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CHAPTER 1: SYSTEM OVERVIEW \I

GENERAL DESCRIPTION

The P.C.C. Interactive Accounts Payable System offers a complete, easy to use procedure for the verifying and
recording of liabilities, the timely payment of obligations and assures that current information is available for use in
determining future cash requirements, and planning for the maximum use of cash resources.

The advantages of this system are:

Vendor and open item information is accessible at any time for reporting, inquiry and updating. Liabilities are
automatically aged. Cash requirements are projected, and available discounts are identified.

Invoices can be paid on a selective basis. Cheques are automatically written. Timely reports are generated to assist in
management analysis and planning,

FEATURES
e Interacts with General Ledger, Sales Analysis, Accounts Receivable, Payroll, Time Accounting, Customer
Profile and Order Entry.

¢ Designed to handle companies in an industry of any size.

¢ Maximum number of Vendors and accounts payable transactions is limited only by the amount of available
disk space.

¢  Cash or accrual method of accounting may be used.

e Cheques are automatically prepared.

o Discounts are automatically taken.

o Expenditures may be distributed to an unlimited number of general ledger accounts.
o  Future cash requirements can be determined.

s  Accommodates manual cheque preparation.

¢ Invoices can be selected for payment by due date as well as by individual vendor.

¢ Invoices may be put on hold.

e Journals may be printed on demand.

e Inquiry available by invoice and vendor.

GENERAL DESCRIPTION = 1-1



CHAPTER 2: ACCOUNTS PAYABLE CYCLE

PROCESSING CHECKLIST

The following is a summary of the major stages in the Accounts Payable Cycle:

INITIAL SET-UP PROCEDURES PAGE
1. Supplier Master Maintenance 8-11
2. Spool Supplier Master updates 7-36

MONTHLY PROCEDURES PAGE
1. Enter supplier invoices 5-2
2. Spool cash requirements report 7-12
3. Process cheques. 5-19
4. Spool cheque register and cheques 7-16
5. Enter cancelled cheques 5-22
6. Spool cheque reconciliation 7-21
7. Spool purchase journal 7-27
8. Spool supplier open item report 7-27
9. Spool accounts payable aged trial balance report 7-6
10.  Purge accounts payable file 8-8
11.  Purge cheque file 8-10
12.  Spool aged cash requirements 7-2
13.  Close purchase journal 14-1
14.  Close cash disbursements journal 14-1
15.  Indicate month closed 14-1

INITIAL SET UP PROCEDURES

1. Supplier Master Maintenance
This program is used to set up supplier numbers and maintain information relating to suppliers. The supplier
data base is set up initially and modified to reflect the addition or deletion of suppliers and changes to
information maintained on the supplier master.

PROCESSING CHECKLIST = 2-1



ACCOUNTS PAYABLE CYCLE

MONTHLY PROCEDURES

1. Entering Transactions

Debit and credit transactions for all Accounts Payable activity are entered through the "Enter supplier
invoices " program, or the general journal program.

2. Print Journals and Reports

The Accounts Payable system accumulates the data needed to produce the following reports for each
accounting period:

PAGE
Supplier master update listing 7-36
Supplier listing in alphabetical or numerical order 7-33
Purchase journal 7-21
Cash requirements report 7-12
Cheque reconciliation report 7-14
Open item listing 7-27
Detailed aged trial balance 7-6
Aged cash requirements 7-2

3. Closing Out The Period
The Accounts Payable cycle ends with:

Closing Out
Closing out the current month, by adding all current amounts to year to date amounts, and preparing the
data files for the next month.

Backing Up
Backing up the current period data files.

Purging Accounts Payable
Purging the accounts payable clears each supplier account of all entries that have been completed as of
the specified purge date. The accounts payable file is cleared of the following items:

1. Invoices that have been completely paid.
1.
1
1

Manual payments that have been fully cleared against invoices.

. Unapplied amounts from previous periods that have been applied in the current period.

. Journal entries that have been cleared against invoices.

Purging Cheque File
Purging the cheque file clears all cheques that have been cancelled.

2-2 ; MONTHLY PROCEDURES



ACCOUNTS PAYABLE CYCLE

MONTHLY PROCESSING CHECKLIST

DESCRIPTION OF TASK ACTION NAME DONE PAGE
DATE REFERENCE

1. Supplier Invoices Mid-month
Code supplier 8-11
Review supplier invoice coding
Input supplier invoices 5-2
Input recurring monthly payments

2. Cash Regquirements Mid-month
Spool cash requirements report 7-12
Approve cash requirements report

3. Cheques Mid-month
Process cheques 5-19
Spool cheque register and cheques 7-16
Print cheques 12-1
Match cheques with supplier invoices
Sign cheques
Mail and distribute cheques 15th

4. Supplier Invoices End-month

Code supplier invoices

Review supplier invoice coding

Input supplier invoices

5. Cash Requirements End-month

Spool cash requirements report

Approve cash requirements report

6. Cheques End-month

Process cheques

Spool cheque register and cheques

Print cheques

Match cheques with supplier invoices

Sign cheques

Mail and distribute cheques

7. Provincial Sales Tax

Monthly analysis for PST 7th
Complete provincial sales tax return 7th
Take PST return to bank 15th
8. Cancelled Cheques
Enter cancelled cheques 7th 5-22
Spool cheque reconciliation report 7th 7-14
9. Employee Tax Deductions
Complete ETD remittance form 7th
Take ETD remittance to bank 7th
10. Prepare monthly courier billings 15th
11. Systemm maintenance End-month
Purge accounts payable file 8-8
Purge cheque file 8-10
Close purchase journal 14-1
Close cash disbursements 14-1

MONTHLY PROCESSING CHECKLIST = 2-3



CHAPTER 3: GENERAL DATA ENTRY

INSTRUCTIONS

A number of data entry procedures are the same for all the applications described in this manual. These data entry
procedures are as follows:

THE ENTER KEY

The enter key, is always pressed after every entry to start processing. The only time you don't press
is when you are using a function key such as (E5].

MENUS AND SUBMENUS

The programs that make up this accounting package are accessed by means of a menu. Each menu choice is
displayed on the screen, with a number to its left. To make a selection, type the number of the desired item, and press
=)

le, the followi is typical:

- HALH  MENU
RH 2
CRY 4 96 10:30:35
TYPIST & 6

1 Payroll

2 fAiccounts Receivable
3 Accounts Payable

4 Sales finalysis

5 General Ledger

6 Security

7 Systen Utilities

8 Daily Closiag

9 Monthly Closing

10 Print Reports

11 Time Accounting

12 Fixed Assets

13 Inventory /7 Order Entry
14 Uertical Markets

Q Query

$ Status

E Exit

@ Enter selection

" To select Accounts Payable, type (3), and press (€:Enter).

INSTRUCTIONS = 3-1



GENERAL DATA ENTRY

When an application has been selected, a submenu is frequently displayed, providing a number of further choices on
how the application is to be run, or what part of the application is to be run.

~ For example, the following is a typical submenu:

T

flccount g 4
Hain fdenu 31/01/2003
Last month end: 12/2002 Last year end: 28/ 2/2002

Daily processing

Yearly processing
Reports

Haintenance and inquiry
Data file status
Cormpany information

m NN OH WA =

Exit

€ Enter selection

To select Daily processing, you would type (1), and preés .
OPTIONAL FIELDS
Optional fields (fields not required) may be skipped by pressing (& Enter).

A number of screen entry fields allow entry of data but also default to a particular value if is pressed. A
default value is simply a value automatically selected by the program if you do not enter a value.

Example: e A date field will often default to the current date (system date) or the last date entered.
) can often be pressed to answer a Yes or No question by default.

DATE FIELDS

Enter all dates in the format ddmmyyyy (six numeric digits, with no slashes) representing day month year. The
computer will check that the month entered is valid (1-12), as well as the day (1-31) and the year (0-99).

THE DECIMAL POINT

The decimal point does not have to be entered unless the characters to the right of the decimal point are non zero.
However, decimal points must be entered if the digits to the right of the decimal point are not equal to zero.

@ Commas and dollar signs should not be entered.
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EDITOR

The system includes an Editor utility that allows you to correct errors made during data entry. The EDITOR can be
accessed by pressing (Fi).

The Editor utility will not always bring up the same options because the options change according to where you are
calling the editor from. The options that are available through the editor and how they are to be used follows.

REKEY FROM A FIELD

This option may be used to rekey any of the data entered in a field. If you are on field number 6 and you want to
change something in field number 1 you will have to rekey the information from that field on. In most cases, you can
press back to line 6 because will remember what you entered in that field last.

To use this option type (1), and press (€ Enter).
The system will then display:
| ]:Enter [field number]| or [ENTER] to return.

Type the number of the field that is to rekeyed and press (&Enter). The system will then automatically return to this
field number.

Simply make your corrections and continue entering your data.

REKEY/DISPLAY LINE

In some of the programs such as invoices, you can have more than one line entry per item. The Rekey Line option
allows you to modify information within a specific line.

Type the number corresponding to Rekey line and press (EEnter). The system will prompt you to enter the line
number that you want to change. It will then display that line allowing you to modify your entries. Once you have
made the changes you can continue where you left off.

The Display Line option will prompt you to enter the line number that you want to display. Once you type in the line
number and press the line will be displayed. The system will request that you press to continue
where you left off.

CANCEL PROCESSING

The Cancel option will cancel whatever you are doing. If you are in the middle of an invoice or sales order etc., and
you want to cancel press and type the letter corresponding to cancel. The system will ask you if you are sure you
want to cancel before it performs this step.

EDITOR m 3-3
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FS LOOKUP FEATURE

The lookup feature allows you to search for information from various input fields. This feature eliminates the need
for users to memorize codes used for general ledger accounts, customer accounts, supplier account and numerous
other items. For instance the lookup feature can be used to display a supplier account code in the following
manner:

field and

owing
il i

i il

Supplier Haster

Suppliers m===== A A R A R e
1642 POLYMATHIC DEVELGPHENT CORPGRATION i

POLYMATHIC COWPUTER SYSTEMS LTD 416-490-8010
POLYHATHIC TECHNOLOGIES INC. 416-430-8010

POLYMATHIC COMPUTER CORPORATION

Tap Bottom Esc-End Fi-Options
Discount Percentage
Home G/L Cede

P.0. Req'd for Inveoice: Ytd Purchases :

The followiné 6pti0ns are available:

Cursor upwards through the data

Cursor downwards through the data

Page up one screen of data

Page down one screen of data

Move to the top of the data

Move to the bottom of the data

Exit the lookup feature

Options:
The options of the lookup feature vary according to what program you are using. This
feature will allow you to search for a particular record according to the search criteria that
you enter.

i ol C
8 easls ©

For example, if you are in the supplier master of Accounts Payable and you want to search
for a supplier by the supplier name, you can press for Options, then to search by
the supplier's name and enter three or more letters for the supplier you are looking for. The
system will then search through the supplier master for the closest match to the three letters
that you entered.
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Press FJ) and the o) tlons screen will appear as follows
o 14 o

Pl TL
Typist: 06 Supplier Haster tion FEB 10 2003

Port: 96 16: 04 55
Screen 1 Shaou
DR : Supplicrs == s
2) | 1642 POLYMNIHEL DEUE I CORPORATION {
3 ; 25 Functions S === ITTI M1 )]
4 | F2 - Find Supplier CODE 430-8010
5 F3 - Find Supplier HNAME 430-8010
6) ESC- Exit

12y  e——————————————————————————————————————
13 4 Pglp  Pybn Tup Bottom fse~End Fi~Options |
Discount Percentage :
16) Home 6/L Code :
17) P£.0. Req'd for Invoice:

Ytd Purchases :

To search by supplier name, press (E3).

The screen wnll | appear as follows

Payable . [i}{

RM Typist: 06 Supplier tlon FEB 10, 2003
Port: 96 16: 04 55
Screen 1 Show

(PR r Supplicrs eSS

2) § 1I 1642 POLYMATHIC DEUELGPHMENT CORPORNTTHH A1H-A90-8011)
-3 POLYMATHIC COWPUTER SYSTEMS LTD 416-490-8010

4) POLYMATHIC TECHNOLOGIES INC. 416-490-8010
5) POLYMATHIC COHPUTER CORPORATIOHN 416-430~-8010

13) Wel L Pgllp  Pybu Top Bottom

Discount Percentage :
16) Home G/L Code :
17) P.0. Req'd for Invoice:

Ytd Purchases :

Type at least three letters for the supplier you are searching for and press .

The system will then search through the supplier master for the closest match to your search
criteria and will highlight that supplier in the lookup window.
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The screen will appear as follows:

B

flccounts Payable I
Supplier HNaster tion FEB 10,2003

16:04:5%

Screen 1 Show

D) F Suppliers ===

2 1642 POLYWATHIC DEUVELOPHENT CORPORNTTON 416-4941-8010
» 1680 POLYHMATHIC COHPUTER SYSTEMS LTD 416~-430-8010
L) 1666 POLYHMATHIC TECHNOLOGIES INC. 416-430-8010
5 POLYMATHIC COMPUTER CORPORATION 416-430-8010

13) He . Pglip  Pghn Top lotton Esc-End

Discount Percentage
16) Home 6/L Code
17) P.0. Req'd for Inveoice: Ytd Purchases :

.
-
-
-

To select the supplier simply press and the system will enter the supplier into the
field you initially activated the Lookup feature from.

You can exit out of the Lookup feature at any time by pressing (Esc). (Esc) will exit one level
of the program, therefore if you are in the options section of Lookup you will have to press
(Esc) twice to exit completely out of Lookup.

3-6 m F5 LOOKUP FEATURE
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MAIN MENU - ALL SYSTEMS

HATH 3.51)
RM Thu APR 18, 2002
CRT & 96 10:30:35
TYPIST # 6

Payroll

Accounts Receivable

fAccounts Payable

Sales finalysis

General Ledger

Security

Systen Utilities

Daily Closing

ftonthly Closing

Print Reports

Time Accounting

Fixed fissets

Inventory / Order Entry

Uertical Markets

w—h vt ok nd ek
BWN—-COENOIT SNWN -

Q Query
S Status
E Exit
@ Enter selection

cr.r)n 4 P:xh L: T ,P?.ll 2.
31/01/2003
Last month end: 12/2002 Last year end: 28/ 2/2002

Daily processing

Yearly processing
Reports

Haintenance and inquiry
Data file status
Company information

m DI N =

Exdt

£ Enter selection

MAIN MENU - ALL SYSTEMS = 4-1
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| flccoun . 4 b4yl
i) Main Henu 31/01/2003
‘Last month end: 12/2002 Last year end: 28/ 2/2002

Daily processing

Yearly processing
Reperts

Maintenance and inquiry
Data file status
Company inforpation

m NN LW =

Exit

E Enter selection

To select D&ily Processing, type (1) and pfess (EEnter),

The screen will appear as fo

i

Accounts Payah LAPP20  2.64

Daily Processing 3170172003
1 Enter supplier invoices Run
2 Single cheque processing Run
3 Automatic cheque processing Run
4 Enter cancelled cheques Run
E Exit

E Enter selection

m 5-1
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ENTER SUPPLIER INVOICES

This program allows you to enter supplier invoice information and distribute supplier invoice amounts to the general
ledger accounts. The major features of the program are:

¢ Each invoice entered into the system can have up to 999 separate distributions to the general ledger,
either debit or credit amounts.

o The supplier's standard terms can be overridden and special terms can be entered.
» All distributions are balanced by the system before the operator is allowed to proceed to the next entry.
¢ You can specify the due date or have it automatically assigned by the system.

ficcounts Paya

M Daily Processing 31/01/72003
1 Enter supplier inveices Run
2 Single cheque processing Run
3 futomatic cheque processing Run
4 Enter cancelled cheques flun
E Exit

E Enter selection

To select Enter supplier invoices, type (1) and press (€ Enter).
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Pl able appPos 5,32
Typist: 06 Enter Supplier Invoices JAN 31,2003
1) Supplier number .....:
2) Supplier invoice no. :
3) Supplier inveice date:
4) Payment date/teras ..:
5) Total invoice amount :
6) Description ......... :
7) Hold invoice (Y/H) ..: 8) P.0. check:

Line Gl Code Description Nmount Balance

Enter [Wl (F@1-ADD supplier Invoices entered Total
((#91-L0oKuP [ F1-PRINT cheque [[I31-End 0 .00

Enter an invoice as follows:

SUPPLIER NUMBER

Enter the supplier number. can be used to list all the suppliers. If the supplier you are searching for is not in the
master file you can press to add them. will automatically bring up the supplier master file and allow you to
add a new supplier. For more information on the Supplier Master refer to page 8-11.

SUPPLIER INVOICE NUMBER

Enter up to ten alphanumeric characters to indicate the supplier invoice number. The system automatically verifies
that this invoice number has not been duplicated. The system will only check those invoice numbers that have not
been purged out of the accounts payable open item file.

INVOICE DATE

Press to accept the default system date shown on the screen or enter the desired date in the ddmmyyyy
format.

PAYMENT DATE/TERMS

Press to accept the default payment date shown on the screen or enter the desired date in the ddmmyyyy
format, Press (*) then and the system will automatically calculate the due date based on the payment terms
on the supplier master.

TOTAL INVOICE AMOUNT
Enter up to eight numeric characters. The highest dollar amount you can enter is 999,999.99 without the comma.

ENTER SUPPLIER INVOICES = 5-3
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DESCRIPTION

Enter up to thirty five characters of description. For instance you may enter IBM PC - XT. This description will
appear in the analysis schedules run using the General Ledger sub-system. The description will also appear in the
Purchase Journal.

HoLp INVOICE
You can put any positive invoice on Hold. When an invoice is on hold the system cannot process a cheque for it. To
place an invoice on hold change this field to (¥), Yes.

@ Credit invoices cannot be put on hold.

P.0. CHECK
This field is filled in automatically by the system.

LINE

You may distribute the total amount of the invoice to as many different general ledger accounts as you wish. Enter
only one distribution if that is all you need.

The system will suggest the general ledger distribution account to which the invoice is to be distributed based on the
information set up on the supplier master under home GL code (refer to page 8-13 for details.). Press to
accept the default GL Code or type a GL Code number and press (& Enter). (E5) can be pressed to list all valid GL
codes and a new GL code can be added by pressing (E4).

The cursor will now move to the amount field and display the total invoice amount as the default amount. Press
to accept the default amount or type the amount that you wish distributed to this GL code and press (€ Enter),
The cursor will now return to the GL Code field.

If the amount in the Balance field does not equal 0 you must continue distributing amounts to additional general
ledger codes. Once the amount in the balance field is 0, type (€} and press to exit. The cursor will now return
to the supplier number field.

If you wish to continue entering invoices for this particular supplier simply press (€Enter), There is no need to re-
enter the supplier number as the system will automatically retain the last previously entered supplier number.

If you wish to enter invoices for a different supplier type the new supplier's number and follow the procedures
outlined above.

If you have finished entering invoices and wish to exit from the program type (E) and press (€ Enter),

PRINT CHEQUE OPTION

To invoke the Single Cheque Processor and print a cheque. Press at any time during invoice entry. Please note
that if you want to print a cheque for the invoice you are entering you must complete the invoice first.

@ If you select the Cheque Print option from the Supplier Invoicing program and you are processing a
cheque for ONE invoice only, the due date will be printed on the cheque instead of the invoice date.
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SINGLE CHEQUE PROCESSING

d invoices.
R

TLAPP2O .64
3170172003

1 Enter supplier invoices Run
2 Single cheque processing Run
3 Automatic cheque processing Run
4 Enter cancelled cheques Run
E Exit

E Enter selection

Type (2) and press to select Single cheque processing.

The screen will appear as follows:

:bﬁnts éa able j ] . AF
tlanual Cheque Processor JAN 3172003
Cheque type : 6-Laser HICR { Last Ronth Closed: DEC/2002 HO PRINTER
Supplier : Total:
Item Invoice # Inv Date Due Date Inveiced Payment Status

SELECTION MENU

Erint cheque

print {Ulank cheque
ptions

t 4 [@-Exit

To select a function from the menu you may type the capitalized letter for the desired
function or use to highlight the function, then press (&Enter).

SINGLE CHEQUE PROCESSING =® 5-5



DAILY PROCESSING

The following functions are available from this selection menu:

®
©)]

The Select invoices function will display all open items for the specified supplier and allow you to
select the invoices you want to process for the single cheque.

The Print cheque function allows you to print a cheque that was previously spooled but not printed, or
reprint a cheque.

The following functions are available through the Options menu selection:

The printer setup function allows you to change the printer type, printer port
and printer control codes.

change Form type should be selected when you need to change the type of
cheque you are printing.

This function allows you to display the bank account balance.

SELECT INVOICES

This function is selected to choose the invoices that you want to pay on this cheque. You can
only print a cheque for one supplier at a time but you can include as many invoices as you
want on that cheque.

Accounts Payable

B ) Hanual Cheque Processor
Cheque type : 6-Laser HICR [ Last Month Closed: DEC/2002 NO PRINTER
Supplier : Total:

Item Invoice # Inv Date Due Date Invoiced Payment Status

SELECTION HENU

grint cheque

print {ilank cheque
tions

t 4 (@-Exit

To select invoices, type (§) or use the arrow key to highlight the function, then press (& Enter),
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The screen will appear as follows:

)

ficcounts Payal

AN . Hanual Cheque Processor dRN 3172003
Cheque type : 6-Laser WICR [ Last MHonth Closed: DEC/2002 NO PRINTER
Supplier : Total:

Item Invoice # Inv Date Due Date Invoiced Payment Status

Enter (SITINTEIEY ([81-SUPPLIER lookup ([HJ1-GPEN ITEM lookup [[EX51-END

Enter the supplier number to which the cheque will be issued.
The system also gives you the following options:

List all suppliers.
Display a list of open items. If no supplier is specified a list of all open items will be displayed,

otherwise open items for the specified supplier are displayed.
(Esc) End this function.

Once a valid supplier n

umber has been entered, a list of all unpaid items will be dis layed.

e =10l

flccounts o P

| . 34j
L Hanual Cheque Processor JAN 31,2003
Cheque type : 6-Laser HICR [ Last Honth Closed: DEC/2002 NO PRINTER
Supplier : 1642 POLYHATHIC DEVELOPMENT CORPORATION Total:

Item Invoice # Inv Date Due Date Invoiced Payment Status
123456 31-JAH-2003 31-JdnH-2003 115.00 115.00

A§-seLecy  ((EID1-UNSELECT  [[@1-Open Item pETAILS (1 Y ([N1-Exp

Select the items that you want to process for this cheque.
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Items are selected by using to highlight the item then pressing (E9]. The status field will indicate what items
have been selected and a running cheque total is given in the top right hand corner of the screen. An item may be
unselected by pressing (Fi0).

If you would like specific details about an item, you can highlight the item and press (£5].

The screen will appear as follows:

. i 2! .34
RM Hanual Cheque Processor JAN 31/2003
Cheque type : 6-Laser MICR ( Last Manth Closed: DEC/2002 NO PRINVER
Supplier : 1642 POLYMATHIC DEUELOPHENT CORPORATION Total:

Item Iaveice # Inv Date Due Date Invgiced

Supplier : 1642 POLYMATHIC DEUVELOPMENY CORPORATION
fddress @ 24% YORKLAND BLUD.,

SUITE 100

YILLOYDALE, ONTARIO

H2J 449

Invoice # 123456
Invoice Date 31-JanN-2003 Iavoice Amount

Original Due Date 31-JanN-2003 Discount Amount
Current Bue Date -—- Paynent Ternms
Payment Date 31-JAN-2003 Discount X
Cheque Number

Cheque Date Branch Code
Invoice Typ Source Code

(R 1-End

Once you have selected the invoices to be paid on this cheque, press (Esc) to end the selection process.

The screen wil as follows:

i

1 appear
e

flccounts

Hanual Cheque Processor JAN 3172003
Cheque type : 6-Laser HICR [ Last Honth Closed: DEC/2002 NO PRINTER
Supplier : 1642 POLYMATHIC DEVELGPMENT CORPORATION Total: 115.00
Iten Invoice # Inv Date Due Date Invoiced Payment Status
1 1 123456 31-JAN-2003 31-JAN-2003 115.00 115.00 Selected

SELECTION WENU

tenerate  cheque
ncel processing

t 4 (EEI-Exit
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From this menu, the following functions are available:
@) Generate cheque

Cancel processing and re-enter a new supplier. The system will prompt you to make sure you want to
cancel processing before it exits.

GENERATE CHEQUE
Type () or highlight Generate cheque then press (& Enter),

The system will automatically generate a cheque for the selected items.

The following screen will then appear:

m:m)mt Pz’xnl(: 7 I ) 2
Hanual Cheque Processor JAN 3172003

Cheque type : 6-Laser WICH [ Last Honth Closed: DEC/2002 NO PRINTER
Supplier : 1642 POLYKATHIC DEVELOPMENT CORPORATION Total: 115.00
 Item Inveice # Inv Date Due Date Invoiced Paynent Status
M 1 123456 31-JAN-2003 31-JAN-2003 115.00 115,00 [JTTHTTCTR|

CHEQUE [ 40541 CHEQUE PRINT DATE: 31012003 [JAN 31/2003) YEAR END [FEB 28/20021
[_] Select: (f1-accert  ([1-wopIFY  ([@I1-Exit

You can accept the date displayed by the system or enter a new date for the cheque. The date entered must be before
the year end date. To enter a different date type (M) and press (EEnter). Enter the date in the format ddmmyyyy and
press (& Enter), Once the correct date is displayed type (&) and press (& Enter).
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~ The followmg screen will appear:

ficcounts ] ¢ A
Hanual Cheque Pmcessor ann 3172003
Cheque type : 6-Laser HICR [ Last Month Closed: DEC/2002 NO PRINTER
Supplier : 1642 POLYMATHIC DEVELOPMENT CORPORATION Total: 115.00
Item Invoice # Inv Date Due Date Invoiced Payment Status
1 1 123456 31-JAN-2003 31-JAN-2003 115.00 115.00
Cheque for % 115.00 produced using cheque ¥ 4054
— Press to continue

Press any key to continue.

The followmg screen w1|| appear:
N Liv i

il
tanual Cheqgue Processor JAN 3172003
Cheque type : 6-Laser WICR [ Last Month Closed: DEC/2002 ND PRINTER
Supplier : 1642 POLYHATHIC DEVELOPMENT CORPORATION Total:
Item Invoice # Inv Date Due Date Invoiced Payment Status

Do you want to print cheque [ 4054] now ?
Besfe (N

vTvype if you want to print the cheque now.
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PRINT CHEQUE

nerated the single cheque

T

VLAPP2Y 2.

Accounts Payable

Manual Cheque Processor JAaN 3172003
Cheque type : G-Laser HICR [ Last lonth Closed: DEC/2002 NO PRINTER
Supplier : 1642 POLYMATHIC DEVELOPHMENT CORPORATION Total:
Item Invoice # Inv Date Due Date Invoiced Payment Status

SELECTION RENU

print ’ﬁineup

Eptions
t 1 (@-Exit

The following functions are available:

Select this function when you are ready to print your cheque. Please note that a printer must be selected
before you can print the cheque. The printer that is selected is displayed in the top right portion of the
screen, In the example above, no printer is currently selected. To select a printer type (©) and go to Printer
Setup.

This function will allow you to print a VOIDED cheque to ensure that everything is lined up correctly.
< This option is only required for printing cheques on dot matrix printers and MICR laser

cheques.

© The printer setup, change form type and bank balance functions are available through the Options menu
selection. See (5-15) for further instructions on Options.

If you have a printer selected and are ready to print your cheque, type C. Your cheque will then be printed.
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PRINT CHEQUE

This function is selected when you need to reprint a cheque or if you answered “No” to
printing the cheque after the cheque was generated.

C.P .|

L Rccounts Payabl TLAPP2y 234
RH Hanual Cheque Processor JAN 31/2003
Cheque type : 6-Laser HICR [ Last tonth Closed: DEC/2002 NO PRINTER
Supplier : Total:
Item Invoice # Inv Date Due Date Invoiced Payment Status

SELECTION MENU

Erint cheque

print &ank cheque
tions

1 1 (@ -exit

Type (P) or use to highlight Print cheque then press

The screen will appear

as follows:

APP2Y

. 2.34)
Rt Hanual Cheque Processor JAN 31/2003)
Cheque type : G-Laser HICR [ Last Honth GClosed: DEC/2802 HPLJ4
Supplier : 1642 POLYMATHIC DEVELOPMENT CORPORATION Total:

Iten Invoice 4 Inv Date Due Date Invoiced Payment Status

r Enter PASSUORD

|
|
|

The Print cheque function is restricted to users who have access to the system security
maintenance. Type your security password and press (€Enfer),
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The following screen will appe

flccount ahle 1LaPp29 2.3
Manual Cheque Processor JdON 3172003
Cheque type : 6-Laser MICR [ Last Honth Closed: DEC/2002 HPLJA
‘Supplier : 1642 POLYMATHIC DEUVELOPMENT CORPORATION Total:

Item Invoice # Inv Date Due Date Invoiced Paynent Status

Enter CHEQUE #
[-Lookup [EX¥-End

Select the cheque number for printing. can be used to list the available cheques.

If the cheque has already been printed, the following screen will appear

s

P PPey 2
AN

£ |

Manual Cheque Processor JAN 31/2003
Cheque type : 6-Laser WICR [ Last Honth Clesed: DEC/2002 HPLJ4
Supplier : 1642 POLYMATHIC DEUELOPMENT CORPORATION Total:

Ttem Invoice # Inv Date Due Date Invoiced Paynent Status

Enter CHEQUE # 4055
@3-Lookup [Y3-End

Cheque [ 40551 has already been printed !
Do you want to reprint that cheque ?
eal&o 1

Type (¥) to reprint the cheque.
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uts Payable L 41

ZHN tanual Cheque Processor JAN 3172003
Cheque type : 6-Laser MICR [ Last Hanth Closed: DEC/2002 HPLJ4
Supplier : 1642 POLYMATHIC DEVELOPHENT CORPORATIOHN Total:

Item Invoice # Inv Date Bue Date Invoiced Payment Status

SELECTION MENU

print Exm'neup

{ptions
t ol (RE-Exit

The following functions are available:

Select this function when you are ready to print your cheque.
This function will allow you to print a VOIDED cheque to ensure that everything is lined up correctly.
@ This option is only required for printing cheques on dot matrix printers and MICR laser
cheques.
(@ The printer setup, change form type and bank balance functions are available through the Options
menu selection.
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OPTIONS

N

fan Manual Cheque Processor JAN 31/2003
Cheque type : 6-Laser MICR [ Last Month Closed: DEC/2002 HO PRINTER
‘Supplier : Total:

Item Invoice # Inv Date Due Date Invoiced Payment Status

SELECTION MENU

Hw
rint cheque

print mank cheque
tions

t 1 (E-exit

Type (@) or use to highlight Options then press .

The screen will appear as follows:

il 0 diil

i TLAPP29  2.34
| Manual Cheque Processor JAN 3172003
Cheque type : 6-Laser MICR ( Last Honth Closed: DEC/2002 HPLJ4
Supplier : Yotal:

Item Invoice #  Inv Date Due Date Invaiced Paynment Status

OPTIONS MEKU

flank balance
t 1 (E-Exit
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PRINTER SETUP

This function allows you to change the printer, printer type, and printer control codes.

Type (§) or use to highlight printer setup then press (& Enter).

~I\CAL-SPARE 1\CoStar LabelWriter XL Turbo
L NCAL-XPiLaserjet
“IWHERONNT1WPREFF5DBIMICR
IWHERONNT1\LJ2200-5
- I[W\HERONNT1{LJ4
IWHERONNT1{Xerox-PCL
“IWPOLYNT4\FacSys Queue Monitor
-{Acrobat Distiller

Dymo LabelWriter ELG0
. {[FACSys Fax Printer
+|HP LaserJet 2100

Printer Selection:

Type:
Laser:

Dot Matrix:

Send Setup Code:

MICR Setup:

All printers available to you will be displayed under Printer Selection. Use your mouse to click
on the printer you want to print to.
Click on Laser if the printer is a laser printer or Matrix if the printer is a Dot Matrix printer.
If you select a Laser type printer the system will give you a group of laser options. The options
are as follows:

No Setup

Landscape 16.66 — Letter

Landscape 16-66 Legal

Landscape TMS RMN 6 pt

Portrait small print

Landscape — small print

Portrait — large print
When printing cheques it does not matter what setup is selected as the program controls what
font and style are used.
If you select a Dot Matrix printer your options are as follows:

No Setup

Condensed Print

Setup 8-1/2” Cheques
Select — Setup 8-1/2” Cheques to print cheques to a Dot Matrix printer.
This function will send the setup codes you selected to the printer. You are not required to do
this before printing, as the program will also send the setup codes to the printer when you print
your cheque.
This function will allow you to control the MICR settings for the printer you selected. For more
information on this function please refer to 8-19.
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CHANGE FORM TYPE

This function should be selected when you need to change the type of cheque you are
printing.

Type (F) or use to highlight change form type then press (€ Enter).

A Hanual Cheque Processar JAN 3172003

Cheque type : 6-Laser MICR [ Last Honth Closed: DEC/2002 HPLJ4
Supplier : fotal:
Item Invoice # Inv Date Due Date Invoiced Payment Status

SELECTION HENU

0 - Cheque style A
1 - Cheque style B
- Cheque style C
~ Laser (Hoore)
Laser (LT102)
- PrePrinted MICR

- Laser MIGR
SPECIAL cheques

WENM N

t 1 (@1-Exit

Use to highlight the correct form type and press to select it.

BANK BALANCE

This function allows you to display the bank balance. The amounts displayed are only current to the last running of
the Preliminary Trial Balance report. (Please refer to your General ledger documentation for more details.)
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Type your security password and press (€Enter),

The screen will appear as follows:

e

oo gk tob

G/L Sunmary 1.3
General Ledger Code ¢ 1020-10 GENERAL BANK ACCODUNT
Financial Statement Code : AAR Cash
CURR PER/2003 2003 CURR PER/2002 2002 2001
29,793.44 14D,474.87 7,659.99 87,026.82 119,414.93
MAR 2002 -22,279.82 | MAR 2001 7,164.11 | System Date
APR 2002 -24,118.54 | APR 2001 -65,980.18 | IFEB 21/20031
MAY 2002 43,042.93 | HAY 2001 40,043.68 | Signon Date
JUN 2002 48,998.00 | JUN 2001 -1,966.05 | [JAN 31/2003)
JUL 2002 18,949.34 | JUL 2001 29,702.48
AUG 2002 -78,880.42 | AUG 2001 ~61,846.70 | Last Honth Clesed
SEP 2002 17,447.10 | SEP 2001 16,279.54 | [DEC 2002]
0CT 2002 28,295.87 | OCT 2001 -21,949.66 | Year end
HoU 2002 -1,127.38 | NDU 2001 -32,941.57 | [FEB 28/2002)
DEC 2002 -5,672.47 | DEC 2001 47,157.07
JAN 2003 29,793.44 | AN 2002 -5,711.02 | Prior Year Status
FEB 2003 .00 | FEB 2002 7,658.99 | LOPEN]
ACCRUALS 87,026.82 | ACCRUALS 119,414.93
T0TAL 140,474.87 | TOTAL 87,026.82
(0/0/[E/ X1 -Next /Previous/First/Last  [F1-Email [[@Y1-End [F-Options

Currently this program assumes that the G/L bank account is 1020-10.

figures will be displayed.
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AUTOMATIC CHEQUE PROCESSING

This program allows you to process cheques for those invoices selected to be paid under the cash requirements
program (page 7-12).

The cheque preparation cycle consists of the following:

PAGE
1. Spool the cash requirements report with the desired cut off date. Any 7-12
invoice with a due date before or on the cut off date will appear on
the report. Invoices that appear on the Cash Requirements report will
have cheques processed for them during the automatic cheque run.

2. Review the cash requirements report and modify due dates for 8-4
invoices you want to pay in this cheque run..

3. Place invoices on hold for any items that you don’t want to pay 8-4
during this cheque run.

4. Spool the Cash Requirements report again and review any changes 7-12
you made.

5. Perform Automatic cheque processing. 5-19

6. Print the cheques and cheque register. 12-1

7. Review the cheques against the Cash Requirements report.

ﬂctdunts‘PAQuhlé I
Daily Processing

1 Enter supplier invoices Run
2 Single cheque processing Run
3 Autematic cheque processing Run
4 Enter cancelled cheques Run
E Exit

E Enter selection

To select Automatic cheque processing, type (3) and press (EEnter),

AUTOMATIC CHEQUE PROCESSING = 5-19
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The screen will appear as follows

snts Payable 'ILﬂP’ll ] 1.43

H Qutomatic Cheque Processoar 3170172003
Cash Requirenents Cut OFf Date: 1570172003 [JAN 15/2003)
Last Cheque Run Date : 317 172003 [JAN 31/2003)
Last Month Closed Date : DEC/2002
Current Year End Date 1 28/02/2003 [FEB 28720031
CHEQUE PRINT DATE : 1570172003  [J4AN 15720031

[_) Select: [[1-Start ([ 1-Hodify ([EYMI-Exit

CHEQUE PRINT DATE

The cheque print date will determine whether or not an invoice is eligible for processing. It will also determine
whether or not a discount is allowed for the invoice. The default cheque print date is the cash requirements cut off
date which is updated when the cash requirements report is run. If the cash requirements cut off date is not available
the system will use the signon date.

The cheque print date can be modified. You can use the cash requirements cut off date, (F1_) , the system signon date,
(F2), or enter your own date in the format, ddmmyyyy. If the cheque print date is modified and the date is greater
than the cash requirements cut off date the system will prompt you with a warning message indicating that the
applicable discounts, if any, will be re-calculated.

The system will then prompt you with another message asking you if you want to use the cheque print date or the
cash requirements cut off date to determine which invoices should be paid. If you select the cash requirements cut off
date only those invoices on your cash requirements report will be processed. If you use the cheque print date any
invoice with a due date less than or equal to the cheque print date will be selected and processed.

Once the correct date has been entered, type (§) to start processing the cheques.

The system will now begin to process the cheques and display the supplier numbers as it processes them. The
cheques and cheque register will automatically be spooled and ready to print.
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Last Honth Closed

1 Cheque print date
2 G/L discount code
Report type
Cheque format ....

Report name File nane Page
dournal & register RHAPR12.PRT 1
Cheques RHAPR126.PRT Chequed

Dishursenents Journal

sgp”olled.

e

TLAPPI2H 1.34
3170172003

s have been

E

: DEC/2002

157 172003
4685
Suanary

6 Laser MICR

PROCESSING COMPLETED

Press to continue
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ENTER CANCELLED CHEQUES

This program allows you to cancel cheques that have been cashed. Cheques that have been
specified as cashed and cancelled can then be purged from the cheque reconcili

vl

Account

. |
Daily Processing 31/01/2003

1 Enter supplier invoices Run

2 Single cheque processing Run

3 fRutomatic cheque processing Run

4 Enter cancelled cheques Run

E Exit

E Enter selection

To select Enter cancelled cheques, type (4) and press (&< Enter),

The screen will appear as follows:

flccounts l’] ab .' ) _}’I’M
Cancelled Cheque Matching 3170172003
Bank Statement Date : 31/ 172003 [JAN 31720031

[_1 Select: (f§i-Start [[fI-Modify [(EXFI-Exit

If the bank statement date is incorrect, type (M) to modify the date.

Once the date is correct, type (§) to start canceling cheques.
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The screen will appear as follow

ficcounts Payasble

ll o Cancelled Cheque Matching

Bank Statement Date : 31/ 1/2003
‘Cencelled Cheque No.: [
Anount
‘Supplier Hame
Issue Date
Cancel Date
Cuteff Date

Ve B0 48 00 Be w

[RCHEQUE HUKMBERY
[|§§1-Display Current Cancelled Cheques

Enter

{{@1-Lookup Cheque File [[H¥§1-End

3170172003,

[JAN 31720031 ,
{=m=me== TOTAL ---e---)
Cheques Arount,

8 .08

Enter the number of the cheque to be cancelled and the system will display the amount,
supplier name, issue date and cut off date. The system will ask you if you want to cancel this
cheque. Type (¥) to cancel or (N) if you do not want to cancel the cheque

Repeat this process for all cheques to be cancelled. To exit from the program type (E) and
press with the cursor in the Cancelled Cheque No. field.
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YEARLY PROCESSING

T 3 3
‘Last month end: 1272002 Last year end: 287 272002

1 Daily processing

2 Yearly processing

3 Reports

4 Maintenance and inquiry
§ Data file status

6 Company information

€ Exit

E Enter selection

"~ This selection is NOT AVAILABLE.

YEARLY PROCESSING = 6-1
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TLAPP20  2.64)
31/01/2003
Last month end: 12/2002 Last year end: 28/ 2/2002

1 Daily processing

2 Yearly processing

3 Reports

4 taintenance and inquiry
5 Data file status

6 Company information

E Exit

E Enter selection

To select Reports, type (2) and press (& Enter),

‘The screen will appear as follows:

P.C.P.L T Accounts

Rt Reports

1 Aged cash requirenents 11 Supplier nmaster

2 fged trial balance 12 Supplier master updates

3 Cash requirenents Run 13 Fax telephone numbers

4 Cheque reconciliation Run 14 Purchases by supplier

5 Cheque register and cheques 15 68T edit report

6 Cheque report Run 16 Purchases by supplier ((ST)
7 Purchase journal 17 Cash disbursements sumnary
8 Reprint purchase journal 18 Reprint supplier open itenm
9 feprint cash disbursements
10 Supplier open item S System status

E Exit

[l Enter selection

m 7-1
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AGED CASH REQUIREMENTS

This program allows you to print a complete aged list of all invoices that have a due date
before or including the specified cut off date.

L . “ LU0
: 3170172003
- 1 figed cash requirenents 11 Supplier master
2 fged trial balance 12 Supplier master updates
- 3 Cash requirements Run 13 Fax telephone numbers
. 4 Cheque reconciliation Run 14 Purchases by supplier
. 5 Cheque register and cheques 15 GST edit report
. & Cheque report Run 16 Purchases by supplier (QST)
- 7 Purchase journal 17 Cash disbursements sumrmary
8 Reprint purchase journal 18 Reprint supplier open item
. 8 Reprint cash disbursenments
‘10 Supplier open iten § System status
: E Exit

Enter selection

Type (i) and press to select Aged cash requirements.

The screen will appear as follows:

LD

L 264
3170172003

AW

1 figed cash requirements 11 Supplier master
. 2 figed trial balance 12 Supplier nmaster updates
3 Cash requirenents Run 13 Fax telephone numbers
: 4 Cheque reconciliation Run 14 Purchases by supplier
. 5 Cheque register and cheques 15 GST edit report
: 6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal 17 Cash disbursements summary
: B Reprint purchase journal 18 Reprint supplier open item
: 3 Reprint cash disbursenents
10 Supplier open item S Systen status
4 E Exit

SELECTION HEND
L andacd

Consolidated

t 1l (1-Exit

Requirements report for a number of consolidated companies.
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STANDARD

e Standard Aged Cash Requirements screen is as follows:

=

ficcounts Payable TLAPPLY WA
A/P Aged Cash Requirements 31/01/2003

figing Date ..euvvevvrenre. oot 24/ 172003 [JAN 24/2003]
Include HELD items in totals = ¥

[.1 Select: [§)-Start ([fi-Hodify [[BNI-Exit

The following report options are available:

Aging Date

Include Held Items

The aging date automatically defaults to the system date the first time it is run, The default

date them becomes the last aging date that was used. To modify this date type (M),

and enter the date in the format ddmmyyyy.

set this option to ().

press

All invoices on Hold are automatically included in this report. To exclude invoices on Hold

AGED CASH REQUIREMENTS = 7-3
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CONSOLIDATED

Cash

__The Consolidated Aged Requirement screen is as follow
4 4 &

Aging Date .....covnunn. ...-.o 24012003 [JAN 24/20031

Include HELD items in totals @ ¥

Company Selection ........ .

: I 3403 200 -0 AR NN L
SEUIE IS - : SR A : L 22 L2 2 2 o) : NN AR e a2 2 222 L L g

Enter AGING DATE [INNEWNYS]  C(E@MI-End

The report options for the Consolidated Aged Cash Requirements are the same as the Standard however you have the

added option of selecting numerous companies to create the report for. (F5) is used to select the companies to
include in the report.
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A sample Standard Aged Cash Requirements report follows:

RUN DATE: JAN 31/2003 POLYMATHIC COMPUTER PRODUCTS LIMITED PAGE 1
TODAY'S DATE: FEB 21/2003 ACCCUNTS PAYABLE AGED CASH REQUIREMENTS REPORT RMAPR17 1.20
AGING DATE: JAN 31/2003 HELD Items Included in Totals
SUPPLIER TOTAL AMOUNT TOTAL AMOUNT TOTAL AMOUNT TOTAL AMOUNT TOTAL AMOUNT TOTAL AMOUNT
NUMBER  SUPPLIER NAME 0 ~ 30 DAYS 31 - 60 DAYS 61 - 90 DAYS 51 - 12 0 DAYS 121 DAYS & OVER OUTSTANDING
DUE DUE DUE pue
183  SUPPLIER 1 . .00 .00 .00 .00 .00 .00
337 SUPPLIER 2 .00 .00 .00 .00 .00 .00
557 SUPPLIER 3 .00 .00 .00 .00 .00 .00
SB8 SUPPLIER 4 .00 .00 .00 .00 .00 .00
630  SUPPLIER 5 .00 <00 .00 .00 .00 .00
705 SUPPLIER 6 .00 <00 .00 .00 .00 .00
755 SUPPLIER 7 112.35 .00 .00 .00 .00 112.35
288  SUPPLIER B .00 .00 .00 .00 .00 .00
940  SUPPLIER 9 476.79 .00 +00 +00 .00 476.79
1150  SUPPLIER 10 2600.00 .00 .00 .00 .00 2600.00
1230  SUPPLIER 11 .00 .00 .00 -0 .00 .00
1305  SUPPLIER 12 .C0 .00 .00 .00 .00 .00
1625  SUPPLIER 13 .00 .00 .00 .00 .00 .00
1642 SUPPLIER 14 .00 .00 .00 .00 .00 .00
1666  SUPPLIER 15 .00 .00 .00 .00 .00 .00
1678 SUPPLIER 16 .00 .00 .00 .00 00 00
1615  SUPPLIER 17 .00 .00 .00 .00 00 .00
1830  SUPPLIER 18 00 .00 .00 .00 .00 .00
1870  SUPPLIER 19 .00 .00 .00 .00 .00 .00
1871 SUPPLIER 20 .00 .00 .00 .00 .00 .00
1955  SUPPLIER 21 135.23 .00 .00 .00 .00 135.23
1960  SUPPLIER 22 389.95 .00 .00 .00 .00 388.95
1989  SUPPLIER 23 .00 .00 .00 .00 .00 .00
2013  SUPPLIER 24 00 .00 .00 .00 .00 .00
2036 SUPPLIER 25 .00 .00 .00 .00 .00 .00
2050 SUPPLIER 2€ .00 .00 .00 .00 .00 .00
2505 SUPPLIER 27 .00 .00 .00 .00 .00 .60
TOTALS FOR ALL SUPPLIERS 3713.31 .00 .00 .00 .00 3713.31
TOTAL HELD AMOUNT: .00

»++ END OF REFORT **+*

A sample page from a Consolidated Aged Cash Requirements report for two companies follows:

RUN DATE: FEB 21,2003 COMPANY NUMBER 1’5 NAME PAGE 6
TODAY'S DATE: FEB 21,2003 CONSOLIDATED ACCOUNTS PAYABLE AGED CASH REQUIREMENTS REPORT HCAPR17C 1.12
AGING DATE: JAN 31,2003 HELD ltems Included in Totals
SUPPLIER TOTAL AMOUNT  TOTAL AMOUNT TOTAL AMOUNT  TOTAL AMCURT TOTAL AMOUNT TOTAL AMOUNT
NUMBER SUPPLIER NAME 0 - 30 DAYS 31 - 60 DAYS 6@ - 90 DAYS 91 - 120 DAYS 121 DAYS & OVER QUTSTANDING
DUE DUE DUE DUE
1308 EN SUPPLIER COMPARY 2 .00 .00 .00 00 .00 .00
1308 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
850 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
850 EN SUPPLIER COMPANY 2 9291.54 .00 400 .00 .00 9291.54
355 HC SUPPLIER COMPANY 1 .00 .00 .00 .00 .00 .00
20899 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
754 EM SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
20851 HC SUPPLIER COMPANY 1 .00 .00 .00 .00 00 .00
2029 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
2015 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
2040 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
2041 HC SUPPLIER COMPANY 1 .00 .00 .00 .00 .00 .00
20858 HC SUPPLIER COMPANY 1 .00 .00 .00 .00 .00 .00
2300 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
20864 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 00 .00
2031 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 «00 .00
2051 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
20528 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
20530 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
427 EN SUPPLIER COMPANY 2 .00 1471.47 .00 163.49 .00 1€34.96
427 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
2047 EN SUPPLIER COMPANY 2 6905.03 19137.70 3957.72 1505.60 .00 31506.05
2053 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
2103 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 -00 .00
21000 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
21100 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
2228 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
3401 EN SUPPLIZR COMPANY 2 .00 .00 -00 .00 .00 .00
1751 EN SUPPLIER COMPANY 2 .00 .00 .00 .00 .00 .00
22520 EN SUPPLIER COMPANY 2 260.01 .00 28.89 .00 .00 288.5%0
2234 HC SUPPLIER COMPANY 1 .00 .00 .00 .00 .00 .00
550 HC SUPPLIER COMPANY 1 .00 .00 .00 .00 .00 .00
TCTALS FOR ALL SUPPLIERS 314322.29 B20576.7% 159334.33 64770.12 13005.33 1372008.82
TOTAL HELD AMCUNT: 417729.73
COMPANIES SELECTED: HC  CCMPANY 1 .00 00 .00 .00 .00 .00
EN  COMPANY 2 314322.29 820576.75 159334.33 64770.12 13005,33 1372000.82

**+ END OF REPORT ***
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AGED TRIAL BALANCE

This program allows you to print a complete aged list of unpaid invoices in vendor number

TLOPP20  2.64]]

Reports 3170172003
1 fAiged cash requirements 11 Supplier master
2 fged trial balance 12 Supplier master updates
3 Cash requirenents Run 13 Fax telephone numbers
4 Chegue reconciliation Run 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
6 Cheque report Run 16 Purchases by supplier {(QST)
7 Purchase journsl 17 Cash disbursements summary
8 Reprint purchase journal 18 Reprint supplier open item
9 Reprint cash disbursenments
10 Supplier open iten 8 Systen status
E Exit

Enter selection

Typé l@ and press to select'A"‘g‘éd trial balance.

The screen will appear as follow:

i

fAccounts Payable TLAPP2Y

2.6

‘M Reporis 3170172003
+ 1 fged cash requirements Run 11 Supplier master

2 figed trial balance 12 Supplier master updates
. 3 Cash requirements Run 13 Fax telephone numbers
: 4 Cheque reconciliation Run 14 Purchases by supplier
i § Cheque register and cheques 15 6ST edit report
. 6 Cheque report Run 16 Purchases by supplier <QST)
: 7 Purchase journal 17 Cash disbursements summary
+ 8 Reprint purchase journal 18 Reprint supplier open itenm
. 9 Reprint cash disbursenments
‘10 Supplier open itenm $ System status

SELECTION MENU
L Jucrent

Monthly Backup
Yearly Backup

t ol (EE-Exit
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CURRENT
Highlight Current and press to generate the report from the current open items.

The screen will appear as follow:

/M
'fﬂeport Type veeene. : Detail & Summary Report
Aging Date ........: 31/01/2003

Supplier Selection : A All Suppliers

M) select: (B1-Start ([1-Hodify (EYMI-Exit

Review the information and type either (M) to modify the 6j)ff6ns or(§) to start the report.
The options available are as follows:

REPORT TYPE

Detailed and summary reports are available. You can print the detail only, summary only or both reports. The default
is both reports.

AGING DATE
The aging date is the cut off date for invoices you want included in this report. The default is the signon date.

SUPPLIER SELECTION
You can produce this report for a single supplier or all suppliers. The default is all suppliers. To produce this report
for a single supplier type (S) and press then enter the supplier’s code. can be used to list all suppliers.

After the report has been generated, the following options are available:

Email this report to your Microsoft Outlook email profile.

Create this report in Microsoft Word format.

Create this report in Microsoft Excel format.

Exit. If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.

@@@@
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MONTHLY/YEARLY BACKUP
This report can be generated from a monthly or yearly backup file. In order to generate the

Aged Trial Balance report from a backup file you must have the backup option set to Yes in
' to (11-10) for more detail

ficcounts Payahle

Reports
1 fged cash requirements Run 11 Supplier master
2 figed trial balance 12 Supplier master updates
: 3 Cash requirements Run 13 Fax telephone numbers
4 Cheque reconciliation Run 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal 17 Cash disbursements summary
8 Reprint purchase journal 18 Reprint supplier open item
9 Reprint cash disbursements

10 Supplier open item $ Systen status
! SELECTION KENU

L rrent

Honthly Backup
Yearly Backup

ol (EWI-Exit

Highlight Momhly Backup and press to generate the report from month-end backup files.

Highlight Yearly Backup and press to generate the report from year-end backup files.

The Monthly Backup screen will appe
‘ e

R ficcounts P
RM Repor s
iTypist & AGED TRIAL BALANCE REPORT
Port 98 <¢< From MONTHLY BACKUP Files >>)>

tProcessing Year : 02

HONTHLY OPEN LTEMS BACKUP FILES

JAN/01 JAN/00
FEB/D2 FEB/01 FEB/00
HAR/02 MAR/01 HAR/00
APR/02 APR/D1 APR/00
HAY/02 HAv/01 HAY/00
JUN/G2 JUN/01 JUN/OD
JUL/02 JUL/01 JUL/00
AUG/02 aue/01 A0G/0D
SEP/02 SEP/D1 SEP/00
0CT/02 oer/o ocT/00
Hou/02 NBU/O1 NOU/B0
DEC/02 DEC/01 DEC/00

ti1-Selects  (FM1-Unselects [ B (@¥S1-End

Select a single month using then type (§) and press to spool the report.
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Reports " 3170172003
AGED TRIAL BALANCE REPORT
<<¢ Fron YEARLY BACKUP Files >>>

Port 96

;Pmcessing Year :© 02

Pglip Pgbn i
Top Botton Esci

H
{

Highlight the year you want to generate the report for and press (& Enter).

Type (§) and press to spool the report.
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Various reports are generated from the Aged Trial Balance option. Samples follow:

AGING DATE - January 31,2003

SUPPLIER
KUMBER NAME

163
337

SUPPLIER NAMS
SUPPLIER NAME
557 SUPPLIER NAME
588 SUPPLIER NAME
630 SUPPLIER NAME
705 SUPPLIER NAME
755 SUPPLIER NAME
888 SUPPLIER NAME
940 SUPPLIER NAME
1150 SUPPLIER NAME
1230 SUPPLIER NAME
1305 SUPPLIER NAME
1625 SUPPLIER NAME
1642 SUPPLIER NAME
1666 SUPPLIER NAME
1678 SUPPLIER NAME
1815 SUPPLIER NAME
1830 SUPPLIER NAME
1870 SUPPLIER NAME
1871 SUPPLIER NAME
1955 SUPPLIER NAME
1560 SUPPLIER NAME
1989 SUPPLIER NRME
2013 SUPPLIER NAME
203€ SUPPLIER NAME
2050 SUPPLIER NAME
2505 SUPPLIER NAME

TOTALS FOR ALL SUPPLIERS

AGING DATE - January 31,2003

INVOICE INVOICE

DATE NUMBER DIV STATUS
30/12/2002 11041 10
TOTAL 755 SUPPLIER NAME

€/ 1/2003 40-9656011 10
9/ 1/2003 40-6654111 10

TOTAL 940 SUPPLIER NAME
31/ 1/2003 31012003 10
TOTAL 1150 SUPPLIER NAME
31/12/2002 1356946 10
3/ 1/2003 1359452 10
TOTAL 1955 SUPPLIER NAME
23/12/2002 1272943 10
7/ 1/2003 1282454 10
7/ 1/2002 1283142 10

TCTAL 1960 SUPPLIER NAME

TOTALS FOR ALL SUPPLIERS

DATE: JAN 31/2003
AGING DATE - January 31,2003

INVOICE INVOICE
CATE NUMBER DIV STATUS
SUMMARY PAGE

DIVISION 10
TOTAL COMPANY

DATE: JAN 31/2003
AGING DATE - January 31,2003

SUPPLIER

NUMBER NAME
DAYS

TCTALS FOR ALL SUPPLIERS

ACCOUNTS PAYABLE AGED TRIAL BALANCE REPORT PAGE 1
OVER TOTAL
0-30 DAYS 31-60 DAYS 61-50 DAYS 21-120 DAYS 121 DAYS CUTSTANDING
.00 .00 .00 .00 .00 .00
.00 .00 .00 00 .00 .00
.00 .00 .00 00 .00 .00
.00 .00 .00 00 .00 .00
.00 .00 .00 .00 .00 .00
.00 .00 .00 00 .00 .00
.00 112.35 .00 oo .00 112.35
.00 .00 .00 00 .00 .00
476.78 .00 .00 00 .00 476.78
2600, 00 .00 .00 00 .00 2600.00
.00 .00 .00 .00 .00 .00
.00 .00 .00 00 .00 .00
.00 .00 .00 00 .00 .00
.00 .00 .00 .00 .00 .00
.00 .00 .00 00 .00 .00
.00 .00 .00 .00 .00 .00
.00 .00 .00 0c .00 .00
.00 .00 .00 .00 .00 .00
.00 .00 .00 (V] .00 .00
.00 .00 .00 .00 .00 .00
500.97 -365.74 .00 [e) .00 135,23
10.70 378.25 .00 .00 .00 388,95
.00 .00 .00 .00 .00 .00
.00 00 00 .00 .00 .00
.00 00 oo .00 .00 .00
.00 00 00 .00 .00 .00
.00 .00 00 .00 .00 .00
358€.45 124.86 .00 .00 .00 3713.31
56.638¢ 3.362% .000¢ .0003 .000%
OPEN ITEMS as at Jan 31,2003 3713.31
ACCOUNTS PAYABLE AGED TRIAL BALANCE REPORT - DETAILED PAGE 1
OVER <~ OUTSTANDING ->
0-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS 120 DAYS AMOUNT DAYS
112.35 112.35 32
.00 112.35 .00 .60 .00 112.35 A
276.45 276.45 25
200,323 200.33 22
476.78 .00 .00 .00 .00 476.78 A
2600.00 2600.00 0
2600.00 .00 .00 .00 .00 2600.00 A
-365.74 -365.74 31
500,97 500.97 28
500,97 -365.74 .00 .00 .00 135.23 A
378.25 378.25 39
-186.61 -186.61 24
197.31 197.31 24
10.70 378.25 .c0 .00 .00 388.95 .
3588.45 124.86 .00 .00 .00 3713.31
96.638¢ 3.362% .000% .000¢% .000%
FUTURE A/P .00
CURRENT A/P 3713.31
POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR191 2.39
ACCOUNTS PAYABLE AGED TRIAL BALANCE REPORT - DETAILED PAGE 2
CVER <= OUTSTANDING =->
0-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DAYS 120 DAYS AMOUNT DAYS
3588.45 124.86 .00 .00 .00 3713.31
3588.45 124.86 .00 .00 .00 3713.31
96,638% 3.362% .000% .000% .000%
OPEN ITEMS as at Jan 31,2003 3713,31
++* END OF REPORT ***
POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR192 2.39
ACCCUNTS PAYABLE AGED DEBIT LIST PAGE 1
CVER TOTAL
0-30 DAYS 31-60 DAYS 61-90 DAYS 91-120 DARYS 121 DAYS QUTSTANDING
.00 .00 .00 .00 .00 .00
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DATE: JAN 31/2003
AGING DATE - January 31,2003

SUPPLIER NUMBER/NAME
1642 SUPPLIER NAME

DATE: JAN 31/2003
AGING DATE - January 31,2003

SUPPLIER NUMBER/NAME

POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR193 2.39
ACCOUNTS PAYABLE FUTURE DATED CHEQUES PAGE 1
INVOICE INVOICE INVOQICE  CHEQUE CHEQUE
NUMBER DATE AMOUNT NUMBER DATE
123456 31-JAN-2003 115.00 4054 31-JAN-2003
TOTAL 115,00
POLYMATHIC CCMPUTER PRODUCTS LIMITED RMAPR194 2.39
ACCOUNTS PAYABLE FUTURE PAID ITEMS PAGE 1
<<< INVOICE DATE and CHEQUE DATE EXCEED AGING DATE >>>
INVOICE INVOICE INVOICE  CHEQUE CHEQUE
NUMBER DATE AMOUNT  NUMBER DATE
TOTAL .00
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CASH REQUIREMENTS

This program allows you to print a list of all invoices to be paid by a specified date. It is
generally run before you process cheques to show you what invoices will be paid to each
supplier and what the cheque total will be.

2. 64]
31/01/2003

1 figed cash requirements 11 Supplier master
2 fged trial balance 12 Supplier master updates
3 Cash requirements Run 13 Fax telephone numbers
4 Cheque reconciliation Run 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal 17 Cash disbursements summary
8 Reprint purchase journal 18 Reprint supplier open item
9 Reprint cash disbursenents
10 Supplicr open item S System status
E Exit

Enter selection

Type (8) and press to select Cash requirements.

The screen will appear as follows:

Tl

Payable TLAPPTO 3. 38
RH Cash Requirements 31/01/72003

CUT OFF DATE
Include HELD items in totals

317 172003 [JAN 31720031 Sequence : A NAME
Y Supplier: 0 All Suppliers

(B Select: (§1-Start (f1-Modify [EI-Exit

Type (M) to modify the report options or (§) to start spooling the report.
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The following options are available:

CuTt OFF DATE

All invoices that have a due date before or up to the cut off date will be listed in the Cash Requirements report.

HELD ITEMS
Items that are on hold will not be processed for payment however you can include the held items in the total per
supplier on the Cash Requirements report. The default is to include all held items in the total.

SEQUENCE
You can print a Cash Requirements by supplier name or supplier number. Type () and press to print this
report by supplier name or () and press to print by supplier number.

SUPPLIER
You can print a Cash Requirements report for a single supplier or all suppliers. All suppliers is the default. To print
this report for a single supplier type (§) and press then enter the supplier number. can be used to list all
suppliers.

Once you are ready to generate the Cash Requirements report type (§) and press (€ Enter).

After the report has been generated, the following options are available:

8]
D)

Ese)

Email this report to your Microsoft Outlook email profile.
Create this report in Microsoft Word format.

Exit, If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.

A sample Cash Requirements report follows:

JAN 31/2003

11:05:24

SUPPLIER -
NUMBER
758

940
940

1150

1960
1960
1960

1955
1955

TOTAL

SUPPLIER NAME
SUPPLIER 1

SUPPLIER 2
SUPPLIER 2

SUPPLIER 3

SUPPLIER 4
SUPPLIER 4
SUPPLIER 4

SUPPLIER 5
SUPPLIER

TOTAL HELD

TOTAL DUE

LESS: DISCOUNT AMOUNT

CHEQUE AMOUNT

POLYMATHIC COMPUTER PRODUCTS LIMITED
CASH REQUIREMENTS REPORT
INCLUDES ITEMS UP TO DUE DATE: JAN 31/2003
HELD Items Included in Totals

INVOICE  INVOICE POSTING INVOICE
KUMBER DATE DATE AMOUNT
11041 30/:i2/2002 17/01/2003 112.35
112.35

40-6654111 09/01/2003 17/01/2003 200,33
40-9656011 06/01/2003 17/01/2003 276.45
476.78

310120903 31/01/2003 06/01/2003 2600.00
2600,00

1272943 23/12/2002 17/01/2003 378.25
1282454 07/01/2003 14/01/2003 -186.61
1283142 07/01/2003 17/01/2003 197.31
368,95

1356946 31/12/2002 17/01/2003 -365.74
1359452 03/01/2003 17/01/2003 500.97
135.23

3713,31

.00

3713.31

**+ END OF REPORT *¢**

DISCOUNT
AMCUNT
.00

0
.00
.00
.00

.00
.00

.00

0

PAGE 1
RMAPR10 3.38

CRIGINAL CURRENT

BUE DATE DUE DATE  STATUS
24/01/2003 24/01/2003
.

31/01/2003 31/01/2003
31/01/2003 31/01/2003

..

31/01/2003 31/01/2003
.s

22/01/2003 22/01/2003
31/01/2003 31/01/2003
31/01/2003 31/01/2003

se

30/01/2003 30/01/2003
31/01/2003 31/01/2003
.

CASH REQUIREMENTS = 7-13
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CHEQUE RECONCILIATION

This program allows you to print a complete list of all outstanding cheques up to and
including the cut off date entered under Enter Cancelled Cheques (page 5-22).

< You must enter cancelled cheques as outlined on page 5-22 prior to running this

~ selection.

1] Reports 3170172003
1 figed cash requirements 11 Supplier master
2 figed trial balance 12 Supplier master updales
3 Cash requirenents flun 13 Fax telephone numbers
. 4 Cheque reconciliation Aun 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
- 5 Cheque report Run 16 Purchases by supplier (QST)
: 7 Purchase journal 17 Cash disbursements sumnary
. 8 Heprint purchase journal 18 Reprint supplier open item
i 9 Reprint cash disbursements
‘10 Supplier opean iten § System status
: E Exit

Enter selection

Type () and press to select Cheque reconciliation.

The sc

Pt

reen will appear as follows:
g o ST 1

. » x4
/Y Chegque Reconciliation Report 3170172003
: Including cheques up to and includieg 31/ 172003 [JAH 31720031

.1 Select: ([B1-Start (Ji-todify ([@FYI1-Exit

Type (§) and press to spool the report. The system will return to the report menu
when the cheque reconciliation report is complete.
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After the report has been generated, the following options are available:

3] Email this report to your Microsoft Outlook email profile.

W Create this report in Microsoft Word format.
(Esc)  Exit. If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.

A sample Cheque Reconciliation report follows:

DATE JAN 31/2003

CEEQUE
NUMBER

4029
4030
4031
1032
4033
4034
4035
4036
4037
4038
4039
4040
4041
4042
4043
4044
4045
4046
4047
4048
4049
4050
4051
4052
4053

CHEQUE
AMOUNT

341.87
28.74

112.64

. 773.04

2600.00
91.28
118.80
7459.52
2480,38
625.00
219.35
1658.74
47.75
123.05
67.15
220.25
2655.82
2600.00
40.00
3757.73
108.04
2637.,12
3804.39
3305.44

150.00

DATE JAN 31/2003

CHEQUE
NUMBER

4055

CHEQUE
AMOUNT

115.00

TOTAL OUTSTANDING
TOTAL CANCELLED

POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR15 1.25
CHEQUE RECONCILIATION REPORT PAGE 1
INCLUDING CHEQUES UP TO JAN 31/2003
CANCEL SUPPLIER CHEQUE CANCEL
AMOUNT NUMBER SUPPLIER NAME DATE DATE
337 SUPPLIER NAME 18-DEC-2002
163 SUPPLIER NAME 02-JAN-2003
630 SUPPLIER NAME 02-3AN-2003
940 SUPPLIER NAME 02-JAN-2003
1150 SUPPLIER NAME 02-JAN-2003
1230 SUPPLIER NAME 02-JAN-2003
1830 SUPPLIER NAME 02-JAN-2003
1955 SUPPLIER NAME 02-JAN-2003
1989 SUPPLIER NAME 02-JAN-2003
588 SUPPLIER NAME 04-JAN-2003
1960 SUPPLIER NAME 06~-JAN-2003
1870 SUPPLIER NAME 09~JAN-2003
163 SUPPLIER NAME 15~JAN-2003
557 SUPPLIER NAME 15-JAN-2003
630 SUPPLIER NAME 15-JAN-2003
888 SUPPLIER NAME 15-JAN-2003
940 SUPPLIER NAME 15-JAN-2003
1150 SUPPLIER NAME 15-JAN-2003
1230 SUPPLIER NAME 15~-JAN-2003
1815 SUPPLIER NAME 15-JAN-2003
1830 SUPPLIER NAME 15-JAN-2003
1955 SUPPLIER NAME 15-JAN-2003
1960 SUPPLIER NAME 15-JAN-2003
2050 SUPPLIER NAME 15-JAN-2003
2505 SUPPLIER NAME 15-JAN-2003
POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR15 1.25
CHEQUE RECONCILIATION REPORT PAGE 2
INCLUDING CHEQUES UF TO JAN 31/2003
CANCEL SUPPLIER CHEQUE CANCEL
AMOUNT NUMBER SUPPLIER NAME DATE DATE
1642 SUPPLIER NAME 31-JAN-2003

26 CHEQUES TOTALLING
0 CHEQUES TOTALLING

36141.10 DOLLARS
.00 DOLLARS
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CHEQUE REGISTER AND CHEQUES

This step is performed during Automatic Cheque Processing. The program will print the
cheques and a list of all transactions processed by the Automatic Cheque Processing
program. The cheque register report will summarize all amounts posted to the bank,
accounts payable and discounts earned.

ﬂCl:()ll ts Payahle N

Reporis

1 Aged cash requirenents 11 Supplier master
2 fAged trial balance 12 Supplier master updates
3 Cash requirements Run 13 Fax telephone numbers
4 Cheque reconciliation Run 14 Purchases by supplier
5 Cheque register and chegues 15 GST edit report
6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal 17 Cash disbursenents summary
8 Reprint purchase journal 18 Reprint supplier open item
9 Reprint cash disbursements
10 Supplier open item S Systen status

E Exit

Enter selection

Type (8) and press to select Cheque register & cheques.

PPI2H 1. 34)
3170172003

Disbursements Journal

Last Month Closed : DEC/2002
1 Cheque print date : 31/ 1/2003
2 G/L discount code : 4685

Report type ......: Summary
Cheque format ....: 6 Laser MICR

(W Select: (fi-Start (i-Modify C(EI-Exit

Type (M) to modify the options or (§} to start processing the cheques.

7-16 m CHEQUE REGISTER AND CHEQUES



REPORTS

The following options are available:

CHEQUE PRINT DATE
You can modify the cheque print date to print a different date than the one listed. The default date is the signon date.

G/L DI1SCOUNT CODE

The default discount code is set up in Company Information however you can change the discount code for the
current cheque run. To modify the discount code permanently you must change the code under Company
Information.

A sample Cheque Register follows:

POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPRI2M 1.34

DATE JAN 31/2003 CASH DISBURSEMENTS JOURNAL AND CHEQUE REGISTER PAGE 1

RUN DATE FEB 24/2003
CHEQUE CHEQUE SUPPLIER CHEQUE A/P DISCOUNT
DATE NUMBER NUMBER SUPPLIER NAME AMOUNT AMOUNT AMOUNT
31/ 1/2003 4056 755 SUPPLIER NAME 112.35 112.35 .00
31/ 1/2003 4057 940 SUPPLIER NAME 476.78 476.78 .00
31/ 1/2003 4058 1150 SUPPLIER NAME 2600.00 2600.00 .00
31/ 1/2083 4059 1955 SUPPLIER NAME 135.23 135.23 .00
31/ 1/2003 4060 1960 SUPPLIER NAME 388.95 388.95 .00
3713.31 3713.31 .00

CHEQUE REGISTER AND CHEQUES = 7-17
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CHEQUE REPORT

This program allows you to print all details relating to un-purged outstanding cheques.
! i |

- 2. 64
“RH eports 3170172003
1 fged cash requirements 11 Supplier master
. @ figed trial balance 12 Supplier master updates
- 3 Cash requirenents Run 13 Fax telephone numbers
. 4 Cheque reconciliation Run 14 Purchases by supplier
- 5 Cheque register and cheques 15 GST edit report
- 6 Cheque report Run 16 Purchases by supplier (OQST)
7 Purchase jourpal 17 Cash disbursemenis summary
. 8 Reprint purchase journal 18 Reprint supplier open item
" 9 Reprint cash disbursements
10 Supplier open item $ System status
E Exit

 Enter selection

Type (€) and press to select Cheque repbrt.

] ficcounts Payahl TLAPP20 k
RH Reparts 31/01/2003

Cheque List

1 CURRENT

2 HISTORY

— Enter selection

(E-Exit
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CURRENT

Type (1) and press to generate the report using the current year’s data.
The screen will appear as follows:

flccounts Payable TLAPPZEBP 1.0¢
Cheque Report 3170172003

RM

Supplier : A A1l Suppliers
‘Sorted by : [ CHEQUE KUMBER
Start Date : ALL DATES

‘End Date ¢

[_] Select : [H1-Start ([I-todify [IEI-Exit

HISTORY

Type (2] and press to generate the report using data that is stored in the history file.
Th follows:
i

. 1C 3 : 1LAPP20
Ri Reports 31/61/2003

Cheque List

1 CURRENT

2 HISTORY

Highlight the year that you want to generate the report for and press (& Enter).
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The report options for the Cheque report are as follows:

Type (&) and press for all suppliers or type (S) and enter the Supplier code for a single
supplier. can be used to list all suppliers.
The sorting options available are as follows:

Cheque number

(D) Cheque issue date

(8) Supplier number

(N) Supplier name
This report is automatically generated for all dates. To select a range of dates enter a start date in the
format ddmmyyyy.
If you entered a start date above enter the end date in this field using the format ddmmyyyy.

Supplier:

Sorted By:

Start Date:
End Date:

A sample Cheque report follows:

31/01/2003 POLYMATHIC COMPUTER PRODUCTS LIMITED PAGE 1
Cheque List RMAPR28 1.00
From: JAN 31,2003 To: JAN 31,2003
Invoice Invoice Process Cancel Issue Original Paid Discount
Number Date Date Date Date Amount Amount Amount
4055 [ 1642: SUPPLIER NAME) $115.00
23456 31/01/2003 31/01/2003 31/01/2003 115.00 115,00 .00
4056 | 755: SUPPLIER NAME) §112,35
11041 30/12/2002 31/01/2003 31/01/2003 112.35 112.35 .00
4057 [ 940: SUPPLIER NAME] $476.78
40-6654111 09/01/2003 31/01/2003 31/01/2003 200.33 200.33 .00
40~9656011 06/01/2003 31/01/2003 31/01/2003 276.45 276,45 .00
4058 [ 1150: SUPPLIER NAME] $2,600.00
31012003 31/01/2003 31/01/2003 31/01/2003 2600.00 2600.00 .00
4059 [ 1955: SUPPLIER NAME] $135.23
1356946 31/12/2002 31/01/2003 31/01/2003 -365.74 -365.74 .00
1359452 03/01/2003 31/01/2003 31/01/2003 500.97 500.97 .00
4060 { 1960: SUPPLIER NAME) $388.95
1272943 23/12/2002 31/01/2003 31/01/2003 378.25 378.25 .00
1282454 07/01/2003 31/01/2003 31/01/2003 -186.61 -186.61 .00
1283142 07/01/2003 31/01/2003 31/01/2003 197.31 197.31 .00
GRAND TOTAL 3828.31 3828.31 .00
Total cheques: 6
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PURCHASE JOURNAL

This program allows you to print the accounts payable transactions entered under “Enter
Supplier Invoices”. It allows you to verify that the distribution to the General Ledger
accounts is correct. It also provides a month end summary of the amounts posted to the
General Ledger.

)
P.C.P.L : : TLAPP20  2.64]]

RH Reports 3170172003
+ 1 figed cash requirements 11 Supplier master
- 2 figed trisl balance 12 Supplier master updales
© 3 Cash requirements Run 13 Fax telephone numbers
. 4 Cheque reconciliation Run 14 Purchases by supplier
' 6 Cheque register and cheques 15 GST edit report
. 6 Cheque report Run 16 Purchases by supplier (QST)
- 7 Purchase journal 17 Cash disburserents summary
8 Reprint purchase journal 18 Reprint supplier open item
- 9 Reprint cash disbursements
10 Supplier open item $ System status
E Exit

Enter selection

Type (7) and press to select Purchase journal.

The screen will appear as follow

S

P . 5 bl .6
Typist: 06 Purchase Journal Print JAN 3172003

:GST Code: Last Month Closed : DEC/2002

<<< HOTE »>»>
The SUPPLIER INUDICE JOURNAL is EWPTY !
There is nothing to print.

Press to continue

Invoices are posted automatically when they are entered. This option will usually state that
there is nothing to print. If it does not, type (§) and press to generate the Purchase Journal report.
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A sample Purchase Journal follows:

POCLYMATHIC COMPUTER PRODUCTS LIMITED RMAPRO6 5.26
DATE 31/01/2003 PURCHASE JOURNAL PAGE 1
RUN DATE: 24/02/2003
SUPPLIER REFERERCE SUPPLIER  SUPPLIER TOTAL DUE GL GL GL LINE
NO. NAME NUMBER INVOICE NO INV.DATE AMOUNT  DATE CODE AMOUNT DESCRIPTN KO
1230 SUPPLIER NAME JAN2003 31/01/2003 150.00 02/03/2003
8165-10 150,00 ENTERTAINM 9
1642 SUPPLIER NAME 31687 31/01/2003 500.00 31/01/2003
8710-10 500.00 CAR EXPENS 12
650.00 650,00

*¥+ END OF REPORT ***
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REPRINT PURCHASE JOURNAL

This program allows you to reprint any previously printed Purchase Journals for any month
for which the purchase journal files are on disk. The heading on the purchase journal report
contains the word reprinted to indicate that it is not the original copy.

T

: fAccounts Payabl TLAPP20  2.64
RH Reports 3170172003
‘1 Aged cash requirements 11 Supplier master
: 2 Rged triael balance 12 Supplier master updates
- 3 Cash requirements Run 13 Fax telephone numbers
- 4 Cheque reconciliation Run 14 Purchases by supplier
- § Cheque register and cheques 15 GST edit report

6 Cheque report Run 16 Purchases by supplier (Q5T)

7 Purchase journal 17 Cash disbursements sumnary

8 Reprint purchase journal 18 Reprint supplier open item
- 3 Reprint cash disbursenments
‘10 Supplier open item S System status

E Exit

@ Enter selection

To select Reprint purchase journal type (8) and press (& Enter),

M Purchase Journal Reprint 3170172003

Last tonth Closed : DEC/20302

1 Starting month ...: Year : 2002
2 Ending wmonth .....: 12 Year : 2002
3 Supplier selection: @ ALL

Enter  (STTIITONODIED  (B¥31-End
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The following report options are available:

Starting month/year:  Enter the starting month and year for the range of purchase journals you want to reprint.

Ending month/year:  Enter the ending month and year for the range of purchase journals you want to reprint.

Supplier: The default is All suppliers. If you want to print the purchase journal for one supplier type (§)
and press (& Enter). Enter the supplier code for the supplier you want. (E5) can be used to list
all suppliers.

If a previous purchase journal exists the system will prompt you to Overwrite or Append to the report. To overwrite
the existing report type (Q) and press (EEnter). Type (&) and press to append your report to the end of an
existing report.

Once the report is generated the following options are available:

Display this report on the screen.

Email this report to your Microsoft Outlook email profile.

Create this report in Microsoft Word format.

Exit. If you choose to exit without using one of the above options you can still print the report from the Print

Reports main menu program.

@@@@

7-24 m REPRINT PURCHASE JOURNAL



REPORTS

REPRINT CASH DISBURSEMENTS JOURNAL
This program allows you to reprint any previously printed Cash Disbursements Journals for
any month for which the cash disbursement files are on disk. The heading on the purchase
journal report contains the word reprinted to indicate that it is not the original copy

- )

Reports 3170172003

1 Rged cash requirenents 11 Supplier master

2 Rged trial balance 12 Supplier master updates

3 Cash requirements Run 13 Fax telephone numbers

4 Cheque reconciliation Run 14 Purchases by supplier

5 Cheque register and cheques 15 GST edit report
. 6 Chegue report Run 16 Purchases by supplier (QST)
¢ 7 Purchase journal 17 Cash disbursements summary
: 8 Reprint purchase journal 18 Reprint supplier open iten
- 9 Reprint cash disbursenents
10 Supplier open itenm S System status

E Exit

Enter selection

To select Reprint cash disbursements journal type (8) and press (& Enter).

The screen will appear as follows:

i

; TLAPP2Y  1.14
‘RH Cash Disbursenrenils Journal Reprint 31/01/72003

Typist: 08 Last Honth Closed : DEC/2002

2002
2002

1 Starting month ...: 1B Year
2 Ending month .....: 12 Year
3 Supplier selection: A ALL

ee a2

Enter (SITTHTEGRED  (E-End
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The following report options are available:

Starting month/year:  Enter the starting month and year for the range of cash disbursements journals you want to

reprint.

Ending month/year:  Enter the ending month and year for the range of cash disbursements journals you want to
reprint.

Supplier: The default is All suppliers. If you want to print the cash disbursements journal for one

supplier type (§) and press (EEnter). Enter the supplier code for the supplier you want.
can be used to list all suppliers.

If a previous cash disbursements journal exists the system will prompt you to Overwrite or Append to the report. To
overwrite the existing report type (8) and press (EEnter). Type (&) and press to append your report to the end
of an existing report.

Once the report is generated the following options are available:

@ Display this report on the screen.

3] Email this report to your Microsoft Outlook email profile.

(Esc)  Exit. If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.
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SUPPLIER OPEN ITEM

This program allows you to print or display a complete list of unpaid invoices for a single
supplier or all suppliers

C 18 . 2.
Repor ts 3170172003
© 1 Aged cash requirements 11 Supplier master
: 2 Aged trial balance 12 Supplier master updates
© 3 Cash requirements Run 13 Fax telephone nunbers
. A4 Cheque reconciliation fun 14 Purchases by supplier
- 5 Cheque register and cheques 15 GST edit report
| B Cheque report Run 16 Purchases by supplier (QST)
- 7 Purchase journal 17 Cash disbursements summary
° 8 Reprint purchase journal 18 Reprint supplier open iten
. 9 feprint cash disbursements
10 Supplier open iten $ System status
i E Exit

[ Enter selection

Type and press to select Supplier open item.

The screen will appear as follows:

B ‘ FANN ¢
feports 3170172003

1 fged cash requirements Run 11 Supplier master
. 2 figed trial balance Run 12 Supplier master updates
: 3 Gash requirements Run 13 Fax telephone numbers

4 Cheque reconciliation Run 14 Purchases by supplier
- 5 theque register and cheques Run 15 GST edit report
. 6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal Run 17 Cash disbursements summary

8 Reprint purchase journal Run 18 Reprint supplier open iten
- 9 Reprint cash disbursements Run
10 Supplier open itenm S System status

SELECTION HMEND
L ucient ]

Monthly Backup
VYearly Backup

11 (E-Exit
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CURRENT
Highlight Current and press to generate a supplier open item report from current data.

The following screen will appear

“Accounts Payable TLAPP1H 3.
/P Open Item List 31/0172003

(B Select: {J1-a11  (§1-Single (@WI-Exit

Type @ for all suppliers or (3) for a single supplier and press (CEte).

The screen will appear as follows:

R ¢ 3.37
R A/P Open Item List 3170172003
Print A1l

Supplier # ......2

i) Select REPORT TYPE:  [[M)-Wide (J1-Harrow ([FYFI-Exit

Type (N) for narrow paper (8 1/2 x 11) and press (& Enter).
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If you selected (§) for a single supplier, the system will prompt you to enter the supplier's
number here. Many options are available. You can get a list of suppliers by pressing (E5).
You can enter the supplier’s name by pressing (F3). You can lookup an invoice to get the

suppliers name by pressing or you can lookup a cheque to get the supplier name by
pressing (F8).

 If you selected all suppliers the screen will

il

appear as follow.

il

EP . C ficcounts Payable TLabpPig  13.37
AN n/e

: Open Item List 3N70172003
Print 11 RMAPRIB.PAT
HNarrow Page

Supplier # ......2

B
i

Enter matching date [id/aa/
‘Enter HATCHING DATE %Y1 (HIEED! to list all payables

Enter the matching date and press (< Enter).
Type (A) and press to accept the matching date entered, or (R) to rekey the date.

Once the correct matching date is entered and accepted the system will generate the report. After the report has been

generated the system will give you the option to Email this report to your Microsoft Outlook Email Profile. Type (E)

and press to email this report to yourself. If you want to print this report go to the Print Reports main menu
option.
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MONTHLY BAcCKUP

.;IQL_!

Accounts Payable 1LAPP20 2. M
RH Reports 31/01/2003
1 Aged cash requirements Run 11 Supplier master
2 figed trial balance Run 12 Supplier master updates
3 Cash requirements Run 13 Fax telephone nuwrbers
4 Cheque reconciliation Run 14 Purchases by supplier
5 Cheque register and cheques Run 15 BST edit report
6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal Run 17 Cash disbursements summary
8 Reprint purchase journal Run 18 Reprint supplier open item
9 Reprint cash disbursements Run
10 Supplier open item § Systen status

SELECTION WENU

L Furient ]
Monthly Backup
Yearly Backup

t 1 (E-Exit

The screen w1|l appear as follows

ficcounls Payable

iRl
31/01 12003

Reports
Typist 6 OPEN ITEMS LIST
Port 98 <<< From MONTHLY BACKUP Files >>>

Processing Year : 02

HONTHLY OPEN ITEMS BACKUP FILES

JaN/01 JAN/0D
FEB/02 FEB/ON FEB/00
HAR/02 HAR/01 MAR/00
aPR/02 aPR/01 APR/D0
HAY/02 HAY/01 HAY/00
JUN/02 JUN/01 JUN/00
JuL/02 JuL/o1 JUL/00
AUG/02 aUG/01 AUG/CO
SEP/02 SEP/01 SEP/00
0cT/02 0cT/01 0CT/00
HOU/02 HOU/01 NOU/00
DEC/02 DEC/01 DEC/0D

t{1-selects ([@M1-Unselects [ B (EWi-End

Use to select the month you want to extract the data from. Once you have selected the
month, press (Esc) to exit and (§) to start generating the report.
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YEARLY BACKUP

Accounts Payable 4 ).
RM Reports 3170172003
1 fAged cash requirements Run 11 Supplier naster
2 fAged trisl balance Run 12 Supplier master updales
3 Cash requirenents flun 13 Fax telephone numbers
4 Cheque reconciliation Run 14 Purchases by supplier
5 Cheque register and cheques Run 15 GST edit report
6 Cheque report Run 16 Purchases by supplier ({ST)
7 Purchase journal Run 17 Cash disbursemenils summary
8 Reprint purchase journal Run 18 Reprint supplier open item
9 Reprint cash disbursements Run
10 Supplier open item S System status

SELECTION MENU

L Burent |
Honthly Backup
Yearly Backup
t 1 (Eh-Exit

Highlight Yearly Backup and press to generate an open item list from a different
years data.
The screen will appear as follows:

fiie i

LG Aceounts Payable TLAPP20 2.64'
(1] Reports 3170172003
Typist 6 OPEN ITEMS LIST
Port 96 <<< From YEARLY BACKUP Files >>>

Processing Year : 02

BACKUP YEARS
) |

02

i L Pylip Pydn l
Top Bottom E-:.(:]

Highlight the year you want to extract the data from and press (EEnter). Once you have
selected the year, type (§) to start generating the report.
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A sample Open Item Report for a single supplier follows:

POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR18 3.37
DATE: JAN 31/2003 A/P DETAIL OPEN ITEM LIST PAGE 1

INVOICE NO INV.DATE POST DATE SRC DISC.AMT ORIG DUE CURR DUE CHEQ#

SUPPLIER NUMBER 1230 SUPPLIER NAME
PAYMENT TERMS 30 SUPPLIER ADDRESS
DISCOUNT % .00 CITY, PROVINCE
LAST CHEQUE NC 4047 POSTAL CODE
CHEQUE AMT 40.00
JAN2003 31/01/2003 31/01/2003 3 150.00 02/03/2003 *
10012003 10/01/2003 14/01/2003 3 40.00 10/01/2003 4047
13122002 13/12/2002 13/12/2002 3 79.39 13/12/2002 4022
30112002 30/11/2002 02/12/2002 3 85.39 30/11/2002 4009
311102002 31/10/2002 31/10/2002 3 85.00 31/10/2002 3982
DEC 31-02 31/12/2002 02/01/2003 3 91.28 31/12/2002 4034
NOV 14-02 14/11/2002 14/11/2002 3 50.00 14/11/2002 3996
OCT 15-02 15/10/2002 15/10/2002 3 94.97 15/10/2002 3970
TOTAL 150.00

7-32 = SUPPLIER OPEN ITEM



REPORTS

SUPPLIER MASTER

This program allows you to print a listing of the Supplier Master in alphabetical or
numerical order.

Accounts P:Jya)lc B Lﬂ”Zl] 2.(

|

Repor ts 31/01/72003
1 Aged cash requirements 11 Supplier master
2 Aged trial balance 12 Supplier master updates
3 Cash requirenents Run 13 Fax telephone numbers
4 Cheque reconciliation Aun 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal 17 Cash dishursements surmary
8 Reprint purchase journal 18 Aeprint supplier open item
9 Reprint cash disbursements

10 Supplier open iten S System status
E Exit

B Enter selection

Type (1)) and press to select Supplier master.

The screen will appears as follows:

il

C.P.L TLAPP20 2.64)
AN Reports 3170172003

1 figed cash requirenments Run 11 Supplier master
2 figed trial balance Run 12 Supplier master updates
3 Cash requirenents Run 13 Fax telephone numbers
- 4 Cheque reconciliation Run 14 Purchases by supplier
5 Cheque register and cheques Run 15 GST edit report
- & Cheque report Run 16 Purchases by supplier {((ST)
-~ 7 Purchase journal Run 17 Cash disbursements summary
B Reprint purchase journal Run 18 Reprint supplier open item
9 Reprint cash disbursements Run
10 Supplier open iten Run S System status
E Exit

SELECTION HENU

[ Standard |
by G/L CODE

t 1 (-Exit
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STANDARD

To generate the standard Supplier Master Report highlight Standard and press (€Enter),
The followi ill appear:

P 11 m Pay . 2
R Supplier MHaster Print 3170172003
‘ 16:05

‘Report Sequence ...: Humeric
port Type .......: Detail Report
# of lines on fornm

‘Supplier Selection : A ALL

£_] Select: [B1-Start [JI1-todify C[EEMI-Exit

The options are as follows:

REPORT SEQUENCE
Sort suppliers by supplier name.
Sort suppliers by supplier number.

REPORT TYPE
@ Print a detailed list of the supplier master.
Print supplier names and addresses only.
Print a list in mailing label format.
(B) Print a list in rolodex format.
Print a detailed list of the supplier master including all memo entries.

NUMBER OF LINES ON FORM
The system will default to a number, depending on the option selected under report type above.

STARTING SUPPLIER
The system defaults to the first supplier number or you may enter any valid supplier number.

ENDING SUPPLIER
The system defaults to the last supplier number or you may enter any valid supplier number.

Once all report options are set, type (S) and press to start spooling the report.
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Once the report is generated the following options are available:

)
Esc)

Email this report to your Microsoft Outlook email profile.
Create this report in Microsoft Word format.

Exit. If you choose to exit without using one of the above options you can still print the report from the Print

Reports main menu program.

By G/L CODE

Select this option to generate a Supplier Master report by the Home G/L code for the
Supplier. The Home G/L code is entered in field 16 of the supplier master screen.

A sample page from the Supplier Master Report follows:

50

-REPORT SEQUENCE : G G/L CODE

/G/L CODE SELECTION: A ALL

"~ 31/01/2003

[.] Select:

(EE1-Exit

POLYMATHIC COMPUTER PRODUCTS LIMITED

SUPPLIER MASTER - NUMERIC SEQUENCE

SUPPLIER NAME

SUPPLIER ADDRESS LINE 1
CITY, PROVINCE/STATE
POSTAL CODE/2IP

TELEPHONE: 999-123-4567

FAX .....: 1-999-891-1234
COST CODE: HOLDBACK :
GST # ...: 9999593599

SUPPLIER NAME

SUPPLIER ADDRESS LINE 1
CITY, PROVINCE/STATE
POSTAL CODE/ZIP

TELEPHONE: 989-123-4567

FAX .....: 1-999-891-1234
COST CODE: HOLDBACK:
GST # ...:

RMAPRO3 2.25

NORMAL TERMS

TEMPORARY SUPPLIER:
HOME G/L CODE
YTD PURCHASES
P.0. REQUIRED

LAST UPDATE:27~JAN-2003
:01-0CT-2002

NORMAL TERMS

TEMPORARY SUPPLIER:
HOME G/L CODE
YTD PURCHASES
P.0O. REQUIRED

LAST UPDATE:02-JUN-1985
113-JUN-19886

523.23

.00
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SUPPLIER MASTER UPDATES

This program allows you to print a list of updates which have been made to the Supplier
Master.

. ficcounts Payable 20 2.64
AN Reports 3170172003

1 figed cash requirenents 11 Supplier master

2 Aged trial balance 12 Supplier master updates

3 Cash requirenents Run 13 Fax telephone numbers

4 Cheque reconciliation Run 14 Purchases by supplier

5 Chegue register and cheques 15 GST edit report

6 Cheque report Run 16 Purchases by supplier (QST)

7 Purchase journal 17 Cash disbursements summary

8 Reprint purchase journal 18 Aeprint supplier open iten

9 Reprint cash disbursements
10 Supplier open item S System status

E Exit

@ Enter selection

Type (1)2) and press (& Enter),

T

:hkﬁnuﬁls Payahle LnPPUéh }:ZQ
AN Supplier Haster Update Print 3170172003

M) select: (§1-Start ([ -Exit

Type (§) and press to start.
The system will then prompt you with:

Do you want to purge the Audit Trail file (Y/N) ?
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If you type Y — Yes, the system will delete all updates that are currently in the file. If you type N — No, all updates
will remain in the file.

You will then have the option to Email the file to your Outlook profile. If you want to email the report to your
Outlook profile type (E) and press («=Enter),

A sample Supplier Master Update Report follows:

POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPROZ 1.22
DATE 31/01/2003 SUPPLIER MASTER UPDATES PAGE 28
SUPPLIER NO. : 50 <<< MODIFY >>> Typist: 06 LESLIE PRIOR

NAME SUPPLIER NAME

ADDRESS LINE 1 : SUPPLIER ADDRESS

ADDRESS LINE 2 : SUPPLIER ADDRESS 2

ADDRESS LINE 3 : SUPPLIER ADDRESS 3

ADDRESS LINE 4 :

PHONE NUMBER ¢ 999-999-9999 GLCODE : 501010
NORMAL TERMS H 0 YTD PURCHASES : 523.23
DISCOUNT % H .00 P.O., REQ'D FLAG : N

TEMPORARY FLAG : FAX NUMBER ¢ 999-999-9999
LAST UPDATED : JAN 27/2003 COST CODE H

CHANGE SEQ. NO.: 1 LAST CHANGE DATE: OCT 1/2002

Computer/User:LESLIE-PATE/Leslie
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FAX TELEPHONE NUMBERS

This program allows you to produce two different types of data files that will contain the
supplier name and fax number. These files can be used by other programs for faxing
information to all your suppliers.

S

flccounts Payable v TLAPP20

L., i
RH Reports 3170172003
1 fGged cash requirerents 11 Supplier master
2 fged trial balance 12 Supplier master updates
3 Cash requirements Run 13 Fax telephone numbers
4 Cheque reconciliatiecn Run 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal 17 Cash disbursements summary
8 Reprint purchase journal 18 Reprint supplier open item
9 Reprint cash disbursenments
10 Supplier open item 8 System status
E Bxit

Enter selection

Type (i)(3) and press to select Fax telephone numbers.

‘The screen will appear as follows:
xS i

[pc.r. Accounts Payahie I TLAPPO1H 120
AN Fax Telephone Numbers 31/01/2003
16:03:59

This program generates specially formatted ASCII files.

IR Select: ([§1-Start [([AIB1-Exit

Type (§) and press to start processing the files.
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The following screen will be display
T o

ed:
g‘z;i !

‘ fAccounts Payable LOPPOTH 1.20
R Fax Telephone Humbers 3170172003
i 16:04:48

This progran generates specially formatted ASCI] files.

Supplier number : 16258

Records read : 23

Records written : 196 [ AsSCII file <RMAPFOIN.ASCY> 1
Records written : 196 [ DELIMITED file <RMAPFO11.LSU> ]
Records uritten : 196 [ DELIHITED file <ANAPFOIN.CSY> ]

PROCESSING COHPLETED. Press to EXIT: ||

ASCII FILE

The ASCII file generated by the system will place the supplier name on one line and the supplier fax number on the
second line.

CoMMA DELIMITED FILE

The Comma Delimited file will place the supplier name and fax number on the same line and place each field in
double quotes separating the fields with a comma.
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PURCHASES BY SUPPLIER

This program allows you to generate a report of the purchases by supplier by the months

Accoun able LaPr20  2.64

AN Reports
1 figed cash requirements 11 Supplier master
- 2 figed trial balance 12 Supplier master updstes
3 Cash requirements Run 13 Fax telephone nunbers
4 Cheque reconciliation Run 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
6 Cheque report Run 16 Purchases by supplier (QST)
- 7 Purchase journal 17 Cash disbursenmenis sunnary
8 Reprint purchase journal 18 Reprint supplier open item
. 9 feprint cash disbursements
10 Supplier open item S Systenm status
' E Exit

Enter selection

31/01/72003

To select Purchases by supplier type and press (& Enter),

The screen will appear as follows:

[‘C.F’.l. punts Payabi TLAPPZO 2. 64)

RN Repor ts
Purchases Sumnary
1 by Supplier
2 by Supplier [MONTHLY)
Enter selection

(EI-Exit

31/701/2003
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BY SUPPLIER

This program will detail each purchase by supplier for the months that you have selected.
Numerous reports will be generated.

To select Purchases by Supplier, type (1) and press (& Enter),
The following screen will appear:

ficcounts Payah TLAPPIGD 1.26

RH PURCHASES by SUPPLIER JAN 3172003
Typist 06 16:22:01
, Port 96 Last Year End :© FEB 28/2002
Processing Year : 2003 Division Selection : 4 All Divisions
File Selection : 8 Single Supplier Selection : # All Suppliers

GST Code: 01 G/L: 3125 Rate: 7.00

PURCHASE JOURNAL ANALYSIS FILES
JAH/2003 JaN/2002 JAN/2001 JRN/2000
FEB/2002 FEB/2001 FEB/2000
MAR/2002 HAR/2001 HAR/2000
APR/2002 APR/2001 APR/2000
HAY/2002 HAY/2001 HAY/2000
JUN/2002 JUN/72001 JUN/2000
JuL/2002 JuL/2001 JuL/2000
AUG/2002 AUG/2001 AUG/2000
SEP/2002 SEP/2001 SEP/2000
0CcT/2002 0CT/200 0CT/2000
NOU/2002 HoU/2001 NBU/2000
DEC/2002 DEC/2001 DEC/2000

tE-selects  [[EI1-Unselects B (EX1-End

The following options are available:

PURCHASE JOURNAL ANALYSIS FILES

A list of all available Purchase Journal analysis files is displayed. The key can be used to select the files for the
months that you want to include purchases from. can be used to unselect files that were selected in error. Once
you have selected the files you want to extract the information from, press (Esc).

PROCESSING YEAR

The system will default to the current year. To change the processing year you must select the Modify option and
enter the year you want. Since the system defaults to the current year you will have to wait till the modify option is
listed before you can change this. The year should be entered in the format yyyy.

FILE SELECTION

Type (&) and press to include all analysis files for the year selected above or type (§) and press to
select the analysis files you want to include.

GST CODE

You can have numerous GST codes set up through Maintenance & Inquiry, GST codes. The system will prompt you
for the GST code you want the report to detail. can be used to list all valid GST codes and can be used to
set up a new GST code.

DIVISION SELECTION

You can generate this report for a single division, (§) or all divisions, (&). If you select a single division (E5) can be
used to list all divisions and can be used to set up a new division.
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SUPPLIER SELECTION
All suppliers are included by default. Type (S) and press to only include records associated with a single
supplier. Type the supplier number and press (EEnter). (F5) can be used to list all divisions.

Type (§) and press to generate the report. Once the report has been generated the following options are
available:

® Email this report to your Microsoft Outlook email profile.

()] Create this report in Microsoft Word format.

Exit. If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.

Three reports are generated. All purchases by supplier by G/L Code, Invoice # and a Summary. Samples of all three
are below:

31 JAN 2003 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR10O 1.26
PURCHASES BY SUPPLIER Page: 1
BY G/L CODE
ALL Divisions From: JAN/2003 To: JAN/2003
INVOICE INVOICE TRANSACTION SUPPLIER
NUMBER DATE DATE NUMBER G/L CODE G/L AMOUNT GST AMOUNT PURCHASE JOURNAL DESCRIPTION
82891 31-DEC-2002 31-DEC-2002 163 8142-10 44,63 3.12 CLIENT DELIVERY
Total for SUPPLIER 1 44.63 3.12 GST# R29999999999
9040213  30-NOV-2002 30-NOV-2002 557 5996-10 115.00 8.05 COSTAR XL TURBO LABELWRITER REPAIR
Total for SUPPLIER 2 115.00 8.05 GSTH R9999999%999
JAN032003 03-JAN-2003 03-JAN-2003 588 5998-10 625.00 .00
Total for SUPPLIER 3 625,00 .00 GSTH
1-53434351 31-DEC-2002 31-DEC-2002 630 3115-10 32.08 28,07 ACCOUNT #1260-4504-2 (INTEL)
1-53434351 31-DEC-2002 31-DEC-2002 630 8008-10 7.00 .00 ACCOUNT #1260-4504-2 (INTEL)
Total for SUPPLIER 4 39.08 28.07 GST#
11041 30-DEC-2002 30-DEC-2002 755 53996-10 105.00 7.35 SHUSBE001024
Total for SUPPLIER 4 105,00 7.35 GSTH# R999999999
Grand Total 928.71 46.59
31 JAN 2003 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR101 1.26
PURCHASES BY SUPPLIER Page: 1
BY INVOICE NUMBER
ALL Divisions From: JAN/2003 To: JAN/2003
INVOICE INVOICE TGTAL GST NET SUPPLIER
NUMBER DATE AMOUNT AMOUNT AMCUNT NUMBER NAME
82891 31-DEC-2002 47.75 3.12 44.63 163 SUPPLIER 1
Supplier Total 47.75 3.12 44,63 GST R999999989
9040213 30-NOV~-2002 123.05 8.0% 115,00 557 SUPPLIER 2
Supplier Total 123.05 8.05 115.00 GST R999999999
JANC32003 03-JAN-2003 625,00 .00 625.00 588 SUPPLIER 3
Supplier Total 625,00 .00 625.00  GST
1-53434351 31-DEC-2002 67.15 28.07 39.08 630 SUPPLIER 4
Supplier Total 67.15 28.07 39,08 GST
11041 30-DEC-2002 112.3%5 7.35 105.00 755 SUPPLIER 5
Supplier Total 112,35 7.35 105.00 GST R999999999
Grand Total 975.30 46.39 928.71
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31 JAN 2003 POLYMATHIC CCMPUTER PRODUCTS LIMITED RMAPR102 1.26
PURCHASES BY SUPPLIER Page: 1
SUMMARY REPORT
ALL Divisions From: JAN/2003 To: JAN/2003
SUPPLIER TOTAL GST NET GST
NUMBER NAME AMOUNT AMOUNT AMOUNT REGISTRATION#
163 SUPPLIER 1 47.75 3.12 44.63 R10023635S
557 SUPPLIER 2 123.05 8.05 115.00 R101686913
588 SUPPLIER 3 625.00 .00 625.00
630 SUPPLIER 4 67.15 28.07 39.08
755 SUPPLIER 5 112.35 7.35 105.00 R102171386
975.30 46.59 928.71

BY SUPPLIER [MONTHLY]
This program will generate a report with monthly totals for each supplier.

Type (2) and press (&Enter). The follo

ficcounts Pay

Pl § ! . L4
Typist 06 HONTHLY PURCHASES by S /N 3172003
Last Year End: FEB 2872002 12:04:55
Processing Year : Division Selection : A  All Divisions
File Selection : § Single Supplier Selection : A All Suppliers
GST G/L Code : 3125 Rate : 7.00
Sort Sequence : @ SUPPLIER NAHE Honth Sequence : F FISCAL YEAR

PURCHASE JOURNAL ANALYSIS FILES
JaN/2003 JAN/2002 Jan/2001 JAN/2000
FEB/2002 FEB/2001 FEB/2000
HAR/2002 HAR/2001 HAR/2000
APA/2002 APR/2001 APR/2000
HAv/2002 HaY/2001 HAY/2000
JUN/2002 JUN/2001 JUN/2000
JuL/2002 JUL/2001 JuL/2000
AUG/2002 AUG/2001 AUG/2000
SEP/2002 SEP/2001 SEP/2000
0CT/2002 0C7/2001 0CT/2000
NOU/2002 H0U/2001 HOV/2000
DEC/2002 DEC/2001 DEC/2000

Enter YEAR: [NWWN1  ([N1-End

The following options are available:

PURCHASE JOURNAL ANALYSIS FILES

A list of all available Purchase Journal analysis files is displayed. The key can be used to select the files for the
months that you want to include purchases from. can be used to unselect files that were selected in error. Once
you have selected the files you want to extract the information from, press (Esc).

PROCESSING YEAR

The system will default to the current year. To change the processing year you must select the Modify option and
enter the year you want. Since the system defaults to the current year you will have to wait till the modify option is
listed before you can change this. The year should be entered in the format yyyy.

FILE SELECTION

Type (&) and press to include all analysis files for the year selected above or type (S) and press to
select the analysis files you want to include.
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GST CODE

You can have numerous GST codes set up through Maintenance & Inquiry, GST codes. The system will prompt you
for the GST code you want the report to detail. can be used to list all valid GST codes and can be used to
set up a new GST code.

SORT SEQUENCE
By default the report is sorted by supplier name. Type (N) and press to sort this report by supplier number.

DIVISION SELECTION
You can generate this report for a single division, (§) or all divisions, (&). If you select a single division can be
used to list all divisions and can be used to set up a new division.

SUPPLIER SELECTION

All suppliers are included by default. Type (§) and press to only include records associated with a single
supplier. Type the supplier number and press (€Enter). (F8] can be used to list all divisions.

MONTH SEQUENCE

By default this report displays the monthly data sorted by Fiscal year. Type (C) and press to display the
monthly data sorted by Calendar year or type (B) then enter the start and end date in the format mmyyyy to display the
monthly data for a specific date range.

Type (§) and press to generate the report. Once the report has been generated the following options are
available:

@ Email this report to your Microsoft Outlook email profile.

Create this report in Microsoft Word format.

(Esc)  Exit. If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.

A sample summary report follows:

JAN 31/2002 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR150 1.14
Last Year End: FEB 28/2002 MONTHLY PURCHASES BY SUPPLIER Page: 1
All Divisions From: DEC/2002 To: JAN/2003 Run Date: MAR 17/2003
SUPPLIER NOV 2002 DEC 2002 JAN 2003 FEB 2003 TOTAL

163 SUPPLIER 1 8.78 105.97 .00 .00 114.75

588 SUPPLIER 2 .00 500.00 625,00 .00 1125,00

557 SUPPLIER 3 115.00 .00 .00 .00 115,00

630 SUPPLIER 4 .00 46.08 .00 .00 46.08

337 SUPPLIER 5 .00 319.50 .00 .00 319.50

755 SUPPLIER 6 92.00 105.00 .00 .00 197.00

940 SUPPLIER 7 910.19 3204.54 445.58 .00 4560.31
1150 SUPPLIER 8 .00 10200.00 5200.00 .00 15400.00
1230 SUPPLIER 9 80.37 160.82 187.56 .00 428.75
1625 SUPPLIER 10 .00 10000.00 .00 .00 10000.00
1650 SUPPLIER 11 .00 .00 227.52 .00 227.52

1642 SUPPLIER 12 .00 .00 730.00 .00 730.00
1666 SUPPLIER 13 .00 652.00 .00 .00 652.00
1830 SUPPLIER 14 .00 111.57 101.58 .00 213.15
1870 SUPPLIER 15 2869.81 1629.77 .00 .00 4499,58
1989 SUPPLIER 16 72.54 2407.84 .00 .00 2480.38
1960 SUPPLIER 17 468.20 3909.00 10.00 .00 4387.20
1955 SUPPLIER 18 6548.27 3198.16 4€8.20 .00 10214.63
888 SUPPLIER 19 .00 205.84 .00 .00 205.84
2050 SUPPLIER 20 1414.10 3305.44 .00 .00 4719.54
2036 SUPPLIER 21 .00 1350.00 .CC .00 1350.00
2505 SUPPLIER 22 .00 150.00 150.00 .00 300.00

12579.26 41561.53 8145.44 .00 62286.23
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GST EDIT REPORT

This program generates a report that lists any GST posted for the selected analysis files. You
have the option of listing all GST amounts or only the GST exceptions.

T
Accounts Pay:
Repor ts
1 fged cash requirements 11 Supplier master
2 Aged trial balance 12 Supplier master updates
3 Cash requirements Run 13 Fex telephone numbers
4 Cheque reconciliation Run 14 Purchases by supplier
" B Cheque register and cheques 15 GST edit report
6 Cheque report Run 16 Purchases by supplier {(QST)
7 Purchase journsl 17 Cash disbursements sumnary
8 Reprint purchase journal 18 Reprint supplier open item
9 feprint cash disbursements
10 Supplier open item S System status
E Exit

@ Enter selection

Type ()& and press to select GST edit report.

The screen will appear as foll

c TLAPPTID 1.12
Typist 06 GST EDIT REPORY JAN 3172003

| 6 13:16:04
Last Month Closed: DEC/2002 Last Year End : FEB 2B8/2002
Processing Year : 2003 Division Selection : & All Divisions
File Selection : 8 Single Cut Off Date:

GST Code [ 7.003 : 01 G/L: 3125 Record Selection : ¥ Exceptions

PURCHASE JOURNAL ANALYSIS FILES

1 JAN/2002  JAN/2001 JAN/2000
FEB/2002  FEB/2001 FEB/2000
HAR/2002  HAR/2001  MAR/2000
APR/2002  APR/2001 APR/2000
MAY/2002  HAY/2001 HAY/2000
JUN/2002  JUN/2000 JUN/2000
JUL/2002  JUL/2001 JUL/2000
AUG/2002  AUG/2001 AUG/2000
SEP/2002  SEP/2001 SEP/2000
0CT/2002  0CT/2001 0C1/2000
NOU/2002  HOU/2001 NDU/2000
DEC/2002  DEC/2001 DEC/2000

(F01-Selects ([f1-Unselects [] § (E1-End
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PURCHASE JOURNAL ANALYSIS FILES

A list of all Purchase Journal analysis files is displayed. The key can be used to select the files for the months
that you want to report the GST for. can be used to unselect files that were selected in error. Once you have
selected the files you want to extract the information from, press (Esc).

PROCESSING YEAR

The system will default to the current year. To change the processing year you must select the Modify option and
enter the year you want. Since the system defaults to the current year you will have to wait till the modify option is
listed before you can change this. The year should be entered in the format yyyy.

FILE SELECTION
Type () and press to include all analysis files for the processing year selected above or type (§) and press
to select the analysis files you want to include.

GST CobE

You can have numerous GST codes set up through Maintenance & Inquiry, GST codes. The system will prompt you
for the GST code you want the report to detail. (5] can be used to list all valid GST codes and can be used to
set up a new GST code.

DIVISION SELECTION

You can generate this report for a single division, (§) or all divisions, (&). If you select a single division can be
used to list all divisions and can be used to set up a new division.

CuUT OFF DATE

You must enter a cut off date for this report. The system will only include invoices up to the cut off date entered.
You can use the last month end date, (E8), or enter your own date in the format ddmmyyyy.

RECORD SELECTION

This report is set to display GST Exceptions only. GST exceptions include when no GST was posted for an invoice
or the GST amount posted was not 7% of the net invoice amount. Type (&) and press to include all records.
An asterisk “*” will be printed at the end of the calculated GST field for all GST exceptions when all records is
selected.

Once all your report options are set type (S) and press to start spooling the report. Once the report has been
generated the following options are available:

3] Email this report to your Microsoft Outlook email profile.

W Create this report in Microsoft Word format.

(Esc)  Exit. If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.
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A sample GST Edit report for GST exceptions only follows:

RMAPR110 1.12
Page: 1

POLYMATHIC COMPUTER PRODUCTS LIMITED
GST EDIT REPORT
From: JAN/2003  To: JAN/2003

31 JAN 2003

ALL Divisions

CUT OFF DATE : JAN 31,2003

INVOICE TRANSACTICN INVOICE TOTAL GST GST SUPPLIER
NUMBER DATE DATE AMOUNT RAMOUNT CALCULATED NUMBER NAME
196952 16-DEC-2002 16-DEC-2002 91.00 5.95 5.54 888 SUPPLIER NAME
1342295 18-DEC-2002 18-DEC-2002 615,17 40.24 37.45 1955 SUPPLIER HAME
24122002 24-DEC-2002 24-DEC-2002 1658.74 28,97 100.97 1870 SUPPLIER NAME
1-53434351 31-DEC-2002 31-DEC-2002 67.15 28.07 4.09 630 SUPPLIER NAME
DEC 31-02 31-DEC-2002 31-DEC-2002 91.28 5.26 5.56 1230 SUPPLIER NAME
DEC 31-02 31-DEC-2002 31-DEC-2002 3757.73 3757.73 228.73 1815 SUPPLIER NAME
DEC-2002 31-DEC-2002 31-DEC-2002 3305.44 .00 201.20 2050 SUPPLIER NAME
Total for DEC/2002 9586.51 3866.22 583.54
JAN032003 03-JAN-2003 03-JAN-2003 625.00 .00 38.04 588 SUPPLIER NAME
1228170113 03-JAN-2003 03-JAN-2003 108.04 €.46 6.58 1830 SUPPLIER NAME
10012003 10-JAN-2003 10-JAN-2003 40.00 2.44 2.43 1230 SUPPLIER NAME
1512003 15~JAN~2003 15-JAN-2003 2600.00 .00 158.26 1150 SUPPLIER NAME
98234 15-JAN-2003 15-JAN-2003 227.52 .00 13.85 1650 SUPPLIER NAME
JAN-2003 15-JAN-2003 15-JAN-2003 150.00 .00 9.13 2505 SUPPLIER NAME
31012003 31-JAN-2003 31-JAN-2003 2600.00 .00 158.26 1150 SUPPLIER NAME
JAN2003 31-JAN-2003 31-JRN-2003 150.00 .00 9.13 1230 SUPPLIER NAME
23456 31-JAN-2003 31-JAN-2003 115.00 .00 7.00 1642 SUPPLIER NAME
31687 31-JAN-2003 31-JAN-2003 500.00 .00 30.43 1642 SUPPLIER NAME
123456 31-JAN-2003 31-JAN-2003 115.00 .00 7.00 1642 SUPPLIER NAME
Total for JAN/2003 7230.56 B8.90 440,11
Grand Total 16817.07 3875.12 1023.65
A sample GST Edit report for All GST records follows:
31 JAN 2003 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR110 1.12
GST EDIT REPORT Page: 1
ALL Divisions From: JAN/2003 To: JAN/2003
CUT OFF DATE : JAN 31,2003
INVOICE TRANSACTION INVOICE TOTAL GST GST SUPPLIER
NUMBER DATE DATE AMOUNT AMOUNT CALCULATED NUMBER NAME
1230122 15-NOV-2002 15-NOV~-2002 219.35 14.35 14.35 1960 SUPPLIER NAME
9040213 30-NOV-2002 30-NOV-2002 123.05 8.05 8.05 557 SUPPLIER NAME
40-8176312 11-DEC-2002 11~DEC-2002 97.37 6,37 6.37 940 SUPPLIER NAME.
40-8176313 12-DEC-2002 12-DEC-2002 97.37 6.37 6.37 940 SUPPLIER NAME .
40-96903321 12-DEC-2002 12-DEC-2002 1272.12 83.22 83.22 940 SUPPLIER NAME .
1261767 12-DEC-2002 12-DEC-2002 1022.39 66.89 66.89 1960 SUPPLIER NAME .
1261771 12-DEC-2002 12-DEC-2002 220.42 14.42 14.42 1960 SUPPLIER NAME .
196952 16-DEC-2002 16-DEC-2002 91,00 5.95 5,54~ 888 SUPPLIER NAME .
1267109 17-DEC-2002 17-DEC-2002 299,60 19.60 19.60 1960 SUPPLIER NAME .
1342275 18-DEC-2002 18-DEC-2002 615.17 40.24 37.45% 1955 SUPPLIER NAME .
1342465 18-DEC-2002 18-DEC-2002 689,64 45,12 45,12 1955 SUPPLIER NAME .
1270584 19-DEC-2002 13-DEC-2002 1755.87 114.87 114.87 1960 SUPPLIER NAME .
1270623 19-DEC-2002 19-DEC-2002 194.74 12.74 12.74 1960 SUPPLIER NAME .
40-9504011 20-DEC-2002 20-DEC-2002 294,44 19.26 19.26 940 SUPPLIER NAME .
197598 23-DEC~-2002 23-DEC-2002 129.2% 8.46 8.46 888 SUPPLIER NAME .
40-3241311 23-DEC-2002 23-DEC-2002 894.52 58.52 58.52 940 SUPPLIER NAME .
1272943 23-DEC-2002 23-DEC-2002 378.25 24.75 24,78 1960 SUPPLIER NAME .
24122002 24-DEC-2002 24-DEC-2002 1656.74 28,97 100,97+ 1870 SUPPLIER NAME .
11041 30-DEC-2002 30-DEC-2002 112.35 7.35% 7.35 755 SUPPLIER NAME .
82881 31-DEC-2002 31-DEC-2002 47.75 3.12 3.12 163 SUPPLIER NAME .
1-53434351 31-DEC-2002 31-DEC-2002 67.15 28.07 4,09+ 630 SUPPLIER NAME .
DEC 31-02 31-DEC-2002 31-DEC-2002 91.28 5.26 5.56% 1230 SUPPLIER NAME .
DEC 31-02 31-DEC-2002 31-DEC-2002 3757.73 3757.73 226,73 16815 SUPPLIER NAME .
1356946 31-DEC-2002 31-DEC-2002 -365.74 -23.93 -23.93 1955 SUPPLIER NAME
DEC-2002 31-DEC-2002 31-DEC-2002 3305.44 .00 201.20* 2050 SUPPLIER NAME
Total for DEC/2002 17069.25 4355,75% 1073.07
JANO32003 03-JAN-2003 03~JAN-2003 625.00 .00 38.04* 588 SUPPLIER NAME .
1228170113 03-JAN-2003 03-JAN-2003 108.04 6.46 6.58* 1830 SUPPLIER NAME .
1359452 03-JAN-2003 03-JAN-2003 500.97 32.77 32,717 1955 SUPPLIER NAME .
40-9656011 06-JRN-2003 06-JAN-2003 276,45 18.09 18.09 940 SUPPLIER NRME .
1282454 07-JAN-2003 07-JAN-2003 -1B6.61 -12.21 -12.21 1960 SUPPLIER NAME
1283142 07-JAN-2003 07-JAN-2003 197.31 12.91 12.91 1960 SUPPLIER NAME
40-6654111 03-JAN~-2003 09-JAN-2003 200.33 13.11 13.11 940 SUPPLIER NAME
10012003 10-JAN-2003 10-JAN-2003 40.00 2.44 2.43% 1230 SUPPLIER NAME
1512003 15-JAN-2003 15-JAN-2003 2600.00 .00 158.26* 1150 SUPPLIER NAME .
98234 15-JAN-2003 15-JAN-2003 227,52 .00 13.85* 1650 SUPPLIER NAME .
JAN-2003 15-JAN-2003 15-JAN-2003 150.00 .00 9,13+ 2505 SUPPLIER NAME .
31012003 31-JAN-2003 31-JAN-2003 2600.00 .00 158.26* 1150 SUPPLIER NAME .
JAN2003 31-JAN-2003 31-JAN-2003 150.00 .00 9,13% 1230 SUPPLIER NARME .
23456 31-JAN-2003 31-JAN-2003 115.00 .00 7.00* 1642 SUPPLIER NAME .
31687 31-JAN-2003 31-JAN-2003 500,00 .00 30.43* 1642 SUPPLIER NAME .
123456 31-JAN-2003 31-JAN-2003 115.00 .00 7.00* 1642 SUPPLIER NAME .
Total for JAN/2003 8219.01 73.57 504,78
Grand Total 25288.26 4429.32 1577.85
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PURCHASES BY SUPPLIER (QST)

This program produces three reports that detail

Reports 3170172003
1 fAged cash requirements 11 Supplier master
2 figed trial balance 12 Supplier master updates
3 Cash requirenents Run 13 Fax telephone numbers
4 Cheque reconciliation Run 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
. 6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal 17 Cash disbursements summary
8 Reprint purchase journsl 18 Reprint supplier open item
9 Reprint cash disbursenments
10 Supplier open itenm $ System status
E Exit

[ Enter selectien

To select Purchases by supplier (OST) type and press .

_ The screen will appear as follows:

S

ficcounts

R . Reports 31/01/2003

Cash Disbursenrents Summary
1 by Supplier
2 by Supplier [MONTHLY]
N Enter selection

(EI-Exi t

Please refer to Cash Disbursements Summary documentation (7-49) for details.
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CASH DISBURSEMENTS SUMMARY

This program generates a cheque summary by supplier for any period of time. It may be run
for one month, two months, one year, two years or since the first day that you started using
our software.

Accounts Payable

2. 64)
Reports 3170172003

1 Aged cash requirenents 11 Supplier master

2 Aged trial balance 12 Supplier master updates

3 Cash requirenents Run 13 Fax telephone numbers

4 Cheque reconciliation Rlun 14 Purchases by supplier

5 Cheque register and cheques 15 G8T edit report

6 Cheque report Run 16 Purchases by supplier {(QST}

7 Purchase journal 17 Cash disbursements surmary

8 Reprint purchase journal 18 Reprint supplier open item
9 Reprint cash disbursements
10 Supplier open item $ System status

E Exit

B Enter selectien

“To select Cash disbursements summary type and press (€ Enter), -
_ The following screen will be displayed:

MR

i Pr20 B
Reports 31/01/2003

Cash Disbursenents Summary
1 by Supplier
2 by Supplier [MONTHLY]
B Enter selection

(EM-Exit

CASH DISBURSEMENTS SUMMARY & 7-49



REPORTS

BY SUPPLIER
This program will detail each cheque for the months that you have selected. Numerous
reports will be generated.

Type (1) and press The foll

ccount

CASH DISBURSEMENT "JAN 3172003

Typist 06 15:10:55
Port 96 Last Year End : FEB 28/2002
Processing Year : 2003 Division Selection : A All Divisions
File Selection :© $ Single Supplier Selection : A  All Suppliers
Sort Sequence : C Cheque &

CASH DISBURSENENTS ANALYSIS FILES

JAN72002  JAN/2001  JAN/2000
FEB/2002  FEB/2001  FEB/2000
MAR/2002  IAR/2001  HAR/2000
APR/2002  APR/2001  APR/2000
MAY/2002  MAY/20001  MAY/2000
JUN/2002  JUNZ2001  JUN/2000
JUL/2002  JUL720001  JUL/2000
AUG/2002  AUG/2001  AUG/2000
SEP/2002  SEP/2001  SEP/2000
0cT/2002  0CT/2001  0CT/2000
NOU72002  NOU72001  NOU/2000
DEC/2002  DEC/2001  DEC/2000

[f1-Sclects ([H1-Unselects [ B [(EWI-End

The following report options are available:

CASH DISBURSEMENTS ANALYSIS FILES

A list of all cash disbursements analysis files is displayed. The key can be used to select the files for the months
that you want included in the report. can be used to unselect files that were selected in error. Once you have
selected the files you want to extract the information from, press (Esc).

SORT SEQUENCE
This report can be sorted by cheque # (C), or Invoice #, (1).

DIVISION

You can generate this report for a single division, {§) or all divisions, (A). If you select a single division (F5) can be
used to list all divisions and can be used to set up a new division.

SUPPLIER
The default is to generate this report for all suppliers. If you only want to generate the report for a single supplier,

type (§) and enter the supplier number. can be used to list all suppliers and can be used to add a new
supplier.

Once all your report options are set type (§) and press to start spooling the report. Once the report has been
generated the following options are available:

@ Email this report to your Microsoft Outlook email profile.
(] Create this report in Microsoft Word format.
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(Esc)  Exit. If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.

Three reports are generated by the Cash disbursements program. Cash disbursements by G/L Code, by Invoice and a
Summary report. Samples of all 3 reports follow:

31 JAN 2003 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR300 1.13
CASH DISBURSEMENTS SUMMARY Page: 1
BY G/L CODE
All Divisions From: JAN/2003 To: JAN/2003
SUPPLIER SUPPLIER < CHEQUE > Kem=e--= INVOICE -===-== > TRANSACTION
NUMBER NAME NUMBER PAID DATE AMOUNT NUMBER DATE G/L CODE DATE
163 SUPPLIER NAME . 4030 wereEseiean 9.39 82420 02-JAN-2003 1020-10 02-JAN-2003
4030 srrreasadee 19.35 82658 02-JAN-2003 1020-10 02-JAN-2003
4041 wtrreserian 47.75 82891 15-JAN-2003 1020-10 15-JAN-2003
Supplier Total 76.49
557 SUPPLIER NAME 4042 trrvrwwwmas 123.05 9040213 15-JAN-2003 1020-10 15-JAN-2003
Supplier Total 123.05
Grand Total 199,54
ssoosomzocanas
31 JAN 2003 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR301 1.13
CASH DISBURSEMENTS SUMMARY Page: 1
BY INVOICE NUMBER
All Divisions Frcm: JAN/2003 To: JAN/2003
SUFPLIER SUPPLIZR < CHEQUE > Kememe- INVOQICE ------ > TRANSACTICN
NUMBER NAME NUMBER PARID DATE AMOUNT NUMBER DATE DATE
163 SUPPLIER NAME 4030 LA AR 9.39 82420 02~JAN-2003 02-JAN-2003
4030 LAt 19,35 82658 02-JAN-2003 02-JAN-2003
4041 AR AR 47.75 82891 15-JAN-2003 15-JAN-2003
Supplier Total 76.49
557 SUPPLIER NAME 4042 hAAL LA AR 123.05 9040213 15-JAN-2003 15-JAN-2003
Supplier Total 123.05
Grand Total 199.54
eszsoosooouaes
31 JAN 2003 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR302 1.13

All Divisions

SUPPLIER
NUMBER

CASH DISBURSEMENTS SUMMARY Page:
SUMMARY REPCRT
Frem: JAN/2003 To: JAN/2003

SUPPLIER
NAME

1

163
557

SUPPLIER NAME
SUPPLIER NAME

CASH DISBURSEMENTS SUMMARY = 7-51
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BY SUPPLIER [MONTHLY]
This program will generate a report with monthly totals of all cheques for each supplier.

(<Enter). The following screen will appear:

Type (2) and press n
- o

L ounts Pa

AH  Typist 06 MONTHLY CASH DISBURSEHENTS by SUPPLIER AN 31/2003
Last Year End: FEB 28/2002 15:25:11
Processing Year : Division Selection : A A1l Divisions
File Selection : 8§ Single Supplier Selection : A A1l Suppliers
‘Sort Sequence : A SUPPLIER NAME Month Sequence : F  FISCAL YEAR

CASH DISBURSEHENTS ANALYSIS FILES
JaN/2003 JAN/2002 JAN/2000 JRN/2000
FEB72002 FEB/2001 FEB/2000
IAR/2002 HAR/2001 HAR/2000
APR/2002 APR/2001 APR/2000
HAY/2002 HAY/72001 HAY/2000
JUN/2002 JUN/2001 dUN/2000
JuL/72002 JUL/2001 JuL/2000
AUG/2002 AUG/2001 AUG/2000
SEP/2002 SEP/2001 SEP/2000
0cT/2002 0cT/2001 0C1/2000
NOU/2002 NOU/2001 NOv/2000
DEC/2002 DEC/2001 DEC/2060

Enter YEAR: C(TNY1  ([EXM1-End

The following report options are available:

CASH DISBURSEMENTS ANALYSIS FILES

A list of all cash disbursements analysis files is displayed. The key can be used to select the files for the months
that you want included in the report. can be used to unselect files that were selected in error. Once you have
selected the files you want to extract the information from, press (Esc).

SORT SEQUENCE
This report can be sorted by cheque # (C), or Invoice #, (1).

DIVISION

You can generate this report for a single division, (§) or all divisions, (&). If you select a single division can be
used to list all divisions and can be used to set up a new division.

SUPPLIER
The default is to generate this report for all suppliers. If you only want to generate the report for a single supplier,

type (§) and enter the supplier number. can be used to list all suppliers and can be used to add a new
supplier.

MONTH SEQUENCE

By default this report displays the monthly data sorted by Fiscal year. Type (C) and press to display the
monthly data sorted by Calendar year or type (D) then enter the start and end date in the format mmyyyy to display the
monthly data for a specific date range.
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Once all your repott options are set type (§) and press to start spooling the report. Once the report has been
generated the following options are available:

® Email this report to your Microsoft Outlook email profile.

w Create this report in Microsoft Word format.

(Esc)  Exit. If you choose to exit without using one of the above options you can still print the report from the Print
Reports main menu program.

A sample Cash Disbursements Summary by Supplier [monthly] follows:

JAN 31/2003 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPR350 1.14

Last Year End: FEB 28/2002 MONTHLY CASH DISBURSEMENTS BY SUPPLIER Page: 1

All Divisions From: JAN/2003 To: JAN/2003 Run Date: MAR 21/2003
SUPPLIER NOV 2002 DEC 2002 JAN 2003 FEB 2003 TOTAL
163 SUPPLIER 1 0.00 0.00 76.49 .00 76.49
588 SUPPLIER 2 0.00 0.00 625,00 .00 625.00
0.00 0.00 701.49 .00 701.49

CASH DISBURSEMENTS SUMMARY = 7-53



REPORTS

REPRINT SUPPLIER OPEN ITEM

This program allows you to reprint Supplier Open item lists from current, monthly or yearly
backups.

P20 4

RH Reports 3170172003
1 figed cash requirenents 11 Supplier naster
2 figed trial balance 12 Supplier master updates
3 Cash requirements Run 13 Fax telephone numbers
4 Cheque reconciliation Run 14 Purchases by supplier
- 5 Cheque register and cheques 15 GST edit report
6 Cheque report Run 16 Purchases by supplier (QST)
7 Purchase journal 17 Cash disbursements summary
8 Reprint purchase journal 18 Reprint supplier open item
- 9 Reprint cash disbursenents
10 Supplier open itenm $ System status
: E Exit

@ Enter selection

To select Reprint supplier open item type and press (EEnter),

The following screen will appear:

Reports
1 Aged cash requirements 11 Supplier master
- 2 fged trial balance 12 Supplier master updates
3 Cash requirenents 13 Fax telephone numbers
4 Cheque reconciliation 14 Purchases by supplier
. 5 Cheque register and cheques 15 GST edit report
: 6 Cheque report 16 Purchases by supplier (QST)
7 Purchase jourpal 17 Cash dishursements summary
8 Reprint purchase journal 18 Reprint supplier open item
9 Reprint cash disbursements
10 Supplier open item S System status
SELECTION MENU
L Qurrent |

Monthly Backup
Yearly Backup

t 1 ([E-Exit

7-54 m REPRINT SUPPLIER OPEN ITEM



REPORTS

CURRENT

Highlight Current and press to reprint the current supplier open items. The
following screen will appear:

ficcounts Payahle
Typist: 06 Reprint A/P Open Item List
Port: 96
Last Month Closed: JAN/2003 Last Year End: FEB 28,2002

CUTOFF DATE : 31/ 1720030 JAN 31,2003 ]
REPORT TYPE : N [ Harrow 1

(M) select: [B1-Start  ([i-Modify ([EI-Exit

The following report options are available:

CUTOFF DATE

The cutoff date defaults to the last month-end date. To change the cutoff date type (M) and press then enter
the desired date in the format ddmmyyyy.

REPORT TYPE
The default report type is Narrow. To switch to Wide format, type (M) and press then enter ().

A sample from a reprinted Supplier open item report follows:
POLYMATHIC COMPUTER PRCDUCTS LIMITED RMAPR48 1.14
DATE: JAN 31/2003 A/P DETAIL OPEN ITEM LIST - REPRINT PAGE 1
CUTOFF DATE [ JAN 31/2003 ]
INVOICE NO INV.DATE POST DATE SOURCE DISC.AMT ORIG DUE CURR DUE CHEQUE#

SUPPLIER NUMBER 163 SUPPLIER NAME

PAYMENT TERMS 0 ADDRESS LINE 1

DISCOUNT ¢ .00 ADDRESS LIKNE 2

LAST CHEQUE NO 4041 ADDRESS LINE 3

CHEQUE AMT 47.75 ATTENTION: CONTACT NAME
TOTAL .00
MONTHLY BACKUP

Please refer to (7-30) for further details.

YEARLY BAcCKuP
Please refer to (7-31) for further details.
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SYSTEM STATUS

This program allows you to print a listing of the accounts payable system parameters and
menu selection status indicators.

flccourits

ul
fleports 31/01/72003
1 fged cash requirenents 11 Supplier master
2 fged trial balance 12 Supplier master updates
© 3 Cash requirenents Run 13 Fax telephone numbers
+ 4 Chegue recenciliation Run 14 Purchases by supplier
5 Cheque register and cheques 15 GST edit report
6 Cheque report Aun 16 Purchases by supplier (QST)
. 7 Purchase journal 17 Cash disbursemenis summary
8 Reprint purchase journal 18 Reprint supplier open item
9 Reprint cash disbursenents
‘10 Supplier open iten $ System status
E Exit

Enter selection

Type (§) and press to select System status.

The screen will appear as foll
i ik

ﬁccnunls Payahle
System Status Report

[.) Select: I[f§1-Start ([EBI-Exit

Type (§) and press to produce a report similar to the following:
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24/ 3/2003 POLYMATHIC COMPUTER PRODUCTS LIMITED TLAPP96 1.10
14:30:56 Accounts Payable RMAPRO6. PRT
System Status Report
A/P System Parameters
Year End Date .....iveeveenenses.t 28/ 2/2002
Last Mcnth Closed (System) .......: 12/2002 (IDENT)
Last Month Closed (A/P) ..........: 12/2002 (SRM}
G/L Code for Discount Earned .....: 4685
Cheque FOrmat ....soeeveevnvsoesseses B (*** UNKNOWN ***)
Last Cheque Number Used ..........: 4060
Report TYPE ..vveiivvsenneasssesaat 1 {Summary report)
Menu Selection Status Indicators
Daily Processing Status
Enter supplier invoices COMPLETED
Single cheque processing COMPLETED
Automatic cheque processing COMPLETED
Enter cancelled cheques COMPLETED
Report Processing Status
Spool aged cash requirements COMPLETED
Spool aged trial balance COMPLETED
Spool cash requirements COMPLETED
Spool cheque reconciliation COMPLETED
Spcol cheque register and cheques(CD journal) COMPLETED
Spool cheque report COMPLETED
Spool purchases journal COMPLETED
Reprint purchases journal COMPLETED
Reprint cash disbursements journal COMPLETED
Spool supplier open items COMPLETED
Spool supplier master COMPLETED
Spool supplier master updates COMPLETED
Maintenance Processing Status
Purge accounts payable file COMPLETED
Purge cheque file COMPLETED
Enter supplier master updates COMPLETED

Requested by TYPIST 6 : LESLIE PRIOR
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. ﬁécgﬁnlﬁ Pa?nhlc ' X
RN Nain Henu 3170172003
Last month end: 1272002 Last year end: 287 2/2002

Daily processing

Yearly processing
Reports

Maintenance and inquiry
Data file status
Company information

m DU Ia W N =

Exit

E Enter selection

To select Maintenance and inquiry type (4) and press (&Enter).

The screen will appear as follows:

.C.P.L Accounts Pay: TLAPP20 2.84'
A Maintenance and Inquiry 3170172003

1 Cheques Run 11 Purge cheque inquiry

2 Cash requirenments 12 Purge supplier aaster
. 3 Purge accounts payable file Run 13 Supplier menos

4 Purge cheque file Run 14 Purge open item inquiry

5 Supplier nmaster 15 Purged Supplier master inquiry

6 Supplier open item Run

7 Purge supplier master updates
. 8 WICR cheque printer setup
9 PC link
10 GST codes
E Exit

JE Enter selection

m §8-1
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CHEQUES

This program allows you to display all details relating to un-purged outstanding cheques.

s .gigﬁ@§§$L%,
s Payable ] .
Haintenance and Inquiry 31101!2003

1 Cheques Run 11 Purge cheque inquiry
2 Cash requirenents 12 Purge supplier naster
3 Purge accounts payable file Run 13 Supplier memos
4 Purge cheque file Run 14 Purge open item inquiry
5 Supplier master 15 Purged Supplier master inquiry
6 Supplier open item Run

7 Purge supplier master updates
8 MICR cheque printesr setup
9 PC link
10 GST codes
E Exit

JE Enter selection

Type (1) and press to select Cheques.

“The screen will appear as follows:

ceoun

R ] Cheque Report

3170172003

Display mde Last cheque # issued: 4060

Invoice Date Proc date Can date Invoice ant Paid ant Disc ant ]

Enter: (AN (@31-Lookur  [(H1-Display from Start  [[@HI-Exit

Type a cheque number and press (€ Enter). To get a listing of all cheques press or type
() and press to display the cheque numbers for each supplier.
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The system will display the cheque details as follows:

i e

. flecounts Payable ! .
AN Cheque HReport 3170172003
Display mode Last cheque # issued: 4060
Cheque H....: 4034 § 91.28 1230 LESLIE PRIOR

Invoice # Date Proc date Can date invoice ant Paid amt Disc amt

DEC 31-02 31/12/2002 2/ 1/2003 91.28

(N] Select: ([Ji-Next [[EY§1-End
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CASH REQUIREMENTS

This program allows you to display

the cash requirements for all or individual suppliers.

Once an invoice is displayed you can modify the due date, place the invoice on hold or

release the invoice for

payment

ficcounts

ﬁévahlc-
Maintenance and Inquiry 3/
1 Cheques Run 11 Purge cheque inquiry

2 Cash requirenments

3 Purge accounts payable file
4 Purge cheque file

S Supplier master

12 Purge supplier nmaster
Run 13 Supplier meaos
Run 14 Purge open iten inquiry
15 Purged Supplier master inquiry

6 Supplier open item Run
' 7 Purge supplier master updates
8 WICR cheque printer setup
9 PC link
10 GST codes
E Exit

e Enter selection

Type (2) and press to select Cash requirements.

The screen will appear as follows:

¥ E:i#:é i !

. vhﬁcuuntn Payahle TLapPrin 3.3“]
RM Cash Requirenents 3170172003
CUT OFF DATE < 317 172003 [JAN 31720031
Include HELD items in totals : ¥

£S) Select: (fi-Starv [[)-Modify [[FXWI-Exit

Invoices will only be displayed if the due date is less than or equal to the cut off date.

Type (§) and press to start or (M) to modify the cut off date. Enter the desired cutoff date in the format
ddmmyyyy. The system will automatically display items that are on hold. To change this set Include Held items in
totals to N — No.
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The screen will appear as follows:

Accounts Payahle B T “ TLAPP1D ‘3
Cash Requirements 3170172003
14:50:03

CUT OFF DATE :
Include HELD items in totals :@ Y

31/ 172003 [JAN 31/20031

Supplier Humber ......:
Supplier Name ........ :
Discount X /7 Terms ...:
Invoice Number ....... :
Invoice Date .........

Posting Date .........:
Invoice fAmount .......:
Discounted Amount ....:
Original Due Date ....:
Current Due Date .....:
Payment Terms Due Date:

£.1 Select: [[1-811  (B1-Supplier  [[EY/I-Exit

You can display invoices for all suppliers or a single supplier.

Type (§) to select a single supplier and press

The screen will appear as fol]ows

ficcounts Payahle . 3.:
Cash Requirements 3170172003
14:50:03
CUT OFF DATE s 317 172003 [JAN 31/2003]
Include HELD items in totals : ¥

Supplier Number ......: [
Supplier Name ........:
Discount X / Terns ...:
Invoice Munber ...... .t
Invoice Date .........:
Posting Date .........:
‘Invoice fimount .......:
Discounted fimount ....:
Original Due Date ....:
Current Due Date .....:
Paynent Terns Oue Date:

Enter C(EANEIDININAY: cf§1-SUPPLIER Lookup [[f§1-INUOICE Lookup ({[¥§1-Exit

Type the supplier number and press (& Enter).

can be used to list all suppliers and can be used to look up a specific invoice.
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Once a supplier has been selected the screen will appear as follows:
o U ) il

Cash Requirenents 3170172003
14:50:03

317 172003 [JAN 31/2003)
Y

CUT OFF DATE
Include HELD items in totals

Supplier Number ......: 1230
Supplier Name ..... ..-- LESLIE PRIDR
Discount X / Terms ...:

Invoice Nurber .......: |G
Invoice Date .........:

Posting Date ......... :

Invoice fAmount .......:

Discounted Amount ....:

Original Due Date ....:

Current Due Date .....:

Paynent Terms Due Date:

Enter  [[TMMEAINOAY:  (@H1-SUPPLIER Lookup [{JI-INUOICE Lookup ([EHHI-Exit

Enter the invoice number that you want to display.
can be used to list all invoices for the selected supplier.
To view a list of details on an invoice press (F1_), Options and (E5), Open item details.

The screen will appear as follows:

i

ki

lnié Paya
Cash Requirenents

: 31/ 172003 [JAN 31/2003)
o OPEN TTENS 1.10 = ey
Sulier Invoice # Invoice Date Anount Description Status l[

i Supplier : 1238 LESLIE PRIOR
Address 245 YORKLAND BLUD.,
SUITE 100
WILLOWDALE, ONTARIOD
M2J 449

|t Iavoice # 136574

i Invoice Date 31-JaN-2003 Invoice fAimount
Original Due Date 02-HAR-2003 Discount Amount
Current Due Date -—- Payment Terns
Payment Date 31-JdAN-2003 Discount %
Cheque Number

|| Cheque Date -— Branch Code
Invoice T 3 Source Code

[9]1-Hext 131-Previous (FEI-End
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.,nl s Payable
Cash Requirements

Displa

T 31/ 172003 [JAN 31/20031

CUT OFF DATE
;lncludc HELD items in totals : ¥

15:13:37

Supplier Number ......: 1230

Supplier Naue ..... ..-: LESLIE PRIOR

Discount X / Terms ...: .00 /7 30

Invoice Number ....... : 136574

Invoice Date .........: 31/01/2003[JAN 31/20031]
Posting Date ......... ¢ 31/701/20030J0H 31720031
‘Invoice RAmount .......: 257.50
Discounted Amount ....: 257.50

Original Due Date ....: 02/03/2003LHAR 2/2003]
Current Due Date .....: 31/01/2003CJRN 31/20031
Payment Terns Due Date:

[@1-Fetch  [f1-Release

(M3 Select:
(@1-Previous  [[HRMI-Exit

(F1-todi fy
(f1-Next

tM1-Hold

{H1-Change

The following options are available:

Modify the invoice’s current due date.

Display invoices for a difference supplier.

Release invoice for payment.

Put an invoice on hold to prevent payment.

Change the cut off date.

Display next invoice.

Display previous invoice.

Exit program and return to the Accounts Payable menu.

Bococeee

CASH REQUIREMENTS = 8-7



MAINTENANCE AND INQUIRY

PURGE ACCOUNTS PAYABLE FILE

This program allows you to clear each supplier account of all entries that have been paid and
are older than the time frame you specify.

@ The Accounts Payable file should be purged on a monthly basis after you have
reconciled the accounts payable amount on your financial statement to your
accounts payable sub ledger.

Maintenance and Inquiry

1 Cheques Run 11 Purge cheque inquiry

2 Cash requirements 12 Purge supplier master

3 Purge accounts payable file Run 13 Supplier nemos

4 Purge chegque file Run 14 Purge open iten inquiry

5 Supplier master 15 Purged Supplier master inquiry
6 Supplier open iten Run

7 Purge supplier master updates

8 MICR cheque printer setup

9 PC link

10 GST codes

E Exit

JE Enter selection

Type (&) and press to select Purge accounts payable file.
The screen will appear as follows:

TLappty 2.
3170172003

Paid items will be purged after [H] months

(M Select: [J1-Start ([1-Hodify (FHI-Exit

Type (§) and press (<Enter] to purge all paid and zero items that are 3 months or older.

To modify the number of months type (M) and enter the new month setting.
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Paid items will be purged after [F]] months

fire you sure you want to start the PURGE (/) 7

|

" 3170172003

Type (Y] to continue with the purge or (N) to exit from the purge program.

The system also creates a purge report. A sample of this report follows:

31 01 2003 POLYMATHIC COMPUTER PRODUCTS LIMITED RMAPRI13 2.10
15:21:17 ACCOUNTS PAYABLE PURGE Page: 1
CUT OFF DATE: OCT 31,2002
Supplier Invoice Invoice Posting Source Discount Original Current Paid Cheque Description
Nurber Number Date Date Amount Due Date Due Date Amount Number
163 79614 01-0CT-2002 11-0CT-2002 3 38.82 01-CCT-2002 38.82 3972 DESCRIPTION
163 79821 08-0CT-2002 11-0CT-2002 3 54.71 08-0CT-2002 54,71 3872 DESCRIPTION
163 80157 15-0CT-2002 30-CCT-2002 3 51.32 15-0CT-2002 51.32 3983 DESCRIPTION
163 80389 22-0CT-2002 30-CCT-2002 3 18.79 22-0CT-2002 18.79 3983 DESCRIPTION
630 4-44421702 18-0CT-2002 30-0CT-2002 3 50.54 18-0CT-2002 50.54 3984 DESCRIPTION
708 237343 09-0CT-2002 10-0CT-2002 3 759.70 09-0CT-2002 759.70 3968 DESCRIPTION
973.68 973.88
Total purged items : [

PURGE ACCOUNTS PAYABLE FILE = 8-9



MAINTENANCE AND INQUIRY

PURGE CHEQUE FILE

This program allows you to ¢

4 R

lear the file of all cheques that have been cancelled.

sounts Pay TLAPP20 2.64

RN Haintenance and Iaquiry 3170172003
1 Cheques fRun 11 Purge cheque inquiry
2 Cash requirenents 12 Purge supplier master
3 Purge accounts payable file Run 13 Supplier remns
4 Purge cheque file Run 14 Purge open iten inquiry
b Supplier master 15 Purged Supplier master inquiry
6 Supplier open item Run
7 Purge supplier master updates
8 WICR cheque printer setup
9 PC link
10 6ST codes

E Exit

JE Enter selection

Type (4) and press to select Purge cheque file.

The screen will appear as follows:

i

ficeounts Paya

Cheque File Purge

1_1 Select: (f1-Start [[I-Exit

Type (§) and press to start the purge.
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SUPPLIER MASTER

This program is used to set up new suppliers and/or to modify supplier information
previously entered. You may access a supplier either by account number or name once they

have

COWONIMNMHBWN -

-

been set up.

Main

Cheques
Cash requirenents
Purge accounts payable file
Purge cheque file
Supplier naster
Supplier open item
Purge supplier master updates
HICR cheque printer setup
PC link
GST codes
E

[ 3

fccounts Payable TLAPP2O 2.[3
tenance and Inquiry 3170172003

Run 11 Purge cheque inquiry
12 Purge supplier naster
Run 13 Supplier meaos
Run 14 Purge open iten inquiry
15 Purged Supplier master inquiry
Run

Exit

Enter selection

P.C.
aH

Por
Scr
i)
2)
»
4)
5)
6)
D
8)
9
A0
1m
12)
13
19
15
16)
17)

th

Type () and pres

Typist: 06

t: 96

een 1

Supplier Code

Supplier Nane

Supplier Rddress 1
fddress 2
Address 3
fddress 4
Phone #

FAX Number

Contact Name

Contact's Title

ttobile Phone Number

Email Qddress

Ueb Site Rddress

Payrent Terms

Discount Percentage

Home G/L Code

P.0D. Req'd for Invoice:

S5 U9 IS 0 04 B0 WS 00 0V we

Function:  (fi-ndd [El-Nodiﬁ [El-nelete tB1-shou  (f1-¥TD update

(331-Lookup ({FH1-HEMO Lookup [§/

The screen will appear as follows:

s to select Supplier master.

i IR

Accoun TLAPPBT  3.50]
Supplier Haster ton LAR 24,2003
15:33:12

¥Ytd Purchages :

1-Next/Previous/First/Last [ 1-Exit
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The functions available are:

Add a new supplier
M) Modify an exiting suppliers' information
(®) Delete a supplier
8) Display a supplier by selecting the supplier code
Zero out the year to date purchases field
Find a supplier using the lookup feature
Retrieve the next/previous supplier record
Retrieve the first/last supplier record
(Esc) Exit menu

To add a new supplier, type (&) and press (& Enter),
Enter the information as follows:

SuPPLIER CODE

This area is coded using up to five alphanumeric characters of your choice. The number assigned is used for
identification of the supplier. You cannot assign the same code to more than one supplier and you cannot change
this code once you enter it.

@ If you type a supplier code that was previously used for a supplier that has been deleted, the system will
display a message that the supplier code exists in the history file. You will have the option to reinstate the
old supplier or rekey new supplier information.

SUPPLIER NAME

This area is coded using up to thirty five characters of your choice. Type in the full name of the supplier. Please note
that the name you enter will appear on the cheques.

ADDRESS LINE 1 TO 4

These four lines are coded using up to thirty five characters per line. Type the supplier's street address, unit number
(if any), city, province and postal code. The first three lines of the address section must be used when entering the
address.

PHONE NUMBER

Enter up to twelve numeric characters for the area code and telephone number of the supplier. Please note that the
area code is not required and it is suggested that you only enter it for calls that are long distance for you to make.

FAX NUMBER

Enter up to twelve numeric characters for the area code and fax number of the supplier. Once again, only enter the
area code for long distance numbers.

CONTACT NAME
Enter the name of your contact with this supplier. The maximum number of characters that can be entered is 35.

CONTACT'S TITLE
Using a maximum of 35 characters, enter the contact's title.

MOBILE PHONE NUMBER
Enter the mobile phone number for this supplier.

EMAIL ADDRESS
Enter the email address for this supplier.

8-12 m SUPPLIER MASTER
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WEB SITE ADDRESS
Enter the full web site address for this supplier.

PAYMENT TERMS

Enter up to three numeric digits to identify the normal terms of this supplier. These terms will be used to calculate
the due dates of invoices entered in the supplier invoice entry program.

DISCOUNT PERCENTAGE

Enter up to four numeric characters excluding the decimal point if the terms for this particular supplier allow an early
payment discount. The system will automatically take this discount on ail invoices paid within the term specified in
the Payment Terms field above.

EXAMPLE: Type (§)_)2)0) and press This indicates that you are entitled to a 5% discount on all
invoices paid within payment terms for this particular supplier.

HoME GL CODE

Enter the general ledger account code to which the debit entries for this particular supplier are normally posted to.
This must be a valid general ledger account number set up using the Polymathic General Ledger system.

can be used to list all general ledger codes and can be used to add a new GL code if required.

P.O. REQUIRED FOR INVOICE
If a purchase order is required for an invoice, type (Y] here, otherwise type (N).

Review the information entered and if no modifications are required, type (&) to accept and save the data.
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Accounts Payahle

s P L . 3,50
Typist: 06 Supplier |laster Hon MAR 24,2003

Port: 86 15:46:38
Screen 2 Show
Supplier Number : 1230 LESLIE PRIOR

1) GST Registratien # :

2) QST Registration # :

3) Alternate Phone # :

4) @lternate Discount : .0oco
5) Home dJob Cost Code :

6) Holdback Code

7) Temporary Flag :

8) REMARKS :

Change Sequence # : 6
(M Select: [Q1-Accept ([I-Hodify [@1-Email ([EYYI-Exit
(@l1-0ptions  [[H1-WEMD entrﬁ (@M1 -Previous screen

[ J-Next/Previous [ 1-First/Last

Continue entering the information as follows:

GST REGISTRATION NUMBER

Enter the supplier's Goods & Services Tax registration number in this field. Please note that a supplier must provide
this number to you in order to charge GST.

QST REGISTRATION NUMBER
Enter the Quebec Sales Tax number here. The maximum number of characters is 18. This is an optional field.

ALTERNATE PHONE NUMBER

This field is used to list another number that may be used to reach your supplier. You might enter your contact's
direct line number, a pager number or a night line number. This field is used for reference only.

ALTERNATE DISCOUNT
This field is used to enter an alternate discount percentage.

HOME JoB CosT CODE
Enter the job cost code that relates to this supplier. (E5] can be used to search through the cost codes.

HOLDBACK CODE
Enter the holdback code for this supplier. can be used to search through the available holdback codes.

TEMPORARY SUPPLIERS

Type (X) for yes and press if you will only be dealing with this particular supplier on a temporary basis or
press to bypass the field. The data in this field is for information purposes only and is not used by the
system.

REMARKS
This field allows you to list any remarks or comments you have for this supplier. This field is used for reference
only.
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Review the information entered and if no modifications are required, type (&) to accept and save the data. You may
continue entering new suppliers or type (Esc) to exit the Supplier Master.

MEMO FIELD

When you are modifying an existing supplier you have the option to add a memo entry, (EBJ). A memo record can
contain specific information about a supplier that does not fit into any of the fields within the supplier master record.
Details such as directions to the suppliers, special products, key contact names... can be listed in the memo record
and shared by anyone who has access to the Supplier Master program. The Memo function can also be accessed from
the Maintenance & Inquiry menu via option 13, Supplier memos.

A sample memo screen would be as follows:

counts . TLAPPAGD 1. 10)
SUPPLIER MEMO tAINTENANCE AR 24,2003

'SIIPI’ilEﬂ : 1230 LESLIE PRIOR

SAHPLE MEHD ENTRY

t 1 pgup Pgdbn [H-Delete Line [HENI-cANCEL [HYB-END
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SUPPLIER OPEN ITEM

This program allows you to display all invoices (paid and outstanding) and journal entries
for a specific supplier. These will not include purged ite

s e

B rM
NPP20 2. 64)
Maintenance and Inquiry 31/01/2003
1 Cheques Run 11 Purge cheque inquiry
2 Cash requirenents 12 Purge supplier master
3 Purge accounts payable file Run 13 Supplier memos
4 Purge cheque file Run 14 Purge open item inquiry
5 Supplier magter 15 Purged Supplier master inquiry
6 Supplier open item Run
7 Purge supplier master updates
8 HICR cheque printer setup
9 PC link
10 GST codes

E Exit

JE Enter selection

Type (€) and press to select Supplier open item.
The screen will appear as follows:

H AR

ficcounts

A/P Open Iten List 3170172003

Supplier # ......:
Paynent terms ...:
Discount ¥ ......:
Last Cheque # ...:
Cheque emount ..:
Invoice no Inv.Date Post Date Src Disc. Amt Orig Due Curr Due Cheque

i1 select: ({1-011  (B1-Supplier [[EYWI-Exit

Type (A) and press to list the open item details for all suppliers or (§) for a single supplier.

If you select (§) for a single supplier the system will prompt you to enter the supplier's number. can be used to
list all suppliers or (E3] can be used to enter the supplier's name. Further options are available once you enter a
supplier number. If you type the supplier number and don’t press you can get a list of all cheques issued to
that supplier by pressing or a list of all invoices entered by pressing (F8).
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‘Display

Supplier # ......: 1230
Paynent terms ...: 30
Discount ¥ ...... : .00

Last Cheque # ...z 4047

Cheque amount ..: 40.00

136574 31/01/2003 31/01/2003 3
JAN2003 3170172003 31/01/2003 3
106012003 10/01/2003 14/01/2003 3
13122002 1371272602 1371272002 3
30112002 30/11/2002 02/12/2002 3

- 311102002 31/10/72002 31/1072002 3
- DEC 31-02 31/12/2002 02/0172003 3
- NOU 14-02 14/11/2002 14/11/2002 3

ToTaL

[.1: [(f/@)-Next/Previous ([)/B/f/@/1-Retrieve/Clear /Purge/Enail/Purge-Ing

The screen will ap,

ey

pear as follows:
Y i

M A/P Open Iten List

LESLIE PRIOR

245 YORKLAND BLUD.,

SUITE 100

UILLOYDALE, ONTARIO

H2Jd 449
Invoice no Inv.Date Post Date Src Disc. fAnt

257.50
150.00
40.00
79.39
85.39
85.00
91.28
50.00

407.50

Orig Due

02/03/2803 31/01/2003

02/03/2003
10/01/2003
1371272002
3071172002
31/10/2002
3171272002
1471172002

G

Curr Due Cheque

4047
4022
4009
3982
4034
3996

e

The following options are available.

Display next or previous supplier.

Retrieve a specific supplier by supplier number.

(0)

Purge all open items that’s balance is zero for this specific supplier.
Email this screen to your Microsoft Outlook email profile.

(Esc) Exit supplier open item program.

Jd
W]
© Match manual cheques, journal entries or debits against invoices.
®
6
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PURGE SUPPLIER MASTER UPDATES

This program allows you to purge the audit trail file for the supplier master updates. The
audit trail file lists all updates that have been made to supplier master records since your last

purge. To get a list of all changes print the Supplier Master Updates report (page 7-36).
@ 3 ] § B ;

b.C.P.L

RH Maintenance and Inquiry 3170172003
1 Cheques Run 11 Purge cheque inquiry

2 Cash requirements 12 Purge supplier nmaster

3 Purge accounts payable file Run 13 Supplier memos

4 Purge cheque file Aun 14 Purge open iten inquiry

S Supplier master 15 Purged Supplier master inquiry

6 Supplier open iten Run

7 Purge supplier master updates
8 WICR cheque printer setup
9 PC link
10 GSY codes
E Exit

JE Enter selection

Type (7) and press to select Purge supplier master updates.

The screen will appear as follows:
L

fccounts Payable
Supplier Master Update Print

Do you want to PURGE the AUDIT trail file (/) ?

Type arrc'ln}‘)ress to purge the audit trail file or (N) to cancel processing.
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MICR CHEQUE PRINTER SETUP

MICR cheque printing allows you to print your cheques directly to a laser printer using a blank cheque form and a
MICR (Magnetic Ink Character Recognition) toner cartridge.

The following steps must be performed before you can begin printing your cheques using the MICR Cheque Printing
program.

1. Setup Static Cheque Information

Information such as your bank name, address and your bank account number must be setup before you can start
printing cheques. This information is setup through the Company Information program. Please refer to page 10-1 for
more details.

2. Define Printers
You must define all printers that are going to be available for MICR cheque printing through the MICR Printer Setup
program. Further details follow in this chapter.

3. Tools To Have On Hand
(A) Make sure that the MICR toner cartridge has been loaded into your laser printer.

@ Be sure to read all special instructions that come with the toner cartridge before loading it into
your printer.

(B) Have your blank cheque paper loaded into the paper tray.
(C) Have the MICR Visual Inspection template and your CHEQsys manual on hand.

@ It is a good idea to use your MICR Visual Inspection template to check a few cheques of your first
cheque run. Thereafter, visual inspections should be performed after every 200 cheques.

APP20) A

Maintenance and Inquiry 31/01/2003
1 Cheques Run 11 Purge cheque inquiry
2 Cash requirements 12 Purge supplier naster
3 Purge accounls payable file Run 13 Supplier memos
4 Purge cheque file Run 14 Purge open item inquiry
5 Supplier master 15 Purged Supplier master inquiry
6 Supplier open item Run

7 Purge supplier master updates
8 MICR cheque printer setup
8 PC link
10 GST codes
' E Exit

JE Eater selection

To select MICR cheque printer setup, type (8) and press .
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The screen will appear as follows:

LASER PRIHTER CONFIGURATION TLSYPHCR 1. 10|
R Naintenance Honday HWAR 24,2003

Printer number :

Printer name :
Description :

MICR SETTINGS NETHORK INFORHATION
Horizontal offset Print server
Uertical offset Print queuve

Creation date Last update :

Typist

tions

:next/previous
p: first/last
(I cexi t

The functions available are as follows:

® Displays a list of available printers.
@  Allows you to setup a new printer record.
™  Allows you to modify an existing printer record.
@ Delete an existing printer record.
G)] Temporarily removes the menu box from the screen.
@ The options function is not available at the present time.

Retrieve the next/previous printer record.

Retrieve the first/last printer record.
Move up or down through the menu functions.
(Esc) Exit this menu.

To add a printer record type (A) and press (EEnter). Enter the information as follows:

PRINTER NUMBER

Each printer must be assigned a unique printer number. Display all printers by using and then assign the next
sequential printer number.

PRINTER NAME

Type up to a 20 character name for the printer you are defining. This field is useful if your printers are on a network.
Each printer on a network has a unique name. Enter this name in this field.

DESCRIPTION
This field is best used to give the location and type of printer. The maximum number of characters that you can enter
is 35.
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MICR SETTINGS

When you are first testing your cheques with the Visual Inspection template sometimes the horizontal and/or vertical
offset of the numbers are off slightly. These fields allow you to adjust the offset of the font in order to get the
numbers to print within the allowable area.

The offset number is a decimal number representing the number of 1/720" to the position of the cursor. If you are
adjusting the horizontal offset a positive number would adjust the cursor position to the right and a negative number
would move the cursor position to the left. With the vertical offset a positive number moves the cursor

position down and a negative number moves the cursor position up.

NETWORK INFORMATION

If the printer you are adding is a network printer these fields allow you to enter the name of the print server that the
printer is attached to and the printer queue name. Enter this information only if your printer is on a network.
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PC LINK

This program allows you to import and export accounts payable information into different
file formats.

1LAPP20  2.64

Maintenance and Inquiry 3170172003
1 Cheques Run 11 Purge cheque inquiry
2 Cash requirenents 12 Purge supplier naster
3 Purge accounts payable file Run 13 Supplier memos
4 Purge cheque file Run 14 Purge open item inquiry
5 Supplier master 15 Purged Supplier master inquiry
6 Supplier open item Run

. 7 Purge supplier master updates
8 MICR cheque printer setup
9 PC link
10 GST codes
E Exit

HE Enter selection

To select PC link type (3) and press .v '

The screen will appear as follows:

P.f’ L N necoun TLOrP20

2.6

RH Haintenance and Inquiry 3170172003
1 Cheques 11 Purge cheque inquiry

2 Cash requirements 12 Purge supplier nmaster

3 Purge accounts payable file 13 Supplier menos

4 Purge cheque file 14 Purge open item inquiry

5 Supplier naster 15 Purged Supplier master inquiry

. 6 Supplier open itenm
7 Purge supplier nmaster updates
8 WICR cheque printer setup
9 PC link
10 GST codes
E Exit

SELECTIOH MENU

| Hmport wtilities

Export utilities
4 [ER)-Exit
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IMPORT UTILITIES
The import utilities program is not available at the present time. -
L ‘ : I I X

AL

Bles Edt R EE s . i
P.C.P.L focounts Payahle TLAPP20  2.64
ANY HMaintenance and Inquiry 3170172003
1 Cheques 11 Purge cheque inquiry
2 Cash requirements 12 Purge supplier master
3 Purge accounts payable file 13 Supplier nemros
4 Purge cheque file 14 Purge open item inquiry
5 Supplier master 15 Purged Supplier master inquiry
6 Supplier open item
7 Purge supplier master updates
8 HICR cheque printer setup
9 PC link
10 GST codes
E Exit
9E Enter selection
<<< The IMPORT utilities are NOT AUAILABLE ! >>>
EXPORT UTILITIES

Highlight Export utilities and the screen will appear as follows:

1l

counits Payahl '. f‘ ’l

(1] Maintenance and Inquiry 3170172003
1 Cheques 11 Purge cheque inquiry

2 Cash requirements 12 Purge supplier naster

3 Purge accounts payable file 13 Supplier meros

4 Purge cheque file 14 Purge open item inquiry

5 Supplier master 15 Purged Supplier master inquiry

6 Supplier open iten
7 Purge supplier master updates
8 WICR cheque printer setup
9 PC link
10 6ST codes
E Exit

SELECTION MEKRU

| Bupplier  master

Open items file

t 1 (E-Exit

The Supplier Master and Open Item records can be converted to DBF format.
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SUPPLIER MASTER
~ Highlight Suppher master and press m (ZEnter). The followmg screen wnll appear

Accounts f’av'nl)ll: .
Export SUPPLIER MASTER File to DBF Foraat Tue Mﬁﬁ 25, 2003
10:45:34
LOGGED ON Directory: { H:\DEMO\RM\ 1 Port 96

EXPORT Directory @ [ LOGGED ON DIRECTORY 1

RHAPFO1.TZT
RIAPFO1 .DBF

Input File
Qutput File
Record Count

Start Time
Current Time
Stop Time

se s e

(81 Select: (§1-Start [[@YYI-Exit

Type (§) and press to export the Supplier master to DBF format.

OPEN ITEMS

i nare

A Export A/P OPEN ITENS F:le to DBF Format Tue UHAR 25, 2003
Typist 6 10: 47 47
Port 96

Include CHEQUE DATES : N NO
Include CSU HEADER ..: ¢ VYES
Include ZERO UNPRID .: ¥  YES

Input File
Qutput File
Record Count

RMAPFO3.181
RHAPFO3.DBF

Start Time
Current Tine
Stop Time

*s su se

AW Select FILE:  L[1-CURRENT  [[f1-HISTORY
{1-8RCKUP(Monthly)  C[FM1-Exit
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The following export options are available:

Export open item records from the current year’s open items file.
(H)  Export open items from the open items history file.
Export open items from monthly backup files. The system will display all backup
files and request you highlight the one you want to export from.
(Esc) Exit the Open items export utility.

Once you have selected the open item files you want to export from type (§) and press to export the open
items to DBF format. The DBF filename will be displayed on the screen.
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GST CODES

This program is used to set up various GST codes. You can h

i 1

M Hain

1 Cheques
2 Cash requireaents
3 Purge accounts payable file
4 Purge cheque file
5 Supplier master
6 Supplier open iten
7 Purge supplier master updates
8 UICR cheque printer setup
9 PC link
10 GST codes
E

I

9GSTc

odes.
3

ficcounts Paye
tenance and Inquiry

Run 11 Purge cheque inquiry
12 Purge supplier master
Run 13 Supplier memos
Run 14 Purge open item inquiry
15 Purged Supplier master inquiry
Run

Exit

Enter selection

3170172003

To select GST codes type and press (ZEnter),

‘MSin

tenancé and Inquiry

Federal Tax Codes (GST)

1 Federal tax code (GST)

2 Description ......coceeanae :
3 Tax rate c.ceecencereonencast
46/L code ..ciennenninannnnn .

Last updated ..............:

Updated by ...ocvaeneenenass

[_] Select: [{1-RADD
[{]1-BELETE

[{21-HODIFY
[1-PRINT

[H]-SHOY
[§1-LIST

(EW1-ex1T

090 1.
3170172003
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To add a new GST code type (&) and press (EEnter). Enter the information as follows:

GST CobE

Enter a two digit alpha-numeric number to represent the GST code.

DESCRIPTION
Enter a description for the GST code. For example GST TAXABLE.

TAX RATE
Enter the tax rate that is being charged. For example: 7% would be entered as 7.00.

G/L CODE

Enter the G/L code that you want to book the GST to. (E5] can be used to list all valid GL codes and can be
used to add a new GL code.

Once all the information has been entered and reviewed type (&) to accept and save the GST code.
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PURGE CHEQUE INQUIRY

This program allows you to perform a lookup on a cheque that has been purged by the Purge
Cheque File program, (page 8-10).

)11

AH Maintenance and Inquiry 3170172003
1 Cheques Run 11 Purge cheque inquiry

2 Cash requirerents 12 Purge supplier master

3 Purge accounts payable file Run 13 Supplier memos

4 Purge cheque file Run 14 Purge open item inquiry

5 Supplier wmaster 15 Purged Supplier master inquiry

6 Supplier open iten Run

7 Purge supplier master updates
8 HICR cheque printer setup
9 PC link
10 GST codes
E Exit

JE Enter selection

Type (1)) and press to select Purge cheque inquiry.

The screen will appear as follows:

Highlight the year that contains the cheque that you want to inquire about and press (&Enter),
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Invoice # Date Proc date Can date Invaice amt Paid ant Disc amt

Enter [W] (@E1-Lookup  I[TEYYIEN1-Display FIRST/LAST cheque
1-End

[

Enter the cheque number you want to display. (F5) can be used to list all cheques.
can be used to display the first or last cheque.

Once you have entered the cheque number the cheque details will be displayed. (3} and
can be used to display the next and previous cheques.
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PURGE SUPPLIER MASTER
This program allows you to purge suppliers from the database that have not had any activity
within the time frame that you specify.

m ™M : il

K Accounts Payahie
1] ypist: 06 Supplier Haster Purge

Port: 96 11:22:11

Purge all SUPPLIER records up to and including the CUT OFF DATE.

CUT OFF DATE : 25/03/2001 [ WAR 25,2001 ]

1_1 Select: (fi-Start ([f1-Modify [[EI-Exit

The cut off date defaults to the year before the sign on date. If you want to modify the cut off date, type (M) and press
(©Enter). Enter the date in the format ddmmyyyy. When the correct cut off date has been entered, type (§) and press
to start the purge.

The system will ask you if you are sure you want to continue with the purge. Type (¥ to continue or (N) to exit the
purge program.

All supplier records that have not had any activity up to and including the cut off date will be deleted.
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SUPPLIER MEMOS

A memo record can contain specific information about a supplier that does not fit into any of
the fields within the supplier master record. Details such as directions to the suppliers,
special products, key contact names etc... can be listed in the memo record and shared by
anyone who has access to the Supplier Master program. The Memo function can also be

m by pressin
Lapp2o 264l
Maintenance and Inquiry 31/01/7200
1 Cheques Run 11 Purge cheque inquiry
2 Cash requirements 12 Purge supplier master
3 Purge accounts payable file Run 13 Supplier menns
4 Purge cheque file Run 14 Purge open iten inquiry
5 Supplier master 15 Purged Supplier master inquiry
. 6 Supplier open iten Run
7 Purge supplier naster updates
8 WICR cheque printer setup
9 PC link

10 GST codes
E Exit

JE Enter selection

Type (1)&) and press to select Supplier memos.
The screen will appear as follows:

LI ; Rl

ficcounts Payi ]

: X ) i,
RH  Typist: 06 SUPPLIER MEMO MATNTENANCE HAR 25,2003
Port: 96
‘SUPPLIER : [[f§1-SUPPLIER Lookup  ([HJ1-MEMO Lookep C([EY§1-End

Enter the supplier number for the supplier you want to create the memo entry for. can
be used to list all suppliers and can be used to list all memo entries.
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MEMO RECORDS
A memo record consists of 16 lines. You can enter up to 75 characters per line. Once you have finished entering text
in the memo record press and type (¥) to record the entry.

MEMO EpIT FUNCTIONS
The following keys can be used to aid you in editing your memo entries.

Moves the cursor up or down through the memo lines
PaDn) Positions the cursor on the first line or the last line of the memo record
Deletes the text on the line the cursor is on
Cancels memo modifications
Ends editing session

)
e
@g
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PURGE OPEN ITEM INQUIRY

This program allows you to display purged open item inquiries.

ficcounts Pa 2.
Maintenance and Inquiry 3170172003
1 Cheques Run 11 Purge cheque inquiry
2 Cash requirenents 12 Purge supplier naster
3 Purge accounts payable file Run 13 Supplier memos
4 Purge cheque file Run 14 Purge open item inquiry
5 Supplier master 15 Purged Supplier master inquiry
- 6 Supplier open item Run
7 Purge supplier master updates
8 MICR cheque printer setup
9 PC link
10 GST codes

E Exit

JE Enter selection

Type and press to select Purge open item inquiry.

ounts Payablc TLAPPIBH 1.14
Purged R/P Open Item Inquiry 31/01/2003

Supplier # ......:
Paynent teras ...:
Discount X ......:
Last Cheque # ...:
Chegque amount ..:
Invoice no Inv.Date Post Date Src Disc. Ant Orig Due Curr Due Cheqi

[R1 Select: I[1-011 [§)-Supplier  [[WI-Exit

The system default is to display all subpliers.
To display a specific supplier type (§) and then enter the supplier number.
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The following screen will b

L ik

e displayed:

AR

_C.P.L scounts Payal U LAPPLOH 1. )
Ri4 Purged /P Open [tem Ing 3170172003

Supplier # ......:
Payment terms ...:
Discount X ...... :
Last Cheque # ...:
Cheque amount ..:
Invoice no Inv.Date Post Date Src Disc. Amt Orig Due Curr Due  Cheqit

Enter [ 1  [l1-Supplier Name [[§J]1-SUPPLIER Lookup
[[J1-CHEQUE Lookup  ([RJI-INUVOICE Lookup [[E§)-End

The following options are available.

Obtain a list of all suppliers.

Enter the supplier by supplier name.

Display a list of cheques for the selected supplier.
Display a list of invoices for the selected supplier.
(Esc) Exit out of the Purge open item inquiry program.

Once you select the supplier you want to display the purged open items for the screen will look similar to the
following:

R Purged A/P Open Item Inquiry 31/!)1/2(!!13I

Supplier & ...... 1230 LESLIE PRIOR

Payment terms ...: 30 245 YORKLAND BLUD.,

Discaount X ......: .00 SUITE 100

Last Cheque # ...: 3417 WILLOWDALE, ONTARIO

Cheque amount ..: 46.87 M2J 419

Invoice no Inv.Date Post Date Src Disc. Amt Orig Due Curr Due Chegi
12111999 1271171999 12/11/1999 3 49.98 1271171999 3061
13081999 1370871989 1370871999 3 59.02 15/08/1999 2978
13092002 13/09/2002 1370972002 3 60.00 13709/2002 3948
15081999 1570871999 16/08/1999 3 43.96 15/08/19399 2978
18082000 1870872000 21/08/2000 3 70.32 18/08/2000 3300
21082000 21/08/2000 21/08/2000 3 51.36 21/08/2000 3300
21092000 21/09/2000 27/09/72000 3 69.31 30/09/2000 33286
21122001 21/1272001 2771272001 3 10.06 21/12/2000 3710
26042002 25/0472002 29/04/2002 3 119.27 26/04/2002 B2
26072002 26/07/2002 2670772002 3 70.00 2670772002 3906
27092002 27/09/2002 27/09/2002 3 80.27 27/09/2002 3963
28082002 28/08/2002 28/08/2002 3 §0.00 28/08/2002 3934
28112001 2871172001 28/11/2001 3 27.15 2871172001 3676

{C1 Select: (1-Continue IH1-Email (HX§1-Return
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PURGED SUPPLIER MASTER INQUIRY

This program allows you to display purged suppliers.

Nccounts Payable ] ‘iLnPhZU"2;54
HMaintenance and Inquiry 31/01/2003

1 Cheques Run 11 Purge cheque inquiry

2 Cash requirenents 12 Purge supplier master

3 Purge accounts payable file Run 13 Supplier meaos

4 Purge cheque file Run 14 Purge open iten inquiry

5 Supplier naster 15 Purged Supplier master inquiry
6 Supplier open itenm Run

7 Purge supplier master updates
8 HICR cheque printer setup
9 PC link
10 GST codes
E Exit

JE Enter selection

Type (i)5) and press to select Purged Supplier master inquiry.

L. LaPratil i.ﬂll
Typist: 06 Purged Supplier Haster Inquiry Tue MAR 25,2003
Port: 96 11:43:12
Screen 1
Supplier Code
Supplier Name
Supplier Address 1
Address 2
Address 3
Address 4
Phone #
FAX Number
Contact HName
Contact's Title
fiobile Phone Nuaber
Email fiddress
Web Site Address
Payment Terns
Discount Percentage
Home G/L Code
P.0. Req'd for Invoice: Ytd Purchases :

AW Function: (§1-Show [[f1-Lookup [[FXI-Exit
[ 1-Next/Previous/First/Last

Type (§) and press to display a purged subplier.
(F5) can be used to list all suppliers that are in the purged supplier master file.

€2 s wv 40 BE Ve Ve o

ev se 80 su w9 W e w0
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L able APPOIN 1.01
Typist: 06 Purged Suppli ster Inquiry Tue HRR 26,2003

Port: 96 11:47:53
Screen 1 Shoy

1635
POLYHATHIC COMPUTER PRODUCTS
DIVISION 40

Supplier Code
Supplier Name
Supplier Rddress 1

Address 2 282 NORTH RIVERHEDE ROAD, SUITE #3
Address 3 CONCORD, ONTARIO
Address 4 L4R 3N6
Phone # 416-490-8010
FAX Number 416-490-8275

Contact Name MR. BOB FURLONG
Contact's Title
Mobile Phone Humber
Email Address

Web Site Rddress

$9 94 0 93 33 4 9 40 BU Be 23 ey BR

Payment Terms 0

Discount Percentage .00

Home G/L Code : 599910 MISCELLANEOUS HARDHARE/SOFTWARE

P.0. Req'd for Invoice: ¥ ¥td Purchases : .00

1_1 Select: (}—Enail [l-Laokupﬂﬂl-Hext screen  [[E¥MI-Exit
g/

B1-Next/Previous  { 1-First/Last

The following options are available.

Email a copy of the screen to your Microsoft Outlook email profile.
F Display a list of supplier from the purged supplier master file.
Display the next screen of information for this supplier.

Exit the purged supplier master inquiry program.

Display the next or previous supplier.

Display the first or last supplier.

i
g:@gi@

8-36 m PURGED SUPPLIER MASTER INQUIRY



N CHAPTER 9: DATA FILE STATUS ||

ACCOUNTS PAYABLE SYSTEM

This program allows you to determine which purchase or cash disbursements journal
analysis files are on the disk drives, which journals have not been printed, which journals
have been printed but not closed, and the date of the last month closed

LI{M R : e

. R C )v::ht: N ‘ Z |
AN Hain MHenu 31/01/2003
Lest month end: 12/2002 Last year end: 28/ 2/2002

1 Daily processing

2 Yearly processing

3 Reports

4 Haintenance and inguiry
5 Data file status

6 Company information

E Exit

E Enter selection

Type (§) and press to select Data file status.

_ The screen will appear as follows:

ficcounts Payable

Data File Status 3170172003

1 Rccounts payable system status
E Exit

E Enter selection

Type (i) and press .

ACCOUNTS PAYABLE SYSTEM m 9-1
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The screen will appear as follows

Necoun Payable

5 G4
RH Data File Status 3178172003

Enter FISCAL YEAR : 2003

Enter YEAR [NNNY) [@I§)-Exit

Enter the year in the format yyyy and press (€Enter),

The screen will appear as follows:

.T. TLOPP20 2.64)f
AN Data File Status 3170172003

Enter FISEAL YEAR : 2003

[_] Select: ([f1-Purchase Journal [[)-Cash Disbursements Journal [[EPI-Exit

Type (F) for the status of Purchase journal files or
for the status of Cash disbursement journal files then press
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Enter FISCAL YEAR :

‘Checking
Checking
Checking
Checking
Checking
Checking
Checking
Checking
Checking
Checking
Checking
Checking

file=> MAR
file=> APR
file=> HAY
file=> JUN
file=> JUL
file=> AUG
file=> SEP
file=> OCT
file=> NOU
file=> DEC
file=> JAN
file=> FEB

2003

PJ
Pd
PJ
Pd
PJ
PJ
Pd
Pd
Pd
PJ
Py
Pd

2002
2002
2002
2002
2002
2002
2002
2002
2002
2002
2803
2003

Current PJ details to print
Current PJ details printed

Accounts Payahle
Data File Status

228
237
192
143
254
232
204
141
203
133
145
not found

0
187

Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed
Closed

Unlocked
Unlocked

Last Honth Closed : 12/2002

[{_] Select:

(f1-

Modi fy

e journal

e

[DEC/2002]
(ENW1-End

If you need to modify the last month closed type () and press
then enter the last month closed in the format mmyyyy.
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ACCOUNTS PAYABLE SYSTEM

This program allows you to display and/or modify any of the system information set up
when the Accounts Payable System was first installed.

! TLAPP20 764
A 3170172003
Last month end: 1272002 Last year end: 28/ 272002

Daily processing

Yearly processing
Reports

Haintenance and inquiry
Data file status
Company information

m NI WA =

Exit

E Enter selection

Type (€] and press to select Company information.

The screen will appear as follows:

.... ﬁcéuﬁﬁié Fayahlc
Campany Information

> 64)]
3170172003

1 General company information
E Exit

_ Enter selection

Enter Password

Easc-Exit

To gain access to Company Information you must have the security password.
Type the password and press (& Enter),
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The screen will appear as follows:

M POLYMATHIE

ACCOUNTS PRYABLE THITAP 1 .ELIS
Systen Information Thu HAR 27,2003
GENERAL COMPANY INFORMATION
Company initials .....: RH
Short company name ...: P.C.P.L
Long company name ....: POLYMATHIC COWPUTER PRODUCTS LIMITED

ACCOUNTS PAYABLE - GENERAL INFORMATION
1) G/L code for DISCOUNT EARNED : 4685 DISCOUNTS-PST
2) Cheque format .......veaveseat B (Laser MICR)

3) Last cheque number used .....: 4060
4) Report type ..cecevcevennnee 1 (Summary report)
5) Password - Single Cheques ...:
6) Year end BACKUP .............: YES
7) Honth end BACKUP ............: YES
8) Password - Supplier Haster ..:
Last month end backup ....... : DEC/2002 Typist: 14 Run date: JAN 01,2003

4] Select: (J1-Hodify ({1-Email (J1-t1Svord C([PTN1-Next screen C[ERYI-Exit

The following options are available:

M  Modify the company information fields.
E) Email a copy of the screen to your Microsoft Outlook email profile.
®) Send a copy of this screen to Microsoft Word.
Display the next screen of information.
(Esc) Exit the Company information program.

For more information on the Company Information options, refer to Company Information (11-8).
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INITIALIZE A NEW COMPANY

as follows:

I

‘Eie ;Edt Heb

THU HAR 27,2003 T 11126017

lNrrIALIZE aNew Company

* EXIT to Operating System

Click on Initialize a new company.
The screen will appear as follows:

8 POLYMATHIC - COMPANY SETUP

B&ﬂﬁ@ Help:

- e

:PHL?MﬂTHlH COMPUTER CHHPURHTIUH
Company Setup and Infaormation Thu MAR 27,2003

11:28:33
L]

1 Company number :
2 Long Company nane :
3 Short Company namre :
4 Company initials :
- 5 Holding Company initials :
. 6 Affiliated companies : Division:
: : Division:
: Division:
: Division:
H Division:
7 Last month closed date :
8 GST registration number =
9 Home directory :
10 Export directory H

[_1 Select: [Q1-Add ([1-Display (M1-List [[EFEI-Exit

INITIALIZE A NEW COMPANY = 11-1
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To add a new company, enter the company information as follows:

CoMPANY NUMBER
The system will automatically assign the next sequential number for this company.

LONG COMPANY NAME
Enter the companies full name in this field. The length of this field is 50 characters.

SHORT COMPANY NAME
Enter a short form for the company name. The maximum length of the field is 10 characters.

COMPANY INITIALS
Enter the company initials you want to use for this company.

HOLDING COMPANY INITIALS
Enter the initials of the holding company or press to clear the field.

AFFILIATED COMPANIES
Enter the initials of any affiliated companies here along with their division number. You can enter up to five
affiliated companies or press (Esc) to bypass these fields.

LAST MONTH CLOSED DATE
Enter the last month closed in the form of mmyyyy.

GST REGISTRATION NUMBER
Enter your GST Registration number or press to clear the field.

HOME DIRECTORY
Enter the home directory of the data files. If you are in the correct directory, simply press (€Enter).

EXPORT DIRECTORY
Enter the file path to the directory you want exported files to be saved.

Review the information entered so far and if everything is correct, type (&) and press to continue.

MAILING ADDRESS
In this section, enter the information that you want to appear as your mailing address.

Once you have finished entering this information, review it and if everything is correct, type (&) to accept and save
the information.

The system will prompt you as follows:
Do you wish to COPY the SECURITY file from another company (Y/N)?

If you type Y — Yes, the system will prompt you to enter the company initials. If you type N — No the system will
copy the security file from the existing company.
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INITIALIZE ACCOUNTS PAYABLE SYSTEM

THU HAR 27,2003

_SIGNON

e e et

'INITIALIZE a:NQﬁy'¢ompany

~ EXITto Operating System

Press to sign on to an existing company.

The screen will appear as follows:

| B POLYMATHIC - SIGE i gi%ﬂ

Thursday, Harch 27,2003 13:13:51 3.44
Conmpany : Port : 96
Directory : H:\DEHO\RH Last W/E :
Last Signon: Last Y/E :
Typist : Prior Year:

1 User Number
2 Passuord
3 Company

Enter (EINEENED (@1-Exit

Enter your typist number. The default value is 1.
Enter your password. The default is (€ Enter).

Enter the Company number or initials.
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The screen will appear as follows:

t

T

Thursday, March 27,2003 13:15:18 3.44
Corpany TC : TC 8 2 Port : 96
Directory : H:\DENO\RH Last W/E : DEC/2002
Last Signon: MAR 2772003 Last Y/E :

Typist 1 ¢ Prior Year: CLOSED

TITTIT ccec
TITT € c
18]
17
17
1k ¢
L1 ¢cce

MDD

PROCESSING DATE : 3170172003 [JAN 31/20031

(81 Select: (Ji-Start ([)-Hodify ({1-Cancel [EIFI-Exit

Type (§) and press

The main menu will now appear.

R

HOIN  HERU 3 |
Fri JaN 31,2003
CRT & 96 13:16:00
TYPIST # 1

1 Payroll

2 ficcounts Receivable

3 Accounts Payable

4 Sales Analysis

5 General Ledger

6 Security

7 System Utilities

8 Daily Closing

9 Monthly Closing

10 Print Reports

11 Time Accounting

12 Fixed Assets

13 Inventory /7 Order Entry

14 Uertical Harkets

0 Query
S Status
E Exit
 Enter selection

Select the Accounts payable System by typing (3) and pressing (€ Enter),
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ACCOUHIS PAYABLE N ITHITAP 1.
Systen Infornation Thu MAR 27,2003

GENERAL COMPAHY INFORMATION

Company initials .....: TG
Short company name ...: TG
Long company name ....: TEST COMPANY

There is no ACCOUNTS PAYABLE SYSTEM
set up for this company!!

Do you want to set up a
ACCOUNTS PAYABLE SYSTEW 72 (/D N

Type and press to setup the Accounts Payable system.

The following screen will then appear:

e

WNIS PAYABL B w
Systen Information

GENERAL COMPANY INFORMATION
Company initisls .....: TC
Short company name ...: TC
Long company name ....: TEST COMPANY

Do you wish te copy the

SUPPLIER MASTER Layout

fron another company ? N

If you want to ébpy the supplier master layout from an existing company type (¥},
otherwise type (N) then press (€ Enter).

INITIALIZE ACCOUNTS PAYABLE SYSTEM =m 11-5



COMPANY SETUP

Cory SUPPLIER MASTER LAYOUT FROM AN EXISTING COMPANY
If you type Y — Yes to copy the supplier master layout from an existing company
_ the following screen will ppear

4B POLYMATHIC

Systen Inforuuon Thu MAR 27, 2!103
GENERAL COMPANY IRFOBMMION

Company initials .....: TC
Short company name ...: TC
Long company name ....: TEST COHPANY

Do you wish to copy the
A/P PASSHORDS

from another company ? _

If you want to copy the accounts payable passwords from an existing company type (Y],
otherwise type (N) then press (&Enter), Refer to (11-8) for more details.

The following screen will appear

M roLyMATING

ACCOUNTS PAYABLE [NLTAP  1.66|

Systen Information Thu MAR 27,2003

GENERAL COMPANY IHFIJHNQIII)N

Conmpany initials .....: TC
Short company name ...: TC
Long company name ....: TEST COHPANY

Enter the initials of the company whose

SUPPLIER NASTER Layout

you wish to copy

Type the initials of the company you want to copy the supplier master from.
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The following screen will appear:

M POLYMATHIC

ACCOUHIS PN
System Information The MAR 27,2003

GEHERAL COMPANY INFORMATION
Company initials .....: TC
Short company name ...: TC
Long company name ....: TEST COMPANY

The company you have selected is

POLYMATHIC COMPUTER PRODUCTS LIMITED

Okay ? ¥

Confirm that the company is correct and press .
The following screen will appear:

B POLYMATHIC

ACCOUNTS PAYARLE TUUINLIRE 1

System Information Thu MAR 27, 2003
GENERAL COMPANY IHFOHMRTION
Company initials .....: 1c
Short company name ...: TC
Long company name ....: TEST COWPANY

The conpany you have selected is

POLYMATHIC COMPUTER PRODUCTS LIMITED

Clear financial data: H HO
ID1-ALL branches [J1-SINGLE branch  [[@¥8)-Exit

Enter the information as follows:

Press to copy the supplier information for all branches of the company you selected. Type (§) and press
to select a single branch. Type the number of the branch you want to copy from and press (€ Enter). The
system will display the branch name.

Type {¥) and press to clear the financial data that is currently recorded in the company that you selected to
copy from. Type (N) and press to retain the financial data.
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COMPANY INFORMATION
The following screen will appear if you opted not to copy the supplier master layout from an
existing company or once you answered the question about which company you want to
copy the supplier master Iayout from.

QvnlYﬂmmL -

ACCOINTS PAYABLE T INITAP 1,66
Systen Information Thu HAR 27,2003

GENERAL COMPANY INFORMATION
Company initials .....: TC
Short company name ...: TC
Long company name ....: TEST COHPANY

ACCOUNTS PAYABLE - GENERAL INFORMATION
1) G/L code for DISCOUNT EARNED :
2) Cheque format ...............:
3) Last cheque nunmber used .....:
4) Report type ....... cssvecnccns
5) Password - Single Cheques ...:
6) Year end BACKUP .............:
7> Honth end BACKUP ............:
8) Password - Supplier Haster ..:
Last month end backup .......: Typist: Run date:

Enter (METE h  (@-SETUP €/L code ({@31-L0OKUP  [[EYMI1-End

Enter the information as follows:

GENERAL LEDGER CODE FOR DISCOUNT EARNED
This is the general ledger code that the system will automatically post discounts on supplier invoices to. A valid
general ledger code must be entered. can be used to list all codes.
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COMPANY SETUP

CHEQUE FORMAT
,g POLYMATHIC

TACCOUNTS PAYADLE 6]
Systen Inforpation Thu MHAR 27, 2003

GENERAL COMPANY INFORMATION
Company initials .....: TC
Short company name ...: TC
Long company name ....: TEST CoMPaANY

ACCOUNTS PAYRBLE - GENERAL INFORMATION
1) G/L code for DISCOUNT EARNED : 4685
2) Chegue format ....c.cceveveveas
3) Last cheque number used .....: SELECTION HEND
4) Report type ..ncecceccnconeees
5) Password - 8ingle Cheques ...:

6) Year end BACKUP .............: 1 - Cheque style B
7) tonth end BACKUP ........ reasl 2 - Cheque style C
8) Pagsword - Supplier Haster ..: 3 - Lager (MHoore)
Last month end backup .......: Typist: 4 - Laser (LT102)
5 - PrePrinted MICR
6 ~ Laser MICR
9 - SPECIAL cheques

t 1 -exit

Type the number beside your cheque style and press (€Enter).

LAST CHEQUE NUMBER USED
Enter the number of the last cheque used in your manual system.

REPORT TYPE

QPULY mnuc

ACCOUHTS PAYABLE IHLTAP  1.66)
Systen Information Thu MAR 27,2003

GENERAL COMPANY INFORMATION
Company initials .....: TC
Short company name ...: TC
Long comrpany name ....: TEST COHPANY

ACCOUNTS PAYABLE - GENERAL INFORHATION
1) G/L code for DISCOUNT ERRNED : 4685
2) Cheque format ..cucvvevacaceat B (Laser HICR)
3) Last cheque number used .....: 9876
4) Report type cc.eovecvecccnaaas 1
5) Passwaord - Single Cheques ...:

6) Year end BACKUP .............:
7) Month end BACKUP ............:
8) Password - Supplier Haster ..:
Last month end backup .......: Typist: Run date:

Enter REPORT TYPE: I J-DETQIL report  ([J1-SUMMARY report
I[§X31-End

The options are:

Paid invoice details will show in cash disbursements journal.

No invoice details shown in disbursements journal, only cheque total.
Type the number corresponding to the report type you want and press (& Enter),
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PASSWORD — SINGLE CHEQUES
If you want the printing of single cheques to be password protected, enter the password here.

YEAR END BACKUP
If this field is set to yes year end backup files of the Supplier Master and Open Items files will be generated when the
General Ledger year end roll has been run.

MONTH END BACKUP
If this field is set to yes monthly backup files for the Supplier Master and Open Items files will be generated from the
Monthly Closing program.

PASSWORD — SUPPLIER MASTER
If you want password protect the addition and modification of suppliers, enter the password here.

The following options are available:

Save the data.

Modify the company information.

Cancel the initialization of Accounts Payable.

Display the next screen of information.

Email a copy of this screen to your Microsoft Outlook email profile.
Send a copy of this screen to Microsoft Word.

Exit the Company information program.

Becdoee

Review the information entered and if everything is ok type (&) and press to save and continue.

The following screen will appear:

g 5

WPOLYMATHIC -

ACCOUNES PAYABLE

i
Systen Information Thu MAR 27,2003

GENERAL COMPANY INFORMATION
Company initials .....: TC
Short company nape ...: TC
Long cempany name ....: TEST COMPANY

ACCOUNTS PAYABLE - BANK INFORMATIGN
1) Bank account nurber ......:
2) Bank transit number ......:
J3) Bank name .....cecevocanns :

4) Bank address - street ....:
5) Bank address - city ......:
6) Bank address - province ..:
7) Bank address - postal code:

Enter ([ETAAEATTIINONOEAD! @  (f@I01-Clear field [[@MI-End
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The data entered in this screen must be entered if you are using the Laser MICR cheque form type. The information
entered here will appear on your cheques.

Once you have entered the information, verify that everything is correct then type (A) and press to accept and
save the information.

Once all the static information has been entered the system will then ask:
“On what drive do you want to set up the A/P files for this company ?”

Type the drive letter on which the company was set up and press or press to set the company up on
the default drive.

The Accounts Payable System is now ready for use. Proceed according to the Accounts Payable Cycle outlined in
the user's manual.
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CHAPTER 12: PRINT REPORTS

PRINTING SPOOLED REPORTS

Polymathic application software generates reports by spooling to disk files. This means that when you wish to
produce a report such as the Chart of Accounts, the report is not printed directly to the printer, but is saved or
spooled on your hard disk for printing at some later time. Spooling reports rather than printing them directly has
several advantages, some of which are as follows:

e Reports are produced faster, since writing to disk is faster than printing directly to a printer.

e All reports which have been spooled to the disk may be printed at one time instead of waiting for
the printer to finish printing one report before printing the second report.

¢ You can print multiple copies of the same report without having to recreate and reprint the report.

e  You can start printing at any page number.

After you have spooled one or more reports using the programs outlined in Chapter 7 you can print them by
selecting Print Reports from the Main Menu.

P.C.P.L HATH  HENU

RH Thu APR 18,
CRT # 96 10:30:35
TYPIST # 6

Payroll

ficcounts Receivable
Rccounts Payable
Sales Analysis
General Ledger
Security

System Utilities
Daily Closing
Honthly Clesing
Print Reports

Time Accounting
Fixed fssets
Iaventory /7 Order Entry
Uertical MHarkets

- d b b
BDWN=SCOWO NN WA =

q GQuery
S Status
E Exit
i Enter selection

To select Print Reports type (1)(0), and press (€ Enter),
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PRINT REPORTS

The screen will appear as follows:

\HERONNT1{Xerox-PCL
WPOLYNT4\FacSys Queue Monitor
{Acrobat Distiller
Dyma LabelWriter EL60
FACSys Fax Printer
HP LaserJet 2100

| © Portralt- lar

- DOT MATRIX—

& No Setup

Highlight the printer you are going to print to.

If you are using a Laser printer, select Laser under TYPE and select Portrait — small print under LASER.

If you are using a Dot Matrix printer, select Matrix under TYPE and select Condensed Print under DOT MATRIX.

Click on OK.

@ These settings only have to be set the first time. The system will always bring up the Printer Selection window

but you will be able to click on OK unless you changed printers.

Hio Edt

Typist: 06 Port: 96
HPLJ4

PURCHASE JOURNAL

PURCHASE JOURNAL - GST  -Llet
PURCHASES BY SUPPLIER - 6/L
CASH DISBURSEMENTS

A/P CANCELLED CHEQUE LIST
ACCOUNTS PAYABLE CHEQUE PURGE
PURCHASES DY SUPPLIER-QST G/L
PURCHASES BY SUPPLIER-QST INU
PURCHASES BY SUPPLIER-QST SUM
CasH DISBUREMENTS SUM - G/L
CASH DISBUREMENTS SUM - INU
CASH DISBURSEMENTS SUHKMARY
MONTHLY C/D BY SUPPLIER -Lleg
SALES JOURNAL

SALES INUOICES - ORDER ENTRY
PAST DUE ACCOUNTS RECEIVABLE
A/R HMANUAL OPEN ITEM CLEARING

The print screen will then appear listing al

POLYIATHIC GROUP
Print Reports Thu APR 18,2002

| the reports you can print.

il

PCPRINT 265

10:14:35

Start .c.evennnnnn Status ...........
copy D/K page] Copy Page Hessages

RMAPROZ .PRT

RMAPROG .PRT

RMAPROGT .PRT
RMAPR100.PRT
REAPR12.PRT

RHAPR14C.PRT
RUAPR16.PAT

RMAPR200.PAT
RAMAPR201 .PRT
RMAPR202 .PRT
RUAPR300.PRY
RMAPR301 .PRT
RMAPR302.PRY
RMEAPRISO .PRY
RHARROI .PRT

RMARRO91 .PRT
RHARR125.PAT
RHRRR141.PRT

B-print [-delete B-start [-email [B-convert H-zoom [H-functions [E-scroll
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PRINT REPORTS

PRINT SCREEN FIELDS

The print screen is made up of seven columns. The function of each column is as follows:

Report name: This is an identification label assigned to the various reports which may be spooled. Each
individual report is assigned a unique name by the system.
copy: This column is used to indicate the number of copies of the individual report which are to be
printed.
D/K: This column is used to indicate whether the spooled report should be deleted from or kept on
the disk after it has been printed.
Start page: This column is used to indicate the page number on which you wish to start printing each
report. This would normally be page one.
Status: The next three columns labeled Copy, Page and Messages are used by the system during
printing to display the current copy and page being printed and other status messages.

The system will automatically scan the disk for spooled print reports when you select print reports from the main
menu. This may take several minutes. The system will then display the names of the reports it has found. To print an
individual report proceed as follows:

1. If the report you want to print is not highlighted, use the down arrow key to move through the reports until
the report you want to print is highlighted.

2. Type () on the highlighted report. If you wish to accept the system defaults of (1) for number of copies, [0)
for delete report after printing, and (1] for start printing on page one, simply move the highlight to the next
report which you wish to print. If you wish change any of the defaults for these three fields press (& Enter).

a. The cursor will now move to the "copy" field. Type the number of copies that you wish to print and
press or simply press to accept the system default of (7).

b. The cursor now moves to the "D/K" field. Indicate whether you wish the report to be the deleted or
kept after printing. To delete the report after printing press to accept system default. To keep
the report after printing type (K) and press (& Enter).

c. The cursor will proceed to the "page” field. Type the number of the page that you wish to start printing
on and press or press to accept the system default of (i).

3. Press (§) to start printing the desired reports.
A sample print screen follows:

P .C.P.L POLYHATHIC GROUP PCPRINT 2.85
Typist: 06 Port: 96 Print Reports Thu APR 18,2002
HPLJ4 10:23:36
Start] ..ccovvuennnn Status .....e.e...

..... v.. Report nane ......... copy D/K page} Copy Page Messages

SALES BY CUSTOMER - G/L 1 20 RMARR300.PRY

SALES BY CUSTOMER - INUVOICE RMARR3OT .PRY

SALES 8Y COSTOMER - SUMMARY RMARR302.PRT

MONTHLY SALES BY CUSTOMER-Lleg RUMARRIS0.PRT

WONTHLY CASH AECEIPTS - Lleg RMARRIG0.PRT

ANALYTICAL REVIEY RATIOS RIMFSROS.PRY

FINANCIAL STATEHEWT HEADERS RAMFSRUGY .PRT

F/8 HEADERS & GIF] CODES-Lleg RIMFSRO63.PRT

GEHERAL JOURNAL RMGLRO3.PAT

G/L PRELIMINARY TRIAL BALANCE RHGLRO9.PRT

ACCRUALS LISTING RUGLRO91 .PRT

ACCRUALS FROM CLOSED JOURRALS RMGLRO94.PRT

GL ANALYSIS SUMMARY RMGLR120.PRY

ANALYSIS ACCRUALS RMGLR12C .PAT

BALANCE FORYARD RHGLRYS .PRY

CLOSING ENTRIES RHGLR99.PRY

ORDERS RMSGR250 .PAT

LIST OF PURGED OHDERS RNMSGR25P .PRT

A1l requested printing done. Press to CONTINUE:
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PRINT REPORTS

S
.C.P_L PCPRINT  2.65]
Typist: 06 Port: 96 Print Reports Thu APR 18,2002
HPLJ4 10:14:35
Start] .eceeaen.n.. Status ...........
copy D/K page] Copy Page Hessages
RMAPRO2.PRT
PURCHASE JOURNAL RMAPROG .PRY
PURCHASE JOURNAL - GST  -Llet RHMAPROG1 .PRY
PURCHASES BY SUPPLIER - G/L RHAPR100.PRY
CASH DISBURSEMENTS RHAPR12.PRT
A/P CANCELLED CHEQUE LIST RHAPR14C .PRY
RCCOUNTS PAYABLE CHEQUE PURGE RMAPR16.PRY
PURACHASES BY SUPPLIER-QST G/L RHAPR200 .PRY
PURCHASES BY SUPPLIER-QST INU RHAPR201 .PRY
PURCHASES BY SUPPLIER-QST SUH RtIAPR202.PRT
CASH DISBUREMENTS SuM - G/L RMAPR300.PRY
CASH DISBUREMENTS SUHM - INV RMAPR301 .PRT
CASH DISDURSEHENTS SUMMARY RHAPR302 .PRT
MONTHLY C/D 8Y SUPPLIER -Lleg RHAPR350 .PRT
SALES JOURNAL RHMARROY .PRT
SALES INUOICES - ORDER ENTRY RHARRO91 .PRY
PAST DUE ACCOUNTS RECEIVABLE RHARA125.PRY
A/R HANUAL OPEN [TEN CLEARING RHARR141 .PRY
E-print [J-delete F-start [@-email [B-convert B-zoom [-functions [[B)-scroll

The following functions are available in the Print report program:

Marks a report for printing.

Marks a report for deleting.

Start printing or deleting the selected reports.

Email the report to yourself. * You must be using Microsoft Outlook to use this function.
Convert the report to Microsoft Word.

Zoom the report, allowing you to view the details of the report on the screen.

Change the printer defaults.

Scrolls up through the reports to allow you to mark them for processing.

Scrolls down through the reports to allow you to mark them for processing.

Exit the print reports screen.

FeclPooores

EMAILING A REPORT

This option is only available if you are using Microsoft Exchange and Outlook. An email profile must be configured
for you in order for you to be able to email reports to yourself. For technical assistance with this option please
contact Polymathic.

To email yourself a report, highlight the report, type (E) and press (§). The report will automatically be emailed to
you.

A file association must be set up for extension PRT to allow the file to open in Notepad. Once this has been set up
you will be able to view the report in Notepad. To print the report you must print from the Polymathic print menu. A
file association can be set up to print the report. For assistance with this option please contact Polymathic.

CONVERTING A REPORT
The Convert program allows you to convert a report to Microsoft Word. You must be using Microsoft Word 2000 or
later in order to use this function.
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The convert a report to Microsoft Word, highlight the report, type (€) and press (§). Microsoft Word will be
launched and the report will then be converted to Word.

ZOOMING A REPORT

The zoom utility allows you to display a report to the screen. To zoom a report, highlight the report and type (Z) You
can use the arrow keys to move through the report. will take you to the beginning of the report and will
take you to the end of the report. When you have finished viewing the report, type to exit.

FUNCTIONS

The functions command allows you to change the printer you are going to print to or change the settings for the
printer you are printing to.

WCAL-SPARE1\CoStar LabelWriter XL Turbo
\HERONNTT\WPRBFFSDBMICR
WPOLYNT4{FacSys Queue Monitor

Acrobat Distiller

FACSys Fax Printer

HPLJ4

The printer selection area lets you switch between dot matrix and laser printers, send
commands to your printer and change the output device. Select the appropriate type and
setup required for the fonts then press OK.
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“ CHAPTER 13: DAILY STARTUP II

LOG ON INSTRUCTIONS

Follow the steps below to start using your accounting system for daily use:

£y

Double click on your Polymathic icon to launch the Polymathic Accounting software.

The following screen will appear:

Press to sign on to an existing company.

LOG ON INSTRUCTIONS = 13-1



DAILY STARTUP

Thursday, Warch 27,2003 14:57:10 3.44
Company : Port M 96
birectory : H:\DEHO\RH Last WE :
Last Signon: Last Y/E :
Typist : Prior Year:

: 1 User Humber : L

: 2 Passuword .

; 3 Company :

|

Enter IEETRIIGTINED  (W1-exit

Log on to the system as follows: |

1. Enter your typist number. The default value is ().
2. Enter your password. The default is (& Enter).
3. Enter the Company number.
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DAILY STARTUP

mlx T

PULYMF&T}'{ S

The screen will appear as follows:
, s
ol

Thursday, Harch 27,2003 14:57:24 3.44
Company RM : P.C.P.L v Port : 86
Directary @ HI\DEHO\RH Last WE : DEC/2002
Last Signon: JAN 3172003 Last ¥/E : FEB 2872002
Typist 6 : LESLIE PRIOR Prior Year: OPEN

PPPPP cece PPPPP LLL

P P € C P P L

P P C P P L

PPPPP ¢ PPPPP L

P bl t ** P bl L

? Lz 21 4 c c N P W L

P bl ccee halad P el LLLLL

181 Select: [-Start ([f1-Modify ([Hi-Cancel ([A/I-Exit

PROCESSING DATE : 31/01/2003 [JAN 31/2003]

Make sure the processing date is correct then type (§) and press (< Enter).

The main menu will now appear.

AN WMEHY MASTER  3.61
Thu APR 18,2002
10:30:35

Payroll

fccounts Receivable
Accounts Payable
Sales RAnalysis
General Ledger
Security

System Utilities
Daily Closing
tonthly Closing
Print Reports

Time Recounting
Fixed Assets
Inventory / Order Entry
Uertical Harkets

— ot — —
BRWN-SODWOSNOU It N -

Q Query

§ Status

E Exit

Enter selection

Type @and ﬁresé -"'Eme" to select Accounfs payable. T
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” CHAPTER 14: MONTHLY CLOSING ll

IS TE R
Thu APR 18,2002
10:30:3%

Payroll

Accounts Receivable
Accounts Payable
Sales @nalysis
General Ledger
Security

Systen Utilities
Daily Closing
Honthly Closing
Print Reports

11 Time RAccounting

12 Fixed fissets

13 Inventory / Order Entry
14 Uertical Markets

-
CSWWNG O L WA -

Q0 Query
S Status
E Exit
B Enter selection

TLAUTD .34

Signon date: HAR 3172002
Teday's date: AV 272802
Year end date: FEB 2872002

»Last month closed: 0272002 [FEB/20021

CRT # 8

ACCOUNTS PAYABLE PAYROLL

Purchases journal....... Payroll MTD register.... NOT INSTALLD

Cash disbursements jrnl. Payroll MTD update...... HOT INSTQLLD

A/f open items list..... Payroll journal......... HOT INSTALLD

A/P aged trial balance..

ACCOUNTS RECETURBLE TIHE ACCOUNTING

Cash receipts journal... fipply time sheets....... HOT INSTALLD

Sales journal........... fipply cash receipts..... NOT INSTALLD

A/R open items list..... fpply client billings... NOT INSTALLD

A/R aged trial balance.. Apply client expenses... NOT INSTALLD
Apply WIP adjusiments... HOT INSTALLD

GENERAL LEDGER Detailed client history. HOT INSTALLD

General journal.........
Trial balance.....c.....
Financial statements....
G/L report...cvcencanees

{3 Select:

[1-Aotomatic

Indicate month clesed...

(f1-Manual  ([BI1-Exit

MONTHLY CLOSING - AUTOMATIC

The automatic closing function will automatically identify the modules that your company uses and all
the relevant journals and reports will be generated without stopping between the selected options.

Type (&) and press to select Automatic.
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MONTHLY CLOSING

The screen will appear as foll

ows:

s
| Honthly Clos TLautn 3.C
‘Ri Signon date: MAR 31/2002
Last menth closed: 0272002 ([FEB/20021 Today's date: HAY 272002
CRT # 6 Year end date: FEB 2872002
+ RACCOUNTS PAYABLE PAYROLL

Purchases journal....... Payroll HTD register.... NOT INSTALLD

Cash disbursements jrol. Payroll MTD wpdate...... HOT INSTALLD

A/P open items list..... Payroll journal......... NOT INSTALLD

/P aged trial balance..

ACCOUNTS RECEIVRBLE TIHE ACCOUNTING

Cash receipts journal... fpply time sheets....... NOT INSTALLD

Sales journal........... Apply cash receipts..... NOT INSTALLD

/8 open itens list..... fipply client billings... NOT INSTALLD

fi/R aged trial balance.. Apply client expenses... NOT INSTALLD

fpply WIP adjustments... HOT INSTALLD

GENERAL LEDGER Detailed client history. NOT INSTALLD

General journal.........

Trial balance....c.cunaen

Financial statemenis....

B/L report..cveneerennne Indicate month closed...

[_1 Select: [§1-Start ([1-todify (f1-A11 (f1-Cancel

The functions available are as follows:

() Start closing
™M  Modify option selections
Select option
Unselect option
Used to move through options
(Esc) Exit Modify function
Select all options
Cancel closing

Once you have selected the options that you want closed, type (S) and press to start the closing. The closing
of the journals will update the general ledger and the reports for the options you selected will be available for
printing.

MONTHLY CLOSING - MANUAL

The manual closing function allows you to close one option at a time.
Type (M) and press to select Manual.

The screen will appear as follows:
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MONTHLY CLOSING

MONTHLY CLOSING - MANUAL

The manual closing function allows you to close one option at a time.
Type (M) and press to select Manual.

The screen will appear as follows

jP.C. Honthly Closing TLOUTO 3.34
R

] Signon date: HAR 31/2002
‘Last month closed: 0272002 [FEB/2002] Today's date: MAY 272002
CRY 4 6 Year end date: FEB 2872002
. ACCDUNTS PAYABLE PAYROLL
] Purchases journal....... Payroll WID register.... NOT INSTALLD
i Cash disbursements jrnl. Payroll MTD update...... NOV INSTALLD
A/P open items list..... Payroll jourmal......... NOT INSTALLD
A/P aged trial balance..
ACCOUNTS RECEIVABLE TIHME ACCOUNTING
Cash receipts journsl... fpply time sheets....... NOT INSTALLD
Sales journal........... fpply cash receipts..... NOT INSTALLD.
R/8 open items list..... Apply client billings... NOT INSTALLD
A/8 aged trial balance.. fipply client expenses... NOT INSTALLD
fipply UIP adjustments... HOT INSTALLD
GENERAL LEDGER Detailed client histary. NOT INSTALLD
General journal.........

Trial balance...........
Financial statements....
G/L report...ccevcenacass Indicate month closed...

IF1-selects  ([fl1-Cancels (3 (hh (FW-End

The functions available are as follows:

Select option

Unselect option

Used to move through options
(Esc) Exit Closing function

Once you have selected an option the following options are available:

8 start closing
Cancel closing

Type (§) to start closing the option you select. Once the option is closed, the appropriate report will be available for
printing and the Closing screen will display “Completed” beside that selection.
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Accounts Payable Cycle
Initial set-up procedures .........cocecerueruenne 2-1
Monthly procedures..........c.cocceveeeecencrnnne 2-1

Backups
Yearly and Month-end..........ccccocvenrenene 11-10
—c ]
Cancelled Cheques
Entering cancelled cheques.................... 5-22
Cash Disbursements Journal
Reprint report ......ccvveercererernnessnnsncrenans 7-25
Cash Requirements
Display a specific supplier.......c..corrureee 8-4
Hold invoice to prevent payment............. 8-7
Modify invoice due date..........occvreenneees 8-7
Release invoice for payment.................... 8-7
Cheque Processing
Automatic Cheque Processing Steps ..... 5-19
Cheque Print Date.........cccoorernvcrnnennans 5-20
Cheques
Display details .......cccoereerrenvrerencreriennene 8-2
Company Information.........cccrevererervrericecnes 11-3
Company Setup
Affiliated companies........cveeverrevrrreruens 11-2
Company initials..........ccceceerereeerrercrerenn 11-2
Company number.........ccccceveevverenrererannns 11-2
Export directory.......ccccoeveveirecniicrennens 11-2
GST Registration number-.............ouene.. 11-2
Holding company .........cccovmuninirinsrinans 11-2
Home directory.........ccovevrveneecvrerceerenens 11-2
Last month closed.......c.ccoonenerriinininias 11-2
Long company name............cecceeverueerennes 11-2
Mailing address ........cccecereeeercrereecenencns 11-2
Short company name ..........c..coovvreienenen 11-2
Convert report to Microsoft Word................. 12-4

Daily Processing

Enter supplier invoices ..........oeeverirererrines 5-2
Displaying a report .......cccccveecervnrrcnnrnnncenens 12-5
Editor

Cancel processing.......ccceeierersesererssaressnns 33

Rekey from a field ......c.covvervvrverrcrircnnnns 3-3

Rekey/display line ...........cccoiiiveniiinennne 3-3

Emailing a report .....c.ccccccovevvnnmniereriernrnnean 12-4
Export Utilities

OPeEn items.......covremececererernresesnersenens 8-22

Supplier Master........cccoeeverereerrececenrennens 8-22
F5 Lookup Feature.........c.cocecovcvcerenearnreinreennns 3-4
Features

Polymathic Accounts Payable.................. 1-1
General Data Entry

Date fields.........cccevvinrinniinnennernrinrnnennen. 3-2

Decimal points.........c.cocecvuvererenecsiererieren 32

INStrUCHONS ..o crecerene et 3-1

Menus and submenus..........cc.eeeerevenrerenrens 3-1

Optional fields ........ccoovveieerirccncenvenennn, 3-2

The ENTER KeY ....occverrenvicieniircrenenns 3-1
General Description .....cccveeveevereeersrenneeeennene 1-1
General Ledger Code

Default GL code for supplier................. 8-13
GST Code

Set up new GST code .....oceceevercrrrecnranns 8-26
Invoice Entry.....ccccovvcevievcrvcnenvenencnrienneeerenenes 5-2

DeSCription .......cceeverervererrreenererrereresennnns 5-4

GL distribution .........cccccccevvevververenveervenenns 5-4

Hold Invoice..........c.coooirercrieercnnnninnncnnes 5-4

Invoice amount .........coccrcereerereeerccrereerueanee 5-3

Invoice date .........cccocerererrnnverersenrerierenins 5-3

Payment due date.........ccereereierennrnrennnne. 5-3

PO check......ccinicicccirecenierinennns 5-4

Print cheque option.........ccvruveevcrcrerinens 5-4

Supplier invoice number-.........ccocceeerereenen. 5-3

Supplier number...........cccoceverecenerenrerennnns 5-3
Log-On INStructions .........ceiverensrercceierseannes 13-1
Manual Cheques

Matching against invoices...........c.ccveve. 8-17
Menus

Accounts payable subsystem.................... 4-1
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