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Accounts Receivable: Users’ Guide

1 Introduction

Table of Contents
(@ 0] 51015 A RS RPS 1-1
Objectives of the Other Chapters ........cccvieeiieeiiieeieeee e e 1-2
What You Should Know About the TeXt ........cccueriiiiiiiiiiiiieeeeeee e 1-5
DOCUMENE TEIMNS ..ottt st sttt e et eesaeeeeas 1-6
Objectives
This guide covers the basic setup routines for enabling users to enter
Accounts Receivable data.
After reading Chapter 1, you will have a better understanding about:
e The objectives of the other chapters.
e What you should know about the text.
e The document terms used throughout the guide.
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Objectives of the Other Chapters

Chapter 2

Chapter 3

Chapter 2, Overview, gives a brief description of this module and
how the components work together.

After reading Chapter 2, you will have a better understanding about:

The basic concepts and principles of the Accounts Receivables.
Searching the Accounts Receivable databases for records.
Using the function buttons

Using the function keys.

Using some of the other keys.

How to use the functions and options from the Work With AR
Accounts menu, is covered in Chapter 3.

After reading Chapter 3, you will have a better understanding about:

Adding AR Accounts

Adding Notes to AR Accounts
Displaying Account Details
Updating AR Accounts

Making Changes to Account Details
Deleting AR Accounts

Printing Account Details

Adding Diary Actions

Creating Diary Notes

1-2
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Chapter 4 How to use the functions and options from the Work With AR
Transaction menu, is covered in Chapter 4.

After reading Chapter 4, you will have a better understanding about:

e Adding AR Transactions

e Printing an Open Transactions

e Applying AR Account Payments

e Reprinting AR Account Invoices

e Reassigning AR Transactions

e Displaying Orders

e Making Changes to AR Transactions

e Copying AR Transactions

e Deleting an AR Transaction

e Adding AR Account Transaction Notes

e Displaying AR Account Transaction Notes

e Adding AR Transaction GL Distribution Items
e Making Changes to AR Transaction GL Distribution Items
e Deleting AR Transaction GL Distribution Items

Chapter 5 A brief discussion on how to print Aging Reports is covered in
Chapter 5.

After reading Chapter 5, you will have a better understanding about:

e Finding the AR Aging Report Menu
e Printing The AR Aging Report

R

Introduction
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Chapter 6

Chapter 7

Chapter 8
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Chapter 6 covers the Credit Limit Report. This display is offered as
a separate option on the Accounts Receivable Menu to isolate it
from the other daily routines. Once you have brought up the Credit
Limit Report display, the only options are to Print or Exit without
Printing.

After reading Chapter 6, you will have a better understanding about:

e Finding the Credit Limit Report Display
e Printing The Credit Limit Report

Chapter 7 covers Posting to the General Ledger. This display is
offered as a separate option on the Accounts Receivable Menu to
isolate it from the other daily routines. Once you have brought up
this display, the only options are to Post or Exit without Posting.

After reading Chapter 7, you will have a better understanding about:

e Finding the AR Posting Display
e Posting to the General Ledger

Chapter 7 covers the AR Statement and Purging functions.
After reading Chapter 7, you will have a better understanding about:

e Finding the Month End Menu
e Printing AR Statements

e Purging AR Transactions

1-4
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What You Should Know About the Text

Text To make the text easier to read, several formatting conventions have
Formatting been used throughout the step-by-step instructions:
Bold Aside from the headings, and the text highlighted in the displays,

bold text is used to describe the use of keyboard keys. Example:
Press Enter.

Italics Italics are used in the “Display Pointers” which can be seen on the
left side of each display figure in Chapter 3. Italics are also used in
references. Example: See Table 3-7...

Bold Italics Bold Italics are used for anytime the user is meant to key in a stream
of text. Whenever bold italics are used, the characters are meant to
be keyed as shown, using the same capitals or lower case letters as
written in the instruction. Example: Type ABC...

Courier Font Courier New Font is used to describe text found in the displays. This
font is used as a substitute for quotation marks because sometimes
there can be some confusion as to whether the quotation marks are
included as part of the example or not. Example: Processing
Print List....

e
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Document Terms

Display

Functions

Notes

Options

Panel
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When used as a noun, it refers to the full screen image. When used
as a verb, it means to show.

The function keys listed at the bottom of the displays and windows.
The functions are explained in Using the Function .

Shared, brief comments, attached to data records, used to enhance
workplace communications.

The horizontal menu options, these usually range from 1 to 9, and
may include letters such as P for Posting.

A bordered image that partially covers the full screen image.

1-6
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2 Overview

Table of Contents
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Using the FUnction BUttONS ..........coooiiiiiiiieiiceeeeceeee et 2-4
Using The FUNCtion KeEYS ........eieiiiiiiiieciieeciieeete ettt en 2-5
Using Some of the Other KeYS .......coouiieiiiiiiiiieeiieeceeeete ettt 2-7
Objectives
Accounts The AR Accounts are your clients and prospects. The Accounts need

Transactions

Notes

Note Types

Diary

Diary Actions

to be set up before the other functions will work.

The Transactions are the . Your staff has the freedom to add and
delete Transactions as needed, and log transactions as they are
scheduled and completed.

The Notes are the means by which your staff can share information
about the AR Accounts and Transactions. Having accurate Notes on-
hand makes your Accounting staff more knowledgeable about your
company’s relationship with the AR Customers.

The Note Types let you keep all of the Notes together and lets you
sort them between the AR Accounts and AR Transactions. Note
Types make the Notes easier to find and that can make a big
difference during live contact with your AR Customers.

The Diary gives you a history of actions and follow up items. The
Diary items are sorted by AR Accounts.

Diary Actions act as reminders for your staff to maintain their
relationships with your AR Customers. Followup calls are made, and
collections are dealt with promptly.
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Summary
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All of these features combined add value to your organization by
speeding up the flow of useful information between your Accounting
Staff.

2-2
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Searching

Number
Searches

Scan Limit
Reached
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When searching from a Number search field, such as Address
Number, press Field Exit, then Enter to activate the search. Most of
the Number search fields do not allow an Enter keystroke from
within the field.

If the Enter key is pressed while the cursor is inside a Number
search field, the message, Enter key not allowed in
field appears. Press Reset to remove the message, then press
Field Exit, and then Enter, to submit the search.

In searches made through large files, the search range is restricted to
avoid system congestion. If the Scan Limit Reached message appears
in the bottom left, it means that the search target was not found
within the immediate search range, and, the search range did not
cover the entire file. Press the Page Down key to search the next file
portion.

If the search target does not exist in the file, the message, No data
to display appears.
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Using the Function Buttons

Function This is a discussion of some of the function buttons and their uses.
Buttons

Table 2-1: Common Function Buttons

Button Function Description

= OK # allows you to continue onto the next
display.

2 Exit 2] always lets the user exit out the current
display.
2l is used at the User Application Menu, to
sign off.

& Add 5 brings the user to the Add display
screens, which allows the user to add new
data.

2l Search 2] Allows the user to Search for Specific
data.

21 Print List |21 Allows the user to print an entire Account
List or an Account List specified by
parameter.
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Using The Function Keys

Function Keys This is a discussion of some of the function keys and their uses. If
the users have older terminal, the function keys may be labeled as
Cmd such as Cmd1 or Cmd3. In most cases they are labeled as F1
and F3.

Table 2-2: Common Function Keys

Key Function Description

F1 Help F1 always bring up the on-line help displays.

F3  Exit F3 always lets the user exit out the current
display.
F3 is used at the User Application Menu, to
sign off.

F5 Refresh FS updates the display if the user has made a

change to the data.

F7  Scroll Up F7 lets the users scroll upwards through lists.

F8  Scroll Down F8 lets the users scroll down through lists.

Other F Keys There are other F keys used for different purposes and their uses are
shown at the bottom of the displays where they are active.

F13 Through On a PC keyboard, hold down the Shift key and press F1 to activate
F24 F13. The table below shows how to activate the higher numbered F
keys:

Table 2-3: Accessing High-Numbered Function Keys on a PC

Function Key PC Key Function Key PC Key
Strokes Strokes

F13 Shift + F1 F19 Shift + F7

F14 Shift + F2 F20 Shift + F8

F15 Shift + F3 F21 Shift + F9
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Function Key PC Key Function Key PC Key
Strokes Strokes
F16 Shift + F4 F22 Shift + F10
F17 Shift + F5 F23 Shift + F11
F18 Shift + F6 F24 Shift + F12
2-6 Overview D'
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Using Some of the Other Keys

Field Exit

Reset

Escape

Print Screen

This key appears as the right-hand Ctrl key on the PC keyboard. The
Field Exit key is familiar to AS/400 users as a means of clearing a
field to the right of the cursor location.

This key appears as the left-hand Ctrl key on the PC keyboard.
Reset is the normal response to many system error messages.
Consult with the installing programmer for clarification.

The Esc key brings down the Attention Key Menu, which offers
short cut access to commonly used functions such as Work With
Members, and Send Message. The Attention Key Menu is
maintained with the Run Time Application.

The Attention Key Menu also has a Display Message option that lets
the users work with any system messages that be holding up their
printing or processing jobs.

The Print Screen key is useful for making hard copies of static

displays. After each screen print, the message Print
operation complete to the default printer

device file appears, notifying the user that the screen print was
successful. Press the Reset key to remove this message.
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3 Accounts
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Finding the Work With AR Accounts Menu

Objectives

Instructions

The following steps will help you find the Work With AR Accounts
Menu. You can use this menu for the main starting point when
Working with AR Accounts.

1. Open your AS/400 session and sign on.
This routine can vary between organizations. Ask your system
administrator for help if you have trouble signing on.
The User Application menu appears.
See Figure 3-1: User Application Menu on page 3-4.

2. Double click Accounts Receivable.
The Accounts Receivable Menu appears.
See Figure 3-2: Selecting An Application on page 3-5.

3. Double click Work With AR Account.
The Work With AR Accounts menu appears. This menu
will be used as the main starting point when working with AR
Accounts.
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Discussion

Start Here

Accounts Receivable is
circled

The
Applications

Selecting
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Figure 3-1 shows the User Application menu.

Figure 3-1: User Application Menu

ZZMENUR DISFLAY 2rl3foz 9:20:47
User Application Menu
User Id YOU
Your Mame Here
1=5elect 2=Change Company
? Application Company I
el e, ¥OURCO Your Company 2]
‘-.._ AR Accounts Receivable _.) YOURCO Your Company
CM Contact Hanagement YOURCO Your Company
GL General Ledger YOURCO Your Company
IC  Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=

Here is a display of the applications you have been given to work
with. The list of applications is controlled through the Run Time
module. You can limit access to certain applications by working

with the users’ authorities.

e In this display, YOURCO is short for Your Company.

Select the Accounts Receivable application, as shown in

Figure 3-2.

3-4
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Double click the
Accounts Receivable
Application

Accounts
Receivable
Menu

Double click on Work
With AR Account
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Figure 3-2: Selecting An Application

ZEZMENUR DISPLAY 2/13502 9:20:47
User Application Menu
User Id YOU
Your Name Here
1=3elect 2=Change Company
? Lpplication Campany
AP Accounts Payable YOURCO Your Company =
LR o Accounts Receiwvable YOURCO Your Company
CH kﬁntact Management YOURCO Your Company
GL eneral Ledgzer YOURCO Your Company
IC Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Run Time YOURCO Your Company
=
(I | [l

Figure 3-3: Accounts Receivable Menu

Fun bApplication Menu
YauRCO Your Company
AR, bocounts Receiwvable Menu
l=5elect or doubleclick description line

? Menu Dezcriptian

| Work With AR &ccounts

Workis th AR Transactions

AF. A Z Eeport

Frint Credit Limit Eeport

LF. Posting to General Ledger

LF. Month End Menu

AF. Setup Menu

Comman Menu Functions

IEI Ok, IEI Exit |E| Change Current Campary

|»

Figure 3-3 shows the Accounts Receivable Menu. Work
With AR Accounts is listed.

Accounts
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Working With
AR Account

These menu items lead
to full-screen displays
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Figure 3-4 shows the Work With AR Accounts menu. Fora
brief description of the Functions and Options listed on this menu,
see Table 3-1: Work With AR Accounts, Functions and Table 3-2:
Work With AR Accounts, Options below.

Figure 3-4: Work With AR Accounts

ALRDT DISPLAY 3f04s02 15:29:18
Work With AR Accounts

Company YOURCO Your Company

Customer Lot
Number Account Fhone Number Mgr

Z=httributes
d=pelete GS=Display 6&=Frint 7=Diary &=Details 9=Notes

1=Edit (Wiew 1)
2=Edit (Wiew 2)

? Custamer hoct CR
Number Account Fhone Number Mz r Sts Hote

40 Alisson Enterpriszes 206-834-9367 us a x
180 Abacus Mowing & Hauling GE4-573-3344 us o
170 Mini Moverz of London 411-344-6755 % s o
190 Bazooka Joe Gum Co. 230-FB5-9752 * 6] *
318 Thompsons Highland Dress 144-257-8362 x 1
360 Grambling Shipyard 411-785-1947 * 1

|«lok [3]Ext [B]add 2] Frint List

Table 3-1: Work With AR Accounts, Functions

Functions

Description

5l

Add: This Function allows you to add new AR Accounts. For
complete instructions on how to use this function, go to Adding
AR Accounts on page 3-8.

E

Print List: Allows you to print all the Accounts listed.

Table 3-2: Work With AR Accounts, Options

Options Description
1 Edit Address: This Option allows you to make changes to
Account addresses and contact information. For complete
instructions on how to use this option, go to Updating AR
Accounts on page 3-14.
2 Edit Account: This Option brings up the display that allows you

to make changes to Account Details. For complete instructions on
how t o use this option, go to Making Changes to Account
Details on page 3-15.
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Options

Description

4

Delete: This Option brings up the display that allows you to
remove an Account. For complete instructions on how to use this
option, go to Deleting AR Accounts on page 3-16.

Display: This Option brings up the display that allows you to
display the details and notes for an AR Account. For complete
instructions on how to use this option, go to Displaying Account
Details on page 3-13.

Print: This Option allows you to print individual AR Accounts.
For complete instructions on how to use this function, go to
Printing Account Details on page 3-17.

Diary: This Option brings up the Diary History by
Account menu. For complete instructions on how to use this
functions and options on this menu, go to Working With Diary
History on page 3-19.

Details: This Option brings up the Work With AR
Transactions menu. For complete instructions on how to use
the functions and options on this menu, go to Section 4: Working
With AR Transactions on page 4-8.

Notes: This Option brings up the menu that allows you to create
notes for existing AR Accounts. For complete instructions on how
to use this function, go to Adding Notes to AR on page 3-10.
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Working With AR Accounts

Objectives

The objective of this section is to demonstrate how to take an
existing Account from the Contact Management Module, and then
authorizing it as an AR Account. Also, Account information
changes and the data must be updated regularly to keep the
information useful. This Section gives step-by-step instructions in
how to maintain the AR Accounts.

After reading this section, you will have a better understanding
about:

e Adding AR Accounts

e Adding Notes to AR Accounts

e Displaying Account Details

e Updating AR Accounts

e Making Changes to Account Details
e Deleting

e Printing Account Details

Adding AR Accounts

Instructions

1. Start from the Work With AR Accounts menu. Click
on the 2! Add button.
The Select Account menu appears. Note: This menu is
linked to the Contact Management Module. If the Account you
desire is not listed you can use the 51 Add button. For complete
instructions on how to add a new Account, see the section on
Adding An Accounts in the Contact Management Users Guide.

2. Select an Account by double clicking on it.
The Add AR Account display appears. See Figure 3-5: Add
AR Account on page 3-9.

3-8
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Start Here

Data Entry Fields

Confirming
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3. Fill in the fields.

Note: All fields are optional except for the Credit Status
field.

4. Click on the = OK button to continue.

The confirm prompt appears to the lower right of the screen.

5. Click on the E.j OK button to confirm.

You are returned to the Work With AR Accounts menu.
The new AR Account is displayed.

Figure 3-5 shows the Add AR Accounts menu. Fill in the
fields. Note: All fields are optional except for the Credit
Status field.

Figure 3-5: Add AR Accounts

AREN ADD 3foaroz 14:23:41
Add AR Account
Account 190 Bazooka Joe Gum Co.
Fhaone J30-F35 0752 Fa 230-F85-9783
Contact | - .
= 4 Click on the prompt boxes to bring
Acct Mezr I_J .
Terms e up the selection panel
Lazt Invoice Date & Amt oo
Lazt Fayment Date & ALmt .oa
Last Statement Date & Amt el
Frint Statement | AL
Date Establizhed I in4nz
Credit Status T Normal O Watch (O Delingent < Required field
Credit Limit I
Current Balance .o
Customer Number
Bank Account Number
Dunn & EBradstreet I
EIDK ’ElE:-cit ElF‘rompt @Key SCIEEN

Once the fields have been filled, click the = OK button twice to
confirm. You are returned to the Work With AR Accounts
menu. The Account you added is listed.
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Figure 3-6: Work With AR Accounts

ARDT DISFLAY Jfo4fo2  15:29:18
Work With AR Accounts
Company YOURCO Your Company
Customer Acct
Number Account Fhone Number Mgr
1=Edit (View 11 Z=httributes
2=Edit i¥iew 22 4=pelete GS=Display 6&=Frint 7=Diary &=Details O=Notes
? Customer Aot CR
Number Account Fhone Mumbe r Mg r 5tz HMote
40 4lisson Enterprises 206-834-9367 Us S = W
100 dbacus Mowing & Hauling 604-573-3344 us 6]
P L L L e, }11-344-6755 * 1 2
Q190 EBazooka loe Gum Co. ~__»in-785-97462 * T
31 5 144 -257-8362 x 1
360 Grambling Shipyard 411-785-1947 * 1
|
|«lok [2]Eat [B]add [ 2] Print List

Adding Notes to AR Accounts

Instructions

1. Start from the Work With AR Accounts menu. Place a

9 in front of an Account Number, and then click the oK
button.

The Work With Account Notes menu appears.

See Figure 3-7: Work With Account Notes on page 3-11.

2. Click on the |21 Add button.
The Add Account Notes display appears.
See Figure 3-8: Add AR Account on page 3-12.

3. In the space provided, type in any notes pertaining to the
Account.

4. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

5. Click on the Jf.j OK button to confirm.
A new Add Account Notes display appears, allowing you
to add more notes.

3-10
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6. Click on the 2| Exit button.
You are returned to the Work With Account Notes
menu. The notes you added appear.
See Figure 3-9: Work With Account Notes on page 3-12.

Discussions

Start Here Figure 3-7 shows the Work With Account Notes menu.

Figure 3-7: Work With Account Notes

DE-! Add button CHF3 DISPLAY 3/08/02  16:13:50
a”OWS yOU to add Work With Account Notes
nOteS to the AR hccount Bazooka Joe Gum Co.
ACCOUnt Notes Type Date User
I oo
2=Edit d=Delete
Motes Type Date User
S
=
|#lok [2]Ext [B]ladd |2 Print List

Adding Click on the L8] Add button. The Add Account Notes display
Account Notes .0, as seen in Figure 3-8 on page 3-12.
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Figure 3-8: Add AR Account

Type in any notes CMCWEFR  ADD 3/04/02  16:19:28 ﬂ
4dd Account Notes —

Type Notes

* |

® % oE ¥ ¥ ¥ ¥ ® o ¥ ¥ X ¥ = w %

e

[«lok [ 2]Exit

Confirming the  Type in any notes pertaining to the Account. Click the #l ok
New Note button twice to confirm. Your returned to the Add Account

Notes display. Click on the 21 Exit button. You are returned to
the Work With Account Notes display. The new notes you
added are listed.

Figure 3-9: Work With Account Notes

The new note is CIrC'led CMF3 DISPLAY 3504702 16:26:07
Wark With Account HNotes

Account Barooka Joe Gum Co.

Notes Type Date Uzser
| F | I
2=Edit d=pelete
?-Ea:—__\ Type Date User I
-« Here are some notes ) &l 3704502 you ﬁl
e
=

l#lok [2]E4t [8]add | 2] Frint List
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Displaying Account Details

Instructions
1. Start from the Work With AR Accounts menu. Place a
5 in front of an Account Number, and then click the #l oK
button.
The Display AR Account menu appears. See Figure
3-10: Display AR Account below.
All the details pertaining the Account are listed. Note: This
display is static: no changes can be made to the data.
For a description of the Options and Functions available on this
menu, see Table 3-3: Display AR Accounts, Functions on page 3-
14.
Discussions
Start Here Figure 3-10 shows the Display AR Account menu. A
description of the Options and Function are explained in 7Table 3-3:
Display AR Accounts, Functions below.
Figure 3-10: Display AR Account
AREUDLER DISPLAY 30402 17:04:33
Display AR Account
Account 190 Bazooka Joe Gum Co. Fh 230-785-97&2 Fx 230-F85-9783
Contact 6]
Loc Mgr * Defaul &
Terms N3@ Het 30 Days
Last Invoice Date & Amt .o
Last Fayment Date & Amt clc)
Lazt Statement Date & Amt .o
Date Established 3fo4r02
Frint Statement ]
Credit Status ]
Lccept Orders
Credit Limit oo
Current Balance il Current ali]
High Balance & Date i) Over 15 ]
Customer Mumber Oyer 30 ol
Bank Account Number Over 45 el
Dunn & Bradstreet Mumber
iIDK ﬂExit ilNotes llFEeview Details ﬂlF‘lint List
»
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Table 3-3: Display AR Accounts, Functions

Functions Description
5] Notes: Allows you to add Notes to the Account. For complete
instructions on how to use this function, go to Adding Notes to AR
Accounts on page 3-10.
| Review Details: Allows you to work with AR Account

Transactions. For complete instructions on how to use this
function, go to Section: Working With AR Transactions on page
4-8.

Updating AR Accounts

Instructions

1. Start from the Work With AR Accounts menu. Place a

I in front of an Account Number, and then click on the 4
OK button.

The Edit Account display appears. See Figure 3-11: Edit
Account on page 3-15.

2. Make the changes to the appropriate fields.

3. Click the £l OK button to continue.
The confirm prompt appears to the lower right of the screen.

4. Click the f.i OK button to confirm.
You are returned to the Work With AR Accounts menu.
The changes have been recorded.

3-14
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Discussions

Start Here Figure 3-11 shows the Edit Account display. Make the
changes to the appropriate fields.

Figure 3-11: Edit Account

Make the Changes CHCFELK CHANGE Ff04i02  17:23:43
to the fields Edit Account

Account Alisson Enterprises

Address 1 6678 ME 165th Street

Address 2

Address 3

City Seattle

Fegiaon WJ Washington

Country HJ United States

FC/Zip 95057

Fhone 206-834-9367

Fax 206-534-9367

Source IEUST J Customer Referal

Status [ETIvE 2]  hctive

wlok [ 2lEsit

Confirm Click on the #! OK button twice to confirm your changes. You are
Changes returned to the Work With AR Accounts menu. The changes

have been recorded

Making Changes to Account Details

Instructions

1. Start from the Work With AR Accounts menu. Place a

2 in front of an Account Number, and then click on the l«d
OK button.

The Edit AR Account display appears. See Figure 3-12:
Edit AR Account on page 3-16.

2. Make the changes to the appropriate fields.

3. Click the £ OK button to continue.
The confirm prompt appears to the lower right of the screen.

4/ Accounts 3-15



Discussions

Start Here

Make the changes
to the fields

Confirm
Changes

Accounts Receivable: Users’ Guide

4. Click the £ OK button to confirm.
You are returned to the Work With AR Accounts menu.
The changes have been recorded.

Figure 3-12 shows the Edit AR Account display. Make the
changes to the appropriate fields.

Figure 3-12: Edit AR Account

ARDS CHANGE

40 Alisson Enterprises

Contact ||_J
acct Mgr Jus
Terms |N3D ;J

Last Invoice Date & Amt
Last Fayment Date & Amt
Last Statement Date & Amt

Account

Us Account Rep
Net 30 Days

ifoaroz

Customer Number
Bank Account Number

Dunn & Bradztreet

iIDK ilEHit ilF'rompt

Edit AR Account

Fh 206-534-9367

Sooa. oo

il
il

{* Do Mot Accept

Print Statement | LD

ALccept Orders  hccept

Credit Status  Normal @ Watch
Current Balance S007.60
Credit Limit lo000. 00

" Delinguent

3f04502 0 17:33:45

Fx 206-534-9367

Click on the #! OK button twice to confirm your changes. You are
returned to the Work With AR Accounts menu. The changes

have been recorded.

Deleting AR Accounts

Instructions

1. Start from the Work With AR Accounts menu. Place a
4 in front of an Account Number, and then click on the l«d
OK button.
The Delete AR Account display appears. See Figure
3-13: Delete AR Account on page 3-17.

2. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.
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3. Click on the ! OK button to confirm.
The Work With AR Accounts menu appears. The deleted
Account has been removed from the list.

Figure 3-13 shows the Delete AR Account display. Make the
changes to the appropriate fields.

Figure 3-13: Delete AR Account

CHCPELK CHANGE ifo4ine 1F:23:43

Edit Account

Account
Address
Address
Address
ity

Alisson Enterprises
6678 ME 165th Street

-

[N

w

Seattle

WA ;J Washington
Ush k|  United States

95057

Fegiaon
Country
FC/Zip

Fhane 206-834-9367
Fax 206-534-9367

Customer Referal
fctive

Source
Status

wlok [ 2lEsit

Click on the = OK button twice to confirm. You are returned to
the Work With AR Accounts menu. The AR Account has
been removed from the list.

Printing Account Details

Instructions
1. Start from the Work With AR Accounts menu. Pla_?_e a
6 in front of an Account Number, and then click on the &l
OK button.
The Print Account display appears. See Figure 3-14: on
page 3-18.
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2. Next, you will need to select a Report Format by clicking
on to the corresponding button.

3. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

4. Click on the ] OK button to confirm.
The system has sent the information to your default printer.

Discussions

Start Here Figure 3-14 shows the Print Account display. You are given
two Report Formats to choose from,;
e Full Format or

e Statement Format

Figure 3-14: Print Account

C“Ck ona bUtton to ARCF ENTER IfessE2 13:44:04
select a format Print Account
Select Report Format and Fress Enter.
Account 120 Bazooka Joe Gum Co.
Fhone 230-785-9782
Fax 230-785-9783
Customer
Date Esztablizhed
Report Format " Full Format " Statement Format
wlok | 3] Exit ‘
Confirming Click on the £ OK button twice to confirm your print job. Go to

Print your default printer to pick up the Report.
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Working With Diary History

Objectives

The Diary is a tool that helps you keep your Contacts up-to-date. All
meetings and phone calls can be logged and follow-up calls can be
planned for the near future. The Diary helps you expedite orders and
make your collections on time.

After reading this section, you will have a better understanding
about:

e Adding Diary Actions
e C(reating Diary Notes

Adding Diary Actions

Instructions

1. Start from the Work With AR Accounts menu. Pla_g_e a 7 in

front of an Account Number, and then click on the #l oK
button.

The Diary History by Account menu appears. See
Figure 3-15: Diary History by Account on page 3-20.

2. Next, click on the .2l Add button.
The Add Diary Action display appears. See Figure 3-16:
Add Diary Action on page 3-20.

3. Fillin the fields.
Note: You are required to fill in the Contact and Action fields.

4. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

5. Click on the ] OK button to confirm.
The Display Diary Notes menu appears. Note: For
instructions on adding notes see section Creating Diary Notes on
page 3-21.
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You are returned to the Diary History by Account
menu. The new Diary Action is displayed.

Figure 3-15 shows the Diary History by Account menu.
The L8] Add allows you to add a new Diary Action.

Figure 3-15: Diary History by Account

CMEN DISPLAY 3fa5f02  15:40:15
Diary History by Account

Account Bazooka Joe Gum Co. Fhone  230-785-9782 Fax 230-785-9783
Uszer hction Date Sts

l1=5elect 9=Notes

wlok [3lEst [B]add

Click on the (8] Add. The Add Diary Action display appears,
as see in Figure 3-16 below. Fill in the fields.

Figure 3-16: Add Diary Action

CHX ENTER. 3705702 15:45:45
Add Diary Action

Uszer You

Ahccount  Bazooka Joe Gum Co.

Fhone 230-785-9782

Fax 230-785-9783
Contact I J
Ahction I J

Date I 3n5@2
Time I 15:45:44 HH:MM: 55
Status |E_

«loK [2]Esit
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Confirming Click on the [#! OK button twice to confirm. The Di splay
Diary Notes menu appears. Note: It is not required to Add
Notes. For instructions on adding notes see Section: Creating Diary
Notes on page 3-21.

Exit Click the [2] Exit button to continue. You are returned to the
Diary History by Account menu. The new Diary Action
is displayed, as see in Figure 3-17, below.

Figure 3-17: Diary History by Account

The n'eW _D|ary CHEM DISPLAY 3/06/02 16:01:15
Action is circled Diary History by Account

Account  Bazooka Jloe Gum Co. Fhone 230-785-9782 Fax 230-785-9783

Uzer Action Date itz

l=5elect 9=Notes
* User ‘/"rc't-'i-o_n_ Descr'ipt'io?—_-'\ Date Fhone Sts I

Yol ( MaTL Sent Letter in Mail ) 30502 230-F85-9762 C 2|

(«]ok [2]Exit [5]add

Creating Diary Notes

Instructions

1. Starting from the Work With AR Accounts menu, place

a 7 in front of an Account Number, and then click on the E2
OK button.
The Diary History by Account menu appears.

2. Place a 9 in front of an action, and then click on the F OK
button.
The Display Diary Notes menu appears.

3. Next, click on the 2| Add button.
The Add Diary Notes display appears.
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4. In the space provided, type in any notes.

5. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

6. Click on the ] OK button to confirm.
You are returned back to the Add Diary Notes display.
Note: You can add more notes on this display.

The Display Diary Notes panel appears. The notes you
added are displayed.

You are returned to the Diary History by Account
menu.

Discussions
Start Here Figure 3-18 shows the Diary History by Account menu.
Use Option 9 to display Diary Notes.
Figure 3-18: Diary History by Account
. Optlon 9 CHMEN DISPLAY 3fO5/02 1le:01:1%
dISplayS Dlary Diary History by Account
NOteS Account  Bazooka Joe Gum Co. Fhone 230-785-9782 Fax 230-785-9783
User Actian Date Sts
[ r r
1=ielect 9=Notes
¥ User Action Description Date Fhone Sts
9 You MATL Sent Letter in Mail 3/05/02 230-785-9752 C J=
=l
(#]0K [2]Exit [B]add
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Displaying Place a 9 in front of an action, and then click on the ! OK button.
Notes The Display Diary Notes menu appears, as seen in Figure
3-19, below. There is no data to display.

The L& Add allows you to add Diary Notes.

Figure 3-19: Display Diary Notes

‘_E.J Add button CHEM DISPLAY 305782 15:40:15
|etS yOu add Diary History by Account

Account Eazooka Joe Gum Co. Fhone 230-785-9782 Fax 230-7585-9733

User Action Date Sts

T r r

l=ielect S=Notes

«lok [2lExt |[5]add

Adding Clicking on the 5] Add brings up the Add Diary Notes
display. In the space provided, type in any notes.

Confirming Click on the #] OK button twice to confirm. You are returned back
tothe Add Diary Notes display. Note: You can add more
notes on this display.

Displaying Click on the 2! Exit button. The Di splay Diary Notes
New Notes panel appears. The notes you added are displayed.
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Finding the Work With AR Transactions Menu

Objectives

Instructions

The following steps will help you find the Work With AR
Transaction Menu. You can use this menu for the main starting
point when Working with AR Transactions.

1. Open your AS/400 session and sign on.
This routine can vary between organizations. Ask your system
administrator for help if you have trouble signing on.
The User Application menu appears.
See Figure 4-1: User Application Menu on page 4-4.

2. Double click Accounts Receivable.
The Accounts Receivable Menu appears.
See Figure 4-3: Accounts Receivable Menu on page 4-5.

3. Double click Work With Transactions.
The Work With AR Transactions menu appears. This
menu will be used as the main starting point when working with
AR Transactions.
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Figure 4-1 shows the User Application menu.

Figure 4-1: User Application Menu

ZZMENUR DISFLAY 2rl3foz 9:20:47
User Application Menu
User Id YOU
Your Mame Here
1=5elect 2=Change Company
? Application Company I
el e, ¥OURCO Your Company 2]
‘-.._ AR Accounts Receivable _.) YOURCO Your Company
CM Contact Hanagement YOURCO Your Company
GL General Ledger YOURCO Your Company
IC  Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=

Here is a display of the applications you have been given to work
with. The list of applications is controlled through the Run Time
module. You can limit access to certain applications by working

with the

e In this display, YOURCO is short for Your Company.

users’ authorities.
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Select the Accounts Receivable application, as shown in

Figure 4-2.

Figure 4-2: Selecting An Application

ZZMENUR DISFLAY 2713502 9:20:47
User Applicatian Menu
User Id YOU
Your Mame Here
1=%elect 2=Change Company
7 Application Company |
AF  Accounts Fayable YOURCO Your Company _*I
AR o ACCounts Receivable YOURCO Your Company
CH kﬂntact Management YOURCO Your Company
GL eneral Ledger YOURCO Your Company
IC Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=
(it | ol

Figure 4-3 shows the Accounts Receivable

With AR Transactions is listed.

Figure 4-3: Accounts Receivable Menu

Menu. Work

Run spplication Menu
YOURCO Your Company
AR Accounts Receivable Menu
1=%elect or doubleclick description line

? Menu Description

| Work YWith AR Accounts

|

Work With &R Transactions

LR & Report
Frin redit Limit Report

LFE Foszting to General Ledger

AF. Month End Menu

LR Setup Menu

Common Menu Functions

EI Ok EI Exit El Change Cunrent Compary

Transactions
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Figure 4-4 shows the Work With AR Transaction menu.
For a brief description of the Functions and Options listed on this
menu, see Table 4-1 and Table 4-2, below.

Figure 4-4: Work With AR Accounts

ALRHT DISPLAY 3fO¥fE2 0 9:41:03
Work With AR Tranzactionz
Loccount  Trans  Transaction Trans Original
Type Date Amount
I 0
1=lisplay Order g=Feprint Invoice
2=Change J=Copy 4=Delete S=lbistributiaon 7=Reazsign S=betails 9=Notes
7 Account Trans Transactiaon Trans Original Open Due
Type Date Amount Amoun t Date
360 INV 123 370602 1@0.080 .aa 3r19502 &
Grambling Shipyard Invoice Status O
360 CM 12347 370602 400 .00 .aa 3712502
Grambling Shipyard Credit Memo Status 0O
130 CH 12346 3fA6502 300,80 300. a0 3714502
Ezazooka Joe Gum Co. Credit Memo Status O
130 CH 12346 3fA6502 G0 . aa 900 . aa 3714502
Eazooka Joe Gum Co. Credit Memo Status 0
190 INW 12345 3706502 300,00 .o 3/08/02
Bazooka Joe Gum Co. An Invoice for services Status O
40 CH 123 3704502 5.00 5.00 3704502
Alisson Enterprises desl123 Status 0 il
’EIDK ’ElEHil ’EIAdd @Printﬂpen Transactions

Table 4-1: Work With AR Transactions, Functions

Functions

Description

5l

Add: This Function allows you to add new AR Transactions. For
complete instructions on how to use this function, go to Adding
AR Transactions on page 4-8.

Print Open Transactions: Allows you to print all the Open
Transactions. For complete instructions on how to use this
function, go to on page Printing an Open Transactions on page 4-
11.

Table 4-2: Work With AR Transactions, Options

Options

Description

1

Display Order: This Option brings you to a menu that allows you
to display data for individual Customer Orders. For complete
instructions on how to use this option, go to Displaying Orders on
page 4-16.
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Options

Description

2

Change: This Option brings up the display that allows you to
make changes to Transactions. For complete instructions on how t
o use this option, go to Making Changes to AR Transactions n
page 4-17.

Copy: This Option brings up the display that allows you to create
another Transaction by copying the data and giving it a new
Transaction Number. For complete instructions on how to use this
option, go to Copying AR Transactions on page 4-20.

Delete: This Option brings up the display that allows you to
remove Transactions. For complete instructions on how to use
this option, go to Deleting an AR Transaction on page 4-21.

Distribution: This Option brings up the display that allows you
to apply payments to AR Accounts. For complete instructions on
how to use this option, go to Applying AR Account Payments on
page 4-12.

Print: This Option brings up the display that allows you to reprint
invoices. For complete instructions on how to use this function, go
to Reprinting AR Account Invoices on page 4-13.

Reassign: This Option brings up the display that allows you to
take the existing Transaction and reassigning it to another account.
For complete instructions on how to use this option, got to
Reassigning AR Transactions on page 4-14.

Details: This Option brings up the Work With AR
Transaction GL Distribution menu. For complete
instructions on how to use the functions and options on this menu,
go to Working With AR Transaction GL Distribution on page
4-29.

Notes: This Option brings up the Work With AR
Transaction Notes menu. For complete instructions on how
to use the functions and options on this menu, go to Working
With AR Transaction Notes on page 4-24
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Working With AR Transactions

Objectives

The objective of this section is to demonstrate how to work with
Accounts Receivable Transactions. As new Transactions are being
processed on a regular basis, it important to update the data to keep
the information useful. This Section gives step-by-step instructions
in how to maintain the AR Transactions.

After reading this section, you will have a better understanding
about:

Adding AR Transactions

e Printing an Open Transactions

e Applying AR Account Payments

e Reprinting AR Account Invoices

e Reassigning AR Transactions

e Displaying Orders

e Making Changes to AR Transactions
e Copying AR Transactions

e Deleting an AR Transaction

Adding AR Transactions

Instructions

1. Start from the Work With AR Transaction menu.

Click on the £l Add button.
The Add AR Transaction menu appears.

2. Fill in the required fields.

4-8
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3. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

4. Click on the fJ OK button to confirm.
You are returned to the Work with AR Transactions
menu. The new AR Transaction is listed.

Figure 4-5 shows the Work With AR Transactions menu

The L&! Add button allows you to add new AR Transactions.

Figure 4-5: Work With AR Transactions

ARHT DISPLAY 3fa7so2 9:49:19
Work With AR Transactions
Locount  Trans  Transaction Trans Original
Type Date Amount
I (I
1=Dkizplay Order G=Feprint Inwoice

2=Change 3=Copy 4=lelete S=kistribution T=Feassign G=Details 9=Notes

EI Ok El Exit EIAdd EI Print Open Transactions

Transactions
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Adding Figure 4-6 shows the Add AR Transactions menu. Fill in the
fields. Note: Clicking on the prompt boxes to the right of each
field, brings up a selection panel.

Figure 4-6: Add AR Transaction

ARIH ENTEFR. 3flofez 15:52:36
Add AR Transaction

Account Number || J

|

Tranzaction Number

P

Transaction Type

11

Description

It is required to fill

in these f|e|ds Transaction Date 31002 =
Due Date =
Original Amount 1)
Bank J
Currency J
Original Domestic Amount oe

E‘ Ok EI Exit E‘ Overide

Confirming Click the ! OK button twice to confirm. You are returned to the
Work with AR Transactions menu. The new AR
Transaction is listed, as see in Figure 4-7,below.

Figure 4-7: Work With AR Transactions

The new AR
. . ARED DISFLAY 3/05/02 20:54:57
Transact|0n IS Work With 4R Transactions
. Account Trans Transaction Trans Orig &mt
CIFC|ed Type Date
190 ] | | |
1=Display Order G=Reprint Invoice
2=Change I=Copy S=0istribution T=Reassign 8=Details S=Notes
? Account Tr i T 'r——fﬂ\mt Due Date
/T'yi‘:——— Description
( 190 DM 12345 3/05/02 500,00 SDD.)D 313702 2|
Debit Memo
i s —
=

[#]0k [2]Ext [8]Add |20 Print List
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Printing an Open Transactions

Instructions
1. Start from the Work With AR Transaction menu.
Click on the 2! Print Open Transaction button.
Fist the message Processing Print List.. appears at the
bottom of the display.. Next, the message Completed
Printing List appears.
2. The Open Transaction List is sent to your default printer.
Discussions
Start Here Figure 4-8 shows the Work With AR Transactions menu.
The 21 Print Open Transaction List button allows you to print a
list of Open Transactions.
Figure 4-8: Work With AR Transactions
2 lets you RHT DISPLAY 3/07/02  9:49:19
print Open ) Work With AR Transa.ct.ions
. Account  Trans  Transaction Trans Original
transactions Type Date Amount
[ [
1=Display Order 6=Reprint Invoice
2=Change 3=Copy 4=pelete S=Distribution 7=Reassign G=Details 9=Notes
? Account Trans Transaction Trans Original Open Due
Type Date Amaunt Amount Date
190 INY 124 iforfoz 500.00 500,00 3F13502 A
Bazooka Jloe Gum Co. This is an Invoice Status @
=
’EIDK IEIExit ElAdd @Printﬂpen Transactions
Printing Click on the 21 Print Open Transactions button. Go to your
default printer to pick up the Open Transaction List.
KDy Transactions 4-11
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Applying AR Account Payments

Instructions

Discussions

Start from the Work With AR Transactions menu.
Plac_g a 5 in front of an account number and then click on

the ] OK button.
The Apply AR Transactions menu appears.

In the Apply field, type in the amount that is being applied to

the invoice and then click the ! OK button.
The confirm prompt appears to the lower right of the screen.

Click the '£! OK button to confirm.

You are returned to the Apply AR Transactions menu.
Note: If the full amount is applied to the invoice, the transaction
will be removed from the list. If there is only a partial payment,
the remaining amount due on the invoice is displayed.

Start Here Figure 4-9 shows the Work With AR Transactions menu.
Option 5 brings up the menu that allows you to add payments.
Figure 4-9: Work With AR Transactions
Optlon 5 |etS ARH? DISPLAY 3ferfo2 9:49:19
you tO Work Work With AR Transactions
. . . . Account  Trans  Transaction Trans Original
W|th dIStFIbUtIOn Type Date Amount
I [ I I
1=Display Order G=Reprint Invoice
2=Change I=Copy d=pelete S=Distribution T=Reassign S=Details S=Notes
bccount Trans  Transaction Trans Original Open Due
Type Date Amount Amaun t Date
198 INY 124 3707102 500,00 500,008 3flico2 &
Eazooka loe Gum Co Thi= i= an Invoice Status A
k|

EI ok EI Exit EI Add @ Print Open Transactions

4-12
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Trans i Place a 5 in front of an Account, and then click on the #l oK
Transaction button. The Apply AR Transactions menu appears, as seen

Menu in Figure 4-10: Apply AR Transactions below.
Figure 4-10: Apply AR Transactions
FI” in the ARMY DISPLAY Ifosfo2 1@:15:51
amount that is —{ Apply AR Transactions
H : 158 Bank 01
belng app“ed Type ctian Date Lmount Open Amount Curr
CH 12346 SrA6S02 EOE . A0 EOE . A0 CaM
1=i4pply 2=Change S=DistribuTt g=Details O=Notes
? Type Transactiaon Date DM To bLpply Curr I
| INY 12345 3fO6S02 308. 00 .Aa CamW ﬁ'
An Invoice for Serwices
=l
|«lok [2]Ext [5]add
Applying Figure 4-10 shows the Apply AR Transactions menu. In
Payments the To Apply field, fill in the amount to be applied to the
Transaction.
Confirming Click on the #1 OK button twice to confirm. You are returned to

the Apply AR Transaction menu. Note: Ifthe full amount
is applied, the transaction will be removed from the list. If there is
only a partial payment, the remaining amount is displayed.

Reprinting AR Account Invoices

Instructions

1. Start from the Work With AR Transactions menu.
Place a 6 in front of an invoice and then click on the = OK

button.
The message Processing Print List.. appears at the
bottom of the display.

KDy Transactions 4-13
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Printing
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2. The Invoice is sent to your default printer.

Figure 4-11: Work With AR Transactions

Figure 4-11 shows the Work With AR Transactions menu.
Option 6 allows you to reprint invoices for individual Transactions.

El oK El Exit ElAdd @ Frint Open Tranzactions

WRHT DISFLAY IFAFIOZ 0 9:49:19
Wark With &R Transactions
Account  Trans  Transaction Trans Original
Type Date Amount
I | | I
1=Display Order g=Feprint Invoice
2=Change F=Copy d=pelete S=Distribution F=Reassign S=Details I=Motes
7 Lccount Trans  Transaction Trans Original Open Due
Type Date Amount Amount Date
190 INV 124 3ro7so2 Loo. oo Soo. oo 3713702 &
Eazooka Joe Gum Co. Thiz iz an Invoice Status @
3

Place a 6 in front Account you want to reprint an invoice for, and
then click on the ] OK button. Go to your default printer to pick
up the Reprinted Invoice.

Reassigning AR Transactions

Instructions

1. Start from the Work With AR Transactions menu.

Place a 7 in front of an Account Number and then click on

the 2l OK button.

The Reassign AR Transaction display appears. See
Figure 4-13: Reassign AR Transaction display on page 4-16.
Note: This does not apply to closed transactions.

4-14
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Start Here

Accounts Receivable: Users’ Guide

2. Next, click on the prompt button to the right of the Account

field.

The Select AR Account menu appears.

3. Select an account by double clicking on it.

You are returned to the Reassign AR Transaction
display. The system automatically fills the Account field with

the new Account Number.

4. Click the fJ OK button to continue.

The confirm prompt appears to the lower right of the screen.

5. Click on the = OK button to confirm.

You are returned to the Work With Account Transaction menu.
The reassigned transaction has been removed from this account.

Figure 4-12 shows the Work With AR Transactions menu.

Option 7 allows you to Reassign Transactions.

Figure 4-12: Work With AR Transactions

Optlon 7 |etS ARED DISFLAY jfoafoz 1o0:04:22
yOU reaSSIgn Work With AR Transactions
H Lccount Trans  Transaction Trans Orig Amt
transactions Tyme Date
190 | |
1=Display Order G=Reprint Invoice
2=Change F=Copy S=Distribution T=Reassign G=Details O=Notes
?  hccount Tran Transaction Date Orig Amt Open Amt Due Date
Type Description
190 CH 12346 Ffoafoz 600, 00 600 . 00 314502 2
Credit Memo
190 IWW 12345 ifoafoz 300,00 300. 00 Ffogr oz
An Invoice for Services
=
|#lok [3lEsit [8]add [2]FrintList
4/ Transactions 4-15
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Figure 4-13 shows the Reassign AR Transaction display.
You can reassign a Transaction by changing the Account number.

Note: This does not apply to closed transactions.

Figure 4-13: Reassign AR Transaction display

ARIU CHANGE jfoefoz  10:53:53
Feassign AR Transaction
Account I lgﬂd
Tranzaction 123
Description IIn\ro'ice
Trans Type INY Invoice
Trans Date 3602
Due Date EENR=TRiFl
Original Amount 100 . 00
Open Amount .oa
Currency CAN Canadian Dolllars
Orig Domestic Amt 100 . 00
Open Domestic Amt N li]
«lok [ 3]Est

Once the Account field has been filled in with the Account Number,

click on the (£ OK button twice. Note: If you are unsure of the
new Account Number, click on the prompt box the right of the
Account field. The Select AR Account panel appears.

You are now back at the Work With AR Transaction menu.
The Transaction that was reassigned no longer appears on the list.

1. Start from the Work With AR Transaction menu.
Place a I in front of an Account Number, and then click on
the £/ OK button.

The Display Order Key panel appears. Note: Only orders
that have not been posted to the General Ledger can be viewed.

4-16
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Start Here
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prompt box
brings up a

selection panel

Prompting

Selecting
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2. Click on the prompt box to the right of the Account field.
The Select OE Order Header panel appears. This is the
display helps you find orders that have not yet been invoiced.
Note: This display is linked to the Order Entry Module.

3. Select an Order by double clicking on it.
You are returned to the Display Order Key panel. The
Account field has been filled in by the system.

4. Click on the *! OK button to continue.
The Display Order panel appears. All data for the
Customer Order is displayed here. Note: This is a static display.
No changes can be made.

Figure 4-14 shows the Display Order Key panel. Clicking
on the prompt box to the right of the Account field brings a
selection panel.

Figure 4-14: Display Order Key

I0: UMDIR DISPLAY 3714532 11:01:59
Display Order Key
Company I J
Order I
«lok 2] Exit

Prompting the Account field brings up the Select OE Order
Header panel appears.

Select an Order by double clicking on it. You are returned to the
Display Order Key panel.
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lick on the #1 OK button to continue. The Display Order

panel appears, as shown in Figure 4-15 below.

Figure 4-15: Display Order panel

e}

I0: UMDLIE  DISFLAY Ff14/02 11:33:27
Display Order

Order 21 Master o hoot Mgr ¥

Bill to 190 Ship to o

Bazooka Jloe Gum Co. Bazooka Joe Gum Co.

6889 W.23rd Street 6559 W.23rd Street

HNew Yark HNew York

Type ORDER.  Standard Order

Reason * Standard Order

Status OFEMN Open Order

Shipping * Onsite §/ Pickup Warehouse

FO 958765

Ordered 3509502 Required 3509502 Shipped 3f11502 Invoiced 3f11f02

Waybill Note

Het amt oo

subtotal el

Tax i)

Total .Be uso

[OK | 3] Esit

Making Changes to AR Transactions

Instructions

Start from the Work With AR Transaction menu.
Place a 2 in front of an Account Number, and then click the

#1 OK button.
The Edit AR Transaction display appears. See Figure
4-17: Edit AR Transactions on page 4-19.

Make changes to the appropriate fields.

Click the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

Click the ] OK button to confirm.
You are returned to the Work With Customer
Transaction menu. The changes have been recorded.

4-18
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Discussions
Start Here Figure 4-16 shows the Work With AR Transactions menu.
Option 2 allows you to make changes to and AR Transaction.
Figure 4-16: Work With AR Transactions
Option 2 lets ARED DISPLAY _ _ 3/06/02 10:04:22
make changes Account Trans Transaction  Trans | Orig ant
Type Date
to AR o0 [ |
Transactions 1=bisplay Order G=Reprint Invoice
2=Change 3=Copy S=Distribution T=Reassign g=Details 9=Notes
? Account Tran Transaction Date Orig amt Open Amt Due Date
Type Description
198 CH 12346 3/06/02 600,00 600,00 3/14/02/2)
Credit Memo
198 INY 12345 3/06/02 300,00 300,00 3/08/02

An Invoice for Services

=
ok (3l [6]add [ 2] Print List
Making Figure 4-17 shows the Work With AR Transactions menu.
Changes Option 2 allows you to make changes to an AR Transaction.
Figure 4-17: Edit AR Transactions
ARIT CHANGE 3/A7S02 0 10:27:42
Edit &R Transaction
Account Number 3l
Transaction Number l124|—
Transaction Type IHY Invoice
Changes can be Description ITh'is iz an Invoice
made to these f|e|dS Tranzaction Date ITBELI
Due Date 31302 vl
Original Amt oo, 00
Open Amt 500.08
Currency CAN Canadian Dollars
Original Domestic Amt Loo.on
Open Domestic Amt 500.08
|«lok [ 3]Esit
Confirming Click on the £ OK button twice to confirm. You are returned to the

Work With AR Transactions menu. The changes have
been recorded by the system.
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Copying AR Transactions

Instructions

1. Start from the Work With AR Transactions menu.
Place a 3 in front of an Account Number, and then click on

the #/ OK button.

The Copy AR Transaction display appears.

Note: The purpose of this display is to create a new Transaction
from the existing data.

2. Make the necessary changes to the fields.
Note: You can make changes to all fields.

3. Click the £l OK button to continue.
The confirm prompt appears to the lower right of the screen.

4. Click the ¥ OK button to confirm.
You are returned to the Work With AR Transactions
menu. The copied Transaction is displayed.

Discussions

Start Here Figure 4-18 shows the Copy AR Transaction display. This
display allows you to create a new Transaction from an existing one.

Figure 4-18: Copy AR Transaction

AROG ENTER 3f1as02  16:40:29
Copy AR Transzaction

hccount Mumber 150
Tranzaction Number |1234
Transaction Type IIN J
Changes can be
made to these flelds Description |Invn1 ce for services
Tranzaction Date I jlooz =
Due Date I 31402 =
Original Amount 450,00
Currency Ust J
Bank s 4
Original Domestic Amount | 684.00

«loK | 3]Esit
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Copying Once the necessary changes have been made, click on the #l oK
button twice to confirm. You are returned to the Work With AR
Transactions menu. The copied Transaction is displayed, as
shown in Figure 4-19, below. Note: Only the description of the
copied transaction has been changed. The remaining data is the
same as the original transaction.

Figure 4-19: Work With AR Transactions

The COpled ARHT DISPLAY 3flofoz 16:56:31
Transaction is Work With AR Transactions
H Account Trans Transaction Trans Original
CIrCIed Type Date Amoun t
1=Di=splay Order 6=Feprint Inwvoice
2=Change I=Copy d=Delete S=Distribution T=Rezssigh 8=Details 9=Notes
? bhccount Trans Transaction Trans Original Open Due
T Late AmMOUR L P ITreTT —elgte
] 198 FAY 1234 3510502 450,00 450.00 3714502 _-z
ST ——@mzooks Joe Gum Co. Fayment for services Staty R
190 TIHY 1234 R L) o 450. 00 314502
Bazooka Joe Gum Co. Invoice for services Status @

il oK ﬂ Exit ﬁ Add ﬂ Print Open Transactions |

Deleting an AR Transaction

Instructions

1. Start from the Work With AR Transactions menu.
Place a 4 in front of an Account Number, and then click on
the ] OK button.

The Delete AR Transaction display appears. As shown
in

2. Click on the OK button continue.
A confirm prompt appears to the lower right of the screen.

3. Click on the OK button to confirm.
You are returned to the Work With AR Transactions menu.
The transaction you deleted is no longer displayed, as shown in
Figure 4-22: Work With AR Transactions on page 4-23.
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Discussion

Start Here

Option 4 lets
LEH7 DISFLAY jflese2 17:86:13
you delete Work With &R Transactions
transactions Account Trans Transaction Trans Original
Type Date Amount
I I
1=Misplay Order g=Feprint Invoice
2=Change F=Copy d=pelete S=Distribution T=Feassign &=Details S=Notes
7 Account Trans Transaction Trans Original Open Due
Type Date Lmount Amoun £ Date
190 FAY 1234 iflafoz 450.80 450.00 3fl4502 2]
BEazooka Joe Gum Co. Fayment for services Status O
4 190 INY 1234 3r1e/02 450.00 450.00 3fl4s02
Bazooka Joe Gum Co. Invoice for services Status 0

Accounts Receivable: Users’ Guide

Figure 4-20 shows the Work With AR Transaction menu
Option 4 brings up the display that allows you to remove a

Transaction.

Figure 4-20: Work With AR Transactions

El oK El Exit El Add El Frint Open Transactions

Delete AR
Transaction
menu

Figure 4-21: Delete AR Transaction

Figure 4-27 shows the Delete AR Transaction display.

ARHT DISPLAY iflefoz 17:06:13
Work With AR Transactions
Account Trans Transaction Trans Original
Type Date Amount
1=Display Order I G6=FEeprint Invoice I
2=Change F=Copy d=pelete S=Distribution 7=Reassign G=Details 9=Motes
Y Account Trans Transaction Trans Original Open Due
Type Date Amount Amount Date
198 FAY 1234 3105682 450 . B 450 . @8 3714502 &
Eazooka Joe Gum Cao. Fayment for services Status O
4 198 INY 1234 310502 450 .00 450. 00 Jr14502
Eazooka Joe Gum Co. Invoice for services Status 0

|« oK

’El Exit El Add IEI Pririk Open Tranzactions

4-22
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Click on the OK button twice to confirm. You are returned to the
Work with AR Transaction menu. The Transaction you
deleted has been removed from the list, as shown in Figure 4-22,

below.

Figure 4-22: Work With AR Transactions

hRHT DISPLAY 3F18/02 17:16:45
Wark With AR Tranzactions
Account Trans Transaction Trans Original
ITyia Date Amount
I | I
1=Display Order g=Feprint Invoice
2=Change 3=Copy 4=Delete S=liztribution T=Reassign &G=DLetails 9=Notes
?  Account Trans Transaction Trans Original Open Due
Type Date Amount Amount Date
190 PaY 1234 3710002 450.00 450.00 3f14502 &
Ezzooka Joe Gum Co. Fayment for serwices Status O

EI oK EI E it EI Add @ Frint Open Transactions

Transactions
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Working With AR Transaction Notes

Objectives

AR Transaction Notes are Notes made by people in your
organization about the AR Transactions. These Notes help keep
everyone up-to-date on any particular Transaction.

After reading this section, you will have a better understanding
about:

e Adding AR Account Transaction Notes

e Displaying AR Account Transaction Notes

Adding AR Account Transaction Notes

Instructions

1. Start from the Work With AR Transactions menu.
Place a 9 in front of an Account Number and then click on
the */ OK button.

The Work With AR Transaction Notes menu
appears. See Figure 4-24: Work With AR Transactions Notes on
page 4-26.

2. Click on the %! Add button.
The Add AR Transaction Notes display appears. See
Figure 4-25: Add AR Transactions Notes on page 4-26.

3. In the space provided, type in any notes pertaining to the
Transaction.

4. Click the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

5. Click on the #] OK button to confirm.
A new Add AR Transaction Notes display appears, allowing
you to add more notes.

4-24
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6. Click on the 2! Exit button.
The Work With AR Transaction Notes menu

appears. The new notes are displayed.
Discussions

Start Here Figure 4-23 shows the Work With AR Transactions menu.
Option 9 brings up the menu that allows you to add notes.

Figure 4-23: Work With AR Transactions

Option 9 lets

i ARHT DISFLAY IFATI02 9049119
yOU Work W|th Work With &R Transactions
Transaction Account  Trans  Transaction Trans Original
Tvpe Date Amount
Notes [ l_ [ I
1=Display Order g=Feprint Invoice
2=Change F=Copy d=pelete S=Distribution F=Reassign S=Details I=Motes
7 Lccount Trans  Transaction Trans Original Open Due
Type Date Amount Amount Date
190 INV 124 3ro7so2 Loo. oo Soo. oo 3713702 &
Eazooka Joe Gum Co. Thiz iz an Invoice Status @

sl
EIDK ElEHit ElAdd @Printﬂpen Tranzactions
Notes Menu Place a 9 in front of an Account, and then click on the #l ok
button. The Work With AR Transaction Notes menu
appears, as seen in Figure 4-24 on page 4-26.
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Figure 4-24: Work With AR Transactions Notes

Work With AR Transaction Notes

MNotes Date Uzer

No data to display.

|«lok [ 2]Exit [5]add |21 Print List

Click on the L8] Add button. The Add AR Transaction Notes
display appears, as seen in Figure 4-25, below. In the space
provided, type in any notes pertaining to the Transaction.

Figure 4-25: Add AR Transactions Notes

Type any nOteS LRIIEFE ADD IfEaS02 11:47:28
in the space 4dd AR Transaction Notes
provided\ = |
4 3
3
|«]oK [ 2] Esit
Confirming Click on the [#] OK button twice to confirm. The Add AR
Transaction Notes .display remains allowing you to add more
notes. )
Exiting Click on the 21 Exit button. The Work With AR Transaction

Notes menu reappears. The notes you added are displayed.

4-26
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Displaying AR Account Transaction Notes

Instructions

Discussions

Start Here

Option 9 lets
you display
Transaction
Notes

Displaying
Transaction
Notes

1. Start from the Work With AR Transactions menu.
Place an a 9 in front of an Account Number and then click
on the £l OK button.

The Work With AR Transaction Notes menu
appears. The notes for the Transaction are displayed.

Figure 4-26 shows the Work With AR Transactions menu.
Option 9 allows you to display Transaction Notes.

Figure 4-26: Work With AR Transactions

LRED DISPLAY Ffoaf0z 10:04:22
Work With AR Tranzactions
Lccount Trans  Transaction Trans Orig Amt
Type Date
oo [ | |
1=Display Order G=Reprint Invoice
2=Change F=Copy S=Distribution T=Reassign G=Details O=Notes
?  hccount Tran Transaction Date Orig Amt Open Amt Due Date
Type Description
E  Ei LEEdE 3f06/02 G600 . 60 600.00 314502 2
Credit Memo
190  INW 12345 3/06/02 300. 00 3po.e0 3f05/02

An Invoice for Services

|#lok [3lEsit [8]add [2]FrintList

Place a 9 in front of an Account Number and then click on the +
OK button. The Work With AR Transaction Notes
menu appears, as seen in Figure 4-27 on page 4-28.
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Figure 4-27: Work With AR Transactions

Wark With AR Transaction MNotes

Notes Late User

4-28
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Working With AR Transaction GL Distribution

Objectives

This objective of this section is to demonstrate how to work with
your AR Transaction GL Distribution Items. This Section gives
step-by-step instructions in how to work with AR Transaction GL
Distribution.

After reading this section, you will have a better understanding
about:

e Adding AR Transaction GL Distribution Items
e Making Changes to AR Transaction GL Distribution Items

Adding AR Transaction GL Distribution Items

Instructions

1. Start from the Work With AR Transaction menu.
Place an 8 in front of a Transaction Number, and then
click on the ! OK button.

The Work With AR Transaction GL Distribution menu appears.
See Figure 4-28: Work With AR Transaction GL Distribution on
page 4-30.

2. Click on the 5] Add button.

The Select GL Account display appears

3. Select an Account by double clicking on it.

The Add AR Transaction GL Distribution menu
appears. See Figure 4-29: Add AR Transaction GL Distribution
on page 4-31.

4. Fill in the required fields.

5. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.
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6. Click on the ;f_] OK button to confirm.
You are returned to the Work With AR Transaction GL

Distribution menu. The Transaction you added is now
listed. See Figure 4-30: Work With AR Transaction GL
Distributions on page 4-31.

Discussions
Start Here Figure 4-28 shows Work With AR Transaction GL
Distribution menu. The L&l Add button allows you to add
Figure 4-28: Work With AR Transaction GL Distribution
BT
l*-! Add lets ARET DISPLAY 3/10/02 18:45:20
you add Wark With 4R Transaction GL Distributions
Cost Loct Sub GL Amount GL Units Orig Domestic
Centre Code Acct
| 684 .0OCR 450,00 684 .00
2=Change 4=Delete
v Cost hocct Sub GL Amount GL Unit=s
Centre Code Acct
1130 450, 0OCR 6@ Bl
CASH: US Dollar Account
1131 234 . 00CR 450. 00

US Dollar Account: Exchange

|#lok [2]Est | B]add

Selecting a GL  After clicking on the 5] Add button, the Select GL Account
Account panel appears. Select a GL Account by double clicking on it. The
Add AR Transaction GL Distribution display appears,

as shown in Figure 4-29 on page 4-31.
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Figure 4-29 shows the Add AR Transaction GL
Distribution display. Fill in the fields. Note: Only the GL
Amount field is required.

Figure 4-29: Add AR Transaction GL Distribution

LEKN ADD Jflefoz  19:26:40
Ahdd AR Transaction GL Distribution

AR Tranzaction [=1e)

GL Account 1118 Cash in Hand (petty Cash)

GL Amount I oo

It is required to fill in this field

Units Label

}A I .ag

[#]oK [2]Ex

Click on the = OK button twice to confirm. You are returned to
the Work With AR Transaction GL Distributions

menu. The new GL Distribution Item has been added to the list, as

shown in Figure 4-30.

Figure 4-30: Work With AR Transaction GL Distributions

ARET DISFLAY Fflofe2 19:39:00
Work With AR Tramsaction GL Distributions|
Cost Loct Sub GL Amount GL Units Orig Domestic
Centre Code Aot
| 434 . 00OCR 450 .80 634 .00

2=Change d=pelete

?  Cost Aot Sub GL Amount GL Unit=
| e =—TEN LI Code Acct e

1100 250.00 oy

|»

Cazh Assets

110 45U.EBER i)

CasH: US Dollar Account

1131 234 . DOCR 450,60

Us Dollar Account: Exchange

[#]ok [3]Exit [5]add

Transactions
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Making Changes to AR Transaction GL Distribution Items

Instructions

. Start from the Work With AR Transactions menu.

Place an 8 in front of an Transaction Number, and then
click on the #J OK button.

The Work With AR Transaction GL Distribution
menu appears. See Figure 4-31: Work With AR Transaction GL
Distributions on page 4-33.

. Place a 2 in front of an Account Code and then click on

the#! OK button.
The Edit AR GL Distribution display appears. See
Figure 4-32: Edit AR Transaction GL Distribution on page 4-33.

. Make changes to the appropriate fields.

For a description of the fields, see on page.

. Click the #! OK button to continue.

The confirm prompt appears to the lower right of the screen.

. Click the ] OK button to confirm.

You are returned to the Work With AR Transaction GL
Distribution menu. The changes have been recorded.

4-32
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Figure 4-31 shows the Work With AR Transaction GL
Distribution display. Option 2 brings up the display that
allows you to make changes.

Figure 4-31: Work With AR Transaction GL Distributions

ARET DISFLAY Fflofoz  19:35:00
Work With AR Transaction GL Distributions
Cost Loct Sub GL &mount GL Units Orig Domestic
Centre Code hoot
434 0OCR 450. 00 684 .00
2=Change 4=Delete
?  Cost Aot Sub GL Amount GL Units
Centre Code Acct
1100 250. 00 e} Bl
Cash Assets
1130 A50 . QOCE .be
CASH: US Dollar Account
1131 234 . OOCE 450 .00

Us Dallar Account: Exchange

|«lok [3]Est [5]add

Error! Reference source not found. shows the Edit AR
Transaction GL Distribution display. Make the changes
to the appropriate fields.

Figure 4-32: Edit AR Transaction GL Distribution

ARKA

AR Transact

GL Account

Description

CHAMGE

Edit AR Transaction GL Distribution

1an 1]

1100

Cash bsszets

3718/02

20:00:02

Changes tO GL Amount lm
both fields Units Label
GL Units T
Eﬂ QK [E]Exh
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Click on the #] OK button twice to confirm your changes. You are

returned to the Work With AR Transaction GL

Distribution menu. The system has recorded the changes.

Deleting AR Transaction GL Distribution Iltems

Instructions

Discussions

Start Here

Option 4 lets
you delete

Deleting

Start from the Work With AR Transactions menu.
Place an 8 in front of a Transaction Number, and then click

on the E.j OK button.

The Work With AR Transaction GL Distribution

menu appears.

Place a 4 in front of an Account Code, and then click on the

2| OK button.

The system has removed the transaction from the list.

Figure 4-33 shows the Work With AR Transaction GL
Distribution display. Option 4 allows you to remove a GL
Distribution Item.

Figure 4-33: Work With AR Transaction GL Distributions

2=Change

BRET DISPLAY

Work With AR Transaction GL Distributions]
Cost hect sub GL Amount GL Units
Centre  Code Aok
434 0OCR 450.00

d=belete

3/1lpfo2 19:39:00
Orig Domestic

654,00

?  Cost hcct Sub
Centre Code Acct

GL Amount GL Units

11@@ 25@.88 )

I*

Cash Assets

1138 450. QOCR i)

CASH: US Dollar dccount

1131 234.00CR 450.00

Us Dollar Account: Exchange

#lok [2lEst |8]add

Place a 4 in front of an GL Distribution Item, and then click the &

OK button. The system automatically removes the item.
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5 Aging Report
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Printing The AR Aging Report

Objectives

The objective of this Section is to demonstrate how to print Aging

Reports. In this section you are given step-by step instructions on

how to:

e [ocate the AR Aging Report Menu

e Print the Aging Report

Instructions

1. Open your AS/400 session and sign on.
This routine can vary between organizations. Ask your system
administrator for help if you have trouble signing on.
The User Application menu appears.
See Figure 5-1: User Application Menu on page 5-3.

2. Double click Accounts Receivable.
The Accounts Receivable Menu appears.
See Figure 5-3: Accounts Receivable Menu on page 5-4.

3. Double click AR Aging Report.
The AR Aging Report display appears.

4. First, click on the prompt box to the right of the Report
Date field.
A Calendar appears allowing you to choose a date.

5. Select a date by clicking on it.
The system automatically fills the Report Date field with
the selection.

6. Next, you will need to select an Aging Type by clicking
on to the corresponding button.

7. Click on the #] OK button to continue.
The confirm prompt appears to the lower right of the screen.
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8. Click on the | OK button to confirm.
First, the message Processing Print List... appears at
the bottom of the display. Then you are returned to the
Accounts Receivable Menu.

9. The AR Aging Report is sent to your default printer.

Figure 5-1 shows the User Application menu.

Figure 5-1: User Application Menu

X ZZMENUR DISPLAY 213502 9:20:47
circled User application Menu
User Id Y0OU
Your Mame Here
1=5elect 2=Change Company
? Application Company
=T T e, YOURCO Your Company =
‘-.._ AR Accounts Receivable _.) YOURCO Your Company
CM Contact Managenent YOURCO Your Company
GL  General Ledger YOURCO Your Company
IC Inventory Control YOURCO Your Company
OE Order Enftry YOURCO Your Company
22 Run Time YOURCO Your Company
=
o | [mie
The Here is a display of the applications you have been given to work
Applications with. The list of applications is controlled through the Run Time
module. You can limit access to certain applications by working
with the users’ authorities.
e In this display, YOURCO is short for Your Company.
» .y
KDy Printing Reports 5-3
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Select the Accounts Receivable application, as shown in

Figure 5-2.

Figure 5-2: Selecting An Application

ZZMENUR DISFLAY 2713502 9:20:47
User Applicatian Menu
User Id YOU
Your Mame Here
1=%elect 2=Change Company
7 Application Company |
AF  Accounts Fayable YOURCO Your Company _*I
AR o ACCounts Receivable YOURCO Your Company
CHM kﬂntact Management YOURCO Your Company
GL eneral Ledger YOURCO Your Company
IC Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=

Figure 5-3 shows the Accounts Receivable Menu. AR

Aging Report is listed.

Figure 5-3: Accounts Receivable Menu

Furn spplication Menu
YOURCO Yaur Company
LE fccaunts Receivable Menu
l=%elect or doubleclick description line

3 Menu Description

Wark With AR Accounts

o

Work With AR Transactions

AF bging Report

Fri Credit Limit Report
A ting to General Ledger

AR Month End Menu

AR Setup Menu

Cammon Menu Functions

EI Ok, El E it El Change Current Cornpary
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Figure 5-4 shows the AR Aging Report menu. There is only
one display involved.

Figure 5-4: AR Aging Report Menu

ARIS ENTEFR. jfoafoz  13:55:00
AR Azing Report

Company YaurCo Your Company

Feport Date
Lging Type i Transactiaon " Due Date

Report Type CiDetail O Summary

El Ok El Exit El Promipt

First, click on the prompt box to the right of the Report Date
field. A Calendar appears allowing you to choose a date.

Select a date by clicking on it.
You are given two options:
e Transaction Type

e Due Date

Select one of these options by clicking on the corresponding button.

You are given two options:
e Detail

e Summary

Select one of these options by clicking on the corresponding button.

Click on the #! OK button twice to confirm. You are returned to
the Accounts Receivable Menu.

The AR Aging Report is sent to your default printer

Printing Reports
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6 Credit Limit Report
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Printing The Credit Limit Report

Objectives

Instructions

The Credit Limit Report display is offered as a separate option on
the Accounts Receivable Menu to isolate it from the other daily
routines. Once you have brought up the Credit Limit Report display,
the only options are to Print or Exit without Printing.

In this section you are given step-by step instructions on how to:

e Locate the Print Credit Limit Report Menu

Print the Credit Limit Report

1. Open your AS/400 session and sign on.
This routine can vary between organizations. Ask your system
administrator for help if you have trouble signing on.
The User Application menu appears.
See Figure 6-1: User Application Menu on page 6-3.

2. Double click Accounts Receivable.
The Accounts Receivable Menu appears.
See Figure 6-3: Accounts Receivable Menu on page 6-4.

3. Double click Print Credit Limit Report.
The Print Credit Limit Report display appears.
See Figure 6-4: Print Credit Limit Report on page 6-5.

4. Click on the £l OK button to continue.
The confirm prompt appears to the lower right of the screen.

5. Click on the ] OK button to confirm.
First, the message Query Running... appears at the bottom
of the display. Then you are returned to the Accounts
Receivable Menu.

6-2
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Figure 6-1: User Application Menu

Figure 6-1 shows the User Application menu.

6. The Credit Limit Report is sent to your default printer.

ZZMENUR DISFLAY 2rl3foz 9:20:47
User Application Menu
User Id YOU
Your Mame Here
1=5elect 2=Change Company
? Application Company I
el e, ¥OURCO Your Company 2]
‘-.._ AR Accounts Receivable _.) YOURCO Your Company
CM Contact Hanagement YOURCO Your Company
GL General Ledger YOURCO Your Company
IC  Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=

Here is a display of the applications you have been given to work
with. The list of applications is controlled through the Run Time
module. You can limit access to certain applications by working

with the users’ authorities.

e In this display, YOURCO is short for Your Company.

Printing Reports
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Select the Accounts Receivable application, as shown in
Figure 6-2, below.

Figure 6-2: Selecting An Application

ZZMENUR 2713502 9:20:47
User Applicatian Menu
User Id
Your Mame Here
1=%elect 2=Change Company
7 Application Company |
AF  Accounts Fayable YOURCO Your Company _*I
AR o ACCounts Receivable YOURCO Your Company
CHM kﬂntact Management YOURCO Your Company
GL eneral Ledger YOURCO Your Company
IC Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=

Figure 6-3 shows the Accounts Receivable Menu. Print
Credit Limit Report is listed.

Figure 6-3: Accounts Receivable Menu

YOURCO
AR

Fun dpplication Menu

Your Company
Accounts Receivable Menu

l=5%elect or doubleclick description line

? Menu Dezcription

Work With AR Accounts

|

Wark With AR Tranzactions

AR Aging REeport

Frin

redit Limit Eeport

AR P

ing to General Ledger

AR Mo

h End HMenu

AR Setup Menu

Commaon Menu Functiaons

El Ok El Exit El Change Current Compary
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Print Credit Figure 6-4 shows the Print Credit Limit Report menu.
Limit Report There is only one display involved.
Menu
Figure 6-4: Print Credit Limit Report
Press El_p_ter or click the [, ENTER 3/06/02 14:17:02

Frint Credit Limit Report

#1 oK button to
confirm Printing

Fress Enter to confirm Frinting Report

Company YOURCO Your Company

] oK 3] Exit

Confirming Click on the #! OK button twice to confirm. You are returned to
the Accounts Receivable Menu.

The Credit Limit Report is sent to your default printer
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7 Posting to the GL
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Posting to the General Ledger

Objectives

The Confirm AR Posting display is offered as a separate option on

the Accounts Receivable Menu to isolate it from the other daily

routines. Once you have brought up this display, the only options are

to Post or Exit without Posting.

In this section you are given step-by step instructions on how to:

e [Locate the Confirm AR Posting Display

e Post to the General Ledger

Instructions

1. Open your AS/400 session and sign on.
This routine can vary between organizations. Ask your system
administrator for help if you have trouble signing on.
The User Application menu appears.
See Figure 7-1: User Application Menu on page 7-3.

2. Double click Accounts Receivable.
The Accounts Receivable Menu appears.
See Figure 7-3: Accounts Receivable Menu on page 7-4.

3. Double click AR Posting to General Ledger.
The Confirm AR Posting display appears.
See Figure 7-4: Confirm AR Posting on page 7-5.

4. Next, you will need to choose action by clicking on the
corresponding button.

5. Select how you want to process your posting by clicking on
the corresponding button.

6. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

7. Click on the #] OK button to confirm.
You are returned to the Account Receivable Menu.
Your request has been processed.
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Discussions

Start Here Figure 7-1 shows the User Application menu.

Figure 7-1: User Application Menu

ACCOUntS Recelva.ble IS ZZMENUR DISFLAY 2rl3foz 9:20:47
circled User application Menu
User Id YOU
Your Mame Here
1=5elect 2=Change Company
? Application Company I
e ———. ¥OURCO Your Company 2]
‘-.._ AR Accounts Receivable _.) YOURCO Your Company
CM Contact Hanagement YOURCO Your Company
GL General Ledger YOURCO Your Company
IC  Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=
i [oile
The Here is a display of the applications you have been given to work

Applications  with. The list of applications is controlled through the Run Time
module. You can limit access to certain applications by working

with the users’ authorities.

e In this display, YOURCO is short for Your Company.
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Select the Accounts Receivable application, as shown in
Figure 7-2, below.

Figure 7-2: Selecting An Application

ZZMENUR DISFLAY 2713502 9:20:47
User Applicatian Menu
User Id YOU
Your Mame Here
1=%elect 2=Change Company
7 Application Company |
AF  Accounts Fayable YOURCO Your Company _*I
AR o ACCounts Receivable YOURCO Your Company
CHM kﬂntact Management YOURCO Your Company
GL eneral Ledger YOURCO Your Company
IC Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=

Figure 7-3 shows the Accounts Receivable Menu. AR
Post to General Ledger is listed.

Figure 7-3: Accounts Receivable Menu

YOURCO
AR

Fun Application Menu
Your Company

hocounts Receivable Menu

l1=%elect or doubleclick description line

¥ Menuy Descriptian

Work With AR bccounts

|

Work With AR Transactions

AR Aging Report

Frint Credit Limit Report

ALFE. Fosting to General Ledger

AR

th End Menu

AR

up Menu

Common Menu Functions

EI Ok, EI E xit EI Change Current Compargy
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Posting to GL  Figure 7-4 shows the AR Aging Report menu. There is only
one display involved.

Figure 7-4: Confirm AR Posting

Press Enter or Click the
LRLG EMTER 350502 145738

_,f_j OK button to Confirm &R Fosting
confirm

Fress Enter to Confirm Posting of AR Details to the General Ledger

Company  YOURCO Your Company

Frocess (0 Submit Posting  Run Online

|«lok [3]Esit

Process You are given two options:
e Submit Posting
e Run Online

Select one of these options by clicking on the corresponding button.

Confirming Click on the #1 OK button twice to confirm. You are returned to
the Accounts Receivable Menu.

The AR has been Posted to the General Ledger.
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8 Month End
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Finding the AR Month End Menu

Objectives

Instructions

The following steps will help you find the AR Month End Menu.
You can use this menu for the main starting point when Working
with AR Month End.

1. Open your AS/400 session and sign on.
This routine can vary between organizations. Ask your system
administrator for help if you have trouble signing on.
The User Application menu appears.
See Figure 8-1: User Application Menu on page §8-3.

2. Double click Accounts Receivable.

The Accounts Receivable Menu appears.
See Figure 8-3: Accounts Receivable Menu on page 8-4.

3. Double click AR Month End Menu.
The AR Month End Menu appears. This menu will be used
as the main starting point when working with AR Month.

8-2
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Figure 8-1 shows the User Application menu.

Figure 8-1: User Application Menu

ZZMENUR DISFLAY 2rl3foz 9:20:47
User Application Menu
User Id YOU
Your Mame Here
1=5elect 2=Change Company
? Application Company I
el e, ¥OURCO Your Company 2]
‘-.._ AR Accounts Receivable _.) YOURCO Your Company
CM Contact Hanagement YOURCO Your Company
GL General Ledger YOURCO Your Company
IC  Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=
i [oile

Here is a display of the applications you have been given to work
with. The list of applications is controlled through the Run Time
module. You can limit access to certain applications by working

with the users’ authorities.

e In this display, YOURCO is short for Your Company.

Posting
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Selecting Select the Accounts Receivable application, as shown in

Figure 8-2, below.

Figure 8-2: Selecting An Application

Double C“(_:k the ZZMENUR. DISPLAY 2/13/02 9:20:47
Accounts Receivable User Application Menu
Application | Yser 1d ¥l
Your Name Here
1=%elect 2=Change Company
7 Application Company |
AF  Accounts Fayable YOURCO Your Company _*I
AR o ACCounts Receivable YOURCO Your Company
CH kﬂntact Management YOURCO Your Company
GL eneral Ledger YOURCO Your Company
IC Inventory Control YOURCO Your Company
OE Order Entry YOURCO Your Company
ZZ  Fun Time YOURCO Your Company
=
[ [oic
Accounts Figure 8-3 shows the Accounts Receivable Menu. AR
Receivable Month End Menu is listed.
Menu
Figure 8-3: Accounts Receivable Menu
Double click on AR cum Amolication
un Application Menu
Month End YOURCOD Your Company
AR, Accounts Receiwable Menu
1=%elect or doubleclick description line
I Menu Descriptiaon
| Work With AR Accounts 3
Work With AR Transsctiaons
AF. bging Report
Print Credit Limit Report
AR Fosting to General Ledger
AR Month End Menu
AR SR Menu
Comm enu Functiaons
=l
’EI ok |E| E it |El Change Current Compaty
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Month End Figure 8-4 shows the AR Aging Report menu. There is only
Menu one display involved.

Figure 8-4: AR Month End Menu

These menu items lead

to full screen displays Fun Application S5ub Menu
LEMONTHEND AR Month End Menu

1=5elect or doubleclick description line

7 Menu Dezcription
| Print 4R Statements =
Furge AR Transactions

EI Ok EI Exit EI Chahge Current Campaty
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Working With Month End

Objectives

This objective of this section is to demonstrate how to work with
your Month End Statements Transactions. This Section gives step-
by-step instructions in how to work with AR Month End.

After reading this section, you will have a better understanding
about:
e Printing AR Statements

e Purging AR Transactions

Printing AR Statements

Instructions

1. Start from the AR Month End Menu. Double click on
Print Account Statements.
The Print AR Statements display appears. Note: This
display is static. No changes can be made.
See Figure 8-5: Print AR Statements on page 8-7.

2. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

3. Click on the ! OK button to confirm.
You are returned to the AR Month End Menu.

4. The Customer Statements are sent to your default printer.

8-6
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Discussions
Start Here Figure 8-5 shows the Print AR Statement display.

Figure 8-5: Print AR Statements

Press Enter or click the [~ ENTER 307/02  11:39.3%

ﬂ OK button to Frint 4R Statements
confirm Printing

Fress Enter to Confirm FPrinting of AR Statements

Company  YOURCO Your Company

«lok [ 2]Exit

Confirming Click on the ¥4 OK button twice to confirm. You are returned to
the AR Month End Menu.

The AR Statements are sent to your default printer.

Purging AR Transactions

Instructions

1. Start from the AR Month End Menu. Double click on
Purge AR Transactions.
The Purge AR Transactions menu appears.
See Figure 8-6: Purge AR Transactions display on page 8-8.

2. First, click on the prompt box in the Transaction Date

field.
A calendar will appear.

KDy Posting 8-7



Discussions

Start Here

Fill in the fields

Transaction
Date

Accounts Receivable: Users’ Guide

3. Select a date by clicking on it.
The system fills in the Transaction Date field with the
selected date.

4. Next, you will need to choose an Action by clicking on the
corresponding button.
For a description of these actions, see on page.

5. Click on the ] OK button to continue.
The confirm prompt appears to the lower right of the screen.

6. Click on the ] OK button to confirm.
You are returned the AR Month End Menu. The system has
processed your request.

Figure 8-6 shows the Purge AR Transactions menu. There
is only one display involved.

Figure 8-6: Purge AR Transactions display

ARVL ENTER FjfaOFf0z 11:4§:12
Furge AR Transactions

Fress Enter to Confirm Purge of Paid AR Transactions up to specified date.

Company YOURCO Your Company

Tranzaction Date || 'I (MMSDDFYY)

ALction ® Feport only " Furge Only " Both

sloK | 3] Exit

First, click on the prompt box to the right of the Transaction
Date field. A Calendar appears allowing you to choose a date.

Select a date by clicking on it.

Posting K B



Action

Confirming

Accounts Receivable: Users’ Guide

You are given three options:
e Report Only

e Purge Only

e Both

Select one of these options by clicking on the corresponding button.

Click on the = OK button twice to confirm. You are returned to
the AR Month End Menu.

The system has processed your request.

Posting
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