconciliation transaction, Financial Accounting will display an error message explaining that the credit card charge could not be deleted due to referential integrity.  The only way you could delete that record would be to delete all the associated Bank Reconciliation's first.

The Delete button can be password protected so that other users can't delete any of the credit card charge records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted credit card charge.  The credit card charge must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is next to every line item in the subform form.  To delete a line item from the subform click the little delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

tc "Credit Card Returns"

xe "Credit Card Returns"Credit Card Returns

In the Credit Card Returns form you can enter a refund into one of your credit card accounts.  Normally you would use the credit card return form to enter refund or charge back amounts that were made on your credit card.  This form displays key information like your credit card number, the amount charged and the name of the company who refunded your charge on the credit card.

You could of course use the General Journal to enter any credit card return transactions.  Many people find the General Journal to be hard to understand so this form was created to make it easier to use.  It also takes it a step further by providing you with a detailed register of the entered transactions in the Credit Card Account List form.  This provides you with a much easier and more graphical way of viewing the history of your account.

This form can be used to add or edit records in the credit card returns form.  To add new credit card returns, simply click the New button at the bottom of this form.  If you need to edit existing credit card returns, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new credit card returns, see Adding Credit Card Returns.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the credit card returns form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find button to find a specific record.

You can choose the sort order of the credit card returns form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The Account Info button will open the Credit Card Account Information form and display the selected Bank Account information.  See: Credit Card Account Information
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Credit Card Returns or Unposting Credit Card Returns
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The New button will clear the form to allow a new credit card return to be added.  See: adding Credit Card Returns
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The Delete button will delete the selected credit card returns.  See: Deleting Credit Card Returns
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The Find button will enable you to Find credit card returns.  See: Find.

[image: image1185.png]



The Close button will close and save the credit card return form.  See: Closing Forms
tc "Adding Credit Card Returns"

xe "Adding Credit Card Returns"Adding Credit Card Returns
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  The following steps will explain in detail how to add a new Credit Card Return...

1.
First open the Credit Card Returns form and then click the New button to clear the form so you can enter a new credit card return.  The cursor will be flashing at the top of the form in the Bank Account field.


2.
The Bank Account field is where you select which account you want to use for the return or charge back.  This combo box will only display your credit card bank accounts, which must be setup in advance by Adding a bank account to the Credit Card Account List form.  Select the bank account you wish to use from the Bank Account combo box.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Bank Name field will display the name of the bank based on the entry in the Bank Account combo box.  This field is read only and used to make it easy to tell the name of the selected bank instead of trying to figure it out from the Account ID.


4.
The Credit Card ID will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It cannot be changed on this form but you can change the numbering sequence in the Starting Numbers form.  You will notice that if you use a different currency than your default, that the Amount and Total fields will display a green background.


5.
In the Date field enter the date of the return you are entering.  The date will automatically default to todays date.  You can use the little calendar button to graphically enter the date using a miniature calendar or you can manually type one. 


6.
The Currency field is used to assign a default currency for each return.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.


7.
In the Payee field you will enter the name of the payee that the return amount is being issued from.  If you click on the combo box down arrow button you can review a list of all the contacts entered in the program.  If you do not see the one you need, you can manually enter the Payee.


8.
Next enter the Amount that the return is for.


9.
The Balance field is where you will see the Ending Balance of the credit card account you have selected.  This field is read only and cannot be changed.


10.
In the Memo field you can enter any references or notes that pertain to this return.

Subform Detail
The Subform is used to assign all related accounts for the return you are entering.

1.
In the Account ID field you can select an Account ID that will indicate what type of return this is.  If you click on the down arrow button you can review the various accounts setup in your Chart of Accounts.


2.
Whatever Account ID you select, the description field will automatically fill in with description of the selected Account ID.  You can add to it or change it if necessary.


3.
The Name field can be used to reference a Customer or Vendor ID.  If the selected Account ID is an "Accounts Receivable" header type then you must enter a Customer ID in the Name field.  If the selected Account ID is an "Accounts Payable" header type then you must enter a Vendor ID in the Name field.


4.
If you need to connect this return with a particular Job, you can enter a Job ID in the Job ID field that you have previously created in the Jobs form.?


5.
Whatever amount you have entered to return in the amount field, will be filled in the Amount field of the selected line in the subform.  You can change this amount if you will be splitting up the deposit over several lines in the subform.  For every add line you add to the subform, Financial Accounting will keep automatically entering the rest of the unapplied amount to that line.


6.
The Total field at the bottom of the form will reflect the grand total of the return.


7.
The final step is to Post the credit card return you have created to update your General Ledger.


8.
Click the Recap button to display a preview form of what will be entered in your General Ledger when you post the return.  The Recap button is the small little button next to the Total field at the bottom of the form.


9.
When you are through filling out all of the information for your return, you can click on the New button to add another credit card return or click the Close button to save the credit card return and return you to the previous open form.

tc "Posting Credit Card Returns"

xe "Posting Credit Card Returns"Posting Credit Card Returns
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Credit Card Return form.  Once the credit card return transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the credit card return form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the credit card returns.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a credit card return transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.
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The credit card return is out of balance for some reason.  You must make sure you enter an offset to the amount of the return in the subform area of the credit card return form.  The total field at the bottom of the form should be the same as the amount of the return.

You will also notice that once you have posted the credit card return form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Unposting Credit Card Returns"

xe "Unposting Credit Card Returns"Unposting Credit Card Returns
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Credit Card Return transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected credit card return transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the credit card return.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain credit card return transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted credit card return.  This could be a Posted Bank Reconciliation transaction that has cleared the selected return.

You will also notice that once you have unposted the credit card return form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Searching Credit Card Returns"

xe "Searching Credit Card Returns"Searching Credit Card Returns
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Credit Card Returns"
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  When you click the Delete button on the Credit Card Returns form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete a credit card return and Financial Accounting will not let you.  This can happen because the credit card return is being use in several other areas of the program.  For instance, if you try and delete a credit card return that was cleared in a Bank Reconciliation transaction, Financial Accounting will display an error message explaining that the credit card return could not be deleted due to referential integrity.  The only way you could delete that record would be to delete all the associated Bank Reconciliation's first.

The Delete button can be password protected so that other users can't delete any of the credit card return records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted credit card return.  The credit card return must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is next to every line item in the subform form.  To delete a line item from the subform click the little delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

tc "Credit Card Account Register"

xe "Credit Card Account Register"Credit Card Account Register

Any account that you create that is identified as a Credit Card account will have an Account Register linked to it.  This Register will reflect activity that has transpired throughout the program using this account.  

At the bottom of the Register, you will see an Account ID drop down box that displays the selected Account.  You can select a different credit card account from this list and the account register will adjust to display the register for that account.  There is also a Balance field that shows the current balance for the selected credit card account.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Account Info button will open the Credit Card Account Information form where you can edit the credit card account details.  See: Credit Card Account Information

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find button will enable you to Find credit card accounts.  See: Find.
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The Close button will close and save the credit card account list form.  See: Closing Forms
tc "Searching Credit Card Account Registers"

xe "Searching Credit Card Account Registers"Searching Credit Card Account Registers
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Undeposited Payments"

xe "Undeposited Payments Form"Undeposited Payments

You use this form to select the undeposited payments you want to include in the Deposit form. You may select all the payments listed, or any combination of individual payments. The payments shown are those that you entered in the Receivables form.  Any payments for which have already been deposited will not appear here.  Select the payments you want to deposit and click the add To Deposit button.  Then, close the form and post the deposits or use the batch posting option to batch post them.  

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The add to Deposits button will make a deposit for each payment selected.  See: Adding Deposits
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The Select All button will automatically select all of the undeposited payments.  
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The Clear All button will automatically clear or remove undeposited payments that have been previously checked.  
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The Close button will close the Undeposited Payments form.    See: Closing Forms
Related Topics
Deposits
Adding Deposits
Chapter  8: Contact Manager

tc "Adding Customers"

xe "Adding Customers"Adding Customers
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  The following steps will explain in detail how to add a new Customer.

The sections included are the General Tab, Setup Tab, Detail Tab, Activity Tab, Notes Tab, Data Tab, Contacts Tab, History Tab, Special Pricing Tab, and Analysis Tab.

General Tab
1.
First click on the Customer topic from the Contact Manager topic in the Main Menu.  This will open the Find Customer search form.  In this Find Customer form click the New Customer button to clear the form so you may enter a new customer.  The cursor will be flashing at the top of the form in the Company field under the General Tab.


2.
You may then enter the Company Name.  It is not necessary to add a Company name but this will give you another avenue to search for that customer in the future.  If you enter a Company name, that information will print on the reports throughout the program.  

3.
Financial Accounting will automatically assigning a unique Customer ID for each customer since the program comes with the feature that allows automatic assigning of Customer IDs in the Enabled.  You may disable this automatic assigning of Customer ID numbers by going to the Financial Accounting program's Main Menu, clicking on the following: the Company Preferences Topic, the General Tab, the Starting Transactions Numbers box, the Cards Tab, the little white box to the right of the Customer ID field that has a check mark it and the word Enable to the right of it.  With the Auto Customer ID field disabled, you may assign a unique Customer ID which can be 20 alphanumeric characters in length.  For example:  Joe Smith might be referenced as SMITJ01 using the first four letters of the last name, the first letter of the first name and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


4.
The next step is to select a Customer Type.  The Customer Type field is a great way to categorize and group your customers.  There are a few default types that have been added when you created a new data file.  Of course, you can edit this list by clicking on the little button next to this field, which will open the Customer Type form.


5.
You may then fill in all the basic customer information like salutation, Attention, c/o (In care of.), First Name, Last Name, address, City, State, Zip Code, County, Country, Other Names, Phone, Fax, E-mail and Web Site.  This is some of the main data that will be displayed on the Bill To and Ship To sections of all orders and invoices created for this customer.  


Special Zip Code Feature

You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


Special address Feature

You will notice as a small colored Globe to the right of the address box.  If you have Internet access, once you have completed the address, City, State, and Zip Code fields, and, you click on the globe, you will be automatically brought to the Yahoo Web site showing the location of your customer on a map! 

6.
The User Fields area is used to store the names of different contact methods used like Phone, Fax, E-mail, Web Site, and any other contact information that you use.  Under the User Field column heading, simply click on the little combo box button (the arrow head pointing down) to select the type of user field you wish.  Then, type in the Value (whether it be a phone number, an E-mail address, etc.) in the Value field.  As you can see, you may add a number of user fields.  See User Fields for additional information on the User Fields form.


Setup Tab
You can get to the Setup page of information by clicking on the Setup tab.  This form contains Default Information and Order Information.

Default Information
1. 
In the Rep Group field you may assign this customers' Sales Rep Group from the Sales Rep Group combo box.

2. 
In the Sales Rep field you may assign this customers' normal Sales Rep from the Sales Rep combo box.

3.

In the Referred By field you can enter additional information on who or what source the customer was referred to you by.  This can be helpful if you track how a customer found out about your business like from a magazine ad, Web site, direct mailing, friend or referral.


4.

In the Warehouse field you can assign the Warehouse you would like by clicking on the combo box and selecting the warehouse of your choice from the mini-form that appears.  The Warehouse choice(s) that appear in the combo box will be the one you entered during warehouse setup.   You also have the option of going directly to the warehouse form by clicking on the little magnifying glass button to the right of the Warehouse field.  See: Warehouses and Adding Warehouses.

5.

The Source field will fill in with the default setting of Magazine Ads.  This a great marketing tool that enables you to track where your customers are finding out about you.  You have the option of selecting other Sources from the combo box as well as adding sources to the combo box by clicking on the small magnifying glass button to the right of the Source field.  See the Source form for further information.

6.

The Pricing field The Pricing field is a very powerful way to assign specific pricing discounts to each of your customers.  There are several you can choose from including Discount Sales Price, Markup Standard Cost, Multi-Level Pricing or None.  When you add a new customer the default for this field is None, which means the customer pays the normal price for all items.  Below is a description of how the other 3 pricing levels work.
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Discount Sales Price

When you select this pricing a field called "Percent" will appear to the right of the "Pricing" field.  Here you enter a percent that you want the selected customer to get off of the normal sales price of every item sold.  If you enter 5% in this field and you sell an item to this customer that normally sells for 100.00 the program would automatically give this customer a 5% discount and the price would be 95.00.
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Markup Standard Cost
When you select this pricing a field called "Percent" will appear to the right of the "Pricing" field.  Here you enter a percent that you want the selected customer to get added to your cost of every item sold.  If you enter 5% in this field and you sell an item to this customer that normally sells for 100.00 but costs you 75.00 the program would automatically added 5% to your cost of 75.00 and the price would be 78.75.  The Markup Standard Cost is useful for customers that purchase a lot from you or maybe for close friends, family members or employees you want to give a good price to.
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Multi-Level Pricing
When you select this pricing a field called "Level" will appear to the right of the "Pricing" field.  Here you enter a level number between 1 and 20 that you want the selected customer to have.  If you enter 2 in this field and you sell an item to this customer that customer would get level 2 pricing on that inventory item if there is any level pricing breaks for that inventory item.  This pricing option is solely based on weather or not there is multi-level pricing setup in the Inventory form for the selected item being sold.  See: Inventory Pricing Levels
7.

The Special Commission field is set up as a Yes/None option in the combo box.  The commission percentage may have been set by you in the Setup Tab of the Sales Rep form when you added the Sales Rep. 


Order Information
1.

The Tax Code 1 field The Tax Code 1 and Tax Code 2 combo box fields are very important.  They allow you to setup a default Sales Tax ID for each individual customer so that when you select this customer for a sales or service transaction the sales tax assigned here will automatically fill in that form.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.  The Tax Code 1 and Tax Code 2 fields will automatically be filled in with the values setup in the Default Accounts form under the Sales Tab

2.

Terms is also a very important field.  You can enter the default terms for each customer, which details how that customer is to pay for merchandise.  If the Terms you want to use is not in the list box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the receivables and will determine what discounts or interest this customer may receive.

3.

The Terms Frequency field is used to select the term frequency for the particular customer.  The little magnifying glass button will open the Terms Frequency form, which will allow you to add to or change the Terms Frequency. 


4.

You can use the Ship Via to setup a default shipping method for each customer.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the items.

5.

The Currency field is used to assign a default currency for each customer.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form but you can change it for foreign customers.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  Every time this customer is used on an invoice or order their default currency will fill in the Currency ID on that form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.

6.

You may place the customer on Credit Hold by clicking on the check box to the right of the words Credit Hold:.

7.

You may enable the Acceptance of Back Orders by clicking on the check box to the right of the words Accept BO.

Detail Tab
You can get to the Detail page of information by the Detail tab.  The Detail tab has three sections General Information, Financial Accounting Web Options, and Customer History.

General Information
1.
First enter the customers Credit Limit.  This credit limit will be tracked by Financial Accounting as you add invoices and receivables for the customer.  If the customer ever goes over their assigned credit limit Financial Accounting will alert you with a message, which you can even password protect using the Security form.


2.
The Balance field will display the customers current outstanding balance.  This is based on all their Posted Invoices, Opening Balances, Deposits and Receivables.


3.
You may enter a customer's Accounts Payable Contact in the AP Contact field.  


4.
You may enter a customer's Accounts Payable Contact's phone number in the AP Phone field.  

5.
You may enter a customer's default Credit Card and Expiration Date if you wish.  This information can also be printed at the bottom of all the printed invoices if you wish by selecting an option in the Print Invoice form.  By clicking on the little magnifying glass to the right of the Credit Card field, the Customer Credit Card form will be brought up where you may enter/review the Customers detailed credit card information.  


6.
Next you may enter a Tax Number and Business License if the customer has them.

7.
You may click on the check box by the word Active to show the Customer is an Active Customer.


Financial Accounting Web Options
The Financial Accounting Web Options section will need to be addressed if you have purchased and installed the Financial Accounting Web product.

1.
Grant access to Web site.  If you check box, customers will be able log into your Web site.  This feature is also convenient because it quickly enables you block or unblock your customers' access to your site.


2.
The Login ID field displays the Login ID you and your customer have agreed upon for your customer.


3.
The Password  field displays the Password you and your customer have agreed upon for your customer.


4.
The Last Login field displays the last date your customer logged into your Web site

5.
The Web Login Count field displays the number of times your customer has logged in.

Customer History Area
The Customer History area is read only and the information displayed here is calculated and displayed for your reference.  Each field is detailed below.

1.

The Entered field will reflect the date this customer was first input into the program.  Click the little clock button in the Customer History area to change the date field view to display the exact time the customer was entered in the date field.  Then click the little date button to view the date again.

2.

The Modified date will reflect the date this customer's file has been changed in any way.  Click the little clock button in the Customer History area to change the date field view to display the exact time the customer was modified in the date field.  Then click the little date button to view the date again.

3.

The Invoices field displays the number of invoices for this customer.

4.

The Ship To field will reflect how many alternate shipping locations have been setup in the Customer Ship To List form for this customer.

5.

The Contact Logs field will reflect the number of Customer Notes that have been made about this customer.

6.

The Sites field will display the number of Sites that you have setup for this customer.

Activity Tab
The Activity tab displays a single line item list of all the activities that have been entered for the selected customer.  Clicking on the yellow folder button next to a specific activity will open the Customer Activity form displaying the details of that activity.  All the fields in the customer activity are read only but you can click the right mouse button to sort any field in a different order.

To add new Customer Activity click the last little yellow folder next to a blank line item or click the Schedule button at the bottom of the form.  See:  Scheduling Activity
Notes Tab
The Notes tab displays a single line item list of all the notes that have been entered for the selected customer.  Clicking on the yellow folder button next to a specific contact log will open the Customer Notes form displaying the details of that contact log.  All the fields in the customer notes are read only but you can click the right mouse button to sort any field in a different order.

To add new Customer Notes click the last little yellow folder next to a blank line item.  See:  Adding Customer Notes
Data Tab
The Data Tab provides you an area to setup an unlimited number of fields to record customer data or questions along with setting up tabs to organize the data. The Data Fields form can be used to setup an unlimited number of fields in the Data tab. See: Customer Data Tabs & Fields
Example: You could have a tab labeled "Customer Questions" with questions such as "How did you hear about us?" or "Do you own a store location?"
Contacts Tab

The Contacts Tab provides you an area to put multiple contacts, sites and departments for the customer. To add contacts, you should select the red arrow, blue asterik button by "Contact Name" to open the Contact subform. To add sites or departments, you would follow the same procedures.  

History Tab
The History Tab displays a single line item list of all the posted transactions that a customer has placed in the past.  Clicking on the yellow folder button next to a specific transaction will open that transaction if you would like to see more details.  See: Customer History
Special Pricing
Customer Special Pricing is used to track any special pricing that you want to give a customer on one or more inventory items, categories or subcategories.  IF you would like to add special pricing for your customer, see Adding Customer Special Pricing.  If you would like further background on special pricing for your Customers, see Customer Special Pricing. 
Analysis
The information Analysis tab consists of read only monthly and yearly total invoices sales updates.  This is quick and convenient area to track your customers'' sales.

When you are through filling out all of the information about your customer you can click on the New button to add another customer or click the Close button to save the customer and return you to the previous open form.

Related Topics
Customers
Adding Customer Opening Balances
Find
tc "Customer History"

xe "Customer History"Customer History

You can view the customer history from the Customer form by clicking the History tab at the top of the form or from any of the sales or service transaction forms by clicking the History button.  The Customer History displays a single line item list of all the posted transactions that a customer has placed in the past.  Clicking on the yellow folder button next to a specific transaction will open that transaction if you would like to see more details.  All the fields in the customer history list are read only but you can click the right mouse button to sort any field in a different order.

You can use the Filter Customer History Search check box option to display all the selected sales or service transactions when you click the yellow folder instead of all the transactions.  Normally when you click the little yellow folder button next to a transaction it opens that form.  For example, if the selected record was an Invoice then the Invoice form would open and move you to that selected Invoice.  Every Invoice will be available for you to navigate through using the Record Navigation buttons.  If the Filter Customer History Search is checked when you click the yellow folder button then in the same example the Invoice form will open but it will remove all the other Invoices except for the selected customers Invoices and then move you to that selected invoice.  This can be a great way to navigate through all the Invoices for a particular customer.  Either way the program will move to the selected transaction for you.

tc "Notes"

xe "Customer Notes"Notes
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  The notes form is displayed when the notes button is pressed on certain forms.  It enlarges the viewing area to see more of the notes written in the notes field.  This can be very helpful if you have several paragraphs of notes entered in the notes field.
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  If this button is showing in place of the normal notes button then it means there are existing notes.  This is just a visual way to tell that there are at least one or more notes entered and when clicked works the same way as the normal notes button does.

tc "Customer Credit Card"Customer Credit Card

The Customer Credit Card is a location where the Customer's detailed credit card information is located.  

Arriving at the Customer Credit Card Form

You may arrive at this form from the Main Menu by clicking on the Contact Manager topic, select the Customers topic, select the Customer you are interested in from the Find form (which will bring you to the Customer form), click on the Detail Tab in the Customer form, click on the little magnifying glass to the right of the Credit Card field in the General Information area.  This will bring you to the Customer Credit Card form.
Another way to arrive at the form may be during the process of adding a new Customer.  See: Adding Customers.  During the adding of a new Customer, you will arrive in the Detail Tab of the Customer form.  From there, click on the little magnifying glass to the right of the Credit Card field in the General Information area.  This will bring you to the Customer Credit Card form.

Description of Fields
1.
Cardholder's Name, Billing Address may be different from other names and addresses you have previously entered.

2.
City State Zip may also be different from others you have entered.  Note a convenient, special zip code feature as described below.


Special Zip Code Feature

You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.

3.
The Credit Card field is where you may enter the Customer's Credit Card number.

4.
The Exp Date: field is where you may enter the Customer's Credit Card Expiration Date.

5.
The AVS (Address Verification System): field is where you may enter the AVS number.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image1219.png]



The Close button will close and save the Customer Credit Card form.  See: Closing Forms

Related Topics
Customers
Adding Customers
tc "Customer Special Pricing"

xe "Customer Special Pricing"Customer Special Pricing

You can view the customer special pricing from the Customer form by clicking the Special Pricing tab or from the Sales Line Item Options forms by clicking the Customer Special Pricing button.  Customer Special Pricing is used to track any special pricing that you want to give a customer on one or more inventory items, categories or subcategories.  Lets say one of your customers came to you and told you that they could get an item for a lesser price at another company and you decided to beat that price.  You could setup this special price in the Customer Special Pricing form and only that customer would always get the price you specify for that item.  The Inventory Special Pricing will override whatever pricing levels you have previously selected in the program.

To add new special pricing for a customer, select that customer, click the Special Pricing tab and enter the inventory items you want to give them a special price in the subform.  See: Adding Customer Special Pricing
You can choose the sort order of the special pricing subform by clicking the Right Mouse button in any of the fields and changing the sort order of that field.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Pricing Levels"

xe "Pricing Levels"Pricing Levels

This document describes how the price is determined for a customer when entering a new line item on Invoices, Orders, Estimates and Quotes.  There are several different types of pricing methods used in Financial Accounting and this will help describe the order in which they are carried out.

Inventory Special Pricing
1.
To start, Financial Accounting checks for Inventory Special Pricing on the selected Item No and if there is one it uses that price above all other Pricing in the program.
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Check the Inventory Special Price Begin and End Dates to see if the Price is valid.
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If the above is successful then use that price.
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If it was not successful then check to see if there is a Customer Special Pricing.
Note: If Both a Customer Special Pricing and Inventory Special Pricing exist then Financial Accounting will figure out which price is lower and use that price.

Customer Special Pricing
2.
If there was no Inventory Special Pricing then Financial Accounting checks for a Customer Special Pricing.
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Check the Customer Special Price Begin and End Dates to see if the Price is valid.
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If the above is successful then use that price.
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If it was not successful then check to see if there is an Inventory Pricing Level.

Note: If Both a Customer Special Pricing and Inventory Special Pricing exist then Financial Accounting will figure out which price is lower and use that price.


Customer Pricing
3.
If there was no Inventory Special Pricing, Customer Special or either of them failed the date range or criteria then check for any Customer Pricing in the order listed below. 
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Multi-Level pricing: If the selected Inventory item has Pricing Levels setup then match the Unit of Measure and check that the quantity is between the Min/Max 
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Discount Sales Price: Take that customers percentage amount and subtract it from the default Inventory Sales Price.
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Markup Standard Cost: Take that customers percentage amount and add it to the default Inventory Standard Cost.

Inventory Pricing Levels
4.
If there was no Inventory Special Pricing, Customer Special Pricing, Customer Pricing or any of them failed the date range or criteria then check for any Inventory Pricing Levels in the order listed below. 
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Match the Unit of Measure selected in the Line Item.
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If that matches, check if the quantity ordered is between the Min/Max quantities.


[image: image1234.png]



If the above two criteria match then use that price.

Note: To assign a specific level of pricing for a Customer, you must set the Level inside the Customer form.
No Pricing
5.
If there are no Pricing Levels of any kind or a Price Level failed due to a date range, Min/Max quantities or criteria then use the default Sales Price for the Inventory Item.

tc "Adding Customer Special Pricing"

xe "Adding an Inventory Transfer"

xe "Adding Customer Special Pricing"Adding Customer Special Pricing
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  The following steps will explain in detail how to add new Customer Special Pricing.

1.
Open the Customer form and then find the customer you wish to add a special price to by either searching or using the record navigation buttons.  You must have already added the customer or customers you want to add special prices to in the customer form.  If you need to add a new customer see the Adding Customers topic.  Click the Special Pricing tab at the top of the customer form.  You will notice that the top portion of this form will display the Customer ID, Company and Customer Type information for the selected customer.  The lower portion of this form is a subform where you may add an unlimited number of special prices for each inventory item, category or subcategory that is stored in the Inventory Items form.  You must also have entered inventory before you can use this form to give special prices.


2.
First click in the Item No, Category or Subcategory field in the subform, click on the combo box down arrow to review a list of current inventory items.  Click on the Item No, Category or Subcategory that you want to give your customer a special price on.


3.
The Combo Box Filter button at the top of the subform to the right of the Item No label will open the Combo Box Filer form.  This search form will filter the Item No combo box with the results of the criteria entered when you click the Ok button.  To display all the records in the combo box leave all the fields blank and click the Ok button.


4.
The Modified Description field will pull in the Description for the Item No that you have chosen.  The description will double in width when you enter into the field making it easier to read a long description.  If your description is very long you can click the right mouse button in that field and select Zoom Field to really enlarge the field.  You can Modify that description for this Special Price and it will not affect the information you entered for the Product in the Inventory form.  This allows you to enter in specific information on the special price and pull that information into the sales or service transaction forms each time the product is ordered by the customer.  You can click on the Toggle Field Display button at the top of the subform to the right of the Modified Description field to change the field to display the Original Description field instead.  The Original Description field will display the description for that product that is entered in the inventory form.


5.
You will need to select the Unit of Measure you are giving the special price on.  If you only use the default unit of "Each" that will be automatically filled in for you.


6.
The Units field will fill in based on what you have selected in the Unit of Measure field.


7.
You will need to select a Begin Date for the special price or discount you want to give to your customer.  You can manually type in the date or double click the field to open the miniature calendar form so you can graphically enter a date.  This special price will not be valid until the begin date has pasted.  So, if you want to setup a customer to start getting the special price in a week from now then enter that date and they will continue getting the normal price until that date has passed.


8.
You will need to select a End Date for the special price you want to give to your customer.  You can manually type in the date or double click the field to open the miniature calendar form so you can graphically enter a date.  This special price will go back to the normal price once the end date has passed.  The record will not be removed in the customer special pricing form even after the end date passed.  This way you can come back and extend the date if you wish.  If you never want the special price to end then enter a date far into the future.


9.
The Sales Price field will automatically fill in the Sale Price you have entered for that Item No in the Inventory form.  You can then change the Sales Price based on the special price you want to offer that Customer.

10.
The Discount field for the Category and Subcategory should be entered, when selecting that type of customer special pricing.


10.
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 There will be a little red delete button next to each line item in the subform list.  To delete an Item No from the subform click the little delete button at the left side of the line item next to the Item No field.  This will delete whichever line you click that button on.

tc "Customer Type"

xe "Customer Type"Customer Type

The Customer Type form is used to display all the customer types selected for the current customer.  You can add, edit or delete customer types in this form.  You may only select from the available customer types in the customer type combo box list.  If you want to add, delete or edit any of the customer types in the customer type combo box, click the Customer Types button at the bottom of the form to open the Customer Type List form.  You can assign an unlimited number of customer types to each customer.  Some of these types may include "personal", "Out of Country" or "Local" to name a few.

You can choose the sort order of the customer type form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customer Types button will open the Customer Type List form where you can add, edit or delete customer types to the Customer Type combo box field.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can select a new customer type from the combo box.
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The Delete button will delete the selected customer type.
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The Close button will close and save the customer type form.  See: Closing Forms
tc "Customer Type List"

xe "Customer Type List"Customer Type List

The Customer Type List form is used to list all the available customer types that can be used in the Customer Type form.  Click the New button to move your cursor to a new line where you can enter an additional customer type.  To edit an existing customer types click in the Customer Type field for the record you wish to change and make the necessary changes.

You can choose the sort order of the customer type list form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new customer type.
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The Delete button will delete the selected customer type.
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The Close button will close and save the customer type list form.  See: Closing Forms
tc "Customer Departments"

xe "Customer Departments"Customer Departments

The Customer Departments form is used to display all the departments selected for the current customer.  You can add, edit or delete departments in this form.  You may only select from the available departments in the Department combo box list.  If you want to add, delete or edit any of the departments in the Department combo box click the Departments button at the bottom of the form to open the Customer Department List form.  Many companies have several different departments and there can be an unlimited number of departments assigned to each customer.  

You can choose the sort order of the customer department form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Departments button will open the Customer Department List form where you can add, edit or delete departments to the Department combo box field.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can select a new department from the combo box.
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The Delete button will delete the selected customer department.
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The Close button will close and save the customer department form.  See: Closing Forms
tc "Customer Department List"

xe "Customer Department List"Customer Department List

The Customer Department List form is used to list all the available departments that can be used in the Customer Departments forms.  Click the New button to move your cursor to a new line where you can enter an additional department.  To edit an existing departments click in the department field for the record you wish to change and make the necessary changes.

You can choose the sort order of the customer department list form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new department.
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The Delete button will delete the selected department.
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The Close button will close and save the customer department list form.  See: Closing Forms
tc "Customer Site"

xe "Customer Site"Customer Site

Use the Customer Sites form to add or edit different site locations for the selected customer.  A lot of times companies have several other locations or sites and this is where you can enter that information.  

Fields
1.
In the Site field enter the location or site name.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


2.
Next enter the address and zip code information.  You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


3.
Then enter a phone number of the site in the Phone 1 and Phone 2 fields.  The format for these phone number fields can be changed in the Company Preferences form in the Phone Input Mask field. 

Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Delete button will delete the selected customer site record.
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The Close button will close and save the customer sites form.  See: Closing Forms
tc "Customer Ship To Location"

xe "Customer Ship To Location"Customer Ship To Location

The Customer Ship To Location form displays detailed shipping location information for a selected customer.  This form is opened by going to the Customer Ship To List form from the Customer form.  It can be used to add or edit records in the customer ship to list form.  If you need to edit existing customer ship to locations, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new customer ship to locations, see: Adding Customer Ship To Locations.

The record navigation buttons at the bottom of the form are used to move from one ship to location to another.  It also displays how many records are in the customer ship to location form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

You can choose the sort order of the customer ship to location form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new customer ship to location to be added.  See: Adding Customer Ship To Locations.
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The Delete button will delete the selected customer ship to location.  When you click the Delete button on the customer ship to location form, you will get a message warning you that you are about to delete the selected customer ship to location.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that customer ship to location.
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The Copy Customer button will automatically fill in the Customer information in all the fields.  This will help assist if you need to only change a name for shipping but the address remains the same or something close like that.
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The Close button will close and save the customer ship to location form.  See: Closing Forms
tc "Adding Customer Ship To Locations"

xe "Adding Customer Ship To Locations"Adding Customer Ship To Locations
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  The following steps will explain in detail how to add a new Customer Ship To Locations.

1.
From the Customer form click on the Ship To button.  This will bring up the Customer Ship To List form.  Click the New button or the little yellow folder next to an existing record on the Customer Ship To List form to open the Customer Ship To Locations form.  Once the Customer Ship To Locations form is open click the New button to clear the form and move your cursor to the Ship ID field.


2.
You must assign a unique Ship ID for each customer ship to location, which can be 15 alphanumeric characters in length.  For example:  Joe Smith might be referenced as SMITH using the first four letters of the last name, the first letter of the first name and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for of their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
You can then fill in all the basic customer ship to information like company, c/o (In care of), name, address, city, zip code, county and country.  This is the main data that will be displayed in the Ship To sections of all sales transactions created for this customer when you choose to use one of the alternate shipping locations.  You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


4.
Then enter a phone number of the site in the Phone Number field.  The format for the phone number field can be changed in the Company Preferences form in the Phone Input Mask field. 

5.
You can also add a default Tax Code 1 and Tax Code 2 to each of the Ship To records.  This will override any sales tax codes that have been filled in on a sales transactions that you use an alternate ship to location.  You can add additional Sales Tax codes in the Sales Tax Codes form and also select default sales tax codes to automatically fill in from the Default Accounts form.


6.
When you are through filling out all of the information about your customer ship to location you can click on the New button to add another record or click the Close button to save the record and return you to the previous open form.

Related Topics
Customer Ship To List
Customers
Adding Customers
tc "Customer Ship To Information"

xe "Customer Ship To Information"Customer Ship To Information

The Customer Ship To Information will display all the details of the location be shipped to including Company Name, address, Zip Code and Phone Number.  This is where the customers merchandise will be shipped to.  All of this data can be changed independent of the actual customer if need be.  This form is automatically filled in with the data from the selected Customer.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customer Bill To button will copy all the information in the Customer Bill To Information area.
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The Customer Ship To button will open the Customer Ship To List form where you can pick from a list of alternate shipping locations.
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The Customer Contacts button will open the Customer Contact List form where you can pick from a list of Customer Contacts to automatically fill in all the fields in the customer ship to information form.  Customer Contacts are setup in the Customer Contact Sites and Department found in the Customer form.  See: Customer Contact List
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The Customer Sites button will open the Customer Contact Site List form where you can pick from a list of Customer Sites to automatically fill in all the fields in the customer ship to information form.  Customer Sites are setup in the Customer Contact Sites and Department found in the Customer form.  See: Customer Contact Site List
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Ok button will close and save the customer ship to information form.  See: Closing Forms
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The Cancel button will close and undo any changes made to the customer ship to information form.

tc "Customer Ship To List"

xe "Customer Ship To List"Customer Ship To List

The Customer Ship To List shows you all of the alternate shipping locations designated for a Customer.  The ship to information is listed by single line items so you can see several of them at once.  You can have an unlimited number of Customer Ship To locations for each customer.  If you click on the yellow folder button to the left of a ship to line item, the Customer Ship To Information form will open to the selected records where you can review or edit any of the details.

You will not be able to edit any of the fields on this form but you can click in any of them and click the right mouse button to sort them in a different order.  The total field at the bottom of the form will display how many ship to locations exist for the selected customer.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow a new customer ship to record to be added.  See: Adding Customer Ship To Locations
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The Close button will close and save the customer ship to list form.  See: Closing Forms
tc "Customer Bill To Information"

xe "Customer Bill To Information"Customer Bill To Information

The Customer Bill To Information will display all the details of the customer including Company Name, address, Zip Code and Phone Number.  This is the customer that will be billed for the merchandise.  All of this data can be changed independent of the actual customer if need be.  This form is automatically filled in with the data from the selected Customer in the Customer form.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Ok button will close and save the customer ship to information form.  See: Closing Forms
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The Cancel button will close and undo any changes made to the customer ship to information form.

tc "Deleting Customers"

xe "Deleting Customers"Deleting Customers
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  When you click the Delete button on the Customer form, you will get a message warning you that you are about to delete the selected customer.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that customer again.  

There may be times when you try and delete a customer and Financial Accounting will not let you.  This can happen because the customer is being use in several other areas of the program.  For instance, if you try and delete a customer that has several Invoices and receivables, Financial Accounting will display an error message explaining that the customer could not be deleted due to referential integrity.  The only way you could delete that customer would be to delete all the associated Invoices and receivables first.

The Delete button can be password protected so that other users can't delete any of the customer records.  You can assign a password to the delete buttons in the Security form.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the customer form.  There will be a little delete button next to each line item in that subform.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.

tc "Customer Contact Overview"

xe "Customer Contact Overview"Customer Contact Overview

The Customer Contact Overview form shows you detailed information on a Customer Contact associated with a specific customer.  You can review or schedule Activities for a Contact or reference phone numbers through this form.  There is a little yellow folder button next to the Contact ID field that will open the Customer Contact form.  In the Customer Contact form you will be able to edit all the details of the selected contact.

The Contact Methods area is where you enter contact numbers and other information for the contact.  Such as work phone number, home phone number, fax number, Web site address, etc.  To add a new contact just click the mouse in the next blank line and enter the add contact.  These Contact Methods can be edited or add ones can be added by clicking on the little magnifying glass button next to the contact methods field.

The Activities area will display all the activities that have been scheduled for this contact.  They will be displayed in a single line item form where you can click on the yellow folder button to the left of the line item to open the Schedule Activities form to display the details of the activity.  If you want to schedule a new activity click on the yellow folder button next to an empty line item and you will go to a blank Schedule Activity form.

Action Buttons
Action buttons perform an action on the current record like adding or closing.
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The Close button will close and save the customer contact overview form.  See: Closing Forms
tc "Adding Customer Notes"

xe "Adding Customer Contact Logs"Adding Customer Notes
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  The following steps will explain in detail how to add a new customer notes.

You have two choices with regards to accessing the Customer Notes form.  

Option 1: From the Main menu, click on Contact Manager, then Customer Notes.  The Customer Notes Find form will come up where you can click on the New Customer Note button in the lower left hand corner.  You will be brought to Customer Notes form.  The form will open and clear so you can add a new record.  

Option 2: From the Main menu, click on Contact Manager, then Customers. The Customer Find form will come up where you can click on the Customer you are looking for.  If you need to Add a new Customer, see: Adding Customers.  Once you have clicked on the Customer, the Customer form will appear.  Next click the Notes tab at the top of the form.  Then click either the little red New button next to the Date label above the little yellow folders in the subform or click the last little yellow folder next to a blank line item in the subform to open the Customer Notes form.  The form will open and clear so you can add a new record.  

1. The cursor will be flashing in the Date field with the current date already entered or you can click the little calendar button next to this field to open the calendar form where you can graphically enter a date.  Required Field
2. The current time has already been entered in the Time field or you can click the little Clock button next to this field to open the Time form where you can graphically enter a time.  Required Field
3. In the Duration field, you can enter the amount of time - in minutes - that you spent with the customer.  Later, you can create reports based on that duration for the customer to summarize time spent on that issue, or problem.

4. The Customer ID field will already be filled in with the Customer you selected from the find form or you may enter a different customer id.

5. Enter a User from the pull down box. This would normally be the person who spoke with the customer or is recording the note.

6. Next, enter a Topic from the drop down menu.  Here you can choose to assign a topic to the note like Information, Tech Support or Problem.  This will help categorize your notes. To create a new topic click on the magnifying glass and then select the new button.

7. The Notes field is a memo field which, basically means it is large enough to handle 64,000 characters of text.

Related Topics
Customer Notes
Adding Customers
Customers
tc "Customer Notes"

xe "Customer Contact Log List"Customer Notes

You can view the customer notes from the Customer form by clicking the Notes tab at the top of the form.  The Notes tab displays a single line item list of all the notes that have been entered for the selected customer.  Clicking on the yellow folder button next to a specific notes will open the Customer Notes form displaying the details of that specific customer note.  All the fields in the customer notes list are read only but you can click the right mouse button to sort any field in a different order.

To add new customer notes from the customer notes list, you should click the last little yellow folder next to a blank line item. See:  Adding Customer Notes
There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Schedule button will open the Schedule Activities form, which will allow you to schedule an activity to be displayed in the Day Planner calendar.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new note to be added. See: Adding Customer Notes  
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The Delete button will delete the selected Note.  
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The Find button will allow you to Find notes.  See: Find. 
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The Schedule button will allow you to schedule calls, meetings and to-dos in the day planner.  See: Schedule Activities. 
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The Close button will close and save the Prospect Note form.  See: Closing Forms
tc "Customer Contact List"

xe "Adding an Inventory Transfer"

xe "Customer Contact List"Customer Contact List

The Customer Contact List form opens when you click the Customer Contact button from the Customer Bill To Information form.  This form will show a line item list of all the customer contacts entered in the Customer Contact Sites and Departments form.  Every field on this form is read only but you can click in any field and using the Right Mouse button sort the form by that field.

Click on the little yellow folder button next to any of the line items to enter that data in the Customer Bill To Information form.

tc "Customer Contact and Site List"

xe "Customer Contact and Site List"Customer Contact and Site List

This form will list each Customer ID that you have entered either a Contact or Site record for.  You would initially setup the Customer Contact Site and Departments in the Customer form for a specific customer.  Then, this form will display a line item of information for each Customer and the total number of Contact and Sites for every customer.

If you click on the yellow folder button to the left of a specific Customer ID or line item, the Customer Contact Sites and Departments form will open, which will allow you to view the contacts and sites as well as additional information.

Action Buttons
Action buttons perform an action on the current record like adding or closing.
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The Close button will close and save the customer contact and site list form.  See: Closing Forms
tc "Customer Contact"

xe "Customer Contact"Customer Contact

A Customer Contact is someone you may speak with on occasion other than your Customer who works at the same company.  You'll want to give this person a Contact ID number to more easily find them should you need to contact them directly.  This contact person is linked with your Customer and has many of the same fields the main customer has to track detailed information.  This form is opened through the Customer Contact Overview form.

After you enter a new Contact ID then you must select a Site location the contact person is located at.  You can select Customer Sites from the Site combo box and if you need to add more it must be done in the Customer Site form.  Fill in any other data like name, address and any notes you want for this contact.

You can enter also enter a Title, Department, Type and Source for your Contact.  All of these combo box fields have a little magnifying glass button next to them to let you add, delete or edit information in those combo boxes.
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The Title combo box field will display all available titles that can be assigned to the selected customer contact.  Click the little magnifying glass button next to this field to open the customer contact title form where you can add, delete or edit titles. 
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The Department combo box field will display all available departments that can be assigned to the selected customer contact.  Click the little magnifying glass button next to this field to open the customer departments form where you can add, delete or edit departments. 
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The Type combo box field will display all available types that can be assigned to the selected customer contact.  Click the little magnifying glass button next to this field to open the customer contact type form where you can add, delete or edit types. 
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The Source combo box field will display all available sources that can be assigned to the selected customer contact.  Click the little magnifying glass button next to this field to open the customer contact source form where you can add, delete or edit sources. 

Action Buttons
Action buttons perform an action on the current record like deleting or closing.
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The Delete button will delete the selected customer contact record.
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The Copy Customer button allows you to copy the general information for your Contact to reflect the Customers information.  By using this button, you will save time and not need to manually reenter the information.
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The Copy Site Location button allows you to copy the selected Site information for your Contact.  This would be used if the information was the same as enter previously.
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The Close button will close and save the customer contact form.  See: Closing Forms
tc "Customer Contact Type"

xe "Customer Contact Type"Customer Contact Type

The Customer Contact Type form is used to store all the contact types you can select from in the Type combo box field on the Customer Contact form.  This form allows you to categorize your contacts by a particular type.  You can set this up to reflect whatever type of information you want to use.  It can be very helpful to assign a customer contact type to a contact like "Business Associate" or "Out of Country" for a contact who lives in another country.  

Click the New button to move your cursor to a new line where you can enter an additional type.  To edit an existing type click in the Type field for the record you wish to change and make the necessary changes.

You can choose the sort order of the customer contact type form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new type.

[image: image1288.png]



The Delete button will delete the selected type.
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The Close button will close and save the customer contact type form.  See: Closing Forms
tc "Customer Contact Title"

xe "Customer Contact Title"Customer Contact Title

The Customer Contact Title form is used to store all the titles you can select from in the Title combo box field on the Customer Contact form.  This form allows you to track what the contact's position or title is within the company.  You can set this up to reflect whatever type of information you want to use.  An example of titles you could use would be "CEO", "Accounting Manager", "Owner" and so on.

Click the New button to move your cursor to a new line where you can enter an additional title.  To edit an existing titles click in the Title field for the record you wish to change and make the necessary changes.

You can choose the sort order of the customer contact title form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new title.
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The Delete button will delete the selected title.
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The Close button will close and save the customer contact title form.  See: Closing Forms
tc "Customer Contact Source"

xe "Customer Contact Source"Customer Contact Source

The Customer Contact Source form is used to store all the contact sources you can select from in the Source combo box field on the Customer Contact form.  This form can be used however you choose.  An example of sources you could use would be "referral", "assigned" and so on.

Click the New button to move your cursor to a new line where you can enter an additional source.  To edit an existing sources click in the Source field for the record you wish to change and make the necessary changes.

You can choose the sort order of the customer contact source form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new source.
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The Delete button will delete the selected source.
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The Close button will close and save the customer contact source form.  See: Closing Forms
tc "Customer Contact Sites and Departments"

xe "Customer Contact Sites and Departments"Customer Contact Sites and Departments

The Customer Contact Sites and Departments form displays unlimited sites, departments and contacts for one particular company or customer.  At the very top of the form is where the Customer ID number and Company name are displayed.  These fields are read only and are automatically filled in with information you entered in the Customer form.

Sites
In the Sites area you can reference alternate locations for the company as well as an alternate company name.  If you want to review or edit details on a specific Customer Site location click on the yellow folder button to the left of the Site line item.  This will open up the Customer Site form to the selected site location you chose.  To add a new Customer Site click the little yellow folder button next to the last line in the site list, which will be blank.  The Customer Site form will open and clear the data on the form so you can enter a new customer site.  The Site locations listed here can be use to fill in the Ship To area of Sales and Service Transactions.  See: Customer Site
Departments

The Departments area displays the different Customer Departments located at a particular site.  If you click on the yellow folder to the left of a department name, it will open up the customer department form.  When in the customer department form, click on the combo box down arrow to review a list of the departments or click the New button to move your cursor to a new line where you can enter a new department for the selected customer or company.  You can also click on the little yellow folder button to the left of a department line item to the Customer Department List form where you can add, edit or delete departments.  See: Customer Departments and Customer Department List
Contacts

The Contacts area displays all the related customer contacts for the selected customer or company.  If you go to the line item and click on the yellow folder button to the left, the Customer Contact form will open.  This is where you can enter the Contacts name, title, department and site location.  This information will be displayed in line item form on the Customer Contact Sites and Department form.  You can then also use the contacts you create in the Schedule Activities form.  See: Customer Contact
The record navigation buttons at the bottom of the form are used to move from one Sites and Department to another.  It also displays how many records are in the customer contact sites and departments form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.
Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Find button will enable you to Find customer contact sites and departments.  See: Find.
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The Close button will close and save the customer contact sites and departments form.  See: Closing Forms.

tc "Searching Customer Contact Sites and Departments"

xe "Searching Customer Contact Sites and Departments"Searching Customer Contact Sites and Departments
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Customer Contact Site List"

xe "Customer Contact Site List"Customer Contact Site List

The Customer Contact Site List form opens when you click the Vendor Sites button from the Customer Bill To Information form.  This form will show a line item list of all the vendor sites entered in the Customer Contact Sites and Departments form.  Every field on this form is read only but you can click in any field and using the Right Mouse button sort the form by that field.

Click on the little yellow folder button next to any of the line items to enter that data in the Customer Bill To Information form.

tc "Customer Codes"

xe "Adding an Inventory Transfer"

xe "Customer Codes"Customer Codes

The customer codes form is used to store identifier codes for each customer if you choose.  This is just another way of categorizing your customers.  In the United States you can use this form for entering SIC codes.  The Industry codes field can be used to assign an industry type to a customer, which again can be helpful in categorizing or grouping your different customers.  This form is completely optional and you may not have any use for it.  There is no limit to the number of codes you can assign to each customer.

Fields
1.
The Customer Code combo box field is used to enter a code for the selected customer.  You can choose from any of the existing codes in the combo box.  Once you select a customer code you will notice the Description field below it will then display the full description of that code.  If you want to add or edit those customer codes click the little magnifying glass button next to this field to open the Customer Code List form.

2.
The Industry Code combo box field is used to enter an industry code for the selected customer.  You can choose from any of the existing codes in the combo box.  Once you select a industry code you will notice the Description field below it will then display the full description of that code.  If you want to add or edit those industry codes click the little magnifying glass button next to this field to open the Industry Code List form.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new customer code to be added.
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The Delete button will delete the selected customer code.
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The Close button will close and save the customer codes form.  See: Closing Forms
tc "Customer Code List"

xe "Customer Code List"Customer Code List

The customer code list form displays all the existing customer codes that can be used in the Customer Codes form.  You can edit any of the codes in the list by clicking in that field and changing the data.

The record navigation buttons at the bottom of the form are used to move from one customer code to another.  It also displays how many records are in the Customer Code List form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

Fields
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The Customer Code field is used to enter up to a 15 alphanumeric character code.  This code must be unique for each record created.
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The Description field is used to enter a detailed description of the Customer Code.  The description field will also be displayed on the Customer Codes form for the selected Customer Code.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move your cursor to a new line where you can enter new codes.
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The Delete button will delete the selected customer code.
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The Close button will close and save the customer code list form.  See: Closing Forms
xe "Searching Customer Contact Logs"Searching Customer Contact Logs
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Adding Prospects"

xe "Adding Personal Contacts"Adding Prospects
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  The following steps will explain in detail how to add a new Prospect.

The topic has the following sections: General Tab, Detail Tab, Activity Tab, Notes Tab,  and Special Pricing Tab.
General Tab
1.
First click on the Prospects topic from the Contact Manager topic in the Main Menu.  This will open the Find Prospect search form.  In this Find Prospect form click the New Prospect button in the lower left hand corner of the form.  This will bring you to the Prospect form, cleared so you may enter a new Prospect.  The cursor will be flashing at the top of the form in the Company field under the General Tab.

2.
You can then enter the Company Name.  It is not necessary to add a Company name but this will give you another avenue to search for that customer in the future.  If you enter a Company name, that information will print on the reports throughout the program.  

3.
Financial Accounting will automatically assigning a unique Prospect ID for each Prospect since the program comes with the feature that allows automatic assigning of Prospect IDs in the Enabled.  You may disable this automatic assigning of Prospect ID numbers by going to Financial Accounting's Main Menu, clicking on the following: the Company Preferences Topic, the General Tab, the Starting Transactions Numbers box, the Cards Tab, the little white box to the right of the Prospect ID field that has a check mark it and the word Enable to the right of it.  With the Auto Prospect ID field disabled, you may assign a unique Prospect ID which can be 20 alphanumeric characters in length.  For example:  Joe Smith might be referenced as SMITJ01 using the first four letters of the last name, the first letter of the first name and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

4.
The next step is to select a Prospect Type.  The Type field is a great way to categorize and group your prospect contacts.  There are a few default types that have been added when you created a new data file.  Of course, you can edit this list by clicking on the little button next to this field, which will open the Prospect Type form.


5.
You can then fill in all the basic customer information like salutation, Title, First Name, Last Name, Address, City, State, Zip Code, County, Country, Other Names, Phone, Fax, E-mail and Web Site.  This is some of the main data that will be displayed on the Bill To and Ship To sections of all orders and invoices created for this possible customer.  


Special Zip Code Feature

You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


Special Address Feature

You will notice as a small colored Globe to the right of the address box.  If you have Internet access, once you have completed the address, City, State, and Zip Code fields, and, you click on the globe, you will be automatically brought to the Yahoo Web site showing the location of your Prospect on a map! 

6.
The User Fields area is used to store the names of different contact methods used like Phone, Fax, E-mail, Web Site, and any other contact information that you use.  Under the User Field column heading, simply click on the little combo box button (the arrow head pointing down) to select the type of user field you wish.  Then, type in the Value (whether it be a phone number, an E-mail address, etc.) in the Value field.  As you can see, you may add a number of user fields.  See User Fields for additional information on the User Fields form.

Detail Tab
You can get to the Detail page of information by clicking on the Detail tab.  The Detail Tab consists of three areas which will be described below: Company Information, Default Information, and Prospect History.


Company Information Area
The Company Information area has several fields like Manager, Assistant, Office, Department, Profession, Nickname and Location that are all completely optional fields, which you can use for any data you see fit.


2.
If the Default Information area you may enter data in the fields such as Rep Group (with the Prospect Company's name), Sales Rep (the Salesperson's name in the Rep Group), Referred By, and Source (where the Prospect learned of your Company or Products).

Default Information Area
1. 
In the Rep Group field you can assign this Prospect a Sales Rep Group (their Company name), or, select the Sales Group from the Sales Rep Group combo box.

2. 
In the Sales Rep field you can assign this Prospect their Sales Rep, or, select the Sales Rep from the Sales Rep combo box.

3.

In the Referred By field you can enter additional information on who or what source the Prospect was referred to you by.  This can be helpful if you track how a Prospect found out about your business--such as from a magazine ad, Web site, direct mailing, friend or referral.


4.

The Source field.  This a great marketing tool that enables you to track where your Prospects are finding out about you.  You have the option of selecting other Sources from the combo box as well as adding sources to the combo box by clicking on the small magnifying glass button to the right of the Source field.  See the Source form for further information.

Prospect History Area
Prospect History Area is read only and the information displayed here is calculated and displayed for your reference.  
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The Entered field will reflect the date this Prospect was first input into the program.  Click the little clock button in the Prospect History area to change the date field view to display the exact time the Prospect was entered in the date field.  Then click the little date button to view the date again.
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The Modified date will reflect the date this Prospect's file has been changed in any way.  Click the little clock button in the Prospect History area to change the date field view to display the exact time the Prospect was modified in the date field.  Then click the little date button to view the date again.

Activity Tab
The Activity tab displays a single line item list of all the activities that have been entered for the selected prospect.  Clicking on the yellow folder button next to a specific activity will open the activity form displaying the details of that activity.  All the fields in the prospect activity are read only but you can click the right mouse button to sort any field in a different order.

To add new Prospect Activity click the last little yellow folder next to a blank line item or click the Schedule button at the bottom of the form.  See:  Scheduling Activity
Notes Tab
The Notes tab displays a single line item list of all the notes that have been entered for the selected prospect.  Clicking on the yellow folder button next to a specific contact log will open the Prospect Notes form displaying the details of that contact log.  All the fields in the prospect contact log list are read only but you can click the right mouse button to sort any field in a different order.

To add new Prospect Notes click the last little yellow folder next to a blank line item.  See:  Adding Prospect Notes
Data Tab
The Data Tab provides you an area to setup an unlimited number of fields to record prospect data or questions along with setting up tabs to organize the data. The Data Fields form can be used to setup an unlimited number of fields in the Data tab. 

Example: You could have a tab labeled "Prospect Questions" with questions such as "How did you hear about us?" or "Do you own a store location?"
Special Pricing
Prospect Special Pricing is used to track any special pricing that you want to give a prospect on one or more inventory itemsies or subcategories.  IF you would like to add special pricing for your prospect, see Adding Prospect Special Pricing.  If you would like further background on special pricing for your Prospects, see Prospect Special Pricing. 
Related Topics
Prospects
Adding Prospect Notes
Find
Customers
tc "Converting Prospects"

xe "Converting Personal Contact"Converting Prospects
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  When you click the Process button, the program will convert the Prospect to a Customer. You will receive a message that asks if you want to delete the prospect upon conversion. Click 

After you convert the Prospect to a Customer a message will appear informing you when the process is complete.  The message box will also display the new Customer number and ask if you want to view the new Customer.  Click 'Yes' to close the current Prospect form and open the Customer Form, or 'No' to remain on the current Prospect.

Related Topics
Prospects
Adding Prospects
Customers
tc "Prospect Type"

xe "Personal Contact Type"Prospect Type

The Prospect Type form allows you to categorize your Prospects by a particular type.  You can set this up to reflect whatever type of information you want to use.  It can be very helpful to assign a Prospect type to a contact like "Friend," "Golfing Partner," or "Family."

The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

Related Topics
Adding Prospects
Prospects
tc "Deleting Prospects"

xe "Deleting Personal Contacts"Deleting Prospects
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  When you click the Delete button on the Prospects form, you will get a message warning you that you are about to delete the selected Prospect.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Prospect again.

The Delete button can be password protected so that other users can't delete any of the Prospect records.  You can assign a password to the delete buttons in the Security form.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the Prospect form.  There will be a little delete button next to each line item in that subform list.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.

Related Topics
Prospects
Adding Prospects
tc "Adding Prospect Notes"

xe "Adding Personal Contact Logs"Adding Prospect Notes
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  The following steps will explain in detail how to add a new prospect notes.

You have two choices with regards to accessing the Prospect Notes form.  

Option 1: From the Main menu, click on Contact Manager, then Prospect Notes.  The Prospect Notes Find form will come up where you can click on the New Prospect Note button in the lower left hand corner.  You will be brought to Prospect notes form.  The form will open and clear so you can add a new record.  

Option 2: From the Main menu, click on Contact Manager, then Prospects. The Prospect Find form will come up where you can click on the Prospect you are looking for.  If you need to Add a new Prospect, see: Adding Prospects.  Once you have clicked on the Prospect, the Prospect form will appear.  Next click the Notes tab at the top of the form.  Then click either the little red New button next to the Date label above the little yellow folders in the subform or click the last little yellow folder next to a blank line item in the subform to open the prospect notes form.  The form will open and clear so you can add a new record.  

8. The cursor will be flashing in the Date field with the current date already entered or you can click the little calendar button next to this field to open the calendar form where you can graphically enter a date.  Required Field
9. The current time has already been entered in the Time field or you can click the little Clock button next to this field to open the Time form where you can graphically enter a time.  Required Field
10. In the Duration field, you can enter the amount of time - in minutes - that you spent with the prospect.  Later, you can create reports based on that duration for the prospect to summarize time spent on that issue, or problem.

11. The Prospect ID field will already be filled in with the Prospect you selected from the find form or you may enter a different prospect id.

12. Enter a User from the pull down box. This would normally be the person who spoke with the prospect or is recording the note.

13. Next, enter a Topic from the drop down menu.  Here you can choose to assign a topic to the note like Information, Tech Support or Problem.  This will help categorize your notes. To create a new topic click on the magnifying glass and then select the new button.

14. The Notes field is a memo field which, basically means it is large enough to handle 64,000 characters of text.

Related Topics
Prospect Notes
Prospects
xe "Searching Personal Contact Logs"Searching Prospect Contact Logs

[image: image1323.png]


  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

xe "Personal Contact Log List"Prospect Notes

You can view the prospect notes from the Prospect form by clicking the Notes tab at the top of the form.  The Notes tab displays a single line item list of all the notes that have been entered for the selected prospect.  Clicking on the yellow folder button next to a specific notes will open the Prospect Notes form displaying the details of that specific prospect note.  All the fields in the prospect notes list are read only but you can click the right mouse button to sort any field in a different order.

To add new prospect notes from the prospect notes list, you should click the last little yellow folder next to a blank line item. See:  Adding Prospect Notes
Form Buttons

Form buttons open another form that is related to the selected form.
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The Schedule button will open the Schedule Activities form, which will allow you to schedule an activity to be displayed in the Day Planner calendar.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new note to be added. See: Adding Prospect Notes  
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The Delete button will delete the selected Note.  
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The Find button will allow you to Find notes.  See: Find. 
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The Schedule button will allow you to schedule calls, meetings and to-dos in the day planner.  See: Schedule Activities. 
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The Close button will close and save the Prospect Note form.  See: Closing Forms
Related Topics
Prospects
Adding Prospect Notes
Adding Prospects
xe "Deleting Personal Contact Logs"Deleting Prospect Notes
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  When you click the Delete button on the Prospect Notes form, you will get a message warning you that you are about to delete the selected contact log.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that contact log again.  

The Delete button can be password protected so that other users can't delete any of the Prospect Note records.  You can assign a password to the delete buttons in the Security form.

tc "Adding Vendors"

xe "Adding Vendors"Adding Vendors
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  The following steps will explain in detail how to add a new Vendor.  They are divided into the four needed Tabs: General Tab, Detail Tab, Activity Tab, Notes Tab,  and Contact Tab.  The History Tab is not discussed since it reflects historical, not new, information.  You may go to Help on the Vendor History tab by clicking on the following, Vendor History Tab.

General Tab
1.
First click on the Vendors topic from the Contact Manager topic in the Main Menu.  This will open the Find Vendors search form.  In this Find Vendors form click the New Vendor button in the lower left hand corner of the form.  This will bring you to the Vendors form, cleared so you may enter a new Vendor.  The cursor will be flashing at the top of the form in the Company field under the General Tab.


2.
You can then enter the Company Name.  It is not necessary to add a Company Name but this will give you another avenue to search for that vendor in the future.  If you enter a Company name, that information will print on the reports throughout the program.  

3.
Financial Accounting will automatically assigning a unique Vendor ID for each customer since the program comes with the feature that allows automatic assigning of Vendor IDs Enabled.  You may disable this automatic assigning of Vendor ID numbers by going to Financial Accounting's Main Menu, clicking on the following: the Company Preferences Topic, the General Tab, the Starting Transactions Numbers box, the Cards Tab, the little white box to the right of the Vendor ID field that has a check mark it and the word Enable to the right of it.  With the Auto Vendor ID field disabled, you may assign a unique Vendor ID which can be 20 alphanumeric characters in length.  For example:  Joe Smith might be referenced as SMITJ01 using the first four letters of the last name, the first letter of the first name and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

4.
Then enter your Account number for the selected vendor.


5.
You can then fill in all the basic vendor information like Contact Name, Contact Title, Alt. Contact, address, City, Zip Code, County,Country, Phone, Fax, E-mail, and Web Site.  Most of this is the main data that will be displayed on the Bill To and Ship To sections of all purchase transactions created for this vendor.  



Special Zip Code Feature

You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


Special address Feature

You will notice as a small colored Globe to the right of the address box.  If you have Internet access, once you have completed the address, City, State, and Zip Code fields, and, you click on the globe, you will be automatically brought to the Yahoo Web site showing the location of your customer on a map! 

6.
The next step is to select a Vendor Type.  The Vendor Type field is a great way to categorize and group your vendors.  There are a few default types that have been added when you created a new data file.  Of course, you can edit this list by clicking on the little magnifying glass button next to this field, which will open the Vendor Type form.


7.
The User Fields area is used to store the names of different contact methods used like Phone, Fax, E-mail, Web Site, and any other contact information that you use.  Under the User Field column heading, simply click on the little combo box button (the arrow head pointing down) to select the type of user field you wish.  Then, type in the Value (whether it be a phone number, an E-mail address, etc.) in the Value field.  As you can see, you may add a number of user fields.  See User Fields for additional information on the User Fields form.

Detail Tab
You can get to the Detail page of information by clicking on the Detail tab.

General Information Area
1.
First enter general information like manager and specialize.  These fields are optional and can be used to enter any kind of information you wish.  They are not used anywhere else in the program except this form.


2.
You can use the Ship Via to setup a default shipping method for each vendor.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the items.

Financial Information Area
1.
Next enter the Credit Limit the vendor has given your company.


2.
The Balance field will display the current outstanding balance you owe the vendor.  This is based on all your Posted Bills, Opening Balances, Bills, Deposits and Payables.


3.
The Tax ID field can be used to enter whatever information you find necessary.


4.
The Currency field is used to assign a default currency for each vendor.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form but you can change it for foreign vendors.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  Every time this vendor is used on a purchase transaction their default currency will fill in the Currency ID on that form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.


5.
The Expense ID combo box field is used to assign a default expense account for each vendor that is used when creating Vendor Bills.  This field automatically fills in with the default expense account that is setup in the Default Accounts form.


6.
The 1099 Vendor check box field is used to track if a vendor receives a 1099 from your company or not.


7.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They allow you to setup a default Sales Tax ID for each individual vendor so that when you select this vendor for an invoice or order the sales tax assigned here will automatically fill in that form.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.  The Tax Code 1 and Tax Code 2 fields will automatically be filled in with the values setup in the Default Accounts form under the Purchases Tab.  Most of the time you do not pay sales tax to vendors if you have your own Tax number.  You should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX', which is a tax code automatically setup when you create a new data file in the Sales Tax Codes form. 


8.
Terms is also a very important field.  You can enter the default terms for each vendor, which details how you pay that vendor for merchandise.  If the Terms you receive are not in the list box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the payables and will determine what discounts or interest you may receive.


When you are through filling out all of the information about your vendor, you can click on the New button to add another vendor or click the Close button to save the vendor and return you to the previous open form.

Vendor History Area
The Vendor History area is read only and the information displayed here is calculated and displayed for your reference.  Each field is detailed below.
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The Entered field will reflect the date this vendor was first input into the program.  Click the little clock button in the Vendor History area to change the date field view to display the exact time the vendor was entered in the date field.  Then click the little date button to view the date again.
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The Modified date will reflect the date this vendors file has been changed in any way.  Click the little clock button in the Vendor History area to change the date field view to display the exact time the vendor was modified in the date field.  Then click the little date button to view the date again.
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The Bills field will show how many Bills you have with regards to that vendor.
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The Logs field will reflect the number of Vendor Notes that have been made about this vendor.
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The Sites field will display the number of Sites that you have setup for this vendor.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Activity Tab
The Activity tab displays a single line item list of all the activities that have been entered for the selected vendor.  Clicking on the yellow folder button next to a specific activity will open the Vendor Activity form displaying the details of that activity.  All the fields in the vendor activity are read only but you can click the right mouse button to sort any field in a different order.

To add new Vendor Activity click the last little yellow folder next to a blank line item or click the Schedule button at the bottom of the form.  See:  Scheduling Activity
Notes Tab
The Notes tab displays a single line item list of all the notes that have been entered for the selected vendor.  Clicking on the yellow folder button next to a specific contact log will open the Vendor Notes form displaying the details of that contact log.  All the fields in the vendor contact log list are read only but you can click the right mouse button to sort any field in a different order.

To add new Vendor Notes click the last little yellow folder next to a blank line item.  See:  Adding Vendor Notes
Contacts Tab

The Contacts Tab provides you an area to put multiple contacts, sites and departments for the customer. To add contacts, you should select the red arrow, blue asterik button by "Contact Name" to open the Contact subform. To add sites or departments, you would follow the same procedures.  

Form Buttons

Form buttons open another form that is related to the selected form.
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The Vendor Types button will open the  Vendor Type form.  The Vendor Type form is used to display all the Vendor types selected for the current Vendor.  You can add, edit or delete vendor types in this form.  See: Vendor Type
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The Sites button will open the Vendor Contact Sites and Departments where you can enter different sites, departments and contacts for each vendor.  See: Vendor Contact Sites and Departments


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new vendor to be added.  See: adding Vendors
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The Delete button will delete the selected vendors.  See: Deleting Vendors
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The Find button will enable you to Find vendors.  See:  Find.
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The Close button will close and save the vendor form.  See: Closing Forms
tc "Vendor Detail Tab"

xe "Vendor Detail Tab"Vendor Detail Tab

You can get to the Vendor Detail section of the Vendor form by clicking on the Detail tab.  The discussion of the Vendor Detail Tab below is in reference to adding a Vendor.

General Information Area
1.
First enter general information like manager and specialize.  These fields are optional and can be used to enter any kind of information you wish.  They are not used anywhere else in the program except this form.


2.
You can use the Ship Via to setup a default shipping method for each vendor.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the items.


Financial Information Area
1.
Next enter the Credit Limit the vendor has given your company.


2.
The Balance field will display the current outstanding balance you owe the vendor.  This is based on all your Posted Bills, Opening Balances, Bills, Deposits and Payables.


3.
The Tax ID field can be used to enter whatever information you find necessary.


4.
The Currency field is used to assign a default currency for each vendor.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form but you can change it for foreign vendors.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  Every time this vendor is used on a purchase transaction their default currency will fill in the Currency ID on that form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.


5.
The Expense ID combo box field is used to assign a default expense account for each vendor that is used when creating Vendor Bills.  This field automatically fills in with the default expense account that is setup in the Default Accounts form.


6.
The 1099 Vendor check box field is used to track if a vendor receives a 1099 from your company or not.


7.
The Tax Code 1 and Tax Code 2 combo box fields are very important.  They allow you to setup a default Sales Tax ID for each individual vendor so that when you select this vendor for an invoice or order the sales tax assigned here will automatically fill in that form.  You must make sure you have already setup your sales tax in the Sales Tax Codes form before you can use this.  The Tax Code 1 and Tax Code 2 fields will automatically be filled in with the values setup in the Default Accounts form under the Purchases Tab.  Most of the time you do not pay sales tax to vendors if you have your own Tax number.  You should then setup both Tax Code 1 and Tax Code 2 as 'NO TAX', which is a tax code automatically setup when you create a new data file in the Sales Tax Codes form. 


8.
Terms is also a very important field.  You can enter the default terms for each vendor, which details how you pay that vendor for merchandise.  If the Terms you receive are not in the list box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the payables and will determine what discounts or interest you may receive.


When you are through filling out all of the information about your vendor, you can click on the New button to add another vendor or click the Close button to save the vendor and return you to the previous open form.

Vendor History Area
The Vendor History area is read only and the information displayed here is calculated and displayed for your reference.  Each field is detailed below.
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The Entered field will reflect the date this vendor was first input into the program.  Click the little clock button in the Vendor History area to change the date field view to display the exact time the vendor was entered in the date field.  Then click the little date button to view the date again.
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The Modified date will reflect the date this vendors file has been changed in any way.  Click the little clock button in the Vendor History area to change the date field view to display the exact time the vendor was modified in the date field.  Then click the little date button to view the date again.
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The Bills field will show how many Bills you have with regards to that vendor.
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The Logs field will reflect the number of Vendor Notes that have been made about this vendor.
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The Sites field will display the number of Sites that you have setup for this vendor.

tc "Vendor History"

xe "Adding an Inventory Transfer"

xe "Vendor History"Vendor History

You can view the vendor history from the Vendor form by clicking the History tab at the top of the form or from any of the purchase transaction forms by clicking the History button.  The Vendor History displays a single line item list of all the posted transactions that have been placed with a vendor in the past.  Clicking on the yellow folder button next to a specific transaction will open that transaction if you would like to see more details.  All the fields in the vendor history list are read only but you can click the right mouse button to sort any field in a different order.

You can use the Filter Vendor History Search check box option to display all the selected purchase transactions when you click the yellow folder instead of all the transactions.  Normally when you click the little yellow folder button next to a transaction it opens that form.  For example, if the selected record was a Bill then the Bill form would open and move you to that selected Invoice.  Every Bill will be available for you to navigate through using the Record Navigation buttons.  If the Filter Vendor History Search is checked when you click the yellow folder button then in the same example the Bill form will open but it will remove all the other Bills except for the selected vendors invoices and then move you to that selected invoice.  This can be a great way to navigate through all the Bills for a particular vendor.  Either way the program will move to the selected transaction for you.

tc "Vendor Notes"

xe "Vendor Notes"Vendor Notes

You can enter notes for each vendor and display them by clicking the vendor notes button.  There will be one of two slightly different buttons displayed on the form depending if notes exists or not for the vendor.
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  This button will appear if there are no notes entered for the selected vendor.  Clicking this button will open the Vendor Notes form, which will allow you to enter notes for the selected vendor.  When you are done entering notes, click on the Close button to return to the previous form.  
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  If this button is showing in place of the normal notes button then it means there are existing notes for the current vendor.  Clicking this button will open the Vendor Notes form displaying the previously entered notes for the selected vendor.  When you are done editing or viewing those notes, click on the Close button to return to the vendor form.

tc "Vendor Notes Tab"

xe "Vendor Notes Tab"Vendor Notes Tab

The Notes Tab provides you an area to record notes, and an area to record Directions for your vendor.  The Notes Tab also includes a convenient, time saving feature called Directions in the  Directions area which will enable you to obtain directions and a map of your vendor's location off of the Web.  See: Directions. 
1.
The Notes field gives you space to make any special notes about the vendor that are not covered in other areas of the Vendor form.  Please note, the text in this field does not conform to the settings in the Text Field Displayed As setting of the Company Preferences form.  It is set for Normal case because it assumes that you will be typing paragraphs rather than proper names.  You can have the notes field automatically be displayed every time you enter a new transaction for the vendor.  This can be enabled or disabled in the Company Preferences form.

2.
The Directions field gives you space to make any special notes on directions to this vendor's business that are not covered in other areas of the Vendor form.  Please note, the text in this field does not conform to the settings in the Text Field Displayed As setting of the Company Preferences form.  It is set for Normal case because it assumes that you will be typing notes rather than proper names.  
The Direction Topic is included below:
Directions

This is a convenient, efficient and fun method of obtaining and recording directions for the record you are working on.

You have a few options.

One option: you can click on the globe right by the word "Directions."  This will bring you to the Internet (if you are connected), uploading related addresses of the record you are currently working on.  Click on "Get Directions" and be provided with a list of directions and related maps.  A this point you may type the directions in the note pad under the word "Directions" into the record for future reference.

Another option is to type in the directions in the note pad under the word "Directions" from the person you are communicating with.

tc "Vendor Type"

xe "Vendor Type"Vendor Type

The Vendor Type form is used to display all the Vendor types selected for the current Vendor.  You can add, edit or delete vendor types in this form.  You may only select from the available vendor types in the Vendor Type combo box list.  If you want to add, delete or edit any of the vendor types in the Vendor Type combo box, click the Vendor Types button at the bottom of the form to open the Vendor Type List form.  You can assign an unlimited number of Vendor types to each Vendor.  Some of these types may include "Retail", "Wholesale" or "Specialty" to name a few.

You can choose the sort order of the vendor type form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Vendor Type List button will open the Vendor Type List form where you can add, edit or delete vendor types to the Vendor Type List combo box field.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image1355.png]



The New button will move the cursor to a new line where you can select a new vendor type from the combo box.
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The Delete button will delete the selected vendor type.
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The Close button will close and save the vendor type form.  See: Closing Forms
tc "Vendor Type List"

xe "Vendor Type List"Vendor Type List

The Vendor Type List form is used to list all the available vendor types that can be used in the Vendor Type form.  Click the New button to move your cursor to a new line where you can enter an additional vendor type.  To edit an existing vendor types click in the Vendor Type field for the record you wish to change and make the necessary changes.

You can choose the sort order of the vendor type list form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new vendor type.
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The Delete button will delete the selected vendor type.
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The Close button will close and save the vendor type list form.  See: Closing Forms
tc "Vendor Departments"

xe "Vendor Departments"Vendor Departments

The Vendor Departments form is used to display all the departments selected for the current vendor.  You can add, edit or delete departments in this form.  You may only select from the available departments in the Department combo box list.  If you want to add, delete or edit any of the departments in the Department combo box click the Departments button at the bottom of the form to open the Vendor Department List form.  Many companies have several different departments and there can be an unlimited number of departments assigned to each vendor.  

You can choose the sort order of the vendor department form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form.


[image: image1361.png]



The Departments button will open the Vendor Department List form where you can add, edit or delete departments to the Department combo box field.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can select a new department from the combo box.
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The Close button will close and save the vendor department form.  See: Closing Forms
tc "Vendor Department List"

xe "Vendor Department List"Vendor Department List

The Vendor Department List form is used to list all the available departments that can be used in the Vendor Departments forms.  Click the New button to move your cursor to a new line where you can enter an additional department.  To edit an existing departments click in the Department field for the record you wish to change and make the necessary changes.

You can choose the sort order of the vendor department list form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new department.
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The Delete button will delete the selected department.
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The Close button will close and save the vendor department list form.  See: Closing Forms
tc "Vendor Site"

xe "Vendor Site"Vendor Site

Use the Vendor Sites form to add or edit different site locations for the selected vendor.  A lot of times companies have several other locations or sites and this is where you can enter that information at.  

Fields
1.
In the Site field enter the location or site name.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


2.
Next enter the address and zip code information.  You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


3.
Then enter a phone number of the site in the Phone 1 and Phone 2 fields.  The format for these phone number fields can be changed in the Company Preferences form in the Phone Input Mask field. 

Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Delete button will delete the selected vendor site record.
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The Close button will close and save the vendor contact sites and departments form.  See: Closing Forms
tc "Vendor Ship From Information"

xe "Adding an Inventory Transfer"

xe "Vendor Ship From Information"Vendor Ship From Information

The Vendor Ship From Information will display all the details of the vendor including Company Name, address, Zip Code and Phone Number.  This is where the vendor will ship your merchandise from.  All of this data can be changed independent of the actual vendor if need be.  This form is automatically filled in with the data from the selected Vendor in the Vendor form.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Vendor Contacts button will open the Vendor Contact List form where you can pick from a list of Vendor Contacts to automatically fill in all the fields in the vendor ship from information form.  Vendor Contacts are setup in the Vendor Contact Sites and Department found in the Vendor form.  See: Vendor Contact List
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The Vendor Sites button will open the Vendor Contact Site List form where you can pick from a list of Vendor Sites to automatically fill in all the fields in the vendor ship from information form.  Vendor Sites are setup in the Vendor Contact Sites and Department found in the Vendor form.  See: Vendor Contact Site List
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Ok button will close and save the vendor ship from information form.  See: Closing Forms
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The Cancel button will close and undo any changes made to the vendor ship from information form.

tc "Searching Vendors"

xe "Searching Vendors"Searching Vendors
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Vendors"

xe "Deleting Vendors"Deleting Vendors
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  When you click the Delete button on the Vendors form, you will get a message warning you that you are about to delete the selected vendor.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that vendor again.

There may be times when you try and delete a vendor and Financial Accounting will not let you.  This can happen because the vendor is being use in several other areas of the program.  For instance, if you try and delete a vendor that has several purchase transactions and payables, Financial Accounting will display an error message explaining that the vendor could not be deleted due to referential integrity.  The only way you could delete that vendor would be to delete all the associated purchase transactions and payables first.

The Delete button can be password protected so that other users can't delete any of the vendor records.  You can assign a password to the delete buttons in the Security form.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the vendor form.  There will be a little delete button next to each line item in that subform list.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.

xe "Adding Vendor Contact Logs"Adding Vendor Notes
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  The following steps will explain in detail how to add a new vendor notes.

You have two choices with regards to accessing the Vendor Notes form.  

Option 1: From the Main menu, click on Contact Manager, then Vendor Notes.  The Vendor Notes Find form will come up where you can click on the New Vendor Note button in the lower left hand corner.  You will be brought to Vendor notes form.  The form will open and clear so you can add a new record.  

Option 2: From the Main menu, click on Contact Manager, then Vendors. The Vendor Find form will come up where you can click on the Vendor you are looking for.  If you need to Add a new Vendor, see: Adding Vendors.  Once you have clicked on the Vendor, the Vendor form will appear.  Next click the Notes tab at the top of the form.  Then click either the little red New button next to the Date label above the little yellow folders in the subform or click the last little yellow folder next to a blank line item in the subform to open the vendor notes form.  The form will open and clear so you can add a new record.  

15. The cursor will be flashing in the Date field with the current date already entered or you can click the little calendar button next to this field to open the calendar form where you can graphically enter a date.  Required Field
16. The current time has already been entered in the Time field or you can click the little Clock button next to this field to open the Time form where you can graphically enter a time.  Required Field
17. In the Duration field, you can enter the amount of time - in minutes - that you spent with the vendor.  Later, you can create reports based on that duration for the vendor to summarize time spent on that issue, or problem.

18. The Vendor ID field will already be filled in with the Vendor you selected from the find form or you may enter a different vendor id.

19. Enter a User from the pull down box. This would normally be the person who spoke with the vendor or is recording the note.

20. Next, enter a Topic from the drop down menu.  Here you can choose to assign a topic to the note like Information, Tech Support or Problem.  This will help categorize your notes. To create a new topic click on the magnifying glass and then select the new button.

21. The Notes field is a memo field which, basically means it is large enough to handle 64,000 characters of text.

xe "Vendor Contact Overview"Vendor Contact Overview

The Vendor Contact Overview form shows you detailed information on a Vendor Contact associated with a specific vendor.  You can review or schedule Activities for a Contact or reference phone numbers through this form.  There is a little yellow folder button next to the Contact ID field that will open the Vendor Contact form.  In the Vendor Contact form you will be able to edit all the details of the selected contact.

The Contact Methods area is where you enter contact numbers and other information for the contact.  Such as work phone number, fax number, Web site address, etc.  To add a new contact just click the mouse in the next blank line and enter the add contact.  These Contact Methods can be edited or add ones can be added by clicking on the little magnifying glass button next to the contact methods field.

The Activities area will display all the activities that have been scheduled for this contact.  They will be displayed in a single line item form where you can click on the yellow folder button to the left of the line item to open the Schedule Activities form to display the details of the activity.  If you want to schedule a new activity click on the yellow folder button next to an empty line item and you will go to a blank Schedule Activity form.

Action Buttons
Action buttons perform an action on the current record like adding or closing.
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The Close button will close and save the vendor contact overview form.  See: Closing Forms
xe "Vendor Contact Log List"Vendor Contact Log List

You can view the vendor contact logs from the Vendor form by clicking the Log tab at the top of the form, or, by clicking on the Contact Log button at the bottom of the form.  The Vendor Contact Log List displays a single line item list of all the contact logs that have been entered for the selected vendor.  Clicking on the yellow folder button next to a specific contact log will open the Vendor Contact Log form displaying the details of that contact log.  All the fields in the vendor contact log list are read only but you can click the right mouse button to sort any field in a different order.

To add new Vendor Contact Logs click the last little yellow folder next to a blank line item.  See:  Adding Vendor Contact Logs
Related Topics

Bills Overview
Vendors
xe "Vendor Contact"Vendor Contact

A Vendor Contact is someone you may speak with on occasion other than your Vendor who works at the same company.  You'll want to give this person a Contact ID number to more easily find them should you need to contact them directly.  This contact person is linked with your Vendor and has many of the same fields the main vendor has to track detailed information.  This form is opened through the Vendor Contact Overview form as well as through the little yellow folder button in the Contacts section in the Vendor Contact Sites and Departments form.

After you enter a new Contact ID then you must select a Site location the contact person is located at.  You can select Vendor Sites from the Site combo box and if you need to add more it must be done in the Vendor Site form.  Fill in any other data like name, address and any notes you want for this contact.

You can also enter a Title, Department, Type and Source for your Contact.  All of these combo box fields have a little magnifying glass buttons next to them to let you add, delete or edit information in those combo boxes.
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The Title combo box field will display all available titles that can be assigned to the selected vendor contact.  Click the little magnifying glass button next to this field to open the vendor contact title form where you can add, delete or edit titles. 
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The Department combo box field will display all available departments that can be assigned to the selected vendor contact.  Click the little magnifying glass button next to this field to open the vendor departments form where you can add, delete or edit departments. 
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The Type combo box field will display all available types that can be assigned to the selected vendor contact.  Click the little magnifying glass button next to this field to open the vendor contact type form where you can add, delete or edit types. 
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The Source combo box field will display all available sources that can be assigned to the selected vendor contact.  Click the little magnifying glass button next to this field to open the vendor contact source form where you can add, delete or edit sources. 

Action Buttons
Action buttons perform an action on the current record like deleting or closing.
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The Delete button will delete the selected vendor contact record.
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The Copy Vendor button allows you to copy the general information for your Contact to reflect the Vendors information.  By using this button, you will save time and not need to manually reenter the information.
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The Copy Site Location button allows you to copy the selected Site information for your Contact.  This would be used if the information was the same as enter previously.


[image: image1389.png]



The Close button will close and save the vendor contact form.  See: Closing Forms
xe "Vendor Contact List"Vendor Contact List

The Vendor Contact List form opens when you click the Vendor Contact button from the Purchase Ship From Information form.  This form will show a line item list of all the vendor contacts entered in the Vendor Contact Sites and Departments form.  Every field on this form is read only but you can click in any field and using the Right Mouse button sort the form by that field.

Click on the little yellow folder button next to any of the line items to enter that data in the Purchase Ship From Information form.

xe "Vendor Contact Type"Vendor Contact Type

The Vendor Contact Type form is used to store all the contact types you can select from in the Type combo box field on the Vendor Contact form.  This form allows you to categorize your contacts by a particular type.  You can set this up to reflect whatever type of information you want to use.  It can be very helpful to assign a vendor contact type to a contact like "Business Associate" or "Out of Country" for a contact who lives in another country.  

Click the New button to move your cursor to a new line where you can enter an additional type.  To edit an existing type click in the Type field for the record you wish to change and make the necessary changes.

You can choose the sort order of the vendor contact type form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new type.
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The Delete button will delete the selected type.
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The Close button will close and save the vendor contact type form.  See: Closing Forms
xe "Vendor Contact Sites and Departments"Vendor Contact Sites and Departments

The Vendor Contact Sites and Departments form displays unlimited sites, departments and contacts for one particular company or vendor.  At the very top of the form is where the Vendor ID number and Company name are displayed.  These fields are read only and are automatically filled in with information you entered in the Vendor form.

Sites
In the Sites area you can reference alternate locations for the company as well as an alternate company name.  If you want to review or edit details on a specific Vendor Site location click on the yellow folder button to the left of the Site line item.  This will open up the Vendor Site form to the selected site location you chose.  To add a new Vendor Site click the little yellow folder button next the last line in the site list, which will be blank.  The Vendor Site form will open and clear the data on the form so you can enter a new vendor site.  The Site locations listed here can be use to fill in the Ship From area of Purchase Transactions.  See: Vendor Site
Departments

The Departments area displays the different Vendor Departments located at a particular site.  If you click on the yellow folder to the left of a department name, it will open up the vendor department form.  When in the vendor department form, click on the combo box down arrow to review a list of the departments or click the New button to move your cursor to a new line where you can enter a new department for the selected vendor.  Also while in the Vendor Departments form, you may click on the Departments button at the bottom of the form which will bring you to the Vendor Departments List form you can add, edit or delete departments.  See: Vendor Departments and Vendor Department List
Contacts

The Contacts area displays all the related vendor contacts for the selected vendor.  If you go to the line item and click on the yellow folder button to the left, the Vendor Contact form will open.  This is where you can enter the Contacts name, title, department and site location.  This information will be displayed in line item form on the Vendor Contact Sites and Department form.  You can then also use the contacts you create in the Schedule Activities form.  See: Vendor Contact
The record navigation buttons at the bottom of the form are used to move from one Sites and Department to another.  It also displays how many records are in the vendor contact sites and departments form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.
Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Find button will enable you to Find vendor contact sites and departments.  See: Find.
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The Close button will close and save the vendor contact sites and departments form.  See: Closing Forms
xe "Vendor Contact Source"Vendor Contact Source

The Vendor Contact Source form is used to store all the contact sources you can select from in the Source combo box field on the Vendor Contact form.  This form can be used however you choose.  An example of sources you could use would be "referral", "assigned" and so on.

Click the New button to move your cursor to a new line where you can enter an additional source.  To edit an existing sources click in the Source field for the record you wish to change and make the necessary changes.

You can choose the sort order of the vendor contact source form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new source.
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The Delete button will delete the selected source.
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The Close button will close and save the vendor contact source form.  See: Closing Forms
xe "Vendor Contact Title"Vendor Contact Title

The Vendor Contact Title form is used to store all the titles you can select from in the Title combo box field on the Vendor Contact form.  This form allows you to track what the contacts position or title is within the company.  You can set this up to reflect whatever type of information you want to use.  An example of titles you could use would be "CEO", "Accounting Manager", "Owner" and so on.

Click the New button to move your cursor to a new line where you can enter an additional title.  To edit an existing title click in the Title field for the record you wish to change and make the necessary changes.

You can choose the sort order of the vendor contact title form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new title.
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The Delete button will delete the selected title.
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The Close button will close and save the vendor contact title form.  See: Closing Forms
xe "Vendor Contact and Site List"Vendor Contact and Site List

This form will list each Vendor ID that you have entered either a Contact or Site record for.  You would initially setup the Vendor Contact Site and Departments in the Vendor form for a specific vendor.  Then this form will display a line item of information for each Vendor and the total number of Contact and Sites for every vendor.

If you click on the yellow folder button to the left of a specific Vendor ID or line item, the Vendor Contact Sites and Departments form will open which will allow you to view the contacts and sites as well as additional information.

Action Buttons
Action buttons perform an action on the current record like adding or closing.
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The Close button will close and save the vendor contact and site list form.  See: Closing Forms
xe "Searching Vendor Contact Logs"Searching Vendor Contact Logs
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Adding Sales Rep Group Notes"

xe "Adding Sales Agency Logs"Adding Sales Rep Group Notes
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  The following steps will explain in detail how to add a new sales rep group notes.

You have two choices with regards to accessing the Sales Rep Group Notes form.  

Option 1: From the Main menu, click on Contact Manager, then Sales Rep Group Notes.  The Sales Rep Group Notes Find form will come up where you can click on the New Sales Rep Group Note button in the lower left hand corner.  You will be brought to Sales Rep Group notes form.  The form will open and clear so you can add a new record.  

Option 2: From the Main menu, click on Contact Manager, then Sales Rep Groups. The Sales Rep Group Find form will come up where you can click on the Sales Rep Group you are looking for.  If you need to Add a new Sales Rep Group, see: Adding Sales Rep Groups.  Once you have clicked on the Sales Rep Group, the Sales Rep Group form will appear.  Next click the Notes tab at the top of the form.  Then click either the little red New button next to the Date label above the little yellow folders in the subform or click the last little yellow folder next to a blank line item in the subform to open the sales rep group notes form.  The form will open and clear so you can add a new record.  

22. The cursor will be flashing in the Date field with the current date already entered or you can click the little calendar button next to this field to open the calendar form where you can graphically enter a date.  Required Field
23. The current time has already been entered in the Time field or you can click the little Clock button next to this field to open the Time form where you can graphically enter a time.  Required Field
24. In the Duration field, you can enter the amount of time - in minutes - that you spent with the sales rep group.  Later, you can create reports based on that duration for the sales rep group to summarize time spent on that issue, or problem.

25. The Sales Rep Group ID field will already be filled in with the Sales Rep Group you selected from the find form or you may enter a different sales rep group id.

26. Enter a User from the pull down box. This would normally be the person who spoke with the sales rep group or is recording the note.

27. Next, enter a Topic from the drop down menu.  Here you can choose to assign a topic to the note like Information, Tech Support or Problem.  This will help categorize your notes. To create a new topic click on the magnifying glass and then select the new button.

28. The Notes field is a memo field which, basically means it is large enough to handle 64,000 characters of text.

Related Topics

Sales Rep Group Notes
Sales Rep Groups
Adding Sales Rep Group
xe "Searching Sales Agency Logs"Searching Sales Rep Group Contact Logs
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Adding Sales Reps"

xe "Adding Sales Reps"Adding Sales Reps
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  The following steps will explain in detail how to add a new Sales Rep.

The topic has the following sections: General Tab, Detail Tab, Activity Tab, Notes Tab,  History Tab,  Customers Tab and Special Pricing.
General Tab
1.
First click on the Sales Rep topic from the Contact Manager topic in the Main Menu.  This will open the Find Sales Rep search form.  In this Find Sales Rep form click the New Sales Rep button in the lower left hand corner of the form.  This will bring you to the Sales Reps form, cleared so you may enter a new Sales Rep.  The cursor will be flashing at the top of the form in the Group ID field under the General Tab.

2.
You can then enter the Group ID number by selecting one from the combo box.  The Group ID number will enable you to associate the Sales Rep with a particular Group such as associating the Sales Rep John Smith to his Sales Rep Group ID that is his Group ID for his Company by the name of Jefferson Reseller Company. This will provide data for running reports to see how a particular Sales Rep Group (like the Jefferson Reseller Company) is performing to a performance plan.  The name of the Group will appear to the right of the Group ID field.

3.
You may now use the combo box to associate the Sales Rep ID with the appropriate Group ID, if not already completed in Step 2 above.  Note that Financial Accounting will automatically assign a unique Sale Rep ID for each Sales Rep since the program comes with the feature that allows automatic assigning of Sales Rep IDs enabled.  You may disable this automatic assigning of Sales Rep ID numbers by going to Financial Accounting's Main Menu, clicking on the following: the Company Preferences Topic, the General Tab, the Starting Transactions Numbers box, the Cards Tab, the little white box to the right of the Sales Rep ID field that has a check mark it and the word Enable to the right of it.  With the Auto Sales Rep ID field disabled, you may assign a unique Sales Rep ID which can be 20 alphanumeric characters in length.  For example:  Joe Smith might be referenced as SMITJ01 using the first four letters of the last name, the first letter of the first name and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

4.
You can then fill in all the basic Sales Rep information like Salutation, Title, First Name, Last Name, address, City, Zip Code, County,Country, Other Names, Phone, Fax, E-mail, and Web Site.  Most of this is the main data that will be displayed on the order transactions created for this Sales Rep.  



Special Zip Code Feature

You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


Special address Feature

You will notice as a small colored Globe to the right of the address box.  If you have Internet access, once you have completed the address, City, State, and Zip Code fields, and, you click on the globe, you will be automatically brought to the Yahoo Web site showing the location of your Sales Rep on a map! 

5.
The User Fields area is used to store the names of different contact methods used like Phone, Fax, E-mail, Web Site, and any other contact information that you use.  Under the User Field column heading, simply click on the little combo box button (the arrow head pointing down) to select the type of user field you wish.  Then, type in the Value (whether it be a phone number, an E-mail address, etc.) in the Value field.  As you can see, you may add a number of user fields.  See User Fields for additional information on the User Fields form.

Detail Tab
You can get to the Detail page of information by clicking on the Detail tab.  The Detail Tab consists of three area which will be described below: Sales Rep Information, Image Web Options, and Sales Rep History.


Sales Rep Information
1.
The Sales Rep Information area has several fields like Manager, Assistant, Office, Department and Profession that are optional fields to be filled in as you see fit.

2.
In the Source field you can enter additional information on who or what source the Sale Rep was referred to you by.  This can be helpful if you track how a Sales Rep found out about your business or how you found out about them in terms of a magazine ad, Web site, direct mailing, friend or referral.

3.
The next step is to select a Sales Rep Type.  The Type field is a great way to categorize and group your prospect contacts.  There are a few default types that have been added when you created a new data file.  Of course, you can edit this list by clicking on the little magnifying glass button next to this field, which will open the Sales Rep Type form.

4.
The next step is to select whether the Sales Rep will receive Commission and if so what type of commission.  You may accomplish this by selecting from the combo box None, Profit or Gross Sales. 

5.
If you selected for Commission to occur, then you select the amount of Commission in terms of Percent. 
Image Web Options
The Image Web Options section will need to be addressed if you have purchased and installed the Image Web product.

1.
Grant access to Web site.  If you check the check box, the Sales Rep will be able log into your Web site.  This feature is also convenient because it quickly enables you block or unblock your Sales Reps' access to your site.


2.
The Login ID field displays the Login ID you and your Sales Rep have agreed upon for your Sales Rep.


3.
The Password field displays the Password you and your Sales Rep have agreed upon for your Sales Rep.


4.
The Last Login field displays the last date your Sales Rep logged into your Web site

5.
The Web Login Count field displays the number of times your Sales Rep has logged in.

Sales Rep Area
The Sales Rep History area is read only and the information displayed here is calculated and displayed for your reference.  Each field is detailed below.
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The Entered field will reflect the date this Sales Rep was first input into the program.  Click the little clock button in the Sales Rep History area to change the date field view to display the exact time the Sales Rep was entered in the date field.  Then click the little date button to view the date again.
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The Modified date will reflect the date this Sales Rep file has been changed in any way.  Click the little clock button in the Sales Rep History area to change the date field view to display the exact time the Sales Rep was modified in the date field.  Then click the little date button to view the date again.


Activity Tab
The Activity tab displays a single line item list of all the activities that have been entered for the selected Sales Rep.  Clicking on the yellow folder button next to a specific activity will open the Activity form displaying the details of that activity.  All the fields in the Sales Rep activity are read only but you can click the right mouse button to sort any field in a different order.

To add new Sales Rep Activity click the last little yellow folder next to a blank line item or click the Schedule button at the bottom of the form.  See:  Scheduling Activity
Notes Tab
The Notes tab displays a single line item list of all the notes that have been entered for the selected Sales Rep.  Clicking on the yellow folder button next to a specific contact log will open the Sales Rep Notes form displaying the details of that contact log.  All the fields in the Sales Rep contact log list are read only but you can click the right mouse button to sort any field in a different order.

To add new Sales Rep Notes click the last little yellow folder next to a blank line item.  See:  Adding Sales Rep Notes
History Tab
The History Tab shows you the related History of the Sales Rep with regards to Invoices, Customers, and Commissions for example.

Customers Tab
The Customers Tab contains the following read-only fields for your review: Customer ID, Name, City, and Sales Rep.  This is a convenient form in that is associates the Customers with the specific Sales Rep.  

If you would like further detail, review or edit a Customer, you may click on the little yellow folder to the left of the Customer ID you are interested in.  This will bring you to that Customer's data in the Customer form.  You may easily return to the Sales Rep form by clicking on the "Close" button in the Customer form.  
Special Pricing Tab
The Special Pricing Tab contains the following read-only fields for your review: Customer ID, Item No, Modified Description, Sales Price, Special Price and Commission.  This is a convenient form in that is associates the Sales Rep with their Customers who have Special Pricing/Commissions.

When you are through filling out all of the information about your Sales Rep you may click on the New button to add another Sales Rep or click the Close button to save the Sales Rep and return you to the previous open form.

Related Topics
Sales Reps
Adding Customers
Sales Rep Groups
Adding Sales Rep Groups
tc "Converting Sales Reps"

xe "Converting Sales Reps"Converting Sales Reps
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  When you click the Process button, the program will convert the Sales Rep to a Customer.  After you convert the Sales Rep to a Customer a message will appear informing you when the process is complete.  The message box will also display the add Customer number and ask if you want to view the add Customer.  Click 'Yes' to close the current Sales Rep and open the Customer Form, or 'No' to remain on the current Sales Rep.

Related Topics
Adding Sales Reps
Sales Reps
tc "Adding Sales Rep Groups"

xe "Adding Sales Agency"Adding Sales Rep Groups

[image: image1417.png]


  The following steps will explain in detail how to add a new Sales Rep Group.

The topic has the following sections: General Tab, Detail Tab, Activity Tab, Notes Tab, Sales Reps Tab and Customers Tab.

General Tab
1.
First click on the Sales Rep Groups topic from the Contact Manager topic in the Main Menu.  This will open the Find Sales Rep Groups search form.  In this Find Sales Rep Groups form click the New Sales Rep Group button in the lower left hand corner of the form.  This will bring you to the Sales Rep Groups form, cleared so you may enter a new Sales Rep Group.  The cursor will be flashing at the top of the form in the Group ID field under the General Tab.


2.
Financial Accounting will automatically assign a unique Sale Rep Group ID for each Sales Rep Group since the program comes with the feature that allows automatic assigning of Sales Rep Group IDs enabled.  You may disable this automatic assigning of Sales Rep Group ID numbers by going to Financial Accounting's Main Menu, clicking on the following: the Company Preferences Topic, the General Tab, the Starting Transactions Numbers box, the Cards Tab, the little white box to the right of the Sales Rep Group Rep ID field that has a check mark it and the word Enable to the right of it.  With the Auto Sales Rep Group ID field disabled, you may assign a unique Sales Rep Group ID which can be 20 alphanumeric characters in length.  For example:  Joe Smith might be referenced as SMITJ01 using the first four letters of the last name, the first letter of the first name and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

3.
You can then enter the Group name.  It is not necessary to add a Group name but this will give you another avenue to search for that sales rep group in the future.  If you enter a Group name, that information will print on the reports throughout the program.  An example of a Sales Rep Group name is the Jefferson Reseller Company.

4.
The next step is to select a Sales Rep Group Type.  The Type field is a great way to categorize and group your Sales Rep Group contacts.  There are a few default types that have been added when you created a new data file.  Of course, you can edit this list by clicking on the little magnifying glass button next to this field, which will open the Sales Rep Group Type form.


5.
You can then fill in all the basic Sales Rep Group information like Salutation, Title, First Name, Last Name, Address, City, Zip Code, County,Country, Other Names, Phone, Fax, E-mail, and Web Site.  Most of this is the main data that will be displayed on the order transactions created for this sales rep group.  



Special Zip Code Feature

You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


Special address Feature

You will notice as a small colored Globe to the right of the address box.  If you have Internet access, once you have completed the address, City, State, and Zip Code fields, and, you click on the globe, you will be automatically brought to the Yahoo Web site showing the location of your Sales Rep Group on a map! 

6.
The User Fields area is used to store the names of different contact methods used like Phone, Fax, E-mail, Web Site, and any other contact information that you use.  Under the User Field column heading, simply click on the little combo box button (the arrow head pointing down) to select the type of user field you wish.  Then, type in the Value (whether it be a phone number, an E-mail address, etc.) in the Value field.  As you can see, you may add a number of user fields.  See User Fields for additional information on the User Fields form.

Detail Tab
You can get to the Detail page of information by clicking on the Detail tab.  The Detail Tab consists of three area which will be described below: Sales Rep Group Information, Image Web Options, and Sales Rep Group History.


Sales Rep Group Information
1.
The Sales Rep Group Information area has several fields like Manager, Assistant, Office, Department and Profession that are optional fields to be filled in as you see fit.

2.
In the Source field you can enter additional information on who or what source the Sale Rep Group was referred to you by.  This can be helpful if you track how a Sales Rep Group found out about your business or how you found out about them in terms of a magazine ad, Web site, direct mailing, friend or referral.


Image Web Options
The Image Web Options section will need to be addressed if you have purchased and installed the Image Web product.

1.
Grant access to Web site.  If you check the check box, Sales Rep Group will be able log into your Web site.  This feature is also convenient because it quickly enables you block or unblock your Sales Rep Groups' access to your site.


2.
The Login ID field displays the Login ID you and your Sales Rep Group have agreed upon for your Sales Rep Group.


3.
The Password field displays the Password you and your Sales Rep Group have agreed upon for your Sales Rep Group.


4.
The Last Login field displays the last date your Sales Rep Group logged into your Web site

5.
The Web Login Count field displays the number of times your Sales Rep Group has logged in.

Sales Rep Group Area
The Sales Rep Group History area is read only and the information displayed here is calculated and displayed for your reference.  Each field is detailed below.
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The Entered field will reflect the date this Sales Rep Group was first input into the program.  Click the little clock button in the Sales Rep Group History area to change the date field view to display the exact time the Sales Rep Group was entered in the date field.  Then click the little date button to view the date again.
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The Modified date will reflect the date this Sales Rep Group file has been changed in any way.  Click the little clock button in the Sales Rep Group History area to change the date field view to display the exact time the Sales Rep Group was modified in the date field.  Then click the little date button to view the date again.


Activity Tab
The Activity tab displays a single line item list of all the activities that have been entered for the selected sales rep group.  Clicking on the yellow folder button next to a specific activity will open the Sales Rep Groups Activity form displaying the details of that activity.  All the fields in the sales rep group activity are read only but you can click the right mouse button to sort any field in a different order.

To add new Sales Rep Group Activity click the last little yellow folder next to a blank line item or click the Schedule button at the bottom of the form.  See:  Scheduling Activity

Notes Tab
The Notes tab displays a single line item list of all the notes that have been entered for the selected sales rep group.  Clicking on the yellow folder button next to a specific contact log will open the Sales Rep Group Notes form displaying the details of that contact log.  All the fields in the sales rep group contact log list are read only but you can click the right mouse button to sort any field in a different order.

To add new Sales Rep Group Notes click the last little yellow folder next to a blank line item.  See:  Adding Sales Rep Group Notes
Sales Reps Tab

The Sales Reps Tab contains the following read-only fields: Sales Rep ID, Full Name, City, Commission Type and Percent.  This is a convenient form in that it associates the Sales Reps with the Sales Rep Groups.  

If you would like further detail on and/or to edit/review a Sales Rep, you may click on the little yellow folder to the left of the Sales Rep's ID field and be brought to the Sales Rep form with that Sales Rep's information populating the form.  To return to the Sales Rep Group form from the Sales Rep form, you only have to hit the "Close" button.

Customers Tab
The Customers Reps Tab contains the following fields to be filled in: Customer ID, Name, City, and Sales Rep.  This is a convenient form in that is associates the Customers the Sales Reps are responsible for.

When you are through filling out all of the information about your Sales Rep Group you may click on the New button to add another Sales Rep Group or click the Close button to save the Sales Rep Group and return you to the previous open form.

Related Topics
Sales Rep Groups
tc "Searching Sales Rep Groups"

xe "Searching Sales Agencies"Searching Sales Rep Groups
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Converting Sales Rep Groups"

xe "Converting Sales Agencies"Converting Sales Rep Groups
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  When you click the Process button, the program will convert the Sales Rep Group to a Customer.  After you convert the Sales Rep Group to a Customer a message will appear informing you when the process is complete.  The message box will also display the add Customer number and ask if you want to view the add Customer.  Click 'Yes' to close the current Sales Rep Group and open the Customer Form, or 'No' to remain on the current Sales Rep Group.

Related Topics
Adding Sales Rep Groups
Sales Rep Groups
tc "Deleting Sales Rep Groups"

xe "Deleting Sales Agencies"Deleting Sales Rep Groups
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  When you click the Delete button on the Sales Rep Groups form, you will get a message warning you that you are about to delete the selected Sales Rep Groups.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Sales Rep Groups again.

The Delete button can be password protected so that other users can't delete any of the Sales Rep Groups records.  You can assign a password to the delete buttons in the Security form.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the Sales Rep Groups form.  There will be a little delete button next to each line item in that subform list.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.

Related Topics
Sales Rep Groups
Adding Sales Rep Groups
tc "Sales Rep Type"

xe "Sales Rep Type"Sales Rep Type

The Sales Rep Type form allows you to categorize your Sales Reps by a particular type.  You can set this up to reflect whatever type of information you want to use.  It can be very helpful to assign a Sales Rep type to a grouping such as Western Sales Zone, or European Sales.

The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new Sales Rep Type to be added.  
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The Delete button will delete the selected Sales Rep Type.
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The Close button will close and save the Sales Rep Type form.  See: Closing Forms
Related Topics
Adding Sales Reps
Sales Reps
tc "Searching Sales Reps"

xe "Searching Sales Reps"Searching Sales Reps
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Sales Reps"

xe "Deleting Sales Reps"Deleting Sales Reps
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  When you click the Delete button on the Sales Reps form, you will get a message warning you that you are about to delete the selected Sales Reps.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that Sales Reps again.

The Delete button can be password protected so that other users can't delete any of the Sales Reps records.  You can assign a password to the delete buttons in the Security form.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the Sales Reps form.  There will be a little delete button next to each line item in that subform list.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.

Related Topics
Sales Reps
Adding Sales Reps
xe "Adding Sales Rep Contact Logs"Adding Sales Rep Notes
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  The following steps will explain in detail how to add a new sales rep notes.

You have two choices with regards to accessing the Sales Rep Notes form.  

Option 1: From the Main menu, click on Contact Manager, then Sales Rep Notes.  The Sales Rep Notes Find form will come up where you can click on the New Sales Rep Note button in the lower left hand corner.  You will be brought to Sales Rep notes form.  The form will open and clear so you can add a new record.  

Option 2: From the Main menu, click on Contact Manager, then Sales Reps. The Sales Rep Find form will come up where you can click on the Sales Rep you are looking for.  If you need to Add a new Sales Rep, see: Adding Sales Reps.  Once you have clicked on the Sales Rep, the Sales Rep form will appear.  Next click the Notes tab at the top of the form.  Then click either the little red New button next to the Date label above the little yellow folders in the subform or click the last little yellow folder next to a blank line item in the subform to open the sales rep notes form.  The form will open and clear so you can add a new record.  

29. The cursor will be flashing in the Date field with the current date already entered or you can click the little calendar button next to this field to open the calendar form where you can graphically enter a date.  Required Field
30. The current time has already been entered in the Time field or you can click the little Clock button next to this field to open the Time form where you can graphically enter a time.  Required Field
31. In the Duration field, you can enter the amount of time - in minutes - that you spent with the sales rep.  Later, you can create reports based on that duration for the sales rep to summarize time spent on that issue, or problem.

32. The Sales Rep ID field will already be filled in with the Sales Rep you selected from the find form or you may enter a different sales rep id.

33. Enter a User from the pull down box. This would normally be the person who spoke with the sales rep or is recording the note.

34. Next, enter a Topic from the drop down menu.  Here you can choose to assign a topic to the note like Information, Tech Support or Problem.  This will help categorize your notes. To create a new topic click on the magnifying glass and then select the new button.

35. The Notes field is a memo field which, basically means it is large enough to handle 64,000 characters of text.

Related Topics
Sales Rep Notes
Sales Reps
Adding Sales Rep
xe "Searching Sales Rep Contact Logs"Searching Sales Rep Contact Logs
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Employees"

xe "Employees"Employees

The Employee form is used to store all the detailed information about your Employee including address, phone, employee information and other key information.  You can be as detailed as you feel necessary since most of the fields are not required to be filled in.  Employees are normally all the people that work at your company.

You will notice at the top of this form six tabs, which help group the employee information better.  It is like having six forms connected together for each employee.  You will also notice that the Employee ID, Company and Social Security fields at the top of the form remain there in all the tabs so you always know what employee you are working on when switching between the tabs.  The six tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general employee information.  See: Adding Employees
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The Detail Tab shows all other related employee data that could not fit on the General tab.  See: Adding Employees
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The Activity Tab shows you all the completed and scheduled activities for the customer.  See: Scheduling Activity
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The Notes Tab shows you a list of all the customer notes.  See: Employee Notes.
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The History Tab s shows you the related History of the Employee with regards to Invoices, Customers, and Commissions for example.  See: Adding Employees.

This form can be used to add or edit records in the employee form.  To add new employees, simply click the New button at the bottom of this form.  If you need to edit existing employees, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new employees, see: Adding Employees.

The record navigation buttons at the bottom of the form are used to move from one employee to another.  It also displays how many records are in the employee form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You can use the Find button to find a specific record.

You can choose the sort order of the employee form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Time Sheet button will open the Weekly Timesheet form, which displays the selected employees time card.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new employee to be added.  See: Adding Employees
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The Delete button will delete the selected employees.  See: Deleting Employees
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The Find button will allow you to Find your employees.  See: Find.
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The Duplicate button will create a duplicate record of a specific employee.  See: Duplicating Employee Data.
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The Convert button will convert the Employee to a Sales Rep.  See:  Converting Employee Data.

[image: image1455.png]



The Initiate Paycheck button will enable you to start the process of creating the paycheck.  
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The Close button will close and save the employee form.  See: Closing Forms
tc "Searching Employees"

xe "Searching Employees"Searching Employees
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Employees"

xe "Deleting Employees"Deleting Employees
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  When you click the Delete button on the Employees form, you will get a message warning you that you are about to delete the selected employee.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that employee again.

The Delete button can be password protected so that other users can't delete any of the employee records.  You can assign a password to the delete buttons in the Security form.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the employee form.  There will be a little delete button next to each line item in that subform list.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.

tc "Employee Department"

xe "Employee Department"Employee Department

The Employee Department form is used to store all the departments you can select from in the Department combo box field on the Employee form.  This form allows you to track what department the employee works in the company.  You can set this up to reflect whatever type of information you want to use.  An example of departments you could use would be "Office", "Warehouse", "Accounting" and so on.

Click the New button to move your cursor to a new line where you can enter an additional department.  To edit an existing departments click in the Department field for the record you wish to change and make the necessary changes.

You can choose the sort order of the employee department form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new department.
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The Delete button will delete the selected department.


[image: image1466.png]



The Close button will close and save the employee department form.  See: Closing Forms
tc "Employee History"

xe "Employee History"Employee History

You can view the employee commission history from the Employee form by clicking the History tab at the top of the form. The Employee History displays a single line item list of all the posted transactions that an employee earned commission.  Clicking on the yellow folder button next to a specific transaction will open that transaction if you would like to see more details.  All the fields in the employee history list are "read only" but you can click the right mouse button to sort any field in a different order.

You can use the Filter Employee History Search check box option to display all the selected sales, or service, transactions when you click the yellow folder instead of ALL the transactions.  Normally when you click the little yellow folder button next to a transaction it opens that form.  For example, if the selected record was an Invoice then the Invoice form would open and move you to that selected Invoice.  Every Invoice will be available for you to navigate through using the Record Navigation buttons.  If the Filter Employee History Search is checked when you click the yellow folder button, the Invoice form will open filtering all the other Invoices except for the records for the selected employee.  This can be a great way to navigate through all the Invoices for a particular employee.  Either way, the program will move to the selected transaction for you.

xe "Adding Employee Contact Logs"Adding Employee Notes
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  The following steps will explain in detail how to add a new employee notes.

You have two choices with regards to accessing the Employee Notes form.  

Option 1: From the Main menu, click on Contact Manager, then Employee Notes.  The Employee Notes Find form will come up where you can click on the New Employee Note button in the lower left hand corner.  You will be brought to Employee Notes form.  The form will open and clear so you can add a new record.  

Option 2: From the Main menu, click on Contact Manager, then Employees. The Employee Find form will come up where you can click on the Employee you are looking for.  If you need to Add a new Employee, see: Adding Employees.  Once you have clicked on the Employee, the Employee form will appear.  Next click the Notes tab at the top of the form.  Then click either the little red New button next to the Date label above the little yellow folders in the subform or click the last little yellow folder next to a blank line item in the subform to open the Employee Notes form.  The form will open and clear so you can add a new record.  

36. The cursor will be flashing in the Date field with the current date already entered or you can click the little calendar button next to this field to open the calendar form where you can graphically enter a date.  Required Field
37. The current time has already been entered in the Time field or you can click the little Clock button next to this field to open the Time form where you can graphically enter a time.  Required Field
38. In the Duration field, you can enter the amount of time - in minutes - that you spent with the employee.  Later, you can create reports based on that duration for the employee to summarize time spent on that issue, or problem.

39. The Employee ID field will already be filled in with the Employee you selected from the find form or you may enter a different employee id.

40. Enter a User from the pull down box. This would normally be the person who spoke with the employee or is recording the note.

41. Next, enter a Topic from the drop down menu.  Here you can choose to assign a topic to the note like Information, Tech Support or Problem.  This will help categorize your notes. To create a new topic click on the magnifying glass and then select the new button.

42. The Notes field is a memo field which, basically means it is large enough to handle 64,000 characters of text.

Related Topics

Adding Employees
Employees
xe "Searching Employee Contact Logs"Searching Employee Contact Logs
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Employee Notes"

xe "Employee Contact Log List"Employee Notes

You can view the employee notes from the Employee form by clicking the Notes tab at the top of the form.  The Notes tab displays a single line item list of all the notes that have been entered for the selected employee.  Clicking on the yellow folder button next to a specific notes will open the Employee Notes form displaying the details of that specific employee note.  All the fields in the employee notes list are read only but you can click the right mouse button to sort any field in a different order.

To add new employee notes from the employee notes list, you should click the last little yellow folder next to a blank line item. See:  Adding Employee Notes
Form Buttons

Form buttons open another form that is related to the selected form.
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The Schedule button will open the Schedule Activities form, which will allow you to schedule an activity to be displayed in the Day Planner calendar.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new note to be added. See: Adding Employee Notes  
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The Delete button will delete the selected Note.  
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The Find button will allow you to Find notes.  See: Find. 
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The Schedule button will allow you to schedule calls, meetings and to-dos in the day planner.  See: Schedule Activities. 
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The Close button will close and save the Prospect Note form.  See: Closing Forms
tc "Jobs Jobs"

xe "Jobs"Jobs

The Jobs form is used to store all the detailed information about your jobs including address, phone, proposal information and other key information.  You can be as detailed as you feel necessary since most of the fields are not required to be filled in.  Jobs are normally used by service oriented companies to track contract work done for other companies.

You will notice at the top of this form five tabs, which help group the job information better.  It is like having five forms connected together for each job.  You will also notice that the Job ID, Description and Customer ID fields at the top of the form remain there in all the tabs so you always know what job you are working on when switching between the tabs.  The five tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general job information.  See: Adding Jobs
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The Detail Tab shows all other related job data that could not fit on the General tab.  See: Adding Jobs
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The Activity Tab shows you all the completed and scheduled activities for the customer.  See: Scheduling Activity
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The Notes Tab shows you a list of all the customer notes.  See: Jobs Notes.
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The Hours Tab is where you can process hours and invoices.  See: Job Hours Tab


This form can be used to add or edit records in the job form.  To add new jobs, simply click the New button at the bottom of this form.  If you need to edit existing jobs, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new jobs, see: Adding Jobs.

The record navigation buttons at the bottom of the form are used to move from one job to another.  It also displays how many records are in the jobs form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the job form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Ship To button will open the Job Ship To Location form where you can enter or view one alternative shipping location.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new job to be added.  See: Adding Jobs

[image: image1486.png]



The Delete button will delete the selected jobs.  See: Deleting Jobs
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The Find button will enable you to Find jobs.  See: Find.
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The Close button will close and save the job form.  See: Closing Forms
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  The following steps will explain in detail how to add a new Job.

The following steps will explain in detail how to add a new Job.  They are divided into the five Tabs: General Tab, Jobs Detail Tab, Activity Tab, Job Notes Tab and the Hours Tab.
General Tab
1.
From the Main Menu, click on Job Costing, then Jobs.  This will open the Find Jobs form.  Click on the New Job button in the lower left hand corner of the Find Jobs form.  You will now be brought to the Jobs form. The cursor will be flashing at the top of the form in the Company field under the General Tab.


2.
Financial Accounting will automatically assigning a unique Job ID for each job since the program comes with the feature that allows automatic assigning of Job IDs Enabled.  You may disable this automatic assigning of Job ID numbers by going to Financial Accounting's Main Menu, clicking on the following: the Company Preferences Topic, the General Tab, the Starting Transactions Numbers box, the Cards Tab, the little white box to the right of the Job ID field that has a check mark it and the word Enable to the right of it.  With the Auto Job ID field disabled, you may assign a unique Job ID which can be 20 alphanumeric characters in length.  For example:  Joe Smith might be referenced as SMITJ01 using the first four letters of the last name, the first letter of the first name and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

3.
You can then enter a Description for the job.  This description will be seen next to the Job ID in all the Job ID combo boxes throughout the program.


4.
Financial Accounting will automatically assigning a unique Customer ID for each customer since the program comes with the feature that allows automatic assigning of Customer IDs Enabled.  You may disable this automatic assigning of Customer ID numbers by going to Financial Accounting's Main Menu, clicking on the following: the Company Preferences Topic, the General Tab, the Starting Transactions Numbers box, the Cards Tab, the little white box to the right of the Customer ID field that has a check mark it and the word Enable to the right of it.  With the Auto Customer ID field disabled, you may assign a unique Customer ID which can be 20 alphanumeric characters in length.  For example:  Joe Smith might be referenced as SMITJ01 using the first four letters of the last name, the first letter of the first name and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.  


Note that you may also click on the Combo box to select a Customer.  If you would like to add a new Customer for this new Job, see: Adding Customers, then add a new Job.

5.
You can then fill in all the basic job information like Contact Name, Contact Title, Alt. Contact, address, City, Zip Code, County,Country, Other Names, Phone, Fax, E-mail, and Web Site.  Most of this is the main data that will be displayed on the Bill To and Ship To sections of all purchase transactions created for this job.  



Special Zip Code Feature

You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


Special address Feature

You will notice as a small colored Globe to the right of the address box.  If you have Internet access, once you have completed the address, City, State, and Zip Code fields, and, you click on the globe, you will be automatically brought to the Yahoo Web site showing the location of your job on a map! 

6.
The User Fields area is used to store the names of different contact methods used like Phone, Fax, E-mail, Web Site, and any other contact information that you use.  Under the User Field column heading, simply click on the little combo box button (the arrow head pointing down) to select the type of user field you wish.  Then, type in the Value (whether it be a phone number, an E-mail address, etc.) in the Value field.  As you can see, you may add a number of user fields.  See User Fields for additional information on the User Fields form.

Detail Tab
You can get to the Detail page of information by clicking on the Detail tab.  The Detail Tab has three sections:  Proposal Information, Job Information, and Job History.


Proposal Information Area
In the Proposal Information area you can fill in any data you wish.  All the fields here are optional and can be used any way you choose.  You can click the little calendar button next to any of the data fields to open a miniature calendar that can be used to graphically add dates to those fields.

Job Information Area
1.
In the Job Information area you can add other various details about the job like the supervisor of the job.


2.
The next step is to select a Job Type.  The Job Type field is a great way to categorize and group your jobs.  There are a few default types that have been added when you created a new data file.  Of course, you can edit this list by clicking on the little button next to this field, which will open the Job Type form


3.
You can enter the default Terms for each job, which details what payment method will be expected for that job.  If the Terms you want to use is not in the list box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.


4.
In the Salesperson field you can assign this jobs' normal salesperson.  The salesperson combo box list is pulled directly from the Employee form.


5.
You can use the Ship Via to setup a default shipping method for each job.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the items.


6.
The Start field is used to enter the date you started this job and the Finish field is used to enter the date you finished this job.  You can click the little calendar button next to either the start or finish dates to open a miniature calendar that can be used to graphically add dates to those fields.


7.
The Revenue is used to add how much money has been received for the job so far and the Expenses shows how much money you expect the job to cost.


8.
When you are through filling out all of the information about your job, you can click on the New button to add another job or click the Close button to save the job and return you to the previous open form.

Job History Area
The Job History area is read only and the information displayed here is calculated and displayed for your reference.  Each field is detailed below.
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The Entered field will reflect the date this job was first input into the program.  Click the little clock button in the Job History area to change the date field view to display the exact time the job was entered in the date field.  Then click the little date button to view the date again.
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The Modified date will reflect the date this jobs file has been changed in any way.  Click the little clock button in the Job History area to change the date field view to display the exact time the job was modified in the date field.  Then click the little date button to view the date again.

Clicking on the yellow folder button next to a specific contact log will open the Job Notes form displaying the details of that contact log.  All the fields in the Job Log Tab are read only but you can click the right mouse button to sort any field in a different order.

This form can be used to add or edit records in the Jobs contact log list form.  To add new contact logs, simply click the New button at the bottom of this form.  If you need to edit existing contact logs, just select the record you want to edit, click on the little yellow folder button by that record, and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new contact logs, see: Adding Job Contact Logs.

The record navigation buttons at the bottom of the form are used to move from one contact log to another.  It also displays how many records are in the Jobs contact log form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Jobs form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Activity Tab
The Activity tab displays a single line item list of all the activities that have been entered for the selected job.  Clicking on the yellow folder button next to a specific activity will open the Jobs Activity form displaying the details of that activity.  All the fields in the job activity are read only but you can click the right mouse button to sort any field in a different order.

To add new Job Activity click the last little yellow folder next to a blank line item. See:  Adding_Customer_Notes

HYPERLINK \l "Schedule_Activities" 
Scheduling Activity
Notes Tab
The Notes tab displays a single line item list of all the notes that have been entered for the selected job.  Clicking on the yellow folder button next to a specific contact log will open the Job Notes form displaying the details of that contact log.  All the fields in the job notes are read only but you can click the right mouse button to sort any field in a different order.

To add new Job Notes click the last little yellow folder next to a blank line item.  See:  Adding Notes
Hours Tab
The Hours tab on the Jobs form gives you the ability to create invoices based on the hours entered into the Hours form.  The Job Id, Description and Customer ID are already filled in at the top of the form.  Next, input the Date, the Employee ID, the Earning ID and the Work Code.  Then enter the Pay hours, Pay rate, Bill Hours and Bill rate.  When all your information is entered correctly click the Process Hours button and that will bring up the Process Hours form.  From there, you will be able to create the invoices and the paychecks.  To add new jobs, simply click the New button at the bottom of this form.

The record navigation buttons at the bottom of the form are used to move from one job to another.  It also displays how many records are in the jobs form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Hours form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Ship To button will open the Job Ship To Location form where you can enter or view one alternative shipping location.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process Hours button will bring up the Process Hours form.  See: Processing Hours

[image: image1494.png]



The New button will clear the form to allow a new job to be added.  See: Adding Jobs
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The Delete button will delete the selected jobs.  See: Deleting Jobs
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The Find button will enable you to Find jobs.  See:  Find.
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The Close button will close and save the job form.  See: Closing Forms
Related Topics
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  When you click the Delete button on the Jobs form, you will get a message warning you that you are about to delete the selected job.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that job again.

The Delete button can be password protected so that other users can't delete any of the job records.  You can assign a password to the delete buttons in the Security form.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the job form.  There will be a little delete button next to each line item in that subform list.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.
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  The following steps will explain in detail how to add a new job notes.

You have two choices with regards to accessing the Job Notes form.  

Option 1: From the Main menu, click on Contact Manager, then Job Notes.  The Job Notes Find form will come up where you can click on the New Job Note button in the lower left hand corner.  You will be brought to Job notes form.  The form will open and clear so you can add a new record.  

Option 2: From the Main menu, click on Contact Manager, then Jobs. The Job Find form will come up where you can click on the Job you are looking for.  If you need to Add a new Job, see: Adding Jobs.  Once you have clicked on the Job, the Job form will appear.  Next click the Notes tab at the top of the form.  Then click either the little red New button next to the Date label above the little yellow folders in the subform or click the last little yellow folder next to a blank line item in the subform to open the job notes form.  The form will open and clear so you can add a new record.  

43. The cursor will be flashing in the Date field with the current date already entered or you can click the little calendar button next to this field to open the calendar form where you can graphically enter a date.  Required Field
44. The current time has already been entered in the Time field or you can click the little Clock button next to this field to open the Time form where you can graphically enter a time.  Required Field
45. In the Duration field, you can enter the amount of time - in minutes - that you spent with the job.  Later, you can create reports based on that duration for the job to summarize time spent on that issue, or problem.

46. The Job ID field will already be filled in with the Job you selected from the find form or you may enter a different job id.

47. Enter a User from the pull down box. This would normally be the person who spoke with the job or is recording the note.

48. Next, enter a Topic from the drop down menu.  Here you can choose to assign a topic to the note like Information, Tech Support or Problem.  This will help categorize your notes. To create a new topic click on the magnifying glass and then select the new button.

49. The Notes field is a memo field which, basically means it is large enough to handle 64,000 characters of text.

Related Topics
Job Notes
Adding Jobs
xe "Deleting Job Contact Logs"Deleting Job Contact Logs
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  When you click the Delete button on the Job Notes form, you will get a message warning you that you are about to delete the selected contact log.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that contact log again.  

The Delete button can be password protected so that other users can't delete any of the job contact log records.  You can assign a password to the delete buttons in the Security form.

Chapter  9: Inventory Control

tc "Inventory Items"
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The Inventory Items form is used to store all the detailed information about the products you sell including part number, description, cost, stock, serial numbers and other key information.  You will be able to view details like quantity in stock and on order, serial numbers, pricing levels, assembly items, warehouse detail and other items for each of your inventory items.  You can be as detailed as you feel necessary since several of the fields are not required to be filled in.

You will notice at the top of this form seven tabs, which help group the inventory information better.  It is like having seven forms connected together for each inventory.  You will also notice that the Item No, Vendor Number and Vendor ID fields at the top of the form remain each tab.  This way you always know what inventory item you are working on when switching between the tabs.  The seven tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general inventory item information such as Item Class, Description, User Fields, GL Accounts Impacted, and Inventory Options.  See: Adding Inventory Items
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The Setup Tab shows Manufacturing, Category, Group and Commission information. See: Adding Inventory Items
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The Detail Tab shows Royalty Details, Inventory History, Substitute Product and Accessory Product information.  See: Adding Inventory Items, Inventory Items Detail Tab.
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The Pricing Tab shows the inventory pricing level information.  See: Adding Inventory Items, Inventory Items Pricing Tab.
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The Stock Tab shows the inventory stock information.  See: Adding Inventory Items, Inventory Items Stock Tab.
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The Alt Vendors Tab is the area where you may select Alternate Vendors for your products. See: Adding Inventory Items, Alt Vendors Tab.
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The Assembly Tab shows the inventory assembly items that make up the selected item if any.  See: Inventory Assembly Items


This form can be used to add, edit or delete records in the inventory item form.  To add new inventory items, simply click the New button at the bottom of this form.  If you need to edit existing inventory, just select the record you want to edit and make any necessary changes to the fields for that record.  If you are service based company you may not need to display or track stock.  You could deselect the Track Inventory Stock check box in the Detail tab page for any inventory item you did not want to track stock for.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new inventory items. see: Adding Inventory.

The record navigation buttons at the bottom of the form are used to move from one inventory record to another.  It also displays how many records are in the inventory form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find  button to find a specific record.

You can choose the sort order of the inventory form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Inventory Defaults area and the Inventory Costing Method area in the Company Preferences form for other inventory related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Web button will open the Inventory Items form where you may review General data and review/enter/edit Web related data.
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The Serial Numbers button opens the Inventory Serial Number form where you can add, edit or view an unlimited number of serial numbers for each inventory item.
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The Special Pricing button will open the Inventory Special Pricing form where you can enter a special price for the selected inventory item.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new inventory item to be added.  See: Adding Inventory Items
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The Delete button will delete the selected inventory item.  See: Deleting Inventory Items

[image: image1514.png]



The Find button will enable you to Find inventory item.  See: Find.
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The Build Assembly button will open the Build Assembly Item form allowing you to build additional assembly items.  See: Build Assembly Items
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The Duplicate button will create a new duplicated inventory item.  See: Duplicating Inventory Items
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The Close button will close and save the inventory item form.  See: Closing Forms
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The Inventory add form can be selected to open from the Inventory form when you click the New button.  This form will help properly input a new inventory item by presenting you with several options that should be set each time a new inventory item is entered.

The Inventory add form is Extremely Important!  You must make sure you understand this area and set it up very carefully.  The options checked here will determine things like if Financial Accounting should track inventory stock, serial numbers, assembly items and what GL accounts are impacted.
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The Track Inventory Stock check box will keep track of the units in stock every time the selected item is bought or sold.  If you are a service based company you may be setting some default items up in the inventory form that you do not want to keep track of the stock for.  Then you would want to deselect this option.  By default the Track Inventory Stock will be automatically enabled every time you create a new inventory item.



[image: image1519.png]



The Item Class combo box field is an important field that must be assigned properly.  This field basically tells Financial Accounting how to update your General Ledger.  Click the little magnifying glass button next to this field to open the Inventory Item Class form where you can adjust how each item class works.  When you select an item class you will notice that the Chart of Accounts Impacted area will automatically fill in the three different Account ID's used to update your general ledger after the Inventory add form is closed.
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The Track Serial Numbers check box will determine if the selected item should use serial numbers or not.  If you enable this option then every time you sell this inventory item the Select Serial Numbers form will open where you can assign the serial numbers to the items you are selling.  When you purchase this inventory item the Inventory Serial Number form will open where you can enter the add serial numbers you have received.  By default the Track Serial Numbers will be automatically disabled every time you create a new inventory item.  You will not be able to open the Inventory Serial Number form unless this option is enabled.  See: Inventory Serial Number
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The Create Assembly Item check box is used to setup inventory that will be built or assembled based on several other inventory items.  An example of a company that would use Assembly Items would be a manufacturing company or any company that builds their own products from other products they purchase.  Lets say you were in the computer manufacturing business, you could create an assembly item by entering all the individual products and the quantities needed of each of those products to create one computer.  By default the Assembly Item will be automatically disabled every time you create a new inventory item.  You will not be able to use the Assembly Tab on the Inventory Items from unless this option is enabled.  See: Inventory Assembly Items
Form more information see Adding Inventory Items.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Ok button will close the form and set any options made to the main Inventory form.  See: Closing Forms
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The Cancel button will close the form and cancel any selections made.  See: Closing Forms
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  The following steps will explain in detail how to add a new Inventory Items.

This Help Topic is divided into the following Tabs: General Tab, Setup Tab, Detail Tab, Pricing Tab, Stock Tab, Vendors Tab, and Assembly Tab.
General Tab
1.
From the Main Menu, click on Inventory Control, then Inventory Items.  This will open up the Find form for Inventory items.  Since you are adding a new Ivory Item, click on the New Inventory Item button in the lower left hand corner of the Find form.  You will now be brought to the Inventory Items form where you may begin entering data.  The cursor will be flashing at the top of the form in the Item No combo box field under the General Tab.


2.
You must assign a unique Item No for each inventory item, which can be 25 alphanumeric characters in length.  The Item No is the same thing as your inventory items part number.  This is the number that will be used throughout Financial Accounting to reference this inventory item.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Vendor Item No. field is used to enter your vendor's part number of the inventory item.  This will be the number that prints on all your purchase transaction invoices and orders.  This way you can use your Item No number to create a Vendor Purchase Order but when you print that purchase order it will use the part number you entered in the Vendor Item No. field for that vendor.


4.
The Vendor ID combo box field is used to assign a vendor to the inventory item.  You can select any vendor that has been previously entered in the Vendor form.  Click the little magnifying glass button next to this field to open the Vendor form where you can add, delete or edit vendors.  The Vendor ID field is important to fill out if you want to let Financial Accounting automatically create purchase orders when you sell this inventory item and there are none in stock.


5.
The Item Class combo box field is an important field that must be assigned properly.  This field basically tells Financial Accounting how to update your General Ledger.  Click the little magnifying glass button next to this field to open the Inventory Item Class form where you can adjust how each item class works.  When you select an item class you will notice that the GL Accounts Impacted area will automatically fill in the three different Account ID's (Sales Income, Inventory Assets and Cost of Sales) used to update your general ledger.


6.
The Unit Measure field is a fully functional way of breaking down your inventory to the smallest unit of measure.  This is more than just assigning a name to the Unit Measure field like 'Each' or 'Case'.  When you enter a new inventory item the Unit Measure combo box will automatically fill in with the Unit Measure entered in the Inventory Unit Measure Default form.  If you use the Inventory Unit Measure Default of 'Each' that is created when you create a new data file, it sets up the inventory item to be sold in quantities of one each.  Every time you sell or purchase an inventory item with a unit measure of 'Each' then if you sell one, your inventory stock quantity will decrease by one.  Normally the default unit measure 'Each' will work for all of the inventory you enter, but if you need the capability to sell the item in several different unit measures click the little magnifying glass button next to this field.  The Inventory Unit Measure form will open where you can add, modify or delete unit measures.  You could enter a new unit measure of 'Dozen' and set the Unit Quantity field in the Inventory Unit Measure form to 12.  Then every time you sell this inventory item and selected the unit measure to be 'Dozen' the inventory stock quantity would decrease by 12 instead of 1.  You can create an unlimited number of unit measures for each inventory item.  If you do create more than one inventory unit measure, use the Unit Measure combo box field to select the default Unit Measure you want to assign to the inventory item.  This will be the Unit Measure used as a default for every sales, service or purchase transaction created.  It of course can be changed on the fly when you create those transactions only when using a double line subform.  You can use the Subform Display button on any of the sales, service or purchase transactions to change the subform to a double line subform or select it as a default in the Company Preferences form.  See: Inventory Unit Measure or Inventory Unit Measure Default


7.
The Description field is used to enter a detailed description of the inventory item.  The description field is a memo field, which is capable of storing up to 64,000 characters of text.  This allows you to enter a very detailed description for each inventory item.  The description field will be used on any sales, service or purchase transactions for each item you enter in the subform.


8.
The PO Description field is used to enter a detailed purchase order description of the inventory item.  The PO Description field is a memo field, which is capable of storing up to 64,000 characters of text.  This allows you to enter a very detailed description for each inventory item.  The PO Description field will be used on any sales, service or purchase transactions for each item you enter in the subform.

9.
The Additional Info field is used to enter an additional description of up to 50 characters.  This can be used to enter short notes about the main description.  This field will be displayed on any sales, service or purchase transactions that use a two line subform.

10.
The Currency field is used to assign a default currency for each inventory item.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form but you can change it if necessary.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  Every time this inventory item is used on an invoice, or order, the default currency will fill in the Currency ID on that form.  You can still override the Currency ID after it fills in if you need to, but it helps speed data entry.


11.
The User Fields area will display the User Fields you have set up or will set up.  See: User Fields.

Category Details Area 

1.
The Category combo box field is used to assign a category to each inventory item.  This can be helpful if you want to group certain inventory items with others.  Click the little magnifying glass button next to this field to open the Inventory Categories form where you can add, delete or modify inventory categories to be displayed in the Category combo box field. 


Note that in the Inventory Categories detail section that you will be able to select exciting options related to your Web Site if you have purchased and installed Image Web.  See: Inventory Categories, Inventory Categories Detail.  

2.
The Sub Category combo box field is used to assign a sub category to each category for an inventory item.  This can be helpful if you want to group certain inventory items with others.  An example: a Category could be Computers.  A sub category for the category of Computers could be Disk Drives.  Click the little magnifying glass button next to this field to open the Inventory Sub Categories form where you can add, delete or modify inventory categories to be displayed in the Category combo box field. 


Note that in the Inventory Categories detail section that you will be able to select exciting options related to your Web Site if you have purchased and installed Image Web.  See:  Inventory Sub Categories, Inventory Sub Categories Detail.
Inventory Options Area
The Inventory Options area is Extremely Important!  You must make sure you understand this area and set it up very carefully.  The options checked here will determine if Financial Accounting should track inventory stock, serial numbers, assembly items or if an item has been discontinued.


1.

The Status field contains a combo box where you may choose Active, Phased out, Discontinued, or Special Order.  Any inventory setup as Discontinued will still show in the Inventory Items form.  Once you have depleted the items left in stock for that item, you won't see it anywhere other than the Inventory Items form.  This gives you a way to remove certain items, you no longer carry, from the Item No combo boxes in all the sales, service and purchase transaction forms.  This will make it easier to see what you really have to sell or purchase. 

2.

The Track Stock drop down menu when enabled YES will keep track of the units in stock every time the selected item is bought or sold.  If you are a service based company you may want to set some items as 'non-stock' items.  If this is the case, then select NO and inventory will not be stocked.  When adding an inventory item, you will select this method form the Create add Inventory Items form.

3.

The Assembly Item drop down menu when enabled YES will setup inventory that it can be built or assembled based on several other inventory items.  An example company that would use Assembly Items would be a manufacturing company or any other company that builds their own products from products they purchase.  Lets say you were in the computer manufacturing business, you would create an assembly item by entering all the individual products and the quantities needed of each of those products to create one computer.  You will not be able to use the Assembly Tab on the Inventory Items from unless this option is enabled YES.  See: Inventory Assembly Items
4.

The Serialized Inventory drop down menu when enabled YES will enable you to assign serial numbers to the item.  You can click the Serial Numbers button at the bottom of this form to open the Inventory Serial Number form, which will list all the entered serial numbers for the selected inventory item.  By enabling this option, every time you sell this inventory item the Select Serial Numbers form will open where you can assign the serial numbers to the items you are selling.  When you purchase this inventory item the Inventory Serial Number form will open where you can enter the add serial numbers you have received.  


Setup Tab
1.
The Manufacturer combo box field is used to enter the manufacturer of the inventory item.  You can click the little magnifying glass button to open the Inventory Manufactures form where you can add, delete or modify manufactures.

2.
The Manufacturer No. field is where you enter the manufacturer's number.

3.
The Lead Time field is where you enter the manufacturer's lead time.

4.
The Model No. field is where you enter the manufacturer's model number.

5.
The UPC Code field is where you enter the manufacturer's UPC related code to form a bar code.  The total UPC number is twelve numbers in length.  You will have to enter the six numbers the UPC Council has selected for the item plus five more numbers of your own choosing for a total, so far, of eleven numbers.  Note, that if you enable the 5 Digit User Assignable UPC Number field in the Inventory Items tab of the Starting Numbers form, Financial Accounting will automatically and incrementally assign each new set of five numbers so that you do not have to randomly make up sets of five numbers for each new inventory item.  The twelfth number will automatically be calculated for you and placed in the box before the magnifying glass.  Note that if you do not have the correct numbers in the UPC code field, the twelfth number box will display an "X".  Click the little magnifying glass button next to this field to open the UPC form where you can view a picture of the bar code.  See: UPC Form.

6.
The Sales Tax Exempt field is used to enter an amount that an item or service is exempt from sales tax.  Some services and items may be exempt from sales tax but only for a certain amount.  Example: Item "A" sells for 50.00 but is sales tax exempt for the first 20.00.  Enter 20.00 in the Sales Tax Exempt field and sales tax will only be figured on the difference, in this case 30.00.

7.
The Case Qty. field is where you enter/review the manufacturer's case quantity.

8.
The Man Hours Required field is used to enter a number of hours required to install, create or customize the inventory item.  This field is only used in Service Transactions, which can be another way to charge labor for items.

9.
The Notes field gives you space to make any special notes about the vendor that are not covered in other areas of the Inventory form.  Please note, the text in this field does not conform to the settings in the Text Field Displayed As setting in the Company Preferences form.  It is set for Normal case because it assumes that you will be typing paragraphs rather than proper names.  You can have the notes field automatically be displayed every time you enter a new transaction for the vendor.  This can be enabled or disabled in the Company Preferences form.

Group Details Area
The Group Details area is where you may select a Group Master, Group Item and Master Item No.    

1.
The Group Master check box may be checked if you would like the Item you are working on to be the building block for many similar items to be associated with it.  For example, you may be entering an inventory item that is a shirt.  Upon checking the Group Master box, entering/selecting a Master Item Number such as 1234, and completing the rest of this form, the "shirt" would have an Item number and be selected as a Group Master with a Master Item Number.  Then you may enter another item, such as a red shirt, you would like to be connected, referenced, to the Group Master Item. The data for this red shirt item would be entered, including the checking of the Group Item box and the selecting of the same Master Item Number of 1234.  In this way, this red shirt Group Item is now associated with the Group Master Item of "shirt". 

Commission Details
1.
If you select Yes in combo box for the Commissionable field you will enable commission to be applied.
2.
If you select None in the combo box for the Special Commission field you will un-able special commission to be applied.  If you select Yes, you will enable Special Commission to be applied.
3.
If you selected Yes and enabled Special Commission to be applied, you may now enter the Special Commission Percentage you would like in the Special Commission Percent field.

Detail Tab
You can get to the Detail page of information by clicking on the Detail tab.

Royalty Details Area
1.
If the check box by the word Royalty is checked a royalty will be enabled to be applied to the Item.


2.
The Rate is the normally filled in with the selected inventory items' royalty rate. 

3.
The Vendor ID combo box field is used to assign a vendor to the inventory item.  You can select any vendor that has been previously entered in the Vendor form.  Click the little magnifying glass button next to this field to open the Vendor form where you can add, delete or edit vendors.  The Vendor ID field is important to fill out if you want to let Financial Accounting automatically create purchase orders when you sell this inventory item and there are none in stock

4.
The Property field is where you may enter the related Property.

5.
The Expires field contains the date you have agreed is the date you stop giving the royalty to your vendors.  This date automatically defaults to todays date.  Double click in the End Date field to open the miniature calendar where you can graphically enter this date.

Inventory History Area
The Inventory History area displays the date of the last purchase order and when it is expected.  It also shows how many times the selected inventory item has been sold.

1.
The Last Ordered field will reflect the date of the latest Vendor Purchase Order that has not been filled or completed.  Click the little clock button in the Inventory History area to change the date field view to display the exact time the purchase order was entered.  Then click the little date button to view the date again.

2.
The Expected date will reflect the expected date of delivery of the latest Vendor Purchase Order that has not been filled or completed.  Click the little clock button in the Inventory History area to change the date field view to display the exact time the purchase order was entered.  Then click the little date button to view the date again.

3.
The Entered field will reflect the date this inventory item was first input into the program.  Click the little clock button in the Inventory History area to change the date field view to display the exact time the inventory item was entered in the date field.  Then click the little date button to view the date again.

4.
The Modified date will reflect the date this inventory items file has been changed in any way.  Click the little clock button in the Inventory History area to change the date field view to display the exact time the inventory item was modified in the date field.  Then click the little date button to view the date again.

Substitute Products Area
The Substitute Products area enables you to suggest substitute products.  This can be a convenient way to maximize your options.

In this area you may select Substitute Products from the combo box.  Once selected, the Description of the substitute products will appear as well.  You may delete a Substitute Product by clicking on the little delete button located to the left of the Substitute Product name you would like to delete.  The little delete button has a picture of a red "X" in it.  

Accessory Products Area
The Accessory Products area enables you to suggest accessory products.  This can be a convenient way to maximize your options.

In this area you may select Accessory Products from the combo box.  Once selected, the Description of the accessory products will appear as well.  You may delete an Accessory Product by clicking on the little delete button located to the left of the Accessory Product name you would like to delete.  The little delete button has a picture of a red "X" in it. 

Pricing Tab
The Pricing Tab has three sections that will be described below: the Inventory Pricing Area, the Cost Detail Area, and the Pricing Level Area.


Inventory Pricing Area
1.

The Pricing Method combo box can be used to assign any one of three different pricing methods to the inventory items Standard Cost field.  This can be very helpful if you are looking to add a set amount to the cost of your inventory items.  You can choose from Fixed Dollar Amount, Markup Standard Cost, Percent of Margin or None.  When you first create a new inventory item the Pricing Method field will be set to None.  This can be changed at any time to a different Pricing Method.
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The Fixed Dollar Amount pricing method will display an Amount field to the right of the Pricing Method combo box.  In the Amount field enter the exact amount you want to add to the Standard Cost field of the inventory item.  For example if the Standard Cost is 150.00 and you enter 25.00 in the Amount field, the Sales Price will automatically change to display 175.00.
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The Markup Standard Cost pricing method will display a Percent field to the right of the Pricing Method combo box.  In the Percent field enter the exact percent you want to use to calculate the Sales Price field of the inventory item.  The formula used to determine the Sales Price will be the Standard Cost amount plus the Percent amount you entered in the Percent field.  For example if the Standard Cost amount is 150.00 and you enter 25 in the Percent field (25%), the Sales Price will automatically change to display 187.50.  That is 150.00 plus 37.50 or (25%) equals 187.50.
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The Percent of Margin pricing method will display a Percent field to the right of the Pricing Method combo box.  In the Percent field enter the exact percent you want to use to calculate the Sales Price field of the inventory item.  The formula used to determine the Sales Price will be the Standard Cost amount divided by 1 minus the Percent amount you entered in the Percent field.  For example if the Standard Cost amount is 150.00 and you enter 25 in the Percent field (25%), the Sales Price will automatically change to display 200.00.  That is 150.00 divided by .75 or (1 - 25% = .75) equals 200.00.
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The None pricing method will not display any fields to the right of the Pricing Method combo box.  It also will not affect the Sales Price at all.  You will be able to manually enter the Sales Price to any amount you choose.

2.
The Sales Price is the price used when creating sales and service transactions.  This price can be manually entered to any amount you wish to charge your customers or calculated by using one of the Pricing Methods described above.  The Sales Price could possibly change for certain customers based on that customers Pricing Level or if you have setup any Inventory Pricing Levels or Inventory Special Pricing for this inventory item.  There are numerous ways throughout Financial Accounting to give discounts, special pricing, level pricing and individual customer pricing.  See: Pricing Levels
3.

The Cost Method is a very important field to setup.  You can choose from four different inventory cost methods, Average Cost, LIFO or FIFO.  The Cost Method will automatically default to the Cost Method selected in the Company Preferences form in the Inventory Cost Method area every time you create add inventory.  Most companies use the Average Cost method for tracking the cost of their inventory.  Each Cost Method is described in detail below.
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The Average Cost method will calculate the cost of your inventory based on an average cost of all the amounts paid for the inventory in stock.  This is what most companies use for their inventory costing method.
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The LIFO method stands for (Last In, First Out).  This method will sell your inventory in an order of last purchased inventory or your newest inventory to be sold first.  This is a good method for an antique dealer or any other company where inventory becomes worth more the older it gets.  You would always want to sell your newest inventory before your oldest inventory in that case.
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The FIFO method stands for (First In, First Out).  This method will sell your inventory in an order of first purchased inventory or your oldest inventory to be sold first.  This is a good method for a technology based company or any other company where inventory becomes worth less the older it gets.  You would always want to sell your oldest inventory before your newest inventory then.

Cost Details Area
1.
The Average Cost field is used to track the items' average cost.  The Average Cost method, an option in the Pricing Method field in the Inventory Pricing Area of the Inventory items Pricing Tab, will calculate the cost of your inventory based on an average cost of all the amounts paid for the inventory in stock.  The Average Cost will get updated automatically every time you create and post a Bill that uses this inventory item.  This will always let you know what your latest average cost is for this inventory item.  Since this field constantly changes when you create Bills the Average Cost is provided to hold a constant cost that only changes when you change it.  The Average Cost field will be locked after you are finished entering a new inventory item.  The little magnifying glass button next to this field can be used later to unlock the Average Cost field when you view existing inventory items.

2.
The Current Cost field is used to track the items actual cost you paid for it.  The Current Cost will get updated automatically every time you create and post a Bill that uses this inventory item.  This will always let you know what your latest cost is for this inventory item.  Since this field constantly changes when you create Bills the Standard Cost is provided to hold a constant cost that only changes when you change it.  The Current Cost field will be locked after you are finished entering a new inventory item.  The little magnifying glass button next to this field can be used later to unlock the Current Cost field when you view existing inventory items.

3.
The Standard Cost field is the cost you want to assign as the inventory items standard cost.  This will be the standard or normal cost you would use for the inventory item.  It is also the cost that the Pricing Method field will use to calculated the Sales Price if you enable it.


Pricing Level Area
1.
The Level combo box field can be used to enter the level number you want to assign to the pricing level.  It will default to 1, which you can leave or change.  You can select up to 20 different pricing levels each of, which can be setup with any Minimum and Maximum quantity settings.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


2.
The Unit Measure combo box field is used to enter the Unit Measure you want to assign a pricing level to.  You may have anywhere from one to several Unit Measures available to choose from in the combo box depending on how many were created for the selected inventory item.


3.
The Units field will be automatically entered based on the Unit Measure you selected.  If you used the default Unit Measure of 'Each' then a 1 will appear in the Units field.  The Units field is important to pay attention to because it will multiply itself by the Unit Price to give you the Sales Price for this level.


4.
The Min field is used to enter the minimum quantity a customer has to order of the selected Item No to get the discounted sales price.


5.
The Max field is used to enter the maximum quantity a customer can order of the selected Item No to get the discounted sales price.

6.
The Pricing Method combo box field is used to pick from a preset number of pricing discounts.  There are five different Pricing Methods you can choose from and each are described below in more detail.
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The Fixed Dollar Amount pricing method will display the $ symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact amount you want to add to the Standard Cost field of the inventory item.  For example, if the Standard Cost is 150.00 and you enter 25.00 in the Percent / Amount field, the Unit Price will automatically change to display 175.00.



[image: image1533.png]



The Markup Standard Cost pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field.  The formula used to determine the Unit Price will be the Standard Cost amount plus the Percent amount you entered in the Percent / Amount field.  For example, if the Standard Cost amount is 150.00 and you enter 25 in the Percent / Amount field (25%), the Unit Price will automatically change to display 187.50.  That is 150.00 plus 37.50 or (25%) equals 187.50.
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The Percent of Margin pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field.  The formula used to determine the Unit Price will be the Standard Cost amount divided by (1 minus the Percent amount you entered in the Percent / Amount field).  For example, if the Standard Cost amount is 150.00 and you enter 25 in the Percent / Amount field (25%), the Unit Price will automatically change to display 200.00.  That is 150.00 divided by .75 or (1 - 25% = .75) equals 200.00.
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The Discount Sales Price pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field of the inventory item.  The formula used to determine the Unit Price will be the Sales Price amount minus the Percent amount you entered in the Percent / Amount field.  For example, if the Sales Price amount is 250.00 and you enter 10 in the Percent / Amount field (10%), the Unit Price will automatically change to display 225.00.  That is 250.00 minus 25.00 or (10%) equals 225.00.



[image: image1536.png]



The None pricing method will not display any symbols in the fields to the right of the Pricing Method combo box.  It also will not affect the Unit Price at all.  You will be able to manually enter the Unit Price to any amount you choose.  The Percent / Amount field will display zero and you will not be able to change it.


7.
The Percent / Amount field is used in conjunction with the selected Pricing field.  You either enter an amount or a percent in this field to be calculated with the Unit Price to give you the Sales Price.  You will notice a little yellow field just to the left of this field that will either display a $ or % symbol.  This will visually tell you if the number entered in this field is considered an amount or a percent.


8.
The Unit Price is the price that will be charged for the item if the customer falls into all the parameters.  You can view the selected inventory items Sales Price and Standard Cost at the top of this form.  This can give you a guide line for what you want the Unit Price to be if the customer falls within the parameters that you set.


9.
The Sales Price is the price based on the Unit Price multiplied by the Units field.  Unless you are using special Unit Measures the Unit Price and Sales Price will be the same.  The Sales Price basically becomes the add Sales Price the customer will receive if they fall into the pricing level you set.


10.
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 There will be a little red delete button next to each line item in the subform list.  To delete a line from the subform click the little delete button at the left side of the line item next to the Level field.  This will delete whichever line you click that button on.

Stock Tab
1.
The Inventory Stock area displays quantities In Stock, Committed, Back Ordered, On Order and Expected. These fields are read only and cannot be manually changed.  To add the number of inventory in stock for the selected inventory item you need to either create and post a Sales or Purchase Transaction, create a Inventory Adjustment or enter an Inventory Opening balance. 




[image: image1538.png]



The In Stock field is read only and displays the total quantity in stock.  Every time you sell or purchase this inventory item the In Stock field will change to display the add quantity in stock.
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The Committed field is read only and displays the total quantity of that inventory item that has been ordered by a customer, but not yet invoiced/shipped.  Every time you create an order for the inventory item, the Committed field will change to display the quantity that's committed.  Committed means ordered by a customer, but yet still in stock.  Once the Order is converted to an Invoice and posted the Committed field will change to show the new quantity committed.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  Also See:  Committed Inventory Rules.
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The Back Order field is read only and displays the total quantity on back order.  Every time a Back Order is created for the selected inventory item the Back Order field will change to display the add quantity on back order.
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The On Order field is read only and displays the total quantity on order.  Every time you create a purchase order for this inventory item the On Order field will change to display the add quantity on order.
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The Expected field is read only and displays the total quantity expected.  The Expected quantity figure comes from the related Purchase Order.

2.

The Reorder Point field can be used to enter a quantity that you want to order more inventory at.  Financial Accounting will remind you with a message anytime this inventory item drops to that quantity or below it in any of the sales or service transaction forms.  You can also open the Reminder List form from the Main Menu to display all the inventory that has reached or fallen below the quantity set here.


3.

Clicking on the little Magnifying Glass button to the left of the Warehouse ID column heading will bring you to the  Warehouses form where you may review/edit related Warehouse information.  See: Warehouses, Adding Warehouses.

4.

Clicking on the little yellow folder button to the left of the Warehouse ID field for the first line item will bring you to the Inventory Warehouse Transaction History form where you may review every transaction that makes up the total stock for each warehouse.  See: Inventory Warehouse Transaction History.

5.

Clicking on the little Magnifying Glass button to the right of the Warehouse ID field will bring you to the  Inventory Items Location form where you may review/edit/add the Location, Location Row and the Location Bin of the Inventory Item.  See: 

Vendors Tab
The Alternate Vendor Tab may be accessed by clicking on the Vendors tab in the Inventory Items form from Inventory Control menu.

The alternate Vendor tab is used to list all the alternate vendors where you purchase the selected inventory item in the Inventory Items form.  This tab allows you to create an unlimited number of Vendors for one Item No.  This feature is  very helpful if you often get the same product from multiple vendors.  It allows you to input the Vendor ID, their number, the lead time and cost.

The Vendor ID combo box field is used to assign a vendor to the inventory item.  You can select any vendor that has been previously entered in the Vendor form.  Click the combo box to select a Vendor.

Clicking on the little yellow folder button to the left of the Alternate Vendor ID field for the first line item will bring you to the Vendors form where you may review the Vendor.  See: Vendors.

You may choose the sort order of the Alternate Vendor form by clicking the Right Mouse button in any of the fields and change the sort order of that field.
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 There will be a little red delete button next to each line item in the subform list.  To delete an Alternative Vendor from the subform click the little delete button at the left side of the line item next to the little yellow folder button.  This will delete whichever line you click that button on.

Assembly Tab
The following steps will explain in detail how to add a new Inventory Assembly Items.  You can enter as many inventory items as necessary to create the assembly item.  You must make sure all the inventory that will make up the assembly item has already been entered in the Inventory Items form, and, you have selected the "Yes" option to be considered as an Assembly Item in the combo box in the General tab of the Assembly Items form.  You will also be able to use other assembly items to build add assembly items as long as they have also previously been entered and had the "Yes" choice chosen.

1.
From the Main Menu, click on Inventory Control, then Inventory Items.  The Inventory Items Find form will appear. Inventory_Items Select the Inventory Item you wish.  You must have already added the inventory item or inventory items you want to use to make up the assembly item.  If you need to add new inventory items see the earlier portions of this topic you are currently in.  Click the Assembly tab at the top of the inventory item form.  You will notice that the top portion of this form will display the Item No, Vendor Item No and Vendor ID information for the selected inventory item.  The lower portion of this form is a subform where you can add an unlimited number of assembly items for each inventory item.  Your cursor will be flashing at the top of the subform in the Inventory Item combo box field.  


2.
The Inventory Item field is where you select the inventory item you want to use.  When you select an Inventory Item from the combo box the quantity, stock, modified description, unit measure, units, cost and subtotal fields will all fill in with the data from that inventory item.


3.
In the Quantity field enter the number of items needed of the selected Product Number for the assembly item.  If you enter a number higher than 1 you will notice the Subtotal field will change based on the Quantity entered and the Cost.  If you enter 4 in the quantity field then you are saying you need 4 of the selected item to build 1 assembly item.


4.
The Stock field will display the total number of items in stock for the selected Product Number.


5.
The Modified Description field is copied from the description field for the selected inventory item.  This description can be modified without affecting the original description of the inventory item.  Click the little Toggle Field Display button above this field to change the field to display the Original Description of the inventory item.  You will not be able to modify the original description field.  Click the Toggle Field Display button again to display the Modified Description field.


6.
The Unit Measure field can be used to pick the Unit Measure you want to use from the inventory item.  You must have the Unit Measure field previously setup in the Inventory Items form for more than one selection here.


7.
The Units field will display the number of units the selected Unit Measure is setup for.


8.
The Sort field is used to sort the individual items that make up the assembly item.  To see this field you will need to click the little Toggle Field Display button above the Units field, which will change the label name of the Units field to Sort.  A default sort order is automatically added as you enter items in the assembly form.  Click the Toggle Field Display button again to display the Units field.


9.
 The Cost field initially displays the current cost of the inventory item.  You can override the current cost and enter any cost you want for the selected inventory item but it will change the Current Cost for that item in the inventory items for as well.


10.
The Subtotal field will calculate the quantity by the cost and display the total cost for the selected inventory item.


11.
Continue entering as many inventory items as necessary to complete the assembly item.  As you enter more components you will see the fields at the bottom of the form change.  They will display details like how many items are need to build the assembly item and the total cost.




[image: image1544.png]



The Items Needed field will display the total number of items need to build the assembly item.
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The Available to Build will display the number of assembly items that can be built based on the available stock for each component.
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The Total Cost field will display the total current cost for all the components.


12.
After you are finished entering all the items for the assembly item you can click the Build button at the bottom of the form to open the Build Assembly Items form.  You use this form to enter the number of assembly items you have built based on the items entered in the subform.


13.
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 There will be a little red delete button next to each line item in the subform list.  To delete an assembly item from the subform click the little delete button at the left side of the line item next to the Inventory Item field.  This will delete whichever line you click that button on.

Related Topics
Inventory Items
tc "Inventory Items Setup Tab"

xe "Inventory Items Setup Tab"Inventory Items Setup Tab

The Inventory Setup tab is a continuation from the General tab and provides you an area to enter manufacturer information, Lead time,

UPC Code and some notes on that specific inventory item.


1.

The Manufacturer field is for tracking who is the maker of that particular inventory item.  To the right of the Manufacturer field, is a little magnifying glass button.  This will open the Inventory Manufacturers form and allows you to add any manufacturers that may not be in the drop down list.

2.

The Manufacturer No. field is a text field and allows you to enter a number that is particular to that manufacturer.  This is not a required field.

3.

The Lead Time field is a text field and allows you to enter a Lead Time for this particular inventory item.  This is not a required field.

4.

The Model No. field is a text field and allows you to enter the Model Number that may be different than the internal Item No. you have assigned this item in Financial Accounting.  This is not a required field.

5.

The UPC Code field is where you enter that products UPC Code.  To view the UPC Barcode, simply click on the little magnifying glass button to the right of the field.

6.

The Sales Tax Exempt field is used to enter an amount that an item or service is exempt from sales tax.  Some services and items may be exempt from sales tax but only for a certain amount.  Example: Item "A" sells for 50.00 but is sales tax exempt for the first 20.00.  Enter 20.00 in the Sales Tax Exempt field and sales tax will only be figured on the difference, in this case 30.00.

7.

The Case Qty field is used to keep track of the case quantity.  This is not a required field.

8.

The Man Hours Required field is used to enter a number of hours required to install, create or customize the inventory item.  This field is only used in Service Transactions, which can be another way to charge labor for items.

9.

The Default Sales Tax field is used to set the default tax code for that particular line item.  This is very useful if you have an inventory item that you never charge tax on.  You are able to set it up to default to "No Tax" on the sales line item.

10.
The Notes field gives you space to make any special notes about the customer that are not covered in other areas of the Customer form.  Please note, the text in this field does not conform to the settings in the Text Field Displayed As setting in the Company Preferences form.  It is set for Normal case because it assumes that you will be typing paragraphs rather than proper names.  You can have the notes field automatically be displayed every time you enter a new transaction for the customer.  This can be enabled or disabled in the Company Preferences form.

12.
The Commission Details area is for assigning whether, or not the inventory item is a commissionalble item, or has a special commission related to it.  Also see:  Commission Wizard
Related Topics
Adding Inventory Items
Inventory Items Location.
Inventory Items
tc "Inventory Items Details Tab"

xe "Inventory Details Tab"Inventory Items Details Tab

You may get to the Detail page of information by clicking on the Detail tab of the Inventory Items form.

Royalty Details Area
1.
If the check box by the word Royalty is checked a royalty will be enabled to be applied to the Item.


2.
The Rate is the normally filled in with the selected inventory items' royalty rate. 


3.
The Vendor ID combo box field is used to assign a vendor to the inventory item.  You can select any vendor that has been previously entered in the Vendor form.  Click the little magnifying glass button next to this field to open the Vendor form where you can add, delete or edit vendors.  The Vendor ID field is important to fill out if you want to let Financial Accounting automatically create purchase orders when you sell this inventory item and there are none in stock.


4.
The Property field is where you may enter the related Property.


5.
The Expires field contains the date you have agreed is the date you stop giving the royalty to your vendors.  This date automatically defaults to todays date.  Double click in the End Date field to open the miniature calendar where you can graphically enter this date.

Inventory History Area
The Inventory History area displays the date of the last purchase order and when it is expected.  It also shows how many times the selected inventory item has been sold.

1.
The Last Ordered field will reflect the date of the latest Vendor Purchase Order that has not been filled or completed.  Click the little clock button in the Inventory History area to change the date field view to display the exact time the purchase order was entered.  Then click the little date button to view the date again.


2.
The Expected date will reflect the expected date of delivery of the latest Vendor Purchase Order that has not been filled or completed.  Click the little clock button in the Inventory History area to change the date field view to display the exact time the purchase order was entered.  Then click the little date button to view the date again.



3.
The Entered field will reflect the date this inventory item was first input into the program.  Click the little clock button in the Inventory History area to change the date field view to display the exact time the inventory item was entered in the date field.  Then click the little date button to view the date again.


4.
The Modified date will reflect the date this inventory items file has been changed in any way.  Click the little clock button in the Inventory History area to change the date field view to display the exact time the inventory item was modified in the date field.  Then click the little date button to view the date again.

Substitute Products Area
The Substitute Products area enables you to suggest substitute products.  This can be a convenient way to maximize your options.

In this area you may select Substitute Products from the combo box.  Once selected, the Description of the substitute products will appear as well.  You may delete a Substitute Product by clicking on the little delete button located to the left of the Substitute Product name you would like to delete.  The little delete button has a picture of a red "X" in it.  

Accessory Products Area
The Accessory Products area enables you to suggest accessory products.  This can be a convenient way to maximize your options.

In this area you may select Accessory Products from the combo box.  Once selected, the Description of the accessory products will appear as well.  You may delete an Accessory Product by clicking on the little delete button located to the left of the Accessory Product name you would like to delete.  The little delete button has a picture of a red "X" in it. 

Related Topics
Inventory Items
Adding Inventory Items
tc "Inventory Items Pricing Tab"

xe "Inventory Items Pricing Tab"Inventory Items Pricing Tab

The Pricing Tab has three sections that will be described below: the Inventory Pricing Area, the Cost Detail Area, and the Pricing Level Area.


Inventory Pricing Area
1.

The Pricing Method combo box can be used to assign any one of three different pricing methods to the inventory items Standard Cost field.  This can be very helpful if you are looking to add a set amount to the cost of your inventory items.  You can choose from Fixed Dollar Amount, Markup Standard Cost, Percent of Margin or None.  When you first create a new inventory item the Pricing Method field will be set to None.  This can be changed at any time to a different Pricing Method.
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The Fixed Dollar Amount pricing method will display an Amount field to the right of the Pricing Method combo box.  In the Amount field enter the exact amount you want to add to the Standard Cost field of the inventory item.  For example if the Standard Cost is 150.00 and you enter 25.00 in the Amount field, the Sales Price will automatically change to display 175.00.
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The Markup Standard Cost pricing method will display a Percent field to the right of the Pricing Method combo box.  In the Percent field enter the exact percent you want to use to calculate the Sales Price field of the inventory item.  The formula used to determine the Sales Price will be the Standard Cost amount plus the Percent amount you entered in the Percent field.  For example if the Standard Cost amount is 150.00 and you enter 25 in the Percent field (25%), the Sales Price will automatically change to display 187.50.  That is 150.00 plus 37.50 or (25%) equals 187.50.
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The Percent of Margin pricing method will display a Percent field to the right of the Pricing Method combo box.  In the Percent field enter the exact percent you want to use to calculate the Sales Price field of the inventory item.  The formula used to determine the Sales Price will be the Standard Cost amount divided by 1 minus the Percent amount you entered in the Percent field.  For example if the Standard Cost amount is 150.00 and you enter 25 in the Percent field (25%), the Sales Price will automatically change to display 200.00.  That is 150.00 divided by .75 or (1 - 25% = .75) equals 200.00.
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The None pricing method will not display any fields to the right of the Pricing Method combo box.  It also will not affect the Sales Price at all.  You will be able to manually enter the Sales Price to any amount you choose.

2.
The Sales Price is the price used when creating sales and service transactions.  This price can be manually entered to any amount you wish to charge your customers or calculated by using one of the Pricing Methods described above.  The Sales Price could possibly change for certain customers based on that customers Pricing Level or if you have setup any Inventory Pricing Levels or Inventory Special Pricing for this inventory item.  There are numerous ways throughout Financial Accounting to give discounts, special pricing, level pricing and individual customer pricing.  See: Pricing Levels
3.

The Cost Method is a very important field to setup.  You can choose from four different inventory cost methods, Average Cost, LIFO or FIFO.  The Cost Method will automatically default to the Cost Method selected in the Company Preferences form in the Inventory Cost Method area every time you create add inventory.  Most companies use the Average Cost method for tracking the cost of their inventory.  Each Cost Method is described in detail below.
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The Average Cost method will calculate the cost of your inventory based on an average cost of all the amounts paid for the inventory in stock.  This is what most companies use for their inventory costing method.
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The LIFO method stands for (Last In, First Out).  This method will sell your inventory in an order of last purchased inventory or your newest inventory to be sold first.  This is a good method for an antique dealer or any other company where inventory becomes worth more the older it gets.  You would always want to sell your newest inventory before your oldest inventory in that case.
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The FIFO method stands for (First In, First Out).  This method will sell your inventory in an order of first purchased inventory or your oldest inventory to be sold first.  This is a good method for a technology based company or any other company where inventory becomes worth less the older it gets.  You would always want to sell your oldest inventory before your newest inventory then.

Cost Details Area
1.
The Average Cost field is used to track the items' average cost.  The Average Cost method, an option in the Pricing Method field in the Inventory Pricing Area of the Inventory items Pricing Tab, will calculate the cost of your inventory based on an average cost of all the amounts paid for the inventory in stock.  The Average Cost will get updated automatically every time you create and post a Bill that uses this inventory item.  This will always let you know what your latest average cost is for this inventory item.  Since this field constantly changes when you create Bills the Average Cost is provided to hold a constant cost that only changes when you change it.  The Average Cost field will be locked after you are finished entering a new inventory item.  The little magnifying glass button next to this field can be used later to unlock the Average Cost field when you view existing inventory items.

2.
The Current Cost field is used to track the items actual cost you paid for it.  The Current Cost will get updated automatically every time you create and post a Bill that uses this inventory item.  This will always let you know what your latest cost is for this inventory item.  Since this field constantly changes when you create Bills the Standard Cost is provided to hold a constant cost that only changes when you change it.  The Current Cost field will be locked after you are finished entering a new inventory item.  The little magnifying glass button next to this field can be used later to unlock the Current Cost field when you view existing inventory items.

3.
The Standard Cost field is the cost you want to assign as the inventory items standard cost.  This will be the standard or normal cost you would use for the inventory item.  It is also the cost that the Pricing Method field will use to calculated the Sales Price if you enable it.


Pricing Level Area
1.
The Level combo box field can be used to enter the level number you want to assign to the pricing level.  It will default to 1, which you can leave or change.  You can select up to 20 different pricing levels each of, which can be setup with any Minimum and Maximum quantity settings.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


2.
The Unit Measure combo box field is used to enter the Unit Measure you want to assign a pricing level to.  You may have anywhere from one to several Unit Measures available to choose from in the combo box depending on how many were created for the selected inventory item.


3.
The Units field will be automatically entered based on the Unit Measure you selected.  If you used the default Unit Measure of 'Each' then a 1 will appear in the Units field.  The Units field is important to pay attention to because it will multiply itself by the Unit Price to give you the Sales Price for this level.


4.
The Min field is used to enter the minimum quantity a customer has to order of the selected Item No to get the discounted sales price.


5.
The Max field is used to enter the maximum quantity a customer can order of the selected Item No to get the discounted sales price.

6.
The Pricing Method combo box field is used to pick from a preset number of pricing discounts.  There are five different Pricing Methods you can choose from and each are described below in more detail.
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The Fixed Dollar Amount pricing method will display the $ symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact amount you want to add to the Standard Cost field of the inventory item.  For example, if the Standard Cost is 150.00 and you enter 25.00 in the Percent / Amount field, the Unit Price will automatically change to display 175.00.
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The Markup Standard Cost pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field.  The formula used to determine the Unit Price will be the Standard Cost amount plus the Percent amount you entered in the Percent / Amount field.  For example, if the Standard Cost amount is 150.00 and you enter 25 in the Percent / Amount field (25%), the Unit Price will automatically change to display 187.50.  That is 150.00 plus 37.50 or (25%) equals 187.50.
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The Percent of Margin pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field.  The formula used to determine the Unit Price will be the Standard Cost amount divided by (1 minus the Percent amount you entered in the Percent / Amount field).  For example, if the Standard Cost amount is 150.00 and you enter 25 in the Percent / Amount field (25%), the Unit Price will automatically change to display 200.00.  That is 150.00 divided by .75 or (1 - 25% = .75) equals 200.00.
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The Discount Sales Price pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field of the inventory item.  The formula used to determine the Unit Price will be the Sales Price amount minus the Percent amount you entered in the Percent / Amount field.  For example, if the Sales Price amount is 250.00 and you enter 10 in the Percent / Amount field (10%), the Unit Price will automatically change to display 225.00.  That is 250.00 minus 25.00 or (10%) equals 225.00.
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The None pricing method will not display any symbols in the fields to the right of the Pricing Method combo box.  It also will not affect the Unit Price at all.  You will be able to manually enter the Unit Price to any amount you choose.  The Percent / Amount field will display zero and you will not be able to change it.


7.
The Percent / Amount field is used in conjunction with the selected Pricing field.  You either enter an amount or a percent in this field to be calculated with the Unit Price to give you the Sales Price.  You will notice a little yellow field just to the left of this field that will either display a $ or % symbol.  This will visually tell you if the number entered in this field is considered an amount or a percent.


8.
The Unit Price is the price that will be charged for the item if the customer falls into all the parameters.  You can view the selected inventory items Sales Price and Standard Cost at the top of this form.  This can give you a guide line for what you want the Unit Price to be if the customer falls within the parameters that you set.


9.
The Sales Price is the price based on the Unit Price multiplied by the Units field.  Unless you are using special Unit Measures the Unit Price and Sales Price will be the same.  The Sales Price basically becomes the add Sales Price the customer will receive if they fall into the pricing level you set.


10.
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 There will be a little red delete button next to each line item in the subform list.  To delete a line from the subform click the little delete button at the left side of the line item next to the Level field.  This will delete whichever line you click that button on.

tc "Inventory Items Stock Tab"

xe "Inventory Stock Tab"Inventory Items Stock Tab

1.
The Inventory Stock area displays quantities In Stock, Committed, Back Ordered, On Order and Expected. These fields are read only and cannot be manually changed.  To add the number of inventory in stock for the selected inventory item you need to either create and post a Sales or Purchase Transaction, create a Inventory Adjustment or enter an Inventory Opening balance. 
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The In Stock field is read only and displays the total quantity in stock.  Every time you sell or purchase this inventory item the In Stock field will change to display the add quantity in stock.
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The Committed field is read only and displays the total quantity of that inventory item that has been ordered by a customer, but not yet invoiced/shipped.  Every time you create an order for the inventory item, the Committed field will change to display the quantity that's committed.  Committed means ordered by a customer, but yet still in stock.  Once the Order is converted to an Invoice and posted the Committed field will change to show the new quantity committed.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  Also See:  Committed Inventory Rules.
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The Back Order field is read only and displays the total quantity on back order.  Every time a Back Order is created for the selected inventory item the Back Order field will change to display the add quantity on back order.
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The On Order field is read only and displays the total quantity on order.  Every time you create a purchase order for this inventory item the On Order field will change to display the add quantity on order.
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The Expected field is read only and displays the total quantity expected.  

2.

The Reorder Point field can be used to enter a quantity that you want to order more inventory at.  Financial Accounting will remind you with a message anytime this inventory item drops to that quantity or below it in any of the sales or service transaction forms.  You can also open the Reminder List form from the Main Menu to display all the inventory that has reached or fallen below the quantity set here.


3.

Clicking on the little Magnifying Glass button to the left of the Warehouse ID column heading will bring you to the  Warehouses form where you may review/edit related Warehouse information.  See: Warehouses, Adding Warehouses.

4.

Clicking on the little yellow folder button to the left of the Warehouse ID field for the first line item will bring you to the Inventory Warehouse Transaction History form where you may review every transaction that makes up the total stock for each warehouse.  See: Inventory Warehouse Transaction History.

5.

Clicking on the little Magnifying Glass button to the right of the Warehouse ID field will bring you to the  Inventory Items Location form where you may review/edit/add the Location, Location Row and the Location Bin of the Inventory Item.  See: Inventory Items Location.

Related Topics
Adding Inventory Items
Inventory Items Location.
Inventory Items
tc "Inventory Items Alt Vendors Tab"

xe "Inventory Items Vendor Tab"Inventory Items Alt Vendor Tab

The Alternate Vendor Tab may be accessed by clicking on the Vendors tab in the Inventory Items form from Inventory Control menu.

The alternate Vendor tab is used to list all the alternate vendors where you purchase the selected inventory item in the Inventory Items form.  This tab allows you to create an unlimited number of Vendors for one Item No.  This feature is  very helpful if you often get the same product from multiple vendors.  It allows you to input the Vendor ID, their number, the lead time and cost.

The Vendor ID combo box field is used to assign a vendor to the inventory item.  You can select any vendor that has been previously entered in the Vendor form.  Click the combo box to select a Vendor.

Clicking on the little yellow folder button to the left of the Alternate Vendor ID field for the first line item will bring you to the Vendors form where you may review the Vendor.  See: Vendors.

You may choose the sort order of the Alternate Vendor form by clicking the Right Mouse button in any of the fields and change the sort order of that field.
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 There will be a little red delete button next to each line item in the subform list.  To delete an Alternative Vendor from the subform click the little delete button at the left side of the line item next to the little yellow folder button.  This will delete whichever line you click that button on.

Related Topics
Adding Inventory Items
Inventory Items Vendor Tab
Inventory Items
Vendors
tc "Inventory Items AssemblyTab"

xe "Inventory Items AssemblyTab"Inventory Items Assembly Tab

The following steps will explain in detail how to add a new Inventory Assembly Items.  You can enter as many inventory items as necessary to create the assembly item.  You must make sure all the inventory that will make up the assembly item has already been entered in the Inventory Items form, and, you have selected the "Yes" option to be considered as an Assembly Item in the combo box in the General tab of the Assembly Items form.  You will also be able to use other assembly items to build add assembly items as long as they have also previously been entered and had the "Yes" choice chosen.

1.
From the Main Menu, click on Inventory Control, then Inventory Items.  The Inventory Items Find form will appear. Inventory_Items Select the Inventory Item you wish.  You must have already added the inventory item or inventory items you want to use to make up the assembly item.  If you need to add new inventory items see the Adding Inventory Items topic.  Click the Assembly tab at the top of the inventory item form.  You will notice that the top portion of this form will display the Item No, Vendor Item No and Vendor ID information for the selected inventory item.  The lower portion of this form is a subform where you can add an unlimited number of assembly items for each inventory item.  Your cursor will be flashing at the top of the subform in the Inventory Item combo box field. 


2.
The Inventory Item field is where you select the inventory item you want to use.  When you select a Inventory Item from the combo box the quantity, stock, modified description, unit measure, units, cost and subtotal fields will all fill in with the data from that inventory item.


3.
In the Quantity field enter the number of items needed of the selected Product Number for the assembly item.  If you enter a number higher than 1 you will notice the Subtotal field will change based on the Quantity entered and the Cost.  If you enter 4 in the quantity field then you are saying you need 4 of the selected item to build 1 assembly item.


4.
The Stock field will display the total number of items in stock for the selected Product Number.


5.
The Modified Description field is copied from the description field for the selected inventory item.  This description can be modified without affecting the original description of the inventory item.  Click the little Toggle Field Display button above this field to change the field to display the Original Description of the inventory item.  You will not be able to modify the original description field.  Click the Toggle Field Display button again to display the Modified Description field.


6.
The Unit Measure field can be used to pick the Unit Measure you want to use from the inventory item.  You must have the Unit Measure field previously setup in the Inventory Items form for more than one selection here.


7.
The Units field will display the number of units the selected Unit Measure is setup for.


8.
The Sort field is used to sort the individual items that make up the assembly item.  To see this field you will need to click the little Toggle Field Display button above the Units field, which will change the label name of the Units field to Sort.  A default sort order is automatically added as you enter items in the assembly form.  Click the Toggle Field Display button again to display the Units field.


9.
 The Cost field initially displays the current cost of the inventory item.  You can override the current cost and enter any cost you want for the selected inventory item but it will change the Current Cost for that item in the inventory items for as well.


10.
The Subtotal field will calculate the quantity by the cost and display the total cost for the selected inventory item.


11.
Continue entering as many inventory items as necessary to complete the assembly item.  As you enter more components you will see the fields at the bottom of the form change.  They will display details like how many items are need to build the assembly item and the total cost.
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The Items Needed field will display the total number of items need to build the assembly item.
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The Available to Build will display the number of assembly items that can be built based on the available stock for each component.
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The Total Cost field will display the total current cost for all the components.


12.
After you are finished entering all the items for the assembly item you can click the Build button at the bottom of the form to open the Build Assembly Items form.  You use this form to enter the number of assembly items you have built based on the items entered in the subform.


13.
[image: image1570.png]


 There will be a little red delete button next to each line item in the subform list.  To delete an assembly item from the subform click the little delete button at the left side of the line item next to the Inventory Item field.  This will delete whichever line you click that button on.

Related Topics
Inventory Items
Adding Inventory Items
tc "Inventory Pricing Level"

xe "Inventory Pricing Level"Inventory Pricing Level

The Inventory Pricing Level tab is used to list all the assigned pricing levels for the selected inventory item in the Inventory Items form.  This tab allows you to create an unlimited number of pricing levels based on Unit Measure and a minimum and maximum quantities that the customer purchases.  Based on those parameters you will be able to give a customer a greater discount on the sales price for the more they purchase.  For instance, you could setup the pricing levels so that if a customer purchased between 5 and 10 of a single item they would get a discount and anything over 10 items they would get an even larger discount.  There is an enormous amount of flexibility in setting up inventory pricing levels.

Very Important:  Keep in mind that in order for a customer to receive one of the Sales Prices setup in the Pricing Level form they must be purchasing the exact Item No, Unit Measure and order between the Min and Max quantities.  If they order more than the Max set for one price level they will not get that price.  So make sure if you want a price level to be between 5 and anything higher you enter a very large number in the Max field like 99999999.  See: Adding Inventory Pricing Levels
You can choose the sort order of the inventory pricing level form by clicking the Right Mouse button in any of the fields and change the sort order of that field.
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 There will be a little red delete button next to each line item in the subform list.  To delete a pricing level from the subform click the little delete button at the left side of the line item next to the Level field.  This will delete whichever line you click that button on.

tc "Inventory Select Pricing"

xe "Inventory Select Pricing"Inventory Select Pricing

The Inventory Select Pricing form automatically opens when you are entering an Item No Number that you have designated as Multi-Level pricing.  This form will appear when you setup in the Customer form that a Customer will receive "Select Pricing" on anything they purchase. This form will appear after you have entered an Item No Number and Quantity in the line item.  You will be able to select which level of pricing you want to give to the customer, on the fly, in the line item.  If you have not setup Pricing Levels for this Inventory Item, this form will not appear.  You must have both setup before you can take advantage of this feature.  At this point, if both are setup, just select which level of pricing and when you close the form, it will be applied to that product the customer is ordering.

tc "Inventory Serial Numbers"

xe "Inventory Serial Numbers"Inventory Serial Numbers

The Inventory Serial Numbers form is where you can add, delete and edit serial numbers for a specific inventory item.  This form will open when you click on the Serial Numbers button at the bottom of the Inventory Items form.  If you enter serial numbers in this form then every time you create a sales or service transaction for that inventory item the Select Serial Numbers form will open where you can assign those serial numbers to the customer purchasing the item.  This form will keep track of every serial number ever entered and when a serial number is used on an invoice, that invoice number will be tracked with that serial number.  Once it has been used in an Invoice, you will no longer be able to make any changes to that serial number.

You can also use the Inventory Serial Number form to breakdown a single Item No by colors and sizes.  Several companies use the same Item No for a certain type of inventory item but there may be several different colors and sizes for that item.  A good example would be clothes.  You assign one Item No to a certain pair of paints but you stock 6 different colors and sizes.  Since you probably would not need to use serial numbers with clothing you could use the serial number form to assign a sub part number to the main Item No.  Let say you wanted to assign an Item No of 'JEANSLEVI' for Levi Jeans that you sell.  You have several different colors and sizes of those jeans but do not want a different part number for each color and size.  You could use the Inventory Serial Number form to assign a unique serial number like 'BlueLG' or 'BlackSM' to each color and size you have in stock.  Now when you sell that Item No the Select Serial Number form would open allowing you to choose what color or size you sold.

At the top of the form you can change the Warehouse combo box to only display serial numbers at a specific warehouse if you choose.  You will also notice that the Item No and Sales Price are displayed for the selected inventory item as a reference.

The record navigation buttons at the bottom of the form are used to move from one inventory record to another.  It also displays how many records are in the inventory form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find  button to find a specific record.

You can choose the sort order of the inventory serial number form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Color button will open the Inventory Color form where you can enter or view an unlimited number of colors for the inventory serial numbers.
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The Size button will open the Inventory Size form where you can enter or view an unlimited number of sizes for the inventory serial numbers.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow a new inventory serial number to be added.  See: adding Inventory Serial Numbers
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The Delete button will delete the selected inventory serial number.  See: Deleting Inventory Serial Numbers
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The Find button will enable you to Find inventory serial numbers.  See: Find.
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The Close button will close and save the inventory serial number form.  See: Closing Forms
tc "Select Serial Numbers"

xe "Select Serial Numbers"Select Serial Numbers

The Select Serial Numbers form opens when you enter a Item No that has been setup for Serial Number Tracking in the Inventory Items form.  You can enter new serial numbers inside the inventory serial number form or by creating a Bill.  You will be able to select which Serial Numbers you are selling through this form.  Just click on the arrows to select which serial number you will be using.  You can transfer over one or the entire group, depending on how many you have sold.  The Serial Numbers will print on the Invoice, as long as you select that a two line item display will be printed.

tc "Inventory Size"

xe "Inventory Size"Inventory Size

The Inventory Size form is used to list all the available sizes that can be used in the Inventory Serial Number form.  Click the New button to move your cursor to a new line where you can enter an additional size.  To edit an existing sizes click in the Size field for the record you wish to change and make the necessary changes.

You can choose the sort order of the inventory size form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new size.
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The Delete button will delete the selected size.
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The Close button will close and save the inventory size form.  See: Closing Forms
tc "Duplicating Inventory Items"

xe "Duplicating Inventory Items"Duplicating Inventory Items
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  You can quickly duplicate any selected Inventory Item by clicking on the duplicate button.  This is a great feature if you need to constantly enter inventory items that are the same or similar to other inventory items.  When you click the duplicate button on a selected inventory item a message box will open asking if you want to duplicate the selected record.  If you choose to duplicate it, a form will appear asking for you to enter a new Unique Item No.  This form will already have a proposed new Item No based on the original Item No plus adding "-DUP" to the end of it.  You can change this to any Item No you want as long as it is unique.

After the add inventory item has been successfully duplicated another message box will appear asking if you want to move to the add inventory item.  Select 'Yes' to leave the current inventory item record and move to the add one or 'No' to remain on the current inventory item.

Everything in the add inventory item will be duplicated except for the Units In Stock, Units on Order and Units on Back Order, which will all be set to zero.  Also the Inventory History Area will be reset with the current data and time you duplicated the item.

Duplicating inventory item transactions has no affect on anything at all in the program until you actually start using that inventory item in sales, service or purchase transactions.  Until then you can duplicate a inventory item record and then delete it before you use it and it would be like you never duplicated it to begin with.
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.
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  When you click the Delete button on the Inventory Items form, you will get a message warning you that you are about to delete the selected inventory item.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that inventory item again.

There may be times when you try and delete a inventory item and Financial Accounting will not let you.  This can happen because the inventory item is being use in several other areas of the program.  For instance, if you try and delete a inventory item that is used in several Invoices, Financial Accounting will display an error message explaining that the inventory item could not be deleted due to referential integrity.  The only way you could delete that inventory item would be to delete all the associated Invoices and any other forms using that inventory item item first.

The Delete button can be password protected so that other users can't delete any of the inventory item records.  You can assign a password to the delete buttons in the Security form.

tc "Inventory Item Location"
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This is a convenient and detailed form that enables you to view the Location, Location Row and Location Bin of the Inventory Item you are interested in.  In addition are fields that represent GL accounts that are impacted.  A brief description follows

GL Accounts Impacted
The GL Accounts Impacted area will display the three Account ID's that are automatically filled in when you select an Item Class. 

1.

The Sales Income Account is normally selected as a Revenue Account from the Chart of Accounts.

2.
The Inventory Assets Account is normally selected as a Asset Account from the Chart of Accounts.  This field will be labeled Expense Account if the Stocked Inventory is set to 'No'.

3.
The Cost of Sales Account is normally selected as a Cost of Sales Account from the Chart of Accounts.

4.
The Landed Cost Account is normally selected as a Asset Account from the Chart of Accounts.

This form may be accessed clicking on the little Magnifying Glass button to the right of the Warehouse ID field in the Stock Tab of the Inventory Items form. 

Action Buttons

Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the inventory item form.  See: Closing Forms

Related Topics
Adding Inventory Items
Inventory Items Stock Tab
Inventory Items
tc "Inventory Color"

xe "Inventory Color"Inventory Color

The Inventory Color form is used to list all the available colors that can be used in the Inventory Serial Number form.  Click the New button to move your cursor to a new line where you can enter an additional color.  To edit an existing colors click in the Color field for the record you wish to change and make the necessary changes.

You can choose the sort order of the inventory color form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new color.
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The Delete button will delete the selected color.
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The Close button will close and save the inventory color form.  See: Closing Forms
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The following steps will explain in detail how to add a new Inventory Serial Numbers...

1.
From the Main Menu, click on Inventory Control, then Inventory Items.  This will open up the Find form for Inventory items.  Click on the Inventory Item you wish to add serial numbers to.  This will open up the  Inventory Items form with that Inventory Item's related data.  If you need to add new inventory items see the Adding Inventory Items topic.  Next click the Serial Number button to open the Inventory Serial Numbers form.  Click the New button at the bottom of the form to move your cursor to a new line where you may enter a new serial number.  The cursor will be flashing in the Serial Number field.  Note that in order for you to be able to add serialized numbers you will need to have selected "Yes" as the option in the Serialized Inventory field.  This field is located under the Inventory Options Area of the General tab of the Inventory Items form.

2.
The Serial Number field is used to enter a single unique serial number for one inventory item.  This serial number field can be up to 25 alphanumeric characters in length.  You will never be able to duplicate a serial number.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Date field can be used to enter the date you received the inventory item.  It will default to todays date, which you can leave or change.  Double Click the Date field to open a miniature calendar form where you can graphically enter the date.


4.
The Color combo box field is used to enter the color of the inventory item if any.  Several companies use the same Item No for a certain type of inventory item but there may be several different colors for that item.  A good example would be carpet.  You assign one Item No to a certain carpet style and texture but you stock 6 different colors.  Click the Color button at the bottom of this form to open the Inventory Color form where you can add, edit or delete colors.


5.
The Size combo box field is used to enter the size of the inventory item if any.  Several companies use the same Item No for a certain type of inventory item but there may be several different sizes for that item.  A good example would be clothes.  You assign one Item No to a certain pair of paints but you stock 6 different sizes.  Click the Size button at the bottom of this form to open the Inventory Size form where you can add, edit or delete sizes.


6.
The Warehouse ID field is used to assign a Warehouse that this serial number will be used at.  This field will automatically fill in with the default warehouse that has been setup in the Company Preferences form.  You can change the Warehouse combo box at the top of this form to only display serial numbers at a specific warehouse if you choose.


7.
The Notes field can be used to enter any additional information about each serial numbered item.


8.
The Invoice Number field is read only and will display the Invoice Number that a serial number has been used on.  Once a serial number has been used on an Invoice form you will no longer be able to make changes or delete that serial number.

tc "Deleting Inventory Serial Numbers"
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  When you click the Delete button on the Inventory Serial Number form, you will get a message warning you that you are about to delete the line item your cursor is on.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the inventory serial number records.  You can assign a password to the delete buttons in the Security form.
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Inventory Adjustment"
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The Inventory Adjustment form allows you to make adjustments to your inventory stock.  For example, if you manually counted a specific item in your warehouse and found that you had 25 instead of 27, then either enter the add total you should have in stock (25), or enter the quantity difference (2).  You will notice that either field automatically updates the other, so it is easy to update.  Financial Accounting will automatically remove 2 from your current stock and based on the cost you enter, will create an entry in your General Ledger to show the offset when you Post.  You will also be able to review the posted entries to see what you have adjusted and the date it was corrected.

This form is used to add or edit records in the inventory adjustment form.  To add new inventory adjustments, simply click the New button at the bottom of this form.  If you need to edit existing inventory adjustments, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new inventory adjustments, see: Adding Inventory Adjustments.

Inventory Opening Balances

The inventory Adjustment form is also used to add Inventory Opening Balances when you are setting up a new company data file.  It will 
allow you to enter existing balances and stock quantities for your inventory.  You must make sure all your Inventory items have already been entered into the Inventory form before you can make any adjustments or opening balances and quantities for them.

To add an adjustment to inventory, or opening balance and quantity click the New button.  see: Adding Inventory Adjustments and Inventory Opening Balances
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the inventory adjustment form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find  button to find a specific record.

You can choose the sort order of the inventory adjustment form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Inventory Adjustments or Unposting Inventory Adjustments
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The New button will clear the form to allow a new inventory adjustment to be added.  See: adding Inventory Adjustments
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The Delete button will delete the selected inventory adjustments.  See: Deleting Inventory Adjustments
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The Find button will enable you to Find inventory adjustment.  See: Find.
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The Close button will close and save the inventory adjustment form.  See: Closing Forms
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  The following steps will explain in detail how to add a new Inventory Adjustment or Inventory Opening Balance.

1.
From the Main Menu, click on Inventory Control, then click on Inventory Adjustments.  The Find form will open with its label of "Find Inventory Adjustments."  Click on the New Inventory Adjustments button to bring you to the Inventory Adjustments form.  The cursor will be flashing at the top of the form in the Notes field.


2.
Enter the Date of the transaction.  You may use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.  The date will default to today's date.

3.
The Account ID field at the top of the form will automatically be filled in with the Inventory Purchases Account ID setup in the Default Accounts form.  You can change this but normally it is recommended that it be an Inventory Purchases Account.


4.
The Adjustment ID will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It cannot be changed on this form but you can change the numbering sequence in the Starting Numbers form.


5.
The Notes field can be used to enter a detailed description of why you are making an inventory adjustment.


6.
Next enter the Item No you want to use by selecting it from the combo box.  


7.
The description field will automatically fill in with the inventory items description, which you can change it if you want.


8.
The Warehouse ID field will also automatically fill in based on the default warehouse setup in the Company Preferences form.  You can change this to any warehouse you choose.  The selected warehouse will be where the quantity will get updated.

9.
The Current Stock will display the current quantity in stock for the selected warehouse and cannot be edited.

Note:  There are two ways to adjust the inventory stock.  You can either enter the add quantity, or the difference.  Either one you elect to use will automatically change the other.  Example:  If you manually counted a specific item in your warehouse and found that you had 25 instead of 27, then either enter the add total you should have in stock (25), or enter the quantity difference (2).


10a.
Enter the add Stock you want to adjust the inventory items stock quantity to.  If you have 27 in stock of a particular item but it should really be 25 then enter 25 in the add Stock field.  This will automatically show "2" in the Quantity Difference field.  When you post this transaction your total quantity in stock for that particular item will be 25. 


10b.
If you would rather enter the Quantity Difference instead of entering the add Quantity you will enter it in this field.  Using the same example as above, if you are off the quantity of 2 for a particular inventory item, enter 2 in the Quantity Difference field and you will see that the add Quantity field will show 25.  When you post this transaction your total quantity in stock for that particular item will be 25.


11.
The Account ID field in the subform will automatically be filled in with the Inventory Account ID setup for the selected inventory item.  You can change this but normally it is an Inventory Asset account.


12.
The Cost Each field will automatically fill in with the selected inventory items current cost.  You can override the cost and enter a different cost if you choose.  For an opening balance enter your unit cost here.


13.
The Total Cost field will be the Cost Each multiplied by the add Quantity.  For example, if you enter a new Stock of 25, or Quantity Difference of 2 the add Stock (25) gets multiplied by the Cost Each.


14.
You can enter as many inventory items in the subform area as you need to adjust.  At the bottom of the form you will notice the Total field will sum all the Total Costs up as you enter them.


15.
You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the inventory adjustment.  The Recap button is the small little button next to the Total Cost field at the bottom of the form.

Related Topics
Inventory Adjustments
tc "Posting Inventory Adjustments"
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Inventory Adjustments form and also add the add stock quantity to the entered inventory items.  Once the inventory adjustment transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the inventory adjustment form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the inventory adjustment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a inventory adjustment transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the inventory adjustment form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Searching Inventory Adjustments"
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Inventory Adjustments"
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  When you click the Delete button on the Inventory Adjustment form, you will get a message warning you that you are about to delete the selected inventory adjustment.  You have the option at this point to cancel or go ahead and delete the selected inventory adjustment.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the inventory adjustment records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted inventory adjustment.  The inventory adjustment must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is next to every line item in the subform form.  To delete a line item from the subform click the little delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

tc "Inventory Alternate Vendor"
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The Inventory Alternate Vendor tab is used to list all the vendors where you purchase the selected inventory item in the Inventory Items form.  This tab allows you to create an unlimited number of Vendors for one Item No.  This feature is  very helpful if you often get the same product from multiple vendors.  It allows you to input the Vendor ID, their number, the lead time and cost.

You can choose the sort order of the Alternate Vendor form by clicking the Right Mouse button in any of the fields and change the sort order of that field.

[image: image1613.png]


 There will be a little red delete button next to each line item in the subform list.  To delete a Vendor from the subform click the little delete button at the left side of the line item next to the Level field.  This will delete whichever line you click that button on.

tc "Inventory Assembly Items"
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The Inventory Assembly Items tab is used to store all the detailed information about the products you assemble or build.  An example of a company that would use the Inventory Assembly Items form would be a manufacturing company or any company that builds their own products from other products they purchase.  Lets say you were in the computer manufacturing business, you could create an assembly item by entering all the individual products and the quantities needed of each of those products to create one computer.

To add new assembly items to an inventory item, select that inventory item, click the Assembly tab and enter the inventory items that make up the assembly item in the subform.  See: Adding Inventory Assembly Items
You can choose the sort order of the assembly item subform by clicking the Right Mouse button in any of the fields and changing the sort order of that field.
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 There will be a little red delete button next to each line item in the subform list.  To delete an assembly item from the subform click the little delete button at the left side of the line item next to the Inventory Item field.  This will delete whichever line you click that button on.

tc "Inventory Build Assembly Items"
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The Inventory Build Assembly Items form can be opened from the Inventory Items form by clicking on the Build button at the bottom of that form or from the Main Menu.  This form allows you to build the selected Inventory Assembly Item from the selected components that make it up.  Building an Inventory Assembly Item basically means that the quantity in stock will change for the Assembly Item itself and the inventory items that make it up based on how many you choose to build.  The stock goes up for the add assembly items built and the stock goes down for all the items that make up that assembly item.

This form can be used to add or edit records in the inventory build assembly item form.  To add new inventory build assembly items simply click the New button at the bottom of this form.  If you need to edit existing records, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new inventory build assembly items, see: Adding Inventory Build Assembly Items.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the inventory build assembly item form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find  button to find a specific record.

You can choose the sort order of the form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Serial Numbers button opens the Inventory Serial Number form where you can add, edit or view an unlimited number of serial numbers for each inventory assembly item.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Inventory Build Assembly Items or Unposting Inventory Build Assembly Items
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The New button will clear the form to allow a new Inventory Build Assembly Item to be added.  See: Adding Inventory Build Assembly Items
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The Delete button will delete the selected Inventory Build Assembly Items.  See: Deleting Inventory Build Assembly Items
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The Find button will enable you to Find Inventory Build Assembly Item.  See: Find.
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The Close button will close and save the inventory adjustment form.  See: Closing Forms
tc "Adding Inventory Assembly Items"
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The following steps will explain in detail how to add a new Inventory Assembly Items.  You can enter as many inventory items as necessary to create the assembly item.  You must make sure all the inventory that will make up the assembly item has already been entered in the Inventory Items form, and, you have selected the "Yes" option to be considered as an Assembly Item in the combo box in the General tab of the Assembly Items form.  You will also be able to use other assembly items to build add assembly items as long as they have also previously been entered and had the "Yes" choice chosen.

1.
From the Main Menu, click on Inventory Control, then Inventory Items.  The Inventory Items Find form will appear. Inventory_Items Select the Inventory Item you wish.  You must have already added the inventory item or inventory items you want to use to make up the assembly item.  If you need to add new inventory items see the Adding Inventory Items topic.  Click the Assembly tab at the top of the inventory item form.  You will notice that the top portion of this form will display the Item No, Vendor Item No and Vendor ID information for the selected inventory item.  The lower portion of this form is a subform where you can add an unlimited number of assembly items for each inventory item.  Your cursor will be flashing at the top of the subform in the Inventory Item combo box field. 


2.
The Inventory Item field is where you select the inventory item you want to use.  When you select a Inventory Item from the combo box the quantity, stock, modified description, unit measure, units, cost and subtotal fields will all fill in with the data from that inventory item.


3.
In the Quantity field enter the number of items needed of the selected Product Number for the assembly item.  If you enter a number higher than 1 you will notice the Subtotal field will change based on the Quantity entered and the Cost.  If you enter 4 in the quantity field then you are saying you need 4 of the selected item to build 1 assembly item.


4.
The Stock field will display the total number of items in stock for the selected Product Number.


5.
The Modified Description field is copied from the description field for the selected inventory item.  This description can be modified without affecting the original description of the inventory item.  Click the little Toggle Field Display button above this field to change the field to display the Original Description of the inventory item.  You will not be able to modify the original description field.  Click the Toggle Field Display button again to display the Modified Description field.


6.
The Unit Measure field can be used to pick the Unit Measure you want to use from the inventory item.  You must have the Unit Measure field previously setup in the Inventory Items form for more than one selection here.


7.
The Units field will display the number of units the selected Unit Measure is setup for.


8.
The Sort field is used to sort the individual items that make up the assembly item.  To see this field you will need to click the little Toggle Field Display button above the Units field, which will change the label name of the Units field to Sort.  A default sort order is automatically added as you enter items in the assembly form.  Click the Toggle Field Display button again to display the Units field.


9.
 The Cost field initially displays the current cost of the inventory item.  You can override the current cost and enter any cost you want for the selected inventory item but it will change the Current Cost for that item in the inventory items for as well.


10.
The Subtotal field will calculate the quantity by the cost and display the total cost for the selected inventory item.


11.
Continue entering as many inventory items as necessary to complete the assembly item.  As you enter more components you will see the fields at the bottom of the form change.  They will display details like how many items are need to build the assembly item and the total cost.
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The Items Needed field will display the total number of items need to build the assembly item.
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The Available to Build will display the number of assembly items that can be built based on the available stock for each component.
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The Total Cost field will display the total current cost for all the components.


12.
After you are finished entering all the items for the assembly item you can click the Build button at the bottom of the form to open the Build Assembly Items form.  You use this form to enter the number of assembly items you have built based on the items entered in the subform.


13.
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 There will be a little red delete button next to each line item in the subform list.  To delete an assembly item from the subform click the little delete button at the left side of the line item next to the Inventory Item field.  This will delete whichever line you click that button on.

Related Topics
Inventory Items
Adding Inventory Items
tc "Posting Inventory Build Assembly Items"

xe "Posting Inventory Build Assembly Items"Posting Inventory Build Assembly Items
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Inventory Build Assembly Items form and also update the stock for the selected item and for all the components used to build the item.  Once the Inventory Build Assembly Item transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the Inventory Build Assembly Item form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the Inventory Build Assembly Item.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a Inventory Build Assembly Item transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the Inventory Build Assembly Item form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Searching Inventory Build Assembly Items"

xe "Searching Inventory Build Assembly Items"Searching Inventory Build Assembly Items
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.


[image: image1631.png]



The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Inventory Build Assembly Items"

xe "Deleting Inventory Build Assembly Items"Deleting Inventory Build Assembly Items
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  When you click the Delete button on the Inventory Build Assembly Item form, you will get a message warning you that you are about to delete the selected Inventory Build Assembly Item.  You have the option at this point to cancel or go ahead and delete the selected Inventory Build Assembly Item.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the Inventory Build Assembly Item records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted Inventory Build Assembly Item.  The Inventory Build Assembly Item must be unposted before it can be deleted.

tc "Inventory Categories"

xe "Inventory Categories"Inventory Categories

The Inventory Categories form is used to list all the available categories that can be used in the Inventory Items form.  The Categories field is important as you can use it to sort Item ID numbers in sales, service and purchase transactions.  For instance, you may want to put the most commonly used categories at the top of the menu listing or group similar categories together.  You can enter an unlimited number of categories in this form.

Click the New button to move your cursor to a new line where you can enter an additional category.  To edit an existing category click in the Category Name field or Description field for the record you wish to change and make the necessary changes.

Click on the little yellow folder to the left of the Category field to add/edit the Inventory Categories Detail form.  See: Inventory Categories Detail.

You can choose the sort order of the inventory categories form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new category.
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The Delete button will delete the selected category.
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The Close button will close and save the inventory categories form.  See: Closing Forms
Related Topics
Adding Inventory Items
Inventory Items Setup Tab
Inventory Categories Detail.

tc "Inventory Categories Detail"

xe "Inventory Categories Detail"Inventory Categories Detail

When the Inventory Categories Detail form comes up, you will see the field Category Name being filled with the Category you are working on or reviewing.  Additionally, the Description field will populate with the description you have previously entered, and, the Sort Number field will display the sort you have associated with the Category name.

Web Options (B2C) Tab.  B2C stands for Business to Consumer.

1.
Show on Retail Web Site check box.  Click on the box if you would like this feature.


2.
Page Style Options. Select which Page Style you would like in the combo box, then, click on How many rows to display by typing the number of rows in the field, or, pulling down the combo box and making your selection.

3.
Virtual Page Options.  Click on the check box if you would like to Show this category as a virtual page. Then select which Virtual Page Name you would like from the combo box.

4.
Type in Retail Summary information in the Retail Summary notebook style area.  Note that if you click on the little magnifying glass to the left of the words Retail Summary you will be brought to a form labeled Zoom. In the zoom form you will be able to see and enter your information in a larger area.

5.
Type in Retail Details information in the Retail Details notebook style area.  Note that if you click on the little magnifying glass to the left of the words Retail Details you will be brought to a form labeled Zoom. In the zoom form you will be able to see and enter your information in a larger area.

Web Options (B2B) Tab.  B2B stands for Business to Business.

1.
Show on Wholesale Web Site check box.  Click on the box if you would like this feature.


2.
Page Style Options. Select which Page Style you would like in the combo box, then, click on How many rows to display by typing the number of rows in the field, or, pulling down the combo box and making your selection.

3.
Virtual Page Options.  Click on the check box if you would like to Show this category as a virtual page. Then select which Virtual Page Name you would like from the combo box.

4.
Type in Wholesale Summary information in the Wholesale Summary notebook style area.  Note that if you click on the little magnifying glass to the left of the words Wholesale Summary you will be brought to a form labeled Zoom. In the zoom form you will be able to see and enter your information in a larger area.

5.
Type in Wholesale Details information in the Wholesale Details notebook style area.  Note that if you click on the little magnifying glass to the left of the words Wholesale Details you will be brought to a form labeled Zoom. In the zoom form you will be able to see and enter your information in a larger area.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new record to be added. 
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The Close button will close and save the form.  See: Closing Forms
Related Topics
Adding Inventory Items
Inventory Items Setup Tab
tc "Inventory Sub Categories"

xe "Inventory Sub Categories"Inventory Sub Categories

The Inventory Sub Categories form is used to list all the available sub categories that can be used in the Inventory Items form.  The Sub Categories field is important as you can use it to sort Item No numbers in sales, service and purchase transactions.  For instance, you may want to put the most commonly used sub categories at the top of the menu listing or group similar sub categories together.  You can enter an unlimited number of sub categories in this form.  The form will contain four column headings: Category, Sub-Category, Sub-Category Description and Sort.

An example of where a Sub Category may be beneficial:  You have a Category of Computers.  You may want to have a Sub Category of Disk Drives for the Category of Computers.

Click the New button to move your cursor to a new line where you can enter an additional sub category.  To edit an existing sub category click in the Category Name field or Description field for the record you wish to change and make the necessary changes.

Click on the little yellow folder to the left of the Category field to add/edit the Inventory Sub Categories Detail form.  See: Inventory Sub Categories Detail.

You can choose the sort order of the inventory categories form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new category.
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The Delete button will delete the selected category.
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The Close button will close and save the inventory categories form.  See: Closing Forms
Related Topics
Adding Inventory Items
Inventory Items Setup Tab
tc "Inventory Sub Categories Detail"

xe "Inventory Sub Category Detail"Inventory Sub Category Detail

When the Inventory Categories Detail form comes up, you will see the field Category Name being filled with the Category you are working on or reviewing.  Additionally, the Sub Category Name and Sub Category Name Description field will populate with the description you have previously entered, and, the Sort Number field will display the sort you have associated with the Sub Category name.

Web Options (B2C) Tab.  B2C stands for Business to Consumer.

1.
Show on Retail Web Site check box.  Click on the box if you would like this feature.


2.
Page Style Options. Select which Page Style you would like in the combo box, then, click on How many rows to display by typing the number of rows in the field, or, pulling down the combo box and making your selection.

3.
Virtual Page Options.  Click on the check box if you would like to Show this category as a virtual page. Then select which Virtual Page Name you would like from the combo box.

4.
Type in Retail Summary information in the Retail Summary notebook style area.  Note that if you click on the little magnifying glass to the left of the words Retail Summary you will be brought to a form labeled Zoom. In the zoom form you will be able to see and enter your information in a larger area.

5.
Type in Retail Details information in the Retail Details notebook style area.  Note that if you click on the little magnifying glass to the left of the words Retail Details you will be brought to a form labeled Zoom. In the zoom form you will be able to see and enter your information in a larger area.

Web Options (B2B) Tab.  B2B stands for Business to Business.

1.
Show on Wholesale Web Site check box.  Click on the box if you would like this feature.


2.
Page Style Options. Select which Page Style you would like in the combo box, then, click on How many rows to display by typing the number of rows in the field, or, pulling down the combo box and making your selection.

3.
Virtual Page Options.  Click on the check box if you would like to Show this category as a virtual page. Then select which Virtual Page Name you would like from the combo box.

4.
Type in Wholesale Summary information in the Wholesale Summary notebook style area.  Note that if you click on the little magnifying glass to the left of the words Wholesale Summary you will be brought to a form labeled Zoom. In the zoom form you will be able to see and enter your information in a larger area.

5.
Type in Wholesale Details information in the Wholesale Details notebook style area.  Note that if you click on the little magnifying glass to the left of the words Wholesale Details you will be brought to a form labeled Zoom. In the zoom form you will be able to see and enter your information in a larger area.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image1641.png]



The New button will clear the form to allow a new record to be added. 
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The Close button will close and save the form.  See: Closing Forms


Related Topics
Adding Inventory Items
Inventory Items Setup Tab
Inventory Sub Categories
tc "Inventory Item Class Inventory Item Class"

xe "Inventory Item Class"Inventory Item Class

The Inventory Item Class form stores all the available item classes that can be assigned to your inventory items.  Several default item classes are setup when you first create a new data file.  You can setup a specific set of Chart of Accounts for each Item Class so that when you are entering new inventory in the Inventory Items form those Account ID's will automatically fill in the Chart of Accounts Impacted area of the Inventory Items form.  This gives you a fast and accurate way of setting different default Accounts based on the type of inventory being entered.

This form can be used to add, edit or delete records in the inventory item class form.  To add a new item class, simply click the new button at the bottom of this form.  If you need to edit an existing item class, just select the record you want to edit and make any necessary changes to the fields for that record.  If you are service based company you may not need to display or track stock.  You could change to option to "No" in the Track Inventory Stock  field in the Inventory Options Area of the General tab for any inventory item you did not want to track stock for.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new inventory items. see: Adding Inventory.

You can choose the sort order of the inventory item class form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow new inventory item classes to be added.  See: Adding Inventory Item Classes
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The Delete button will delete the selected inventory item classes.  See: Deleting Inventory Item Classes
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The Close button will close and save the inventory item class form.  See: Closing Forms
tc "Adding Inventory Item Classes"

xe "Adding Inventory Item Classes"Adding Inventory Item Classes
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  The following steps will explain in detail how to add a new Inventory Item Class.

1.
From the Main Menu, click on Inventory Control, then Inventory Item Class.  This will open the Inventory Item Class form.  Next click the New button to move to the next available line where you can enter a new Item Class.  The cursor will be flashing in the Item Class field.


2.
Enter a new Item Class name, which can be any name you find descriptive for the type of inventory it will be assigned to.


3.
The Sales combo box will be automatically filled in with the account entered in the Sales field of the Default Accounts form.  You can change this account to any other account you wish or leave the default account.


4.
The Inventory combo box will be automatically filled in with the account entered in the Inventory field of the Default Accounts form.  You can change this account to any other account you wish or leave the default account.


5.
The Cost of Sales combo box will be automatically filled in with the account entered in the Cost of Sales field of the Default Accounts form.  You can change this account to any other account you wish or leave the default account.


6.
The Track Stock field will default to 'Yes', which means Financial Accounting will track the quantities purchased and sold for the assigned inventory.  Change this field to 'No' if you do not want Financial Accounting to track stock.


7.
The Sort field can be used to assign a special sort order to all the Inventory Item Class records.  You can also select a field and click the right mouse button to sort any column in an ascending or descending order.

tc "Deleting Inventory Item Classes"

xe "Adding an Inventory Transfer"

xe "Deleting Inventory Item Classes"Deleting Inventory Item Classes
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  When you click the Delete button on the Inventory Item Class form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete a inventory item class and Financial Accounting will not let you.  This can happen because the inventory item class is being use in one or more inventory items.  For instance, if you try and delete a inventory item class that has been assigned to an inventory item, Financial Accounting will display an error message explaining that the inventory item class could not be deleted due to referential integrity.  The only way you could delete that record would be to delete all the associated inventory items first or assign a different inventory item class to the inventory items using the one you want to delete.

The Delete button can be password protected so that other users can't delete any of the inventory item class records.  You can assign a password to the delete buttons in the Security form.

tc "Inventory Manufactures"

xe "Inventory Manufactures"Inventory Manufacturers

The Inventory Manufacturers form is where you can enter any manufacturer information for the inventory entered in the Inventory Items form.  You can also open this form from inside the Inventory Assembly Items form or from the Main Menu. The only field you need to enter is the manufactures name.  All the other fields in this form are optional and used only if you want to track the manufactures address and phone number information.

This form can be used to add, edit or delete records in the inventory manufacture form.  To add new manufacturers, simply click the new button at the bottom of this form.  If you need to edit existing manufacturers, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new inventory items. see: Adding Inventory Manufactures.

The record navigation buttons at the bottom of the form are used to move from one manufacturer to another.  It also displays how many records are in the inventory manufacturers form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find  button to find a specific record.

You can choose the sort order of the inventory manufacturers form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new inventory manufacturer to be added.  See: Adding Inventory Manufacturers

[image: image1649.png]



The Delete button will delete the selected inventory manufacturers.  See: Deleting Inventory Manufacturers
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The Find button will enable you to Find inventory manufacturers.  See: Find.
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The Close button will close and save the inventory manufacture form.  See: Closing Forms
tc "Adding Inventory Manufactures"

xe "Adding Inventory Manufactures"Adding Inventory Manufactures

[image: image1652.png]


  The following steps will explain in detail how to add a new Inventory Manufactures...

1.
From the Main Menu, click on Inventory Control, then Inventory Manufacturers.  This will open the Inventory Manufactures form.  Next  click the New button to clear the form so you can enter a new manufacturer.  You can also open this form from either the Inventory Items or Inventory Assembly Items form by clicking the little magnifying glass button next to the Manufacturer combo box on those forms.  The cursor will be flashing at the top of the form in the Manufacture field.


2.
You must assign a unique Manufacturer for each inventory manufacturer, which can be 30 alphanumeric characters in length.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
You can then fill in all the basic manufacture information like contact name, address, city, zip code, county and country.  Entering data in these fields is optional.  You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


4.
Then enter a phone number of the manufacture in the Phone 1 and Phone 2 fields.  The format for these phone number fields can be changed in the Company Preferences form in the Phone Input Mask  field.


5.
The Notes field is an extra field that can be used to enter any data you wish about the manufacture.

Related Topics
Inventory Manufacturers
Adding Inventory Items
tc "Searching Inventory Manufactures"

xe "Searching Inventory Manufactures"Searching Inventory Manufactures
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.

[image: image1655.png]



The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.


[image: image1657.png]



The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Inventory Manufactures"

xe "Deleting Inventory Manufactures"Deleting Inventory Manufactures
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  When you click the Delete button on the Inventory Manufactures form, you will get a message warning you that you are about to delete the selected manufacture.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the inventory manufacture records.  You can assign a password to the delete buttons in the Security form.

tc "Inventory Special Pricing"

xe "Inventory Special Pricing"Inventory Special Pricing

The Inventory Special Pricing form is used to assign a special price on a particular Inventory Item.  This special price would be given to all customers.  Every time the selected item is sold any special price assigned would override all other prices.  When creating any sales or service transactions a message will also be displayed telling you that the selected inventory item has a special price.  An example of when you might use the special pricing form would be if a company wanted to clear out the stock on a particular item, they could put it on sale using this form.  

The upper half of this form will display important details about the selected inventory item.  The subform area of this form is where you can enter one special price per unit measure.  If you only have one unit measure setup for the selected inventory item then you can only enter one line item special price in the subform.  You will also be able to set a date range that the special price is good for.  This comes in handy if you only want to give the special price for a weekend sale or a monthly promotion.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new inventory special pricing,  see: Adding Inventory Special Pricing.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the inventory special pricing form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find  button to find a specific record.

You can choose the sort order of the inventory special pricing form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new special price.  See: Adding Inventory Special Pricing
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The Find button will enable you to Find inventory special price.  See: Find.
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The Close button will close and save the inventory pricing level form.  See: Closing Forms


Related Topics
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  Take me to the Help Menu for Adding Inventory Special Pricing.
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  Take me to the Help Menu for Inventory Items.
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  Take me to the Help Menu for Adding Inventory Items.
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  Take me to the Help Menu for Quotes.
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  Take me to the Help Menu for Orders.
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  Take me to the Help Menu for Invoices.

tc "Adding Inventory Special Pricing"

xe "Adding Inventory Special Pricing"Adding Inventory Special Pricing

The following steps will explain in detail how to add a new Inventory Special Pricing.

1.
From the Main Menu, click on Inventory Control, then Inventory Special Pricing.  This will bring you to the Inventory Special Pricing form.  From here, you have two options.  


Option 1: You may click on the Item No Combo box and select the item you want to assign special pricing to.  Then click he New button to move your cursor to the next line of the subform.    The cursor will be flashing in the Unit Measure field.  


Option 2: You may click on the Find button which will open up the Find form for Inventory items.  Click on the Inventory Item you wish to assign a special price to. This will open up the  Inventory Items form with that Inventory Item's related data.  If you need to add new inventory items see the Adding Inventory Items topic.  Next click on the Special Pricing button at the bottom of the form to open the Inventory Special Pricing form.  Click the New button to move your cursor to the next line of the subform.    The cursor will be flashing in the Unit Measure field.

2.
You must select a unique Unit Measure for each inventory special price you want to assign.  If you only have one unit measure then you will only be able to enter one special price for that unit measure.  If you try to click the New button again you will receive a message that you cannot add additional special prices.  The reason you can specify a special price for each unit measure is because normally you charge different amounts for each unit measure.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
Once you select a Unit measure you will notice that all the rest of the fields on that line will automatically fill in.


4.
The Units field will display the units that the Unit Price is calculated by to come up with the Special Price field.


5.
The Begin Date is the date you want to start giving the special price to your customers.  This date automatically defaults to todays date when you first enter a new Unit Measure.  Double click in the Begin Date field to open the miniature calendar where you can graphically enter this date.


6.
The End Date is the date you want to stop giving the special price to your customers.  This date automatically defaults to todays date when you first enter a new Unit Measure.  Double click in the End Date field to open the miniature calendar where you can graphically enter this date.

7.
The Unit Price is the normally filled in with the selected inventory items sales price.  This is the amount you would change to assign the special price in the Special Price field.  The Unit Price will be multiplied by the Units field to come up with the add special price in the Special Price field.

8.
The Special Price field is a calculated field and the price that the customers will get for the selected inventory item.  The special price is calculated from the Unit Price multiplied by the Units field, which is based on the unit measure field.


9.
To assign additional special prices for inventory items with more than one unit measure, select the next unit measure and follow the previous steps to add a special price to it.

Related Topics
Inventory Special Pricing
Adding Inventory Items
Inventory Items
tc "Searching Inventory Special Pricing"

xe "Searching Inventory Special Pricing"Searching Inventory Special Pricing
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Inventory Special Pricing"

xe "Deleting Inventory Special Pricing"Deleting Inventory Special Pricing

You cannot delete an entire record from the Inventory Special Pricing form since the records are based on the Inventory Items form.  Every inventory item you enter will automatically have a related special price record setup.  You can however delete any special price line items in the subform area.

Deleting Line Items
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 The little Delete button is seen in subforms area of the inventory special pricing form.  There will be a little Delete button next to each line item in that subform list.  The Delete button has a picture of a red X.  To delete a line item from a subform click the little Delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

Related Topics
Inventory Special Pricing
Adding Inventory Items
Inventory Items
tc "Adding Inventory Pricing Levels"

xe "Adding Inventory Pricing Levels"Adding Inventory Pricing Levels

The following steps will explain in detail how to add a new Inventory Pricing Levels.

1.
From the Main Menu, click on Inventory Control, then Inventory Items.  This will open up the Find form for Inventory items.  Click on the Inventory Item you wish to add pricing levels to.  This will open up the  Inventory Items form with that Inventory Item's related data.  If you need to add new inventory items see the Adding Inventory Items topic.  Click the Pricing tab at the top of the Inventory Item form.  You will notice that the top portion of this form will display the Item No, Vendor Item No and Vendor ID. These fields are on each tab of the form for easy reference as you review each tab.  The middle section of the form contains Inventory Pricing topics such as Pricing Method and Sales Price for the selected inventory item.  The lower portion of this form is a subform where you can add an unlimited number of pricing levels for each inventory item.  Click your mouse in the Level combo box field on the next available line to enter a new pricing level.


2.
The Level combo box field can be used to enter the level number you want to assign to the pricing level.  It will default to 1, which you can leave or change.  You can select up to 20 different pricing levels each of, which can be setup with any Minimum and Maximum quantity settings.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Unit Measure combo box field is used to enter the Unit Measure you want to assign a pricing level to.  You may have anywhere from one to several Unit Measures available to choose from in the combo box depending on how many were created for the selected inventory item.


4.
The Units field will be automatically entered based on the Unit Measure you selected.  If you used the default Unit Measure of 'Each' then a 1 will appear in the Units field.  The Units field is important to pay attention to because it will multiply itself by the Unit Price to give you the Sales Price for this level.


5.
The Min field is used to enter the minimum quantity a customer has to order of the selected Item No to get the discounted sales price.


6.
The Max field is used to enter the maximum quantity a customer can order of the selected Item No to get the discounted sales price.

7.
The Pricing Method combo box field is used to pick from a preset number of pricing discounts.  There are five different Pricing Methods you can choose from and each are described below in more detail.
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The Fixed Dollar Amount pricing method will display the $ symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact amount you want to add to the Standard Cost field of the inventory item.  For example, if the Standard Cost is 150.00 and you enter 25.00 in the Percent / Amount field, the Unit Price will automatically change to display 175.00.
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The Markup Standard Cost pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field.  The formula used to determine the Unit Price will be the Standard Cost amount plus the Percent amount you entered in the Percent / Amount field.  For example, if the Standard Cost amount is 150.00 and you enter 25 in the Percent / Amount field (25%), the Unit Price will automatically change to display 187.50.  That is 150.00 plus 37.50 or (25%) equals 187.50.
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The Percent of Margin pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field.  The formula used to determine the Unit Price will be the Standard Cost amount divided by (1 minus the Percent amount you entered in the Percent / Amount field).  For example, if the Standard Cost amount is 150.00 and you enter 25 in the Percent / Amount field (25%), the Unit Price will automatically change to display 200.00.  That is 150.00 divided by .75 or (1 - 25% = .75) equals 200.00.
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The Discount Sales Price pricing method will display the % symbol in the field to the right of the Pricing Method combo box.  In the Percent / Amount field enter the exact percent you want to use to calculate the Unit Price field of the inventory item.  The formula used to determine the Unit Price will be the Sales Price amount minus the Percent amount you entered in the Percent / Amount field.  For example, if the Sales Price amount is 250.00 and you enter 10 in the Percent / Amount field (10%), the Unit Price will automatically change to display 225.00.  That is 250.00 minus 25.00 or (10%) equals 225.00.
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The None pricing method will not display any symbols in the fields to the right of the Pricing Method combo box.  It also will not affect the Unit Price at all.  You will be able to manually enter the Unit Price to any amount you choose.  The Percent / Amount field will display zero and you will not be able to change it.


8.
The Percent / Amount field is used in conjunction with the selected Pricing field.  You either enter an amount or a percent in this field to be calculated with the Unit Price to give you the Sales Price.  You will notice a little yellow field just to the left of this field that will either display a $ or % symbol.  This will visually tell you if the number entered in this field is considered an amount or a percent.


9.
The Unit Price is the price that will be charged for the item if the customer falls into all the parameters.  You can view the selected inventory items Sales Price and Standard Cost at the top of this form.  This can give you a guide line for what you want the Unit Price to be if the customer falls within the parameters that you set.


10.
The Sales Price is the price based on the Unit Price multiplied by the Units field.  Unless you are using special Unit Measures the Unit Price and Sales Price will be the same.  The Sales Price basically becomes the add Sales Price the customer will receive if they fall into the pricing level you set.


11.
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 There will be a little red delete button next to each line item in the subform list.  To delete a line from the subform click the little delete button at the left side of the line item next to the Level field.  This will delete whichever line you click that button on.

Very Important:  Keep in mind that in order for a customer to receive one of the Sales Prices setup in the Pricing Level form they must be purchasing the exact Item No, Unit Measure and order between the Min and Max quantities.  If they order more than the Max set for one price level they will not get that price.  So make sure if you want a price level to be between 5 and anything higher you enter a very large number in the Max field like 99999999.

Related Topics
Inventory Items
Adding Inventory Items
tc "Inventory Unit Measure"

xe "Inventory Unit Measure"Inventory Unit Measure

The Inventory Unit Measure form is found inside the Inventory Items form in the General tab by clicking on the little magnifying glass button next to the Unit Measure field.  This form can store any number of units of measure that your company can create that will be used with that Inventory Item.  Inside this form you can create a new unit and define the quantity used in creating that unit of measure.

The Unit Measure field is a higher level feature and may not be necessary for all companies to use.  Even if a company may not need to use the Unit Measure form in detail, it is still necessary to use the default unit of measure, 'Each, which will be displayed on all line items throughout the program.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new inventory unit measure, see: Adding Inventory Unit Measures
You can choose the sort order of the inventory unit measure form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new unit measure.  See: Adding Inventory Unit Measures

[image: image1681.png]



The Delete button will delete the selected unit measure.  See: Deleting Inventory Unit Measures
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The Close button will close and save the inventory unit measure form.  See: Closing Forms
tc "Adding Inventory Unit Measures"

xe "Adding Inventory Unit Measures"Adding Inventory Unit Measures

The following steps will explain in detail how to add a new Inventory Unit Measure.

1.
From the Main Menu, click on Inventory Control, then Inventory Items.  This will open up the Find form for Inventory items.  Click on the Inventory Item you wish to add a new Inventory Unit Measure to. This will open up the  Inventory Items form with that Inventory Item's related data.  If you need to add new inventory items see the Adding Inventory Items topic.  Now that you are in the Inventory Items form, ensure you are in the General tab.  Click the little magnifying glass button next to the Unit Measure field to open the Inventory Unit Measure form.  Click the New button to move your cursor to the next empty line of the form.  The cursor will be flashing in the Unit Measure field.  Note that the Item No you are adding is at the top of the form.

2.
You must enter a unique Unit Measure for each inventory item.  This will be the name you see throughout the program when selecting which unit measure to use for a inventory item.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Unit Quantity field is used to enter the number of the selected inventory items it takes to make up the unit measure.  For instance if you want to create a unit measure called '5 Pack' and it requires 5 of the selected inventory items to make the '5 Pack' then enter 5 in the Unit Quantity field.  Every time you sell this inventory item using the '5 Pack' unit measure Financial Accounting will use 5 of the selected inventory items and also charge 5 times the normal sales price for that item.  You can customize how you want unit measures with a unit quantity over 1 to be priced by using the Inventory Pricing Level or Inventory Special Pricing forms for the selected inventory item.


4.
The Weight field is used to enter the total weight of the selected unit measure.  This weight will be used on all the sales and service transactions and total as you add line items to those transactions.  You must use a 2 line item display subform in order to see the weights for each item.  Then every time you print and invoice or order the grand total weight will be printed so you know how heavy the total order is.  This is an optional field.


5.
The Volume field is used to enter the volume of the selected unit measure.  This volume will be used on all the sales and service transactions and total as you add line items to those transactions.  You must use a 2 line item display subform in order to see the volumes for each item.  Then every time you print and invoice or order the grand total volume will be printed so you know how large the total order is.  This is an optional field.

Related Topics
Inventory Unit Measure
Inventory Items
Adding Inventory Items
tc "Deleting Inventory Unit Measures"

xe "Deleting Inventory Unit Measures"Deleting Inventory Unit Measures
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  When you click the Delete button on the Inventory Unit Measure form, you will get a message warning you that you are about to delete the selected record.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

The Delete button can be password protected so that other users can't delete any of the inventory unit measure records.  You can assign a password to the delete buttons in the Security form.

Related Topics
Inventory Unit Measure
Inventory Items
Adding Inventory Items
tc "Inventory Unit Measure Default"

xe "Inventory Unit Measure Default"Inventory Unit Measure Default

The Unit of Measure Default form is used to store the default Unit Measure you want to use every time you add new inventory items.  You must have at least one or more unit measures for each inventory item.  This form will already be filled in from when you created a new data file.  The default for this form is Each and can be changed if you want to use something else.  See: Inventory Unit Measure
Related Topics
Inventory Unit Measure
Adding Inventory Unit Measure
Inventory Items
Adding Inventory Items
tc "Warehouses"

xe "Warehouses"Warehouses

The Warehouse form is used to store all the detailed information about your warehouses including address, phone, financial information and other key information.  You can be as detailed as you feel necessary since most of the fields are not required to be filled in.

You will notice at the top of this form four tabs, which help group the warehouse information better.  It is like having four forms connected together for each warehouse.  You will also notice that the Warehouse ID, Description and Type fields at the top of the form remain there in all the tabs so you always know what warehouse you are working on when switching between the tabs.  The four tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general warehouse information.  See: Adding Warehouses
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The Detail Tab shows all other related warehouse data that could not fit on the General tab.  See: Adding Warehouses
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The Notes Tab shows you notes that you have recorded about the warehouses, and, it contains a special Directions feature.  See: Directions, Warehouse Notes Tab.
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The Stock Tab shows you all the items that are currently stocked in the selected warehouse.  This includes how many were received, sold and in stock currently, along with the total amount paid and average cost of each item.  See: Warehouse Stock.


This form can be used to add or edit records in the warehouse form.  To add new warehouses, simply click the new button at the bottom of this form.  If you need to edit existing warehouses, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new warehouses, see: Adding Warehouses.

The record navigation buttons at the bottom of the form are used to move from one warehouse to another.  It also displays how many records are in the write checks form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the warehouse form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Transfer button will open the Inventory Transfer form where you can transfer inventory stock from one warehouse to another.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new warehouse to be added.  See: Adding Warehouses
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The Delete button will delete the selected warehouse.  See: Deleting Warehouses
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The Find button will enable you to Find warehouses.  See: Find. 
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The Close button will close and save the warehouse form.  See: Closing Forms
tc "Adding Warehouses"

xe "Adding Warehouses"Adding Warehouses
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  The following steps will explain in detail how to add a new Warehouse.

This Section is divided into four areas representing the four Tabs: General Tab, Detail Tab, Notes Tab and Stock Tab.
General Tab

1.
First click on the Warehouses topic from the Inventory Control topic in the Main Menu.  This will open the Find Warehouses search form.  In this Find Warehouses form click the New Warehouse button in the lower left hand corner of the form.  This will bring you to the Warehouses form, cleared so you may enter a new Warehouse.  The cursor will be flashing at the top of the form in the Warehouse ID field under the General Tab.


2.
You must assign a unique Warehouse ID for each warehouse, which can be 20 alphanumeric characters in length.  For example:  Chicago warehouse might be referenced as CHICW01 using the first four letters of the warehouse name, the first letter of the word warehouse and then 01.  There are many different naming conventions to choose from when creating your ID's.  Some companies use the phone number or just a unique number for of their ID's.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
You can then enter a Description of the warehouse.  It is not necessary to add a description but this will give you a better way to describe the warehouse and another avenue to search for that warehouse in the future.


4.
The next step is to select a Warehouse Type.  The Warehouse Type field is a great way to categorize and group your warehouses.  You can edit this list by clicking on the little magnifying glass button next to this field, which will open the Warehouse Type form.


5.
You can then fill in all the basic warehouse information like Contact Name, Contact Title, Alt. Contact, address, City, Zip Code, County,Country, Phone, Fax, E-mail, and Web Site.  Most of this is the main data that will be displayed on the Bill To and Ship To sections of all warehouse related transactions created.  



Special Zip Code Feature

You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


Special address Feature

You will notice as a small colored Globe to the right of the address box.  If you have Internet access, once you have completed the address, City, State, and Zip Code fields, and, you click on the globe, you will be automatically brought to the Yahoo Web site showing the location of your customer on a map! 

7.
The Other Names field gives you space to enter Other Names that may be related to the warehouse contacts.  

8.
The User Fields area is used to store the names of different contact methods used like Phone, Fax, E-mail, Web Site, and any other contact information that you use.  Under the User Field column heading, simply click on the little combo box button (the arrow head pointing down) to select the type of user field you wish.  Then, type in the Value (whether it be a phone number, an E-mail address, etc.) in the Value field.  As you can see, you may add a number of user fields.  See User Fields for additional information on the User Fields form.

Detail Tab
You can get to the Detail page of information by clicking on the Detail tab.  The Detail Tab contains three areas: Misc Information, Warehouse History, and Contact Information.
Misc Information
1.
The Office field is where you enter the Office that is related to the warehouse. This is an optional field you may use as you see fit.

2.
The Department field is where you enter the Department that is related to the warehouse. This is an optional field you may use as you see fit.

3.
You can use the Ship Via field to setup a default shipping method for each warehouse.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the items.

Warehouse History Area
The Warehouse History Area is read only and the information displayed here is calculated and displayed for your reference.  Each field is detailed below.
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The Entered field will reflect the date this warehouse was first input into the program.  Click the little clock button in the Warehouse History area to change the date field view to display the exact time the warehouse was entered in the date field.  Then click the little date button to view the date again.
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The Modified date will reflect the date this warehouses file has been changed in any way.  Click the little clock button in the Warehouse History area to change the date field view to display the exact time the warehouse was modified in the date field.  Then click the little date button to view the date again.
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The Total Number of Products field will calculate how many inventory items are currently stored in the selected warehouse.

Contact Information Area
1.
The Contact Information area has several fields like Manager, Assistant, Other Contacts and Contact Info that are optional fields, which you can use for any data you see fit.

Notes Tab
The Notes Tab provides you an area to record notes, and an area to record Directions regarding your Warehouse.  The Notes Tab also includes a convenient, time saving feature called Directions in the Directions area which will enable you to obtain directions and a map of your warehouses' location off of the Web.  See: Directions. 
1.
The Notes field gives you space to make any special notes about the warehouse that are not covered in other areas of the Warehouse form.  Please note, the text in this field does not conform to the settings in the Text Field Displayed As setting of the Company Preferences form.  It is set for Normal case because it assumes that you will be typing paragraphs rather than proper names.  You can have the notes field automatically be displayed every time you enter a new transaction for the customer.  This can be enabled or disabled in the Company Preferences form.

2.
The Directions field gives you space to make any special notes on directions to this warehouse that are not covered in other areas of the Customer form.  Please note, the text in this field does not conform to the settings in the Text Field Displayed As setting of the Company Preferences form.  It is set for Normal case because it assumes that you will be typing notes rather than proper names.   See:  Directions.
The Directions Help Topic is included below for your convenience:
Directions

This is a convenient, efficient and fun method of obtaining and recording directions for the record you are working on.

You have a few options.

One option: you can click on the globe right by the word "Directions."  This will bring you to the Internet (if you are connected), uploading related addresses of the record you are currently working on.  Click on "Get Directions" and be provided with a list of directions and related maps.  A this point you may type the directions in the note pad under the word "Directions" into the record for future reference.

Another option is to type in the directions in the note pad under the word "Directions" from the person you are communicating with.

Stock Tab
The Warehouse Stock tab shows you all the items that are currently stocked in the selected warehouse.  This includes how many Units are in Stock, are Committed, are on Back Order and On Order.  These are all read-only fields.  The Reorder Point is an adjustable field.

1.
The Inventory Stock area displays units In Stock, Committed, Back Ordered, and On Order. These fields are read only and cannot be manually changed.  To add the number of inventory in stock for the selected inventory item you need to either create and post a Sales or Purchase Transaction, create a Inventory Adjustment or enter an Inventory Opening balance. 
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The Units in Stock field is read only and displays the total quantity in stock.  Every time you sell or purchase this inventory item the In Stock field will change to display the add quantity in stock.
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The Committed field is read only and displays the total quantity of that inventory item that has been ordered by a customer, but not yet invoiced/shipped.  Every time you create an order for the inventory item, the Committed field will change to display the quantity that's committed.  Committed means ordered by a customer, but yet still in stock.  Once the Order is converted to an Invoice and posted the Committed field will change to show the new quantity committed.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  Also See:  Committed Inventory Rules.



[image: image1699.png]



The Back Order field is read only and displays the total quantity on back order.  Every time a Back Order is created for the selected inventory item the Back Order field will change to display the add quantity on back order.
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The On Order field is read only and displays the total quantity on order.  Every time you create a purchase order for this inventory item the On Order field will change to display the add quantity on order.

2.

The Reorder Point field can be used to enter a quantity that you want to order more inventory at.  Financial Accounting will remind you with a message anytime this inventory item drops to that quantity or below it in any of the sales or service transaction forms.  You can also open the Reminder List form from the Main Menu to display all the inventory that has reached or fallen below the quantity set here.


3.

Clicking on the little yellow folder button to the left of the Warehouse ID field for the first line item will bring you to the Inventory Warehouse Transaction History form where you may review every transaction that makes up the total stock for each warehouse.  See: Inventory Warehouse Transaction History.

When you are through filling out all of the information about your warehouse, you can click on the New button to add another warehouse or click the Close button to save the warehouse and return you to the previous open form.

Related Topics
Warehouses
tc "Warehouse List"

xe "Warehouse List"Warehouse List

The Warehouse List form opens when you click the Warehouse Locations button on the Company Ship To Location form.  You can pick from a list of warehouses to automatically fill in all the fields in the company ship to information form.  Warehouses are setup in the Warehouse form.  See: Warehouses
Click on the little yellow folder button next to any of the line items to enter that data in the Company Ship To Information form.

tc "Warehouse Stock Tab"

xe "Warehouse Stock"Warehouse Stock Tab

The Warehouse Stock tab shows you all the items that are currently stocked in the selected warehouse.  This includes how many Units are in Stock, are Committed, are on Back Order and On Order.  These are all read-only fields.  The Reorder Point is an adjustable field.

1.
The Inventory Stock area displays units In Stock, Committed, Back Ordered, and On Order. These fields are read only and cannot be manually changed.  To add the number of inventory in stock for the selected inventory item you need to either create and post a Sales or Purchase Transaction, create a Inventory Adjustment or enter an Inventory Opening balance. 
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The Units in Stock field is read only and displays the total quantity in stock.  Every time you sell or purchase this inventory item the In Stock field will change to display the add quantity in stock.
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The Committed field is read only and displays the total quantity of that inventory item that has been ordered by a customer, but not yet invoiced/shipped.  Every time you create an order for the inventory item, the Committed field will change to display the quantity that's committed.  Committed means ordered by a customer, but yet still in stock.  Once the Order is converted to an Invoice and posted the Committed field will change to show the new quantity committed.  For clarity, the total of Committed inventory and Available inventory is equal to the amount of inventory In Stock.  Also See:  Committed Inventory Rules.
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The Back Order field is read only and displays the total quantity on back order.  Every time a Back Order is created for the selected inventory item the Back Order field will change to display the add quantity on back order.
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The On Order field is read only and displays the total quantity on order.  Every time you create a purchase order for this inventory item the On Order field will change to display the add quantity on order.

2.

The Reorder Point field can be used to enter a quantity that you want to order more inventory at.  Financial Accounting will remind you with a message anytime this inventory item drops to that quantity or below it in any of the sales or service transaction forms.  You can also open the Reminder List form from the Main Menu to display all the inventory that has reached or fallen below the quantity set here.


3.

Clicking on the little yellow folder button to the left of the Warehouse ID field for the first line item will bring you to the Inventory Warehouse Transaction History form where you may review every transaction that makes up the total stock for each warehouse.  See: Inventory Warehouse Transaction History.

The record navigation buttons at the bottom of the form are used to move from one warehouse to another.  It also displays how many records are in the write checks form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the warehouse form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.


Related Topics

Adding Warehouses
Warehouses
Inventory Warehouse Transaction History.
Adding Inventory Items
Inventory Items Location.

Inventory Items
tc "Warehouse Notes Tab"

xe "Warehouse Notes Tab"Warehouse Notes Tab

The Notes Tab provides you an area to record notes, and an area to record Directions regarding your Warehouse.  The Notes Tab also includes a convenient, time saving feature called Directions in the  Directions area which will enable you to obtain directions and a map of your warehouses' location off of the Web.  See: Directions. 
1.
The Notes field gives you space to make any special notes about the warehouse that are not covered in other areas of the Warehouse form.  Please note, the text in this field does not conform to the settings in the Text Field Displayed As setting of the Company Preferences form.  It is set for Normal case because it assumes that you will be typing paragraphs rather than proper names.  You can have the notes field automatically be displayed every time you enter a new transaction for the customer.  This can be enabled or disabled in the Company Preferences form.

2.
The Directions field gives you space to make any special notes on directions to this warehouse that are not covered in other areas of the Customer form.  Please note, the text in this field does not conform to the settings in the Text Field Displayed As setting of the Company Preferences form.  It is set for Normal case because it assumes that you will be typing notes rather than proper names.   See:  Directions.
The Direction Topic is included below:
Directions

This is a convenient, efficient and fun method of obtaining and recording directions for the record you are working on.

You have a few options.

One option: you can click on the globe right by the word "Directions."  This will bring you to the Internet (if you are connected), uploading related addresses of the record you are currently working on.  Click on "Get Directions" and be provided with a list of directions and related maps.  A this point you may type the directions in the note pad under the word "Directions" into the record for future reference.

Another option is to type in the directions in the note pad under the word "Directions" from the person you are communicating with.

 See:  Directions.

tc "Warehouse Type"

xe "Warehouse Type"Warehouse Type

The Warehouse Type form allows you to categorize your Warehouses by a particular type.  You can set this up to reflect whatever type of information you want to use.  It can be very helpful to assign a warehouse type to a warehouse like "Main" for your main warehouse or "Specialty Items" for a warehouse that stores specialty items.  

The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new type of warehouse to be added.
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The Delete button will delete the selected warehouse type. 
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The Close button will close and save the warehouse form.  See: Closing Forms
Related Topics
Adding Warehouses
Warehouses
tc "Searching Warehouses"

xe "Searching Warehouses"Searching Warehouses
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Warehouses"

xe "Deleting Warehouses"Deleting Warehouses
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  When you click the Delete button on the Warehouses form, you will get a message warning you that you are about to delete the selected warehouse.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that warehouse again.

The Delete button can be password protected so that other users can't delete any of the warehouse records.  You can assign a password to the delete buttons in the Security form.

Deleting Line Items
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 The little delete button is normally only seen in subforms like the Contact Methods area on the warehouse form.  There will be a little delete button next to each line item in that subform list.  To delete a line item from a subform click the little delete button at the left side of the line and the program will delete whichever line you click that button on.

tc "Inventory Warehouse Stock"

xe "Inventory Warehouse Stock"Inventory Warehouse Stock

The Inventory Warehouse Stock form is opened from the Inventory Items form by clicking on the Warehouse Stock button at the bottom of that form.  This form will display all the warehouses you have currently setup in the Warehouse form and the quantity in stock at each of those warehouses.  The Item No field at the top of the form will display the selected Inventory Item.  All the fields in this form are read only.

Fields
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The Warehouse ID field displays all the Warehouse ID's that exist in the Warehouse form.  The number of warehouses entered in the Warehouse form will determine how many lines are listed in this form.
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The In Stock field displays the total number of items that are in stock at each warehouse.
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The On Order field displays the total number of items that are on order for each warehouse.
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The Expected field displays the date that any on order items are scheduled to be received.
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The Total In Stock field displays the total number of items in stock at all the warehouses at the bottom of the form.  This is the same number as the In Stock quantity field on the Inventory Items form.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Transaction History button will open the Inventory Warehouse Transaction History form where you can view a breakdown of every transaction that makes up the inventory at each warehouse.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the inventory warehouse stock form.  See: Closing Forms
tc "Inventory Warehouse Transaction History"

xe "Inventory Warehouse Stock Detail"Inventory Warehouse Transaction History

The Inventory Warehouse Transaction History form is opened from the Inventory Warehouse Stock form by clicking on the Transaction History button at the bottom of that form, from the Stock Detail button in the Bill Line Item Options form, or, from the Stock Detail button in the Stock Tab of the Warehouse form.  This form will display every transaction that makes up the total stock for each warehouse.  The Warehouse ID combo box field at the top of the form will default to 'All Warehouses', which will display the inventory details for all the warehouses.  You can filter the list in this form by selecting a specific warehouse to view.  The Item No field will display the selected product you are viewing.

This form can be confusing because of the way Financial Accounting needs to sell inventory based on the Costing Method for that item.  The other confusing thing is since Financial Accounting allows you to unpost transactions it needs to keep track of what items were sold, or purchased, along with their exact costs.  As an example you may purchase 5 of item 'abc' at 10.00 each and a week later 5 more of item 'abc' at 11.00 each giving you a total of 10 in stock.  This form would display both of those transactions, which make up the 10 in stock.  The tricky part comes in when you sell and buy more of these items at different costs and quantities.  If you created an Invoice where you sold and shipped a total of 12, Financial Accounting would create three add lines in this form using the 5 previously purchased at 10.00 and the other 5 at 11.00 and then create a third line showing you sold 2 more without receiving any giving you a new total of -2 in stock.  As you can see even though there was only one transaction line in the Invoice for selling the 12 items, this form displays 3 lines showing the breakdown of how the stock was sold and at what cost.  When you purchase more lets say 20, Financial Accounting would then fill the -2 from the Invoice and display 18 in stock from the purchase.  

Fields
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The Date field displays the date the inventory was received.
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The Received field displays the total number of items that were received for the transaction at the selected warehouse.
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The Sold field displays the total number of items that were sold for the transaction at the selected warehouse.
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The Available field displays the total number of items that are available to sell for the transaction at the selected warehouse.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.
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The Invoice Number field displays the original Invoice Number for the transaction.  You can click the little Field Toggle button to change this field to display the Order Type field instead.  The Order Type field will display the type of transaction.
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The Warehouse ID field displays the Warehouse ID that the inventory was entered into.
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The Current Cost field displays the current cost paid for the inventory item.
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The Total Value field display the total cost or value of the inventory based on the quantity in stock (Available) times the current cost.


Form Buttons
Form buttons open another form that is related to the selected form.
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The Transfer button will open the Inventory Transfer Detail form where you can transfer inventory from one warehouse to another.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the inventory warehouse transaction history form.  See: Closing Forms
Related Topics
Warehouses Stock Tab
Adding Warehouses
Warehouses
Adding Inventory Items
Inventory Items Stock Tab
tc "Inventory Transfer"

xe "Inventory Transfer"Inventory Transfer

The Inventory Transfer form allows you to transfer inventory from one warehouse location to another.  This form can be opened from the Warehouse form or the Main Menu.  To transfer inventory select the warehouse you want to transfer the inventory from by selecting a warehouse from the Warehouse ID combo box.  The Warehouse ID combo box will list every warehouse that exists in the Warehouse form plus one called 'All Warehouses'.  When you select a warehouse all the inventory that currently have items in stock will appear in the subform below the Warehouse ID.  You can further filter the list by selecting a specific inventory item in the Item No field.

When you find the inventory item you want to transfer stock from in the subform click the little yellow folder button next to it to open the Inventory Transfer Detail form.  In the Inventory Transfer Detail form you will be able to specify how many items you wish to transfer and to what warehouse.  You must have at least two warehouses or more in order to use this form.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find button will enable you to Find inventory items to transfer stock from.  See: Find.
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The Close button will close the inventory transfer form.  See: Closing Forms
tc "Adding an Inventory Transfer"

xe "Adding an Inventory Transfer"Adding an Inventory Transfer
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  The following steps will explain in detail how to enter an Inventory Transfer...

1.
First open the Inventory Transfer form and select the inventory item you want to transfer by clicking on the little yellow folder button next to the item.  The Inventory Transfer Detail form will open where you can enter the quantity of inventory you want to transfer.  Your cursor will be flashing in the Description field.


2.
The Original Warehouse ID will display the Warehouse you plan to transfer inventory stock from.  This field is read only.


3.
The Item No field will display the actual inventory item you are going to transfer stock from.  This field is read only.


4.
The Transfer ID will be automatically filled in with the next available number based on the entered number in the Starting Numbers form.  This field is used as a reference to each inventory item that gets transferred.  This field is read only.


5.
The Date field is used to enter the date you transferred the inventory stock.  This date field will automatically default to todays date but can be changed if necessary.  Click the little calendar button next to this field to open the miniature calendar form where you can graphically enter the date.


6.
The Description field is used to enter a detailed description of transfer.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


7.
The Available Stock field will display how many items are in stock at the Original Warehouse.  This is the most you will be able to transfer.  For clarity, the total of Available inventory and Committed inventory is equal to the amount of inventory In Stock.


8.
The Transfer Quantity field is used to enter the number of selected inventory items you wish to transfer.  This field will automatically default to 1 when the form open.  You can enter any number you choose between 1 and the number in the Available Stock field.


9.
The Transfer Warehouse ID field is where you select the warehouse you want to transfer the inventory items to.  This will default to a warehouse other than the Original warehouse and can be changed if necessary.


10.
When you have entered all the information click the Transfer button at the bottom of this form to actually transfer the selected inventory.

tc "Searching Inventory Transfers"

xe "Searching Inventory Transfers"Searching Inventory Transfers
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Inventory Transfer Detail"

xe "Inventory Transfer Detail"Inventory Transfer Detail

The Inventory Transfer Detail form allows you to transfer selected inventory from one warehouse to another, which have been selected from the Inventory Transfer form.  You must have at least two warehouses or more in order to use this form.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Transfer button will transfer the selected inventory quantities from one warehouse to another.  See: Adding an Inventory Transfer
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The Close button will close the inventory transfer detail form.  See: Closing Forms
Chapter  10: General Ledger

tc "General Ledger"

xe "General Ledger"General Ledger

The General Ledger stores all posted and unposted transactions throughout the program.  From inside the General Ledger form you can review all the activity for a specific Account ID.  By default, the program will show every transaction for the selected Account ID.  You can, however, filter it in the Date Range area by choosing a date range to view.  You can use the little calendar buttons next to the "From Date" or "To Date" to open the miniature calendar form to graphically enter your date range.  Choose "All Dates" to view all the transactions for the selected Account ID again.  You will also see the description for the current Account ID, the Account Group, as well as the current balance for that account.  You can choose to view a different account by selecting one from the Account ID combo box or using the record navigation buttons at the bottom of the form.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the general ledger form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

You can choose the sort order of the general ledger form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The GL Detail button will open the General Ledger Detail form where you can view an entire list of transactions in your general ledger.  See: General Ledger Detail
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The Close Fiscal Year button will open the Close Fiscal Year form, which you can use to close your company's fiscal year.  See: Close Fiscal Year
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The General Journal button will open the General Journal form that can be used to enter transactions directly into the general ledger.  See: General Journal
Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Close button will close and save the general ledger form.  See: Closing Forms
tc "General Ledger Detail"

xe "General Ledger Detail"General Ledger Detail

The General Ledger Detail form displays a list of every transaction in your General Ledger.  This gives you a quick way to view any details about any transactions in your general ledger.  You can sort the records in this form in any order by clicking the right mouse button in any column and then sorting it the way you want.  The majority of the detailed fields are listed in this form.  If some of the data you need to read goes beyond the size of the provided field then right mouse click on that field and use the Zoom Field feature to enlarge the field.

Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Close button will close and save the general ledger detail form.  See: Closing Forms
tc "Account Structure"

xe "Account Structure"Account Structure

Setting your Account Structure is the first step in building your General Ledger Chart of Accounts.  This form enables you to define a specific structure in terms of number of characters, what type of character to use for a primary account, segment, division, or another term you may wish to use.


Financial Accounting Tip:  Make sure when you are setting up your account structure, you set up your separator and/or hyphen and use the up and down arrows to position your separator in the appropriate location.  This will be called Structure type "Divider".
Form Buttons
Form buttons open another form that is related to the selected form.
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The New button will open the add Account Structure form where you set up the account structure.
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The Edit button will open the Edit Account Structure form where you can edit and make changes to you account structure.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete button allows you to delete the selected item.
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The Up Arrow button will move the highlighted item upward one spot for each click.
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The Down Arrow button will move the highlighted item downward one spot for each click.
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The Close button will close and save the Account Structure form.  See: Closing Forms
tc "Add/Edit Account Structure"

xe "Add Account Structure"Add/Edit Account Structure

When setting up your Chart of Accounts it is important to properly name and structure your accounts to take full advantage of Financial Accounting power in segmenting your general ledger.  This will allow you to have multiple departments, divisions, or even companies within the same Financial Accounting data file.

1.
First name the structure in the Structure Name field.  This should be as descriptive as possible.  For Example:  "Primary Account" could be used to describe the base, or general part of the account.


2.
In the Structure Type field you have the choice of classifying the structure as a segment or a divider.

3.  
The Length field dictates how many characters the structure will have.  Note:  The maximum length of the entire account cannot exceed 20 characters.

4.
The Mask field will determine what type, or types of characters can be used in the account ID.


Financial Accounting Tip:  When entering, or determining what mask to use for your Chart of Accounts, place your cursor over the Mask field and a tool tip will pop up and give you the various masks that are predefined and available.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Cancel button will close the form and will not save any changes you have made.
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The OK button will close and save the add Account Structure form.

tc "Account Edit"

xe "Chart of Accounts Edit"Account Edit

The Account Edit Form allows you to edit the description of a single account inside the Chart of Accounts.  

Financial Accounting Tip:  You cannot change an Account ID for an existing account.  You must create a new account in order to change an Account ID and then delete any accounts you no longer want.  You will also not be able to delete any existing accounts if there are transactions in the General Ledger against it.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Cancel button will close and NOT save any information, or changes you have made in the Account Edit form.
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The Ok button will close and save the account edit form.

tc "Account Groups"

xe "Account Groups"Account Groups

In the Account Groups form you add and group your accounts into groups and sub groups based on how you want your Chart of Accounts to flow for each of the System Account types;  Asset, Liability, Equity, Revenue and Expenses.

Example:  If your company has a sales, delivery and service department you may wish to track your fuel expenses separately.  One way of setting this up would be:

Account Group
Sub Group
Expense

System

   Fuel


Expense

      Sales

Fuel

      Service

Fuel

      Delivery

Fuel

As you can see the sub group simply takes the name of the group directly above it in the flow.  If you wanted to break it down even further, you could set it up as follows:

Account Group
Sub Group
Expense

System

   Fuel


Expense

      Sales

Fuel

         Cars

Sales

         Trucks

Sales

      Service

Fuel

         Cars

Service

         Trucks

Service

      Delivery

Fuel

         Cars

Delivery

         Trucks

Delivery

Form Buttons
Form buttons open another form that is related to the selected form.
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The New button will open the add Account Groups form where you set up the account structure.
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The Edit button will open the Edit Account Groups form where you can edit and make changes to you account structure.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete button allows you to delete the selected item.
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The Up Arrow button will move the highlighted item upward one spot for each click.
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The Down Arrow button will move the highlighted item downward one spot for each click.
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The Group Up 1 Level button will move the highlighted item up, or closer to the system, or main group one spot for each click.
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The Group Down 1 Level button will move the highlighted item down, or farther away from the system group one spot for each click.
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The Close button will close and save the Account Structure form.  See: Closing Forms
tc "Add/Edit Account Groups"

xe "Add/Edit Account Groups"Add/Edit Account Groups

To add an Account Group, first select what type of account the group should be a part of from the Account Type drop down menu.  Your choices are:  Asset, Liability, Equity, Revenue and Expenses.  Once you have selected the Account Type, simply name the group in the Account Group field.

To edit an Account Group, simply type the correction, or modification in the Account Group field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Cancel button will close the form and will not save any changes you have made.
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The OK button will close and save the add Account Group form.

tc "Primary Account Assignment"

xe "Primary Account Assignment"Primary Account Assignment

The Primary Account Assignment form is where you set up your main, or primary, accounts and assign them a description and a corresponding code.  In this form you will see by clicking, or highlighting the Account Groups on the left, the window on the right populates with what accounts are set up for that Account Group.  To add accounts to that Account Group, simply click the New button at the bottom of the form and the add Primary Accounts form will appear.  To edit existing accounts click the Edit Primary Accounts button to edit.

If you are getting started and would like to use a default set of primary accounts based on your type of business, you should click on add Default Accounts.  This will open the Import Primary Accounts form and will give you a selection of templates to choose from.

Form Buttons
Form buttons open another form that is related to the selected form.
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The New button will open the add Primary Accounts form where you add the primary accounts.
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The Edit button will open the Edit Primary Accounts form where you can edit and make changes to your primary accounts.
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The add Default Accounts button will open the Import Primary Accounts form.
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The Close button will close and save the Account Structure form.  See: Closing Forms
tc "Add/Edit Primary Accounts"

xe "Add/Edit Primary Accounts"Add/Edit Primary Accounts

The add/Edit Primary Accounts form is used to add, or edit your primary accounts one by one.  First, select the Account Group in which you want to set up an account and description for.  Then click the New button and enter the Account code followed by the description.  Once completed press the enter key and it will now be listed below in the view window.  To add another account repeat that process.  Repeat that process as often as needed until you have completed entering the accounts for that Account Group.  Now, select the next Account group and repeat your steps.

Form Buttons
Form buttons open another form that is related to the selected form.
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The New button will open the add Primary Accounts form where you add the primary accounts.
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The Edit button will open the Edit Primary Accounts form where you can edit and make changes to your primary accounts.
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The add Default Accounts button will open the Import Primary Accounts form.
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The Close button will close and save the Account Structure form.  See: Closing Forms
tc "Add/Edit Segments"

xe "Add/Edit Segments"Add/Edit Segments

In the add/Edit Segments form you assign as many codes and a descriptions you have for each segment.  For example:

Your first Segment is "Department", has ## Mask and is two characters in length:

Code

Description

Segment Name

10

Sales 


Department

20

Service

Department


30 

Delivery

Department

40

Administrative

Department


50

Management

Department

For your second Segment, "Division", has # Mask and one characters in length:

Code

Description

Segment Name

1

North


Division

2

South


Division


3 

East


Division

4

West


Division

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will place the cursor in the Code field and allow you to add the segment.
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The Delete button will remove that Code and Description from that segment.
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The Close button will close and save the add/Edit Segments form.  See: Closing Forms
tc "Build Chart of Accounts"

xe "Build Chart of Accounts"Build Chart of Accounts

The Build Chart of Accounts form will allow you to combine some, or all of your primary accounts with some, or all of your segments.  This process is fairly simple.  If you want to combine all your primary accounts with all of your segments, simply click on the red "Check All" button for each respective column.  If, on the other hand, you wish to only use some primary accounts with only some of your segments, all you need to do is click on the appropriate accounts and segments and have them selected, or highlighted.  You will notice that above the primary accounts you will see your account structure mask and directly to the right of that an example account.  This will help you visualize what the accounts will look and be line when they are created.  Once you have your selections highlighted, click the build button to build, or create your accounts.  This will bring up the Commit Chart of Accounts form, which will allow you to review, change the description and ultimately add the accounts to your Chart of Accounts.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Build button will combine the highlighted accounts and bring up the Commit Chart of Accounts form.
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The Preview button will bring up the Chart of Accounts Preview report which will show the accounts you are about to create.  This report can be printed and reviewed as needed.
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The Close button will close the Build Chart of Accounts form.  See: Closing Forms
tc "Commit Chart of Accounts"

xe "Commit Chart of Accounts"Commit Chart of Accounts
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  On the Commit Chart of Accounts form, you can review the chart of accounts you have built and edit the description if you like.  When you are finished reviewing the accounts, click the "Commit Account" button to add them to your Chart of Accounts.  To cancel and not commit the chart of accounts, simply click the cancel button.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Commit Accounts button will build your chart of accounts based on your selections.
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The Cancel button will close the form and will not save any changes you have made.

tc "Deleting Chart of Accounts"

xe "Deleting Chart of Accounts"Deleting Chart of Accounts
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  When you click the Delete button on the Chart of Accounts Edit form, you will get a message warning you that you are about to delete the selected account.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.

There may be times when you try and delete an account and Financial Accounting will not let you.  This can happen because the selected account has transactions against it in the General Ledger.  If it is assigned as a Default Account in the Default Accounts form, Financial Accounting will not let you delete it until you replace that account with a different account in the default account form.  It is very important that you setup your accounts the way you want them before you start using Financial Accounting.

The Delete button can be password protected so that other users can't delete any of the accounts.  You can assign a password to the delete buttons in the Security form.

tc "Default Accounts Default Accounts Default Accounts"

xe "Default Accounts"Default Accounts

The Default Accounts form is used to assign default Account ID's from the Chart of Accounts to key areas of the program.  By setting up the default accounts, Financial Accounting will automatically fill in these accounts when creating transactions throughout the program.  Setting Default Accounts is necessary to ensure that particular Accounts are used in the important and required Account ID fields throughout the program.  All of your default accounts can be set up from this multi-tab form.  

Financial Accounting Tip:  Setting your default accounts helps speed up data entry when you are adding a new transactions.  All the vital account codes will fill in automatically for you.  If you want, you can override the default Account ID directly in the actual transaction form.
Your Default Accounts are set up when you create a new database and go thought the General Ledger Setup Wizard. You can click on the down arrow to review your Chart of Accounts and to select the Account ID that is to be used as a Default.  

Financial Accounting Tip:  You will not be able to delete an account in the Chart of Accounts that is set as a Default Account.  If you need to delete one of these accounts, you must first create a new Account ID.  Then, change the Default Account to this newly created Account.  Once that has been done, you will be able to delete the Account ID that was previously a Default Account.
Sales Tab
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Accounts Receivable - Normally set to an Asset account and is used in the sales and service transaction forms to track Accounts Receivables.  The A/R Account combo box field in the sales or service transaction forms will automatically be filled in with the account specified in this field.  This will track the amount of the total field at the bottom of the sales or service transaction forms in the General Ledger using the Accounts Receivables Account ID entered in this field.
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Freight - Normally set to a Revenue account and is used in the sales and service transactions to track the amount of the Freight field at the bottom of the form.
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Other - Normally set to an Revenue account and is used in the sales and service transactions to track the amount of the Other field at the bottom of the form.
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Tax Code 1 - Set to the default Tax Code that will automatically be entered into the Tax Code 1 combo box field on all sales and service transactions.  This will also be the default Tax Code assigned to the Tax Code 1 combo box field on the customer form when creating a new customer.  You should create your tax codes in the Sales Tax - (Received) form before setting up a default code.
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Tax Code 2 - Set to the default Sales Tax Code that you want automatically entered into the Tax Code 2 combo box field on all sales and service transactions.  This will also be the default Sales Tax Code assigned to the Tax Code 2 combo box field on the customer form when creating a new customer.  You should create your sales tax codes in the Sales Tax - (Received) form before setting up a default code.
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Discounts Given - Normally set to an Expense account and is used in the sales and service transactions to track any discounts given to a customer.
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Discount on Sales - Normally set to a Cost of Sales account and is used in the sales and service transactions to track the offset to the Discounts Given account.
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MHR Labor - Normally set to an Revenue account and is used in service transactions for tracking any Man Hours Required labor.

Purchases Tab
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Accounts Payable - Normally set to a Liability account and is used in the purchase transaction forms to track Accounts Payable.  The A/P Account combo box field in the purchase transaction forms will automatically be filled in with the account specified in this field.  This will track the amount of the total field at the bottom of the purchase transaction forms in the General Ledger using the Accounts Payable Account ID entered in this field.
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Freight - Normally set to a Cost of Sales account and is used in the purchase transactions to track the amount of the Freight field at the bottom of the form.
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Other - Normally set to a Cost of Sales account and is used in the purchase transactions to track the amount of the Other field at the bottom of the form.
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Tax Code 1 - Set to the default Tax Code that will automatically be entered into the Tax Code 1 combo box field on all purchase transactions.  This will also be the default Tax Code assigned to the Tax Code 1 combo box field on the vendor form when creating a new vendor.  You should create your sales tax codes in the Sales Tax - (Paid) form before setting up a default code.
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Tax Code 2 - Set to the default Tax Code that you want automatically entered into the Tax Code 2 combo box field on all purchase transactions.  This will also be the default Tax Code assigned to the Tax Code 2 combo box field on the vendor form when creating a new vendor.  You should create your tax codes in the Sales Tax - (Paid) form before setting up a default code.
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Discounts Taken - Normally set to an Expense account and is used in purchase transactions to track any discounts given to you from a vendor.
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Discount on Purchases - Normally set to a Revenue account and is used in purchase transactions to track the offset to the Discounts Taken account.

Inventory Tab
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Sales - Normally set to an Revenue account and used in the Inventory form for tracking sales income on any inventory items sold.
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Inventory - Normally set to an Asset account and used in the Inventory form for tracking the cost of inventory on any inventory items sold or purchased.
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Cost of Sales - Normally set to a Cost of Sales account and used in the Inventory form for tracking the cost of inventory items sold.  It is the offset account for the Inventory account.
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Inventory Gain/Loss - Normally set to an Expense account and is used behind the scenes of a Debit Memo for when an inventory item is returned to a vendor at a higher or lower price than purchased.  This is only used with Average Costing. 

Receivables Tab
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Accounts Receivable - Normally set to an Asset account and used in the Receivables form to offset the Accounts Receivable account used on the sales or service transactions.
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Deposit Account - Normally set to an Asset account and used in the Receivables form for tracking the account you will deposit collected funds into.
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Finance Charge - Normally set to an Revenue account and used in the Receivables form for tracking any Finance Charges collected.
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Customer Prepayment - Normally set to an Asset account and used in the Customer Prepayments form for tracking the your customer advanced deposits, or prepayments.

Payables Tab
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Accounts Payable - Normally set to a Liability account and used in the Payables form to offset the Accounts Payable account used on purchase transactions.
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Payment Account - Normally set to an Asset account and used in the Payables form for tracking the account you will use to pay your purchases.
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Payable Interest - Normally set to an Expense account and used in the Payables form for tracking any Interest paid.
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Vendor Prepayment - Normally set to an Asset account and used in the Vendor Prepayments form for tracking the account you will store any vendor advanced deposits paid.

Banking Tab
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Checkbook - Normally set to an Asset account and used in the Banking forms as the default bank account used to Make payments or deposits from.
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Credit Card - Normally set to a Liability account and used in the Credit Card forms as the default credit card account used to make payments or charges from.
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Service Charges - Normally set to an Expense account and used in the Bank Reconciliation form for tracking any service charges incurred on your bank account.
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Interest - Normally set to an Revenue account and used in the Bank Reconciliation form for tracking any interest received for your bank account.

Equity Tab
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Retained Earnings - Normally set to an Equity account and used in the Close Fiscal Year form for holding the balance of the Current Year Earnings.
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Current Year Earnings - Normally set to a Equity account and used in the Chart of Accounts form to display your earnings for the current year.
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Historical Balance - Normally set to an Equity account and used in the Chart of Accounts Opening Balance form to track the offset of any opening Account balances entered.

Payroll Tab
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Bank Account - Normally set to an Asset account.
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Tax - Normally set to a Liability account.
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State Tax - Normally set to a Liability account.
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Earnings - Normally set to a Liability account.
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Deductions - Normally set to a Liability account.
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Employer Liability - Normally set to a Liability account.
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Employer Liability Expense - Normally set to an Expense account.
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Time Off - Normally set to a Liability account.

Misc Tab
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Misc Income - Normally set to a Revenue account used as a default miscellaneous income account.  This account is mostly used when entering service transactions using only the description line item subform display as the default Revenue account.
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Misc Expense - Normally set to an Expense account used in the Vendors form Expense combo box field.  This is the default Account ID used in the subform area of the Bills form.  When you create a new vendor the Expense field will fill in with the Misc Expense value from the Default Accounts form.  Each Vendor has their own default Expense Account ID, which you can change if you wish.
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Sales Tax for Sales - Normally set to a Liability account used as a default account for sales tax received.  Used in the Sales Tax Detail - (Received) form.
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Sales Tax for Purchases - Normally set to an Expense account used as a default account for sales tax paid.  Used in the Sales Tax Detail - (Paid) form.

tc "Accounting Periods Accounting Periods"

xe "Accounting Periods"Accounting Periods

It is important when initially setting up your company that you properly setup your accounting periods.  The purpose of the Accounting Periods form is to allow you to enter your beginning and ending period dates and also monitor what periods are closed.  Use the red navigation buttons to toggle between fiscal years and to select the fiscal year you want.  

Fields
1.
The Period Name field displays the name, or description of the specific Accounting Periods.


2.
The Start Date represents the first day of the noted period.  Clicking the little calendar button next to this field will open the Calendar form where you can graphically enter a date into this field.


3.
The End Date represents the last day of the noted peroxide.  Clicking the little calendar button next to this field will open the Calendar form where you can graphically enter a date into this field.


4.
The Status field shows whether or not that particular period is open or closed.  When a period is open, records and transactions can be added, deleted and modified within the dates of that period.  Inversely, if a period is closed, records and transactions cannot be added, deleted and modified within the dates of that period.  See:  Close/Open Periods
5.
The add Periods button will open the add Accounting Periods form where you can generate the accounting periods for the fiscal year.  See:  add Accounting Periods


6.
The Close/Open Periods button will open the Close/Open Periods form where you are able select one or more of the periods that you wish to close, or open.  See:  Close/Open Periods


7.
Click the Close button to save the record and close the form.

tc "Add Accounting Periods"

xe "Add Accounting Periods"Add Accounting Periods

[image: image1831.png]


  The add Accounting Periods form is a tool to help you build your accounting periods and dates for the selected fiscal year.  First, you select the fiscal year you wish to build the periods for.  You can utilize Financial Accounting 'Auto-Generate Periods' function.  Here you will choose from a list of pre-defined periods, such as Yearly, Quarterly, Monthly, Weekly, or even Daily.  Choose the start date of the accounting periods you will be generating and the number of periods you wish to generate.  Financial Accounting will tell you for reference what the ending date of the periods will be.

Once you have the start date and number of periods selected and verified, click the generate periods button and Financial Accounting will add your accounting periods you have created in the right hand window.  To exit this form, press the close button, or simply press the escape key.

tc "Close/Open Periods"

xe "Open/Close Periods"Close/Open Periods

The Close/Open Periods form is used to manage the periods and mark them as either closed or open.  The Update Period Status section has two check boxes.  The first is "Close Selected Periods" and the second is "Open Selected Periods".  The first step is to select wether or not you will be opening, or closing the periods.  For this example lets go with "Close Selected Periods".  Then, drop down to the window that displays your periods.  Click on, or highlight, the period you wish to close.  You can select more than one period from the list by holding the "Ctrl" button down while you select each record.  Once you have the periods you wish to close selected, then click the Update Periods button.

To open periods you would follow the same steps and process, however this time you will need to have the "Open Selected Periods" button selected.  

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Update Periods button will process and Open/Close the selected periods based on the selections.
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The Close button will close and save the Account Structure form.  See: Closing Forms
tc "Budgets"

xe "Budgets"Budgets

The budgets form is used to setup budgets for each of your Account ID's.  You will be able to setup budgets for each month of the current year for each Account ID in your Chart of Accounts.  Enter your budget amounts in the Current Budget column for each month of the current year.  There is a Calculate Monthly Budgets form that will allow you to enter budgets by a calculation instead of by hand.  The Year Difference field will show the difference between the Last Year Actual and This Year Budget columns.

The Current Actual column is where you enter your actual current monthly expenditures for each Account ID.  In the Variance column you will be able to see the difference of the Current Budget minus the Current Actual column.  This will tell you if you are over or under your projected monthly budget for an Account ID.

The Operating Plan column is another way of tracking budgets.  It works the same way the Current Budget column does.  In the Operating Plan Difference column you will be able to see the difference of the Operating Plan minus the Current Actual column.

At the bottom of the Budgets form you will notice the last row displays annualized totals for all the columns. 

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the budget form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find  button to find a specific record.

Form Buttons
Form buttons open another form that is related to the selected form. 


[image: image1834.png]



The Calculate button will open the Calculate Monthly Budgets form and display the selected Bank Account information.  See: Calculate Monthly Budgets
Action Buttons
Action buttons perform an action on the current record like adding, deleting, searching, etc.
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The Percentage button will change the fields to display percentages instead of amounts.  This just gives you a different way of viewing your budgets.  Click the Percentage button, which will then read Differences below the button to display the amounts.
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The Close button will close and save the budgets form.  See: Closing Forms
tc "Calculate Monthly Budgets"

xe "Calculate Monthly Budgets"Calculate Monthly Budgets

This form is used to calculate monthly budgets for Account ID's in the Budgets form.  Enter the starting budget amount for January in the Amount field.  Then enter either a dollar amount or percent to increase the remaining monthly budgets for the selected Account ID.

Dollar Increase Example
If you enter 100.00 in the Amount field and then click the Dollar Increase check box and enter 25.00 in the dollar amount field the program will add 25.00 to each month of the year.  So January would be 100.00, February would be 125.00, March would be 150.00, April would be 175.00 and so on.  

Percent Increase Example
If you enter 100.00 in the Amount field and then click the Percent Increase check box and enter 25.00 in the percent field the program will add 25.00% to each month of the year.  So January would be 100.00, February would be 125.00, March would be 156.25, April would be 195.31 and so on.

When you click the Ok button the form will close and the This Year column of the Budget form will be updated with the add amounts. 

Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Cancel button will undo any changes and close the form.  See: Closing Forms

[image: image1838.png]



The Ok button will close the form and update the This Year column of the Budget form with the add amounts.  See: Closing Forms
tc "Chart of Accounts"

xe "Chart of Accounts"Chart of Accounts

In the Chart of Accounts form, you can view all of the accounts that have been setup in your General Ledger.  It will show you the Account ID, Account Description and Account Group.  You cannot modify the accounts on this form.  It is for viewing only.  If you want to modify a description of an account you can do so by using the Account Edit form.

You will need to set up, or build, your chart of accounts every time you create a new data file.  You will need to use the General Ledger Setup Wizard to walk you through the process of adding, or setting up your Chart of Accounts.

Financial Accounting Tip:  You cannot change an Account ID for an existing account.  You must create a new account in order to change an Account ID and then delete any accounts you no longer want.  You will also not be able to delete any existing accounts if there are transactions posted in the General Ledger against it.
Form Buttons
Form buttons open another form that is related to the selected form. 
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The New button will open the General Ledger Setup Wizard form.
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The Edit button will open the Account Edit form.
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The Delete button will delete the highlighted record.  



WARNING:  Due to referential integrity, you will not be able to delete an Account ID that has records posted against it.
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The Close button will close and save the chart of accounts form.  See: Closing Forms
tc "Close Fiscal Year"

xe "Close Fiscal Year"Close Fiscal Year

This form is used at the end of your company's fiscal year to zero out the Revenue and Expense accounts and to remove all entries to the General Ledger.  After closing the fiscal year your company will have a clean General Ledger for the current fiscal year.  Make sure all transactions have been completed and posted for that fiscal year before you close it.  Once you close the fiscal year there is no way to go back and build the GL detail that has been removed.

Financial Accounting Tip:  If you wish to lock up one or more of your accounting periods without performing a "Full Close Fiscal Year" you can do so in the Accounting Periods form.
Closing a Fiscal Year
When closing your fiscal year the first thing you must do is select an Equity Account ID.  (This will default to the Retained Earnings ID that has been previously setup in the Default Accounts form.)  The "Last Date Closed" field displays the date of the last fiscal year close.  Next, you will fill in the date range of your fiscal year and wether or not you want to archive your General Ledger by selecting the "Archive General Ledger".  It is recommended that you archive your General Ledger so that if you need to review a transaction from a previous fiscal year you will be able to do so.  When you are ready to close the fiscal year, click the "Ok" button to proceed.

What gets impacted when you close your Fiscal Year
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Financial Accounting will replace last year's historical monthly totals with the monthly totals of the current fiscal year.
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Financial Accounting will erase all entries in the General Ledger.
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Financial Accounting will move the balance of your current year earnings account to your selected retained earnings account and zeros out the balances of your Revenue, expense and other expense accounts.
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Financial Accounting can automatically Archive your existing General Ledger so you can review it later.
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Financial Accounting will not remove any open or pending Sales, Service or Purchases.
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Financial Accounting will not remove any open or pending Receivables, Payables, Opening Balances, Opening Credits or Deposits.

tc "General Journal"

xe "General Journal"General Journal

The General Journal form allows you to enter transactions that aren’t specific to the Checkbook, Sales, Purchases and Inventory transactions.  You use the General Journal to enter those types of transactions that are not readily categorized elsewhere in the program.  Depreciation would be an example of something that would be entered into the General Journal.  Unlike other journals, you provide all the accounting distributions in the General Journal.  You Create New Both debits and credits, and when the amounts balance, you may post the General Journal by clicking the Post button.  Financial Accounting provides this form for bookkeepers and accountants who are knowledgeable about debits and credits and who prefer to enter certain transactions through journal entry.  If you are unfamiliar with journal entries, consult your accountant before entering and posting any form of journal entries.

This form is also used to enter your Chart of Accounts Opening Balances when setting up a new data file.  See: Chart of Accounts Opening Balances and Adding General Journals.

This form can be used to add or edit records in the general journal form.  To add new general journals, simply click the New button at the bottom of this form.  If you need to edit existing general journals, just select the record you want to edit and make any necessary changes to the fields for that record.  If the record is posted, it will be necessary to unpost it before editing.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new general journals, see Adding General Journals.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the general journal form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find button to find a specific record.

You can choose the sort order of the general journal form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting General Journals or Unposting General Journals
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The New button will clear the form to allow a new general journal to be added.  See: adding General Journals
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The Delete button will delete the selected general journals.  See: Deleting General Journals
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The Find button will enable you to Find general journals.  See: Find.
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The Duplicate button will create a new duplicated general journal.  See: Duplicating General Journals
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The Close button will close and save the general journal form.  See: Closing Forms
tc "Adding General Journals"

xe "Adding General Journals"Adding General Journals
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  The following steps will explain in detail how to add a new General Journal...

1.
First open the General Journal form and then click the New button to clear the form so you may enter a new journal.  The cursor will be flashing at the top of the form in the Date field.


2.
Enter the date of the transaction.  You can use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
Then enter any references or notes about the journal transaction in the reference field.


4.
The Currency field is used to assign a currency to the general journal.  Normally this will automatically fill in with your default Currency ID setup in the Company Preferences form but you can change it for a specific general journal entry if necessary.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You can still override the Currency ID after it fills in if you need to but it helps speed data entry.  You will notice that if you use a different currency than your default, that the Debit and Credit fields will display a green background.


5.
The Journal ID will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.  It cannot be changed on this form but you can change the numbering sequence in the Starting Numbers form.


6.
Next enter the Account ID you want to use by selecting from the combo box.  

7.
The description field will automatically fill in with the accounts description but you can change it if you want.

8.
The Name field can be used to reference a Customer or Vendor ID.  If the selected Account ID is an "Accounts Receivable" header type then you must enter a Customer ID in the Name field.  If the selected Account ID is an "Accounts Payable" header type then you must enter a Vendor ID in the Name field.


9.
You can also enter a Job ID for tracking the journal entry to a Job.


8.
Now you enter either a debit or a credit for the selected account.  You can enter as many lines as you wish by going to a blank line and entering another Account ID and debit or credit.  No matter what you do, you will need to balance this transaction when you are finished.  ("Balanced" means having equal dollars in the debits and the credits)  The Out of Balance field will display the amount you are out of balance and when you are finished entering all your debits and credits this field should display zero.


9.
When you are finished entering all your transactions and the Out of Balance field is zero you can then Post the journal.  You can also click on the New button to add another general journal or click the Close button to save the general journal and return to the previous open form.

tc "Posting General Journals"

xe "Posting General Journals"Posting General Journals
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected General Journals form.  Once the general journal transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the general journal form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the general journal.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a general journal transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.
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The general journal is out of balance for some reason.  You must make sure you enter an offset to the amount of each line item transaction in the subform area of the general journal form.  The Out of Balance field at the bottom of the form must be zero before you can post the journal.

You will also notice that once you have posted the general journal form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Unposting General Journals"

xe "Unposting General Journals"Unposting General Journals
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the General Journal transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected general journal transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the general journal.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain general journal transactions after they have been posted due to a variety of reasons listed below.


[image: image1860.png]



If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted general journal.  This could be a Posted Bank Reconciliation transaction that has cleared the selected journal.

You will also notice that once you have unposted the general journal form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Duplicating General Journals"

xe "Duplicating General Journals"Duplicating General Journals
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  You can quickly duplicate any selected General Journal transaction by clicking on the duplicate button.  This is a great feature if you need to constantly enter general journal entries that are the same or similar to other general journals.  When you click the duplicate button on a selected general journal a message box will open asking if you want to duplicate the selected record.  If you choose to duplicate it a new general journal transaction will be created based on the current general journal selected.  After the add general journal has successfully been duplicate another message box will appear displaying the Journal ID assigned to it.  You will then be moved to the add general journal transaction.

Everything in the add general journal will be duplicated except for the Date field, which will be entered with todays date and the Journal ID field, which will be incremented with the next Journal ID from the Starting Numbers form.  The general journal transaction will not be posted after it has been created.  This gives you the opportunity to add to or edit it further before you actually post it.

Duplicating general journal transactions has no affect on anything at all in the program until you actually post the duplicated general journal.  You can duplicate a general journal record and then delete it before you post it and it would be like you never duplicated it to begin with.

tc "Recurring Journal Transactions"

xe "Recurring Journals"Recurring Journal Transactions

The Recurring Journal Transactions form allows you to enter and save common Journal transactions for later use.  For example: You have a standing Journal entry that needs to be made every month.  Set up a Recurring Journal transaction for that customer.  Using the Recurring Journal transaction form will save time in repetitive data entry tasks.

Use the Transaction Type combo box to change the type of transaction you wish to process.  Then simply select the transactions that you want to process by clicking in the Process check box for each individual transaction you want to process.  You can also click the Select Due button to automatically enter a check mark in the Process field of every transaction that is Due to recur.  The Clear All button will automatically remove all check marks in the Process field.  After you have selected all the transactions you want to process click the Process button at the bottom of the form.  If you use a Bar Code reader (or a KANBAN) you can automatically select transaction numbers to process.  Just click the cursor in the Transaction Number field and use the bar coding reader to scan a transaction number.  This will automatically select a transaction to be processed.

Specifying a Group in the Group Field allows you to group transactions per Transaction Type.

This form can be used to add or edit records in the Recurring Journal Transactions form.  To add a new Recurring Journal Transaction, simply click the New button at the bottom of this form.  If you need to edit existing records, just click the little yellow folder button next to the transaction you want to edit and the Recurring Transaction Detail form will open displaying the transactions detail.

The record navigation buttons at the bottom of the form are used to move through the different transaction types that can be used.  Clicking on one of the four red buttons will navigate you through the transaction types.  You may also use the Find button to find a specific record.

You can choose the sort order of the form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process button will process all selected transactions.  See: Processing Recurring Journal Transactions
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The New button will open the Recurring Transaction Detail form, which allows a new Recurring Journal Transaction to be added.  See: Recurring Transaction Detail
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The Select Due button will automatically enter a check mark in the Process field of every transaction that is Due.  
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The Clear All button will automatically remove all check marks in the Process field.
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The History button will show all the Recurring Transactions History.  See: Recurring Transaction History
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The Print button will open the print form, which will display the history of all the processed transactions so they can be printed.  You will have the ability to select some or all of the transactions to be printed.  See: Recurring Transaction Print
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The Close button will close the Recurring Journals form.  See: Closing Forms
tc "Adding Recurring Journals"

xe "Adding Recurring Journals"Adding Recurring Journal Transactions

[image: image1871.png]


  The following steps will explain in detail how to add a new Recurring Journal Transaction...

1.
From the Main Menu, click on Banking, then Recurring Transactions.  This will open the Recurring Transaction form where you may then click the New button to open the Recurring Transaction Detail form.  Then, click the New button in the Recurring Transaction Detail form to add the new Recurring Transaction.  The cursor will be flashing at the top of the form in the Transaction Type field.

2.
In the Transaction Type field you can select from type of transaction.  In this case it is General Journals.

3.
The Transaction Number combo box will list all the available transactions for the selected transaction type selected.  Select the transaction number you wish to have recur.

4.
The Group combo box will list all the available groups for the selected transaction type.  Select the group you wish to have recur.

5.
The Customer ID field will reference which customer the recurring transaction is pertaining to.


6.
The Frequency combo box will default to Monthly.  This can be changed to Daily, Weekly, Biweekly, Semi-Monthly, Monthly, Bimonthly, Quarterly, Semi-Annually or Annually.  This will be used to set how often a transaction recurs.  When you choose a frequency the Reminder List form will check to see if any recurring transactions are due and display them.  


Frequency Occurrences

Daily = 365


Weekly = 52


Biweekly = 26


Semi-Monthly = 24


Monthly = 12


Bimonthly = 6


Quarterly = 4


Semi-Annually = 2


Annually = 1

7.
The Reference field is used to enter any reference you want to make to the Recurring transaction.  This field is optional and is not required.


8.
The Last Process date field will automatically be filled in with todays date.  Every time you process the selected transaction the Last Process date will be updated with that date.


9.
The Next Process date field will automatically be filled based on the Frequency entered.  This can be changed to whatever date you want the transaction to recur again.

10.
The Active Check box field will automatically be enabled.  This can be used to enable or disable a transaction from recurring.

tc "Searching Recurring Journals"

xe "Searching Recurring Journals"Searching Recurring Journal Transactions
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.


[image: image1873.png]



The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Recurring Journals"

xe "Deleting Recurring Journals"Deleting Recurring Journal Transactions
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  When you click the Delete button on the Recurring Transaction Detail form, you will get a message warning you that you are about to delete the selected recurring transaction.  You have the option at this point to cancel or go ahead and delete the selected recurring transaction.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the recurring transaction records.  You can assign a password to the delete buttons in the Security form.

tc "Searching General Journals"

xe "Searching General Journals"Searching General Journals
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.


[image: image1881.png]



The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting General Journals"

xe "Deleting General Journals"Deleting General Journals
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  When you click the Delete button on the General Journal form, you will get a message warning you that you are about to delete the selected journal.  You have the option at this point to cancel or go ahead and delete the selected general journal.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

There may be times when you try and delete a general journal and Financial Accounting will not let you.  This can happen because the record is being use in several other areas of the program.  For instance, if you try and delete a journal that was cleared in a Bank Reconciliation transaction, Financial Accounting will display an error message explaining that the journal could not be deleted due to referential integrity.  The only way you could delete that journal would be to delete all the associated Bank Reconciliation's first.

The Delete button can be password protected so that other users can't delete any of the general journal records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted general journal.  The general journal must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is next to every line item in the subform form.  To delete a line item from the subform click the little delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

Chapter  11: Payroll

tc "Employee Setup"

xe "Employees"Employee Setup

The Employee Setup form is used to store all the personal information about your Employee along with their payroll information.

You will notice at the top of this form nine tabs, which help group the employee information better.  It is like having eight forms connected together for each employee.  You will also notice that the Employee ID, Company and Social Security fields at the top of the form remain there in all the tabs so you always know what employee you are working on when switching between the tabs.  The eight tabs are listed below and described in detail in other areas of the documentation.
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The General Tab shows you general employee information.  See: Adding Employees
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The Detail Tab shows all other related employee data that could not fit on the General tab.  See: Adding Employees
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The Activity Tab shows you all the employee information.  See: Employee Contact Log List
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The Taxes Tab shows the employees selected Tax Types.  See: Adding Employee Taxes
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The Earnings Tab shows the employees selected Earning Types.  See: Adding Employee Earnings
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The Deductions Tab shows the employees selected Deduction Types.  See: Adding Employee Deductions
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The Time Off Tab shows the employees selected Time Off Types.  See: Adding Employee Time Off

This form can be used to add or edit records in the employee form.  To add new employees, simply click the Add button at the bottom of this form.  If you need to edit existing employees, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new employees, See: Adding Employees.
The record navigation buttons at the bottom of the form are used to move from one employee to another.  It also displays how many records are in the employee form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You can use the search button to find a specific record.
You can choose the sort order of the employee form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.
There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.
Form Buttons
Form buttons open another form that is related to the selected form.
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The Time Sheet button will open the Weekly Time Sheet form, which displays the selected employees hours worked.
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The History button will open the Employee History form, which will display all the Paychecks for the selected employee.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Add button will clear the form to allow a new employee to be added.  See: Adding Employees
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The Delete button will delete the selected employees.  See: Deleting Employees
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The Find button will allow you to search for employees.  See: Searching Employees
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The Close button will close and save the employee form.  See: Closing Forms
tc "Employee Pay Groups"

xe "Employee Pay Groups"Employee Pay Groups

The Employee Pay Groups form is used to setup payroll groups for your employees.  This provides a faster and more accurate way to pay several employees at once based on a pay period.  In the Employees form you can assign a common Pay Group to each employee, which will group them together for a common pay period.

Using the Process Pay Groups form you can pay several employees at the same time based on the group they are assigned to.  This will help to create paychecks much faster than entering them one at a time.

tc "Employee Earnings"

xe "Employee Earnings"Employee Earnings

The Employee Earnings tab contains a list of all the earning types assigned to the selected employee.  You can add, edit or delete employee earning types as needed on this tab.  For a detailed explanation of all the fields on this tab, refer to Adding Employee Earnings.

tc "Deleting Employee Earnings"

xe "Deleting Employee Earnings"Deleting Employee Earnings

[image: image1898.png]


  To delete a single earning type from the Employees Earnings tab, simply select the earning type you want to delete from the Earning List box using the mouse.  Then click the little red [image: image1899.png]


 delete button next to the Earning List box and Financial Accounting will delete the selected earning type and any taxes setup in the taxes to be withheld subform below it.

tc "Earning Groups"

xe "Earning Groups"Earning Groups

The Earning Groups form is used to group several earning types into a template or group that can be used to quickly assign multiple earning types to an employee.  In the employees form under the Earning tab you can choose a earning group from the Group combo box.  The employees earnings area would quickly fill in with all the earning types that were setup in the earning groups form.  Then of course, you could edit each individual earning type or even add new ones.

This form is completely optional but comes in very handy if you have hundreds of employees all with several common earnings.  You can add, edit or delete earning groups as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Earning Groups.

An example of a earning group might include common employee earnings like union dues, health insurance or 401(k).

Within the Earning Group form you can select which taxes will be tax exempt for a specific earning.  It is also very important to select the appropriate Liability Account ID from the Chart of Accounts for each of the earning groups.

You can choose the sort order of the earning group form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add earning groups to be added.  See: adding Earning Groups
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The Delete button will delete the selected earning group.  See: Deleting Earning Groups
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The Close button will close and save the earning group form.  See: Closing Forms
tc "Deleting Earning Groups"

xe "Deleting Earning Groups"Deleting Earning Groups
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  When you click the Delete button on the Earning Groups form, you will get a message warning you that you are about to delete the selected earning.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that earning group again.  

The Delete button can be password protected so that other users cannot delete any of the earning group records.  You can assign a password to the delete buttons in the Security form.

Deleting Earning Type Line Items
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 To delete a single earning line item from the Earnings subform simply select the earning you want to delete using the mouse and then click the delete button. Financial Accounting will delete the selected earning.

Deleting Tax Line Items
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 To delete a single tax line item from the subform click the little delete button to the left of the Tax Name field.  Financial Accounting will delete the corresponding Tax Name for the line you clicked the button on.

tc "Earning Types"

xe "Earning Types"Earning Types

The Earning Type form contains a default list of all the available earning types which can be associated with employees or Earning Groups.  Financial Accounting automatically includes several predefined earning types.  You can add, edit or delete earning types as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Earning Types.

Examples of payroll earnings include Hourly, Salary and Bonus.

Within the Earning Type form you can select which taxes will be withheld for a specific earning type.  It is also very important to select the appropriate Expense Account ID from the Chart of Accounts for each of the earning types.

You can choose the sort order of the earning types form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add earning types to be added.  See: Adding Earning Types
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The Delete button will delete the selected earning type.  See: Deleting Earning Types
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The Close button will close and save the earning type form.  See: Closing Forms
tc "Deleting Earning Types"

xe "Deleting Earning Types"Deleting Earning Types
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  When you click the Delete button on the Earning Types form, you will get a message warning you that you are about to delete the selected earning.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that earning again.  

The Delete button can be password protected so that other users cannot delete any of the earning records.  You can assign a password to the delete buttons in the Security form.

There may be times when you try and delete a record and Financial Accounting will not let you.  This can happen because the record is being used in several other areas of the program.  For instance, if you try and delete a earning that is being used in a Earning Group, Financial Accounting will display an error message explaining that the record could not be deleted due to referential integrity.  The only way you could delete that earning would be to delete all references to it in the Earning Groups form first.

tc "Deduction Groups"

xe "Deduction Groups"Deduction Groups

The Deduction Groups form is used to group several deduction types into a template or group that can be used to quickly assign multiple deductions to an employee.  In the employees form under the Deduction tab you can choose a deduction group from the Group combo box.  The employees deductions area would quickly fill in with all the deductions that were setup in the deduction groups form.  Then of course, you could edit each individual deduction or even add new ones.

This form is completely optional but comes in very handy if you have hundreds of employees all with several common deductions.  You can add, edit or delete deduction groups as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Deduction Groups.

An example of a deduction group might include common employee deductions like union dues, health insurance or 401(k).

Within the Deduction Group form you can select, which taxes will be tax exempt for a specific deduction.  It is also very important to select the appropriate Liability Account ID from the Chart of Accounts for each of the deduction groups.

You can choose the sort order of the deduction group form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add deduction groups to be added.  See: Adding Deduction Groups
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The Delete button will delete the selected deduction group.  See: Deleting Deduction Groups
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The Close button will close and save the deduction group form.  See: Closing Forms
tc "Deleting Deduction Groups"

xe "Deleting Deduction Groups"Deleting Deduction Groups
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  When you click the Delete button on the Deduction Groups form, you will get a message warning you that you are about to delete the selected deduction.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that deduction group again.  

The Delete button can be password protected so that other users cannot delete any of the deduction group records.  You can assign a password to the delete buttons in the Security form.

Deleting Deduction Type Line Items
To delete a single deduction line item from the Deductions subform simply select the deduction you want to delete using the mouse and then click the delete button. Financial Accounting will delete the selected deduction.

Deleting Tax Exempt Line Items
To delete a single tax exempt line item from the subform click the little delete button to the left of the Tax Name field.  Financial Accounting will delete the corresponding Tax Name for the line you clicked the button on.

tc "Employee Deductions"

xe "Employee Deductions"Employee Deductions

The Employee Deductions tab contains a list of all the deduction types assigned to the selected employee.  You can add, edit or delete employee deduction types as needed on this tab.  For a detailed explanation of all the fields on this tab, refer to Adding Employee Deductions.

tc "Deduction Types"

xe "Deduction Type"Deduction Types

The Deduction Type form contains a default list of all the available deductions, which can be associated with employees or Deduction Groups.  Financial Accounting automatically includes an extensive list of pre-defined deductions.  You can add, edit or delete deductions as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Deduction Types.

Examples of payroll deductions include union dues, loan repayments, employee-paid insurance, and employee contributions to a pension or 401(k) plan.

Within the Deduction Type form you can select, which taxes will be tax exempt for a specific deduction.  It is also very important to select the appropriate Liability Account ID from the Chart of Accounts for each of the deduction types.

You can choose the sort order of the deduction type form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add deduction types to be added.  See: Adding Deduction Types
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The Delete button will delete the selected deduction type.  See: Deleting Deduction Types
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The Close button will close and save the deduction type form.  See: Closing Forms
tc "Deleting Deduction Types"

xe "Deleting Deduction Types"Deleting Deduction Types
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  When you click the Delete button on the Deduction Types form, you will get a message warning you that you are about to delete the selected deduction.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that deduction again.  

The Delete button can be password protected so that other users cannot delete any of the deduction records.  You can assign a password to the delete buttons in the Security form.

There may be times when you try and delete a record and Financial Accounting will not let you.  This can happen because the record is being used in several other areas of the program.  For instance, if you try and delete a deduction that is being used in a Deduction Group, Financial Accounting will display an error message explaining that the record could not be deleted due to referential integrity.  The only way you could delete that deduction would be to delete all references to it in the Deduction Groups form first.

tc "Deleting Employee Deductions"

xe "Deleting Employee Deductions"Deleting Employee Deductions

[image: image1918.png]


  To delete a single deduction type from the Employees Deductions tab, simply select the deduction type you want to delete from the Deduction List box using the mouse.  Then click the little red [image: image1919.png]


 delete button next to the Deduction List box and Financial Accounting will delete the selected deduction type and any taxes setup in the tax exempt subform below it.

tc "Employee Taxes"

xe "Employee Taxes"Employee Taxes

The Employee Taxes tab contains a list of all the tax types assigned to the selected employee.  You can add, edit or delete employee tax types as needed on this tab.  For a detailed explanation of all the fields on this tab, refer to Adding Employee Taxes.

tc "Deleting Employee Taxes"

xe "Deleting Employee Taxes"Deleting Employee Taxes
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  To delete a single tax type from the Employees Taxes tab, simply select the tax type you want to delete from the Tax List box using the mouse.  Then click the little red [image: image1921.png]


 delete button next to the Tax List box and Financial Accounting will delete the selected tax type.

tc "Employee Time Off"

xe "Employee Time Off"Employee Time Off

The Employee Time Off tab contains a list of all the time off types assigned to the selected employee.  You can add, edit or delete employee time off types as needed on this tab.  For a detailed explanation of all the fields on this tab, refer to Adding Employee Time Off.

tc "Deleting Employee Time Off"

xe "Deleting Employee Time Off"Deleting Employee Time Off

[image: image1922.png]


  To delete a single time off type from the Employees Time Off tab, simply select the time off type you want to delete from the Time Off List box using the mouse.  Then click the little red [image: image1923.png]


 delete button next to the Time Off List box and Financial Accounting will delete the selected time off type.

tc "Time Off Types"

xe "Time Off Types"Time Off Types

The Time Off Type form contains a default list of all the available time off types, which can be associated with employees or Time Off Groups.  Financial Accounting automatically includes an extensive list of pre-defined time off types.  You can add, edit or delete time off types as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Time Off Types.

Examples of payroll time off types include vacation, sick and leave of absence.

It is very important to select the appropriate Expense Account ID from the Chart of Accounts for each of the time off types.

You can choose the sort order of the time off type form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add time off types to be added.  See: Adding Time Off Types
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The Delete button will delete the selected time off type.  See: Deleting Time Off Types
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The Close button will close and save the tax type form.  See: Closing Forms
tc "Adding Time Off Types"

xe "Adding Time Off Types"Adding Time Off Types
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  The following steps will explain in detail how to add a new Time Off Type...

1.
First open the Time Off Types form and then click the New button to clear the form so you can enter a new record.  The cursor will be flashing at the top of the form in the Time Off ID field.


2.
You must assign a unique Time Off ID for each Time Off Type, which can be 15 alphanumeric characters in length.  For example:  Vacation might be referenced as 'VACA'.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
You can then enter a Description for the Time Off.  This description will be seen next to the Time Off ID in all the Time Off ID combo boxes throughout the program.


4.
In the Hours Per Year field enter the maximum number of hours per year that the employee is entitled to.


5.
In the Hours Accrued field enter the total number of hours that the employee has earned this year.


6.
In the Hours Used field enter the total number of hours the employee has used so far this year.


7.
In the Hours Carried Over field enter the total number of hours that the employee has left over from the prior year.


8.
In the Date Eligible field enter the date when the employee becomes eligible to use the selected time off type.


9.
Enter the Account ID you want to use by selecting it from the combo box.  Normally time off types are setup as expense accounts.


10.
The numeric Sort field provides a great way of creating a custom sort order for the time off types.  For each record in this form, enter a unique sort number.  Then using the Right Mouse button click in this field and select Sort Ascending or Descending to resort the records.  When you add a new time off type you will notice the sort field automatically advances to the next unique number.

tc "Deleting Time Off Types"

xe "Deleting Time Off Types"Deleting Time Off Types
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  When you click the Delete button on the Time Off Types form, you will get a message warning you that you are about to delete the selected time off.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that time off again.  

The Delete button can be password protected so that other users cannot delete any of the time off records.  You can assign a password to the delete buttons in the Security form.

There may be times when you try and delete a record and Financial Accounting will not let you.  This can happen because the record is being used in several other areas of the program.  For instance, if you try and delete a time off that is being used in a Time Off Group, Financial Accounting will display an error message explaining that the record could not be deleted due to referential integrity.  The only way you could delete that time off would be to delete all references to it in the Time Off Groups form first.

tc "Time Off Groups"

xe "Time Off Groups"Time Off Groups

The Time Off Groups form is used to group several time off types into a template or group that can be used to quickly assign multiple time off types to an employee.  In the employees form under the Time Off tab you can choose a time off group from the Group combo box.  The employees time off area would quickly fill in with all the time off types that were setup in the time off groups form.  Then of course, you could edit each individual time off or even add new ones.

This form is completely optional but comes in very handy if you have hundreds of employees all with several common time off types.  You can add, edit or delete time off groups as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Time Off Groups.

An example of a time off group might include items like vacation, sick, or leave of absence.

You can choose the sort order of the time off group form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add time off groups to be added.  See: Adding Time Off Groups
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The Delete button will delete the selected time off group.  See: Deleting Time Off Groups
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The Close button will close and save the time off group form.  See: Closing Forms
tc "Deleting Time Off Groups"

xe "Deleting Time Off Groups"Deleting Time Off Groups

[image: image1932.png]


  When you click the Delete button on the Time Off Groups form, you will get a message warning you that you are about to delete the selected time off.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that time off group again.  

The Delete button can be password protected so that other users cannot delete any of the time off group records.  You can assign a password to the delete buttons in the Security form.

Deleting Time Off Type Line Items
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 To delete a single time off line item from the Time Off subform simply select the time off you want to delete using the mouse and then click the delete button. Financial Accounting will delete the selected time off type.

tc "Employee Opening Balances"

xe "Employee Opening Balances"Employee Opening Balance

The Employee Opening Balance form is used to enter paycheck totals from previous paychecks.  You can enter employees total earnings and hours worked, taxes and deductions for the year.  This form is laid out exactly like the Paychecks form.  In fact all the fields work the exact same way except that any data entered into the opening balance form should be a sum of all the employees paychecks during the current year.

You will notice at the top of this form three tabs, which display various parts of the paycheck.  It is like having three forms connected together for each paycheck.  You will also notice that the Employee ID, Period and Paycheck ID fields at the top of the form remain there in all the tabs so you always know what employee and paycheck you are working on when switching between the tabs.  The three tabs are listed below and described in detail in other areas of the documentation.
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The Paycheck Tab shows you the important employee opening balance information.  See: Adding Employee Opening Balance

[image: image1935.png]



The Detail Tab shows all other related employee opening balance data that could not fit on the Paycheck tab.  See: Adding Employee Opening Balance
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The History Tab shows you all the employees past opening balances along with any current paychecks.  See: Paycheck History


This form can be used to add or edit records in the employee opening balance form.  To add new employee opening balance, simply click the New button at the bottom of this form.  If you need to edit existing employee opening balance, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new employee opening balance, See: Adding Employee Opening Balance
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the paycheck form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find button to find a specific record.

You can choose the sort order of the employee opening balance form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The Timesheet button will open the Weekly Timesheet form and display the selected employee information.  See: Weekly Timesheet

Action Buttons

Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Employee Opening Balance or Unposting Employee Opening Balance
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The New button will clear the form to allow a new employee opening balance to be added.  See: adding Employee Opening Balances
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The Delete button will delete the selected employee opening balance.  See: Deleting Employee Opening Balances
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The Find button will enable you to Find employee opening balance.  See: Find.
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The Recalc button will recalculate all the taxes and deductions on the selected employee opening balance.
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The Close button will close and save the employee opening balance form.  See: Closing Forms
tc "Employee Split Commissions"

xe "Employee Split Commissions"Employee Split Commissions

The Employee Split Commissions form is used if more than one employee will receive commission on one transaction.  This form can split the commission between two or more employees.  In the Report Menu you can run the split commission reports that will break down the split commission for each employee.  Just enter each employee that will receive a split commission in the Employee ID combo box and then enter the percent commission they will receive.  Keep in mind you will not be able to enter more than a total of 100% commission between all the employees added to this form.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move your cursor to a new line where you can add a new record.
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The Delete button will delete the selected employee.


[image: image1946.png]



The Close button will close and save the employee split commission form.  See: Closing Forms
tc "Employee Title"

xe "Employee Title"Employee Title

The Employee Title form is used to store all the titles you can select from in the Title combo box field on the Employee form.  This form allows you to track what the employees title is within the company.  You can set this up to reflect whatever type of information you want to use.  An example of titles you could use would be "CEO", "Accounting Manager", "Owner" and so on.

Click the New button to move your cursor to a new line where you can enter an additional title.  To edit an existing titles click in the Title field for the record you wish to change and make the necessary changes.

You can choose the sort order of the employee title form by entering a sort number in the sort field.  Then click the Right Mouse button in any of the fields and change the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move the cursor to a new line where you can add a new title.
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The Delete button will delete the selected title.
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The Close button will close and save the employee title form.  See: Closing Forms
tc "View/Edit Paychecks"

xe "Paychecks"View/Edit Paychecks

The View/Edit Paychecks form is used to create and edit employee paychecks.  You can enter employee earnings and hours worked along with the taxes to be withheld and any deductions.

You will notice at the top of this form three tabs, which display various parts of the paycheck.  It is like having three forms connected together for each paycheck.  You will also notice that the Employee ID, Period and Paycheck ID fields at the top of the form remain there in all the tabs so you always know what employee and paycheck you are working on when switching between the tabs.  The three tabs are listed below and described in detail in other areas of the documentation.
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The Paycheck Tab shows you the important paycheck information.  See: Adding Paychecks
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The Detail Tab shows all other related paycheck data that could not fit on the Paycheck tab.  See: Adding Paychecks
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The History Tab shows you all the employees past paychecks.  See: Paycheck History


This form can be used to add or edit records in the paychecks form.  To add new paychecks, simply click the New button at the bottom of this form.  If you need to edit existing paychecks, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new paychecks, See: Adding Paychecks
The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the paycheck form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find  button to find a specific record.

You can choose the sort order of the paychecks form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The Timesheet button will open the Weekly Timesheet form and display the selected employee information.  See: Weekly Timesheet
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The Print button will open the Print Paychecks form where you can choose the type of check format you wish to print.  See: Print Paychecks
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Paychecks or Unposting Paychecks

[image: image1956.png]



The New button will clear the form to allow a new paycheck to be added.  See: Adding Paychecks
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The Delete button will delete the selected paychecks.  See: Deleting Paychecks
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The Find button will enable you to Find paychecks.  See: Find.
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The Recalc button will recalculate all the taxes and deductions on the selected paycheck.
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The Close button will close and save the paycheck form.  See: Closing Forms
tc "Create New Paychecks"Create New Paychecks
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  The Create New Paychecks form you see is a search form that provides you with convenient options.

General Overview
First, click on the Payroll topic in the Main Menu.  Then click on Create New Paychecks.  Now a form appears with the label, "Find the Employee for this Paycheck."  This is a search form that you may use to find the Employee involved in the Paycheck.  Once you have selected that Employee, all of the appropriate data from that Employee will automatically populate the fields of the Paycheck form for you.  Now you only have to enter the remaining data to complete the Paycheck form before taking an Action such as Posting it.

When you are Entering an Paycheck, you may either be Entering a new Paycheck for a New Employee, or, Entering a new Paycheck for an Existing Employee.  Both situations are described next.

Entering a new Paycheck with A New Employee
First, click on the Payroll topic in the Main Menu.  Then click on Create New Paychecks.  Now a form appears with the label, "Find the Employee to Enter this Paycheck."  This is a search form that you may use to find the Employee involved in the Paycheck.  Since this is a New Employee, click on the New Employee button in the lower left hand corner section of the form. You will now be brought to the Employee form to add this new Employee.  See: Adding Employees.  Once you have added the Employee data in the Employee form, you will be able to quickly return to Entering your Paycheck by clicking on the Initiate Paycheck button in the Employee form. 

Now, all of the appropriate data from that Employee will automatically populate the fields of the Paycheck form for you.  The next step is the entering of the remaining data to complete the Paycheck form before taking an Action such as Posting it.  See: Adding Paychecks.

Entering a new Invoice with an Existing Employee
First, click on the Payroll topic in the Main Menu.  Then click on Create New Paychecks.  Now a form appears with the labeled, "Find the Employee for this Paycheck."  This is a search form that you may use to find the Employee involved in the Paycheck.  See: Find.  Once you have selected your Employee, all of the appropriate data from that Employee will automatically populate the fields of the Paycheck form for you.  The next step is the entering of the remaining data to complete the Paycheck form before taking an Action such as Posting it.  See: Adding Paychecks.
Related Topics
Adding Paychecks
Paychecks
Adding Employees
Find
tc "Adding Paychecks"

xe "Adding Paychecks"Adding Paychecks
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  The following steps will explain in detail how to add a new Paycheck.

Paycheck Tab
You may already be in Paychecks form with the background Employee data you want present.  If so, go to step number "2."  Otherwise, proceed with step number "1." below.  If you are in the Main Menu, click on Payroll, then the topic Create New Paychecks.  

The first steps describe the fields at the top of the Paycheck form.


1.
From the Main Menu, Click on Payroll, then Paychecks.  You will now be brought to the Create New Paychecks Find form that will be labeled, "Find the Employee to Enter this Paycheck."  Click on the next words, Create New Paychecks for help on how to use the Create New Paychecks Find form.  Once you complete the form, you may return to this Adding Paychecks Help to continue with step number "2." below.  The cursor will be flashing at the top of the Paychecks form in the Employee ID field.


2.
Once you have selected an Employee ID you will notice most of the fields and subform's will fill in with the default data that was setup in the employees form.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
Then enter the pay period dates in the Period fields.  The Period dates should automatically fill in with the correct period dates for the selected employee.  You can click the little calendar button or double click in the date field to open a miniature calendar to graphically enter a period date.  When you enter the first period date the second or ending date will automatically fill in based on the selected employees pay periods.


4.
The Paycheck ID will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and for Financial Accounting to help find this paycheck later if necessary.  It cannot be changed on this form but you can change the numbering sequence in the Starting Numbers form.  The little Recap button next to the Paycheck ID field is used to display a preview form of what will be entered in your General Ledger when you post the paycheck.


5.
Enter the date the paycheck is issued or paid in the Pay Date field.  You can click the little calendar button or double click in the date field to open a miniature calendar to graphically enter a period date.


6.
Next enter the checking account you want to pay the check from in the Bank ID combo box.  If there are no checking accounts listed or you need to setup additional bank accounts see the Adding Bank Accounts section.


7.
The Check No field will automatically display the word "Check" when you first add a new paycheck.  You can manually enter the next check number you want to use for the selected Bank ID or click the little plus button next to the check number field to automatically fill in the next check number.  You must initially setup the next check number to be used in the Bank Account Information form using the Next Check Number field.  You can manually change this check number if necessary.


8.
You can also enter a Job ID for tracking the journal entry to a Job.


Earnings Subform
Describes the fields in the Earnings subform on the Paycheck Tab.  Click the magnifying glass button [image: image1963.png]


 next to the Earning ID label to open the Employee Earnings tab.  Click the little yellow folder button  [image: image1964.png]


 next to the Earning ID to open the Paycheck Earning Options form where you can delete, edit, sort and adjust Account ID's for the selected Earning ID.


1.
The Earnings subform has probably already been filled in with default data from the selected employees earning types.  You can add, edit or delete Earnings from this subform as needed.  You can also enter the same Earning ID more than once in this subform if you want to track hours or pay rates separately.


2.
Select the Earning ID of the employee you want to create a paycheck for if it is not already in the Earnings subform.  Once you select an Earning ID you will notice that the Rate or Amount fields will fill in with the default data that was setup in the Employee Earnings form.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Hours and Rate field will be disabled if the Calculation Type setup for the selected earning is "Annual Salary" or "Fixed Amount".  If the Calculation Type setup for the selected earning is "Hourly Rate" then enter the number of hours in the Hours field that the employee worked for the selected earning.  The Rate field will display the hourly rate that was setup for the employee.


4.
The Amount field will display either the "Annual Salary" or "Fixed Amount" setup in the employee earnings form or the Hours * Rate field.  You have the ability to override the value in amount field by manually entering another amount.


5.
The Total field will display the total gross of all the Earnings Amount fields.


6.
The Net field will display the Net pay for the paycheck based on the taxes, employer liability and deductions.

Employee Taxes Subform
Describes the fields in the Employee Taxes subform on the Paycheck Tab.  Click the little magnifying glass button [image: image1965.png]


 next to the Tax ID label to open the Employee Taxes tab.  Click the little yellow folder button [image: image1966.png]


 next to the Tax ID to open the Paycheck Tax Options form where you can delete, edit, sort and adjust Account ID's for the selected Tax ID.


1.
The Employee Taxes subform has probably already been filled in with default tax types from the selected employees tax types.  You can add, edit or delete tax types from this subform as needed.  You cannot enter the same Tax ID more than once in this subform.


2.
Select the Tax ID you want to use from the Tax ID combo box.  Once you select a Tax ID you will notice that the Amount field will fill in with the default data that was setup in the Employee Taxes form.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


4.
The Amount field will display the amount for the selected Tax ID.  You have the ability to override the value in Amount field by manually entering another amount.  If you do manually enter an amount then the paycheck will no longer automatically calculate or change the amount you entered.  To have the paycheck recalculate that amount click the Recalc button at the bottom of the paycheck form.


5.
The Total field will display the total gross of all the Taxes Amount fields.

Deductions Subform
Describes the fields in the Deductions subform on the Paycheck Tab.  Click the magnifying glass button [image: image1967.png]


 next to the Deduction ID label to open the Employee Deductions tab.  Click the little yellow folder button [image: image1968.png]


 next to the Deduction ID to open the Paycheck Deduction Options form where you can delete, edit, sort and adjust Account ID's for the selected Deduction ID.


1.
The Deductions subform has probably already been filled in with default data from the selected employees deduction types.  You can add, edit or delete deduction types from this subform as needed.  You cannot enter the same Deduction ID more than once in this subform.


2.
Select the Deduction ID you want to use from the Deduction ID combo box.  Once you select a Deduction ID you will notice that the Amount field will fill in with the default data that was setup in the Employee Deductions form.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


4.
The Amount field will display the amount for the selected Deduction ID.  You have the ability to override the value in Amount field by manually entering another amount.  If you do manually enter an amount then the paycheck will no longer automatically calculate or change the amount you entered.  To have the paycheck recalculate that amount click the Recalc button at the bottom of the paycheck form.


5.
The Total field will display the total gross of all the Deductions Amount fields.

Company Taxes Subform
Describes the fields in the Company Taxes subform on the Paycheck Tab.  Click the little magnifying glass button [image: image1969.png]


 next to the Tax ID label to open the Company Taxes tab.  Click the little yellow folder button [image: image1970.png]


 next to the Tax ID to open the Paycheck Tax Options form where you can delete, edit, sort and adjust Account ID's for the selected Tax ID.


1.
The Company Taxes subform has probably already been filled in with default tax types from the selected company tax types.  You can add, edit or delete tax types from this subform as needed.  You cannot enter the same Tax ID more than once in this subform.


2.
Select the Tax ID you want to use from the Tax ID combo box.  Once you select a Tax ID you will notice that the Amount field will fill in with the default data that was setup in the Company Taxes form.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


4.
The Amount field will display the amount for the selected Tax ID.  You have the ability to override the value in Amount field by manually entering another amount.  If you do manually enter an amount then the paycheck will no longer automatically calculate or change the amount you entered.  To have the paycheck recalculate that amount click the Recalc button at the bottom of the paycheck form.


5.
The Total field will display the total gross of all the Taxes Amount fields.

Related Topics
Paychecks
tc "Posting Paychecks"

xe "Posting Paychecks"Posting Paychecks
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Paychecks form.  Once the paycheck is posted, you will not be able to alter the information for that paycheck.  This prevents a paycheck from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the paycheck form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the paycheck.  The Recap button is the small little button next to the Paycheck ID field at the top of the form.

Under certain circumstances you may not be able to post a paycheck transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the paycheck you are trying to Post, Financial Accounting will not allow the paycheck to be Posted.  You must make sure all paychecks have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted paychecks.
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The paycheck is out of balance for some reason.

You will also notice that once you have posted the paycheck form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted paycheck in case you need to make a change.

tc "Unposting Paychecks"

xe "Unposting Paychecks"Unposting Paychecks
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Paycheck.  If you choose to unpost the paycheck, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected paychecks.  This provides you with a way of making a correction on the posted paycheck form at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted paychecks so that you have a type of audit trail showing the history of that paycheck.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the paycheck.  The Recap button is the small little button next to the Paycheck ID field at the top of the form.

Under certain circumstances you may not be able to unpost certain paychecks after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the paycheck you are trying to Unpost, Financial Accounting will not allow the paycheck to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted paycheck.  This could be a Posted Bank Reconciliation transaction that has cleared the selected paycheck.

You will also notice that once you have unposted the paychecks form the Unpost button label will now read Post.  This gives you the option to Post the paycheck again when you have finished making any changes to it.

tc "Print Paychecks"

xe "Print Paychecks"Print Paychecks

In the Print Paychecks form you can print one or more paychecks from a specific checking account.  You have the ability to choose from several different check formats as well as what information you wish to print on the checks.  You can print paychecks through the Paychecks form.  The information below will describe how to select a specific check type, how to print a check and describe each of the fields.

1.
Most of the fields on this form will be automatically filled in when you open the form.  Many of the fields can be previously setup in the User Preferences form like the Check Type.


2.
The Bank Account field will normally fill in with the selected checking account.  This field will only list checking accounts that have been previously created in the Bank Account List form.  You can change this to any checking account you wish.


3.
The Bank Name field is read only and will display the name of the bank based on the selected Bank Account field.


4.
The Report Name field can be used to select any report in Financial Accounting to use when you print your checks.  This is especially helpful since most companies will need to customize the provided reports to work with their checks.  There are 3 different custom check reports provided with Financial Accounting and each can be customized or you can create your own.  This field will automatically fill in with the default report setup for the selected Check Type.


5.
The Check Numbers combo box fields are used to enter the check number range you want to print.  Normally these fields will both be filled in with the same selected check number meaning you will print one check.  You can use either of the two combo boxes to select a range of checks like 1400 to 1425, which would print all the check between those numbers.


6.
The Check Type area is used to select a type of paycheck you want to use.  You can select the paycheck to print on the top, middle or bottom of the page depending on the checks you are printing.


7.
The Print Check Number option allows you to print the check numbers on the check.  Deselect this option to prevent check numbers from being printed out if you have preprinted checks with their own number on them.


8.
The Print Memo Field option will print any memos entered at the bottom of the checks.


9.
The Print Company Name and address option will print your company's information at the top left portion of the check.


10.
The Print Preview option will allow you to preview the check before it is actually printed.  You may want to use this option to preview what the printed check will look like based on all the options selected.


11.
Click the Print button to print or preview the paycheck.

Form Buttons
Form buttons open another form that is related to the selected form.
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The New button will open up the Add Report form where you will be able to create your own custom reports.  See: Add Report
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The Design button opens the selected report in the design mode.  You will be able to use the design mode to make changes to the selected report and then save them that way.
tc "Paycheck Deduction Accounts Impacted"

xe "Paycheck Deduction Accounts Impacted"Paycheck Deduction Accounts Impacted

The Paycheck Deduction Accounts Impacted form is used to display the Account ID setup for each Deduction ID.  You can change the Account ID in this form if you need to override the defaults entered.  Normally the Account ID is setup as a Liability account in the Chart of Accounts.  This form can be opened only from the Paycheck Deduction Options form.

tc "Paycheck Deduction Options"

xe "Paycheck Deduction Options"Paycheck Deduction Options

The Paycheck Deduction Options form can be opened from the Paycheck Deductions subform in the Paychecks form by clicking the little yellow folder button [image: image1980.png]


 next to the Deduction ID field.  This form provides you with several options that can affect the selected Deduction ID line item you clicked the yellow folder on.  These options are described below.
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  Clicking the delete button will delete the selected Deduction ID.  When an Deduction ID is deleted the Paycheck will automatically recalculate the taxes, deductions and employer liability fields updating the paycheck totals.
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  The Edit Employee button will open the Employee Deductions tab of the Employees form.
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  The Accounts Impacted button will open the Paycheck Deduction Accounts Impacted form.  In this form you will be able to change the default liability Account ID.
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  The Line Item Sort Order button will open the Paycheck Deduction Sort Order form.  Here you will be able to change the way the deductions line items are sorted.
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  The close button will close the Paycheck Deduction Options form and return you to the paycheck form.

tc "Paycheck Deduction Sort Order"

xe "Paycheck Deduction Sort Order"Paycheck Deduction Sort Order

The Paycheck Deduction Sort Order form is used to display all the line items from the Deduction subform and their original sort order.  The sort order of those Deduction Types can be quickly changed using this form.  Just manually type in the sort order field the way you want the Deduction Types sorted and when you close the form the Deduction subform will automatically be resorted.  This form can be opened only from the Paycheck Deduction Options form.

tc "Paycheck Earning Accounts Impacted"

xe "Paycheck Accounts Impacted"Paycheck Earning Accounts Impacted

The Paycheck Earning Accounts Impacted form is used to display the Account ID setup for each Earning ID.  You can change the Account ID in this form if you need to override the defaults entered.  Normally the Account ID is setup as an Expense account in the Chart of Accounts.  This form can be opened only from the Paycheck Earning Options form.

tc "Paycheck Earning Options"

xe "Paycheck Line Item Options"Paycheck Earning Options

The Paycheck Earning Options form can be opened from the Paycheck Earnings subform in the Paychecks form by clicking the little yellow folder button [image: image1986.png]


 next to the Earning ID field.  This form provides you with several options that can affect the selected Earning ID line item you clicked the yellow folder on.  These options are described below.
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  Clicking the delete button will delete the selected Earning ID.  When an Earning ID is deleted the Paycheck will automatically recalculate the taxes, deductions and employer liability fields updating the paycheck totals.
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  The Edit Employee button will open the Employee Earnings tab of the Employees form.
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  The Accounts Impacted button will open the Paycheck Earning Accounts Impacted form.  In this form you will be able to change the default expense Account ID.
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  The Line Item Sort Order button will open the Paycheck Earning Sort Order form.  Here you will be able to change the way the earnings line items are sorted.
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  The close button will close the Paycheck Earning Options form and return you to the paycheck form.

tc "Paycheck Earning Sort Order"

xe "Paycheck Line Item Sort Order"Paycheck Earning Sort Order

The Paycheck Earning Sort Order form is used to display all the line items from the Earnings subform and their original sort order.  The sort order of those Earning Types can be quickly changed using this form.  Just manually type in the sort order field the way you want the Earning Types sorted and when you close the form the Earnings subform will automatically be resorted.  This form can be opened only from the Paycheck Earning Options form.

tc "Paycheck History"

xe "Paycheck History"Paycheck History

You can view the an employees Paycheck History from the Paychecks form by clicking the History tab at the top of the form.  The History displays a single line item list of all the posted paychecks that an employee has received in the past.  Clicking on the yellow folder button next to a specific paycheck will open that paycheck if you would like to see more details.  All the fields in the history list are read only but you can click the right mouse button to sort any field in a different order.

tc "Paycheck Tax Accounts Impacted"

xe "Paycheck Tax Accounts Impacted"Paycheck Tax Accounts Impacted

The Paycheck Tax Accounts Impacted form is used to display the Account ID setup for each Tax ID.  You can change the Account ID in this form if you need to override the defaults entered.  Normally the Account ID is setup as an Liability account in the Chart of Accounts.  This form can be opened only from the Paycheck Tax Options form.

tc "Paycheck Tax Options"

xe "Paycheck Tax Options"Paycheck Tax Options

The Paycheck Tax Options form can be opened from the Paycheck Taxes subform in the Paychecks form by clicking the little yellow folder button [image: image1992.png]


 next to the Tax ID field.  This form provides you with several options that can affect the selected Tax ID line item you clicked the yellow folder on.  These options are described below.

[image: image1993.png]


  Clicking the delete button will delete the selected Tax ID.  When an Tax ID is deleted the Paycheck will automatically recalculate the taxes, deductions and employer liability fields updating the paycheck totals.
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  The Edit Employee button will open the Employee Taxes tab of the Employees form.
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  The Accounts Impacted button will open the Paycheck Tax Accounts Impacted form.  In this form you will be able to change the default Liability Account ID.
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  The Line Item Sort Order button will open the Paycheck Tax Sort Order form.  Here you will be able to change the way the tax line items are sorted.
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  The close button will close the Paycheck Tax Options form and return you to the paycheck form.

tc "Paycheck Tax Sort Order"

xe "Paycheck Taxes Sort Order"Paycheck Tax Sort Order

The Paycheck Tax Sort Order form is used to display all the line items from the Taxes subform and their original sort order.  The sort order of those Tax Types can be quickly changed using this form.  Just manually type in the sort order field the way you want the Tax Types sorted and when you close the form the Taxes subform will automatically be resorted.  This form can be opened only from the Paycheck Tax Options form.

tc "Searching Paychecks"

xe "Searching Paychecks"Searching Paychecks
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Paychecks"

xe "Deleting Paychecks"Deleting Paychecks
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  When you click the Delete button on the Paycheck form, you will get a message warning you that you are about to delete the selected paycheck.  You have the option at this point to cancel or go ahead and delete the selected paycheck.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the paycheck records.  You can assign a password to the delete buttons in the Security form.

Note: You cannot delete a Posted paycheck.  The paycheck must be unposted before it can be deleted.

Deleting Line Items
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 The little delete button is next to every line item in the subform form.  To delete a line item from the subform click the little delete button at the left side of the line and Financial Accounting will delete whichever line you click that button on.

tc "Payroll Groups"

xe "Payroll Groups"Payroll Groups

The Payroll Groups form is used to setup groups or templates of existing payroll types.  Once you setup the different payroll groups they can be used to quickly assign multiple payroll types to an employee.  This makes setting up your employees for payroll much faster and more accurate.
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 Tax Groups - The Tax Groups form is used to group several tax types into a template or group that can be used to quickly assign multiple taxes to an employee.
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 Earning Groups - The Earning Groups form is used to group several earning types into a template or group that can be used to quickly assign multiple earning types to an employee.
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 Deduction Groups - The Deduction Groups form is used to group several deduction types into a template or group that can be used to quickly assign multiple deductions to an employee.
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 Time Off Groups - The Time Off Groups form is used to group several time off types into a template or group that can be used to quickly assign multiple time off types to an employee.

tc "Process Pay Groups"

xe "Process Pay Groups"Process Pay Groups

The Process Pay Groups form is used to create default paychecks for several employees at one time.  By selecting a Pay Group from the Pay Group combo box all the employees that are setup with that same pay group will be listed.  

The record navigation buttons at the bottom of the form are used to move from one employee to another.  It also displays how many employees are in the process pay group list and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

You can choose the sort order of the form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Follow the steps below to process paychecks for a selected pay group.

1.
First select the Pay Group you want to use from the Pay Group combo box.  If no employees are displayed then that means the selected pay group has not been assigned to any employees.  To assign a Pay Group to an employee open the employee form, click the detail tab and enter the pay group you want to use in the pay group combo box.


2.
In the Period Begin Date field enter the first day of the pay period.  Financial Accounting will figure the ending date based on the employees pay period.  You can click the little calendar button next this field to open a miniature calendar that can be used to graphically add the date.


3.
Enter the date of the paycheck in the Pay Date field.  You can click the little calendar button next this field to open a miniature calendar that can be used to graphically add the date.


4.
Select the checking account you want to use from the Bank ID field.  A default Bank ID will already be filled in based on the Bank Account selected in the Default Accounts form.  You can only select a Checking Account from this field.


5.
Enter the next check number for the selected bank account in the Check No field by clicking the little Plus button or manually entering the check number.  You Must enter a check number before you can create the paychecks.  To properly setup the next check number for your checking accounts open the Bank Account Information form and make sure the Next Check Number field is filled in.


6.
Select the Employees you want to pay by clicking the Pay check box next to each of the Employee IDs.  To select all the Pay check boxes click the "Mark All" button at the bottom of the form.  To deselect all the Pay check boxes click the "Unmark All" button at the bottom of the form.


7.
When all the fields have been entered correctly and you have checked which employees to pay, click the Create Paycheck button to create the Paychecks.  When Financial Accounting has finished creating the paychecks a completion message will appear displaying how many add paychecks were created.  Open the Paychecks form to edit and Post the add paychecks. 

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Create Paychecks button will create a new paycheck for each selected employee.
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The Mark All button will select all the listed employees to be paid by checking the Pay check box.
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The Unmark All button will deselect all the listed employees to be paid by un-checking the Pay check box.
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The Close button will close the process pay groups form.  See: Closing Forms
tc "Payroll Types"

xe "Payroll Types"Payroll Types

The Payroll Types form is used to setup default payroll items that include employee taxes, company taxes, earnings, deductions and time off.  Financial Accounting automatically creates several pre-defined payroll types that you can use.  It is Extremely Important that you spend the time to correctly setup your payroll types before you begin creating your employees or creating paychecks.
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 Tax Types - The Tax Type form contains a default list of all the available taxes, which can be associated with employees or Tax Groups.  Employer liabilities which are referred to as "Company Taxes" are entered int he Tax Types form. Financial Accounting automatically includes an extensive list of pre-defined taxes.  You can add, edit or delete taxes as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Tax Types.

Several Tax types are setup as system taxes and cannot be changed or deleted.  These system taxes include Federal, FICA Social Security and FICA Medicare.  Examples of payroll taxes include Federal, Social Security, Medicare and State.
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 Earning Types - The Earning Type form contains a default list of all the available earning types, which can be associated with employees or Earning Groups.  Financial Accounting automatically includes several pre-defined earning types.  You can add, edit or delete earning types as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Earning Types.  Examples of payroll earnings include Hourly, Salary and Bonus.
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 Deduction Types - The Deduction Type form contains a default list of all the available deductions, which can be associated with employees or Deduction Groups.  Financial Accounting automatically includes an extensive list of pre-defined deductions.  You can add, edit or delete deductions as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Deduction Types.  Examples of payroll deductions include union dues, loan repayments, employee-paid insurance, and employee contributions to a pension or 401(k) plan.
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 Time Off Types - The Time Off Type form contains a default list of all the available time off types, which can be associated with employees or Time Off Groups.  Financial Accounting automatically includes an extensive list of pre-defined time off types.  You can add, edit or delete time off types as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Time Off Types.  Examples of payroll time off types include vacation, sick and leave of absence.

tc "Daily Timesheet"

xe "Daily Timesheet"Daily Timesheet

The Daily Timesheet form can be used to enter and track your Employees hours worked each day.  The timesheets created in this form can then be used to enter the employees hours worked per pay period on their paycheck.  The Daily Timesheet and Weekly Timesheet are basically the same forms but the daily timesheet allows more details like Work Codes, Job ID and Notes.  The Weekly Timesheet form will display all the timesheets created in the daily timesheet but only the Earning ID and total hours.

The record navigation buttons at the bottom of the form are used to move from one employee to another.  It also displays how many records are in the employee form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

You can add new daily timesheets by clicking on the New button at the bottom of the form.  Then follow the steps below to enter a new timesheet.

1.
Enter the Employee ID and Date.  


2.
In the Timesheet detail subform enter the selected Employees Earning ID.  If there are no Earning ID's in the combo box you must first enter employee earnings before you can create a timesheet for that employee.  See:  Adding Employee Earnings


3.
You can assign a Workers Code if you choose.  The Workers Codes are based on the entries in the Workers Compensation Codes form.


4.
Enter a Job ID if the hours worked were on a job you are tracking in the Jobs form.


5.
Enter the total number of Hours for the selected Earning ID.


6.
You can continue adding additional Earning IDs and hours until the total number of hours worked for that day has been reached.


7.
Enter any notes about the timesheet in the Notes field.


Form Buttons
Form buttons open another form that is related to the selected form.
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The Worker's Comp Codes button will open the Workers Compensation Codes form.
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The Weekly Timesheet button will open the Weekly Time Sheet form.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new daily timesheet to be added.
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The Delete button will delete the selected timesheet.  See: Deleting Timesheets
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The Find button will enable you to Find timesheets.  See: Find.
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The Close button will close and save the daily timesheet form.  See: Closing Forms
tc "Weekly Timesheet"

xe "Weekly Timesheet"Weekly Timesheet

The Weekly Timesheet form can be used to enter and track your Employees hours worked each week.  The timesheets created in this form can then be used to enter the employees hours worked per pay period on their paycheck.  The Weekly Timesheet and Daily Timesheet are basically the same forms.  The weekly timesheet allows a faster way of entering hours than the daily timesheet does.  The Daily timesheet provides the ability to add more details like Work Codes, Job ID and Notes.  The Daily Timesheet form will display all the weekly timesheet hours created if you later want to add more detail.

You can add new weekly timesheets by clicking on the New button at the bottom of the form.  Then follow the steps below to enter a new timesheet.

1.
Enter the Employee ID you want to create a timesheet for.


2.
Select the week you want to create a timesheet for by clicking one of the red Date navigation buttons.  The week you are creating the timesheet for will be displayed between these two red navigation button like "Dec. 6 to Dec 12, 1999".


2.
In the Timesheet detail subform enter the selected Employees Earning ID.  If there are no Earning ID's in the combo box you must first enter employee earnings before you can create a timesheet for that employee.  See:  Adding Employee Earnings


3.
Enter the total number of Hours for the selected Earning ID in each day labeled Mon - Sun.  The total hours worked will be displayed in the Weekly Total column and also at the bottom of the subform in the Total Hours fields.


4.
You can continue adding additional Earning IDs and hours until the total number of hours worked for that week has been reached.


Form Buttons
Form buttons open another form that is related to the selected form.
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The Daily Timesheet button will open the Daily Timesheet form.


Action Buttons

Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new weekly timesheet to be added.
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The Delete button will delete the selected weekly timesheet.  This will also delete all the weekly timesheets for the same week.
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The Find button will enable you to Find timesheets.  See: Find.
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The Close button will close and save the weekly timesheet form.  See: Closing Forms
tc "Searching Timesheets"

xe "Searching Timesheets"Searching Timesheets
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Definition - EIC - Earned Income Credit"

xe "Definition - EIC - Earned Income Credit"EIC - Earned Income Credit

The EIC is a refundable tax credit for certain workers.  A change to note. Workers cannot claim the EIC if their 1999 investment income (such as Interest and dividends) is over $2,350. Topic.


Instructions - EIC Advance Payment 
Advance payments of earned income credits are not automatically calculated. You can, with some math, compute these payments and incorporate them into your check preparation process: 
Determine if employee is eligible for advance payment of earned income credit. 
Obtain Form W-5 (Earned Income Credit Advance Payment Certificate) from employee. If either line 1 or line 2 is marked no, employee is not eligible for advance payment. If both line 1 and line 2 are marked yes, employee is eligible for advance payment. 
Select Rate Table 1 or Rate Table 2. 
If either line 3 or line 4 of Form W-5 is marked no, use Rate Table 1. If line 4 is marked yes, use Rate Table 2. 
See: EIC Advance Payment Table below for actual table for annual payroll period. 
Determine employees Annual Gross. 
If you entered employees annual gross pay in Annual Gross box, use that number. If you selected pay period from Pay Period drop down list and entered periodic gross pay on Gross line, employees computed annual gross pay will appear in Annual Gross box. 
Calculate annual earned income credit using Rate Table 1 or 
(1) If Annual Gross is less than $6,800, multiply Annual Gross by .204 to calculate annual earned income credit. 
(2) If Annual Gross is between $6,800 and $12,460, annual earned income credit is $1,387. 
(3) If Annual Gross is between $12,460 and $26,473, use formula: 

(a) Subtract $12,460 from Annual Gross and multiply difference by .09588. 

(b) Subtract result from $1,387 to calculate annual earned income credit. 

(4) If Annual Gross is more than $26,473, annual earned income credit is $0. 

Calculate annual earned income credit using Rate Table 2. 
(1) If Annual Gross is less than $3,400 multiply Annual Gross by .204 to calculate annual earned income credit. 

(2) If Annual Gross is between $3,400 and $6,230, annual earned income credit is $694. 

(3) If Annual Gross is between $6,230 and $12,744, use formula: 
(a) Subtract $5,965 from Annual Gross and multiply difference by .09588. 

(b) Subtract result from $663 to calculate annual earned income credit. 

(4) If Annual Gross is more than $12,744, annual earned income credit is $0. 

Prorate earned income credit for appropriate pay period. 
Divide annual earned income credit from above by number of pay periods in year (weekly - 52; biweekly - 26; semi monthly - 24; monthly - 12; quarterly - 4; yearly - 1; daily - 260). 

Enter earned income credit in check calculator. 
Enter prorated earned income credit, preceded by minus sign (a negative deduction is, in effect, an addition to income), on Deductions line or press Deductions and enter EIC Advance Payment and prorated earned income credit, preceded by minus sign, in Deductions pop up window. Press OK to summarize deductions and return to document (function) window. 

EIC Advance Payment Table 
ANNUAL Payroll Period - 1999
SINGLE or MARRIED Without Spouse  
MARRIED with Both Spouses Filing

Filing Certificate                 
Certificate

                      
The                             
The
If the amount of      
amount of  
If the amount of      
amount of

wages (before          
payment to  
wages (before          
payment to

deducting withholding  
be made    
deducting withholding  
be made

allowances) is:        
is:        
allowances) is:        
is:

Over      Under               

Over      Under

$0        $6,800    
20.40% of  
$0        $3,400    
20.40% of

                    
wages                          

wages

$6,800    $12,460   
$1,387    
$3,400    $6,230    
$694

$12,460             
$1,387    
$6,230              
$694 less

                    
less                           

9.588% of

                    
9.588% of                      

wages in

                    
wages in                       

excess of

                    
excess of                      

$6,230

                    
$12,460
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2000 Federal Income Tax (FIT) 
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(For Wages

Paid in 2000}

Ifthe amaunt of wages
(after subtracting
withhalcing allowances) i

Not over §51

Over  Butnot over
551 $536
$536  §1152
§1.152 52581
52581 §5576
§5.576

TABLE 1 WEEKLY Payroll Pe
(a} SINGLE person (including head of household)

The amaurt of incams tax

ta wibhald is
.50

of excess over
L 15% 551
1 $72.75 plus 28% $536

. $245.23 plus 31% §1.152
© $688.22 plus 36% 52581
. B1.76642 plus 39.6%  $5.576

(b} MARRIED person

Ifthe armunt af wages
(after subtracting
withholding allowances) is

Nt over $124

Over  Butnot over
124 5931
5931 §1.942

§1.942  §3192
83192 $5633
§5.633 .

d

The amaunt of incarne tax

ta withhald is
.80
of excess over

L 15% 124
© 812105 plus 28% 5931
. 840413 plus 31% 51,942
© 879163 plus 36% 831192
. $1.670.39 pus 396%  §5.633

(a} SINGLE person (including head of household)

Ifthe amaunt of wages
(after subtracting
withhalcing allowances) i

Not over $102

Over  But ot over
§102  §1071
§1.071  §2304
52304 §5162
85,162 §11152
§11.152 ..

TABLE 2 BIWEEKLY Payroll Period

The amaurt of incams tax

ta wibhald is
.50
of excess over

L15% 102
© $145.35 plus 28% 81,071
© 343059 plus 31% 521304
© $1.37657 plus 36% 85,162
. §3,53297 plus 39.6%  $11.152

(b} MARRIED person

Ifthe armunt of wages
(after subtracting
withholding allowances) is

Nt over §248

Over  Butnot over
5248 91862
§1.862  $3.885
3885 $6.385
86,385 $11.265
§11.265 .. .

The amaunt of incarne tax

ta withhald is
.80
of excess over

L 15% 5248
. 824210 plus 28% §1.862
© 880854 plus 31% §3885
. 8158354 pus 36% 56,385
. 8334034 pus 396%  §11.265

(a} SINGLE person (including head of household)

Ifthe amaunt of wages
(after subtracting
withhalcing allowances) i

Not over $110

Over  Butnot over
5110 1.160
1,160 §2496
2495 §5502
85,592 §12081
$12.081 .

TABLE 3 SEMIMON

The amaurt of incams tax

ta wibhald is
.50
of excess over

L 15% 5110
© $157.50 plus 28% 51.160
© 853158 plus 31% 52,496
© $1.491.34 plus 36% 85,592
. §3:827.38 plus 39.6%  §12.081

(b} MARRIED person

Ifthe armunt of wages
(after subtracting
withholding allowances) is

Nt over $269

Over  Butnot over
5269 $2.017
52017 $4.208
84208 $6.917
86,917 $12.204
§12.204 . .

'THLY Payroll Period

The amaunt of incarne tax

ta withhald is
.80
of excess over

. 15% 5269
. 826220 plus 28% 52,017
. 887558 plus 31% 54,208
© 8171547 pus 36% 86,317
. 8351879 pus 396%  §12.204

(a} SINGLE person (including head of household)

Ifthe amaunt of wages
(after subtracting
withhalcing allowances) i

Not over §221

Over  Butnot over
5221 $2321
$2.321  §4992
4332 §11183
$11.183  §24163
524163 . .

TABLE 4 MONTHLY Payroll Period

The amaurt of incams tax

(b} MARRIED person

Ifthe armunt af wages
(after subtracting
withholding allowances) is

Nt over §538

ta wibhald is
.50
of excess over

L 15% 5221
© $315.00 plus 28% 52,321
© $1.06238 pius 31% 54,332
. $2.98200 plus 36%  $11.183
. $7.65439 plus 39.6%  $24.163

Over  Butnot over
538 94,033
54033 §8.417
88417  $13833
13,833 $24.408
524408 .. . .

The amaunt of incarne tax

ta withhald is
.80
of excess over

. 15% §538
. 852425 plus 28% 54,033
1 8175177 pus 31% 88,417
. 8343073 pus 36%  §13.833
. 8723773 pus 395%  §24408
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(For Wages

Paid in 2000)

TABLE 5 QUARTERLY Payroll Period

(a} SINGLE person (including head of household)

Ifthe amaunt of wages

(after subtracting The amaurt of income tax

withhalcing allowances) is:  to wihhold is
Not over $663 .50
Over  But not over ofexcess over
5663 96,963 . 15% 5663
$6963 14975 [ §945.00 plus 28% 56,963
§14975  §33550 | §318836 plus 31%  §14975
33550 §72.488 . §8,94651 plus 36%  §33550
§72488 . .. . $22.95429 plus 39.6% $72488

(b} MARRIED person

If the amaunt of wages

ater subtracting The amaunt af incame tax

withhalding allowances) is: 1o withhald is

Nt over 1613, .80

Over  Butnot over of excess over
$1.613 12100 |, 15% 51.613
§12100  $25250 | §1.57305plus 28%  $12.100
825250  §41.500 | §525505 plus 31%  §25.250
841,500 §73.225 | §10,29255 plus 36%  $41.500
§73225. .. | 82171355 plus 39.6% §73.235

TABLE 6 SEMIANNUAL Payroll Pe

(a} SINGLE person (including head of household)

Ifthe amaunt of wages

(after subtracting The amaurt of income tax

withhalcing allowances) is:  to wihhold is

Not over 1,325 . .50

Over  But not over ofexcess over
§1.325 13925 . 15% $1.325
§13925  §29,950 | §1.89000 plus 28%  §13925
20950  §67.100 | §6,37700 plus 31%  §29.950
$67.100  §144,975 | §17.89350 plus 36%  §67.100

§144375 . . ... | §4532850 pius 395% §144975

d

(b} MARRIED person

If the amaunt of wages

ater subtracting The amaunt af incame tax

withhalding allowances) is: 1o withhald is
Nt over §3.225 .80
Over  Butnot over of excess over
$3.225  §24200 . 15% $3.225
§24200  $50.500 . §314625 plus 8%  $24.200
50,500  $83000 | §10.51025 plus 31%  $50.500
$83.000 §146.450 . §20.58525 plus 36%  $83.000
§146,450 . . .. . | §43A275 plus 39.6%  §146.450

TABLE 7 ANNUAL Payroll Period

(a} SINGLE person (including head of household)

Ifthe amaunt of wages

(after subtracting The amaurt of income tax

withhalcing allowances) is:  to wihhold is

Not over $2,650 . .50

Over  But not over ofexcess over
52650 §27.850 . 15% 52,650
27850 $59,900 | §3,730.00 plus 28%  §27.850
850900 §134200 [ §12.75400 plus 31%  §59.900

§134200  §289,950 . §35.787.00 plus 36%  §134200

289850 . . . . . . §91857.00 pius 395% §289.350

(b} MARRIED person

If the amaunt of wages

ater subtracting The amaunt af incame tax

withhalding allowances) is: 1o withhald is

Nt over §6.450 .80

Over  Butnot over of excess over
6,450 §48.400 . 15% 56,450
48,400  $101.000 | §629250 plus 28%  $48.400

101,000 $166,000 | §21,02050 plus 31%  §101,000

166,000 $292,900 . §41.17050 plus 36%  §166.000

§292,900 . ... . . §86.85450 plus 39.6% $292,900

TABLE 8 DAILY or MISCE

(a} SINGLE person (including head of household)

Ifthe amaunt af wages (after
sublracting withhalding
allowances) civided by the
nurber of days in the
payrall perid is:

The amaurt of incame tax
ta withhold per day is

Not over $10.20 . .50

Over  But not over ofexcess over
$1020  $107.10 . 15% 1020
§10710  §23040 [ §1454 plus 28% 810710
23040 $516.20 . §49.06 plus 31% $230.40
51620 §111520 | §137.66 plus 36% §516.20

$1.11520 . .. . $353.30 plus 396%  §1.11520

LLANEOUS Payroll Period

(b} MARRIED person

If the amaunt of wages (after
sublracting wihhalding
allawances) divided by the
nurmber of days n the
payrall periad is:

The amaunt af incame tax
to wihhold per day is:

Nt over §24.80 .80
Over  Butnot over of excess over
52480 $186.20 . 15% 524.80
§186.20  $38350 | §24.21 plus 28% 5186.20
$383.50  $633.50 . §80.85 plus 31% $388.50
§638.50 §1126.50 | §158.35 plus 36% $638.50
$1.126.50 . . . . 333403 plus 395%  §1.12650
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Federal Insurance Contributions Act (FICA) - Medicare 

FICA Medicare 2000 calculations
Employee

1.45% on all wages

Employer

1.45% on all wages

Self employed

2.9% on net earnings

tc "Definition - FICA Social Security"

xe "Definition - FICA Social Security"Definition - FICA Social Security

The Federal Insurance Contributions Act (FICA) - Old Age, Survivors, and Disability Insurance (OASDI)

FICA Social Security 2000 calculations
Employee

6.2% on first $76,200 of wages

Employer

6.2% on first $76,200 of wages

Self employed

12.4% on first $76,200 of net earnings

tc "Definition - Form 1099"

xe "Form 1099"Definition - Form 1099

Purpose of Form / Who Must File 
File Form 1099-A (Acquisition or Abandonment of Secured Property) for each borrower if you lend money in connection with your trade or business and, in full or partial satisfaction of the debt, you acquire an interest in property that is security for the debt, or you have reason to know that the property has been abandoned. You need not be in the business of lending money to be subject to this reporting requirement. 

File Form 1099-B (Proceeds From Broker and Barter Exchange Transactions) for each person: 
(1) for whom you, doing business as a broker or barter exchange, have sold stocks, bonds, commodities, regulated futures contracts, foreign currency contracts, forward contracts, and debt instruments, or 

(2) who exchanged property or services through the barter exchange. 

File Form 1099-C (Cancellation of Debt) for each debtor for which you canceled or discharged a debt or indebtedness owed to you of $600 or more and you are a financial institution, credit union, federal government agency, or regulated subsidiary thereof. 

File Form 1099-DIV (Dividends and Distributions) for each person: 

(1) to whom you have paid gross dividends and other distributions on stock of $10 or more, 

(2) for whom you have withheld and paid any foreign tax on dividends and other distributions on stock, 

(3) for whom you have withheld any federal income tax under the backup withholding rules, or 

(4) to whom you paid $600 or more as part of a liquidation. 

File Form 1099-G (Certain Government Payments) if you have made certain payments (unemployment compensation, refunds of state or local income tax, taxable grants, agricultural subsidies) as a unit of a federal, state, or local government. 

File Form 1099-INT (Interest Income) for each person: 

(1) to whom you paid interest of at least $10 (except for the $600 limit for interest paid in the course of your trade or business), 

(2) for whom you withheld and paid any foreign tax on interest, or 

(3) from whom you withheld any federal income tax under the backup withholding rules regardless of the amount of the payment. 

File Form 1099-MISC (Miscellaneous Income) for each person to whom you have paid: 

(1) at least $10 in royalties or broker payments in lieu of dividends or tax exempt interest, 

(2) at least $600 in rents, services, prizes and awards, other income payments, and medical and health care payments, 

(3) any fishing boat proceeds, 

(4) direct sales of at least $5,000 of consumer products to a buyer for resale, 

(5) accrued wages, vacation pay, and other compensation paid to an estate or beneficiary after the date of death of a deceased employee, 

(6) at least $600 in remuneration to independent contractors, 

(7) at least $600 in remuneration to directors, or 

(8) from whom you withheld any federal income tax under the backup withholding rules regardless of the amount of the payment. 

File Form 1099-OID (Original Issue Discount) if the original issue discount (OID) includable in gross income is at least $10 and you are: 

(1) an issuer with any bond outstanding or other evidence of indebtedness in registered or bearer form issued with OID, 

(2) an issuer of certificates of deposit made, purchased, or readded after 1970 if the term of the obligation or deposit is more than one year, 

(3) a financial institution having other deposit arrangements having a term in excess of one year provided the payment of interest is deferred until maturity, 

(4) a broker or other middleman holding an OID obligation as nominee for the actual owner, or 

(5) a real estate mortgage investment conduit or issuer of a collateralized debt obligation. 

File Form 1099-PATR (Taxable Distributions Received From Cooperatives) for each person to whom the cooperative has paid at least $10 in patronage dividends and other distributions or from whom you withheld any federal income tax under the backup withholding rules regardless of the amount of the payment. 

File Form 1099-R (Distributions From Pensions, Annuities, Retirement or Profit Sharing Plans, IRAs, Insurance Contracts, Etc.) for each person to whom you have made any designated distribution from profit sharing or retirement plans, IRAs, annuities, pensions, insurance contracts, survivor income benefit plans, permanent and total disability payments under life insurance contracts, and charitable gift annuities whether or not you withheld federal income tax. 

File Form 1099-S (Proceeds From Real Estate Transactions) to report the sale or exchange of real estate. 

File Form 5498 (Individual Retirement Arrangement Information) for each person for whom you ;maintained an individual retirement arrangement (IRA) or simplified employee pension (SEP). 

File Form W-2G (Certain Gambling Winnings) to winners if the amount paid, reduced (at the option of the payer) by the amount of the wager is $600 or more and at least 300 times the amount of the wager. File Form W-2G to winners at keno if the amount paid, reduced by the amount of the wager, is $1,500 or more. File Form W-2G to winners at bingo and slot machines if the amount paid, reduced by the amount of the wager, is $1,200 or more. 

Magnetic Media / Electronic Reporting 
If you are required to file 250 or more information returns, you must file on magnetic media. The 250 or more requirement applies separately to each type of form. File Form 4419 (Application for Filing Information Returns Magnetically / Electronically), at least thirty days before the due date of the return, to obtain approval. Use Form 4804 (Transmittal of Information Returns Reported Magnetically / Electronically), instead of Form 1096, to transmit magnetic media information returns. 

Penalties 
Penalties apply if you fail to file information returns in a timely manner, or if you fail to include all information required to be shown on a return, or if you include incorrect information on a return. Penalties also apply if you file on paper when you were required to file on magnetic media, if you report an incorrect taxpayer identification number, if you fail to report a taxpayer identification number, or if you file to file paper forms that are machine-readable. 
tc "Definition - Form 940"

xe "Form 940"Definition - Form 940

Employers Annual Federal Unemployment (FUTA) Tax Return

FUTA Tax Rate and Wage Base 
The FUTA tax rate is 6.2% through 1999 and the federal wage base is $7,000. Your state wage base may be different. 

Household Employers 
If you have only household employees, you are not required to make deposits of FUTA tax. Instead, report and pay FUTA tax on your individual income tax return. 
State Unemployment Information 
Contact your state unemployment insurance office to receive your state reporting number, state experience rate, and details about your state unemployment tax obligations. 
Purpose of Form 
File Form 940 to report your annual federal unemployment (FUTA) tax. You, as the employer, must pay this tax. Do not collect or deduct it from your employees wages. Use Form 940-EZ, a less complicated version of Form 940, to report your annual FUTA tax if you paid unemployment taxes to only one state, you paid these taxes by January 31, and all wages that were taxable for FUTA tax were also taxable for your states unemployment tax. 
Who Must File 
You must file Form 940 if you were not a household or agricultural employer during the current or preceding calendar year and you paid wages of $1,500 or more in any calendar quarter or you had one or more employees for some part of a day in any twenty different weeks. (Count all regular, temporary, and part time employees but do not count partnership partners.) 
You must file Form 940 if you were a household employer and you paid cash wages of $1,000 or more in any calendar quarter in the current or preceding calendar year for household work in a private home, local college club, or a local chapter of a college fraternity or sorority. 

You must file Form 940 if you were an agricultural employer and you paid cash wages of $20,000 or more to farm workers during any calendar quarter in the current or preceding calendar year or you employed ten or more farm workers during some part of a day (whether or not at the same time) for at least one day during any twenty different weeks in the current or preceding calendar year. (Count aliens admitted on a temporary basis to the United States to perform farm work.) 

Penalties and Interest 
Avoid penalties and interest by making tax deposits when due, filing a correct return, and paying the proper amount of tax when due. The law provides penalties for late deposits and late filing unless you show reasonable cause for the delay. If you do file late, attach an explanation to the return. There are also penalties for willful failure to pay tax, keep records, make returns, and filing false or fraudulent returns. 

Credit for Contributions Paid into State Funds 
You can claim credit for amounts you pay into a certified state unemployment fund by the due date of Form 940. Your FUTA tax will be higher if you do not pay the state contributions in a timely manner. Contributions are payments that state law requires you to make to an unemployment fund because you are an employer. These payments are considered contributions only to the extent that they are not deducted or deductible from the employees pay. 
Do not take credit for penalties, interest, or special administrative taxes that are not included in the contribution rate the state assigned to you. Do not take credit for voluntary contributions paid to get a lower assigned rate. 

You may receive an additional credit if you have an experience rate lower than 5.4%. This applies even if your rate is different during the year. This additional credit is equal to the difference between actual payments and the amount you would have been required to pay at 5.4%. The total credit allowable may not be more than 5.4% of the total taxable FUTA wages. 

Special Credit for Successor Employers 
A successor employer is an employer who received a unit of an employers trade or business or all or most of the property used in the trade or business of another employer. The successor employer must employ one or more individuals who were employed by the previous owner immediately after the acquisition. 

You may be eligible for a credit based on the state unemployment contributions paid by the previous employer. You may claim these credits if you are a successor employer and acquired a business in the current calendar year from a previous employer who was not an employer for FUTA purposes during the current calendar year. The previous employer must not have paid wages of $1,500 or more in any calendar quarter in the current calendar year or have employed any employees for any twenty or more weeks during the current calendar year. 

Successor employers may be able to count the wages that the previous employer paid to their employees when reporting the payments for services that exceed the wage base of $7,000. 

When to File 
The due date of the 1998 Form 940 is January 31, 1999. If you deposited all tax when due, you may file on or before February 12. Your form is filed on time if it is properly addressed and postmarked no later than the due date. 

Where to File
FUTA Tax Amount to Deposit 

Although Form 940 covers a calendar year, you may have to make deposits of the tax before filing the return. Determine you FUTA tax for each of the first three quarters by multiplying by .008 that part of the first $7,000 paid to each employee during the quarter. If any part of the amounts paid are exempt from state unemployment taxes, you may deposit an amount more than the .008 rate. 

If the tax is $100 or less at the end of a quarter, you do not have to deposit it, but you must add it to the tax for the next quarter. Then, in the next quarter, if the total undeposited tax is more than $100, you must deposit it. If your liability for the fourth quarter (plus any undeposited amount from any earlier quarter) is over $100, deposit the entire amount by the due date of Form 940. If the tax is $100 or less, you can either make a deposit or pay it with your Form 940. 

FUTA deposit due dates for 1998 are listed in the Federal Tax Calendar. 
How to Deposit 
Use Form 8109 (Federal Tax Deposit Coupon) when you make each tax deposit. Make your deposits with an authorized financial institution or the Federal Reserve bank for your area. Do not mail deposits directly to the IRS. Write your EIN, Form 940, and the tax period to which the payment applies on your check to help ensure proper crediting to your account. 

Exempt Payments 
Wages and employment as defined for FUTA purposes do not include every payment and every kind of service an employee may perform. In general, payments excluded from wages and payments for services excepted from employment are not subject to tax. Amounts that may be exempt from your states unemployment tax may not be exempt from federal unemployment tax. Payments exempt for federal purposes include those for: 
(1) agricultural labor not meeting the tests noted above, 

(2) benefit payments for sickness or injury under a workers compensation law, 

(3) household service if you did not pay cash wages of $1,000 or more in any calendar quarter in 1998 or 1999, 
(4) certain family employment, 

(5) certain fishing activities, 

(6) non cash payments for farm work or household services in a private home, 

(7) value of certain meals and lodging, 

(8) cost of group term life insurance, 

(9) payments attributable to the employees contributions to a sick pay plan, 

(10) benefits that are excludable under a Section 125 (cafeteria) plan, and 

(11) any other exempt service or pay. 

tc "Definition - Form 941"
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Employers Quarterly Federal Tax Return 

FICA Tax Rate and Wage Base 
The FICA tax rate (for both the employer and the employee) is 6.2% and the wage base is $68,400 ($72,600 for 1999). The Medicare tax rate (for both the employer and the employee) is 1.45%; all wages are subject to the tax. 

Household Employers 
Report 1998 FICA and Medicare taxes and income tax withholding on wages paid to household employees on your individual income tax return. FICA taxes for household employees are no longer reported on the quarterly Form 942 unless you are a sole proprietor and file Form 941 for other business employees. 
Purpose of Form 
File Form 941 to report: 
(1) quarterly income tax withheld from wages, tips, supplemental unemployment compensation benefits, and third party payments of sick pay, and 

(2) quarterly employer and employee social security and Medicare taxes. 

Who Must File 
Employers who withhold income tax, social security tax, or Medicare tax on wages must file Form 941 quarterly. Seasonal employers are not required to file for quarters when they regularly have no tax liability because no wages were paid. 

If you sell or transfer your business, both you and the add owner must file a return for the quarter in which the change took place. Neither should report wages paid by the other. 

The last return on Form 941 for any employer who either goes out of business or otherwise ceases to pay wages should be marked final return. An employer who has only temporarily ceased to pay wages, including an employer engaged in seasonal activities, must continue to file returns. 

Penalties and Interest 
Avoid penalties and interest by making tax deposits when due, filing a correct return, and paying the proper amount of tax when due. The law provides penalties for late deposits and late filing unless you show reasonable cause for the delay. If you do file late, attach an explanation to the return. There are also penalties for willful failure to pay tax, keep records, make returns, and filing false or fraudulent returns. 

When to File 
Quarterly tax returns on Form 941 must be filed on or before the last day of the month following the close of the calendar quarter to which it relates. If the employer has made timely deposits throughout the quarter, Form 941 may be delayed until the 10th day of the second month after the end of the quarter. 
Where to File
How to Deposit 

Use Form 8109 (Federal Tax Deposit Coupon) when you make each tax deposit. Make your deposits with an authorized financial institution or the Federal Reserve bank for your area. Do not mail deposits directly to the IRS. Write your EIN, Form 941, and the tax period to which the payment applies on your check to help ensure proper crediting to your account. 

The timeliness of deposits will be determined by the date received by an authorized depository or Federal Reserve bank. A deposit received after the due date of the deposit will be considered timely if it can be shown that it was mailed by the second day before the due date. Deposits of $20,000 or more, which are made by taxpayers required to deposit any taxes more than once a month, must be received by the due date of the deposit. The two day mail rule does not apply to such deposits.  

tc "Definition - Form W-2"
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Wage and Tax Statement; Statement of Corrected Income and Tax Amounts 

Purpose of Form / Who Must File 
Employers must file Form W-2 for each employee from whom income, social security, or Medicare taxes have been withheld. You must also file Form W-2 for each employee from whom income tax would have been withheld if the employee had claimed no more than one withholding allowance or had not claimed exemption from withholding on Form W-4 (Employees Withholding Allowance Certificate). 
File Form W-2c to report corrections to amounts previously reported on Form W-2. 

Form W-2 must show both the amount of income tax and the amount of social security and Medicare taxes withheld from the employee. Form W-2 is also used to report all wages, tips, and other compensation paid to an employee. Other compensation means amounts includable in gross income and applies to both cash and non cash payments. 

Payroll systems that have difficulty combining other compensation with wages and tips may file two Forms W-2. One can show wages and tips while the other can show the other compensation.
Special Reporting Situations 
Moving Expense Reimbursements. Report reimbursements (including payments made directly to a third party and services furnished in kind) of an employees moving expenses: 


(1) Exclude qualified moving expense reimbursements (reimbursements for moving expenses incurred after 1993 that would have been deductible by the employee if he had paid them but were not deducted by the employee in a prior year) from wages and report in box 13. 


(2) Include other moving expense reimbursements in wages and withhold income, social security, and Medicare taxes. 

Employer Paid Taxes. If you paid your employees share of social security, Medicare, or state unemployment compensation taxes rather than deducting it from wages, you must include the amount as wages, social security wages, and Medicare wages. 

Deceased Employees Wages. If an employee dies during the year, you ;must report the accrued wages, vacation pay, and other compensation paid after the date of death. If you made the payment in the same year the employee died, you must withhold social security and Medicare taxes on the payment and report them on Form W-2. If you made the payment after the year of death, do not report it on Form W-2 and do not withhold social security and Medicare taxes. 

You must also report the payment, whether made in the year of death or after the year of death, to the estate or beneficiary on Form 1099-MISC (Miscellaneous Income). 

Employee Business Expense Reimbursements. Report reimbursements of an employees business expenses: 


(1) Exclude from wages, and do not report, payments made under an accountable plan. If, however, you pay a per diem or mileage allowance, and the amount paid exceeds the amount treated as substantiated under IRS rules, you must report the excess as wages and withhold income, social security, and Medicare taxes. 


(2) Include payments made under a non accountable plan in wages and withhold income, social security, and Medicare taxes. 

Group Term Life Insurance. If you paid for group term life insurance in excess of $50,000 for an employee or former employee, you must report the amount determined by using the table in Publication 937. 


Sick Pay. If you had employees who received sick pay from an insurance company or other third party payer, you may be required to report that information. See Publication 952 for specific instructions. 

Fringe Benefits. Include all taxable fringe benefits as wages in box 1 and show the total value of fringe benefits in box 12. 

Magnetic Media / Electronic Reporting 
If you are required to file 250 or more information returns, you must file on magnetic media. Use Form 6559 (Transmitter Report and Summary of Magnetic Media), instead of Form W-3, to transmit magnetic media information returns. 

Penalties 
Penalties apply if you fail to file information returns in a timely manner, if you fail to include all information required to be shown on a return, or if you include incorrect information on a return. Penalties also apply if you file on paper when you were required to file on magnetic media, if you report an incorrect taxpayer identification number, if you fail to report a taxpayer identification number, or if you file to file paper forms that are machine readable. 
Purpose of Form / Who Must File 
Employers and other payers file Form W-3 to transmit copies A of paper Forms W-2 to the Social Security Administration. 
Employers and other payers file Form W-3c to transmit copies A of paper Forms W-2c to the Social Security Administration. 

Magnetic Media / Electronic Reporting 

If you are required to file 250 or more information returns, you must file on magnetic media. Use Form 6559 (Transmitter Report and Summary of Magnetic Media), instead of Form W-3, to transmit magnetic media information returns. 

tc "Definition - FUTA - Federal Unemployment Tax Act"

xe "FUTA - Federal Unemployment Tax Act"Definition - FUTA - Federal Unemployment Tax Act

The Federal Unemployment Tax Act, together with state unemployment systems, provides benefits to workers during brief periods of unemployment. No employee contributions are required. Employers pay 6.2% of the employees first $7,000 of taxable wages. Employers are, however, entitled to a credit against their FUTA liability for contributions to state funds. Two types of credits are allowed: 

(1) the normal credit is equal to the amount of any state unemployment insurance contributions, and 

(2) the additional credit is the difference between the amount actually paid to the state system and what the employer would have paid if the state tax rate was 5.4%. 

The total amount of the credits to, which an employer is entitled may not exceed 5.4%. See Form 940 for more detailed information.

Federal Unemployment Tax (FUTA) 
Employers who either

pay 6.2%*


on first $7,000 of

employ one or more

*  Employers are

wages paid to each

individuals in each

entitled to a credit

employee in a calendar

of twenty different

against their FUTA

year.
weeks in a calendar

liability for

year or pay wages of

contributions to state

$1,500 or more during
funds.  The credit is

any calendar quarter

limited to 90% of a

in the current or

deemed 6% federal tax

preceding calendar

rate (5.4%).  The net

year



effective FUTA rate





for most employers is





therefore 0.8%.

tc "Definition - Workers Compensation Insurance"

xe "Workers' Compensation Insurance"Definition - Worker's Compensation Insurance

Payment made to employees by employers, for injuries and disabilities caused while working. Today some form of compulsory worker's compensation is in force in practically all industrialized countries; in the United States the federal government and every state have enacted compensation laws. Under worker's compensation legislation, scales of compensation are established for accidental injuries arising out of and in the course of employment, without regard to the party responsible for the accident. The scope of coverage varies with respect to benefits payable in case of death, of total disability, and of partial disability due to specific injuries or continuing during specified periods. Administrative guidelines require that accidents be reported to a public board that grants compensation awards to injured workers or, in case of death, to their families. In recent years, state worker's compensation statutes have been broadened to provide for coverage of occupational diseases.

tc "Process Employee W2"

xe "Process Employee W2"Process Employee W-2

The Process Employee W-2 form is used to create W-2 data for all the employees during a selected year.  Select the year for which you want to create the Employee W-2 data in the Year combo box and then click the Process W-2 button.  A completion message will appear after Financial Accounting has generated all the data.

Once this is complete you can open the Edit Employee W-2 form to display all the employees and their W-2 information.  In the Edit Employee W-2 form you will be able to edit all the fields for each employees W-2.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process W-2 button will create W-2 data for all the employees with paychecks during the selected year.
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The Close button will close and save the Process W-2 form.  See: Closing Forms
tc "Edit Employee W2"

xe "Edit Employee W2"Edit Employee W-2

The Edit Employee W-2 form is used to edit the employees W-2 data created by the Process Employee W-2 form.  In the Edit Employee W-2 form you will be able to edit all the fields for each employees W-2.

To print out employee W-2 information open the Report Menu, select the Employees and Jobs section button and then run the Employee W-2 report.  You will be able to print employee W-2 reports by year and or employee.

Chapter  12: Job Costing

tc "Jobs Detail Tab"

xe "Jobs Detail Tab"Jobs Detail Tab
You can get to the Detail page of information by clicking on the Detail tab.  The Detail Tab has three sections:  Proposal Information, Job Information, and Job History.


Proposal Information Area
In the Proposal Information area you can fill in any data you wish.  All the fields here are optional and can be used any way you choose.  You can click the little calendar button next to any of the data fields to open a miniature calendar that can be used to graphically add dates to those fields.


Job Information Area
1.
In the Job Information area you can add other various details about the job like the supervisor of the job.


2.
The next step is to select a Job Type.  The Job Type field is a great way to categorize and group your jobs.  There are a few default types that have been added when you created a new data file.  Of course, you can edit this list by clicking on the little button next to this field, which will open the Job Type form


3.
You can enter the default Terms for each job, which details what payment method will be expected for that job.  If the Terms you want to use is not in the list box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.


4.
In the Salesperson field you can assign this jobs normal salesperson.  The salesperson combo box list is pulled directly from the Employee form.


5.
You can use the Ship Via to setup a default shipping method for each job.  If there is not a shipping method you want to use in the combo box click the little magnifying glass button next to the field to open the Ship Via form where you can add or edit the items.


6.
The Start field is used to enter the date you started this job and the Finish field is used to enter the date you finished this job.  You can click the little calendar button next to either the start or finish dates to open a miniature calendar that can be used to graphically add dates to those fields.


7.
The Revenue is used to add how much money has been received for the job so far and the Expenses shows how much money you expect the job to cost.


8.
When you are through filling out all of the information about your job, you can click on the New button to add another job or click the Close button to save the job and return you to the previous open form.

Job History Area
The Job History area is read only and the information displayed here is calculated and displayed for your reference.  Each field is detailed below.


[image: image2037.png]



The Entered field will reflect the date this job was first input into the program.  Click the little clock button in the Job History area to change the date field view to display the exact time the job was entered in the date field.  Then click the little date button to view the date again.
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The Modified date will reflect the date this jobs file has been changed in any way.  Click the little clock button in the Job History area to change the date field view to display the exact time the job was modified in the date field.  Then click the little date button to view the date again.

tc "Jobs Hours Tab"

xe "Jobs Hours"Jobs Hours Tab

The Hours tab on the Jobs form gives you the ability to create invoices based on the hours entered into the Hours form.  Select the Job Id then input the Date, the Employee ID, the Earning ID and the Work Code.  Then enter the Pay hours, 

Pay rate, Bill Hours and Bill rate.  When all your information is entered correctly click the Process Hours button and that will bring up the Process Hours form.  From there, you will be able to create the invoices and the paychecks.  To add new jobs, simply click the New button at the bottom of this form.

The record navigation buttons at the bottom of the form are used to move from one job to another.  It also displays how many records are in the jobs form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the Hours form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Ship To button will open the Job Ship To Location form where you can enter or view one alternative shipping location.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process Hours button will bring up the Process Hours form.  See: Processing Hours
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The New button will clear the form to allow a new job to be added.  See: adding Jobs
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The Delete button will delete the selected jobs.  See: Deleting Jobs
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The Find button will enable you to Find jobs.  See: Find.
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The Close button will close and save the job form.  See: Closing Forms
tc "Job Hours Detail"

xe "Job Hours Detail"Job Hours Detail

The Job Hours Detail form allows you to assign a Job Type and notes to each item processed in the Job Hours Form.  In the notes field you can have reflect whatever type of information you want to use.  It can be very helpful to assign a job type to a job like "Pre-Wire" for a job that will be pre-wired for something or "Network" for a job you will be installing a network.  

The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

tc "Process Hours"

xe "Job Hours Detail"Process Hours

The Process Hours form gives you the ability to process the information you inputted in the Hours tab in the Jobs form.  By clicking the Create Invoices button you will automatically create an Invoice for the customer you have specified in the Jobs form.  To view, verify, post and print that invoice you will need to go to the Invoice form from the Main Menu.  See: Posting Invoices
The Process Hours form gives you the ability to create Paychecks by clicking the Create Paychecks button.  This will create a Paycheck or Paychecks for the specified Employee or Employees named in the Jobs Hours form.  To view, verify, post and print the paychecks you will need to go to the Paychecks form.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the Process Hours form.  See: Closing Forms
tc "Job Hours Completed"

xe "Job Hours Completed"Job Hours Completed

The Job Hours Complete form allows you to manually mark the Invoices or Paychecks as "Complete" or "Uncompleted".  Select or Deselect the check boxes on the Job Hours Complete form and this will be noted on the Job Hours form.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the Job Hours Complete form.  See: Closing Forms
tc "Searching Jobs"

xe "Searching Jobs"Searching Jobs
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Job Type"

xe "Job Type"Job Type

The Job Type form allows you to categorize your Jobs by a particular type.  You can set this up to reflect whatever type of information you want to use.  It can be very helpful to assign a job type to a job like "Pre-Wire" for a job that will be pre-wired for something or "Network" for a job you will be installing a network.  

The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

tc "Job Ship To Location"

xe "Job Ship To Location"Job Ship To Location

The Job Ship To Location form displays detailed shipping location information for a selected job.  This form is opened by clicking the Ship To button on the Job form.  It can be used to enter an alternate shipping location for the selected job.  If you need to edit an existing job ship to location, just select the field you want to edit and make any necessary changes to that field.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new job ship to location, see: adding Job Ship To Location.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Copy Job button will automatically fill in the Job information into all the fields.  This will help assist if you need to only change a name for shipping but the address remains the same or something close like that.
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The Close button will close and save the job ship to location form.  See: Closing Forms
tc "Adding Job Ship To Locations"

xe "Adding Job Ship To Locations"Adding Job Ship To Locations

The following steps will explain in detail how to add a new Job Ship To Location.

1.
From the Main Menu, click on Job Costing, then Jobs.  This will open up the Find form for Jobs.  Click on the Job you wish to add a Ship To Location to.  This will open up the Jobs form with that Job's related data.  If you need to add new Jobs see the Adding Jobs topic.  Next click the Ship To button to open the Job Ship To Location form.  You can only enter one alternate ship to location for each job.  If the details of the alternate ship to location are similar to the job itself then just click the Copy Job Info button at the bottom of this form to copy all the job information to the job ship to fields.  You can then make any changes you need to those fields.  If the location will be totally different then enter the information using the steps below.


2.
Fill in the all the basic job ship to information like company, c/o (In care of), name, address, city, zip code, county and country.  This is the main data that will be displayed in the Ship To sections of all sales transactions created for this job when you choose to use one of the alternate shipping locations.  You will notice as you Tab through these fields the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have entered up to this point.  If you enter a zip code that you have not used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.  You will then need to fill in the city, state, county and country and click the Ok button to add it to the Zip Code records.  The city, state, county and country will now be automatically filled in and you will never have to enter that information twice.  From now on in any form that uses zip codes you will be able to select and use the one you just entered saving you data entry time.  You can add, delete and edit zip codes from the Zip Code form at any time.


3.
Then enter a phone number of the site in the Phone Number field.  The format for the phone number field can be changed in the Company Preferences form in the Phone Input Mask field.


4.
When you are through filling out all of the information about your job ship to location click the Close button to save the record and return you to the job form.

Related Topics
Job Ship To Location
Adding Jobs
tc "Job Notes Job Notes"

xe "Job Contact Log List"Job Notes

You can view the job notes from the Job form by clicking the Notes tab at the top of the form.  The Notes tab displays a single line item list of all the notes that have been entered for the selected job.  Clicking on the yellow folder button next to a specific notes will open the Job Notes form displaying the details of that specific job note.  All the fields in the job notes list are read only but you can click the right mouse button to sort any field in a different order.

To add new job notes from the job notes list, you should click the last little yellow folder next to a blank line item. See:  Adding Job Notes
Form Buttons
Form buttons open another form that is related to the selected form.
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The Schedule button will open the Schedule Activities form, which will allow you to schedule an activity to be displayed in the Day Planner calendar.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new note to be added. See: Adding Job Notes  
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The Delete button will delete the selected Note.  
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The Find button will allow you to Find notes.  See: Find. 
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The Schedule button will allow you to schedule calls, meetings and to-dos in the day planner.  See: Schedule Activities. 
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The Close button will close and save the Prospect Note form.  See: Closing Forms
xe "Searching Job Contact Logs"Searching Job Contact Logs
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

Chapter  13: Web

xe "toc 25 Recurring Transactions"

Chapter  14: System Manager

tc "Company Setup Company Setup"

xe "Company Setup"Company Setup

The Company Setup form is used to store your company's address, phone number and other basic information.  This form first comes up as you are going through the Setup Checklist when you have created a new company.  At that point, you should enter in all of the information about your company.  You can go back into the Company Setup form at any time to change your company information.  The Company Setup information is reflected at the top of most reports, orders and invoices that you print.

Fields
1.
The Company name field is where you enter the name of your company.  This is the name that will be displayed at the top of the blue menu bar when you are in Financial Accounting.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


2.
Now you need to fill in all the other basic company information like contact name, address, city, zip code, county and country.  This is the heading data that will be displayed on all your printed invoices, if selected.  As you Tab through these fields, by default, the program will skip over the City and State and bring you to the Zip Code field combo box.  The zip code combo box will list every zip code you have in your database.  If you enter a zip code that has not been used before, a message will appear asking if you want to add the add zip code.  If you choose to add the zip code then the Zip Code add form will open.


3.
The Phone field is where you enter your company's main phone number.  The format for the phone number field can be changed in the Company Preferences form in the Phone Input Mask field.


4.
The Fax field is where you enter your company's fax number.  The format for the phone number field can be changed in the Company Preferences form in the Phone Input Mask field.

5.
The E-Mail field is used to store your company's main e-mail address.


6.
The Web Site field can be used to enter your company's Web site address.


7.
Enter your Federal Tax ID and any other Tax ID number your company may use.  Both these fields are optional.

8.
The UPC Prefix field is for you to enter your assigned UPC prefix number that will be used as a default when assigning UPC codes.

9.
The SIC number field is where you enter your assigned SIC number.


10.
In the Business Type combo box you can select from Corporation, Partnership or Sole Proprietor.


11.
The Employee's field will show how many employee's are in the Employees form.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Checklist button will bring up the Setup Checklist form.  The Setup Checklist form will walk you through which features should be setup first when creating your add Company.  See: Setup Checklist

[image: image2066.png]



The Company Notes button will open the Company Notes form where you have the option to enter an unlimited number of notes about your company. See: Company Notes
Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Close button will close and save the company setup form.  See: Closing Forms
tc "Company Ship To Information"

xe "Company Ship To Information"Company Ship To Information

The Company Ship To Information will display all the details of the location be shipped to including Company Name, address, Zip Code and Phone Number.  This is where the vendor will ship your merchandise to.  All of this data can be changed independent of the actual vendor if need be.  This form is automatically filled in with the data in the Company Setup form.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Copy Company Information button will automatically fill in all the fields in the company ship to information form with the data entered in the Company Setup form.  See: Company Setup
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The Warehouse Locations button will open the Warehouse List form where you can pick from a list of warehouses to automatically fill in all the fields in the company ship to information form.  Warehouses are setup in the Warehouse form.  See: Warehouses
   [image: image2070.png]



The Customers button will open the Customer List form where you can pick from a list of customers to automatically fill in all the fields in the customer ship to information form.  Customers are setup in the Customer form.  See: Customers
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The Customer Contacts button will open the Customer Contacts list form where you can pick from a list of customer contacts to automatically fill in all the fields in the customer ship to information form.  Customers are setup in the Customer form.  See: Customers
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The Customer Contacts site button will open the Customer Contact Site list form where you can pick from a list of customer contact sites to automatically fill in all the fields in the customer ship to information form.  Customers are setup in the Customer form.  See: Customers
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Ok button will close and save the company ship to information form.  See: Closing Forms
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The Cancel button will close and undo any changes made to the company to from information form.

tc "Currency Exchange Rate Currency Exchange Rate"

xe "Currency Exchange Rate"Currency Exchange Rate

The Currency Exchange Rate form is where you track all the different currencies your company uses when buying or selling goods.  Throughout the program you will see Currency ID combo boxes that will list all the available currencies you have entered into this form.  You can set the default Currency ID you wish to use in the Company Preferences form so you do not always have to enter a Currency ID each time you use a form that it is on.  It is important to keep this form accurate with up to date exchange rates, so that the appropriate amount is charged when selling or buying each day.  When you use a Currency ID other that your default currency you will notice that the total fields on the form you are using the foreign currency on change to a bright green color.  This helps you visually tell that you are using a currency other than your normal currency.

If you do not need to use the Currency Exchange Rate for a foreign currency you must at least enter your home currency in this form.  If you live in the United Sates or Canada you should already have a default currency for that country when you create a new data file.  For all other countries make sure that you enter the number 1 for the actual rate, buy rate and sell rate.  This way Financial Accounting will not calculate anything different for currency.  

Then make sure you set the default Currency ID in the Company Preferences form to your home currency.

You can choose the sort order of the currency Exchange Rate form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Form Buttons
Form buttons open another form that is related to the selected form.


[image: image2075.png]



The Symbol button will open the Symbols form where you can add additional symbols in the symbol combo box.  See: Symbols

Action Buttons

Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add currency exchange rates to be added.  See: Add Currency Exchange Rates
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The Delete button will delete the selected currency exchange rates.  See: Deleting Currency Exchange Rates
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The Close button will close and save the currency exchange rate form.  See: Closing Forms
tc "Adding Currency Exchange Rates"

xe "Adding an Inventory Transfer"

xe "Adding Currency Exchange Rates"Adding Currency Exchange Rates
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  The following steps will explain in detail how to add a new Currency Exchange Rate...

1.
First open the Currency Exchange Rate form and then click the New button to move the cursor to a new line so you can enter a new record.


2.
The Currency ID field is where you add a 3 character ID for the currency you wish to enter.  Normally for the United States you would use "USD", which stands for US Dollar.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
The Currency Description is used to enter a description of the currency like US Dollar.

4.
Then select a Symbol if you choose from the symbol combo box.


5.
The Actual Rate field is used to store the actual cost of the currency when you purchase it.


6.
The Buy Rate is the amount you paid to buy the currency.


7.
The Sell Rate is the amount you can sell the currency for.


8.
Enter the Date and Time you modified the currency last.


9.
Enter a Sort order number for the way you would like to sort the currency exchange rates.

tc "Deleting Currency Exchange Rates"

xe "Deleting Currency Exchange Rates"Deleting Currency Exchange Rates
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  When you click the Delete button on the Currency Exchange Rate form, you will get a message warning you that you are about to delete the line item your cursor is on.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the currency exchange rate records.  You can assign a password to the delete buttons in the Security form.

tc "Opening Balances Opening Balances"

xe "Opening Balances"Opening Balances

The Opening Balance form is very important in the initial setup of your company.  It allows you to enter opening balances for your chart of accounts, customers, vendors and inventory.  Most companies do not want to spend the time entering all their past Invoices and purchases to bring their customers, vendors, and Inventory to their appropriate balances.  You can use this form to enter Opening Balances in four main areas of the program.

Form Buttons
Form buttons open another form that is related to the selected form.  See the separate topics for each of these opening balances to learn more about them.
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The Chart of Accounts button will open the Chart of Accounts Opening Balance form where you can enter opening balances for any account in the chart of accounts.
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The Customer / Receivable button will open the Customers Opening Balances form where you can enter opening balances for any customer in the customers form.
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The Vendor / Payables button will open the Vendors Opening Balances form where you can enter opening balances for any vendor in the vendors form.
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The Inventory button will open the Inventory Opening Balances form where you can enter opening balances for any inventory item in the inventory form.
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The Paycheck Opening Balances button will open the Employee Opening Balance form where you can enter opening balances for any employee's total earnings and hours worked, taxes and deductions for the year in the Employees form.

It is necessary to have all your Chart of Accounts, Customers, Vendors and Inventory Items entered before you can enter any Opening Balances. 

tc "Chart of Accounts Opening Balance Chart of Accounts Opening Balance"

xe "Chart of Account Opening Balances"Chart of Account Opening Balances

The Chart of Accounts Opening Balances are entered in the General Journal form.  You normally enter opening balances for your chart of accounts when you are initially setting up a company data file and need to enter existing balances into different accounts.  If you are setting up opening balances for your Customers, Vendors and Inventory, you will not want to use the General Journal form, nor will you want to enter balances for Accounts Receivable, Payable and Inventory.  These balances should be entered in the other opening balance forms, which information can be found by clicking here: Opening Balances
For additional information on entering Chart of Accounts Opening Balances:  see: Adding General Journals
tc "Customer Opening Balances Customer Opening Balances"

xe "Customer Opening Balances"Customer Opening Balances

The Customer Opening Balance form is primarily used when you are initially setting up a company and need to enter existing balances for your customers.  You must make sure all your customers have already been entered into the Customer form before you can enter any opening balances for them.

You will notice at the top of this form that it is a two tabbed form.  This main customer opening balance information will be displayed in the General tab and all the opening balances for that customer will display in the history tab.  It is like having two forms connected together for each customer opening balance.  Also, the Customer ID, Date, Currency and Invoice Number fields at the top of the form remain there in both tabs so you always know what customer opening balance you are working on when switching between the two tabs.
This form can be used to add, edit or delete records in the customer opening balance form.  To add new customer opening balance, simply click the New button at the bottom of this form.  If you need to edit existing customer opening balances, just select the record you want to edit and make any necessary changes to the fields for that record.  If the Customer Opening Balance is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new customer opening balances. See: Adding Customer Opening Balances.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the customer opening balance form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find  button to find a specific record.

You can choose the sort order of the customer opening balance form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Customers button will open the Customers form to the selected customer.  See: Customers
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The Notes button opens the Customer Notes form where you can view any notes about the selected customer.  See: Customer Notes
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Customer Opening Balances or Unposting Customer Opening Balances
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The New button will clear the form to allow a new customer opening balance to be added.  See: Adding Customer Opening Balances

[image: image2090.png]



The Delete button will delete the selected customer opening balances.  See: Deleting Customer Opening Balances
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The Find button will enable you to Find customer opening balances.  See: Find.
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The Close button will close and save the customer opening balances form.  See: Closing Forms
tc "Posting Customer Opening Balances"

xe "Posting Customer Opening Balances"Posting Customer Opening Balances
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Customer Opening Balances form.  Once the customer opening balance transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the customer opening balance form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the customer opening balance.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a customer opening balance transaction due to the reason listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the customer opening balance form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Unposting Customer Opening Balances"

xe "Unposting Customer Opening Balances"Unposting Customer Opening Balances
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Customer Opening Balance transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected customer opening balance transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the customer opening balance.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain customer opening balance transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted customer opening balance.  This could be a Posted Customer Payment transaction where you applied the selected customer opening balance toward existing transactions.

You will also notice that once you have unposted the customer opening balance form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Adding Customer Opening Balances"

xe "Adding Customer Opening Balances"Adding Customer Opening Balances
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  The following steps will explain in detail how to add a new Customer Opening Balance.

First open the Customer Opening Balance form.  You may open the form by clicking on the following: Main Menu, System Manager, Opening Balances, Customer Opening Balance.

General Tab
1.
Click the New button to clear the form so you can enter a new record.  The cursor will be flashing at the top of the form in the Customer ID field.


2.
In the Customer ID field you have the choice of either selecting an existing Customer ID from the combo box or entering a new Customer ID in the combo box.  If you choose to enter a new Customer ID press the 'Enter' key after you type the new Customer ID and a message will appear asking if you want to enter the new Customer ID.  If you select 'Yes' the Customer form will open where you will be able to enter a new customer.  See: Adding Customers for another way to add a new Customer as well.


3.
After you add or enter a Customer ID you will notice many of the fields on the form like Customer: will fill in with data based on that customer.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.  Note:   To help speed up data entry you should make sure you have all available information on the customer completely filled out in the customer form.  This will auto fill in fields like: Terms and Currency and Sales Person throughout Financial Accounting.


4.
The Date field will automatically be filled in with todays date.  This can be changed to whatever date you want.


5.
The Currency field is used to assign a default currency for each customer opening balance.  Normally, this will automatically fill in with your default Currency ID setup for the selected customer in the Customer form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.


6.
The Invoice Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.


7.
The Customer: area will display all the details of the selected customer.  You can click the little magnifying glass button next to this section to open the Customer form where you can edit the customer data.


8.
The Payment Info: field is where you can enter the check number or payment information the customer sent you for this opening balance.


9.
The Notes field can be used to enter any notes or comments about the opening balance.


10.
The Terms field will fill in with the default terms setup for the selected customer.  This field is used to enter the payment terms for the customer opening balance, which details the form of payment that customer  sent to you.  If the Terms are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the receivables and will determine what discounts or interest your customer may receive.


11.
The Salesperson field will fill in with the default contact name entered for the selected customer.  You can change this field to any name you want.

12.
The PO Number field is where you can enter the Purchase Order number you want to used for this opening balance.  This can be used as a reference for the opening balance.


13.
The Description field can be used to enter a description of the opening balance.


14.
The Job ID field can be used to assign a Job ID to track the opening balance for a job.


15.
The A/R Account will be filled in automatically with the Accounts Receivable ID setup in the Default Accounts form.  This is the Account Receivable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


16.
The Deposit Account will be filled in automatically with the Deposit Account setup in the Default Accounts form.  This is the account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


17.
The Amount field will automatically fill in with zero.  This is the field you use to enter the amount of the opening balance.

History Tab
You can get to the History page of information by clicking on the History tab.


1.
The History page will display all the customer opening balances ever made for the selected customer.  All the fields are read only and cannot be changed.


2.
You can click the right mouse button in any of the fields and choose the sort order to display the history in.


3.
Click the little yellow folder button next to any of the customer history line items to have Financial Accounting display that customer opening balance in the General tab page.

Related Topics
Customer Opening Balances
Customers
Adding Customers
tc "Deleting Customer Opening Balances"

xe "Deleting Customer Opening Balances"Deleting Customer Opening Balances
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  When you click the Delete button on the Customer Opening Balances form, you will get a message warning you that you are about to delete the selected customer opening balance.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that customer opening balance again.

There may be times when you try and delete a customer opening balance and Financial Accounting will not let you.  This can happen because the customer opening balance is being use in several other areas of the program.  For instance, if you try and delete a customer opening balance that has one or more receivables, Financial Accounting will display an error message explaining that the customer opening balance could not be deleted due to referential integrity.  The only way you could delete that customer opening balance would be to delete all the associated receivables first.

The Delete button can be password protected so that other users can't delete any of the customer opening balance records.  You can assign a password to the delete buttons in the Security form.

tc "Searching Customer Opening Balances"

xe "Searching Customer Opening Balances"Searching Customer Opening Balances
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Vendor Opening Balances Vendor Opening Balances"

xe "Vendor Opening Balances"Vendor Opening Balances

The Vendor Opening Balance form is primarily used when you are initially setting up a company and need to enter existing balances you owe for your vendors.  You can navigate through this form and see all of your vendors that were entered in using the vendor form.  You must make sure all your vendors have already been entered into the vendors form before you can enter any opening balances for them.

The first thing you should notice at the top of this form is that it is a two tabbed form.  This main vendor opening balance information will be displayed in the General tab and all the opening balances made to that vendor will display in the history tab.  It is like having two forms connected together for each vendor opening balance.  You will also notice that the Vendor ID, Date, Currency and Deposit Number fields at the top of the form remain there in both tabs so you always know what vendor opening balance you are working on when switching between the two tabs.
This form can be used to add, edit or delete records in the vendor opening balance form.  To add new vendor opening balances, simply click the New button at the bottom of this form.  If you need to edit existing vendor opening balances, just select the record you want to edit and make any necessary changes to the fields for that record.  If the Vendor Opening Balance is posted it will be necessary to unpost it prior to making any changes.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new vendor opening balances. See: Adding Vendor Opening Balances.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the vendor opening balance form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

You can choose the sort order of the vendor opening balance form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences and Custom Setup forms to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.  You should also take a look at the Default Accounts form and the Starting Numbers form for other related options that can be set.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Vendors button will open the Vendors form to the selected vendor.  See: Vendors
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The Notes button opens the Vendor Notes form where you can view any notes about the selected vendor.  See: Vendor Notes
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The Print button will open the Print Checks form where you can print a check.  See: Print Checks
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Post or Unpost button will update the general ledger.  See: Posting Vendor Opening Balances or Unposting Vendor Opening Balances
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The New button will clear the form to allow a new vendor opening balance to be added.  See: adding Vendor Opening Balances
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The Delete button will delete the selected vendor opening balance.  See: Deleting Vendor Opening Balances
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The Find button will enable you to Find vendor opening balances.  See: Find.
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The Close button will close and save the vendor opening balance form.  See: Closing Forms
tc "Posting Vendor Opening Balances"

xe "Posting Vendor Opening Balances"Posting Vendor Opening Balances
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  When you click the Post button, Financial Accounting will update your General Ledger with the data from the selected Vendor Opening Balances form.  Once the vendor opening balance transaction is posted, you will not be able to alter the information for that transaction.  This prevents a transaction from inadvertently being changed after it has been posted.  You will still be able to select most of the fields in the vendor opening balance form but you will not be able to change any of the data.  This will allow you though, to use the right mouse button on any of the posted fields to do things like sort or zoom that field.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the vendor opening balance.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to post a vendor opening balance transaction due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Post, Financial Accounting will not allow the transaction to be Posted.  You must make sure all transactions have been completed and posted before you close your periods.  You can check the Reminder List to view a list of unposted transactions.

You will also notice that once you have posted the vendor opening balance form, the Post button label will now read Unpost.  This gives you the option to Unpost the Posted transaction in case you need to make a change.

tc "Unposting Vendor Opening Balances"

xe "Unposting Vendor Opening Balances"Unposting Vendor Opening Balances
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Vendor Opening Balance transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected vendor opening balance transaction.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the vendor opening balance.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain vendor opening balance transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.
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Other transactions have been entered that directly affect the posted vendor opening balance.  This could be a Posted Payable transaction where you made payments against the selected vendor opening balance.

You will also notice that once you have unposted the vendor opening balance form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

tc "Adding Vendor Opening Balances"

xe "Adding Vendor Opening Balances"Adding Vendor Opening Balances
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  The following steps will explain in detail how to add a new Vendor Opening Balance.


From the Main Menu, click on System Manager, then Opening Balances (this topic will be indented under the Company Setup topic).  You will now be brought to the Opening Balances form.  Here, click the Vendor Opening Balance button.  You will now be brought to the Vendor Opening Balance form.


General Tab
1.
Click the New button to clear the form so you can enter a new record.  The cursor will be flashing at the top of the form in the Vendor ID field.


2.
In the Vendor ID field you have the choice of either selecting an existing Vendor ID from the combo box or entering a new Vendor ID in the combo box.  If you choose to enter a new Vendor ID press the 'Enter' key after you type the add Vendor ID and a message will appear asking if you want to enter the add Vendor ID.  If you select 'Yes' the Vendor form will open where you will be able to enter a new vendor.  See: Adding Vendors


3.
After you add or enter a Vendor ID you will notice many of the fields on the form like Vendor Info: will fill in with data based on that Vendor.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.  Note:   To help speed up data entry you should make sure you have all available information on the Vendor completely filled out in the Vendor form.  This will auto fill in fields like: Terms and Currency and Sales Person throughout Financial Accounting.


4.
The Date field will automatically be filled in with todays date.  This can be changed to whatever date you want.


5.
The Currency field is used to assign a default currency for each vendor opening balance.  Normally, this will automatically fill in with your default Currency ID setup for the selected vendor in the Vendor form.  You can override the Currency after it fills in if you need to.  If the currency you want to use is not in the list you will have to add it to the Currency Exchange Rate form.  You will notice that if you use a different currency other than the default currency set in the Company Preferences form, that the Total fields will display a green background.


6.
The Bill Number field will be automatically filled in with a unique number based on the starting number that is assigned in the Starting Numbers form.  This number is used as a reference for you and Financial Accounting to help find this transaction later if necessary.


7.
The Vendor Info area will display all the details of the selected vendor.  You can click the little magnifying glass button next to this section to open the Vendor form where you can edit the vendor.


8.
The Reference: field is where you can enter the check number you used for this opening balance.  If you plan on using Financial Accounting to print the check make sure you fill in this field.


9.
The Notes field can be used to enter any notes or comments about the opening balance.


10.
The Terms field will fill in with the default terms setup for the selected vendor.  This field is used to enter the payment terms for the vendor opening balance, which details how you pay that vendor for the merchandise.  If the Terms you receive are not in the combo box click the little magnifying glass button next to the field to open the Terms form where you can add or edit the terms.  Terms are directly connected to the payables and will determine what discounts or interest you may receive.


11.
The Salesperson field will fill in with the default contact name entered for the selected vendor.  You can override the default by simply selecting a different name from combo box menu.

12.
The PO Number field is where you can enter the Purchase Order number you want to used for this opening balance.  This can be used as a reference for the opening balance.


13.
The Description field can be used to enter a description of the opening balance.


14.
The Job ID field can be used to assign a Job ID to track the opening balance for a job.


15.
The A/P Account will be filled in automatically with the Accounts Payable ID setup in the Default Accounts form.  This is the Account Payable account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


16.
The Historical Balance will be filled in automatically with the Historical Balance ID setup in the Default Accounts form.  This is the asset account that will be affected when you Post this transaction.  You can change it by selecting a different account from the combo box if you need to.


17.
The Amount field will automatically fill in with zero.  This is the field you use to enter the amount of the opening balance.

History Tab
You can get to the History page of information by clicking on the History tab.


1.
The History page will display all the vendor opening balances ever made to the selected vendor.  All the fields are read only and cannot be changed.


2.
You can click the right mouse button in any of the fields and choose the sort order to display the history in.


3.
Click the little yellow folder button next to any of the vendor history line items to have Financial Accounting display that Vendor opening balance in the General tab page.

Related Topics
Adding Vendors
Vendors Overview
tc "Deleting Vendor Opening Balances"

xe "Deleting Vendor Opening Balances"Deleting Vendor Opening Balances
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  When you click the Delete button on the Vendor Opening Balances form, you will get a message warning you that you are about to delete the selected vendor opening balance.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that vendor opening balance again.

There may be times when you try and delete a vendor opening balance and Financial Accounting will not let you.  This can happen because the vendor opening balance is being use in several other areas of the program.  For instance, if you try and delete a vendor opening balance that has several Payables, Financial Accounting will display an error message explaining that the vendor opening balance could not be deleted due to referential integrity.  The only way you could delete that vendor opening balance would be to delete all the associated Payables first.

The Delete button can be password protected so that other users can't delete any of the vendor opening balance records.  You can assign a password to the delete buttons in the Security form.

tc "Searching Vendor Opening Balances"

xe "Searching Vendor Opening Balances"Searching Vendor Opening Balances
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Inventory Opening Balances Inventory Opening Balances"

xe "Inventory Opening Balances"Inventory Opening Balances

In Financial Accounting, Inventory opening balances are entered in the Inventory Adjustment form.

Inventory Opening Balances are entered typically when you are setting up a new company data file and need to enter existing balances and stock quantities for your inventory.  You must make sure all your Inventory items have already been entered into the Inventory form before you can make any adjustments or opening balances and quantities for them.

To add an adjustment to inventory, or opening balance and quantity click the New button.  Then enter the date, Account ID (The Inventory Account ID should be set to the default Inventory ID that is setup in the Default Accounts form), and any notes about the adjustment or opening balance.  Select the Item No and then the warehouse.  The warehouse should also have been setup prior to entering any opening balances.  You need at least one warehouse setup and if you normally do not use warehouses then make the default the location of where your company is or where your inventory is stored.  Financial Accounting creates a default warehouse called "MAIN" that you can use or change.  Then, enter the add quantity and the unit cost.  

When you are finished entering all the inventory detail for the opening balances, you should then Post the transaction to enter all the detail into the General Ledger and update your inventory stock.  If you open the inventory form and search for the inventory item you entered an opening balance for, you will notice that the inventory stock has changed to reflect the add total.  see: adding Inventory Adjustments
You can click the Recap button to display a preview form of what will be entered in your General Ledger when you post the inventory adjustment.  The Recap button is the small little button next to the Total field at the bottom of the form.
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In the Company Preferences form you can adjust many of the settings in Financial Accounting to better suit your needs.  For example, you can setup your Starting Numbers for Invoice and Orders, choose how the program will display text, enter specific ways to display forms and work and change many other things in the program.  Most of these options are self-explanatory but many of the more complicated ones are described in greater detail below grouped by their tab names.

General Tab
This tab lists several buttons that open other forms that are used to customize Financial Accounting.  For additional information of these forms see their various topics.
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The Starting Transaction Numbers button will open the Starting Transaction Numbers form where you can adjust the starting numbers for your transactions.  See: Starting Transaction Numbers
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The Ship Via Setup button will open the Ship Via form where you can adjust the shipping methods for your transactions.  See: Ship Via
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The Terms Setup button will open the Terms form where you can adjust the terms for your customers.  See: Terms
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The Company Policy button will open the Company Policy form where you can adjust your company policies.  See: Company Policy
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The Reminder List button will open the Reminder List form where you can view any system reminders.  See: Reminder List
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The Set Date and Time button will open the Set Date and Time form where you can adjust your systems date and time.  See: Set Date and Time
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The Schedule Category button will open the Schedule Category Type form where you can create category types for the schedeule activity form.  See: Schedule Category
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The Schedule Activity button will open the Schedule Activity form where you can view or enter activities.  See: Schedule Activity
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The Customer Data Fields button will open the Customer Data Fields form where you may enter company defined data or question fields for the customer form. See: Customer Data Fields
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The Prospect Data Fields button will open the Prospect Data Fields form where you may enter company defined data or question fields for the prospect form. See: Prospect Data Fields
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The Customer Auto Schedule button will open the Customer Auto Schedule form where you may schedule auto activity/events following the creation date of a customer by a user. See: Customer Auto Scheduler

[image: image2138.png]



The Prospect Auto Schedule button will open the Prospect Auto Schedule form where you may schedule auto activity/events following the creation date of a prospect by a user. See: Prospect Auto Scheduler

Setup Tab
Decimal Places
You can select from 0 to 6 decimal places to be used for all the amount fields.  The default is 2 and that normally works well for a standard currency but if you require more accurate currency rounding then you would want to change this setting.

Text Fields displayed as
You can use this option to change the way the text you enter is formatted.  This can be very helpful when trying to keep data consistently entered throughout the program.
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Normal Case  - Does not make any changes to the way text is entered.  This would be how you turn this option off.  
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Proper Case - Automatically capitalizes the first letter of each word and changes all the other letters to lower case.
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Proper Case Plus - Automatically capitalizes the first letter of each word and ignores the format of all letters past the first letter.
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Upper Case - Will automatically capitalize every letter of every word.

Order Conversion
If Delete Transaction after Convert is selected, then every time you convert a transaction Financial Accounting will automatically delete the order or purchase order.

Remote Orders
If Enable Remote Orders is selected, the database will be put into remote mode.  This will flag every new Order entered as a remote order.  You can then use the Remote Orders Export feature to export your orders to an external file that can later be imported back into your live data file.

Currency ID
The Currency ID field is used to select the default Currency you want to use throughout Financial Accounting.  Normally this is set to your country's home currency, which should be setup in the Currency Exchange Rate form, when you start using Financial Accounting.  You will notice that if you use a different currency than your default, or home currency, those fields will display a green background.
Terms
The Terms ID field is used to select the default terms you want entered into the terms fields.

Terms Frequency
The Terms Frequency field allows you to select the default frequency for the terms you have selected.
System Tab
Date Input Mask

The Date Input Mask feature is a time saving option that will allow you to enter a date the way you choose.  If the Input Mask is set to 99/99/00;0;_ then you will be able to enter a date like 010199 and the program will automatically enter it as 01/01/99.
Quicken Style Date Entry

This allows you to change any date in the program a day at a time by pressing the +  or - keys.  When you press the + key the date will increase by 1 day at a time and pressing the - key the date will decrease by 1 day at a time.  If you use the + or - keys in a date field that does not have a date entered yet the program will automatically use the systems date and either add or subtract 1 day based on the key you pressed.
Audit Trail
The Audit Trail area is used to select if you want Financial Accounting to keep a detailed audit trail of all events within the program.  If you wish to view the audit trail at any time you can press the view audit trail button and the Audit Trail form will be displayed.  There is an option to disable the Audit Trail if you do not wish to not use it.  Here you are able to set the workstation date and time and how many hours apart the server should be updated.  It is recommended that you backup the server at least once per day.
Input Mask 
The Input Mask works in a similar way to the Date Input Mask feature.  When entering a number in a phone number field if the phone number input mask is set to !(@@@) @@@-@@@@ then entering 2815869669 would format to (281) 586-9669.  This will be good for all telephone and fax number fields throughout Financial Accounting.  The User Fields Input Mask button will open the User Fields Input Mask Form used for the Customer, Vendor Employee and Jobs form.

Inventory Tab
Inventory Costing Method
The Inventory Costing Method allows you to select the way your inventory is sold.  This will be the default costing method that the Inventory Items form will use when you add new inventory items.
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Average Cost - Takes an average of the total inventory in stock to determine the cost of the inventory.  This is the default selection when you create a new data file.
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LIFO (Last In First Out) - Uses the cost of the Last inventory item purchased.
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FIFO (First In First Out) - Uses the cost of the First inventory item purchased.
Inventory Defaults
The Inventory Section Name is a handy way to break up Line Items on Sales and Service Transactions.  This gives the user a way to group part numbers by sections.  To use this feature, just enter an inventory item using a nomenclature similar to "Section" and then type any description you wish to use for that Item ID, or simply put ****Section****.  (Make sure you have selected this ID in the Inventory Section Name field in the Company Preferences form.)  Now, when entering inventory items on sales transactions and want to group, or section them off, select your "Section" Item ID.  On the printed report, Financial Accounting will center and bold whatever description you have (ex: ****Section****).


The Warehouse ID is used to track inventory in warehouses and set to the default warehouse you want to use.  "MAIN" is the default Warehouse that is setup for you in the Warehouse Locations form when you create a new database.  This can be changed to any add warehouse record you create.
Select the default Inventory Item Class Stock you wish to use when adding add inventory.  The Inventory Item Class can be setup in the Inventory Item Class form by clicking the little magnifying glass button next to this field.
The Inventory Item Class Other field is used to set a second item class default for use with the Inventory add form.  This can be useful when choosing between a stock inventory item or labor item.  The Inventory Item Class can be setup in the Inventory Item Class form by clicking the little magnifying glass button next to this field.


The Use Inventory add Form will toggle the Inventory add form on or off when clicking the New button on the Inventory Items form.
Display Customer/Inventory Special Pricing Messages
By selecting this option any Customer Special Pricing or Inventory Special Pricing used will display a message letting you know that the customer or item you are selling is assigned a special price.  This way you can alert your customer they are getting a better price then normal.

Display Warning of Special Pricing Expiration
By selecting this option you will see a warning message when a customer or inventory special pricing has expired.

Enable Man Hours Required (MHR) Fields
By selecting this option you will enable the MHR fields throughout Financial Accounting.
Sales Tab
Sales Line Item Detail
You can choose between a Single Line, Description Only, or Monthly Rate subform display for all the sales transaction forms.  What this will do is change the sales transaction forms (Invoice, Order, Quote/Estimate, etc) to display the selected display in the subform.  Many times you need more detail on an inventory item you are selling and one line of detail is just not enough.  With two lines of detail you will be able to display more information about the item like the Unit of Measure, Notes, Job ID and Warehouse information.  The description only subform is great for companies who don't carry inventory and are just looking for a quick way to invoice their customer.

Bill To and Ship To
You can choose what additional information will be displayed in the Bill To and Ship To areas of all the Sales and Service transactions.  Besides the name, address and city data you can choose to display the country, phone number, both the country and phone number or neither of them.  If you choose the Phone Number Financial Accounting will use the first number it finds in the Contact Methods area of the selected customer.  So make sure you enter the phone number you want displayed first in the list of the contact methods subform. 

Credit Hold for Days Past Due
This field is based on the number of days you want to go by before the program puts a Credit Hold on a past due transaction.  For instance, if you entered 60 in this field and you had a customer who purchased an item and has not yet paid for it, the program would check to see if the unpaid invoice was older than 60 days.  If the invoice was older than 60 days, the program would alert you the next time you try and enter a new invoice or order for that customer.  You then would have the choice of overriding the message and continuing on with the add order.  There is a way where you can password protect the Past Due message in the Security form, which would then force the user to enter a password to override the message.

Display Customers Notes
You can choose to have the customers notes appear every time you create a new Sales or Service transaction.  This can be handy if you want certain information displayed from the notes field of the customer form when you are creating a new order for them.

Track Discounts
This feature will allow you to turn on or off the detailed tracking of line item discounts to the GL when posting an Invoice.  If the option is on, Financial Accounting will add two extra entries to the GL.  The first will Debit an Expense account for the percent discount given and the other entry will Credit a Cost of Sales account for the discount given.


Use Company Logo on printed invoices
This feature will allow you have, or not have your company's logo on all printed Invoices.  If the option is on, Financial Accounting will display and print the specified logo on all Invoices, Quotes, Packing Slips, Orders, Back Orders, Bills and Purchase Orders in the upper left corner.  Without this feature selected, Financial Accounting will type text in this area pulled from the information you entered in the Company Setup form.   By selecting this check box you will display the path, or Company Logo Directory, of where the company logo is stored on the local hard drive.  To fit properly, the logo can be no larger than 2.9" wide x 1.5" high.

Use a Custom Invoice
This feature, when enabled, will allow you to select a customized Invoice report that has been previously created in the report tab of the database window.  If you have elected to Use a Custom Invoice, then when the print button is selected in the invoice form the normal Print Invoice form will be replaced with a custom print form instead.
Purchases Tab
Purchase Line Item Detail
You can choose between a Single Line, Double Line. or Description only subform display for all the purchase transaction forms.  What this will do is change the purchase transaction forms (Bill, Vendor Purchase Order, etc) to display the selected subform.  Many times you need more detail on an inventory item you are purchasing it and one line of detail is just not enough.  With two lines of detail you will be able to display more information about the item like the Unit of Measure, Notes, Job ID and Warehouse information.  The Description only subform is great if you are looking for a quick way to enter a purchase transaction, without a lot of detail.

Display Serial Number Form
If this option is checked then every time you create a new Bill.  The Inventory Serial Number form will open for inventory items setup to track serial numbers.  This gives you a convenient way of adding add serial numbers for items you receive.

Display Inventory
When creating any kind of Purchase Transaction (Bill, Vendor Purchase Order, etc) the program will only display Inventory items for the selected Vendor.   In order for this feature to work well, it is important that in the Inventory form you assign a Vendor ID to each of the inventory items.   This way when you create a purchase transaction, the program can filter out all of the inventory that does not apply to that particular vendor. 

Track Discounts

This feature will allow you to turn on or off the detailed tracking of line item discounts to the GL when posting a Bill.  If the option is on, Financial Accounting will add two extra entries to the GL.  The first will Credit an Expense account for the percent discount taken and the other entry will Debit a Revenue account for the discount taken.

Default Tab
Apply Discount/Interest for Receivables and Payables
There are four options here that will affect how discounts and interest are applied to the Receivables and Payables forms.
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Entire Amount - Applies discounts or interest to the entire amount including sales tax, freight and other.  This is the default selection when you create a new data file.
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No Sales Tax - Applies discounts or interest to the entire amount except sales tax.
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No Sales Tax or Freight - Applies discounts or interest to the entire amount except sales tax and freight.
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No Sales Tax, Freight or Other - Applies discounts or interest to the entire amount except sales tax, freight and other.


Automatically Apply Payments to Payables and Receivables
If you enable this option every time you enter an Amount Paid in either the Receivables or Payables form the program will automatically distribute the payment among all the unpaid invoices.

Default Database Directory
You set the location of your data file here.  The default is set to "C:\" but normally you would want to change this to the folder where your data file is stored.   Example:  C:\Comtech Solutions\Financial Accounting 4.0\

Paycheck Default Hours

Enable the Use Employee Default Hours checkbox and Financial Accounting will use the default hours on the paycheck form.

If you enable the Use Timesheet Hours button this will pull in the hours off of the Timesheet versus the default hours.

First Day of the Week for Timesheets

Allows the first day of the week on timesheets to be defined by the company. If you normally have your pay periods run from Sunday 8/3 to Saturday 8/9, you would select Sunday as the first day of the week in the pull down box.
Set Reports to the A4 or US Letter format Button

This is a two part button, which will change the default reports to either the A4 format (210 x 297mm) or US Letter (8 1/2 x11in) format.  This buttons label will display either "Set Reports to the A4 format" or "Set Reports to the US Letter format" depending on if has been pressed already.  When this button is pressed all the reports will be correctly formatted for the selected format.  All the reports initially default to the US Letter format.

Add-Ons Tab
Financial Accounting has several Add-On Modules. This tab lets you enable the Add-On Modules that you have purchased. Each Add-On Module is discussed separately in the help file. For a description of each module use the links below.

See:  Advanced Reports (Add-On Module)
See:  Credit Card Processing (Add-On Module)
See:  Fax Manager (Add-On Module)
See:  Image Web PRO (Add-On Module)
See:  Remote Orders (Add-On Module)
See:  UPS Worldship Integration (Add-On Module)
tc "Starting Numbers"

xe "Starting Numbers"Starting Numbers

The Starting Numbers form is extremely important when you are initially setting up your company file.  This tab dialog box contains fields for every type of transaction in Financial Accounting where you can setup starting numbers.  The Starting Numbers form can only be opened through the Company Preferences or Setup Checklist forms and is not available directly from the Main Menu.

All starting numbers will increment automatically as they are used and can contain up to 20 alphanumeric characters.  You can use spaces, symbols and even letters as long as the last character is a number.  The last character must be a number so that Financial Accounting can increment that number each time it is used.  If you use a letter then Financial Accounting will not be able to increment it.  For Example you could enter a starting number like "SI02002-0001" and each time that number is used Financial Accounting will increment it to "SI02002-0002" and then "SI02002-0003" and so on.  

If you click add on any transaction that uses a starting number and then decide to cancel or delete that record, the starting number will still be increment by one.  You can come back to this form and change the starting numbers for any of the fields but just make sure it will not have a chance to duplicate eventually.

AR - Sales Tab
This tab is used to set Starting Numbers for all the Sales Transactions.  Be careful when adding starting numbers that they are all very different from one another so you do not risk the chance that they will start to duplicate.

Important
Quotes, Orders and Back Orders Starting Numbers use the same table, so do not duplicate them.

Starting Sales Transaction Numbers
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Invoice Number - Enter the starting number you wish to use for the Invoices form.  Every time you click the New button on that form the next Invoice Number will be entered automatically incremented one digit higher than the last record entered.
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Quote Number - Enter the starting number you wish to use for the Quote form.  Every time you click the New button on that form the next Quote Number will be entered automatically incremented one digit higher than the last record entered.
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Order Number - Enter the starting number you wish to use for the Orders form.  Every time you click the New button on that form the next Order Number will be entered automatically incremented one digit higher than the last record entered.
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Back Order Number - Enter the starting number you wish to use for back orders.  Every time you add a back order the next Back Order Number will be entered automatically incremented one digit higher than the last record entered.

Starting Receivable Payment Numbers
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Receivable Number - Enter the starting number you wish to use for the Receivables form.  Every time you click the New button on that form the next Receivable Number will be entered automatically incremented one digit higher than the last record entered.
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Customer Prepayment Number - Enter the starting number you wish to use for the Customer Prepayments form.  Every time you click the New button on that form the next Customer Prepayment Number will be entered automatically incremented one digit higher than the last record entered.
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Finance Charge Number - Enter the starting number you wish to use for the Finance Charges form.  Every time you click the New button on that form the next finance charge number will be entered automatically incremented one digit higher than the last record entered.


AP - Purchase Tab
This tab is used to set Starting Numbers for all the Purchase Transactions.  Be careful when adding starting numbers that they are all very different from one another so you do not risk the chance that they will start to duplicate.

Starting Purchase Transaction Numbers
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Bill Number - Enter the starting number you wish to use for the Bills form.  Every time you click the New button on that form the next Bill Number will be entered automatically incremented one digit higher than the last record entered.
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Purchase Order Number - Enter the starting number you wish to use for the Purchase Orders form.  Every time you click the New button on that form the next Purchase Order Number will be entered automatically incremented one digit higher than the last record entered.

Starting Payable Payment Numbers
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Payable Number - Enter the starting number you wish to use for the Payables form.  Every time you click the New button on that form the next Payables Number will be entered automatically incremented one digit higher than the last record entered.
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Vendor Prepayment Number - Enter the starting number you wish to use for the Vendor Prepayments form.  Every time you click the New button on that form the next Vendor Prepayment Number will be entered automatically incremented one digit higher than the last record entered.


GL & Journal Tab
This tab is used to set Starting Numbers for the GL and General Journal forms.  Be careful when adding starting numbers that they are all very different from one another so you do not risk the chance that they will start to duplicate.

Starting General Journal Number
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General Journal Number - Enter the starting number you wish to use for the General Journal form.  Every time you click the New button on that form the next General Journal Number will be entered automatically incremented one digit higher than the last record entered.

GL Starting Number
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Batch Posting Number - Enter the starting number you wish to use for the Batch Posting form.  Every time you batch post the next Batch Post ID will be entered automatically incremented one digit higher than the last record entered.

Starting Inventory Numbers
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Inventory Adjustment Number - Enter the starting number you wish to use for the Inventory Adjustment form.  Every time you click the New button on that form the next Inventory Adjustment Number will be entered automatically incremented one digit higher than the last record entered.
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Inventory Transfer Number - Enter the starting number you wish to use for the Inventory Transfer form.  Every time you click the New button on that form the next Inventory Transfer Number will be entered automatically incremented one digit higher than the last record entered.
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Inventory Build Number - Enter the starting number you wish to use for the Build Assembly Items form.  Every time you click the New button on that form the next Inventory Build Number will be entered automatically incremented one digit higher than the last record entered.


Banking Tab
This tab is used to set Starting Numbers for the Bank Transactions.  Be careful when adding starting numbers that they are all very different from one another so you do not risk the chance that they will start to duplicate.

Starting Bank Numbers
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Write Checks Number - Enter the starting number you wish to use for the Write Checks form.  Every time you click the New button on that form the next Write Checks Number will be entered automatically incremented one digit higher than the last record entered.  The Write Checks Number is the same number that the Withdrawals form uses.
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Deposits Number - Enter the starting number you wish to use for the Deposits form.  Every time you click the New button on that form the next Deposits Number will be entered automatically incremented one digit higher than the last record entered.
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Credit Card Charges Number - Enter the starting number you wish to use for the Credit Card Charges form.  Every time you click the New button on that form the next Credit Card Charges Number will be entered automatically incremented one digit higher than the last record entered.
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Credit Card Returns Number - Enter the starting number you wish to use for the Credit Card Returns form.  Every time you click the New button on that form the next Credit Card Returns Number will be entered automatically incremented one digit higher than the last record entered.
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Bank Reconciliation Number - Enter the starting number you wish to use for the Bank Reconciliation form.  Every time you click the New button on that form the next Bank Reconciliation Number will be entered automatically incremented one digit higher than the last record entered.

Starting Check Numbers
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Checking Account - Select a Checking Account from the Checking Account combo box list.  The current starting check number will automatically fill in the Starting Check Number field below.  You must have your checking accounts already setup before you can select one from this field.  You can setup add checking accounts from the Bank Account List form.
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Starting Check Number - Enter the next starting number you wish to use for the selected Checking Account in the Checking Account combo box above.

Cards Tab
This tab is used to set Starting Numbers for all the "Card" numbers.  This is where you set starting numbers for all Customers, Vendors, Employees, Jobs and personal Contacts.  Be careful when adding starting numbers that they are all very different from one another so you do not risk the chance that they will start to duplicate.
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Customer ID - Enter the starting number you wish to use for the Customer form.  Every time you click the New button on that form the next Customer ID will be entered automatically incremented one digit higher than the last record entered.
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Vendor ID - Enter the starting number you wish to use for the Vendor form.  Every time you click the New button on that form the next Vendor ID will be entered automatically incremented one digit higher than the last record entered.
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Employee ID - Enter the starting number you wish to use for the Employee form.  Every time you click the New button on that form the next Employee ID will be entered automatically incremented one digit higher than the last record entered.
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Job ID - Enter the starting number you wish to use for the Job form.  Every time you click the New button on that form the next Job ID will be entered automatically incremented one digit higher than the last record entered.
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personal Contact ID - Enter the starting number you wish to use for the personal Contacts form.  Every time you click the New button on that form the next personal Contact ID will be entered automatically incremented one digit higher than the last record entered.


Misc Tab
This tab is used to set Starting Numbers for the Miscellaneous numbers  Be careful when adding starting numbers that they are all very different from one another so you do not risk the chance that they will start to duplicate.

tc "Ship Via"

xe "Ship Via"Ship Via

In the Ship Via form you can create a list of your most common shipping methods.  This will save you the time from manually entering a shipping method each time you are in a form.  The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

tc "Terms Frequency"

xe "Terms Frequency"Terms Frequency

In the Terms Frequency form allows you to setup the frequency for the payment terms for customers and vendors.  Terms are the method for payment that you can assign to each of your customers or the terms given to you by your vendors.  

Field Descriptions
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The Frequency field is a description name field used to describe the frequency for billing.  This will appear in the frequency combo box on the Customer form.  An example might be "Monthly DSL", "Monthly Dial up" or "Yearly DSL".
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The Period field is used to select how often the frequency is run, or used.  Examples are monthly, bimonthly, etc.
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In the Rate field displays how many months are in the selected period.
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The Duration is an optional field where you enter the span of days for the frequency.  Example:  "6/1/2001 to 12/31/2001"  If the terms frequency is assigned to a customer, the duration will appear in the notes field of any sales transaction for that customer.
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The Run Date is an optional field where you manually enter the date the last frequency was run.
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The Sort field provides you with a way of sorting the way the Terms Frequency is displayed in this form and the Frequency combo box in the customer form.  You can also click the right mouse button in any of the columns to sort the Terms Frequency in a different order.

tc "Set Date and Time"

xe "Set Date and Time"Set Date and Time

This form can be used to set your computers date and time.  It is imperative that your computers date and time are set correctly for Financial Accounting to work properly.  You can of course set your computers date and time using Windows Control Panel but this is just a fast way of doing so.

tc "Company Policy"

xe "Company Policy"Company Policy

The Company Policy form allows you to store your company's return policies.  Basically it allows you to tailor the plain paper invoices and orders to print your company's return policy like a 30 day money back guarantee or No returns on shipping.  The only place you can open the Company Policy form is in the Company Preferences form.  The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

tc "Input Masks"

xe "Input Masks"Input Masks

An input mask is used in text boxes and combo boxes (in forms) to format data and provide some control over what values can be entered. An input mask consists of literal characters (such as spaces, dots, dashes, and parentheses) that separate blanks to fill in. The Input Mask property setting consists of literal characters along with special characters that determine the kind of value that can be entered into the blank in that position. Input masks are primarily used in Text and Date/Time fields, but can also be used in Number or Currency fields.

The following table shows some useful input mask definitions and examples of values you can enter into them. Refer to the table at the end of this topic for details on the codes used to create input mask definitions.

Input mask definition
Examples of values
(000) 000-0000

(206) 555-0248





(206) 555-0248





(   ) 555-0248

(000) AAA-AAAA

(206) 555-TELE

#999



-20





2000

>L????L?000L0

GREENGR339M3





MAY  R 452B7

>L0L 0L0


T2F 8M4

00000-9999


98115-





98115-3007

>L<??????????????

Maria





Pierre

ISBN 0-&&&&&&&&&-0
ISBN 1-55615-507-7





ISBN 0-13-964262-5

>LL00000-0000

DB51392-0493

The input mask definition can contain up to three sections separated by semicolons; for example, (999) 000-0000!;0;" ".

Section
Meaning
First

The input mask itself.

Second
Determines whether to store the literal display characters.



0 = store literal characters with the value entered



1 or leave blank = store only characters entered in blanks

Third

Character that is displayed for blanks in the input mask. 



You can use any character; type " " (double quotation 



marks, space, double quotation marks) to display a space. 



If you leave this section blank, the underscore ( _ ) is used.

Financial Accounting interprets characters in the first part of the Input Mask property definition as shown in the following table. To define a literal character, enter any character other than those shown in the table, including spaces and symbols. To define one of the following characters as a literal character, precede that character with a \.

Character
Description
0

Digit (0 through 9, entry required; plus [+] and minus [-] signs not allowed).

9

Digit or space (entry not required; plus and minus signs not allowed).

#

Digit or space (entry not required; blank positions converted to spaces, plus and minus signs allowed).

L

Letter (A through Z, entry required).

?

Letter (A through Z, entry optional).

A

Letter or digit (entry required).

a

Letter or digit (entry optional).

&

Any character or a space (entry required).

C

Any character or a space (entry optional).

. ,  :  ;  -  /
Decimal place holder and thousands, date, and time separators. 



(The actual character used depends on the regional settings 



specified by double-clicking Regional Settings in the Windows 



Control Panel.)

<

Causes all characters that follow to be converted to lowercase.

>

Causes all characters that follow to be converted to uppercase.

!

Causes the input mask to display from right to left, rather than from 



left to right. Characters typed into the mask always fill it from left to right. 



You can include the exclamation point anywhere in the input mask.

\

Causes the character that follows to be displayed as a literal character. 



Used to display any of the characters listed in this table as literal characters 



(for example, \A is displayed as just A).

Password
Setting the Input Mask property to the word Password creates a 



password entry text box. Any character typed in the text box is stored 



as the character but is displayed as an asterisk (*).

tc "Tip of the Day"

xe "Tip of the Day"Tip of the Day

The Tip of the Day form gives useful tips on how to use the program better.  This is a great way to help you learn more about Financial Accounting when you first start using it.  You can scroll through the Tips by clicking on the Next or Previous buttons to read other tips.  Every time you run Financial Accounting you can have this form appear.  By default this form does not automatically open when you run Financial Accounting but can be set to open by changing the Startup Options in the User Preferences form.  Later on you may choose not to display this form every time Financial Accounting is loaded by again changing the Startup Options in the User Preferences form again.

tc "User Preferences"

xe "Workstation Preferences"User Preferences

In the User Preferences form you can adjust several of the settings in Financial Accounting to better suit your specific workstation needs.  For example, you can setup your Program resolution, Scheduler, Check Style, Check Type, Printing Defaults and Main Menu options.  Most of these options are self-explanatory they are described in greater detail below grouped by their tab names.  The User Preference information will be saved per User Name specified in the Security form.  This enables you to login at different workstations and still have your specified User Preferences saved.  

Setup Tab
This tab lists several options that open other forms that are used to customize Financial Accounting.  For additional information of these forms see their various topics.

Program resolution
The Program Resolution option is used to stretch all the forms to fill the full screen if your computer resolution is set higher than 640x480.  Keep in mind that stretching forms like this may distort some of them in real high resolutions like 1280 X 1024.  This option may NOT run correctly on all Computers, especially with certain video cards and Video drivers.  If you experience problems while running this option like System Lockups or Forms displaying incorrectly, then you should deselect this option!  This option is a cosmetic enhancement that may SLOW the program down if you use it!  You must exit Financial Accounting and then run it again before this setting will take effect.

Printing Tab
Number of Copies to Print
Enter the default number of copies you normally want printed when you print anything in the program.

Print Dialog Box
By selecting "Use the Print Dialog Box" the Windows Print Dialog box will open when a report is sent directly to the printer.  This allows you to change from the default printer, the number of copies and select what pages to print.  This will also allow the report to be sent to a fax program like Win Fax Pro.  If you are in Print Preview mode and wish to change from the default printer, you can do so by going to the file pull down menu and selecting "Print" from there.  

Printing Defaults
The Printing Defaults gives you the option to customize the way your reports and invoices print.
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Print Company Header Information - This will print your company information at the top left corner of every invoice and order.  This is the same information that is entered in the Company Setup form.
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Print Background Colors - This will print a gray shaded background color in the Bill To and Ship To area of all printed invoices and orders.  You will need a good laser printer to make the shaded background look good.
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Print Charge Card Information - This will print the customers charge card information at the bottom of the invoice or order.

Startup Tab
General Startup Options
All of these options will display certain forms or messages when Financial Accounting first runs.
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The Show Scheduled Activity List on Startup will display the Scheduled Activities List form, which will list any activities coming up.
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The Show Tips on startup displays the Tip of the Day form, which gives beginning users helpful tips on running Financial Accounting.
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The Show Reminder List on startup displays the Reminder List form, which lists helpful reminders like any unposted transactions or inventory that needs to be ordered.   
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The Show Taskbar message on startup for resolutions 640 X 480 or less will display a warning message if the Windows Taskbar is set to "Always on Top".  This is because Financial Accounting uses every part of the screen when in the 640 X 480 mode including the area where the Taskbar is.  What happens when the Taskbar is set to "Always on Top" and your screen resolution is 640 X 480 is that the bottom section of all the forms will be covered up by the Taskbar.  You can get around this by deselecting the Taskbars "Always on Top" option or moving to a higher screen resolution like 800 X 600.

Reports Tab

After you have enabled the Advanced Reports, the tab labeled Reports is activated in User Preferences form.  This Reports Tab will allow you to have the Custom Reports Tab in the Print or Report form of certain areas of the program to be a default in front of the System Default Reports Tab for a particular user. 

Report E-mail Tab

The Report E-mail tab is also activated in the User Preferences form, when you enable the Advanced Reports. 
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The POP3 User Name, Password and POP3 Server are settings that your IT Professional should provide you with.
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The From Name should list the User's Name as the user would like it to appear in an e-mail.
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The From E-mail should list the User's E-mail Address as the user would like it to appear in an e-mail.
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The Reply To Name should list the name the user would like to appear in a reply from a sent e-mail. This could be Sales.
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The Repy To Email should list the e-mail address where a reply to the e-mail should be sent. This might be sales@yourcompany.com.

Report E-mail Settings
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The Default Format  for the body of the e-mail can be HTML or Text.
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The Importance can be Low, Normal Or High. This is similar to other e-mail software.
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The Email Subject can be set to default to a particular like "Customer Service" or "Your Company Name".
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The Use HTML Path or Use Text Path check box should be selected if you would like to have the body of the e-mail come from a specific file. The following field should contain the pathname to your file.
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The Body is where you can put free-form text (if the Text Default Format was selected) or HTML Code (if the HTML Default Format was selected). The Body area will be grayed out if you select the check box for Use HTML Path or Use Text Path.
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The Add Email to Log Check Box can be selected to have the e-mail added to the specific customer or vendor log. You must select this Customer or Vendor from the address list in Financial Accounting by clicking on the To... If you just type an e-mail address in the To... field, it will not be added to the customer contact log.

tc "Custom Setup"

xe "Custom Setup"Custom Setup

In the Custom Setup form you can adjust many of the default form setting through out Financial Accounting to better suit your needs.  For example you can set the tab stop for several of the fields in the Sales Transactions, Purchase Transactions, Customers, Vendors and Employee forms.

Sales Tab
This tab lists various settings that will affect the Sales forms.

Custom Field Names
The Custom Field Names area allows you to change the default label names for the Ship Via, Terms and Salesperson fields on these forms.  Whatever name or reference you type in will show up on the Sales and Service Transaction forms.

Custom Tab Stop
The Custom Tab Stop area allows you to choose where your cursor will stop when you are tabbing through any of the sales or service transaction forms.  By de-selecting the boxes that are checked you will prevent you cursor from entering in that field when you are using the TAB or ENTER keys to move from field to field.
Purchases Tab
This tab lists various settings that will affect the Purchase Transaction forms.
Custom Field Names
The Custom Field Names area allows you to change the default label names for the Ship Via, Terms and Salesperson fields on these forms.  Whatever name or reference you type in will show up on the Purchase Transaction forms.
Custom Tab Stop
The Custom Tab Stop area allows you to choose where your cursor will stop when you are tabbing through any of the purchase transaction forms.  By de-selecting the boxes that are checked you will prevent you cursor from entering in that field when you are using the TAB or ENTER keys to move from field to field.
Customers Tab
This tab lists various settings that will affect the Customer form.
Custom Tab Stop
The Custom Tab Stop area allows you to choose where your cursor will stop when you are tabbing through any of the customer forms.  By de-selecting the boxes that are checked you will prevent you cursor from entering in that field when you are using the TAB or ENTER keys to move from field to field.
Vendors Tab
This tab lists various settings that will affect the Vendor form.
Custom Tab Stop
The Custom Tab Stop area allows you to choose where your cursor will stop when you are tabbing through any of the vendor forms.  By de-selecting the boxes that are checked you will prevent you cursor from entering in that field when you are using the TAB or ENTER keys to move from field to field.
Employees Tab
This tab lists various settings that will affect the Employee form.

Custom Tab Stop
The Custom Tab Stop area allows you to choose where your cursor will stop when you are tabbing through any of the employee forms.  By de-selecting the boxes that are checked you will prevent you cursor from entering in that field when you are using the TAB or ENTER keys to move from field to field.
Inventory Tab
This tab lists various settings that will affect the Inventory form.
Custom Tab Stop
The Custom Tab Stop area allows you to choose where your cursor will stop when you are tabbing through any of the inventory forms.  By de-selecting the boxes that are checked you will prevent you cursor from entering in that field when you are using the TAB or ENTER keys to move from field to field.
tc "Reminder List"

xe "Reminder List"Reminder List

Displays a detailed list of items that need to be completed.  Some of these items may include the number of Unposted transactions, Inventory that needs to be reordered or unbalances in your General Ledger.  You can choose to have this form open every time you run Financial Accounting by changing the settings in the User Preferences form or by enabling the Show Reminder List on startup at the bottom of this form.  This is a handy way of making sure all your transactions have been posted before you close a period or fiscal year.

tc "Security"

xe "Security"Security

This form is the control center for the security of Financial Accounting.  It is here that you establish the users, their password the permissions and settings.  Each area is described in greater detail below and grouped by their tab names.

User Tab
This tab displays the User Names, Passwords and type of user in Financial Accounting.  To add Users in the list click the 'add' button on the lower right side of this form.  Click the 'Edit' button to edit existing users.  Financial Accounting Tip:  The Administrator Type is the only User who can modify other Users.  
Action Buttons
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Ok  - To save and close the security form, simply click the Ok button.  When exiting this form, Financial Accounting will remind you that it is a good idea to password protect the security form.
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Cancel  - To exit and close the security form, simply click the Cancel button.  None of your changes will be saved upon clicking Cancel.
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add  - To add new users click the New button.  See:  Adding Users
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Edit Users  - To edit users click the Edit button.  See:  Edit Users
Menu Permissions
The Menu Permissions form allows you to give or deny permission for users to specific menu items.  You will see that this is broken down by module and will be displayed accordingly.  This is a very powerful feature, because you can establish specific permissions for each and every user.  By default all users are granted permission to the Menu items.

The Menu items are grouped according to module as listed on the Main Menu.  You can view each module by selecting it from the drop down menu labeled Module.  It is important to make sure you have selected the appropriate user that you are looking to establish the Menu permissions for.

Action Buttons
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Ok  - To save and close the security form, simply click the Ok button.  When exiting this form, Financial Accounting will remind you that it is a good idea to password protect the security form.
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Cancel  - To exit and close the security form, simply click the Cancel button.  None of your changes will be saved upon clicking Cancel.
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Show All  - By selecting the Show All button, the Menu Permissions tab will now display all the Menu descriptions.  You will need to scroll down to see all the descriptions.  
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Copy Permissions  - This will allow you to speed up the process of assigning permissions.  By clicking this button you will bring up the Copy User Permissions form.

Report Permissions
The Report Permissions form allows you to give or deny permission for users to specific reports.  You will see that this is broken down by module and will be displayed accordingly.  This is a very powerful feature, because you can establish specific permissions for each and every user.  By default all users are granted permission to all of the reports.

The Reports are grouped according to module as listed on the Main Menu.  You can view each module by selecting it from the drop down menu labeled Module.  It is important to make sure you have selected the appropriate user that you are looking to establish Report permissions for.

Action Buttons
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Ok  - To save and close the security form, simply click the Ok button.  When exiting this form, Financial Accounting will remind you that it is a good idea to password protect the security form.
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Cancel  - To exit and close the security form, simply click the Cancel button.  None of your changes will be saved upon clicking Cancel.
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Show All  - By selecting the Show All button, the Report Permissions tab will now display all the Report descriptions.  You will need to scroll down to see all the descriptions.  
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Copy Permissions  - This will allow you to speed up the process of assigning permissions.  By clicking this button you will bring up the Copy Report Permissions form.

Settings
The Settings tab allows for global security options which will require, when selected, a password each time the specified action is attempted.
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Password Protect all Delete buttons  - When you enable this check box, every Delete button in Financial Accounting will require a password to work.  There will be a default password of '123' assigned to the Password Protect all Delete buttons item when you first enable it.  Click the little view button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect all Delete buttons option.
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Password Protect all Post buttons  - When you enable this check box, every Post button in Financial Accounting will require a password to work.  There will be a default password of '123' assigned to the Password Protect all Post buttons item when you first enable it.  Click the little view button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect all Post buttons option.
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Password Protect all Unpost buttons  - When you enable this check box, every Unpost button in Financial Accounting will require a password to work.  There will be a default password of '123' assigned to the Password Protect all Unpost buttons item when you first enable it.  Click the little magnifying glass button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect all Unpost buttons option.
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Password Protect the Company Preferences form  - When you enable this check box, the Company Preferences form will require a password to open.  This is important to do if you do not want any other users changing settings in the Company Preferences form.  There will be a default password of '123' assigned to this security item when you first enable it.  Click the little magnifying glass button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect the Company Preferences form option.
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Password Protect the Security form  - When you enable this check box, the Security form will require a password to open.  This is important to do if you do not want any other users changing settings in the Security form.  There will be a default password of '123' assigned to the Password Protect the Security form item when you first enable it.  Click the little magnifying glass button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect the Security form option.
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Password Protect Customer Credit Holds  - When you enable this check box, the Credit Hold field is enabled in the customer form for a particular customer.  This will require you to enter a password for that customer to create any add sales or service transactions.  This is important if you want to be able to prevent your employees from entering transactions for customers that are on a Credit Hold or above their assigned Credit Limit.  You will also be required to enter the assigned password to disable the Credit Hold check box field or change the Credit Limit amount field for that customer in the customer form.  Also any add customers created while the Password Protect Customer Credit Holds is enabled will automatically enable the Credit Hold check box field for that customer.  This will force a supervisor or administrator to have to approve all add customers being entered into the system.  There will be a default password of '123' assigned to the Password Protect Customer Credit Holds item when you first enable it.  Click the little magnifying glass button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect Customer Credit Holds option.


[image: image2220.png]



Password Protect Customer Sales Price  - When you enable this check box, Financial Accounting will require a password to edit, or change the Customer Sales price.  There will be a default password of '123' assigned to the Password Protect Customer Sales Price item when you first enable it.  Click the little view button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect Customer Sales Price option.

Security Settings for the Program
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Password Protect loading Financial Accounting  - If you enable this check box then every time you load Financial Accounting you will be required to enter the assigned password.  There will be a default password of '123' assigned to the Password Protect loading Financial Accounting item when you first enable it.  Click the little magnifying glass button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect loading Financial Accounting option.
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Password Protect Exiting Financial Accounting  - When you enable this check box, you will be required to enter the assigned password every time you try to exit Financial Accounting.  There will be a default password of '123' assigned to the Password Protect Exiting Financial Accounting item when you first enable it.  Click the little magnifying glass button next to this field to open the Change Password form where you can change the current password for this item to something different.  You will need to enter the assigned password to turn off the Password Protect Exiting Financial Accounting option.

tc "Password"

xe "Password"Password

The Password form is used to secure sections of Financial Accounting.  When this form opens you must enter the appropriate password in order to continue.  As you type your password you will notice that only asterisks or stars appear for everything you type.  This is another security feature so that nobody can see what your password is as you are entering it.  This feature is activated by changing settings in the Security form.

tc "Change Password"

xe "Adding an Inventory Transfer"

xe "Change Password"Change Password

The Change Password form is used to change assigned passwords setup in the security form for the various security settings.  You will have to first enter your original password in the Old Password field before you can change the password.  Once you enter the your old password, enter the add password you wish to use in the add Password field and then again in the Verify Password field.  Click the Ok button to save the password change.  If you made a mistake entering the Old Password or the Verify Password field the password will not be changed and a message box will alert you to the problem.  

Financial Accounting Tip: Passwords are case sensitive so be careful when entering them.
tc "Users"

xe "Users"Users

You can add an unlimited number of Users in Financial Accounting.  Each can be entered with a different User Name, Password, Type, Level and Expiration Date.  Financial Accounting requires you to login each time you start the program using a user name and password.  By using this form, you can enter Users along with Passwords and security levels in the fields.

Adding add Users
1.
Click the New button to enter a new user.  This will move you to a new line and your cursor will be flashing in the User Name field.


2.
Enter a User Name up to 25 characters in length.  The user name you enter is not case sensitive.

3.
Next, enter a Password up to 15 characters in length.  The password you enter is not case sensitive.

4.
Next, re-enter the password in the Verify Password field.


5.
The User Type field can be set to either Administrator or User.  The Administrator type automatically has the highest level of security with no restrictions.  Normally there should only be one Administrator type and the rest Users.  When you select a user type of Administrator, the Level will automatically be set to 1.  Keep in mind that you will not be able to modify any settings in the Security form if you are not logged in as an Administrator user type.


5.
Enter the Level you want to assign to the user name.  All the Levels and their meanings are listed below.  




Administrator Levels
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Level 1 - Edit Users and No Data Restrictions



User Levels
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Level 2 - No Restrictions
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Level 3 - Edit Only (Can't add new Records)
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Level 4 - add new Records Only (No Edits)
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Level 5 - Read Only (Can't add Edit or Delete Records)


6.
Setting an Expiration Date can be useful if you only want a user to be setup for a temporary period of time.  If you want the User to be active forever then set the expire date to a very high date like 01/01/2100.  If the date you Create New Becomes older or is older than the systems date then that user will no longer be active and will loose the ability to login or use the program under that user name.  You can use the little calendar button to the right of this field to graphically enter an expiration date.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow a new user to be added.
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The Delete button will delete the selected time off group.  See: Deleting Users
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The Close button will close and save the Users form.  See: Closing Forms
tc "Deleting Users"

xe "Deleting Users"Delete Users
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  When you click the Delete button on the Users form, you will get a message warning you that you are about to delete the selected User.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that contact log again.  

tc "Menu Permissions"

xe "Menu Permissions"Menu Permissions

In the Menu Permissions form you have the ability to enable, or deny a user permission to any specific Main Menu Item.  The first drop down menu item enables you to select menu items by the Module description.  Next select the user that you want enable, or deny permissions for.  

tc "Copy User Permissions"

xe "Copy User Permissions"Copy User Permissions

This form will allow you to speed up the process of setting up User Permissions by allowing you to copy user permissions from a previously set up user.  Very simply select the user you wish to copy the permissions from and enter that user in the "Copy Permissions from User" field.  Then, by using the pull down menu, select the user you wish to assign the permissions to.  Once these fields are filled in and verified, then process, by clicking on the Copy button.

tc "Report Permissions"

xe "Report Permissions"Report Permissions

In the Report Permissions form you have the ability to enable, or deny a user permission to any specific Report Menu Item.  The first drop down menu item enables you to select report items by the report description.  Next select the user that you want enable, or deny permissions for. 

tc "Copy Report Permissions"

xe "Copy Report Permissions"Copy Report Permissions

This form will allow you to speed up the process of setting up Report Permissions by allowing you to copy report permissions from a previously set up user.  Very simply select the user you wish to copy the permissions from and enter that user in the "Copy Permissions from User" field.  Then, by using the pull down menu, select the user you wish to assign the permissions to.  Once these fields are filled in and verified, then process, by clicking on the Copy button.

tc "Setup Checklist"

xe "Setup Checklist"Setup Checklist

This form is used to help you setup your company when you create a new data file.  It lists all the vital information that should be entered with a quick and easy way of getting to all of the areas.  When you create a new data file by clicking on the New button in the Main Menu the Setup Checklist form will open automatically.  You can click on the little square gray buttons to the left of each checklist item, which will open the selected form where you can enter any necessary data.  Once you have completed entering any data to the selected form click it's Close button and you will be returned back to the Setup Checklist form where you will notice that the word "No" will change to "Yes" in the Done column.

If you do not finish completing all the checklist items in this form you can always come back to it later and finished where you left off.  Some of the checklist items in this form may not be necessary to complete, but it is strongly recommended that you at least review all the checklist items and their associated forms to make sure.  If nothing else, it will help familiarize yourself with the program and it's capabilities.

tc "Terms"

xe "Terms"Terms

In the Terms form you setup a list of your payment terms for customers and vendors.  Terms are the method for payment that you can assign to each of your customers or the terms given to you by your vendors.  There is a set of default terms already listed when you first create a new data file such as "Check" and "Visa".  You can enter as many Terms as your company may use in this form by clicking the New button.  The Terms are very important when it comes to the Receivables and Payables forms.  If you setup a Term to give discounts or charge interest then the date that the invoices are paid will determine if there will be discounts or interest charged on those invoices.
Field Descriptions
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The Terms field is a description name field used to describe the type of term.  An example might be "COD", "2% 10 Net 30" or "Company Check".
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The Discount Days field is used to enter the number of days given to receive a discount for paying an invoice early in the Receivables or Payables forms.
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In the Discount for early payment field you enter the actual discount percent given if the payment is made within the number of Discount Days.  If you want your customer to get a 2% discount for paying within the Discount Days field then enter 2 in this field.
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The Balance Due Days field is the where you enter the number of days that the payment must be received before it is considered late.
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Enter a yearly percent in the APR for late payment field if you want to charge a late fee when the payment is not received within the Balance Due Days field.  If you want to charge 2% each month on late charges then make sure you enter the yearly equivalent (APR) of 24% in this field.  Financial Accounting will charge interest based on each month the customer is late when entering Receivables.
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The Sort field provides you with a way of sorting the way the Terms are displayed in this form and the Terms combo boxes throughout the program.  You can also click the right mouse button in any of the columns to sort the Terms in a different order.
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Check the Show on B2C Web to enable the specific terms on the B2C Web site.
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Check the Show on B2B Web to enable the specific terms on the B2B Web site.

tc "Zip Codes"

xe "Zip Codes"Zip Codes

This form stores a unique list of zip codes as they are added from several forms in the program.  This form acts as a time saver and insures consistency throughout the program.  You only need to enter a Zip code, City, State, County and Country one time and the information will be automatically filled in for you the next time you enter the zip code on a form that requires that data.  The Zip Code form also allows you to review a list of existing Zip Code information that you have entered or add new zip codes.

You can add new zip codes, real time, from inside any form that uses the zip code.  In the zip code form for instance there is a zip code combo box that displays all the existing zip codes entered in the zip code form.  If the zip code you want is not in the list just enter the zip code and press the Enter key to have the Financial Accounting open the Zip Code add form where you can add it.

You can Search for a specific zip code by clicking on the Search button.  If you want to change the sort order of any of the columns click in the column using the Right Mouse Button and select how you want the data sorted.

WOF softwaresells a zip code database for the United States that contains over 46,000 unique zip codes with the city, state, county and country information already entered.  This can save you a lot of time entering zip code data for all your records.  Contact the sales department at WOF softwarefor further details if you are interested.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new zip code to be added.  See: adding Zip Codes
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The Delete button will delete the selected zip codes.  See: Deleting Zip Codes
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The Find button will enable you to Find zip codes.  See: Find.
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The Close button will close and save the zip code form.  See: Closing Forms
tc "Zip Code Add"

xe "Zip Code Add"Zip Code add

The Zip Code add form is used to enter new zip codes to the Zip Code form.  This form opens anytime you try to enter a zip code in a zip code combo box field and it does not exist.  A message box will appear asking if you wish to add the add zip code and if you choose to add it then the Zip Code add form will open.

WOF softwaresells a zip code database for the United States that contains over 46,000 unique zip codes with the city, state, county and country information already entered.  This can save you a lot of time entering zip code data for all your records.  Contact the sales department at WOF softwarefor further details if you are interested.

Fields
1.
The Zip Code field will already be filled in with the zip code you entered from a zip code combo box.  The cursor will be flashing in the City field.


2.
Enter the City for the selected zip code.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


3.
Next enter the State, County and Country fields.  When you press the TAB or ENTER key from the country field the Ok button will become enabled.  Press the ENTER key and the Zip Code add form will close and fill in all city, state, county and country fields on the form you originally entered the zip code in.  You could also click on the Ok button to close the form.
tc "Searching Zip Codes"

xe "Searching Zip Codes"Searching Zip Codes
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Deleting Zip Codes"

xe "Deleting Zip Codes"Deleting Zip Codes
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  When you click the Delete button on the Zip Codes form, you will get a message warning you that you are about to delete the selected zip code.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that zip code again.

The Delete button can be password protected so that other users can't delete any of the zip code records.  You can assign a password to the delete buttons in the Security form.

tc "Searching Company Schedules"

xe "Adding an Inventory Transfer"

xe "Searching Company Schedules"Searching Company Schedules
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Schedule Activities"

xe "Schedule Activities"Schedule Activities

The Schedule Activity form is used from the Day Planner to schedule a Call, Meeting, or a To Do.  You can get to this form from the Day Planner itself, or from any of the Schedule buttons throughout the program.  This form is the heart of the Day Planner, because it allows you to schedule and alarm your activities to be followed up on at a later date.  Not only is the Schedule Activity form used to enter the activity in the first place, the form is used after you are notified that it’s time for the activity to take place.  There you can review notes, take care of the Activity and then Complete the Activity.

General Tab
On the General Tab you set the criteria for the activity you need to schedule.  From the general tab you have the ability to set the day and time the activity needs to happen, as well as place a description, set an alarm and also highlight whom it is scheduled for and by whom it was scheduled.

To Schedule an Activity:
1. First select from the Activity Type drop down box if it is a Call, Meeting, or a To Do.

2. Select the Date the activity needs to be scheduled for.  The drop down arrow will bring down a calendar to quickly and graphically assist you in selecting the date.

3. Enter the Start Time of the activity.  The Start Time filed is actually broken down into three parts.  By using your mouse you can click on the Hours, Minutes and AM or PM.  From there you can simply type the Hour, Minute and AM or PM for the start time of the activity or you can use the up and down arrows to navigate to the correct time.

4. Enter the End Time of the activity.  The End Time filed is also broken down into three parts.  By using your mouse you can click on the Hours, Minutes and AM or PM.  From there you can simply type the Hour, Minute and AM or PM for the end time of the activity or you can use the up and down arrows to navigate to the correct time.

5. Check the box labeled All Day Event if you want your activity to be labeled at the top of the Day Planner calendar for that particular day, signaling that you have an all day event.

6. Fill in a brief description for your activity.

7. Prioritize your activity by selecting from the Priority Drop down box if it is Low, Medium, or High priority.

8. Check the Alarm box if you want a message to open while you are running Financial Accounting signaling to you that an activity has been scheduled.

9. You can set the alarm to notify you anywhere from 1 to 9999 minutes before the activity is scheduled to start.

10. Next, you have the ability to categorize the call, meeting, or to do.  From the drop down arrow, select what Category you would like to place for this activity.

11. The Contact Name field can either be a text field to type the name of the contact, or by using the drop down arrow you will find a list of all the contacts in your Financial Accounting data file.  If you select a name from the drop down list, you will see that the Company Name, Contact Type and Contact ID are all automatically populated for you and are un-editable.

12. The Scheduled For field is to designate which user in the data file the appointment is scheduled for.

13. The Scheduled By field is used to identify which user actually scheduled this activity.

Notes Tab
The Notes Tab allows you ample opportunity to record any comments, details or notes on the upcoming activity.  Since you are brought to the Schedule Activity form after being notified of the activity that was scheduled, you will be able to review any notes prior to, during and after the activity has taken place.

Complete Tab
The Complete Activity Tab allows you to flag an activity as accomplished or completed and the date for which that occurred.  This mark’s the activity as completed in the Day Planner.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Save button will save the activity and schedule it.  
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The Delete button will delete the activity in progress.  See:  Deleting Scheduled Activities 
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The Cancel button will cancel the activity in progress and close the form.  See:  Closing Forms

tc "Deleting Schedule Activities"

xe "Deleting Schedule Activities"Deleting Schedule Activities
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  When you click the Delete button on the Schedule Activities form, you will get a message warning you that you are about to delete the selected schedule activity.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the schedule activity records.  You can assign a password to the delete buttons in the Security form.

tc "Company Notes"

xe "Company Notes"Company Notes

In the Company Notes form you can store any notes for your company.  You can choose to use this form for anything you wish.  It is setup as a Memo field and can hold an unlimited amount text.  Some companies choose to use this form to log different events or company history that have happened within the company.  The only place this form can be view is from the Company Setup form.

You can use the record navigation buttons at the bottom of the form to navigate through all the notes that have been created.

tc "Symbols"

xe "Symbols"Symbols

The symbols form will display a list of all the available symbols you can use in the Symbol combo box on the Currency Exchange Rate form.  If you need a special character click the little button to the left of the symbol field.  This will open the Windows Character Map form (provided you have it loaded in Windows on the computer you are running).  In the Character Map form select the symbol you want to use by clicking the select button and then the copy button.  Next close the form and paste the symbol into the symbol field by pressing Ctrl+V.  

Click the New button to add another symbol or click the Delete button to delete a symbol.  Click the Close button to save the symbol and close the form.

tc "Process Recurring Transactions"

xe "Process Recurring Transactions"Process Recurring Transactions
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  When you click the Process button, Financial Accounting will process/create all the selected Transactions for the Transaction Type you are currently viewing.  The Reminder List will display all the transaction that are due to be processed based on the frequency and date.  To manually select a transaction to be processed simply click the Process check box next to the transaction you want to process.  

You can use a KANBAN Bar Coding system to help automate the transactions you want to process as well.  This can be done by selecting the Transaction Type and moving the cursor to the Transaction Number field on the Recurring Transaction form.  Using a Bar Coder simply scan the Transaction Number into that field and if there is a matching transaction number in the list it will automatically be selected for processing.

tc "Recurring Transaction Detail"

xe "Recurring Transaction Detail"Recurring Transaction Detail

The Recurring Transaction Detail form is used to add or edit transactions in the Recurring Transaction form.  You can select a Transaction Type and Transaction Number that you want to have recur.  Then you can choose the frequency at which it recurs.

This form can be used to add or edit records in the Recurring Transaction Detail form.  To add new Recurring Transaction simply click the New button at the bottom of this form.  If you need to edit existing records, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new Recurring Transactions, see: Adding Recurring Transactions.

The record navigation buttons at the bottom of the form are used to move from one record to another.  It also displays how many records are in the Recurring Transaction form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may also use the Find button to find a specific record.

You can choose the sort order of the form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new recurring transaction to be added.  See: Adding Recurring Transactions
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The Delete button will delete the selected recurring transaction detail.  See: Deleting Recurring Transaction Details
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The Find button will enable you to Find recurring transaction detail.  See: Find.
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The History button will show all the recurring transactions History.  See: Recurring Transaction History

[image: image2264.png]



The Close button will close the recurring transaction detail form.  See: Closing Forms
tc "Adding Recurring Transactions"

xe "Adding Recurring Transactions"Adding Recurring Transactions
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  The following steps will explain in detail how to add a new Recurring Transaction...

1.
From the Main Menu, click on Banking, then Recurring Transactions.  This will open the Recurring Transaction form where you may then click the New button to open the Recurring Transaction Detail form.  Then, click the New button in the Recurring Transaction Detail form to add the new Recurring Transaction.  The cursor will be flashing at the top of the form in the Transaction Type field.

2.
In the Transaction Type field you can select from several different types of transactions.  These include Invoices, Customer Prepayments, Bills, General Journals, Write Checks, Withdrawals, Deposits and Credit Card Charges.

3.
The Transaction Number combo box will list all the available transactions for the selected transaction type selected.  Select the transaction number you wish to have recur.

4.
The Group combo box will list all the available groups for the selected transaction type.  Select the group you wish to have recur.

5.
The Customer ID field will reference which customer the recurring transaction is pertaining to.


6.
The Frequency combo box will default to Monthly.  This can be changed to Daily, Weekly, Biweekly, Semi-Monthly, Monthly, Bimonthly, Quarterly, Semi-Annually or Annually.  This will be used to set how often a transaction recurs.  When you choose a frequency the Reminder List form will check to see if any recurring transactions are due and display them.  


Frequency Occurrences

Daily = 365


Weekly = 52


Biweekly = 26


Semi-Monthly = 24


Monthly = 12


Bimonthly = 6


Quarterly = 4


Semi-Annually = 2


Annually = 1

7.
The Reference field is used to enter any reference you want to make to the Recurring transaction.  This field is optional and is not required.


8.
The Last Process date field will automatically be filled in with todays date.  Every time you process the selected transaction the Last Process date will be updated with that date.


9.
The Next Process date field will automatically be filled based on the Frequency entered.  This can be changed to whatever date you want the transaction to recur again.

10.
The Active Check box field will automatically be enabled.  This can be used to enable or disable a transaction from recurring.

tc "Deleting Recurring Transactions"

xe "Deleting Recurring Transactions"Deleting Recurring Transactions
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  When you click the Delete button on the Recurring Transaction Detail form, you will get a message warning you that you are about to delete the selected recurring transaction.  You have the option at this point to cancel or go ahead and delete the selected recurring transaction.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the recurring transaction records.  You can assign a password to the delete buttons in the Security form.

tc "Searching Recurring Transactions"

xe "Searching Recurring Transactions"Searching Recurring Transactions
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Recurring Transaction History"

xe "Process Transaction History"Recurring Transaction History

You can view the recurring transaction history from the Recurring Transaction form or the Recurring Transaction Detail form by clicking the History button at the bottom of the form.  The Recurring Transaction History displays a single line item list of all the recurring transactions that have been processed.  

All the fields in the recurring transaction history list are read only but you can click the right mouse button to sort any field in a different order.

tc "Recurring Transaction Print"

xe "Recurring Transaction Print"Recurring Transaction Print

You can view the recurring transaction print from the Recurring Transaction form by clicking the Print button at the bottom of the form.  The Recurring Transaction Print displays a single line item list of all the recurring transactions that have been processed.  

All the fields in the recurring transaction print list are read only but you can click the right mouse button to sort any field in a different order.  Click the Print check box for each of the transactions you want to print or use the Select All or Clear All buttons at the bottom of the form.

tc "Batch Post Bank Transactions"

xe "Batch Post Bank Transactions"Batch Post Bank Transactions

Financial Accounting can Batch Post some or all Unposted transactions.  This can be a helpful feature if you want to enter a quantity of banking transactions (such as Withdrawals, Write Checks) without Posting them.  In the Batch Posting form, set the criteria of what you want to Post and Financial Accounting will automatically Post all the selected unposted transactions.  Batch Posting is the same as manually Posting a transaction in the form it was created, except that you are Posting multiple transactions at a time.

Batch Posting transactions
First select what transaction type you want to batch post in the Batch Post combo box.  Then, in the Post Criteria section, choose what transactions you want to post.  You can choose to post All Write Checks, By Date, or by Checkbook ID.  If you select by date, you will notice the Dates to Post section will allow you to enter a start (From) and finish (To) date.  In this scenario, all transactions will be posted within that date range.  You can use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

If you choose to post by Checkbook ID, the "Dates to Post" section will change to "ID's to Post", for example, where you can enter a range of Checkbook IDs to post.  Next, click the Post button to start posting the transactions.  A small dialog box will appear showing you how many transactions will be posted.  This may take some time depending on how many transactions need to be posted.

After batch posting has been completed, you will receive a message confirming the records were posted.  Some transactions may not get posted for a number of reasons.  These reasons are listed below.
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A transaction has a date prior to the date set in the Close Periods up to and Including: field of the Accounting Periods form.  See: Accounting Periods
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There was not enough Inventory in stock to fill an invoice, which would cause a back order.
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There was an out of balance error where the transaction would cause the General Ledger to become out of balance.


Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Post button will start batch posting the selected transactions.
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The History button will open the batch posting history form.  See: Batch Posting History
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The Close button will close and save the batch posting form.  See: Closing Forms


tc "Batch Post Inventory Transactions"

xe "Batch Post Inventory Transactions"Batch Post Inventory Transactions

Financial Accounting can Batch Post some or all Unposted transactions.  This can be a helpful feature if you want to enter a quantity of Invoices without Posting them.  In the Batch Posting form, set the criteria of what you want to Post and Financial Accounting will automatically Post all the selected unposted transactions.  Batch Posting is the same as manually Posting a transaction in the form it was created, except that you are Posting multiple transactions at a time.

Batch Posting transactions
First select what transaction type you want to batch post in the Batch Post combo box.  Then, in the Post Criteria section, choose what transactions you want to post.  You can choose to post All Invoices, By Date, or by Adjustment Id.  If you select by date, you will notice the Dates to Post section will allow you to enter a start and finish date.  In this scenario, all transactions will be posted within that date range.  You can use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

If you choose to post by Transaction ID, the "Dates to Post" section will change to "ID's to Post", where you can enter a range of adjustments, or assemblies to post.  Next, click the Post button to start posting the transactions.  A small dialog box will appear showing you how many transactions will be posted.  This may take some time depending on how many transactions need to be posted.

After batch posting has been completed, you will receive a message confirming the records were posted.  Some transactions may not get posted for a number of reasons.  These reasons are listed below.
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A transaction has a date prior to the date set in the Close Periods up to and Including: field of the Accounting Periods form.  See: Accounting Periods
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There was not enough Inventory in stock to fill an invoice, which would cause a back order.
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There was an out of balance error where the transaction would cause the General Ledger to become out of balance.


Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Post button will start batch posting the selected transactions.
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The History button will open the batch posting history form.  See: Batch Posting History
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The Close button will close and save the batch posting form.  See: Closing Forms


tc "Batch Post Journal Transactions"

xe "Batch Post Journal Transactions"Batch Post Journal Transactions

Financial Accounting can Batch Post some or all Unposted transactions.  This can be a helpful feature if you want to enter a quantity of Invoices without Posting them.  In the Batch Posting form, set the criteria of what you want to Post and Financial Accounting will automatically Post all the selected unposted transactions.  Batch Posting is the same as manually Posting a transaction in the form it was created, except that you are Posting multiple transactions at a time.

Batch Posting transactions
First select what transaction type you want to batch post in the Batch Post combo box.  Then, in the Post Criteria section, choose what transactions you want to post.  You can choose to post All Invoices, By Date, or by Journal ID.  If you select by date, you will notice the Dates to Post section will allow you to enter a start and finish date.  In this scenario, all transactions will be posted within that date range.  You can use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

If you choose to post by Journal ID, the "Dates to Post" section will change to "ID's to Post", where you can enter a range of Journal transactions to post.  Next, click the Post button to start posting the transactions.  A small dialog box will appear showing you how many transactions will be posted.  This may take some time depending on how many transactions need to be posted.

After batch posting has been completed, you will receive a message confirming the records were posted.  Some transactions may not get posted for a number of reasons.  These reasons are listed below.
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A transaction has a date prior to the date set in the Close Periods up to and Including: field of the Accounting Periods form.  See: Accounting Periods
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There was not enough Inventory in stock to fill an invoice, which would cause a back order.
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There was an out of balance error where the transaction would cause the General Ledger to become out of balance.


Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Post button will start batch posting the selected transactions.
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The History button will open the batch posting history form.  See: Batch Posting History
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The Close button will close and save the batch posting form.  See: Closing Forms


tc "Batch Post Purchase Transactions"

xe "Batch Post Purchase Transactions"Batch Post Purchase Transactions

Financial Accounting can Batch Post some or all Unposted transactions.  This can be a helpful feature if you want to enter a quantity of Invoices without Posting them.  In the Batch Posting form, set the criteria of what you want to Post and Financial Accounting will automatically Post all the selected unposted transactions.  Batch Posting is the same as manually Posting a transaction in the form it was created, except that you are Posting multiple transactions at a time.

Batch Posting transactions
First select what transaction type you want to batch post in the Batch Post combo box.  Then, in the Post Criteria section, choose what transactions you want to post.  You can choose to post All Invoices, By Date, or by Bill Number.  If you select by date, you will notice the Dates to Post section will allow you to enter a start and finish date.  In this scenario, all transactions will be posted within that date range.  You can use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

If you choose to post by Bill Number, the "Dates to Post" section will change to "ID's to Post", where you can enter a range of Bills to post.  Next, click the Post button to start posting the transactions.  A small dialog box will appear showing you how many transactions will be posted.  This may take some time depending on how many transactions need to be posted.

After batch posting has been completed, you will receive a message confirming the records were posted.  Some transactions may not get posted for a number of reasons.  These reasons are listed below.
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A transaction has a date prior to the date set in the Close Periods up to and Including: field of the Accounting Periods form.  See: Accounting Periods
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There was not enough Inventory in stock to fill an invoice, which would cause a back order.
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There was an out of balance error where the transaction would cause the General Ledger to become out of balance.


Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Post button will start batch posting the selected transactions.
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The History button will open the batch posting history form.  See: Batch Posting History
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The Close button will close and save the batch posting form.  See: Closing Forms


tc "Batch Post Sales Transactions"

xe "Batch Post Sales Transactions"Batch Post Sales Transactions

Financial Accounting can Batch Post some or all Unposted transactions.  This can be a helpful feature if you want to enter a quantity of Invoices without Posting them.  In the Batch Posting form, set the criteria of what you want to Post and Financial Accounting will automatically Post all the selected unposted transactions.  Batch Posting is the same as manually Posting a transaction in the form it was created, except that you are Posting multiple transactions at a time.

Batch Posting transactions
First select what transaction type you want to batch post in the Batch Post combo box.  Then, in the Post Criteria section, choose what transactions you want to post.  You can choose to post All Invoices, By Date, or by Invoice Number.  If you select by date, you will notice the Dates to Post section will allow you to enter a start and finish date.  In this scenario, all transactions will be posted within that date range.  You can use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

If you choose to post by Invoice Number, the "Dates to Post" section will change to "Invoices to Post", where you can enter a range of invoices to post.  Next, click the Post button to start posting the transactions.  A small dialog box will appear showing you how many transactions will be posted.  This may take some time depending on how many invoices need to be posted.

After batch posting has been completed, you will receive a message confirming the records were posted.  Some invoices may not get posted for a number of reasons.  These reasons are listed below.
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An Invoice has a date prior to the date set in the Close Periods up to and Including: field of the Accounting Periods form.  See: Accounting Periods
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There was not enough Inventory in stock to fill an invoice, which would cause a back order.
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There was an out of balance error where the transaction would cause the General Ledger to become out of balance.


Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Post button will start batch posting the selected transactions.
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The History button will open the batch posting history form.  See: Batch Posting History
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The Close button will close and save the batch posting form.  See: Closing Forms


tc "Batch Posting Inventory Items"

xe "Batch Posting Inventory Items"Batch Posting  Inventory Items

Financial Accounting can Batch Post some or all Unposted transactions.  This can be a helpful feature if you want to, for example, enter a quantity of Invoices without Posting them.  In the Batch Posting form, set the criteria of what you want to Post and Financial Accounting will automatically Post all the selected unposted transactions.  Batch Posting is the same as manually Posting a transaction in the form it was created, except that you are Posting multiple transactions at a time.

Batch Posting transactions
First select what transaction type you want to batch post in the Batch Post combo box.  Then, in the Post Criteria section, choose what transactions you want to post.  You can choose to post All Inventory Adjustments, By Date, or by Adjustment Id.  If you select by date, you will notice the Dates to Post section will allow you to enter a start (From) and finish (To) date.  In this scenario, all transactions will be posted within that date range.  You can use the little calendar button to open the miniature calendar to graphically enter a date.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.

If you choose to post by Adjustment ID, the "Dates to Post" section will change to "ID's to Post", where you can enter a range of adjustments, or assemblies to post.  Next, click the Post button to start posting the transactions.  A small dialog box will appear showing you how many transactions will be posted.  This may take some time depending on how many transactions need to be posted.

After batch posting has been completed, you will receive a message confirming the records were posted.  Some transactions may not get posted for a number of reasons.  These reasons are listed below.
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A transaction has a date prior to the date set in the Close Periods up to and Including: field of the Accounting Periods form.  See: Accounting Periods
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There was not enough Inventory in stock to fill an invoice, which would cause a back order.
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There was an out of balance error where the transaction would cause the General Ledger to become out of balance.


Action Buttons
Action buttons perform an action on the current record like searching or closing.
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The Post button will start batch posting the selected transactions.
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The History button will open the batch posting history form.  See: Batch Posting History
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The Close button will close and save the batch posting form.  See: Closing Forms


tc "Batch Posting History"

xe "Batch Posting History"Batch Posting History

You can view the batch posting history from the Batch Posting form by clicking the History button at the bottom of the form.  The Batch Posting History displays a single line item list of all the Batch Posted transactions that was posted in the past.  All the fields in the batch posting history list are read only but you can click the right mouse button to sort any field in a different order.

You can use the Transaction Type combo box at the top of this form to view the different transactions that have been batch posted.  Then you can select a Batch Post Number to view a specific batch posted transaction.

additionally, you may click on the little yellow folder button by each line item to be brought to the General Ledger Detail form which displays a list of related invoices in your General Ledger.  This gives you a quick way to view any details about related invoices in your general ledger. See: General Ledger Detail.

tc "Calculator"

xe "Calculator"Calculator

The calculator allows you to perform simple calculations just like a normal calculator.  You can either click the buttons on the calculator or use the numeric keypad on your keyboard to enter calculations.  The calculator is used as an alternative to a desktop calculator or the built in Windows calculator and is usually quicker to use.

tc "New Report"

xe "New Report"Add Report

This form will allow you to create your own custom report right from Financial Accounting.  You must be running a full copy of Microsoft Access and not a runtime version of Access in order to create add reports.  

Creating a new report
1.
First select a table or query you want to base the add report on from the Select a Table/Query combo box.


2.
Then click either the Report Wizard or Blank Report button.


3.
If you are not very experienced with creating reports then select Report Wizard.


4.
The Report Wizard speeds up the process of creating a report because it does all the basic work for you. When you use a Report Wizard, it prompts you for information and creates a report based on your answers.


5.
Even if you've created many reports, you may want to use a Report Wizard to quickly lay out your report.


6.
Then you can switch to Design view to customize it.


7.
To learn more about creating and designing reports consult the Microsoft Access help file or manual.

tc "Report Menu Sort Order"

xe "Adding an Inventory Transfer"

xe "Report Generator Sort Order"Report Menu Sort Order

In this form you will be able to move and sort reports in the Report Menu form.  This way you can move the reports you most frequently use to the top of the form making it quicker and easier to run them later.  

Rearranging Reports
1.
The Report Menu Text field is read only and highlighted in yellow.  This field displays all the names of the reports in the Report Menu.  


2.
The Group combo box will allow you to choose a group number from 1 to 8.  The groups reference the section buttons on the left side of the Report Menu.  When you change one of the assigned group numbers to a different group number that report will move from the original section button to the one you change it to.  


3.
The Sort column assigns a numerical sort order to each of the reports.  Number the reports you want displayed first with low numbers like 1,2,3,etc.  If you want a report sorted toward the bottom of each section assign it a high number like 40,50,100, etc.  You can use any numbering scheme you wish here but the program will always sort the column in ascending order.

tc "Report Settings"

xe "Report Settings"Report Settings

The Report Settings form is used to customize the selected report and and its criteria, which fills in those options in the Report Options form.  The first thing you should notice at the top of this form is that it is a two tabbed form.  This helps group the report settings information better showing you general information in the Settings tab and all criteria information in the Criteria tab.  It is like having two forms connected together for each report setting.

This form can be used to add or edit records in the report settings form.  To add new report settings, simply click the New button at the bottom of this form.  If you need to edit existing report settings, just select the record you want to edit and make any necessary changes to the fields for that record.  For complete details on all the field descriptions for this form and a step by step guide on how to enter new report settings, see Adding Report Settings.

The record navigation buttons at the bottom of the form are used to move from one report setting to another.  It also displays how many records are in the report setting form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.  You may use the Find button to find a specific record.

Form Buttons
Form buttons open another form that is related to the selected form. 
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The Preview Options button at the bottom of this form will open the Report Options form so you can see what the results of the Criteria tab will look like when the selected report is run.  See: Report Options

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new report setting to be added.  See: adding Report Settings
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The Delete button will delete the selected report settings.  See: Deleting Report Settings
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The Find button will enable you to Find report settings.  See: Find.
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The Close button will close and save the report setting form.  See: Closing Forms
tc "Adding Report Settings"

xe "Adding Report Settings"Adding Report Settings

The following steps will explain in detail how to add or edit a Report Setting...

1.
First open the Report Settings form from the Main Menu.  You could also open the Report Menu form from the Main Menu and click the Settings button to open the Report Settings form.


2.
You will be able to either add a new report setting or edit any of the existing report settings.


3.
Click the New button to clear the form so you can enter a new report setting.  The cursor will be flashing at the top of the form in the Report Menu Text field.  If you wish to edit an existing report setting just click on any of the fields you wish to edit and make your changes.


4.
Below are detailed descriptions for each field in the report settings form.

Settings Tab
The Settings Tab stores most of the basic settings for the selected report like the report name, query, sort order and description.

1.
The Report Menu Settings area is where you setup the basic report settings like the reports name, query and menu sorting.  In the Report Menu Text field you can enter a detailed name of the selected report to display in the Report Menu.

2.
The Report Name combo box will display the current report and list all existing reports to choose from.  The little magnifying glass button next to this field will open the selected report in design mode where you can make any changes you like to that report.


3.
The Report Query field will display the query or table that the report is based on.  You can click the little magnifying glass button next to this field to open that query or table in design mode if you wish to make any changes to it.


4.
The Report Type field will display either Original or User.  If it shows Original then it means that this is a report that ships with Financial Accounting.  If it shows User than it means that this is a report that you or someone else has created.  


5.
The Menu Group and Menu Sort will display how the report is sorted in the Report Menu.  You can click the little magnifying glass button next to the Menu Sort field to open the Report Menu Sort Order form where you can change the sort order of the selected report.


6.
The check box Use Report Menu Text for Title will take the text that is entered into the Report Menu Text field and print it at the top of the selected report.  If this check box is not checked then the report will use it's default name printed at the top of the report.


7.
The check box Alternate Gray Lines will add a gray background to every other line on the selected report.  This can make it much easier to read the reports.


8.
In the Sorting on Report Query area, the Sort Field is where you select the field you want the report sorted on.  You can change this field and use any field from the combo box you choose.  The Sort Order field can be use to assign either an "Ascending" or "Descending" sort order to the report based on the field chosen from the Sort Field. 


9.
The Report Description field is a large text box where you will see a detailed description of the selected report.  This description will also display on the Report Menu form for the selected report.

Criteria Tab
The Criteria Tab stores all the details for filtering the selected report.  There can be a total of 3 custom levels of field search criteria and 1 date range search criteria.

1.
The check box Use Report Option Form must be checked if you want to setup the report to be filtered.  If this field is checked then the Report Options form will load every time the selected report is run.  It will also enable all the rest of the Criteria Tab fields.  If this check box is not checked then the entire Criteria Tab will be disabled.


2.
The Custom 1, Custom 2 and Custom 3 field check boxes can be used for specifying up to three different levels of search criteria.  All three fields and rows work the same way.  In order to fill in any of the fields to the right of these check boxes the check box must be selected.


3.
The Label Name field is used to change the label caption on the Report Options form for the selected custom field.  This field normally defaults to Custom 1, 2 or 3 when first enabled.  


4.
The Combo Type field is used to change how the Combo Box works on the Report Options form.  You choose between "Table/Query" or "Value List".  


5.
The Table, Query, SQL or Value field is used to enter either a table, query, SQL statement or a typed in values.  What is entered in this field depends on what the Combo Type field value is.  If the "Combo Type" value is "Table/Query" then either a table, query or SQL statement should be entered here.  If the "Combo Type" field is "Value List" then a manually generated typed in list of options separated by commas for each add row would be enter here.  The magnifying glass button to the left of this field will open a design view for any queries or SQL statements entered in the field.


6.
The Columns field specifies how many columns will be displayed when one of the custom combo boxes are displayed on the Report Options form.


7.
The All check box determines if the custom criteria fields will be displayed all the time on the Report Options form even if the "All Records" check box is selected on the Report Options form.  This can be a handy way of forcing a certain criteria on a report no matter what is selected on the Report Options form.


8.
The Date Range check box will either enable or disable the Date Range criteria row.  Use this criteria for allowing the user to set a date range from and to a specific date.


9.
The Date Range combo box lists either "All" or "Select".  When set to "All" the rest of the Date Range row will be disabled and when the Report Options form is open the report will return all date ranges for that report.  If set to "Select" then the rest of the Date Range row will be enabled so that you can setup a default date range for the report.


10.
The Date Select combo box will display a list of preset date ranges like Month to date, Year to date, Last year, Today and so on.  You will notice the From and To dates will change to reflect what is selected in the "Date Select" field.


11.
The Show All Records check box will determine if the "All Records" or "Select Records" check box in the Report Criteria area of the Report Options form is defaulted to when the Report Options form is displayed for the selected report.


12.
The Report Criteria Settings area is where you setup all the fields and conditions for any of the selected custom criteria selected above.


13.
You will notice that the Custom 1 Criteria, Custom 2 Criteria, Custom 3 Criteria and Date Range Criteria rows will be enabled for each of the Custom 1, Custom 2, Custom 3 and Date Range rows that are enabled above.  These rows correspond directly to the related criteria rows above.  So if you enabled the Custom 1 row in the upper portion of the Criteria tab then the Custom 1 Criteria row will be enabled in the lower portion of the Criteria tab.


14.
The Field Name field is where you enter the field name you want searched or filtered.  The list in this combo box is based on the selected "Report Query" assigned in the Settings Tab area.


15.
The Condition combo box lists all the available criteria conditions like, equals, less than, greater than, does not equal and so on.  


16.
The Join combo box determines how multiple criteria is joined when filtering the selected report.  There are two choices "And" or "Or".  When you have two or more custom criteria specified then you can choose how they are joined.  If "And" is used then that will mean that the selected criteria AND the next criteria must find a match to show the results.  If "Or" is used then that will mean that the selected criteria OR the next criteria must find a match to show the results.


17.
The Field Type is just a reference to display what type the selected field is from the "Field Name" field.  This can may be text, yes/no, date, number and so on.

tc "Deleting Report Settings"

xe "Adding an Inventory Transfer"

xe "Deleting Report Settings"Deleting Report Settings
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  When you click the Delete button on the Report Settings form, you will get a message warning you that you are about to delete the selected report setting.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the report setting records.  You can assign a password to the delete buttons in the Security form.

tc "Searching Report Settings"

xe "Searching Report Settings"Searching Report Settings
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

tc "Report Criteria - General Tab"

xe "Report Options"Report Criteria - General Tab

The Report Criteria form is used to set a variety of criteria before running a report that you have selected.  There is a General Tab and an Advanced Tab.  Use only the General Tab if you want the report to run with no specific criteria, or want to select somewhat 'basic' Criteria like date range, single customer, vendor, employee or Item No, etc.  Click on the Advanced Tab and use the full power of Access to build and save specific criteria for that report.  In the General Tab you have the option to filter the report based on criteria you set like a name, account, date range and so on.  Each report is different and will display different options and criteria to choose from.  You also have the choice of how you want the report sorted.  You can choose from any field in the selected report and decide if it should be sorted ascending or descending.

There are two additional options, one of which is always available and that is the Print Preview the other is Alternate Gray.  Print Preview will run the report on your screen without sending it directly to your printer.  The Print Preview by default is always on so if you want to send the selected report right to your printer without viewing it first you must deselect this option.  The Alternate Gray option is available on most reports and will add a gray background to every other line in a report.  This can make it much easier to read the reports.

General Tab
Report Criteria
1.
In the Report Criteria area you will see a two check boxes All Records and Select Records.  Normally the All Records will automatically be selected for you when you enter to this form.  The All Records check box when selected will show you all possible records associated with the report you are running.

2.
If you select the Select Records check box you will be able to generate a report for a particular criteria you set.  You will notice that when you select Select Record that some or all of the combo boxes below in the Report Criteria area will become active.


3.
Read the labels to the left of each active combo box and then select a value from those combo boxes to filter the report.


4.
After you have entered all the criteria in the Report Criteria area move on to the Date Criteria area.


5.
Any of these setting can be customized by changing settings in the Report Settings form for the selected report in the Report Menu form.

Date Criteria
1.
In the Date Criteria area you will see a three check boxes All Dates, Select Dates and As of.  Normally the All Dates will automatically be selected for you when you enter to this form.  The All Dates check box when selected will show you all possible date ranges associated with the report you are running.


2.
If you select the Select Dates check box you will be able to generate a report for a particular date range you set.  You will notice that when you select Select Dates that all the date range fields in the Date Criteria area will become active.


3.
If you click on the down arrow next to the Date Select field, you can review a list of date range options for when you want to run this report.  Some examples in the last are:  Today, Last Week, Month To Date, Year To Date, Last Year, etc.  By selecting one of the Date Select options the From and To date fields will automatically fill in for you.


4.
If you select the As of check box only the To date field will be enabled.  This will give you all date ranges up to or as of the date entered in the To date field.


5.
The From field will reflect the first date that information will be displayed for this report.


6.
The To field will reflect the last date the information will be displayed in this report.


7.
Either one of the From or To date fields can be changed to a custom date range you enter.  You can use the little calendar buttons next to either of these fields to graphically enter a date using the miniature calendar.


8.
Any of these setting can be customized by changing settings in the Report Settings form for the selected report in the Report Menu form.

Sorting
1.
The Sort field will be automatically filled in with the default sort field for this report.  If you click on the down arrow next to this field, you can review a list of sorting options.


2.
The Sort Order field will also be filled in for you.  Click on the down arrow to review a list of options on how to change the sort order for this report.


3.
Any of these setting can be customized by changing settings in the Report Settings form for the selected report in the Report Menu form.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Run button will run the selected report with the selected criteria.
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The Close button will close and save the Report Criteria form.  See: Closing Forms
xe "toc Advanced Topics"

Chapter  15: Advanced Topics

tc "Bad Debt"

xe "Bad Debt"Bad Debt

If you have a long term outstanding invoice for a customer and need to remove the item from your receivables and declare it a bad debt you can do this through the Receivables form.  You will want to find the customer in question and select your Bad Debt Expense account as the deposit account.  You still want to leave the accounts receivable account in place.  You then select the outstanding invoice and enter in the amount of the Bad Debt.  This will remove the transaction from the Receivables, update your accounts receivable account and enter that amount of money in your Bad Debt Expense account clearing the transaction.

tc "Committed Inventory Rules"

xe "Committed Inventory Rules"Committed Inventory Rules
Below are the rules describing how Committed Inventory is handled.

Working with Invoices Only

When only using the Invoice form and not the Orders form the following rules apply to Committed Inventory

Create a new Invoice

1)  For each new line item entered to an unposted invoice, the committed inventory is increased by the quantity ordered.
2)  When the invoice is posted the committed inventory is decreased by the quantity shipped.
3)  If the invoice is later unposted the committed inventory is increased by the quantity ordered.
4)  If an invoice is deleted the committed inventory is decreased by the original quantity ordered.

Working with Orders and Invoices

When using the Order form to place an Order and then later converting that Order to an Invoice the following rules apply to Committed Inventory.

Create a new Order

1)  For each new line item added to an order, the committed inventory is increased by the quantity ordered.
2)  If that line item is later deleted from that order, the committed inventory is decreased by the quantity ordered.
3)  If an entire order is deleted the committed inventory is decreased by the original quantity ordered for each line item.
4)  When you are ready to ship the order convert it to an invoice using the convert button on the order form.

Convert an existing Order to an Invoice

1)  When an order is converted to an invoice, it is linked to that invoice and can not be edited.
2)  If an existing line item on that converted invoice is edited and the quantity ordered is increased, the committed inventory will be increased by the difference of the original quantity.  If it is decreased, the committed inventory will be decreased by the difference of the original quantity.  
Example: Change quantity ordered from 10 to 15 and it will increase the committed inventory by 5.
3)  If an existing line item on that converted invoice is deleted the committed inventory is decreased by the original quantity ordered only if the original Order still exists.  If the original Order was previously deleted then deleting that line item will not affect the committed inventory.
4)  If a new line item is entered to a converted invoice, the committed inventory is increased by the full quantity ordered.
5)  If a new line item is deleted from a converted invoice, the committed inventory is decreased by the full quantity ordered.
6)  If an invoice is deleted the committed inventory is decreased by the original quantity ordered only if the original Order still exists.  If the original Order was previously deleted then deleting the invoice will not affect the committed inventory.
7)  When the invoice is posted the committed inventory is decreased by the quantity shipped.
8)  If the invoice is later unposted the committed inventory is increased by the quantity ordered.
Related Topics
Adding Purchase Receipts
Adding Bills
Adding Purchase Orders
tc "Creating a Customer Prepayment"

xe "Creating a Customer Deposit"Creating a Customer Prepayment

The Customer Prepayment form effects four areas.  The A/R, a liability account, an item is then created in the Receivables with the amount of the deposit and then that amount is calculated into the balance field in the Customer form.


When you create a Customer Prepayment, the amount that you enter is going to affect the A/R account and a liability account, which in our sample file uses 2-1220, Customer Advanced Deposits.  When you post this Customer Prepayment, a file is created in the Receivables for that amount in the form of a negative number, which can be applied to any invoices that this customer has in the future.


To deposit this money into your bank account you would create a Deposit and select the bank account you want to deposit the money into.  In the subform you would select the 2-1220 liability account or the liability account you used when you created the Customer Prepayment and enter the total in the amount field.  This will increase your bank account balance and decrease the liability account you used by that amount.


When the customer decides to purchase an item you can apply the Customer Prepayment to an Invoice, which is done in the Receivables form.  Select the same Bank Account you used to deposit the original Customer Prepayment.  If the customer has an Invoice for 500.00 and a customer prepayment of -200.00 then enter both those amounts in the Receivables subform.  When you Post this transaction your bank account will only be increased by the difference of those amounts, which is 300.00, since you already deposited the customer prepayment of 200.00.

tc "Creating a Customer Overpayment"

xe "Creating a Customer Overpayment"Creating a Customer Overpayment

You enter a customer overpayment in the Receivables form.  When a customer sends you a payment for outstanding invoices you create a new customer payment for that customer.  Enter the amount of their payment in the Amount Paid field.  Note:  When you tab out of amount paid field the Unapplied Amount field displays the same amount you entered into the Amount Paid field.

Next, you enter the amounts you wish to apply to each invoice in the subform using the Payment field.  As you enter amounts for each invoice you will notice the Unapplied Amount field continually decreases.  If there is any amount left over in the Unapplied Amount field after you are finished entering all the amounts in the Payment fields, it will get transferred to the Overpayment field when you Post the transaction.

Financial Accounting will automatically create an Overpayment transaction for that customer that can be applied to their next Invoice or even refunded at a later date.

tc "Creating a Vendor Deposit"

xe "Creating a Vendor Deposit"Creating a Vendor Prepayment

When you create a Vendor Prepayment, the amount that you enter is going to affect the A/P account and an Asset account, which you can use a Banking account.  When you post this Vendor Prepayment, a file is created in the Edit Payables for that amount in the form of a negative number, which can be applied to any invoices that this Vendor has in the future.

When you receive a Bill you can apply the Vendor Prepayment to that Invoice, which is done in the Edit Payables form.  Select the same Bank Account you used to pay the original Vendor Prepayment.  If the Vendor has an Invoice for 500.00 and a Vendor Prepayment of -200.00 then enter both those amounts in the Edit Payables subform.  When you Post this Edit Payable your bank account will only be decreased by the difference of those amounts, which is 300.00, since you already deposited the Vendor Deposit of 200.00.

tc "Issuing a Check based on a Credit or Overpayment"

xe "Issuing a Check based on a Credit or Overpayment"Issuing a Check based on a Credit or Overpayment

If your customer requests a check be issued for a credit or overpayment you will need to do the following two steps in the program.  Go into the Receivables form and clear the transaction and then issue a check from the Write Checks. Below is a list that describes how to handle both of the above steps.

Open the Receivables form and select the customer you want to issue a check for.  Use the Return and Allowance account in the deposit account field instead of your usual checking account or undeposited funds account.  Leave the A/R field defaulting to the accounts receivable ID.  Select the line item that displays the credit or overpayment and enter the credited amount in the amount paid field and the payment field.  Then Post the transaction.

The remaining step is to issue a check to that customer.  You will want to go into the Write Checks form and select the bank account you want to issue funds from.  Enter the amount of the refund and in the subform of the Write Check you will once again select the Return and Allowance account.

By following these steps, you are removing the Receivables entry and issuing a check to your customer for the refund amount.

tc "Issuing a Credit Memo"

xe "Issuing a Credit Memo"Issuing a Credit Memo

In most cases you may need to issue a Credit Memo to a customer for a return of items purchased.  A Credit Memo is simply a negative invoice.  Select the customer you wish to give credit.  Then select Credit Memo in the Transaction Type combo box.  Fill in the appropriate detail in the subform and make sure you enter the quantity in negative.  For example, if your customer is returning 10 widgets, simply put -10 in the quantity.  When you post the Credit Memo the 10 widgets will be put back into inventory and reverse all the accounts effected.  (I.e., A/R, Revenue, Inventory Assets and Cost of Sales)  If you want to change any of these accounts for a particular credit memo, you can select the yellow folder to the left of the inventory item being returned and select the Edit Accounts button. This will display a form that shows which accounts will be affected when you post your credit memo. (Some companies may want to change the Revenue account to some sort of Return and Allowance account to be able to track the return of merchandise).

When you post the Credit Memo you will be creating a Receivable showing the amount of money in the form of a negative number. You can then apply this credit to any other outstanding invoices for this customer.  You can also leave it in place to apply to any future orders that this customer places.

If your customer requests a check to be issued for the credit in their account you will need to do the following two steps:  1)  You will need to go into the Receivables and clear the transaction.  2)  Then cut a check from the Write Checks. Below is a list that describes how to handle both of the above steps.

Open the Receivables form and select your customer. You will want to use the Return and Allowance account in the deposit account field instead of your usual checking account or undeposited funds account. You will want to leave the A/R field defaulting to the accounts receivable ID. Then, select the line item that displays the credit and enter the credited amount in the amount paid field and in the payment field.  Then you want to Post the Customer Payment.

The remaining step is to cut a check for that customer. You will want to go into the Write Checks form and select the bank account you want to issue funds from. Enter the amount of the refund.  In the subform of the Write Check you will once again select the Return and Allowance account.


By following these steps, you are removing the Receivables entry and issuing a check to your customer for the refund amount.

tc "Receiving a Credit from a Vendor"

xe "Receiving a Credit from a Vendor"Receiving a Credit from a Vendor based on a Vendor Credit or Overpayment

If your vendor issues you a check for a credit or overpayment that you made you will need to do the following two steps in the program.  Go into the Edit Payables and clear the transaction and then enter the funds into the Deposits form. Below is a list that describes how to handle both of the above steps.

Open the Edit Payables form and select the vendor you want to receive a credit or overpayment for.  Select a Cash Account in the Bank Account field instead of your usual checking account.  You will need to enter a dummy check number in the check no field.  Leave the A/P field defaulting to the Accounts Payable ID.  Select the line item that displays the credit or overpayment and enter the credited amount in the amount paid field and the payment field.  Then Post the Payable.
Next go into the Deposits form and select the bank or checking account you want to deposit the funds into.  Enter the amount of the refund and in the subform of the Deposits you will select the Cash Account you selected in the Edit Payables form.

By following these steps, you are removing the Edit Payables entry and receiving the credit or overpayment into your bank account.

tc "Refunding a Customer Prepayment"

xe "Refunding a Customer Deposit"Refunding a Customer Prepayment

Should your customer request the Deposit be refunding you would do that by going to the Write Checks and select the bank account that you deposited the funds into.  In the subform you would enter an account that you have created specifically for when this situation happens such as 2-2222 - Returned Funds account.  Then you would post and print your check to the customer.

To back this item out of the Receivables you would go into the Customer Payments form and select that customer.  Use the Returned Funds Account and the Bank Account in the account area.  That will remove the item and all references to it.

tc "Standard Check that prints Check Numbers"

xe "Standard Check that prints Check Numbers"Standard Check that prints Bill numbers

There is only one check in Financial Accounting that will handle printing of Bill numbers in the memo section of a check.  You need to use the Standard Check and select the button that shows only 1 check per page.  If you use that check, all of your Bill numbers that are being paid will be displayed underneath the check. The only other thing you must make sure you do in order for this check to display the Invoices that are being paid is in the Make Payments form you MUST select the payment field as check and put a check number in the Payment Information field.  If you do not do that you will get #error messages at the bottom of the check.

xe "toc 29 Programming Topics"

Chapter  16: Programming Topics

tc "Compiling an MDB"

xe "Adding an Inventory Transfer"

xe "Compiling an MDB"Compiling an MDB

This document describes how to compile and Save All Modules in Access 97.  It also describes how to force Access 97 to truly decompile an MDB and then fully compile it again if Access 97 does not keep the MDB compiled.

How to Compile and Save All Modules 
1.
Open your MDB to the database window.  (If you are running Financial Accounting select "Close Financial Accounting" from the File drop-down menu.)


2.
Then click on the Modules tab.


3.
Open any module in Design view.


4.
From the Debug drop-down menu select "Compile and Save All Modules"


5.
After the program successfully compiles close the Module you opened.


6.
From the Tools drop-down menu Select Database Utilities and then "Compact Database".


7.
This should fully compile your MDB.

How to Fully Decompile and then Compile and Save All Modules 
At times you may not be able to fully compile a large MDB because it needs to be decompiled fully, which does not always happen on a large MDB.  So you need to force it to be decompiled.  This can be done with the Decompile command, which is an Access 97 undocumented feature conveniently enough.  Here is how it works...

1.
First Compact the MDB to a short file name like '123.mdb' (keep it 8 characters of less).


2.
Move or Copy it to a folder with a short name like '123' or any short name you wish.


3.
From the Start menu in Windows 95/98/NT click RUN and type:
msaccess.exe /decompile c:\123\123.mdb
(replacing "123" with whatever file and folder name you used.  Make sure you use short file and folder names (8 Characters or less) or this will not work.)


4.
This fully decompiles your MDB.


5.
Use the steps from "How to Compile and Save All Modules" to Compile your MDB now.

tc "Importing Objects to a new MDB"

xe "Importing Objects to a new MDB"Importing Objects to a new MDB

If an MDB file ever becomes corrupted or damaged beyond repair you will need to create a new MDB and import all the objects from the corrupted or damaged MDB.  As you are importing those objects Access may crash on a particular object like a form, report or module.  That will be the object  and that will be the 

1.
Open Access and from the File menu select add Database and create a new MDB.


2.
After the add MDB has been created select the Tools menu and choose Options.  From the View tab in the Show group select System Objects.  This displays the few hidden tables in Financial Accounting like USysAuditTrail and USysBuild.


3.
Next select the File menu and choose Get External Data and then Import and select the MDB you wish to import from.


4.
The Import Objects form will open where you can choose the objects you wish to import.


5.
Select the Options button and then in the Import Group select Relationships and Menus and Toolbars.


6.
Click the Tables tab and then click the Select All button to highlight all the tables.  Scroll to the top of the Tables list and manually deselect the following Access system tables.
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  MSysACEs
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  MSysCmdbars
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  MSysModules
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  MSysModules2
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  MSysObjects
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  MSysQueries
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  MSysRelationships


7.
Click the Queries tab and then click the Select All button to highlight all the queries and do the same for the Forms, Reports, Macros and Modules.


8.
After all the objects have been highlighted click the Ok button to import everything.


9.
Once all the objects have been successfully imported open any Module in design view and from the Debug menu select Compile and Save All Modules.


10.
Once the MDB has been compiled close the Module and from the Tools Menu select Database Utilities and then Compact Database. 

tc "Creating a report using a Dot Matrix printer"

xe "Creating A Report Using a Dot Matrix Printer"Creating a report using a Dot Matrix Printer

To create reports that print on dot matrix or tractor-feed printers, you usually need to adjust the page size. Before you create a report for these printers, first set the default printer and paper size in Control Panel.

Setting Default Printer/Paper Size in Control Panel
To set the default printer and paper size, follow these steps. 

NOTE: Because there are several versions of Windows, the following steps may be different on your computer. If they are, please consult your product documentation to complete these steps.

1.
In the Printers dialog box in Control Panel, select a dot-matrix printer, and then click Set As Default on the File menu. (If you do not already have a dot matrix printer driver installed, you must first install one).


2.
On the File menu, click Properties.


3.
In the Printer Properties dialog box, click the Paper tab and click the Custom paper size.


4.
In the User-Defined Size dialog box, select the unit of measurement, and enter the width and length of the mailing label page. 

NOTE: To determine the width, measure from the left edge of the leftmost label to the right edge of the rightmost label. To determine the length, measure from the top of the first label to the top of the second label.

For example, if you use two-up labels that measure 3 inches by 5 inches (with .25 inches in between), set Unit to 0.01 inches, Width to 625, and Length to 525.


5.
Click OK to close the User-Defined Size dialog box.


6.
Click OK to close the Printer Properties dialog box.

NOTE: After you set the printer and paper size, you can create a mailing label report for a dot-matrix printer using the Label Wizard or using tools provided in the Design view of the report.


Creating a Report Without Using the Report Wizard

1.
Open a new report based on a table or query in Design view.  Remove the page header and page footer by clicking Page Header/Footer on the View menu.


2.
On the View menu, click Properties to display the report's properties sheet.


3.
Adjust the Width property of the report to the width you want.


4.
Adjust the Height property of the detail section to the height you want.


5.
add controls to the detail section, making sure that the controls do not overlap.


6.
On the File menu, click Page Setup and verify (or set) the following values in the Page Setup dialog box:



a.
Click the Page tab, set the Size box to User-Defined Size, and the Source box to Tractor. (If these settings are not available, click Use Specific Printer, and then select your dot matrix printer.)



b.
Click the Margins tab and set all margins to 0.0 inches (some margins may revert back to a value other than 0.0. For example, if a margin is set at 1", and it is changed to 0.0, it may revert back to some other value, like 0.25". This is the minimum value allowed by the printer driver. Use the minimum value instead of 0.0).



c.
Click the Columns tab and make sure the Same As Detail check box is selected.


NOTE: When a dot-matrix printer is the default in Control Panel and you have Paper Size set to User-Defined Size, Microsoft Access uses only that paper size. If you want to create or print a label or report on a page of a different size, remember to change the user-defined page size in Control Panel before you create or print your label or report.

tc "Importing Data into Image Accounting PRO Importing Data into Image Accounting PRO"

xe "Importing Data into Adept Financials"Importing Data into Financial Accounting
Financial Accounting has an Import Wizard that will allow direct importing from exported Customer, Employee, Vendor and Inventory data from Quickbooks, Peachtree or M.Y.O.B.  You can access this import wizard from the Main Menu of Financial Accounting by selecting the File pull down menu.  You must first export your data into separate tables from Quickbooks, Peachtree or M.Y.O.B before trying to use this wizard.  The import wizard handles most versions of Quickbooks, Peachtree or M.Y.O.B but on some of the older versions certain data may not be imported.

Importing data from any other program or data source will need to be done manually using Microsoft Access.  You will first need to import the data into a new Access table.  Then you need to create an Append Query that will add the data from that table into the Financial Accounting table you choose.

There are several required fields along with relationships on many of the tables that can make importing more complex.  Plus, if the data is not imported properly you could have problems later running the program.  To better understand the tables and relationships in Financial Accounting you can review the database documentation/dictionary found on our Web site using the link below.

Database documentation/dictionary:  http://www.comtechsolutions.com/fileiapro/imagepro_dictionary.zip
Since Financial Accounting is written in Microsoft Access you can import data into any of the tables since all the source code is provided.

Another way to understand how data needs to be entered into a table is to use the program and enter data in the related form.  For instance, to import data into the Inventory Items form, you would enter a new Item No into the Inventory Items form along with any other data you want entered.  Then look carefully at the tblICInventory table (which is what the Inventory Items form is based on) along with several of it’s related tables like tblICInventoryAssembly, tblICInventoryPricingLevel and tblICInventoryUnitMeasure to see how the data was entered.

Once you understand the tables then you can create Append Queries to add data to the relevant tables.  This is done by matching the fields from the data you are importing to the fields in the Financial Accounting tables.

If you are still having trouble, or wish to not take the time to import your data yourself, we offer services to import data from any data source.  We charge $150.00 per hour for this service.  We will be happy to give you a quote.

tc "Import Wizard Import Wizard"

xe "Import Wizard"Import Wizard

The Import Wizard imports data from M.Y.O.B, Peachtree, Quickbooks.  When the import wizard is run it will create a new data file first and then import the data from the data source you specify.  Be sure to make a Backup of your data file before you begin.

When you import data you will only be able to import the Customer, Vendor and Employee data.  The other data in these programs does not export out very well making it a very difficult task to import into Financial Accounting.  You may be able to manually import data from these or other data sources directly into the tables by Closing Financial Accounting from the File drop-down menu and creating Append Queries.

Importing your data
You can only run the Import Wizard from the Main Menu by selecting the File drop-down menu at the top of the form.  Choose Import Wizard from the File drop-down menu and the wizard will open.  

The first page of the wizard will have general instructions on how to use it.  Make sure you read all the instructions for this wizard very carefully and then click the "Next" button.  Now select the data source you will be importing from in the "Data Source" combo box.  
Click the "Next" button to move to the next page where you will enter your add data file name and location.  You must click the little magnifying glass button next to the add File Name" field, which opens the Windows dialog box.  Here you can enter a new data file name and location, which will automatically fill in the add File Name" field.

A suggestion for naming the add .mdb file name would be to name it ending with the current build number of the program.  You can find out what build of the program you are currently running by opening the About box in the Help drop-down menu.  If the build number of the version you are running is 760 then a good file name might be "C:\Comtech Solutions\Sample 760.mdb".  This way there will not be any confusion of which data file is the most current.
Click the "Next" button to move to the next page where you will enter your existing data file name and location.  You must click the little magnifying glass button next to the "Original File Name" field, which opens the Windows dialog box.  Here you can select your data file, which will automatically fill in the "Original File Name" field.

Click the "Next" button to move to the last page where you can review the add and existing data files you selected in the last two steps.  If you find something is not correct click the "Previous" button to go back and make changes.  If everything is correct then click the "Import" button to start the Import Wizard.  Depending on how large your data file is and how fast your computer is will determine how long it takes the Import Wizard to import the data.  Typically it only takes a few to several minutes.  After the Import Wizard is finished running the add data file will be automatically linked and opened ready for you to use.

Notes
As with any import wizard, we recommend you verify that all of your existing data was brought over to the add company file correctly.

tc "Import Employees"Import Employees
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  When you click the Import button on the Sales Rep form, the program will start the converting process of the Employee to a Sales Rep.  What will happen next is the appearance of the Import Employees form.  

In the Import Employees form you may click on the Employee you wish to change to a Sales Rep, then click on the OK button.

Now the Employee will have a Sales Rep ID number and can be located under Sales Reps.

Related Topics
Adding Sales Reps
Sales Reps
Employees
Adding Employees
tc "Import Data from Quickbooks Import Data from Quickbooks"

xe "Import Data from Quickbooks"Import Data from Quickbooks Pro 6.x/99

To import data from Quickbooks Pro 6.0/99 you must first export your data from Quickbooks.  Each list/table (Customer, Vendor, Employee and Item) must be exported individually.
Start Quickbooks as you normally would:


1.
Form the File menu click on Open Company/Login and select the correct company to export.

2.
Click on Switch to Single-User Mode (if this already says Switch to Multi-User Mode it shows that you are in single user mode).

3.
Click on export.

4.
Check the Customer List and click the Ok button.

5.
Enter Customer.iif and click the Save button.

6.
Repeat steps 2-5 above to export the Vendor List, Employee List and Item List.

7.
Save each of these files separately naming them with the appropriate names like Vendor.iif, Employee.iif and Items.iif.

8.
Exit Quickbooks.

When you are finished you should have saved 4 files saved in a folder on your hard drive.  You've now exported everything needed to convert a basic system from Quickbooks.

Start Financial Accounting as you normally would:


1.
From the File menu click on add Database to create a new data file or select Open Database to open an existing data file.

2.
From the File menu click on Import Wizard.

3.
Click the Next button.
4.
Select Quickbooks 6.x and click the next button.
5.
You will notice 4 fields each labeled with the Quickbooks exported lists names.

6.
Click the little magnifying glass button next to the first field to select the Customer.iif file previously exported from Quickbooks.

7.
Repeat the above step 6 for the Vendor List, Employee List and Item List.

8.
Click the Next button.

9.
Then click the Import button to begin importing the data.

tc "Import Data from Peachtree Complete 6.x Import Data from Peachtree Complete 6.x"

xe "Import Data from Peachtree Complete 6.x"Import Data from Peachtree Complete 6.x

To import data from Peachtree Complete 6.x you must first export your data from Peachtree.  Each list/table (Customer, Vendor, Employee and Item) must be exported individually.
Start Peachtree as you normally would:


1.
Form the File menu click on Open Company and select the correct company to export.

2.
Form the File menu click on Select Import/Export...

3.
Select Customer List from the Accounts Receivable section and click the Export button.

4.
Using all the defaults click the Options tab and note the export file name should be C:\Customer.csv.  This file name can be renamed to anything you choose.  

5.
Click the Ok button to export the data.

6.
Repeat steps 2-5 above to export the Vendor List, Employee List and Inventory Item List.

7.
Save each of these files separately naming them with the appropriate names like Vendor.csv, Employee.csv and Items.csv.

8.
Exit Peachtree.

When you are finished you should have saved 4 files saved in a folder on your hard drive.  You've now exported everything needed to convert a basic system from Peachtree.

Start Financial Accounting as you normally would:


1.
From the File menu click on add Database to create a new data file or select Open Database to open an existing data file.

2.
From the File menu click on Import Wizard.

3.
Click the Next button.
4.
Select Peachtree 6.x and click the next button.
5.
You will notice 4 fields each labeled with the Peachtree exported lists names.

6.
Click the little magnifying glass button next to the first field to select the Customer.csv file previously exported from Peachtree.

7.
Repeat the above step 6 for the Vendor List, Employee List and Inventory Item List.

8.
Click the Next button.

9.
Then click the Import button to begin importing the data.

tc "Open SQL Database"

xe "Open SQL Database"Open SQL Database

This form will allow you to open a SQL Server 2000 Database.  You must be running a full copy of SQL Server 2000 in order to open a SQL Database.

Opening a SQL Database
1.
First enter your DSN name.


2.
Then enter your DSN Description.


3.
Enter the name of the Server on the network.


4.
Enter the name of the database.

5.
Enter the User Name and Password.

xe "Add Time Off"Add Time Off

This form provides a quick method of adding several existing Time Off Types to the Time Off List box on either the Time Off Groups form or the Employees form under the time off tab.  To add new Time Off Types, See: Adding Time Off Types
This form will list all the existing time off types that are available to add to the Time Off List box of either those forms.  If you do not see a particular time off type you want to use, make sure it has already been created in the Time Off Types form.  You will not be able to select the same time off type more than once, so if it is already in the Time Off List box it will not appear in the add Time Off form.


Use your mouse to click on all the time off types you want to add to the Time Off List box.  When you have selected all the time off types you want to add, click the Ok button.  The add Time Off form will close and all the time off types you selected will be added to the Time Off List box on the Time Off Groups form or Employee form under the time off tab.  You will notice that all the fields are filled in exactly like they were setup in the Time Off Types form.

Action Buttons
Action buttons perform an action on the current record like adding or closing.
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The Ok button will close the add time off form and add all of the selected time off types to the Time Off List box.
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The Cancel button will close the add time off form without adding any time off types.
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The Time Off Types button will open the time off type form.  See: Time Off Types
xe "Adding Inventory Build Assembly Items"Adding Inventory Build Assembly Items

The following steps will explain in detail how to add a new Inventory Build Assembly Item.

1.
From the Main Menu, click on Inventory Control, then Inventory Build Assembly Items.  The Inventory Build Assembly Items Find form will appear. Inventory_Items Click on the New Build Assembly button in the lower left hand corner of the Find form.  The Inventory Build Assembly Item form will now appear.  The cursor will be flashing at the top of the form in the Item No field.

2.
The Item No field is where you select the inventory assembly item you want to use.  When you select an Item No from the combo box the quantity, stock, modified description, unit measure, units, cost and subtotal fields will all fill in with the data from that inventory assembly item.

3.
Enter the Date you are building the assembly item in the Date field.

4.
The Reference field can be used to enter any references when building an assembly item.

5.
Enter the Warehouse ID of the warehouse the item will be built from.

6.
In the Quantity to Build field enter the number of items that will be built when the Post button is pressed.

7.
The Description field can be used to enter a brief description of what is being built.

Subform
1.
The Component field displays the Item Nos that make up the assembly item.

2.
The Quantity field displays the number of items needed of the selected Product Number for the assembly item.


3.
The Stock field will display the total number of items in stock for the selected Product Number.


4.
The Description field displays the components description.


5.
The Unit Measure field displays the Unit Measure of each component.


6.
The Units field will display the number of units the selected Unit Measure is setup for.


7.
The Cost field displays the current cost of the inventory item.


8.
The Subtotal field will calculate the quantity by the cost and display the total cost for the selected inventory item.


Related Topics
Inventory Build Assembly Items
Adding Inventory Assembly Items
xe "Adding Recurring Banking"Adding Recurring Bank Transactions 
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  The following steps will explain in detail how to add a new Recurring Bank Transaction.

1.
From the Main Menu, click on Banking, then Recurring Transactions.  This will open the Recurring Transaction form where you may then click the New button to open the Recurring Transaction Detail form.  Then, click the New button in the Recurring Transaction Detail form to add the new Recurring Transaction.  The cursor will be flashing at the top of the form in the Transaction Type field.


2.
In the Transaction Type field you can select from several different types of transactions.  These include Write Checks, Withdrawals, and Deposits.

3.
The Transaction Number combo box will list all the available transactions for the selected transaction type selected.  Select the transaction number you wish to have recur.

4.
The Group combo box will list all the available groups for the selected transaction type.  Select the group you wish to have recur.

5.
The Customer ID field will reference which customer the recurring transaction is pertaining to.


6.
The Frequency combo box will default to Monthly.  This can be changed to Daily, Weekly, Biweekly, Semi-Monthly, Monthly, Bimonthly, Quarterly, Semi-Annually or Annually.  This will be used to set how often a transaction recurs.  When you choose a frequency the Reminder List form will check to see if any recurring transactions are due and display them.  


Frequency Occurrences

Daily = 365


Weekly = 52


Biweekly = 26


Semi-Monthly = 24


Monthly = 12


Bimonthly = 6


Quarterly = 4


Semi-Annually = 2


Annually = 1

7.
The Reference field is used to enter any reference you want to make to the Recurring transaction.  This field is optional and is not required.


8.
The Last Process date field will automatically be filled in with todays date.  Every time you process the selected transaction the Last Process date will be updated with that date.


9.
The Next Process date field will automatically be filled based on the Frequency entered.  This can be changed to whatever date you want the transaction to recur again.

10.
The Active Check box field will automatically be enabled.  This can be used to enable or disable a transaction from recurring.

xe "Adding Recurring Vouchers"Adding Recurring Purchase Transactions
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  The following steps will explain in detail how to add a new Recurring Purchase Transaction...

1.
From the Main Menu, click on Banking, then Recurring Transactions.  This will open the Recurring Transaction form where you may then click the New button to open the Recurring Transaction Detail form.  Then, click the New button in the Recurring Transaction Detail form to add the new Recurring Transaction.  The cursor will be flashing at the top of the form in the Transaction Type field.

2.
In the Transaction Type field you can select from two different types of transactions.  These include Bills and Vendor Prepayments.

3.
The Transaction Number combo box will list all the available transactions for the selected transaction type selected.  Select the transaction number you wish to have recur.

4.
The Group combo box will list all the available groups for the selected transaction type.  Select the group you wish to have recur.

5.
The Customer ID field will reference which customer the recurring transaction is pertaining to.


6.
The Frequency combo box will default to Monthly.  This can be changed to Daily, Weekly, Biweekly, Semi-Monthly, Monthly, Bimonthly, Quarterly, Semi-Annually or Annually.  This will be used to set how often a transaction recurs.  When you choose a frequency the Reminder List form will check to see if any recurring transactions are due and display them.  


Frequency Occurrences

Daily = 365


Weekly = 52


Biweekly = 26


Semi-Monthly = 24


Monthly = 12


Bimonthly = 6


Quarterly = 4


Semi-Annually = 2


Annually = 1

7.
The Reference field is used to enter any reference you want to make to the Recurring transaction.  This field is optional and is not required.


8.
The Last Process date field will automatically be filled in with todays date.  Every time you process the selected transaction the Last Process date will be updated with that date.


9.
The Next Process date field will automatically be filled based on the Frequency entered.  This can be changed to whatever date you want the transaction to recur again.

10.
The Active Check box field will automatically be enabled.  This can be used to enable or disable a transaction from recurring.

xe "Adding Zip Codes"Adding Zip Codes
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  The following steps will explain in detail how to add a new Zip Codes.  WOF softwaresells a zip code database for the United States that contains over 46,000 unique zip codes with the city, state, county and country information already entered.  This can save you a lot of time entering zip code data for all your records.  Contact the sales department at WOF softwarefor further details if you are interested.

1.
From the Main Menu, click on System Manager, then Zip Codes.  


2.
Click on the New button to move your cursor to a new line.  Your cursor will be flashing in the Zip Code field.


3.
Enter the add Zip Code in the Zip Code field.  When you have finished entering data for each field, press the TAB or ENTER key to move your cursor to the next field.


4.
In the City field enter the city for the add zip code.


5.
The State field is where you enter a state code up to 2 characters long.


6.
The County field is optional and can be used to enter any county information for the zip code.


7.
The Country field is where you can enter a country if you want.  This field is also optional.

xe "Analysis"Analysis

This tab provides a visual overview of the selected customers sales invoice by Month.  You will see the Customer ID, Company Name, and the customer type you have assigned the customer.  

Below the heading is a monthly layout of the Sales you have Invoiced your customers along with a total for the period.

xe "Convert Transaction"Convert Transaction
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  When you click the Process button on any of the Orders/Back Orders, Quotes/Estimates, the Convert Transaction form will open.  You will have a choice of converting the selected Order to an Invoice, or Vendor Purchase Order.  After you select a transaction to convert to a new transaction will be created with all the same data as the Order and a message will appear informing you when the process is complete.  The message box will also display the add transaction number and ask if you want to view the add transaction.  Click 'Yes' to close the current Order and open the transaction or 'No' to remain on the current Order.

xe "Converting Employee Data"Converting Employee Data
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  When you click the Process button, the program will convert the Employee to a Sales Rep.  After you convert the Employee to a Sales Rep a message will appear informing you when the process is complete.  The message box will also display the new Sales Rep and ask if you want to view the new Sales Rep.  Click 'Yes' to close the current Employee Data and open the Sales Rep Form, or 'No' to remain on the current Employee Data.

Related Topics
Adding Employees
Adding Sales Reps
Employees
Sales Reps
xe "Deleting Recurring Banking"Deleting Recurring Bank Transactions Transactions
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  When you click the Delete button on the Recurring Transaction Detail form, you will get a message warning you that you are about to delete the selected recurring transaction.  You have the option at this point to cancel or go ahead and delete the selected recurring transaction.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the recurring transaction records.  You can assign a password to the delete buttons in the Security form.

xe "Deleting Recurring Vouchers"Deleting Recurring Purchase Transactions
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  When you click the Delete button on the Recurring Transaction Detail form, you will get a message warning you that you are about to delete the selected recurring transaction.  You have the option at this point to cancel or go ahead and delete the selected recurring transaction.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that record again.  

The Delete button can be password protected so that other users can't delete any of the recurring transaction records.  You can assign a password to the delete buttons in the Security form.

xe "Deleting Tax Groups"Deleting Tax Groups
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  When you click the Delete button on the Tax Groups form in Financial Accounting, you will get a message warning you that you are about to delete the selected tax.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that tax group again.  

The Delete button can be password protected so that other users cannot delete any of the tax group records.  You can assign a password to the delete buttons in the Security form.

Deleting Tax Type Line Items
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 To delete a single tax line item from the Taxes subform simply select the tax you want to delete using the mouse and then click the delete button. Financial Accounting will delete the selected tax.

xe "Deleting Tax Types"Deleting Tax Types
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  When you click the Delete button on the Tax Types form in Financial Accounting, you will get a message warning you that you are about to delete the selected tax.  You have the option at this point to cancel or go ahead and delete the selected record.  If you confirm that you want to delete the selected record, Financial Accounting will delete it and there will be No way of retrieving that tax again.  

The Delete button can be password protected so that other users cannot delete any of the tax records.  You can assign a password to the delete buttons in the Security form.

There may be times when you try and delete a record and Financial Accounting will not let you.  This can happen because the record is being used in several other areas of the program.  For instance, if you try and delete a tax that is being used in a Tax Group, Financial Accounting will display an error message explaining that the record could not be deleted due to referential integrity.  The only way you could delete that tax would be to delete all references to it in the Tax Groups form first.

xe "Directions"Directions

This is a convenient, efficient and fun method of obtaining and recording directions for the record you are working on.

You have a few options.

One option: you can click on the globe right by the word "Directions."  This will bring you to the Internet (if you are connected), uploading related addresses of the record you are currently working on.  Click on "Get Directions" and be provided with a list of directions and related maps.  A this point you may type the directions in the note pad under the word "Directions" into the record for future reference.

Another option is to type in the directions in the note pad under the word "Directions" from the person you are communicating with.

xe "Dulpicating Employee Data"Duplicating Employee Data
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  You can quickly duplicate any selected Employee data by clicking on the duplicate button at the bottom of the Employee form.  This is a great feature if you need to constantly enter Employee data that is the same or similar to other Employee data.  When you click the duplicate button on a selected Employee a message box will open asking if you want to duplicate the selected transaction.  If you choose to duplicate it, a new Bill will be created based on the current Employee Data selected.  After the new Employee Data has successfully been duplicated, another message box will appear displaying the Invoice Number assigned to it.  You will then be asked if you want to view the new Bill.  If you choose 'Yes' you will be moved to the new Employee Data.

Everything in the new Employee Data will be duplicated except for the Date field, which will be entered with todays date and the Invoice Number field, which will be incremented with the next Invoice Number from the Starting Numbers form.  The Employee Data will not be posted after it has been created.  This gives you the opportunity to add to or edit it further before you actually post it.

Duplicating Employee Data has no affect on anything at all in the program until you actually post the duplicated Employee Data.  You can duplicate an Employee Data record and then delete it before you post it and it would be like you never duplicated it to begin with.

Related Topics
Adding Employees
Employees
tc "Duplicating Purchase Receipts"

xe "Duplicating Purchase Receipts"Duplicating Purchase Receipts
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  You can quickly duplicate any selected Purchase Receipt by clicking on the Duplicate button at the bottom of the Purchase Receipt form.  This is a great feature if you need to constantly enter Purchase Receipts that are the same or similar to other Purchase Receipts.  When you click the Duplicate button on a selected Purchase Receipt a message box will open asking if you want to duplicate the selected transaction.  If you choose to duplicate it a new Purchase Receipt will be created based on the current Purchase Receipt selected.  After the add Purchase Receipt has successfully been duplicated another message box will appear displaying the new Purchase Receipt Number assigned to it.  You will then be asked if you want to view the new Purchase Receipt.  If you choose 'Yes' you will be moved to the new transaction.

Everything in the add Purchase Receipt will be duplicated except for the Date field, which will be entered with today's date and the Purchase Receipt Number field, which will be incremented with the next Purchase Receipt Number from the Starting Numbers form.
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  Take me to the Help Menu for Purchase Receipts Overview.
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  Take me to the Help Menu for Purchase Receipts.
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  Take me to the Help Menu for Adding Purchase Receipts.
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  Take me to the Help Menu for Bills.

xe "Adding an Inventory Transfer"

xe "Industry Code List"Industry Code List

The industry code list form displays all the existing industry codes that can be used in the Customer Codes form.  You can edit any of the codes in the list by clicking in that field and changing the data.

The record navigation buttons at the bottom of the form are used to move from one industry code to another.  It also displays how many records are in the Industry Code List form and what record you are currently on.  Clicking on one of the four red buttons will navigate you through your existing data.

Fields
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The Industry Code field is used to enter up to a 15 alphanumeric character code.  This code must be unique for each record created.
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The Description field is used to enter a detailed description of the Industry Code.  The description field will also be displayed on the Customer Codes form for the selected Industry Code.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will move your cursor to a new line where you can enter new codes.
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The Delete button will delete the selected industry code.
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The Close button will close and save the industry code list form.  See: Closing Forms
xe "Initiate Transaction"Initiate Transaction
Once you click on the Initiate Transaction button, you will be brought to a form where you will be able to select which transaction you may want to pursue, such as Entering Invoices or Entering Quotes.

Example
For example, you may be in the Customer form and have selected the Customer you are interested in Invoicing.

You may now click on the Initiate Transaction button located in near the right hand corner of the Customer form.  A form will come up where you may select the Invoice transaction.  Next you will be brought to the Invoice form with all of the appropriate fields populated with the data about the Customer you selected.

Transaction Selections in the Customer form
Transaction selections in the Customer form include: Create New Quotes, Create New Orders, Create New Invoices, Create New RMA's, Create New Customer Prepayments, and Enter Receivables.

Transaction Selections in the Vendor form
Transaction selections in the Vendor form include: Create New Purchase Orders, Create New Purchase Receipts, Create New Bills, Create New Vendor Prepayments, and Pay Bills [Multi-Vendor].

Related Topics
Customers
Vendors
Adding Customers
Adding Vendors
xe "Pay By Criteria"Pay By Criteria

The Pay By Criteria form enables you to select the criteria you wish.

1.
In the Vendor ID field you may select the Vendor ID from the combo box.


2.
In the Vendor Type field, you may select the vendor type from the combo box.  You will have already entered the types of vendors for choices in this combo box in the Vendor form.  


3.
The Date to Search field enables you to choose the date or due date.

4.
The Date Select field enables you to choose the time period you are interested in such as Last Week or Quarter to Date.

5.
The From Date field enables you to choose the initial boundary of a time search.

6.
The To Date field enables you to choose the ending boundary of a time search.

Related Topics
Pay Bills [Multi-Vendor]
Pay Bills
Payables
Print Commission Batch

This form allows you to print your commission batch.

Related Topics

Commission Wizard
xe "Purchase Accounts Impacted"Purchase Accounts Impacted

The Purchase Accounts Impacted form is used to display the transactions Accounts Payable ID and also the selected line items Inventory Assets ID in the subform.  You can change the accounts in this form if you need to override the defaults entered.  Normally the Accounts Payable is a Liability account and the Inventory Assets account is an Asset account.  This form can be opened only from the Purchase Line Item Options form.

xe "Purchase History"Purchase History

The Purchase History form will allow you to display either the Vendor History or the Purchase Transaction History.
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The Vendor History will open the Vendor History form where you can review every purchase made from the selected vendor.  See: Vendor History
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The Purchase History will open the Purchase Transaction History form where you can review every purchase made from the selected vendor.  See: Purchase Transaction History
xe "Purchase Line Item Options"Purchase Line Item Options

The Purchase Line Item Options form can be found on purchase transaction forms by clicking on the little yellow folder button next to the Item No field on a subform.  The purchase line item options form can access many different forms from within the program and allow you to view or edit the information.  You will be able to do things like delete the selected line item, edit the selected Item No in the inventory items form, assign serial numbers and so on.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Edit Inventory Item button will open the Inventory Items form where you can edit the selected Item No. See: Inventory Items
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The Serial Number button will open the Inventory Serial Numbers form where you can enter serial numbers for the items you are receiving.  See: Inventory Serial Numbers
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The Stock Detail button will open the Inventory Warehouse Stock Detail form where you can view all the stock associated with the selected Item No.  See: Inventory Warehouse Stock Detail
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The Edit Accounts button will open the Purchase Accounts Impacted form where you can view and change any of the Account ID's setup for this line item from the Inventory Items form.  See: Purchase Accounts Impacted
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The Line Item Sort Order button will open the Purchase Line Item Sort Order form where you can manually change the sort order of the line items in the selected transaction.  See: Purchase Line Item Sort Order
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete button will delete the selected line item.
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The Close button will close the purchase line item option form.  See: Closing Forms
xe "Purchase Line Item Sort Order"Purchase Line Item Sort Order

The Purchase Line Item Sort Order form is used to display all the line items from the selected transaction and their original sort order.  The sort order of those line items can be quickly changed using this form.  Just manually type in the sort order field the way you want the line items sorted and when you close the form the transaction will automatically be resorted.  This form can be opened only from the Sales Line Item Options form.

xe "Vendor Purchase Order Subforms"Purchase Order Subforms

The subform is used to enter all the inventory items, quantities, amounts and so on for each item being purchased.  There are two different line item subforms that can be used with a Purchase Order form.  A single line item subform and a double line item subform.   You can change the subforms on the fly from the Purchase Order form by clicking on the little Subform Display button in the upper left corner of the subform to the left of the Item No label.  You can pick a default subform to use in the Company Preferences form under the Purchase tab.  Whatever you select as a default will be visible when you add new Purchase Orders.  Below are the descriptions for all the fields on both subforms starting with the single line subform.

Single line item subform
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the new Item No and a message will appear asking if you want to enter the new Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Cost will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Current Cost, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a hug list of inventory items and do not know the Item No number, you can use this form to reduce the amount of Item Nos displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Purchase Line Item Options form will open where you can do different things to the selected line item.  See: Purchase Line Item Options


5.
The (Qty) Ordered field is used to enter the number of the selected Item No you are ordering.


6.
The (Ord) On Order field is read only and will display how many of the selected items are currently on order.  This is calculated by how many Purchase Orders there are for the item.


7.
The Stock field is read only and will display how many of the selected items are currently in stock.


8.
The (Rcvd) Received field is read only and used to view how many of the selected Item No you actually received.  This field will start to change after you create a Bill using the Invoice button and then enter the quantities received for the selected products.


9.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


10.
The Disc (Discount) field is where you can enter a discount percentage you receive on the selected item.  If a vendor gives you a 5% discount when purchasing a particular item enter 5 in this field.


11.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


12.
The Cost field will automatically fill in with the selected Item No's current cost entered in the Inventory Items form.  You can override this cost with a different amount if you need to but if you do, the current cost field in the inventory items form will also be updated.


13.
The Total field will display the Received quantity multiplied by the Cost field.  If you received 5 and the cost was 30.00 each then the total field would display 150.00.

Double line item subform
1.
In the Item No field you have the choice of either selecting an existing Item No from the combo box or entering a new Item No in the combo box.  If you choose to enter a new Item No press the 'Enter' key after you type the new Item No and a message will appear asking if you want to enter the new Item No.  If you select 'Yes' the Inventory Items form will open where you will be able to enter a new inventory item.  See: Adding Inventory Items


2.
After you add or enter an Item No you will notice many of the fields on the subform like Description and Cost will fill in with data based on that inventory item.  This can really help speed up data entry and is good reason why you should spend the time to enter data in key fields of the inventory items form like Description, Current Cost, and Unit Measure.


3.
You can filter the Item No combo box list by clicking the little Combo Box Filter button at the top of the subform to the right of the Item No label.  The Combo Box Filter form works just like the normal Find forms do throughout the program.  If you have a hug list of inventory items and do not know the Item No, you may use this form to reduce the amount of Item Nos displayed so you can find what you are looking for faster.


4.
There is also a little yellow folder button to the left of every Item No field.  When you click this button the Purchase Line Item Options form will open where you can do different things to the selected line item.  See: Purchase Line Item Options


5.
The Ordered field is used to enter the number of the selected Item No you are ordering.


6.
The Received field is read only and used to view how many of the selected Item No you actually received.  This field will start to change after you create a Bill using the Invoice button and then enter the quantities received for the selected products.


7.
The Description field will automatically be filled in with the selected Item No's description entered in the inventory items form.  You can edit the description field for each line item without affecting the original description.  When you enter in this field you will notice the field enlarges in size so that you can view larger descriptions.  When you Tab out of the field it will reduce back to its original size.


8.
The Disc (Discount) field is where you can enter a discount percentage you receive on the selected item.  If a vendor gives you a 5% discount when purchasing a particular item enter 5 in this field.


9.
The Tax field is actually a combo box where you can enter four different methods of sales tax for the selected line item.  This can be important if you are charged sales tax on one line item but you are not charged it on every other line item.  The four options are detailed below.
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0 or No Sales Tax - This will exclude the line items total from being charged any sales tax.
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1 or Both Sales Tax - This will include the line items total and calculate it against both the Tax Code 1 and Tax Code 2 fields percents.  This is the default for every add line item entered.
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2 or Tax Code 1 Only - This will include the line items total and calculate it against only the Tax Code 1 fields percents.
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3 or Tax Code 2 Only - This will include the line items total and calculate it against only the Tax Code 2 fields percents.


10.
The Cost field will automatically fill in with the selected Item No's current cost entered in the Inventory Items form.  You can override this cost with a different amount if you need to but if you do, the current cost field in the inventory items form will also be updated.


11.
The Total field will display the Received quantity multiplied by the Cost field.  If you received 5 and the cost was 30.00 each then the total field would display 150.00.


12.
The Notes field will automatically be filled in with the selected Item No's additional Info field from the Inventory Items form.  You can edit the notes field for each line item without affecting the original additional info field.


13.
The On Order field is read only and will display how many of the selected items are currently on order.  This is calculated by how many Purchase Orders there are for the item.


14.
The In Stock field is read only and will display how many of the selected items are currently in stock at the selected warehouse.  This number is based on the Warehouse ID that has been selected for this item.


15.
The Unit Measure combo box field is used to select the unit measure of the item being shipped.  This field will automatically fill in based on the setting of it in the inventory item form.  See: Adding Inventory Unit Measures or Inventory Unit Measure


16.
The Units field will automatically fill in based on the selected unit measure.  If this number is anything other than 1 then the Cost field will be multiplied by it as well as the Received quantity to give you a different total.


17.
The Weight and Volume fields will also automatically fill in based on the value setup in the Unit Measure field.  You will also notice that at the top of the subform directly above both of these fields will be a running total of both the weight and volume.  This information will be printed on the invoice.


18.
The Warehouse ID combo box field will automatically fill in based on the default warehouse setup in the Company Preferences form.  You can select the warehouse you want the received inventory item to be entered into.


19.
The Job ID field can be used to assign a Job ID to track the purchases for a job.
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

xe "Purchase Transaction History"Purchase Transaction History

The Purchase Transaction History form is opened from the Purchase History will display the complete history of the selected transaction.  This would include everything from a Purchase Order to the converted Invoice from that purchase order and even possibly a credit memo.  You can click on the little yellow folder button next to any of the line items in this form to open the actual transaction.  This is a great way to see when a purchase order was created and then when that purchase order was invoiced and received over a period of time.

xe "Receivables Review"Receivables Review

The Receivables Review form can be opened from the Receive Payments History form and the Receivables form by clicking the View button (the little button with a note pad and magnifying glass) next to one of the transaction line items.  In the Receivables Review form you are able to review all payments and general information on a specific transaction for a Customer.  The entire form is read only and is mainly used to show complete details of the payment history of the selected transaction.

Form Buttons
Form buttons open another form that is related to the selected form.
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The View Invoice button will open the sales or service transaction used to create the receivable.
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close the receivable history form.  See: Closing Forms

Related Topics
Receivables
Receive Payments History
xe "Receive Inventory Line Item Options"Receive Inventory Line Item Options

The Receive Inventory Line Item Options form can be found on purchase transaction forms by clicking on the little yellow folder button next to the Item No field on a subform.  The Receive Inventory Line Item Options form can access many different forms from within the program and allow you to view or edit the information.  You will be able to do things like delete the selected line item, edit the selected Item No in the inventory items form, assign serial numbers and so on.

Fields
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The Receive Number field displays the Receive Number you are working with.
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The Item No field displays the Item No you are working with.

Form Buttons
Form buttons open another form that is related to the selected form.
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The Edit Inventory Item button will open the Inventory Items form where you can edit the selected Item No. See: Inventory Items
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The Serial Number button will open the Inventory Serial Numbers form where you can enter serial numbers for the items you are receiving.  See: Inventory Serial Numbers
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The Stock Detail button will open the Inventory Warehouse Transaction History form where you can view all the stock associated with the selected Item No.  See: Inventory Warehouse Transaction History.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Delete button will delete the selected line item.
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The Close button will close the Receive Inventory Line Item Options form.  See: Closing Forms
xe "Recurring Banking"Recurring Bank Transactions

The Recurring Bank Transactions form allows you to enter and save common Banking transactions for later use.  For example: You have a standing check that needs to be cut every month.  Set up a Recurring Bank Transactions transaction for that customer.  Using the Recurring Bank Transactions transaction form will save time in repetitive data entry tasks.

Use the Transaction Type combo box to change the type of transaction you wish to process.  Then simply select the transactions that you want to process by clicking in the Process check box for each individual transaction you want to process.  You can also click the Select Due button to automatically enter a check mark in the Process field of every transaction that is Due to recur.  The Clear All button will automatically remove all check marks in the Process field.  After you have selected all the transactions you want to process click the Process button at the bottom of the form.  If you use a Bar Code reader (or a KANBAN) you can automatically select transaction numbers to process.  Just click the cursor in the Transaction Number field and use the bar coding reader to scan a transaction number.  This will automatically select a transaction to be processed.

Specifying a Group in the Group Field allows you to group transactions per Transaction Type.

This form can be used to add or edit records in the Recurring Bank Transactions form.  To add new Recurring Bank Transactions transaction, simply click the New button at the bottom of this form.  If you need to edit existing records, just click the little yellow folder button next to the transaction you want to edit and the Recurring Transaction Detail form will open displaying the transactions detail.

The record navigation buttons at the bottom of the form are used to move through the different transaction types that can be used.  Clicking on one of the four red buttons will navigate you through the transaction types.  You may also use the Find button to find a specific record.

You can choose the sort order of the form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process button will process all selected transactions.  See: Processing Recurring Bank Transactions
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The New button will open the Recurring Transaction Detail form, which allows a new Recurring Bank Transactions transaction to be added.  See: Recurring Transaction Detail

[image: image2383.png]



The Select Due button will automatically enter a check mark in the Process field of every transaction that is Due.  
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The Clear All button will automatically remove all check marks in the Process field.
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The History button will show all the Recurring Transactions History.  See: Recurring Transaction History
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The Print button will open the print form, which will display the history of all the processed transactions so they can be printed.  You will have the ability to select some or all of the transactions to be printed.  See: Recurring Transaction Print
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The Close button will close the Recurring Banking form.  See: Closing Forms
xe "Recurring Vouchers"Recurring Purchase Transactions

The Recurring Purchase Transaction form allows you to enter and save common Bills or Vendor Prepayments for later use.  For example: You have a standing order with a vendor for 50 widgets per month.  Set up a Recurring Purchase Transaction for that customer.  Using Recurring Purchase Transactions will save time in repetitive data entry tasks.

Use the Transaction Type combo box to change the type of transaction you wish to process.  Then simply select the transactions that you want to process by clicking in the Process check box for each individual transaction you want to process.  You can also click the Select Due button to automatically enter a check mark in the Process field of every transaction that is Due to recur.  The Clear All button will automatically remove all check marks in the Process field.  After you have selected all the transactions you want to process click the Process button at the bottom of the form.  If you use a Bar Code reader (or a KANBAN) you can automatically select transaction numbers to process.  Just click the cursor in the Transaction Number field and use the bar coding reader to scan a transaction number.  This will automatically select a transaction to be processed.

Specifying a Group in the Group Field allows you to group transactions per Transaction Type.

This form can be used to add or edit records in the Recurring Purchase Transaction form.  To add new Recurring Purchase Transaction simply click the New button at the bottom of this form.  If you need to edit existing records, just click the little yellow folder button next to the transaction you want to edit and the Recurring Transaction Detail form will open displaying the transactions detail.

The record navigation buttons at the bottom of the form are used to move through the different transaction types that can be used.  Clicking on one of the four red buttons will navigate you through the transaction types.  You may also use the Find button to find a specific record.

You can choose the sort order of the form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

There are several helpful options that can be set in the Company Preferences form to help make data entry easier and faster.  One great feature in the Company Preferences form is to have the text fields displayed a certain way when you enter data so that it is easier to read and more consistent throughout the program.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Process button will process all selected transactions.  See: Processing Recurring Purchase Transactions
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The New button will open the Recurring Transaction Detail form, which allows a new Recurring Purchase Transaction to be added.  See: Recurring Transaction Detail
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The Select Due button will automatically enter a check mark in the Process field of every transaction that is Due.  
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The Clear All button will automatically remove all check marks in the Process field.
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The History button will show all the Recurring Transactions History.  See: Recurring Transaction History
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The Print button will open the print form, which will display the history of all the processed transactions so they can be printed.  You will have the ability to select some or all of the transactions to be printed.  See: Recurring Transaction Print
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The Close button will close the Recurring Transactions form.  See: Closing Forms
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  Take me to the Help Menu for Bills.
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  Take me to the Help Menu for Purchase Orders.

xe "Rename User Menu Item"Rename User Menu Item

The Rename User Menu Item form is used to reword, or rename any of the menu items listed in the User Menu.  This will only change the appearance of the Menu Item in the User Menu.  For Example, if you change the menu item "Invoice" to "Customer Invoice", "Invoice" will still appear on the main menu.  "Customer Invoice", however, will appear in the User Menu.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close the Rename User Menu form.  See: Closing Forms
xe "Report Criteria - Advanced Tab"Report Criteria - Advanced Tab

The Report Criteria form is used to set a variety of criteria before running a report that you have selected.  There is a General Tab and an Advanced Tab.  Use the Advanced Tab and use the full power of Access to build and save specific criteria for that report.  For example, you can build and save a specific set of Item Nos to run with a specific customer.  The Advanced Tab gives you virtually unlimited control of how the selected report will appear.  You have the option to filter the report based on criteria, or conditions, you set like a name, account, date range and so on.  Each report is different and will display different Criteria ID's that you have set up to choose from.  

There are two additional options, one of which is always available and that is the Print Preview the other is Alternate Gray.  Print Preview will run the report on your screen without sending it directly to your printer.  The Print Preview by default is always on so if you want to send the selected report right to your printer without viewing it first you must deselect this option.  The Alternate Gray option is available on most reports and will add a gray background to every other line in a report giving it a "Green Bar" look.  This will make it much easier to read the reports.

Advanced Tab
Criteria ID
This drop down menu box will display the list of previously set-up criteria that is available for that specific report.  Each report has will display the list of available Criteria ID's.  To add and save a new criteria just simply click the New button and set it up.
Description
This allows you to describe the criteria by giving it a unique name that will be easily understood by your users.

Field Name
Select the Field Name in which you wish to filter on.  Examples of these are:  Date, Customer ID, Item No, Posted, etc.

Data Type
Text

= (Alphanumeric data type which can contain characters, numbers or symbols)
Number
= (Numeric data type which can only contain numbers) 
Date

= (must be a valid date)
Yes/No

= (Can be either: True or False; Yes or No; 1 or 0)

Condition
The Condition field must be one of the following: Like, =, In, Between, <, >, <=, >=, <>, Is Null, Not Is Null, Not.  The following table contains a list of the comparison operators and their meanings.

Like

(Pattern Matching)  See Below
=

(Equal to)

In

(Contains)  See Below
Between
(Value Between {Criteria} And {Criteria Between})  See Below

<

(Less than)

>

(Greater than)


<=

(Less than or equal to)


>=

(Greater than or equal to)

<>

(Not equal to)


Is Null

(No data in field)

Not Is Null
(Data exists in field)

Not

(does not equal criteria entered)

Condition Examples 
Like
The Like condition can be used to compare a value to a pattern.  This is a Very powerful method for filtering/searching data.  The following table shows the pattern characters you can use with the Like condition and the number of digits or strings they match.

Character(s) 
in pattern

Matches in expression
?


Any single character

*


Zero or more characters

#


Any single digit (0 - 9)

[charlist]

Any single character in charlist

[!charlist]

Any single character not in charlist

Examples using Like
Like  Joh* (Returns all records that start with JOH.  This may include:  John, Johnson, Johnston)

Other Examples using Like
"aBBBa" Like "a*a"

Returns True.

"F" Like "[A-Z]"

Returns True.

"F" Like "[!A-Z]"

Returns False.

"a2a" Like "a#a"

Returns True.

"aM5b" Like "a[L-P]#[!c-e]"
Returns True.

"BAT123khg" Like "B?T*"
Returns True.

"CAT123khg" Like "B?T*"
Returns False.

You can use a group of one or more characters (charlist) enclosed in brackets ([ ]) to match any single character in expression, and charlist can include almost any characters in the ANSI character set, including digits. In fact, you can use the special characters opening bracket ([ ), question mark (?), number sign (#), and asterisk (*) to match themselves directly only if enclosed in brackets. You can't use the closing bracket ( ]) within a group to match itself, but you can use it outside a group as an individual character.

In addition to a simple list of characters enclosed in brackets, charlist can specify a range of characters by using a hyphen (-) to separate the upper and lower bounds of the range. For example, using [A-Z] in pattern results in a match if the corresponding character position in expression contains any of the uppercase letters in the range A through Z. You can include multiple ranges within the brackets without delimiting the ranges. For example, [a-zA-Z0-9] matches any alphanumeric character.

Other important rules for pattern matching include the following:

· An exclamation mark (!) at the beginning of charlist means that a match is made if any character except those in charlist are found in expression. When used outside brackets, the exclamation mark matches itself.

· You can use the hyphen (-) either at the beginning (after an exclamation mark if one is used) or at the end of charlist to match itself. In any other location, the hyphen identifies a range of ANSI characters.

· When you specify a range of characters, the characters must appear in ascending sort order (A-Z or 0-100). [A-Z] is a valid pattern, but [Z-A] isn't.

· The character sequence [ ] is ignored; it's considered to be a zero-length string ("").

In
Determines whether the value of an expression is equal to any of several values in a specified list.

You can use the In operator when you need to set a number of criteria. For example, suppose you want to show all orders sent to the United States, Canada, or the United Kingdom. Enter the following expression in the Criteria field:
Remarks:  You must add a comma between each value you are searching for.

USA, Canada , UK

When you run the report, you will see all orders shipped to one of these three countries.

Between
Determines whether the value of an expression falls within a specified range of values.  You might use Between to determine whether the value of a field falls within a specified numeric range. The following example determines whether an order was shipped to a location within a range of postal codes. 

Between 98101 and 98199
Enter 98101 in the Criteria field and then enter 98199 in the Criteria Between field.

Criteria 
This field can include any data based on the rules of the Fields Data Type.

Criteria Between

This field is used only with the Between condition.  Can include any data based on the rules of the Fields Data Type.

Join

Each line of the Advanced Criteria is combined using either the And or the Or operator.  The And operator, means only the records that meet the criteria in all the lines will be returned.  The Or operator, which means records that meet criteria in any of the lines will be returned.

Action Buttons

Action buttons perform an action on the current record like adding, deleting or closing.
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The Run button will run the selected report with the selected criteria.
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The New button will clear the form to allow a new Criteria to be added.
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The Delete button will delete the selected Criteria.
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The View SQL Criteria button will show you the Structured Query Language for that report.
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The Close button will close and save the Report Criteria form.  See: Closing Forms
xe "Sales Accounts Impacted"Sales Accounts Impacted

The Sales Accounts Impacted form is used to display the transactions Accounts Receivable ID and also the selected line items Sales, Inventory and Cost of Sales Account ID's in the subform.  You can change the accounts in this form if you need to override the defaults entered.  Normally the Accounts Receivable is an Asset account.  This form can be opened only from the Sales Line Item Options form.

xe "Sales History"Sales History

The Sales History form will allow you to display either the Customer History or the Sales Transaction History.
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The Customer History will open the Customer History form where you can review every sales made from the selected customer.  See: Customer History
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The Sales History will open the Sales Transaction History form where you can review every sales made from the selected customer.  See: Sales Transaction History
xe "Line Item Sort Order"Sales Line Item Sort Order

The Sales Line Item Sort Order form is used to display all the line items from the selected transaction and their original sort order.  The sort order of those line items can be quickly changed using this form.  Just manually type in the sort order field the way you want the line items sorted and when you close the form the transaction will automatically be resorted.  This form can be opened only from the Sales Line Item Options form.

xe "Sales Agency Log List"Sales Rep Group Notes

You can view the sales rep group notes from the Sales Rep Group form by clicking the Notes tab at the top of the form.  The Notes tab displays a single line item list of all the notes that have been entered for the selected sales rep group.  Clicking on the yellow folder button next to a specific notes will open the Sales Rep Group Notes form displaying the details of that specific sales rep group note.  All the fields in the sales rep group notes list are read only but you can click the right mouse button to sort any field in a different order.

To add new sales rep group notes from the sales rep group notes, you should click the last little yellow folder next to a blank line item. See:  Adding Sales Rep Group Notes
Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new note to be added. See: Adding Customer Notes  
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The Delete button will delete the selected Note.  
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The Find button will allow you to Find notes.  See: Find. 
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The Close button will close and save the Prospect Note form.  See: Closing Forms
Related Topics
Sales Rep Group
xe "Sales Rep Log List"Sales Rep Notes

You can view the sales rep notes from the Sales Rep form by clicking the Notes tab at the top of the form.  The Notes tab displays a single line item list of all the notes that have been entered for the selected sales rep.  Clicking on the yellow folder button next to a specific notes will open the Sales Rep Notes form displaying the details of that specific sales rep note.  All the fields in the sales rep notes are read only but you can click the right mouse button to sort any field in a different order.

To add new sales rep notes from the sales rep notes list, you should click the last little yellow folder next to a blank line item. See:  Adding Sales Rep Notes
Related Topics
Sales Reps
xe "Sales Transaction History"Sales Transaction History

The Sales Transaction History form is opened from the Sales History will display the complete history of the selected transaction.  This would include everything from a Order to the converted Invoice from that Order and even possibly a credit memo.  You can click on the little yellow folder button next to any of the line items in this form to open the actual transaction.  This is a great way to see when a Order was created and then when that Order was invoiced and paid over a period of time.

xe "Salutation"Salutation

The Salutation form is where you can enter preset list of salutations like "Mr.", "Mrs." or "Dr." to name a few.  This is an optional feature that you can use if you want to further detail your contacts with.  The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

xe "Searching Recurring Banking"Searching Recurring Bank Transactions Transactions
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

xe "Searching Recurring Vouchers"Searching Recurring Purchase Transactions
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.


[image: image2417.png]



The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

xe "Searching Vendor Contact Sites and Departments"Searching Vendor Contact Sites and Departments
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  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

xe "Searching Workers Compensation"Searching Workers Compensations

[image: image2424.png]


  When you click the Find button on any form the Find form will open.  You will see tabs available, which change the search criteria.  This gives you the most flexible way to search for, or find, the specific record you are looking for.  Once you have narrowed your search down to one record, or a smaller list of records, you proceed to either "Find Selected", or "Find All Listed" buttons.

For a more detailed description of using the Find form, look under the index topic "Find".

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Find Selected button will transfer the one record (and all the data in that one record that meets all the criteria you have sorted for) to the form you are working on--say the Customer form, for example.
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The Find All Listed button will transfer all of the records and all the data in each record that you have sorted in the Find form from the Find form to the form you are working in--say the Customer form, for example.
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The New button will bring you to the appropriate form to enter a new record.  For example, if you are working on Customers, clicking on the New button will bring up the Customer form where you will be able to enter New Customer data.
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The Close button will close the Find form.  See: Closing Forms
Closing the Find Form
One way you may exit the Find form by selecting the records you were working on in the Find form and return to your initial form.  This may be accomplished by clicking on the Find Selected or Find All buttons.

The other methods of exiting the Find form follow: pressing the F12 key, the End key, Alt C keys, or clicking on the X box in the upper right hand corner of the form.

Other Useful Tips
Note that you may use keystrokes to operate almost all of the options in the Find form. For example, to open the City tab, you may depress the Alt and the letter "Y" keys since the underline of the letter "Y" in the title of the City tab indicates this is possible.

xe "Select User Menu - [Forms]"Select User Menu - [Forms]

The Select User Menu form is used to establish which Forms you wish to display in your User Defined Main Menu.  You can view the User Defined Main Menu by selecting the User Menu tab from the Main Menu.  

The left window displays all the Available Menu Items in Financial Accounting.  Use the scroll bar to display other Available Menu Items that do not appear in the window.  The right window displays all the Selected Menu Items.  The Arrow buttons in the middle of the form are used to add or remove menu items from the Selected Menu Items.  To add a menu item to the Selected Menu Items display, simply highlight the item you wish to select and click the red arrow button facing right.  To remove a menu item from the Selected Menu Items display, simply highlight the item you wish to remove and click the red arrow button facing left.  The Double Arrow button facing right will move all the menu items to the Selected Menu Items window.  The Double Arrow button facing left will remove all the menu items from the Selected Menu Items window.

The blue sort buttons at the right of the form are used to move the Selected Menu Items in your desired sort order.  To move a menu item up in the sort order, highlight it and press the blue arrow sort button facing UP.  To move a menu item down in the sort order, highlight it and press the blue arrow sort button facing DOWN.  If you wish to return the menu items to their default sort order, click the blue arrow sort order button labeled default sort order.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.

   [image: image2429.png]



The Rename button will open the Rename User Menu item form.  See: Rename User Menu Item
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The Close button will close and save the Select User Menu form.  See: Closing Forms
xe "Select User Menu - [Reports]"Select User Menu - [Reports]

The Select User Menu form is used to establish which Reports you wish to display in your User Defined Main Menu.  You can view the User Defined Main Menu by selecting the User Menu tab from the Main Menu.  

The left window displays all the Available Report Menu Items in Financial Accounting.  Use the scroll bar to display other Available Report Menu Items that do not appear in the window.  The right window displays all the Selected Report Menu Items.  The Arrow buttons in the middle of the form are used to add or remove menu items from the Selected Report Menu Items.  To add a menu item to the Selected Report Menu Items display, simply highlight the item you wish to select and click the red arrow button facing right.  To remove a menu item from the Selected Report Menu Items display, simply highlight the item you wish to remove and click the red arrow button facing left.  The Double Arrow button facing right will move all the menu items to the Selected Report Menu Items window.  The Double Arrow button facing left will remove all the menu items from the Selected Report Menu Items window.

The blue sort buttons at the right of the form are used to move the Selected Report Menu Items in your desired sort order.  To move a menu item up in the sort order, highlight it and press the blue arrow sort button facing UP.  To move a menu item down in the sort order, highlight it and press the blue arrow sort button facing DOWN.  If you wish to return the menu items to their default sort order, click the blue arrow sort order button labeled default sort order.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Rename button will open the Rename User Menu item form.  See: Rename User Menu Item
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The Close button will close and save the Select User Menu form.  See: Closing Forms
xe "Ship From Location"Ship From Location

The Ship From Location form will display all the details of the selected ship from including Name, address and Zip Code.  This is an optional way of displaying where the items will be shipped from.  All of this data can be changed independent of the actual customer if need be.  

xe "Source"Source

The Source form enables you to review, add or delete Sources.  

The form has two column headings: Source which refers to a type of source such as the Internet or a magazine ad, and, Source Name which refers to the specific name of the type of Source such as "Yahoo" for the Internet.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new Source to be added. 
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The Delete button will delete the selected Source.
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The Close button will close the form.

xe "Tax Groups"Tax Groups

The Tax Groups form is used to group several tax types into a template or group that can be used to quickly assign multiple taxes to an employee.  In the employees form under the Tax tab you can choose a tax group from the Group combo box.  The employees taxes area would quickly fill in with all the taxes that were setup in the tax groups form.  Then of course, you could edit each individual tax or even add new ones.

This form is completely optional but comes in very handy if you have hundreds of employees all with several common taxes.  You can add, edit or delete tax groups as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Tax Groups.

An example of a tax group might include common employee taxes like Federal, Social Security, Medicare and State.

You can choose the sort order of the tax group form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add tax groups to be added.  See: adding Tax Groups
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The Delete button will delete the selected tax group.  See: Deleting Tax Groups
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The Close button will close and save the tax group form.  See: Closing Forms
xe "Tax Types"Tax Types

The Tax Type form contains a default list of all the available taxes, which can be associated with employees or Tax Groups.  Financial Accounting automatically includes an extensive list of predefined taxes.  You can add, edit or delete taxes as needed using this form.  For a detailed explanation of all the fields on this form, refer to Adding Tax Types.

Several Tax types are setup as system taxes and cannot be changed or deleted.  These system taxes include Federal, FICA Social Security and FICA Medicare.

Examples of payroll taxes include Federal, Social Security, Medicare and State.

It is very important to select the appropriate Liability Account ID from the Chart of Accounts for each of the tax types.

You can choose the sort order of the tax type form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.


Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will allow add tax types to be added.  See: adding Tax Types
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The Delete button will delete the selected tax type.  See: Deleting Tax Types
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The Close button will close and save the tax type form.  See: Closing Forms
xe "Topics"Topics

The Topic form allows you to add, modify or delete records to the Topic combo box in the Vendor Contact Log, for example.  The sort field is used to assign a custom sort order to the list or you can click the right mouse button in any of the columns and sort it a different way.

Click the New button to add another topic or click the Delete button to delete a topic type.  Click the Close button to save the topics and close the form.

xe "UPC Form"UPC Form 

The UPC Code can be opened from the Setup Tab in the Inventory Items form by clicking on the little magnifying glass button by the UPC code field.

The UPC form will enable you to view the Item No that you are reviewing in the Item No field.  You will also be able to view the related barcode label.

Action Buttons

Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the Bill form.  See: Closing Forms
Related Topics
Adding Inventory Items
Inventory Items Setup Tab
xe "Unposting Inventory Adjustments"Unposting Inventory Adjustments
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Inventory Adjustment transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected inventory adjustment record and reverse the quantity in stock.  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the inventory adjustment.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain inventory adjustment transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.

You will also notice that once you have unposted the inventory adjustment form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

xe "Unposting Inventory Build Assembly Items"Unposting Inventory Build Assembly Items
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  When you click the Unpost button, Financial Accounting will display a message asking if you wish to unpost the Inventory Build Assembly Item transaction.  If you choose to unpost the transaction, Financial Accounting will reverse the posted entries in your General Ledger with the data from the selected Inventory Build Assembly Item record and reverse the quantity in stock for the selected item and for all the components used to build the item..  This provides you with a way of making a correction on the posted transaction at a later time.  In essence, this backs out the transaction from your General Ledger like it was never there to begin with.  The difference is that the General Ledger will still keep a record of the posted and unposted transactions so that you have a type of audit trail showing the history of that transaction.

You can click the Recap button to display a preview form of what will be entered in your General Ledger when you unpost the Inventory Build Assembly Item.  The Recap button is the small little button next to the Total field at the bottom of the form.

Under certain circumstances you may not be able to unpost certain Inventory Build Assembly Item transactions after they have been posted due to a variety of reasons listed below.
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If you have closed your periods in the Accounting Periods form, past the date of the transaction you are trying to Unpost, Financial Accounting will not allow the transaction to be unposted.
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The Unpost feature is password protected in the Security form.

You will also notice that once you have unposted the Inventory Build Assembly Item form the Unpost button label will now read Post.  This gives you the option to Post the transaction again when you have finished making any changes to the transaction.

xe "Update Ordered"Update Ordered

The Update Ordered form can be accessed by clicking on the little magnifying glass button above the PO Quantity field in the Receive Inventory form.

1.
The Item No field is read only and displays the Item No you are working on.


2.
The Original Ordered field is read only and shows the quantity of the Item you originally ordered.

3.
The add Order field you are able to adjust.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The Close button will close and save the Bill form.  See: Closing Forms
Related Topics
[image: image2450.png]


  Take me to the Help Menu for Received Inventory.
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  Take me to the Help Menu for Adding Receive Inventory.

xe "User Menu"User Menu

The User Menu tab is the user defined command center to all the forms and reports you use most in Financial Accounting.  The left display labeled "User Defined Main Menu" displays your selected list of forms.  The right display, labeled "User Defined Report Menu" displays your selected list of reports.  To set up the User Defined Main Menu, click on either Hammer button to open the Select User Menu forms.  Once set up, just highlight on the form or report you wish to use.  Then, click on either the "Run" button at the bottom of the form or just double click on the form or report itself.  When you select a report, the Report Options form will appear allowing you to enter criteria to filter the selected report if you choose and then the report will open.  The User Menu information will be saved per User Name specified in the Security form.  This enables you to login at different workstations and still have your specified User Menu saved.  You must login with a User Name to view/edit the User Menu.  

Form Buttons
Form buttons open another form that is related to the selected form.
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The Hammer button on the User Defined Main Menu will open up the Select User Menu - [Forms] form where you will be able to select which forms you wish to display in your User Menu.  See: Select User Menu - [Forms]
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The Hammer button on the User Defined Report Menu will open up the Select User Menu - [Reports] form where you will be able to select which reports you wish to display in your User Menu.  See: Select User Menu - [Reports]
xe "Maintain Web Orders"View/Edit Web Orders
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  The View/Edit Web Orders form you see is a search form that provides you with convenient options.  You have two methods by which to bring up existing customer information.

Method One
Type in the first few letters or numbers in any of the fields in the General or Advanced tabs then click on the Ok button.  Financial Accounting will bring up the Web Order form with the closest match to the inputs you have provided.    The Order form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include:  Adding Orders, Orders, Orders Overview.

Method Two
Locate the fields that have a combo box (an upside down arrow head in a box):

If you select the Customer ID field,  click on the arrow, locate and click your customer in the mini-form that pops up, then click on the Ok button in the upper right hand corner of the View/Edit Orders form.  Financial Accounting will bring up the Order form with the closest match to the inputs you have provided.   The Order form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include: Adding Orders, Orders, Orders Overview.

If you select Transaction Type, Salesperson, Date to Search, Date Range, and/or Order Type Fields, click on the respective little combo box (an arrow head pointing down) by each field, locate your customer in the bottom half of the form, and, double click on your customer.  Financial Accounting will bring up the Order form with the closest match to the inputs you have provided.   The Order form will now appear, conveniently providing all of the customer information from past orders. If you would like Help from this form, press the F1 key for further assistance.  Common help topics include: Adding Orders, Orders, Orders Overview.

Note that in either method the Exact Search check box under the cancel button forces the search to find exactly what you type anywhere in the search form.  Otherwise, the search form is set for a wildcard search, meaning it will search the customer form for the characters you type in no matter where they are in the field.

Conditions
In the Conditions combo box you can select a certain condition to apply when searching for customers.  The default will always be "Like", which should be used for all normal searching.  The different conditions allow you to customize what you are searching for in a more specific manor.  See Search Conditions for further descriptions and examples of all the different search conditions available.

xe "Workers Compensation Codes"Workers Compensation Codes

The Workers Compensation Codes form allows you to track workers compensation codes, by state.  It allows you to track the codes by Work Code, Description, State and Account ID.  It also allows you to enter in a rate as well as a minimum and maximum rate.

You can choose the sort order of the workers compensation codes form by clicking the Right Mouse button in any of the fields and changing the sort order of that field.

Action Buttons
Action buttons perform an action on the current record like adding, deleting or closing.
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The New button will clear the form to allow a new workers compensation code to be added.
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The Delete button will delete the selected workers compensation codes.
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The Find button will enable you to Find workers compensation codes.  See: Find.
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The Close button will close and save the workers compensation code form.  See: Closing Forms
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