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CHAPTER 1: SYSTEM OVERVIEW 

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 

• 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. 

• Cheques are automatically prepared. 

• Discounts are automatically taken. 

• Expenditures may be distributed to an unlimited number of general ledger accounts. 

• Future cash requirements can be determined. 

• 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. 

• Journals may be printed on demand. 

• Inquiry available by invoice and vendor. 
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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 

1. Supplier Master Maintenance 

2. Spool Supplier Master updates 

Page 

8-11 

7-36 

Monthly Procedures 

1. Enter supplier invoices 

2. Spool cash requirements report 

3. Process cheques. 

4. Spool cheque register and cheques 

5. Enter cancelled cheques 

6. Spool cheque reconciliation 

7. Spool purchase journal 

8. Spool supplier open item report 

9. Spool accounts payable aged trial balance report 

10. Purge accounts payable file 

11. Purge cheque file 

12. Spool aged cash requirements 

13. Close purchase journal 

14. Close cash disbursements journal 

15. Indicate month closed 

Page 

5-2 

7-12 

5-19 

7-16 

5-22 

7-21 

7-27 

7-27 

7-6 

8-8 

8-10 

7-2 

14-1 

14-1 

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. 
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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. Manual payments that have been fully cleared against invoices. 

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

1. Journal entries that have been cleared against invoices. 

Purging Cheque File 

Purging the cheque file clears all cheques that have been cancelled. 
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ACCOUNTS PAYABLE CYCLE 

MONTHLY PROCESSING CHECKLIST 

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, I*-*Enter! is always pressed after every entry to start processing. The only time you don't press I*-1 Enter 1 

is when you are using a function key such as |F5 |. 

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 

I^Enterl. 

For example, the following menu is typical: 

MAIN MENU ■nSTER 3.5 

RM 

CRT S 96 

TYPIST ft 6 

Thu APR 18,2002 

10:30:35 

1 Payroll 

2 Accounts Receivable 

3 Accounts Payable 

4 Sales Analysis 

5 General Ledger 

6 Security 

7 System Utilities 

8 Oaily Closing 

9 Monthly Closing 

10 Print Reports 

11 Tine Recounting 

12 Fixed Assets 

13 Inventory / Order Entry 

14 Uertical Markets 

Q Query 

S Status 

E Exit 

§ Enter selection 

To select Accounts Payable, type (3), and press l 
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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: 

fe 
&ft 

To select Daily processing, you would type Q, and press 

Optional Fields 

Optional fields (fields not required) may be skipped by pressing I^Enterl. 

A number of screen entry fields allow entry of data but also default to a particular value if I*-1 Enter) is pressed. A 

default value is simply a value automatically selected by the program if you do not enter a value. 

Example: • A date field will often default to the current date (system date) or the last date entered. 

• [♦-'Enter) 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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GENERAL DATA ENTRY 

EDITOR 

The system includes an Editor utility that allows you to correct errors made during data entry. The EDITOR can be 

accessed by pressing (F1 \. 

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 |<-iEnier| back to line 6 because I*-1 Enter \ will remember what you entered in that field last. 

To use this option type Q, and press I^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 l<-*Enteri. 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 I*-1 Enter\. 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 I^Enterl. the line will be displayed. The system will request that you press I ^ Enter) 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 Ifi ! 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. 
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GENERAL DATA ENTRY 

F5 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 1F5 | lookup feature can be used to display a supplier account code in the following 

manner: 

Press [F5 l at the Supplier Number field and the following screen will appear: 

RM Typist: 06 

Port: 96 

Screen 1 

flccuunts Payable 

Supplier Master 

TU1PP01 3.501 

(ton FEB 10,2003 

16:04:55 

Show 

1) 

2) 

.; 3) Su! 
4> 

5) 

6) 

7) 

8) FA 

9) Co 

10) Co 

11) No 

12) 

13) 

14) Pi 

Suppliers 

1642 POLYMnOlIC DEVELOPMENT CtlRPHUnTIOM /116-<190-Mri0 

16S0 

16S6 

18258 

POLYMflTHIC COMPUTER SYSTEMS LTD 

POLVHflTHIC TECHNOLOGIES IHC. 

PQLVMATHIC COMPUTER CORPORATION 

418-490-8010 

416-490-8010 

416-490-8010 

Enter Supplier HOME = 

Pylifi PgDn Top Hot too Esc-EniJ F1-Option; 

15) Discount Percentage 

16) Home G/L Code 

17) P.O. Req'd for Invoice Vtd Purchases 

The following options 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. 

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 |fi ) for Options, then 1F3 I 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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GENERAL DATA ENTRY 

Press [F1 \ and the Options screen will appear as follows: 

m Help 

RM Typist: 06 

Port: 96 

Screen 1 

1) Si 

2) Su 

flccounts Pnyable 

Supplier Master 

TLfJPPOl 3.50 

Mon FEB 10,2003 

16:04:55 

Show 

3) Sul 
4) 

5) 

6) 

7) 

8) Ffi 

9) Co 

10) Co 

11) Mo 

12) En 

13) He 

14) P 

1666 

16250 

F2 - Find Supplier CODE 

F3 - Find Supplier NflME 

ESC- Exit 

490-8010 

490-8010 

PgUp PijOn Top Rot torn Esc-EmJ F1-Opt ion:; 

15) Discount Percentage 

16) Home G/L Code 

17) P.O. Req'd for Invoice Ytd Purchases 

To search by supplier name, press (F3 ). 

The screen will appear as follows: 

gdk Help 

I'.C.F'.L fit;counts Payable 

i? Suppliers 

1650 

1666 

16258 

RM Typist: 06 

Port: 96 

Screen 1 

1) Su 

2) Su 

3) Su 

4) 

5) 

6) 

7) 

8) Ffi 

9) Co 

10) Co 

11) Mo 

12) En 

13) Ue 

14) Pa 

Supplier Master 

-Ibl xl 

TWPP01 3.50 

Mon FEB 10,2003 

16:04:55 

Show 

PDUYMfiTHir: DEUEUIPMIiHI COHPDHfi! IIIN 

POlYMATHIC COMPUTER SYSTEMS LTD 416-490-8010 
POLYMATHIC TECHNOLOGIES INC. 416-490-8010 

POLYMATHIC COMPUTER CORPORATION 416-490-8010 

Enter Suonlier NflML 

PgUp PcjDii Top BolKin Ecc-Entl F1-Options 

15) Discount Percentage 

16) Home G/L Code 

17) P.O. Req'd for Invoice Ytd Purchases 

Type at least three letters for the supplier you are searching for and press I*-1 Enter t 

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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GENERAL DATA ENTRY 

The screen will appear as follows: 

Accounts Pnyah TLfUTOI 3.50 

Suppliers 

16S0 

166G 

16258 

RM Typist: 06 

Port: 96 

Screen_l 

1) S 

2) Su 

3) Su 

4) 

5) 

6) 

n 

8) Fft 

9) Co 

10) Co 

11) Mo 

12) 

13) 

14) PaE 

Supplier Master tfon FEB 10,2003 

16:04:55 

Show 

POLYMATHIC COMPUTER SYSTEMS LTD 

POLYKATHIC TECHHOLOGIES INC. 

POLVMATMIC COMPUTER CORPORATION 

416-490-8010 

416-490-8010 

416-490-3010 

t 1 PgUp PyOn Top Optioiu 

15) Discount Percentage 

16) Hone G/L Code 

17) P.O. Req'd for Invoice Ytd Purchases 

To select the supplier simply press I*-1 Enter) 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 (Iscl. (licl 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. 
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CHAPTER 4: MENUS 

MAIN MENU - ALL SYSTEMS 

Edit 

MAIN MENU - ACCOUNTS PAYABLE SYSTEM 
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CHAPTER 5: DAILY PROCESSING 

To select Daily Processing, type Qj and press I*-1 Enter \, 

The screen will appear as follows: 

flcctiunts rnviihlc TLrtPPZO ?..GA\ 

RM Daily Processing 

1 Enter supplier invoices 

2 Single cheque processing 

3 Automatic cheque processing 

4 Enter cancelled cheques 

E Exit 

E Enter selection 

31/01/2003 

Run 

Run 

Run 

Run 

5-1 



DAILY PROCESSING 

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. 

• 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. 

Accounts Payable 

RH Daily Processing 

1 Enter supplier invoices 

2 Single cheque processing 

3 fiutcmatic cheque processing 

4 Enter cancelled cheques 

E Exit 

E Enter selection 

31/01/2003 

Run 

Run 

Run 

Run 

To select Enter supplier invoices, type Q and press I*-1 Enter\. 
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DAILY PROCESSING 

The screen will appear as follows: 

P.C.I'.L 

RH Typist: 06 

1) Supplier number : 

2> Supplier invoice no. : 

3) Supplier invoice date 

4) Payment date/terns .. 

5) Total invoice amount 

6) Description 

7) Hold invoice (V/N) .. 

9) Line RL Code Doscrintitin 

Enter Supplier Invoices 

TLflPPOb 

JftN 31,2003 

8) P.O. check: 

Enter 

[ffll-LOOKUP [g 

]]-ADD supplier 
jl-PRIKT cheque [033]-End 

Invoices entered 

0 

Total 

.00 

Enter an invoice as follows: 

Supplier Number 

Enter the supplier number, (fs \ can be used to list all the suppliers. If the supplier you are searching for is not in the 

master file you can press |F4 \ to add them. |F4 | 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 I ^ Enter | to accept the default system date shown on the screen or enter the desired date in the ddmmyyyy 

format. 

Payment Date/Terms 

Press I +■* Enter \ to accept the default payment date shown on the screen or enter the desired date in the ddmmyyyy 

format. Press Q then l<-*Enier| 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. 
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DAILY PROCESSING 

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. 

Hold 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 Q, Yes. 

&£ Credit invoices cannot be put on hold. 

P.O. 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 I*-'Enter) to 

accept the default GL Code or type a GL Code number and press I*-1 Enter). |fs ) can be pressed to list all valid GL 

codes and a new GL code can be added by pressing fFTl. 

The cursor will now move to the amount field and display the total invoice amount as the default amount. Press 

I*-1 Enter| to accept the default amount or type the amount that you wish distributed to this GL code and press I^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 I<-* Enter! 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 I*-1 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 (D and press I ^ Enter). 

Print Cheque Option 

To invoke the Single Cheque Processor and print a cheque. Press |F7 ) 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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DAILY PROCESSING 

SINGLE CHEQUE PROCESSING 

This program allows you to print a cheque for selected invoices. 

Type d) and press l<-'Enter| to select Single cheque processing. 

The screen will appear as follows: 

.Iblxi 

&* 

flccounts Payable TL0PP29 2.34 

RM Hanual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser MICR C Last Month Closed: DEC/2002 HO PRINTER 

Supplier : Total: 

Item Invoice tt Inv Date Due Date Invoiced Payment Status 

SELECTION MENU 

jrint cheque 
print [plank cheque 

Sptians 

t i 

To select a function from the menu you may type the capitalized letter for the desired 

function or use Q/Q to highlight the function, then press 1<-* Enter). 
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DAILY PROCESSING 

The following functions are available from this selection menu: 

(D 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. 

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

(2) The following functions are available through the Options menu selection: 

Q The printer setup function allows you to change the printer type, printer port 

and printer control codes. 

(D change Form type should be selected when you need to change the type of 

cheque you are printing. 

GD 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. 

ftccounts Payable 

RM Manual Cheque Processor JftN 31/2003 

Cheque type : 6-Laser MICR [ Last Month Closed: DEC/2002 NO PRINTER 

Supplier : Total: 

Item Invoice ft Inv Date Due Date Invoiced Payment Status 

SELECTION MENU 

•fin 1 e c t i nvo i n r «; 

print Blank cheque 
Options 

t i -Exit 

To select invoices, type (js) or use the arrow key to highlight the function, then press [<-*Enter] 
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The screen will appear as follows: 

RM Manual Cheque Processor JftH 31/2003 

Cheque type : 6-Laser MICR I Last Month Closed: DEC/2002 NO PRINTER 

Supplier : HM Total: 

Item Invoice t) Inv Date Due Date Invoiced Payment Status 

Enter [MIHIIIlllMIl (QQ]-SUPPLIER lookup [ffil-OPEH ITEM lookup [IBS 1-END 

Enter the supplier number to which the cheque will be issued. 

The system also gives you the following options: 

jF5 | List all suppliers. 

IF6 1 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. 

lEsc) End this function. 

Once a valid supplier number has been entered, a list of all unpaid items will be displayed. 

Demounts Payable TlflPP?!) 2.34 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser NICR ( Last Month Closed: DEC/2002 NO PRINTER 

Supplier : 1642 POLVMflTHIC DEUELOPMEHT CORPORATION Total: 

Item Invoice It Inv Date Due Date Invoiced Payrcent Status 

3i-.inn-2nn3 

-SELECT ClTOl]-UNSELECT -Open I ten DETAILS [Ql [Qffll-ENO 

Select the items that you want to process for this cheque. 
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Items are selected by using (tJ/Q to highlight the item then pressing fF9~l. 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 IfioI. 

If you would like specific details about an item, you can highlight the item and press fF5~). 

The screen will appear as follows: 

P.C.P.L TLAPP2U 2.3A] 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser HICR I Last Month Closed: DEC/2002 HO PRINTER 

Supplier : 1S42 POLYMATHIC DEUELOPMENT CORPORATION Total: 

Paynent Status Item Invoice 8 

POLYMATHIC DEVELOPMENT CORPORATION 

245 YORKLAND BLUD., 

SUITE 100 

UILLOUDALE, ONTARIO 

M2d 4W9 

Supplier : 1642 

Address : 

123456 

31-JAH-2003 

31-JAN-2003 

Invoice ti 

Invoice Date 

Original Due Date 

Current Due Date 

Payment Date 

Cheque Number 

Cheque Date 

Invoice Tvoe 

Invoice Amount 

Discount Amount 

Payment Terns 

Discount 

Branch Code 

Source Code 

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

The screen will appear as follows: 

P.C.P.I. Accounts P<iy;ihl.t: TLAPP29 2.31 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser MICR t Last Month Closed: DEC/2002 NO PRINTER 

Supplier : 1642 POLYMATHIC DEUELOPMENT CORPORATION Total: 115.00 

Hen 

1 1 

Invoice M Inv Date Due Date 

123456 31-JAH-2003 31-JAN-2003 

Invoiced 

115.00 

Paynent Status 

115.00 Selected 

SELECTION MENU 

t I -Exit 
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From this menu, the following fiinctions are available: 

(D 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 (g) or highlight Generate cheque then press I ^ Enter 1. 

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

The following screen will then appear: 

■■■■ 
6ft fciotp 

Accounts Pavalile TLflfT2!l 

RN Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser NICH I Last Month Closed: DEC/2002 NO PRINTER 

Supplier : 1642 POLVHflTHIC DEUELOPMENT CORPORATION Total: 115.00 

Item Invoice It Inv Date Due Date 

"• 1 123456 31-JAN-2Q03 31-UAN-2003 

Invoiced 

115.00 

Paynent ^ 

115.00 I8HIBBBBICT 

CHEQUE [ 40541 CHEQUE PRINT DATE: 31012003 [JAN 31/2003] YEAR END EFEB 20/20021 

[_3 Select: [Q]-flCCEPT tJl-MODIFY l(2S]~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 l<-*Enter|. Enter the date in the format ddmmyyyy and 

press I*-1 Enter|. Once the correct date is displayed type Q and press I*-1 Enter!. 
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The following screen will appear: 

Recounts Payable TLflFT29 2.34} 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser HICR [ Last Honth Closed: DEC/2002 NO PRINTER 

Supplier : 1642 PQLYMATHIC OEUELOPMEHT CORPORATION Total: 115.00 

I ten Invoice tt Inv Date Due Date Invoiced Paynent 

1 123456 31-JAN-2003 31-JAN-2003 115.00 115.00 

Cheque for 115.00 produced using cheque tt 4054 

Press to continue 

Press any key to continue. 

The following screen will appear: 

Edit Help 

Recounts I livable TLMT29 2.341 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser NICR ( Last Month Closed: DEC/2002 NO PRINTER 

Supplier : 1642 POLYMATHIC DEUELOPMEHT CORPORATION Total: 

I ten Invoice It Inv Date Due Date Invoiced Paynent Status 

Do you want to print cheque [ 4054] now ? 

fiE | 

Type Q if you want to print the cheque now. 
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Print Cheque 

The following screen appears after you have generated the single cheque. 

Recounts Payable 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser HICR [ Last Month Closed: DEC/2002 NO PRINTER 

Supplier : 1642 POLYHflTHIC DEUELOPKENT CORPORATION Total: 

Item Invoice # Inv Date Due Date Invoiced Payment Status 

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 (o) and go to Printer 

Setup. 

(D This function will allow you to print a VOIDED cheque to ensure that everything is lined up correctly. 
<3~ This option is only required for printing cheques on dot matrix printers and MICR laser 

cheques. 

(2) 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. 

RM Manual Cheque Processor JflN 31/2003 

Cheque type : 6-Laser HICR ( Last Month Closed: DEC/2002 NO PRINTER 

Supplier : Total: 

Item Invoice tt Inv Date Due Date Invoiced Payment Status 

SELECTION NENU 

jjrint cheque 

print Qlanlc cheque 
[Options 

t I [(l&Bl-Exit 

Type (£) or use Q/Q to highlight Print cheque then press I*-1 Enter \, 

The screen will appear as follows: 

1LAPP2IJ 2.34 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser HICR [ Last Honth Closed: DEC/2002 HPLJ4 

Supplier : 1642 POLVMflTHIC DEUELOPMEHT CORPORATION Total: 

Item Invoice It Inv Date Due Date Invoiced Paynent Status 

The Print cheque function is restricted to users who have access to the system security 

maintenance. Type your security password and press l<-*Enter|. 
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The following screen will appear: 

ftccounts Pnyahle 

RN Manual Cheque Processor JflH 31/2003 

Cheque type : 6-Laser MICR [ Last Month Closed: DEC/2002 HPLJ4 

Supplier : 1642 POLYMflTHIC OEUELOPMENT CORPORATION Total: 

Item Invoice 8 Inv Date Due Date Invoiced Paynent Status 

Enter CHEQUE I* 

Select the cheque number for printing. IF5 I can be used to list the available cheques. 

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

I 
Jjjta £dit 

Accounts Paviiiuc 

RM Manual Cheque Processor JflH 31/2003 

Cheque type : 6-Laser MICR ( Last Month Closed: DEC/2002 HPLJ4 

Supplier : 1642 POLYMflTHIC DEUELOPKENT CORPORATION Total: 

I ten Invoice # Inv Date Due Date Invoiced Paynent Status 

Enter CHEQUE « 405S 

Q|-Lookup QQQ-End 

Cheque C 40551 has already been printed ! 

Do you want to reprint that cheque ? 

Qes/(go C_l 

Type (y) to reprint the cheque. 
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The following screen will then appear: 

P.C.I'.L Recounts Payable 

RM Manual Cheque Processor JflH 31/2003 

Cheque type : 6-Laser HICR I Last Month Closed: DEC/2002 HPLJ4 

Supplier : 1642 POLYMflTHIC DEUELOPMEHT CORPORATION Total: 

I ten Invoice # Inv Date Due Date Invoiced Payment Status 

print Qineup 

Eptions 

t i -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. 

v 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 

RN Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser MICR [ Last Month Closed: DEC/2002 NO PRINTER 

Supplier : Total: 

Item Invoice tt Inv Date Due Date Invoiced Payment Status 

SELECTION MENU 

jrint cheque 
print Qlank cheque 

itions 

t I -Exit 

Type (o) or use (iMi) to highlight Options then press 

The screen will appear as follows: 

Accounts Psivanlt: 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser MICR C Last Month Closed: DEC/2002 HPLJ4 

Supplier : Total: 

Item Invoice tt Inv Date Due Date Invoiced Payment Status 

OPTIONS NEKU 

change Qorn type 

(Sank balance 

t 4 [(2fi]-Exit 
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Printer Setup 

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

Type (s) or use Q/Qt0 highlight printer setup then press I*-* Enter |. 

The screen will appear as follows: 

PRINT 5CTUI> FUNCTIONS'.1 

PRINTER SELECTION 

\\BOB-CUMMINGS\LASERBC 

\\CAL-SPARE1\CoStar LabelWriter XL Turbo 

\\CAL-XP\Laserjet 

\\HERONNT1\\\PR8FF5DB\MICR 

\\HERONNT1\U2200-5 

\\HER0NNT1\U4 

\\HER0NNT1\Xerox-PCL 

\\P0LYNT4\FacSys Queue Monitor 

Acrobat Distiller 

Dymo LabelWriter EL6Q 

FACSys Fax Printer 

HP LaserJet 2100 

Printer Selection: 

Type: 

Laser: 

Dot Matrix: 

Send Setup Code: 

MICR Setup: 

Matrix 

Laser 

rDOT MATRIX-^ 

(* No Setup 

C Condensed Pr;int 

C Setup 8-17Z" Cheques 

Send Setup Code fiance! | 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 (t}/(T) to highlight change form type then press I ^ Enter). 

The screen will appear as follows: 

Fte Edit Hdp 

P.C.f'.L ftccounts I'jiyahle ZB 2.34 

RM Manual Cheque Processor JAN 31/2003 

Cheque type : 6-Laser HICR [ Last Month Closed: DEC/2002 HPLJ4 

Supplier : Total: 

Item Invoice tt Inv Date Due Date Invoiced Payment Status 

SELECTION MENU 

0 - Cheque style 0 

1 - Cheque style B 

2 - Cheque style C 

3 - Laser (Moore) 

4 - Laser (LT102) 

5 - Preprinted HICR 

6BBB99UIII9BH 
9 - SPECIAL cheques 

t A -Exit 

Use Q/(T) to highlight the correct form type and press I*-*Enter! 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 I ^ Enter | 

The screen will appear as follows: 

..iPlxi 

£e get* tjelp 

G/L Summary 1.34 

General Ledger Code 

Financial Statement Code 

1020-10 GENERAL BflHK ACCOUNT 

AAA Cash 

CURB PER/2003 

29,793.44 

2003 

140,474.87 

CURR PER/2002 

7,659.99 

2002 

87,026.82 

2001 

119,414.93 

MAR 2002 

APR 2002 

KAY 2002 

JUN 2002 

JUL 2002 

A06 2002 

SEP 2002 

OCT 2002 

HOU 2002 

DEC 2002 

JAN 2003 

FEB 2003 

ACCRUALS 

TOTAL 

-22,279.02 

-24,118.54 

43,042.93 

48,998.00 

18,949.34 

-78,880.42 

17,447.10 

28,295.87 

-1,127.38 

-6,672.47 

29,793.44 

.00 

87,026.82 

140,474.87 

MAR 2001 

APR 2001 

HAY 2001 

JUN 2001 

JUL 2001 

AUG 2001 

SEP 2001 

OCT 2001 

NOU 2001 

DEC 2001 

JAN 2002 

FEB 2002 

ACCRUALS 

TOTAL 

7,164.11 

-55,980.18 

40,043.88 

-1,966.05 

29,702.48 

-61,846.70 

16,279.54 

-21,949.66 

-32,941.57 

47,157.07 

-5,711.02 

7,659.99 

119,414.93 

07,026.82 

System Date 

[FEB 21/20033 

Signon Date 

[JAN 31/2003] 

Last Month Closed 

[DEC 20021 

Vear end 

[FEB 28/2002] 

Prior Vear Status 

[OPEN] 

I-Next/Previous/Fir s t/Las I [|]-Enail [[jSHl-End [ffll-Options 

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

the monthly financial statement has been run for the current and prior years, the monthly 

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: 

Spool the cash requirements report with the desired cut off date. Any 

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. 

Review the cash requirements report and modify due dates for 

invoices you want to pay in this cheque run.. 

Place invoices on hold for any items that you don't want to pay 

during this cheque run. 

Spool the Cash Requirements report again and review any changes 

you made. 

Perform Automatic cheque processing. 

Print the cheques and cheque register. 

Review the cheques against the Cash Requirements report. 

4. 

5. 

6. 

7. 

Page 

7-12 

8-4 

8-4 

7-12 

5-19 

12-1 

ilIt-;.UJS|xl 
.£& Help 

To select Automatic cheque processing, type [3) and press I+-1 Enter). 
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The screen will appear as follows: 

[_) Select: [01-Start ftfl-Modify [0331 "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, [fi ), the system signon date, 

|F2 j. 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, 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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The screen will appear as follows when the cheques have been spooled. 

Recounts Payable 

Disbursements Journal 

Last Month Closed : DEC/2002 

1 Cheque print date : 15/ 1/2003 

2 6/L discount code : 4685 

Report type : Summary 

Cheque format ....: 6 Laser MICR 

31/01/2003 

Report name 

Journal & register 

Cheques 

File name 

RHf)PR12.PRT 

RMAPR126.PBT 

Page 

1 

Chequed 

PROCESSIHG 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 reconciliation file. 

To select Enter cancelled cheques, type Q and press I <-* Enter \. 

The screen will appear as follows: 

Accounts Payable 

RM Cancelled Cheque Matching 

Bank Statement Date : 31/ 1/2003 [JAN 31/20031 

TLflPPH 1.2/ 

31/01/2003 

l_] Select: 103-Start til-Modify 

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

Once the date is correct, type (s) to start canceling cheques. 
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P.C.P.L 

RM 

The screen will appear as follows: 

flccounts Payable 

Cancelled Cheque Matching 

Bank Statement Date : 31/ 1/2003 MAN 31/20033 

TLRPP14 1.27 

31/01/2003 

Cancelled Cheque No. 

Amount 

Supplier Name 

Issue Date 

Cancel Date 

Cutoff Date 

Cheques 

0 

TOTRL 

Amount 

.00 

Enter riti»atui»inH1lgfli [QQ]-Lookup Cheque File 
[33]-Display Current Cancelled Cheques 

I-End 

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 Q 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 

press |<-*Enier| with the cursor in the Cancelled Cheque No. field. 

and 
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YEARLY PROCESSING 

This selection is NOT AVAILABLE. 
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jji»il« ,.., jo).*] 

&ifc 

To select Reports, type (3) and press I<-JEnter!. 

The screen will appear as follows: 

00 gtSt tjelp 
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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. 

Qfe Edit tielp , ' , 

Type Q and press I*-1 Enter) to select Aged cash requirements. 

The screen will appear as follows: 

Accounts Pavahle TUPP2IJ ?.S>4\ 

Type (s) to generate the Aged Cash Requirements report for one company or (c] to generate the Aged Cash 

Requirements report for a number of consolidated companies. 

7-2 ■ AGED CASH REQUIREMENTS 



REPORTS 

Standard 

The Standard Aged Cash Requirements screen is as follows: 

P.C.P.L Accounts P<)val)lt.* 

fl/P flged Cash Requirements 

flging Date : 24/ 1/2003 [JflH 24/20031 

Include HELD items in totals : V 

[_] Select: tgl-Start Ijl-Modify 

iiii'1 -In] xj 

TLfiPPt/ 1.20 

31/01/2003 

-Exit 

The following report options are available: 

Aging Date 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), press 

I^ Enter! and enter the date in the format ddmmyyyy. 

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

set this option to (n). 
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Consolidated 

The Consolidated Aged Cash Requirement screen is as follows: 

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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REPORTS 

RUN DATS: JAN 31/2003 

TODAY'S BATE: FEB 21/2003 

AGING DATE: JAM 31/2003 

SUPPLIER 

NUMBER SUPPLIER KANE 

POLYMATHIC COMPUTER PRODUCTS LIMITED 

ACCOUKTS PAYABLE AGED CASH REQUIREMENTS REPORT 

HELD Items Included in Totals 

TOTAL AMOUHT TOTAL AMOUNT 

61 - 90 DAYS 91-12 0 DAYS 

DUE DUE 

TOTALS FOR ALL SUPPLIERS 

END OF REPORT 

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

RUN DATE: FSB 21,2003 

TODAY'S DATE: FSB 21.2003 

AGING DATE: JAN 31,2003 

SUPPLIER 

NUMBER SUPPLIER NAME 

1308 

1308 

850 

850 

355 

20699 

754 

20BS1 

2029 

2015 

2040 

2041 

20B53 

2300 

2OB84 

2031 

2051 

20526 

20530 

427 

427 

204 7 

2053 

2103 

21000 

21100 

2228 

3401 

1751 

22520 

2234 

550 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

EM SUPPLIER COMPANY 2 

EM SUPPLIER COMPANY 2 

HC SUPPLIER COMPANY 1 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

HC SUPPLIER COMPANY 1 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

EH SUPPLIER COMPANY 2 

HC SUPPLIER COMPWIY 1 

HC SUPPLIER COMPANY 1 

EH SUPPLIER COMPANY 2 

EH SUPPLIER COMPANY 2 

EH SUPPLIER COMPANY 2 

EH SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

EN SUPPLIER CCMPAMY 2 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPAHY 2 

EN SUPPLIER COMPAHY 2 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPANY 2 

EN SUPPLIER COMPAMY 2 

EN SUPPLIER COMPANY 2 

HC SUPPLIER COMPAHY 1 

HC SUPPLIER COMPAHY 1 

TOTALS FOR ALL SUPPLIERS 

COMPANIES SELECTED: HC COMPANY 1 

COMPANY 2 
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AGED TRIAL BALANCE 

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

order. 

Type [2) and press (*-*Enter! to select Aged trial balance. 

The screen will appear as follows: 

RM 

1 ftged cash requirements 

2 Aged trial balance 

: 3 Cash requirements 

4 Cheque reconciliation 

! 5 Cheque register and cheques 

i 6 Cheque report 

7 Purchase journal 

8 Reprint purchase journal 

I 9 Reprint cash disbursements 

10 Supplier open item 

Accounts Payable 

Reports 

TLAPP20 2.GA) 

31/01/2003 

Run 11 Supplier master 

12 Supplier master updates 

Run 13 Fax telephone numbers 

Run 14 Purchases by supplier 

15 6ST edit report 

Run 16 Purchases by supplier <QST> 

17 Cash disbursements summary 

18 Reprint supplier open item 

S System status 

SELECTION MENU 

Monthly Backup 

Yearly Backup 

t 4 [SB]-Exit 
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Current 

Highlight Current and press I*-1 Enter) to generate the report from the current open items. 

The screen will appear as follows: 

Review the information and type either (m) to modify the options or (s) 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 I+-1 Enter) then enter the supplier's code. IF5 \ can be used to list all suppliers. 

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

(w) 

Use] 

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 

Company Information. Refer to (11-10) for more details. 

IflflnMHHHHHHHHBn^^ Llnl xil 

1 Aged cash requirements 

2 Aged trial balance 

3 Cash requirements 

4 Cheque reconciliation 

5 Cheque register and cheques 

6 Cheque report 

7 Purchase journal 

8 Reprint purchase journal 

3 Reprint cash disbursements 

10 Supplier open item 

Run 11 Supplier master 

12 Supplier master updates 

Run 13 Fax telephone numbers 

Run 14 Purchases by supplier 

15 GST edit report 

Run 16 Purchases by supplier (QST) 

17 Cash disbursements summary 

18 Reprint supplier open item 

S System status 

Highlight Monthly Backup and press (<-* Enter) to generate the report from month-end backup files. 

Highlight Yearly Backup and press 1^ Enter | to generate the report from year-end backup files. 

The Monthly Backup screen will appear as follows: 

P.C.P.L 

RM 

iTypist 6 
Port 9S 

Accounts Payable 

Reports 

06E0 TRIAL BALANCE REPORT 

<<< From MONTHLY BACKUP Files >>> 

TLAPP20 2.64 

31/01/2003 

Processing Year 02 

^^^ MONTHLY OPEN ITEMS BACKUP FILES 

flfiWitki JAN/01 JflN/OO 

FEB/02 FEB/O1 FE8/00 

MAR/02 MAR/01 MAR/OO 

APR/02 APR/HI APR/OO 

MAY/02 MAY/01 MAY/OO 

JUN/02 JUH/O1 dUH/OO 

tlUL/02 dUL/01 dUL/OO 

flUG/02 AUB/01 flUG/OO 

SEP/02 SEP/O1 SEP/OO 

OCT/02 OCT/O1 OCT/OO 

NOU/O2 NOU/O1 NOU/OO 

DEC/02 DEC/01 DEC/OO 

t[2]l -Selects tSSQl-Unselects Q Q [JUSl-End 

Select a single month using fF9l then type (D and press I^Enter| to spool the report. 
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The Yearly Backup screen will appear as follows: 

flccounts Payable 

Typist 6 

Port 96 

Reports 

fiGEO TRIAL BALANCE REPORT 

<<< Fron YEflRLY BACKUP Files »> 

Processing Year 02 

f I PgUp PgDn 

Top [Jot ton Esc 

HfiPPZO 2.M\ 

31/01/2003 

Highlight the year you want to generate the report for and press [<-* Enter] 

Type (s) and press I^ Enter! to spool the report. 
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Various reports are generated from the Aged Trial Balance option. Samples follow: 

AGING DATE - January 31,2093 

SUPPLIER 

NUMBER HAKE 

ACCOUNTS PAYABLE AGED TRIAL BALANCE REPORT 

163 

331 

S51 

sae 

630 

705 

755 

8BB 

940 

1150 

1230 

1305 

1625 

1642 

1666 

167B 

1815 

1830 

1870 

1B71 

1955 

1960 

1989 

2013 

2036 

2050 

250S 

SUPPLIER HAMS 

SUPPLIER HAMS 

SUPPLIER HAKE 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER MAKE 

SUPPLIER HAKE 

SUPPLIER HAMS 

TOTALS FOR ALL SUPPLIERS 

AGIXG DATE - January 31,2003 ACCOUNTS PAYABLE AGED TRIAL BALANCE REPORT - DETAILED 

INVOICE 

DATE 

INVOICE 

NUMBER DIV STATUS 

30/12/2002 11041 10 

TOTAL 755 SUPPLIER NAME 

6/ 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/ 1/2003 1283142 10 

TC7AL 1960 SUPPLIER NAME 

TOTALS FOR ALL SUPPLIERS 

DATE: JAN 31/2003 

AGING DATE - January 31,2003 

INVOICE 

DATE 

SUMMARY PAGE 

DIVISION 10 

TOTAL COMPANY 

POLYMATHIC COMPUTER PRODUCTS LIMITED 

ACCOUNTS PAYABLE AGED TRIAL BALANCE REPORT - DETAILED 

INVOICE 

NUMBER DIV STATUS 0-30 DAYS 

3588.45 

3588.4S 

96.638% 

OVER 

120 DAYS 

.00 

.00 

.000?. 

OPEN ITEMS as at Jan 31,2003 

RMAPR191 2.39 

PAGE 2 

<- OUTSTANDING -> 

AMOUNT DAYS 

3713.31 

3713.31 

3713.31 

END OF REPORT 

DATE: JAN 31/2003 

AGING DATE - January 31,2003 

SUPPLIER 

NUMBER NAME 

DAYS 

POLYMATHIC COMPUTER PRODUCTS LIMITED 

ACCOUNTS PAYABLE AGED DEBIT LIST 

RMAPR192 2.39 

PAGE 1 

31-60 DAYS 61-90 DAYS 91-120 DAYS 

OVER 

121 DAYS 

TOTAL 

OUTSTANDING 

TOTALS FOR ALL SUPPLIERS .00 
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DATE: JAN 31/2003 

AGING DATE - January 31,2003 

SUPPLIER NUMBER/NAME 

1642 SUPPLIER NAME 

POLYMATHIC COMPUTER PRODUCTS LIMITED 

ACCOUNTS PAYABLE FUTURE DATED CHEQUES 

INVOICE INVOICE INVOICE 

NUMBER DATE AMOUNT 

123456 31-JAN-2OO3 115.00 

RMAPR193 2.39 

PAGE 1 

CHEQUE CHEQUE 

NUMBER DATE 

4054 31-JAN-2003 

DATE: JAN 31/2003 

AGING DATE - January 31,2003 

SUPPLIER NUMBER/NAME 

POLYMATHIC COMPUTER PRODUCTS LIMITED 

ACCOUNTS PAYABLE FUTURE PAID ITEMS 

<« INVOICE DATE and CHEQUE DATE EXCEED AGING DATE >» 

RMAPR194 2.39 

PAGE 1 

INVOICE 

NUMBER 

INVOICE 

DATE 

INVOICE 

AMOUNT 

.00 

CHEQUE 

NUMBER 

CHEQUE 

DATE 
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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. 

&e m Help 

Type (D and press |<-*Enter) to select Cash requirements. 

The screen will appear as follows: 

RM 

flr.rnnnts rayahlc 

Cash Requirements 31/01/2003 

CUT OFF DATE : 31/ 1/2003 [JAN 31/20031 Sequence : A NAME 

Include HELP items in totals : V Supplier: A All Suppliers 

[0] Select: [0]-Start [Hi-Modify [fiJffh-Exit 

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

Cut 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 

report by supplier name or (n) and press I*-1 Enter 1 to print by supplier number. 

and press I*-* Enter! to print this 

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 (s) and press I«-*Enter! then enter the supplier number. IF5 1 can be used to list all 

suppliers. 

Once you are ready to generate the Cash Requirements report type (s) and press 1 ^Enter). 

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

(EJ 

(w) 

flsci 

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: 

POLYWATHIC COMPUTER PRODUCTS LIMITED 

CASH REQUIREMENTS REPORT 

INCLUDES ITEMS UP TO DUE DATE: JAN 31/2003 

HELD Itexjs Included in Totals 

INVOICE INVOICE POSTING 

NUMBER DATE DATE 

11041 30/12/2002 11/01/2003 

40-6654111 09/01/2003 11/01/2003 

40-9656011 06/01/2003 11/01/2003 

31012003 31/01/2003 06/01/2003 

1272943 23/12/2002 17/01/2003 

1262454 01/01/2003 14/01/2003 

1263142 07/01/2003 17/01/2003 

1356946 31/12/2002 17/01/2003 

1359452 03/01/2003 17/01/2003 

PAGE 1 

RMAPR10 3.3B 

END OF REPORT 
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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. 

Type Q and press I*-1 Enter! to select Cheque reconciliation. 

The screen will appear as follows: 

ftccounts HiivalJle 

RM Cheque Reconciliation Report 31/01/2003 

including cheques up to and including 31/ 1/2003 tdflH 31/20031 

[„] Select: [|]-Start [[J3-Modify [(S3]-Exit 

Type [s) and press [<-*Enter! 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: 

(D Email this report to your Microsoft Outlook email profile. 
® Create this report in Microsoft Word format. 
(Escj 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 

POLYMATHIC COMPUTER PRODUCTS LIMITED 

CHEQUE RECONCILIATION REPORT 

INCLUDING CHEQUES UP TO JAN 31/2003 

CANCEL SUPPLIER 

AMOUNT NUMBER SUPPLIER NAME 

337 SUPPLIER NAME 

163 SUPPLIER NAME 

630 SUPPLIER NAME 

940 SUPPLIER NAME 

1150 SUPPLIER NAME 

1230 SUPPLIER NAME 

1830 SUPPLIER NAME 

1955 SUPPLIER NAME 

1989 SUPPLIER NAME 

588 SUPPLIER NAME 

1960 SUPPLIER NAME 

1B70 SUPPLIER NAME 

163 SUPPLIER NAME 

557 SUPPLIER NAME 

630 SUPPLIER NAME 

888 SUPPLIER NAME 

940 SUPPLIER NAME 

1150 SUPPLIER NAME 

1230 SUPPLIER NAME 

1815 SUPPLIER NAME 

1830 SUPPLIER NAME 

1955 SUPPLIER NAME 

1960 SUPPLIER NAME 

2050 SUPPLIER NAME 

2505 SUPPLIER NAME 

RMAPR15 1.25 

PAGE 1 

CHEQUE 

DATE 

18-DEC-2002 

02-JAN-2003 

02-JAN-2003 

02-JAN-2003 

02-JAN-2003 

02-JAN-2003 

02-JAN-2003 

02-JAN-2003 

02-JAN-2003 

04-JAN-2003 

06-JAN-2003 

09-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

15-JAN-2003 

CANCEL 

DATE 

DATE JAN 31/2003 

CHEQUE 

NUMBER 

4055 

CHEQUE 

AMOUNT 

115.00 

POLYMATHIC COMPUTER PRODUCTS LIMITED 

CHEQUE RECONCILIATION REPORT 

INCLUDING CHEQUES UP TO JAN 31/2003 

CANCEL SUPPLIER 

AMOUNT NUMBER SUPPLIER NAME 

1642 SUPPLIER NAME 

RMAPR15 1.25 

PAGE 2 

CHEQUE 

DATE 

31-JAN-2003 

CANCEL 

DATE 

TOTAL OUTSTANDING 

TOTAL CANCELLED 

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. 

@e &ft Help 

Type (5) and press I ^ Enter! to select Cheque register & cheques. 

The screen will appear as follows: 

Type (m) to modify the options or (s) to start processing the cheques. 
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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 Discount 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: 

DATE JAN 31/2003 

POLYMATHIC COMPUTER PRODUCTS LIMITED 

CASH DISBURSEMENTS JOURNAL AND CHEQUE REGISTER 

CHEQUE 

DATE 

31/ 1/2003 

31/ 1/2003 

31/ 1/2003 

31/ 1/2003 

31/ 1/2003 

CHEQUE 

NUMBER 

4056 

4057 

4058 

4059 

4060 

SUPPLIER 

NUMBER SUPPLIER NAME 

755 

940 

1150 

1955 

I960 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

SUPPLIER NAME 

CHEQUE 

AMOUNT 

112.35 

476.78 

2600.00 

135.23 

388.95 

A/P 

AMOUNT 

112.35 

476.78 

2600.00 

135.23 

388.95 

DISCOUNT 

AMOUNT 

.00 

.00 

.00 

.00 

.00 

RMAPR12M 1.34 

PAGE 1 

RUN DATE FEB 24/2003 

3713.31 
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