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About this Courseware

This courseware assumes students understand the basics of using a Windows-
based computer, and are comfortable using the keyboard and mouse. Students
should also be comfortable navigating the file structure of their computer in order
to create and manage files and folders. Understanding of and experience with
printing and using a Web browser is also encouraged.

This courseware is not exhaustive in covering every possible scenario or area of the
application. Its intent is to showcase key areas and procedures that are covered in
more detail in the software manual, and it has been designed as a reasonable
outline of the information and order followed during your training on the software.

BS&A's applications are designed to anticipate every need of your department. As
not all municipalities have identical procedures, some aspects of this courseware
may not be necessary, while some of your training might involve scenarios not
covered by this courseware. Training is tailored to the individual municipality.

Customers and potential customers have unlimited access to our Tech Support
department; feel free to contact them at any time with questions.
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Section 1: User Setup and Database Groups

BS&A

SOFTWAR E-.

In this section you will learn how to:

o Establish user and password security
o Add users
o Restrict access to departments and funds

o Set up Shared Database Groups



Lesson 1.1: Security Settings

Four basic security settings are available: Disallow Login to Accounts Payable; No Access
(Read-Only); Full Administrator Access; Custom (Limited) Access.

1.1: Security Settings

e ——— |} ar AnoliCAT y ra— "-FI — =
7 Acounts Paysble_UseriBSAT D Use" Applcation Secuity Secing: i -e x
Fle View Mavigaton Datafniry] | User: JACK
E pplication Vie d (© DisallowLogintoAccounts Payable —
i3 Inwvoice Entry No Access (Read - Only) -c.ﬂ—-
2] Check Entry Full Administrator Access
i3] Invoice Batch Entry )
[ Tables: Journal Entries Custom Access For Accounts Payable
[ Program setup
Check All Uncheck Al
et stenorie Security Oplions | User Setup Lists...
L F4 Banking [7] Reconcile checks
= Checks Security Setup Banks
Datab
Help Menu
Recurring Invoices Waiting Invoices Security
4 by amount Misc Options
MNone by percent Program Setup
View All Recurring Invoices Reporting
Unjournalized Invoices [Chedks Selup Security
No Invoices No Checks
Unposted Jounal Entries:
1 Waiting
Open Check Requests:
7 Waiting...
Invoice Approval Reguests:
2l (2 Incomplete.. ) _ X
Copy Security Settings from an existing User...
BS&A Message Center — 5 |
Cose | Posting Date - 09242012 | £ @
1 1]
02:59 L /\
CLOSE X

Disallow Login

Users are initially set to this access when first added (or imported, if using Active Directory
users) so that, as an example, access to Payroll is not accidentally given while creating a

user for Tax.

No Access (Read-Only)

The user can open the program and look around, but cannot edit any data. This is rarely
used, as No Access (Read-Only) users cannot even print a report of the data they are

viewing on the screen.

Section 1: User Setup and Database Groups
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Full Administrator Access

The user will have lookup/edit access to all areas of the current application (a spreadsheet
of security settings is available; your trainer will address this, or you may contact Tech
Support). These settings are to the BS&A application only. Jack can be set as a Full
Administrator Access user in AP, but have custom access set in GL. For full Administrator
rights over all BS&A .NET applications, an additional security level exists for Enterprise
Administrator.

Enterprise Administrators have the highest security level in the program and have rights to
perform tasks that affect both users and user groups in all shared BS&A applications. For
example, if Jack should have admin rights in Tax, but restricted rights in GL, do not check
this box. If checked, Jack will have admin rights in GL as well. Enterprise Administrators
have the rights to add or delete any other user (including an Enterprise user). A user must
be marked as "Enterprise" in order to access the Shared Program Folder.

Custom (Limited) Access

Custom access is separated into categories, which are then separated into security options.
If a number of users will have the same custom access, you can either copy settings from
another user, or set up a User Group (see page 14). If a custom-access user attempts an
operation for which he is restricted, the program will pop up a message; for example:

Security Error X
'6.' Error:
"W oy do not have security access to the users setup.,
* * * * gacurity Reference * * + *

Category: Program Setup
Item: User Setup

Close

Section 1: User Setup and Database Groups
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Lesson 1.2: Password Security

This is an entirely optional feature that allows an Enterprise Admin user to set
requirements on individual users' passwords.

1. Go to Program Setup>Administration>Password Security.

The Verify Passwords Against Active Directory... setting should only be used under
the direction of I.T. Support. If checked, it will change everyone's password (if already
set up) in every BS&A program.

2. Check the Use Password Requirements box.

3. Select your options.

Regarding the other two settings appearing at the top of the screen:

o BSA Users May Only be Imported from Active Directory. If checked, the ability to
manually add users is eliminated. Users can only be added by importing them from
Active Directory.

o Only Enterprise Admins May Add New Users. If unchecked, users set up with
either Full Administrator Access or with Custom Access to the User setup screen will
be able to add users.

Section 1: User Setup and Database Groups
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Lesson 1.3: Adding Users
Option 1: Manually Add a User

1. Go to Program Setup>Administration>Users.

2. Click &7

and enter the User Name.

3. (Optional) Enter the full Name, the user's Email, and any fields' in the Other
Information pane.

| Users g
— SN E S F) gladd g)Deets | [dAudt | §F Toos + | il View User Group Report New User E‘j
- User Name: JSMITH =
Name:  JIM SMITH
L £-Mal: e T
¢ JSMITH@EMAIL.COM [ User Setup Lists... |
. . TRt At BN
e F e ® ||
. Division: (#) User Field 2 #) [
3 Office: (] || EnterpriseAdministrator HELP
Phone: () . Ext:
Phone2: () - I
-
[ Change Password... ’ I Auto Login... ] [ Security Settings... |
‘ Set Active " Database...
—_————
View changes... | Discard Changes | ] Close ‘
BSBA Message Center

Lesson 1.3: Adding Users

CLOSE X

4. If applicable, click Set Active [application name] Database.

5. Once you have all of your users entered, you may (optionally) set passwords (see
page 10) and set up either individual security or group security (see page 14).

'With the exception of Enterprise Administrator; please contact BS&A I.T. Support for assistance.

Section 1: User Setup and Database Groups
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Option 2: Import Users from Active Directory

Go to Program Setup>Administration>Users.
&Tﬂuls -

Click
(Optional) Set a Default Password.

>Import Users from Active Directory.

(Optional) Set a Username, Name, and/or Email filter to reduce the amount of names
to select from.

Move the items from the left column to the right column.
Click Create New Users, then Ok.

File View Navigation DataEntry Tasks Reports Utiities BS8A Appliicaions Hebp

o k. Users &
*‘ JA o [E 8 g)add g)Deete | ldAudit | i Tools v | (il View User Group Report User 10 of 14 |
r
. Import Users From Active Directory
o Default Password for new User Accounts: (Leave empty for no password)
Active Directory Users (Not in BS&A Database) Users to Create and add to Database
User Name Name | EMal ~ )bq;quum Name EMai
. J0ufio Jessica Dufio (‘ = Jhafner Jason Hafrer
fnaifman Jenny Halfman
- Jhowe Jeff Howe
jrohnson Jeff Johnson
Jatona Josh Katona
Mein Justin Klen
- JXohagen Jason Kohagen
JLatuszek Jeremy Latuszek
€|
Create New Users

BSBA Message Center |

L) Reminders (0) ! o

Lesson 1.3: Adding Users

CLOSE X

Locate one of the users you just imported.

(Optional) Enter or verify the user's Email, and fill out any fields (see footnote) in the
Other Information pane.

If applicable, click Set Active [application name] Database.

Once you have all of your users entered, you may (optionally) set passwords (see
page 10) OR activate auto login (see page 12), and set up either individual security or
group security (see page 14).

Section 1: User Setup and Database Groups
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Lesson 1.4: Set Up Passwords

Follow these instructions if you will be setting up passwords in the BS&A programs as
opposed to using Active Directory Auto Login (see page 12).

1. Go to Program Setup>Administration>Users and locate the user.
2. Click Change Password.

3. Type the password (may be subject to some type of password security; see page 5) in
New Password and Confirm New Password.

4. Click Save Password.

Repeat for additional users.

Section 1: User Setup and Database Groups
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Lesson 1.5: Active Directory Auto Login

This is an entirely optional feature that allows an Enterprise Admin user to tell the
programs to bypass the step of users having to enter a user name and password, provided
the user name matches the user name set up in Active Directory.

1. Go to Program Setup>Administration>Active Directory Auto Login.

2. Select Use Auto Login Feature.

3. Check the Require Active Directory box and enter your Domain Name. Please contact
I.T. Support for assistance with the When Auto Login Fails... setting.
At this point, the use of Auto Login is enabled, but users still have to optin. This can
be done through the Users setup screen, or users may do it themselves on their My
Settings screen.

Section 1: User Setup and Database Groups
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Lesson 1.6: Set User or User Group Security

Setup of User/User Group security is not necessary on Enterprise Admins.

Set Individual User Security

This may not be necessary if the individual user will be part of a User Group. If, however,
the user is part of a group but will have additional individual security, setup here is
necessary.

1. Go to Program Setup>Administration>Users and locate the user.

2. Click Security Settings and set security for the current user. If "Custom Access," go to
each Category to receive its security options and check the appropriate boxes to the
right.

Click Close to return to the Users screen.

Repeat for additional users.

Copy Individual User Security Settings (Optional)

Copying a user's custom security settings is helpful when adding additional users that will
have much of the same security. For example, Cash Receipting .NET has well over 50
individual security options per user. Setting these options once and copying to multiple
users is a faster way to get users up and running. If individual users will be part of a User
Group, this may not be necessary.

Go to Program Setup>Administration>Users and locate the user to copy to.
Click Security Settings.
Select Custom Access.

Click Copy Security Settings from an existing User.

v b=

Select whether to search by Name or User Name, enter the criteria, and click Ok. If an
exact match isn't found, a list of results will appear; double-click the appropriate user
name to copy from.

Section 1: User Setup and Database Groups
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Set User Group Security

10.
11.

Go to Program Setup>Administration.

Add or import users but do not go into the Security Settings screen.

Click Close to exit the Users screen; you will be on the Administration tab of Program
Setup.

Click User Groups.
Click [ &1

and enter the Group Name.

Enter the Primary Contact and his/her Email. The Primary Contact is typically the one
responsible for determining access rights.

Click Security Settings.

Set security for the current group. If Custom Access, go to each Category to receive its
security options and check the appropriate boxes to the right.

Click Close to return to the Groups screen.
Move the items from the left column to the right column.

If one or more of this user group should have elevated security, return to the Users
screen to set it up (see above).

Section 1: User Setup and Database Groups
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Lesson 1.7: Printing a User Security Settings Report

Go to Reports>Other Reports and select User Security Settings Report.
Click Report Options.

Select whether or not to Show User Settings for All Applications.

P w N -

Select whether to Display Settings for All Users (and set its optional filters) or to
Display Settings for Specified User (and select the user).

Click Ok.

Select the (print) Destination and click Run Report.

Fle View Navigation DataEntry Tasks Reports Utiities BS8A Appiicaions Heb
Q-
D | Users— —=
Add, edit, and delete users in the system along with configuring ther security settings. |
L Database Setyp | 2 Program Setwngs | Jo My Setwioge [ 3. Adminstration |
Run Reports w

User Manag| - 3 - =

- Add Report Delete Report | Edit | 3 Rename [ Audit Tools ~ =
U - - = = User Labels... ] { User Setup Lists...
Active Direct

. Category:  [Other Resorts ~

Misc

Name; IJsey Security Settings Report L] [ Report Options...
- Shared Pro|)
« . [~
Link to othd| Destination: -
Number of Copies: 1 _Margins/Fonts...
— - Current Printer:  \\malone\SAVING228 [ rinter Settings... |
[] Show Sample Reports ligww,oﬁ ] | :’?ie I
BSBA Message Canter
Lesson 1.5: Printing a User Security Settings Report CLOSE X
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Lesson 1.8: Program Update Security

Program Update Security is designed for network environments with Windows Restricted
Users. This option lets you add a specific Windows user name and password which will be
used when a restricted user attempts to execute an update.

1. Go to Program Setup>Administration>Program Update Security.
Check the Allow Users to Run BS&A Program Updates with Elevated Privileges box.

Enter the Domain, User Name, and Password. This is the "Windows" user
name/password.

- * ~ DB:Demo Group: DEMO  Version: 09/07/2012
Fle Vew Navigston DataBniry Tasks Reports BSSA Appications Help

— Program Update Security...

Allow users to run BSA program updates with admin level access, without granting permanent admin access.

i Daubasé Qluu ' L ngrim Settings | 3. My Sm'.mgs li‘ Administration .

User Managem
{ E: Program Update Security Settings - “

Labels... ‘ l User Setup Lists...

[ V] Allow users to run BSA program updates with elevated privileges  HELR

Domain:  DEMO

Edit Password

=1

View changes... Discard Changes| [  Close

BSSA Message Center

Posting Date -09/26/2012 £ Q@

1.7: Program Update Security

CLOSE X
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Lesson 1.9: Attaching Your Database to a Group

To recap the "Basics" courseware that accompanies this one, Shared Database Groups
minimize your database management by linking your BS&A .NET databases. A group only
needs to be added in one BS&A application, and is then available in others for you to attach
the appropriate databases.

1. Go to Program Setup>Administration>Shared DB Settings.
Verify Current Database is displaying your currently active (working) database.

3. Verify Database Group Name is displaying the correct group. Show Only Applications
that Accounts Payable Can Interact With is checked by default, displaying only those
(installed) BS&A .NET applications that link with Accounts Payable. Verify the
database names listed there as well.

4. Click Set Shared Database Group to Use Current Database, then Yes.

—e—

b—-_‘ User: BSAT DB:Demo Group: None  Version: 09/07/2012

Fle  View  Nawgabon  Data Entry ,—Taske — Oamecte  OCOA Ammbeamama — ba;
Shared Database Group Management

Active Shared Database Group

Current Database: Demo
Database Group Name: [DEMO ~] [ Add | [ Rename Delete
Set Shared Database Group To Use Current Database
BS8A Software Applications
/| Show only applications that can interact with. Backup Entire Group... ‘ Advanced...
= —
Set Database ——— p— [=5=) &
|

9 Set Shared Database Grq:f 'DEMO' to use database 'Demo"?

= ven ] N
J

— — —
Fixed Assets (local)\BSA Demo bsauser
General Ledger (focal)\BSA Demo bsauser
Inventory Management
Miscelaneous Receivables (local)\BSA Demo bsauser

Demo bsauser

Payroll (locad) \BSA

Discard Changes Close |

1.9: Attaching Your Database to a Group CLOSE X

Click Close.

6. You are prompted that any other currently-open BS&A .NET applications will need to
be closed and restarted for the change to take effect; click Ok. All users that have
affected BS&A .NET applications open will need to exit and restart.

Section 1: User Setup and Database Groups
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Lesson 1.10: Department/Fund Access

About Restrictions

o If linked with General Ledger, a message appears in this screen: Settings for current GL
database [database name]. A change can be made to the settings in either application.
If you get an error that the fund/department/account/project is not found, it will need
to be added in General Ledger.

o The Dept/Fund Access screen is split into three tabs (four, if you use Projects).
o The Dept/Fund Access screen is split into four tabs (five, if you use Projects).
o Restrictions are database-specific.

o Blank lists mean access to all.

o A settingin Program Setup>Program Settings>Budget Setup affects the appearance
of this screen. If that setting - Use Separate Fund/Dept/Acct/Project Filters for Budget
Entry Security - is enabled, you will see two additional columns on each tab: For
Viewing/Input and For Budget Entry. This lets you be more specific in the
access/restrictions you are applying. If unchecked, access/restrictions will affect both
viewing/input and budget entry.

Set Restrictions

1. Go to Program Setup>Administration>Dept/Fund Access and locate the user.

2. On the Fund Access tab, double-click the bar labeled
<double-click or begin typing here to add a new row.>|

Section 1: User Setup and Database Groups
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3. Select the range of funds.

R T . ¥
File View Navigaton DataBntry Tasks SN = Tf & Il Audit ‘; Tools v User 9 of 15‘

User Name: JACK Setting For Current GL Database |
Name: JACK Demo

| 1. Fund Access | 2. Dept Access | 3. Account Access | 4, Project Access

The list below contains a list of fund ranges that a user has access to. |
A blank kst means access to al funds. ‘ [
From Fund To Fund L

#| 206 e * | User Setup Lists...

<double-dick or bqu‘twmq here to add & new row.>

|
|
|
|
BSSA Message Center .

View changes Discard Changes Close

Posting Date -09/26/2012 ' ) @

1.8: Department/Fund Access

CLOSE X

4. If applicable, go to the Dept Access tab.
5. Select the department access:

o If the current user is only to have access to the department in which he/she
works, select the Home Department. If you have been set up to use the
department list from PO, an Approval Dept (from PO Dept List) field is available,

and you may select an approval department. If you also selected a Home Dept,
the Home Dept will be ignored.

o If the current user is to have access to specific departments, select the range.
You may select a Home and a range.

o If the current user is to have access to specific departments (GL departments
only), select the range. You may select a Home and a range.

If applicable, go to the Account Access tab.
Select the type of list (has access to; does not have access to).
Select the range of accounts.

If applicable, go to the Project Access tab and repeat.

© v 0 N o

If applicable, go to the Advanced tab.
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11. Select the GL # Use Option.
12. Select the Department Access Option.
13. Select whether or not to Allow User Access if Department Field is Blank.

14. If more than one user will have the same or similar settings, use the Copy/Paste
functions in the Tools button.

Section 1: User Setup and Database Groups
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Section 2: Program Settings

BS&A

SOFTWAR E-.

In this section you will learn how to:

O

Set general program settings

Set up ACH

Set up Approval

Enter your Return Address

Set up a Check Request Interface

Create a Check Format and its default settings



Lesson 2.1: General Settings

There will be a discussion of General Settings as they relate to your municipality. Of note
areitems 1-4.

Cash Adtivity GL #:  000-001.000

Encumbrance Ofset Type: [Erter Encunbrance Cfiset =] G\ | Enable ACH Payment Features
Encumbrance Offset: None (From P0) [ General Municipality ACH Setup.

Payable Activity GL #: 000-202.000

[ tnvoice Entry
£ Check Entry
[] Tables: invoices

| vendar Code Set
> § 2‘.
€D PostingFormat: [Post to GL in Summary 5 || [¥] Use Numenc Vendor Codes Help
4 Posting Format: [Fa= 1o GL n Devad ~] Vendor Code Length: 4 User Field Labels..
Create AP Journals Tn: [invoice Verdor Name Order 5 [ Thvoice Approval
Joumnal Pasting Repct: | Hever Srow Repon Ater Fosing | 4| Use Invoice Approval Frocess
[ approval sewp... |

None by percent
Wiew All Recuriing lwoices
. ~— Invoice Optio ~ Check Printing
HNolrvoices  No Checks ‘Due From Other Funds Activity) Check Budget While Editing Invoices Allow Partially Paid Invoices | | [7] Print Associated Invoice Attachments When Printing Checks
=¥ . Due To Other Funds Activity, [ Prompt To Print Inveice Approval After Entry Default 'Print Attachment' Flag To True For Batch Invoice Attachments
Amting. e ———————— 3 . . .
Oen Check Requests: e e [] Disallow duplicate invoice numbers for a given vendar ‘When Printing Checks Pad Left Of Check Mumber With Zeros
7 wiaitmg lm ’ L [T Set Invoices 'On Hold' Flag To True By Default During Invoice Entry [ Print Checks In Reverse Order
"";:W;":'M' 2 el Beee vicion. EIEP) [] Display W3 Vendor Information On Inveice Entry Screen ] Shew ‘Print Test Check’ Option During Check Run
Default Invorce Type: [1em b= 7] Display Warning When Using Vender With Mo W3 On File [7] Require Authorization For Check Printing  Setup Authorized Users..,
N e Enable Flagging Invoices As Assets % 4 7] During Check Fun Prompt To Print Second Copy For Records
BERA Mackage Castar [ Audit Treil.. [T Limit PO Overpayment Amount Print Void Checks For Second Copy
The less of; §0| or 0| % of the PO line amount,

[ Reguire Invoice Descriptions [~] Copy Description To Line ltems
[ Require Invoice Dates [] Don't Copy PO Netes

[] Require Invoice Expected Check Run Dates
Display PO Attachments On Associated Invoices

2.1: General Settings

[ Require Invoice Attachments  Specify Banks For Requirement...
[] Disallow adding GL #s to invoices with POs

[] When creating invoices from check requests use ‘reference number” instead of ‘current date’ for Invoice Number
‘When vendars have only one billing and one purchasing zddress always use billing address

[7] when journalizing imvaices for vendors with notes display note proofing report

Remittance Advice Email File Format: Im

Suppress Over Budget Account Netification [~] Combine 1099 by FedID Allow 1089 Line-Level Selections
[] Hide Discount Fields (never take discounts) [] When journalizing checks attach image of check for check record

Validate Addresses (City/State/Zip) Flash "Post Date” button if date has changed

[ Force Caps in Text Enable Purchasing Card Payment Features

Allow Cash Account Overrides [] Use Merchant Codes For Purchase Card Import

[ Use Separate GL Security Access Filters [] Never Combine Invoices From Purchase Card Import

(1) Enable ACH Payment Features is covered in Lesson 2.2 (page 31).

(2) Vendor Code Setup is covered in Lesson 3.1 (page 46).
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(3) Invoice Approval Setup is covered in Lesson 2.3 (page 33).

(4) Enable Flagging Invoices as Assets. An example of how this is used is covered in
Lesson 4.2 (page 61).

Section 2: Program Settings
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Lesson 2.2: Municipality ACH Setup

The settings entered here are the default when setting up ACH on your bank(s), and may
be changed for each bank. The Enable ACH Payment Features box must be checked in
order to enable the General Municipality ACH Setup button. Most fields are self-
explanatory and/or assigned by your bank.

T e
72 Accounts Payable User: BSA DB -
miberhér m!ml, A D General Semngs- ——
Fle View Navigation DataEntryf - T ————
o- Next Invoice Reference = 63639
B Cash Actvity GL #1  000-001.000 | #| Payable Actvity GL #: 000-202.000 (2]
E " A 9=
/55 tnvoice Entry Encumbrance Offset Type: [Enter Encumbrance Offset ~! [7) Enable ACH Payment Festures 2=
i CheckEntry Encumbrance Offset: None (From PO) ‘ General Municipality ACH Setup
[ Tables: Invoces : >
= Program setp Jour T
- - Hel,
Quick Search €D Posting Fof' o) ACH Setup \ [ /) _—
Twoice Numbes : AP Posting Fon — 4 User Field Labels... |
Gk Noww: ACH Entry Descripton:
‘ Create AP Journa Y
| | Notincations | Dscresionary Data:
Journal Posting Reg
Recurring Invoices Waiting - apalty Name:
i | Journalize And} il
by ACHID #:
None by percent - . '
View All Recurming Invoices Bank/Cash ACH ID Type: lFeoefai Tax ID Number - =
Unjournalized Invoices/Checks | Automatically Send ACH RMA Email
No Invosces  No Checks |
Unposted Joumnal Entries:
2 Waiting.
Open Check Requests:
g [ Misc setngs... | [ ¢ Tree 7 Al o Distr
] Don' .
Invoice Approval Requests: Isc. ngs [V] Don't Show 'Batch Add Invoices’ On Main Tree V| Allow Saving Invoices With No Distributions
2w, (2 Incomplets. ) V| Use ltem-Based Invoicing V| Save Reports Generated From Utilities HELE
Default Invoice Type: |tem Based -
Ty HSEA SOFTWANS
BS8A Message Center \7 Audit Trail... | View changes... [Discard Chn;ges‘ | Close
 Sorzalbademeh J
| Posting Date - 1001/2012 £ @
o K2 “/\
2.2: Municipality ACH Setup CLOSE X

ACH ID Number; ACH ID Type. The entry for ACH ID Number is determined by the
selection in ACH ID Type.

Send ACH RMA Emails in Batches on Effective Dates. If unchecked, remittance emails
will be sent as a check is generated during a check run. If checked, you will be able to send
all remittance emails in one batch after the check run has been completed.
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Lesson 2.3: Approval Levels

What is Approval?

Approval Levels allow for electronic routing of invoices to be approved by department
heads or other responsible parties. By doing so, approval of bills to be paid can be tracked
electronically instead of routing the paper invoices through the various departments.

Enabling Approval

LA R

O

Go to Program Setup>Program Settings>General Settings.
Check the Use Invoice Approval Process box.

Click Approval Setup.

Select the Approval Email Option.

Determine your settings:

Email "Entered By" User When Approval Level Changes. If checked, this keeps
the user who entered the invoice updated on the approval process.

Use AP Department List Instead of GL Departments. If checked, a Department
List setup screen becomes available on the Database Setup tab. You will need
to set up AP departments for selection in the Approval Level Setup screen.

Warn on Admin Approvals. If checked, this looks at the Users Who Can Approve
This Level area of the Approval Level Setup screen. If the user name attempting
to approve is not on that list, a warning pops up.

Use Check Request Approvals. If checked, all user-defined approval groups
must have a Check Request Approval level.

Use Web Approvals. If checked, the email sent to the appropriate user contains
a link that lets that user approve or deny the invoice remotely.

Section 2: Program Settings
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Approval Level Setup Screen

Approval Level Setup m] *
Approval Level Group s
-— Departments:
Group Name: [ DEFAULT GROUP =] | Edit | Rename..|| Add || Delete | | |macive — o
—
—
& & Q | Add | Tools = Advanced

AWAITING USER CHANG DEPARTMENT HEAD

DENIED | APPROVED
“'!-_\_‘-.--
~

Selected Node Label: l:l Requires Distribution Approvals ~ Setup... Users Who Can Approve This Level
- Don't Email Approvals To Users In This Level Check Request Approval Node %= (Leave blank for all administrators)
[ I
‘ | | ‘ | | | KALA Al Departments
APPROVED £0.00 $0.00  Adv

4 i
Audit Trail... Print Groups... | Help Video... Discard Changes Close

(1) Group Name. Displays the name of the group you are working on. Click the drop arrow
to select other groups. The program is shipped with a Default group (pictured) that is used
for Departments that are not assigned to a user-defined approval group.

(2) Edit; Rename; Add; Delete. Edit can be used on all groups, including the Default group.
Rename and Delete can be used on user-defined groups only. Add adds a user-defined
group. Groups are not immediately editable when you open the Approval Level Setup
screen; you must click the Edit button in order to make changes.

(3) Inactive. If checked (user-defined groups only), the department(s) assigned to the
inactivated group will use the Default group instead.

Section 2: Program Settings
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(4) Departments. On a user-defined group, this will initially say <None>. Click this
command link to select one or more departments to assign to the current group. At least
one department must be assigned or the group is unavailable for use. The Default group
cannot have departments assigned to it. The available departments depend on the setting
selected in the "Enable Approval" instructions, above. If you will be using AP departments
instead of GL departments, the AP departments must be set up prior to adding a user-
defined approval group.

(5) Advanced. Click this button to select an Invoice Amount Change Action:

o Reset Approval Process if Path Changes. Any time an invoice amount change alters
the original approval path, the approval process resets.

o Always Reset Approval Process. Any change to the invoice amount will reset the
approval process.

o Never Reset Approval Process

o Reset Approval Process Based on Amount Changed. A specific change to the invoice
amount will reset the approval process.

o Reset Approval Process Based on Amount Changed or Path Changes

(6) Approval Group Builder. This is the area where you add and connect the individual
nodes that make up an approval group.

o Zoom In; Zoom Out. Click %8| and %€ to zoom in and out.

o Zoom to Fit. Click 4 to quickly zoom back to the display that shows all nodes.
o Add

o Tools. Click to launch the "Reset approval levels to default" tool, which returns your
group to its original state.
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To connect the nodes, position your cursor on the "source" node, press and hold down
your left mouse button and drag it to the "target" node. Release your mouse button and
the connection is made. The source node is "active," meaning any rules you set below (see
"Node Editor," below) will be on that active node.

First Level — _\_/ Second Level

Second Level

7

Right-click a node to clear it (clears the label) or to delete it. You cannot delete the first
(arrow-shaped) or final (octagonal-shaped) nodes.

(7) Node Editor. This area lets you relabel and set rules for the currently active (blue) node.

o Selected Node Label. Displays the name of the active node. You can change the label
here on both user-defined nodes and on the first and final nodes.

o Check Request Approval Node. Available if you've enabled the Use Check Request
Approvals setting in the "Enable Approval" instructions, above. Check this setting on
the appropriate nodes.

o Don't Email Approvals to Users in This Level

o Rules Grid. Shows the level(s) to which the active node is linked, and lets you set
amount parameters.

(8) Users Who Can Approve This Level. If all admin-level users can approve the active
(user-defined) level, do not set this area up. Otherwise, double-click the <Add New Row>
bar and select the user and which departments are affected.

(9) Print Groups. Click this button to generate a printout of your groups. Included on the
printout are the nodes and their connections, the departments assigned to the group, and
selected users.
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36 Accounts Payable



Notes

Accounts Payable

Section 2: Program Settings

37



Lesson 2.4: Return Address

The Unit Name appears on several reports and printouts. Depending on the report, the
address may appear as well. The Fed ID is used in producing 1099s.

S

File View Nawgation DataBntry Tasks Reports BS&A Appications Help

Recurring Invoxes Waitng
3 by amount.
None by percent
View All Recurring Invoices
Unjournaiized Invoices/Checks
NoInvoices 1 Checks.
Urposted Journal Entries:
9 \Wasting
Open Check Requests:
7 Warting

2.

by Rika SOFTRENE

BS3A Message Center

4: Return Address

Return Address...

Setup your unit’s return address and contact information,

"1, Database Setup [ 2. Progras

General Settings
General Settings...

Checks

[ Check Format Defautts...

General Ledger Settings

[ Gt e P

Link to other Appli

Check Request Interface...

Return Address .

J

(

User Field Labels...

it me: :ﬂﬁ"ﬂP

Address 1: 19965 ASSEY LANE

Address 2= BATH, MI 43808

Address 3:

Address 4:

Phone: (517) 641-8900

Fax: (517) 641-8960

EMal:

Web Site:

Fed ID: 311
‘ Audit Trail... Discard Changes | | Close
&

Posting Date - 10/06/2012 | ) @

CLOSE X

38
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Lesson 2.5: Check Request Interface

40

Go to Program Setup>Program Settings>Check Request Interface.

Select the default Vendor Code (and, if enabled, the default Approval Department) for
each relevant application. If applicable, click a Restrict User Access button to define
users who will or will not have access. If you don't have approval set up in Accounts
Payable, you will not see the Approval Dept column.

|z Accounts P ;
File \View Nawgstion Datantry Tasks Reports BS8A Applcations Heb
Chock Raquest terac. —
Sep Check Request Interface Options. 1$=|
4 Invoce Entry e
= CheckEntry e ¥ S—
Tables: Checks 4 Dutabase Setup — e
-% Program Setp f Check Request Interface Setup e———
General Settings = =
Quick Search % T ——
et b Fa | General Settin — ||  UserField Labels.. |
Chach, Wsmbe s Utity Bllng: REFLND LB [ #] ApprovalDegt: 215 = ———
Checks - =
: N meo— Current Tax: REFUND TAX | #| AoprovalDept: 215 »|
AT | | [ che romat 04 = i
Deinquent Tax: | AgprovalDegt: /
Recurmng Invorces Watng — -
General Ledger — —
Yy sect i || Busiess Lomrse: [ ] apovelDept: |
Naone by pevcent |_ GL Number Fo ‘ Comatrity Develspment: | MISC |—ﬁTl A S .TI
View Al Recurmng Inverces = =
Uipirnatmdiriokaftieds Eink:to other Vioc Recenapies: MISC [#] Acroveloest: 215 [B]
Holvosces | Chacks Check Reavest 1l | preal MisC [ 7] AcorovalDeot: 215 vl
SO o e DelnquentPersorst:  MISC [#] soovalOept 215 | W]
5 isimg = = -
Open Check Requests: Soecal Assessments: MISC | | AcorovalDeot: |
N
7 Vg L 4 —
Invoice Approval Requests: Audit Trail... | Discard Changes | |  Cose
Nene (Tl Incomoleter
Batch Emails To Send:
Nore
N -
_,k.ap F-‘.
TS5t Message Cemer
I Posting Date - 10/05/2012 4 @
2.5: Check Request Interface CLOSE X

If a default vendor code is not selected, MISC will be used as the vendor ID for the
check request.
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Lesson 2.6: Creating a Check Format and Setting Defaults

P w N -

10.

42

Go to Program Setup>Program Settings>Check Format Defaults.
Click Add New Check Format.
Enter the Name for New Check Format.

Enter the Info for New Check Format (appears when clicking the Info button located
next to the Name field).

Select an existing format in Base on Check Format.

Enter the number of Detail Lines on Check Stub. This determines the number of
invoices that can be printed on one check. This can be changed at any time by clicking
the Edit button.

If applicable, check the Print on Blank Check Stock box. When checked, the program
assumes the check number and banking information MICR will be printed by the
software.

File View Nawgation DataBntry Tasks Reports B5S8A Appications Help

SR =
= Setup the default values for a bank's check format, o
] invorce Entry
* ] Check Entry
[ Tables: Checks A Database Setup [ 2, Program Settings | 3. My Settings | 4, Adminustration

ELT General 5S¢ - -] Add New Check Format — ) —

Quick Search 7j Check Fg g B3

Ivoce M r | Gened | ame for new chedk format: DEMO - User Field Labels...

Ohack Numbe F
Checks || Info for new check format: ~ INFO FOR CHEOX
Notifications |
B — Check Fol |
| A

Reaurring Invoices Wa |
=K Gmesitl =
3 by amount 1]
¥ ] GLNunj | Printd e
None by pescent L Nung | Base on check format: [BSA Check Form 202 ~l
View All Recuming Invoices Too mi) -
= X Link to oth}| Detad Lines on Check Stub: 14
- e redd *The number of Detal Lines wil determine how many invoices may be printed on one check.
Nolnvorces 1 Checks. Wi [ l‘
Unposted Joumal Entries: Print on blank check stock 1
= !d\edud.hsvswnwlmmuudredmmmbm‘qnfammmcn
§ \Wating wil be printed by the software.
Open Check Requests:
" Au e
7 Vaiting. oK Cancel
Invoice Approval Requests: L

None (No Incomplete)
Batch Emails To Send:

None

Posting Date - 10/05/2012 ) @

2.6: Creating a Check Format and Setting Defaults CLOSE X

Click Ok.

The check format selected in step 5 appears; make your changes and exit the Report
Designer.

Verify or change the Name.
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Section 3: Database Setup

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Setup Vendors
o Setup Banks

o Set up Units of Measurement



Lesson 3.1: Vendor Setup

The Vendor Setup screen in Accounts Payable is the same as that in Purchase Order, as
vendors are typically shared between the two.

o
Vendor Setup - Server: (local)\BSA --- Database: D 1
Fle View Navigation TR WY Y S N T P r 1
o S0 E PR & Qlad g)Deete |ladavdt [FTd 5 W Activity | S Atmt 0] Vendor 1of 1249 |
- Vendor Code: 0001
— = —
1. General Setup | 2. Accounts Payable | 3, Purchase Order
{4 Invoice Entry -
4 ChedkEntry NCOTTSLAWNCARE | Inactive ‘ 3 | 1s Miscelianeous Vendor
{] Tables: Invoices
[3] Program Setup SortName: SCOTTS LAWN CARE 7| Include on Approval List || E-Verify
Quick Search Address: 2345 MAINST - *
Irvomce Nombe 4 7| Print 1099 Alt 1099 Address... | 4
Or 5 Address 2: e
i 7 I O
' aty: 1099 Box: Paid: $0.00
,‘ 1099 Minimum Not Applicable
l State: Zp: 1
Recurring Invokes Waiting ‘ W9 on File
4 by amount Country Code:
r\ X FED ID:
None by percent 2 ‘L *Additional Addresses... | [ Contact lnfo..j
View Al Recurring Invoices ol e (=
o K |v| useBillingAddress AsPurchasing Address Date Added: 01/21/2010 |(&7)
e o) Na Cheaka ot L Discount Terms... || User Defined... I Date Last Verified: |/ | )
Unposted Journal Entries:
None
Open Check Requests:
7 Waiting
Invoice Approval Requests:
Nore (2 Incomplete..)
BSBA Message Center Discard Changes Close -
; J Date- 10032012 5 @
3.1: Vendor Setup CLOSE X

(1) Zip Code Lookup. If the Validate Addresses setting in General Settings is checked, cities
and zip codes will be auto-filled using one of two methods:

a. Typing the City yields a dialog with matching cities in all states, and those cities' zip
codes. Double click the correct one.

b. Typing the Zip Code automatically fills out the City and State.

(2) Additional Addresses. Used to store addresses for Generic, Purchasing, Shipping,
and/or Billing. The address entered on the General tab can be copied to the Purchasing
address through the Tools button.
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(3) Is Miscellaneous Vendor. Can be used to exclude vendors from reports such as
mailing labels. Additionally, if a default check request vendor is not selected, Accounts
Payable looks for vendors with this setting checked.

(4) 1099 Information

o

Print 1099. Check this box if you will be sending a 1099 to the vendor. This is a default
setting that can be changed on a per-record basis.

Alt 1099 Address. Click this button to enter the address 1099 should be sent to, if
different from that entered on the left side of the screen.

1099 Box. Enter the box number for the current vendor.

Paid. Automatically filled out by the program when the Calculate 1099 Amounts task
has been run and can be changed.

1099 Minimum Not Applicable. Tells the program to ignore the bottom end cutoff
point at which 1099s must be created. Typically, a 1099 is only necessary if the
vendor received over $600 in compensation. For some vendors, however,
municipalities may choose to ignore this limit and print a 1099 anyway. On the other
hand, some vendors are required to receive a 1099 no matter the amount of
compensation.

W9 on File. If applicable, check this box.

Fed ID. Required for some reports; most notably, 1099s.

(5) Activity Button. In Accounts Payable and Fixed Assets, clicking this button shows
invoice and check activity for the current vendor. In Purchase Order, clicking this button
shows the vendor's requisition and purchase order activity.

Accounts Payable
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Accounts Payable Tab

Ven:iorSetup-Semn(bntS'AmDaumeuvu —
[on BAR & Q)Add g)Delete |l@daudit [ Tools + | {HActvity | & Atmnt [0] Vendor 1of 1249 |
Vendor Code: 0001
1. General Setup [Z— Accounts Payabl:‘l 3. Purchase Order | i
DUNS =: | Print on Separate Check }
Pay By: I“C" = — & - —- fo to Next Invoice' © 3 ————
. ACH Setup
Def o ice/Check Entry
ok Routng/rarst orber:
DefInvoice #: £ 1
Prenote Date:  / /
|| UsePercentages ['j |
[caneral Ledas N Account Type: I'.*one ;} t 7|’[
Recurring Invoices Waitng | 101285301.000 Bank AcCount/LPIC #: $0.00 (%]
o ACHID Type: [Federal Tax ID Number ~|
None by percest ype: |Federal Tax umbe:
View All Recurring Invoices ACH ID Number:
Unournskzed Involces/Checs Customer Account Number For Unit:
No Invorces  No Checks
Unposted Jounal Entries:  Codes Close
fone [MerchantCode Ll 1099 Paid
Open Check Requests: <double-dick or bi :
™™ row.>
Invoice Approval Requests:
None (2 Incomplete... )
-
Sy UBLL SOPTARY
BSSA Message Center | View changes... }Disurd ChnngesJ [ Close |
) Jstng Date - 1003/2012 ' & @
3.1: Vendor Setup CLOSE X

(1) ACH Setup. Requires the Pay By field to be set to ACH Transaction or TXP
ACH Transaction.

o Bank Routing/Transit Number. A valid routing/transit number is required.
o Prenote Date. Filled out by the program after sending a Prenote.

o ACH ID Number. Your entry in this field is determined by your selection in the
ACH ID Type field.

(2) Default Invoice Description. Text entered here will be the default when adding
invoices from this vendor and can be changed.
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(3) Prompt to Copy Info to Next Invoice. If checked, you will be prompted upon saving an
invoice to enter another one from the same vendor. Answering Yes to that prompt
populates all vendor-related fields.

(4) Default Distribution. Entering default distribution prevents you from having to enter it
when adding invoices. Distribution does not need to be set up in order; a Sort AP GL
Distribution tool is available to sort it.
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Purchase Order Tab

If linked with Purchase Order, this tab is available and provides fields for you to select from
Purchase Order. As on the Accounts Payable tab, default distribution may be set up in any
order, and sorted through the Tools button.

—a VmSﬂup-wmf\&T_ S

20 EH LR S QlAd glDeets | [@laudt [ Tools « | {Hactivity | & Atmnt [0] Vendor 1of 1249

Vendor Code: 0001

1. General Setup | 2. Accounts Payable [}, Purdlse Order ]

Vendor Type Code: [N ()

Associated Bidder Code: L«:}
Default Payment Terms: | ~
Defauit FOB Terms: | _._J
[ | Use Percentages For The Default Distribution
| GeneralLedger Number Descroton e

<double-dick or begin typing here to add a new row.>

View &l Recurmning Invoices
Umournalized Invoices/Checks
No Invorces  No Checks

Unposted Journal Entries:
None
Open Check Requests:
7 Waiting
Invoice Approval Requests:
None (2 Incomplete.. )

BSSA Message Center

View changes... | Discard Changes | [ Close

tng Date - 1003/2012 &, @

3.1: Vendor Setup

CLOSE X
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Lesson 3.2: Bank Setup

When linked with General Ledger, banks can only be added in General Ledger.

Z2 Accounts Paysble User:BSAT DB: Demo Group: DEMO _ Version: 09/07/2012

Fle View Navigaton DataBntry Tasks Reports BS8A Applications Help

o Bank Setup - Server: (local)\BSA - Database: Demo [
| RPBRCRREH VER— >0 B S @ QA 8)Deete | 8 Auit Bark 30f 7
= v o L& Ql Q) L
i Invoice Entry
=] Check Entry Bank Code: GEN
[7] Tables: Vendors = “—— -
[ Program Setup i L General Setup [ 2. Accounts Payable | 3, Cash Accounts | 4, Interest Allocation
Quick Search 1 | Specal Cash Acct™: RSN | #| “Only use this field if this bank corresponds
e { "~ toanon-standard GL# cash account or
e it : [7] Enable EFT/ACH Payment Features 5 using pooled cash
Chack \ .r =
| ACH Payment Setup.. | [¥] Allow Cash Account Override
‘ ' S AP T o d
SCSEG TR e AP Check Format: [BSA Check Form 202 || Checkinfo.. | [Manage Check Formats.. |
4 by amount 3
None by percent Next Check #: 56885 NextEFT/ACH =: 277
View All Recurring Invoices Print Check # on Checks
Unjournalized Invoices/Checks Print on Check Stub: [tvoice Summary: Invoice Date Number Desc/Amount (No Invoice GL Dist_v |
No Invi Mo Check:
NS s Sa Too many nvoices for check action: [Create VOID check, print remittance info on vorded check stubs ~|
1 Waiting Invoice Note Printing Options: [Don t Print Invoice Notes On Checks ~]
v Restrict Users Who Can Print Checks From This Bank Select Users...
7 Waiting
Invoice Approval Requests:
2inv. (2 Incomplete )

BS8A Message Center

Posting Date - 09/27/2012  § QI
3.2: Bank Setup CLOSE X

(1) Special Cash Account. Only to be used if the bank corresponds to a non-standard GL
number cash account or if you are using Pooled Cash.

(2) AP Check Information. The information to be used on checks created from the current
bank. If all banks will use the same, or most of the same, settings, this can be donein a
separate area and is covered in Lesson 2.6 (page 42).

o AP Check Format; Check Info. Used to select the default paper check format (any
format can be selected when printing checks). If you need to make changes to a
format or add a new one, you may click the Manage Check Formats button.

o Next Check #; Next EFT/ACH #. The numbers entered here increase automatically
after each paper check or EFT/ACH transaction is processed.

o Print Check # on Checks. If you do not have pre-numbered paper checks, this box
must be checked.
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o Print on Check Stub. If you print paper checks, select from invoice summary or
specific invoice detail.

o Too Many Invoices for Check Option. If this is a user-defined check format, the stub
limit can be changed by clicking the Edit button located next to the Name field.

o Restrict Users Who Can Print Checks From This Bank. If checked, click Select users...

to select the users who can print checks from the current bank. If unchecked, all
users (with the proper user security rights) can print checks from the current bank.

Section 3: Database Setup
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Lesson 3.3: Units of Measurement

Units of Measurement are used with Item-Based Invoicing (see page 28). Units of

Measurement can be set up in either Accounts Payable or Purchase Order; both databases
(when linked) reflect additions/changes to this list.

1.

2.

Go to Program Setup>Database Setup>Units of Measurement.

(Optional) Click

{8 Toos - >Add Defaults. This adds:

Fle View Navigaton DataBntry Tasks Reports BSSA Applications Help

cation Vievs

[£] Invoice Entry
] CheckEntry

[] Tables: vendors
[75] Program Setup

Quick Search
Twoice Numbe: F4
Chack Number 1=

Reaurnng Invoices Waitng
4 by amount
None by percent
View All Recurning Invaices
Unjournalized Invoices/Checks
Nolnvoices  No Checks
Unposted Jounal Entries:
1 Waiting
Open Check Requests:
7 Waiting
Invoice Approval Requests:
2y (2Incomplet=. )

Dy HSEA SOFTWANE

BSSA Message Center

-

|

Edit Unit Of Measure List

QlAdd f)Deete o  |alAudt §F Tools -
Unit of Measure list

| Unit of Measurement | Descripbon
Barrels

Boxes

Galons Information

Reams 0 Defauks successfully added.

= I

Discard Changes L Close

b33 63 63163 3

48
H

Posting Date -09/28/012 & @

3.3: Units of Measurement CLOSE X
3. To add your own, double-click the bar labeled
|<double-click or begin typing here to add a new row.=|
4. Type a unit of measurement and press Enter.
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Section 4: Invoice Entry

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Set up data entry options

o Enter aninvoice

o Edit, journalize, and void invoices

o Setup and generate Recurring Invoices
o Batch add invoice attachments

o Exportinvoices to Fixed Assets

o Navigate the Notifications Pane



Lesson 4.1: Entry Options

Options Button

Options are user-specific and can be set...

o in Program Setup>My Settings>Invoice Entry Options, or

"% Options

o through the button on the Invoice Entry screen.

Not all options may be beneficial to you, but are provided to help you fine-tune your data
entry.

View Navigation DataBntry Tasks Reports BS8A Applications Help

& Tt | BUREE| - | o | el avct | (& anmat 0] | ) soumakze | Options void Invoice | | Tools ~
Invoice Data Entry Options ke X
Invoice Entry — ™
?’::" 5'””0 When adding an Invoice copy last Invoice description to the new Invoice ["] Copy Invoice Date to Post Date
ables: Vendors
\ Program Setup |] When adding an Invoice prompt to copy last Invoice info to the new Invoice [ ] Auto-Fill Invoice lines with amount left to distribute

Oukck Search \When adding an Invoice start on the PO # Field || Remember Last Used Due Date/Invoice Date/Expected Check Run Date
Irvoics Numbas [ Automatically open Vendor Address' window when selecting a vendor [7] Leave Invoice On Screen After Saving
Chck Nmber 7] When loading vendors automatically search for open Purchase Orders [] Remember Last Used Invoice Approval Department
Notifications [ For POs with mulitple distributions prompt for spread amount || search vendor Names When Invalid Vendor Code Used

| [ SetDstaEntryOrder.. | [Reset Data Entry Order To Defaults |

Jicns by et The followng optons vl make it 50 that whie nputting data, hitting the enter or return key after nputting data wil skip over the speafied fields.

' v'“‘:"“"“"““ ; [7] SkipBark Code  [7] Skip Notes 7] Skip Approval List - :I:m—hnd hvnluoﬂh—j—.

S [ e ol eceional]| S
v o o Bl | ) SipPOE (7] Skip Hold (7] Skip Pay By (7] Skip Uoits [ Soalim fsics :

1 Waiting [ Skip 1093 [¥] Skip Post date [ Skip Invoice Type || Skip Inventory Code || Skip GL Number

b e [¥] Skip Line ltem 1089 (7] Skip Purchasing Card 7] Skip Tax PaymentInfo

7 Waiting

Discard Changes s000

| Flag As Asset

BS8A Message Center I#mmw i View changes... [ save

Sort Index: Reference = Posting Date - 09/28/012 § @

4.1: Entry Options CLOSE X
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Tools Button

Ten
fm Tools -

Clear Amounts

Save Invoice Distributions Ta Vendaor Default

|'|_.,_.| Create Copy of Invoice

,_:j Create Recurring Inveice From Current

o Clear Amounts. Clears the amounts both from distribution and from the Amount field
located above distribution.

o Save Invoice Distributions to Vendor Default. Takes the distribution on the current
invoice and saves it as the default for the selected vendor, overriding any default
already set up. Use caution here; saving a distribution with an amount saves the
amount as a default as well, which may not always be desirable.

o Create Copy of Invoice. Creates a copy of the invoice currently loaded on your screen.
This can be helpful if you have one already entered, and need another with much of
the same information (e.g., a phone bill or cable bill split among many different
account numbers). It's more efficient to copy from the existing one than to re-enter
the whole thing.

o Create Recurring Invoices From Current. Creates a recurring invoice from the one
currently loaded on your screen. This is covered in Lesson 4.6 (see page 70).

1099 Invoices

The 1099 box is checked automatically if the selected vendor is set up to be included in
1099 reporting (can be checked/unchecked on individual invoices). Individual GL numbers
entered for the invoice may be included/not included in the reporting due to a setting in
Program Setup>General Settings>Misc Settings called Allow 1099 Line-Level Selection. If
that setting is enabled, an additional column appears in the Distribution Grid.
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Lesson 4.2: Entering an Invoice

1. Go to Invoice Entry. If you are viewing a blank screen, proceed to step 2. If you are

olAdd -

2. Select the Vendor Code. If this is a Purchasing Card invoice, select the Code of the
vendor from whom the item or service was purchased, not the Purchasing Card
vendor.

viewing a saved invoice, click and proceed to step 2.

i. If the Vendor Name/Address screen appears, verify/enter the address and click
Close.

ii. If prompted to select an open purchase order, do so or click Cancel if not
applicable to the current invoice.

3. Verify or select the Bank Code.
Enter the Invoice # (or S for "statement").

Verify or enter/select the Dates (Invoice, Post, etc.) and any other fields (1099,
Approval List, etc.) relevant to this invoice.

If applicable, select the PO #.

7. Enter the (net) Amount or Gross. If the field is labeled Gross instead of Amount, you
are viewing Discount fields. Verify/enter the Discount Date, Discount %, and Discount.
The Net is calculated using these fields.

If applicable, select the Approval Dept.
Verify or enter the Distribution:
o GL-Based invoices:

i. If necessary, double-click the bar labeled
<double-click or begin typing here to add a new row.>|

ii. Verify or enter the GL Number, Item Description, and Amount.
iii. Repeat for additional lines.
o Item-Based invoices:

i. If necessary, double-click the bar labeled
<double-click or begin typing here to add a new row.>|

ii. Verify or enter the Quantity, Inv. Code, Units, Item Description, Unit Price,
and GL Number.

iii. Repeat for additional lines.
10. If applicable, click Purchasing Card Info.
i. Check the Remit Payment... box.
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ii. Selectthe Card Company Vendor Code (only vendors marked as "purchasing
card vendor" appear in this list).

iii. Verify or enter the Card Account #.
iv. Click Close to return to the invoice.

11. If applicable, check the Flag as Asset box to include this invoice in the export to Fixed
Assets (see page 77). The availability of this setting is determined in Program
Setup>General Settings (see page 28).

12. Click Save. This does not journalize the invoice.

File Vien Havigaton DataEn ks Reports  BSBA Applcatons  Hey

# ') pike Edit auglt = Attt [0) Journakze ' Options od Invoce | [ Tools ~

[ 1. Invoice Info 2 Approval Awaiting Approval From:  All Adrmin Users
“...’””:V k g - : o l
T vk Vendor Code: 0001 (] sonkCode: Gen [ ) | |Joumaized:  No

Status: Open

| Vendor nfo. | - Name: SCOTTS LAWN CARE Reference 2: [Next Available]

mber 1 ‘D
Invoice =: 97 Desc:  AERATION

Pl ||| 9 Noes. ] nvokeDates 10012012 ([ postoates 10012012 [ 711089

C== = - — Hola
Expected CkRun: 1070172012 I DueDate: 10/01/2012 |

POZ: View ‘l 0! Approval List

4 by amount $50000 Check
None by percent
View All Recurning Invoices
GL Number tem Descrption Aot | Enc
No invoices  No Checks 101-265-801.000 |#® | PROFESSIONAL AND CONTRACTUAL SERVICES 50000 [ E [{X
<double-click or begin typing here to add a new row >
1 Waiting.
7 Waitmg
Amt Paid: $0.00 Date: Check: <one> Balance To Apply: $0.00
2inv.  (2lncomplete. | Pircheaing Card T wes
g Card Info... | | Tax Payment Info
o g Flag As faset
-
L
iy, Addng New Invoce T, ‘jy o m—
BS5A Message Cantar k"lJ‘:I View chang e | | Cancel |

Sort Index: Reference = Posting Date - 1001/2012 & @

4.2: Entering an Invoice CLOSE X

13. If you want to immediately journalize the invoice, continue with the instructions
immediately following. If you are entering a batch of invoices, they can be journalized
at the same time (see page 66).

i. Goto theinvoice you just added.

45 Journalize

ii. Click
iii. Proof Run is the default selection. A proof run should always be done before a
live run to ensure the data is correct; click Run.

iv. Select the (print) Destination and click Ok.

v. Carefully review the report before you close it. You are then prompted to
proceed with the task. Provided everything is correct, click Yes.
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Lesson 4.3: Editing an Invoice

Editable Content

Editable content is affected by the Journalized and Paid status:

[ DB: Demo p: DEMO

File View Navigaton DataBntry Tasks Reports BSS3A Appications Help

O- 4L SE Glas -

4 edt  [elavst & ateent [0) | {l Joumalize |9, Options | (@) Void Invoice | [ Tools ~

4 Invoce Entry
* ] CheckEntry
[ Tables: Checks
5] Program Setup

Quick Search

Reauring Invorces Waiting

3 by amount

None by percent

View All Recumming Invoices
Unjournalized Invoices/Checks

No Invorces 1 Checks.
Unposted Journal Entries:

[ 1 1avoice Info 2.Approval | Awaiting Approval From:  All Admin Users

¢ an 2 | tnvoice In

* Barkcode: 8" | |Joumotoed: Mo

Open (unpaid); Unjournalized:

-All data can be edited

Open (unpaid); Journalized:

-Vendor address, description, and notes
-All dates except post date
-Paid by
-Purchasing card info

9 Varting -1099; Hold; Approval List; Separate Check checkboxes

Open Check Requests:

7 Wasting
Invoice Approval Requests: Paid'
T QIS

1inv_  (No Incomplete)
-Notes, 1099, and Approval

Batch Emails T Send:
Home AmtPad: $000
Purchasing Card info... | [ Tax PaymentInfo.._ |

|8 | Viewing Existing Invoice

BSSA Message Center

Sort Index: Reference # Posting Date - 10052012 4 @ i

4.3: Editing an Invoice CLOSE X

Editing the Invoice

1. Locate the invoice. The "Basics" courseware that accompanies this one illustrates
several search methods. A frequently-used method is to open the table (in this
example, Invoices), sort by the data you're looking for (in this example, Vendor
Name), and begin typing the criteria.

2. Double-click the record you want to go to.
T, Edit

Click Save. If you use Invoice Approval and this invoice was sent back to you after
being denied, the Approval Status changes to Awaiting Approval From [entity].

Goto

and change the data.
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Lesson 4.4: Journalizing Invoices

Select the Population.

i AN

Reference Number.

Go to Tasks>Journalize/Post>Journalize Invoices.

Select the Date Filter (all or a date range).

Verify the Journal Creation Order.

(Optional) Check the appropriate Filter box to set additional filters: User; Bank Code;

6. (Optional) Check the Print Vendor Address box to include the vendors' addresses in

the journal entries.

7. Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct; click Run.

View Navigation DataBntry Tasks Reports
S QD PR QA - e Eac |

[ 1 Invoice Info
£ tnvoce Entry n 1 1

1] Check Entry
[ Tables: Chedks
5] Program Setwp

Quick Search
Irvoca Numbs

O3

|

F4

Crec Numb Fs
Reaurring Invoices Warting
3 by amaunt
None by percent
View All Recusnng Invoices.
Unjournaiized Invoices/Cheds
1lnvoices 1 Checks
Urposted Joumal Entries:
9 Waiting
Open Check Requests:
7 viamng
Invoice Approval Requests:
None  (No Incomplete)

Batch Emails To Send:
Nora AmtPad: 5000

Purchasing Card Ino

E% Adding New Invoice

BSSA Message Center
Sort Index: Reference #

4.4: Journalizing Invoices

Invoice Entry Date Filter
© Al Dates

Date Range 10/06/2012 ¢ 10/06/2012
Posting Date Filter
© Al Dates
" Date Range 10/06/2012 10/06/2012
Expected Check Run Date Filter
© Al Dates

Date Range t 10)06/2012 10/06/2012

Journal Creation Order:  [invoce Vendor Name ~l
Filter By Users = Sefact Users || Filter By Reference &
Al Cashiers 7| Print Vendor Address

Filter By Bank Code *

Payment Types: [ Fayment Types vl

|

’Fn:mﬂdhtmhlwmomwnm. Ths will allow you to venfy all General
Ledger number totals before creating journal entries.

O Proof run (Generate report only)

Live run (Create journal entries and generate repart)

Ren | [ Coancel |

Balance To Apply: $0.00

Save Cancel

Posting Date - 1006/2012 | f @

CLOSE X

8. Select the (print) Destination and click Ok.

9. Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.
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Lesson 4.5: Voiding Invoices
Regarding the voiding of invoices...
o If the invoice had not been journalized, no journal entry will be created (i.e., no effect
on GL).

o If the invoice had been journalized, a reversing journal entry will be created and
posted to GL.

o If the invoice had been journalized and paid, the check will have to be voided before

the invoice (see page 113). Paid invoices cannot be voided without first voiding the
payment.

1. Go to Invoice Entry and locate the invoice.
@"i’ﬂid Invoice

2. Click

3. If theinvoice was journalized, verify or enter the Posting Date of the void and click

View MNawgstion DatsEnty Tasts Reports BSSA Appicstions  Help
o P B hlasd - ek elact | atemet o] 40 iew Joumal Entry 4, Opbors | 8 Void Invoes | [ Tooks -

oo [ T pey——

Voud Invoice

3ty e Ent=y posting Clate fior voiding this voics:
Heaes brr preeemt
iesw 2| fmconing mescee Aeroval lept:
Unjeurnalized Frnices Chedks
e fmvomse  No Chees
Linposted Jowrnal Ertes:
12 uisilig
Open Oheck Raquests:

woyne 5

TN ) e (B |
8500 | E |

o

|| concel |

Hione (e incommet
Batch Evails To Send)
T Amitad .00 Date: Ol mone W
—————————— [/ | Purchasiog Card Iwfo. | | Tax Payment ke |

v". l_.

Balance To Aply: 000

| --l wewng Exsing fruooe

0508 Mressor fome
Sort Tndex: Reference &

Posting Date - 10,09/2012 | B @

4.5: Voiding Invoices

CLOSE X

4. Click Yes, then Ok.
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Lesson 4.6: Setting Up and Generating Recurring Invoices
Setting Up

1. Go to Tasks>Recurring Invoices.

2. Click &7

3. Select the Vendor Code and Bank Code.

Recurring Invoice
Fle View Navigaton Data = Attmnt [0
Q- L 2E gla and Bank
p A | | vendor Code: 0001 [#] Vendor Name: ~ SCOTTS LAWN CARE
[£5] Invoice Entry - Bank Code:  GEN s [j Invoice Notes
: ] Check Entry ; =
i Tables: Invoxes s
[7=] Program Setup
o ol | Code: Desc: | LAWN CARE Ly
Q“.d‘ 3 3
[r—— : Soread to GL Distribution by: | smounts | Nextpayment: (&) (91 1089 I
Crack Numbar 1 1
d\ PayBy: |PaperCheck = Amount: $0.00 Pay: |Select Manualy - 1":‘0“’::““ i
!J Notes:
Recurring Invoces Waiting 2
2iipgees E [ rryes |
| -
None by percent j“ General Ledger Number Descrption Amount - |
View All Recurming Imvoice 101-265-801.000 (%] PROFESSIONAL AND CONTRACTUAL SERVICES $0.00 (%]
Unjournalzed Invokes/Chedk <double-click or begin typing here 1o add a new row >
2invoices . No Checks
Unposted Journal Entries:
None | E
Open Chedk Requests: i
7 Waiting )
lance To Apply: $0.00
Balance To Apply: 5000
Flag As Asset
W S rTaARe = E
BSSA Message Center 7["““6 Chanqes[ LW Save | | Cancel
Sort Index: Reference = Postng Date - 1003/2012 £, @

4.6: Setting Up and Generating Recurring Invoices CLOSE X

4. (Optional) Click Invoice Notes and enter notes; click Close to return to Recurring
Invoice Setup.

5. Enter the Code. This is the Recurring Invoice Code, which identifies each recurring
invoice.

(Optional) Enter the Description.
Select the Spread to GL Distribution By method.
Select the Pay frequency.

If the Pay frequency is something other than Select Manually, enter the Next
Payment Date. This date is used to detect any recurring invoices due for payment
within seven days of your computer's system date.

o o N oo
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10.
11.

12.
13.

Verify or select the Pay by method.

If the Spread option is Amount, enter the Amount (or Gross and Discount info, if set

up to use discount fields).

Verify the 1099, Approval List, and Separate Check settings.

This step is not necessary if the vendor was set up with default distribution and if the

Sprea

i

ii.
iii.
iv.

V.

d is by Amount.
Double-click the bar labeled |=dauble-click or begin typing here to add a new row.>|

Enter or select the General Ledger Number.

Verify or enter the GL Description.

Verify or enter the Amount, or enter the Percentage.

Continue setting up distribution.

Generating from an Independent Invoice

©® N O Uk WD

Go to Invoice Entry and locate the invoice.

Click

ﬁg Tools -

>Create Recurring Invoice From Current Invoice.

Enter the New Recurring Invoice Code and click Ok.

Click Ok to clear the success prompt.

Click View All Recurring Invoices in the Notifications pane.

Highlight the recurring invoice you just created.
Click Edit.

Set up the recurring invoice (see above).

Accounts Payable
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Generating an Independent Invoice

Go to Invoice Entry.

olAdd ~

Click Add Based Upon Recurring Invoice.

Click the ~ part of the button.

Double-click the invoice to create. What happens next depends on if you are creating
a percentage-based or an amount-based invoice:

o Percentage-Based. You are prompted to enter the invoice amount. Do so and
click Ok. The information is filled out from the recurring invoice.

o Amount-Based. The information is filled out from the recurring invoice.

Enter the Invoice Number and Invoice Date (and Due Date, if not calculated by
Accounts Payable).

Click Close. This does not journalize the invoice. Invoices can be journalized in batch
(see page 66).

Generating in Batch

72

© N o Uk W=

Click [n] by amount or [n] by percent in the Notifications pane.
Verify the Expected Check Run Date.

Verify the selected invoices.

If creating percentage-based, enter the Amount(s).

Verify the Invoice Post Date and Due Date.

Verify the Total Amount and Number of Invoices to Create.
Click Ok, then Yes to verify the creation of the invoices.

You are prompted that the invoices were created; click Ok. This does not journalize
the invoices. Invoices can be journalized in batch (see page 66).
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Lesson 4.7: Batch Adding Invoice Attachments

Enable Batch Entry

This setting is in two places: Program Setup>General Settings and Program Setup>My
Settings:

o If the setting is unchecked in General Settings, meaning Batch Add Invoices is visible,
the setting is also available in My Settings, letting individual users select whether or
not they want to see Batch Add Invoices.

o If the setting is checked in General Settings, the My Settings option is not available.

1. Go to Program Setup.
o Allusers
i. Go to Program Settings>General Settings.
ii. Checkoruncheck the Don't Show Invoice Batch Entry on Main Tree box.
o Individual user
i. Go to My Settings>My Preferences.

ii. Checkoruncheck the Don't Show Invoice Batch Entry on Main Tree box.

Enter the Invoices

1. Go to Invoice Batch Entry.
2. Select the Attachment Source:

o Add From Scanner. Select this if the paper invoice is in your scanner. This scans
the invoice directly into Accounts Payable, bypassing the need for you to save it
first as a file.

o Add From Existing Files. Select this if you have the invoice saved in an electronic
format somewhere on your computer or network.
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3. Click [ Add Invoice Image..

] and select the image. If there's a second page to the invoice,
you may add/scan that as well, then click the Combine... button to create one image.

File view Nawgaton DataEntry Tasks Reports B6S8A Apphcations  Help

3l tnwosce Entry
£2] Check Entry
: | trwesce Bateh Entry
[] Tables: Invoices
=) Program Setup
Quick Search
it Mambi 4

@) Add from existing files
Add from scanner

<Not Set>

Rotate ‘P

[ Combine Selected Attchmat | [Rotate

[2dd 10voice Image...|

Atachment Nam

1
[t- “'l

Amount:  $0.00

-
3 "M Aachment 0003 C] =
Recurring Invoices Waitng o e

3 by amount.

Mone by percent

View All Recurring Invoices 2 i =
Unjournalized Invoices/Checks -
No Invoices  No Checks
Unpasted Jounal Entries:
None
Open Chedk Requests:
7 Wasting
Invoice Approval Requests:
Tiv. (2 Incomplets e s
Batch Emailz To Send:

None

Page 10f2 Prev Next

: [
Create Invoices From Attachments... Zoom: U

BSBA Message Center

Posting Date - 10/04/2012 5]

4.7: Batch Adding Invoice Attachments CLOSE X

4. Continue adding invoice images.
Click an image under Attachment Name.

6. Fill out the Invoice Info for the selected image (Batch is informational and can be
used in reporting and sorting).

7. Click the next image and fill out its Invoice Info.

Continue in this manner until done, then click[ Ees il GLGLESllE ]

You are taken to the Invoice Entry screen, and a Batch Add Invoices from
Attachments dialog appears on top. If you have a second monitor, you may move the
dialog to that monitor in order to see your entire Invoice Entry screen. Otherwise,
move/resize the dialog to make it easier for you enter the remaining information. The
information on the Invoice Entry screen reflects your entry in step 6, and corresponds
with the image currently appearing in the Batch Add... dialog.

10. (Optional) Click Set Filters to filter the attachments.

11. Fill out the remaining invoice information and click Save.

12. The next invoice/attachment combination appears. Repeat.

13. When all invoices from the batch have been saved, you are prompted that the

process is complete; click Ok.
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Lesson 4.8: Exporting Invoices to Fixed Assets

Go to Tasks>Export Invoices to Fixed Assets.
Select the Population.
Select the Post Date Filter (All Dates or Date Range).

P w N -

Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct; click Run.

Fle WView Navgston DaotaBntry Tasks Reporte  BS8A Applcstions  Help

Q- ¢ & BF plad - |9 e | [aladt | [SEatmat {ail Journakize |4 &) void Invoice | Tools =
= e —
[ivaeiie ] ovonimoce o ramspwen f T
= I
o i wy Verdor and Bank . | [ 22Tt
| CheckEntry 46 ¥ Exports invoices flagged as assets within the Accounts
[ Tables: nvoices Vendor Code: Payable System. Once an invoice has been exported from the system, it will no longer
55 Program Setup e be indlded in future reports.
= [ Vendor Info. | arm
Quick Search —
togqmr ! ——— . the { _] [ Population | I
i Mumber Process the folowing records: | Markes Rzcor - pulation
Check Numbe 5 " ed Records u |
The records set as marked will be used when generating this report.
vacm [ Notes Number of Marked Records: 1
Recurring Imicsces Watng PO Misw
3 by amount
None by percernt —
View All Racurnng Invorces .
Unjournsized Invoices/Chedks = F R veoert TEn
All Dates
Nelmvoces No Checks A
Urposted Journal Entries: Date Range  * / [iﬂ i ¥ [Ti"
12 \Waiting.
Open Chedk Requests:
7 ilnating, that you 3 PROOF RUN. Thig will allow you to venfy the process
runs comectly before committing changes.
e Yt
-
Biateh Emails Ta Send: " Live run (Commit changes and generate repart)
[re Amt Pard: 30.00 Balance To Apply: $000
| Purchasing Card | | [ mm [ cucal ]
Iy Bl 5 T = — -
S Fr

I Posting Date - 10/03/2012 | i @

4.8: Exporting Invoices to Fixed Assets CLOSE X

5. Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.

6. Go to Fixed Assets and run the import. Instructions are in the Fixed Assets manual.
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Lesson 4.9: Notifications Pane

The Notifications pane is located beneath Application Views when an item other than
Tables is the active view.

File View MNawigstion DataEntry Tasks Reports BS&8A Applications Help
Q- ¢ B Bladd -4 edr | lava | attent [0] | G Jounalize | %, Options | (@) Void Inveice | (. Tools +

T e |2 00| e poulron:

23] trvoice Entry =ndor and Ban i |
4] Check Entry = §
[ Tables: Invoices Fd (] Journalized:  No
=] Program Setup h B Status: Open

. Reference 1 [Next Available]

1099 Separate Check
Hold . C—
Approval List
Flag As Asset

Recurring Invoices Waitng

3 by amount

None by percent

View All Recuriing Invoices
Unjournaiized Invoices/Chedks

No lnvosces  No Checks
Unposted Journal Entries:

13 \waiting .

Open Check Requests: I}
7 Waiting

Invoice Approval Requests:
HNone (No Incomplete)

Batch Emails To Send: §

Amt Paid:  $0.00 Date: Chedk: <none> ‘U

Purchasing Card Info... | l Tax Payment Info..

,_-ak Adding New Invoice -
. Save | | Cancel
BSBA Message Center

Sort Index: Reference Posting Date - 10092012 | i @

4.9: Notifications Pane CLOSE X

It provides basic information about the most-frequently accessed processes in Accounts
Payable, and is an alternative to launching those processes. If you use Invoice Approval,
two additional items are added to the Notifications pane, as pictured: Invoice Approval
Requests and Batch Emails to Send. These and the remaining items are covered where
relevant in this courseware.

Section 4: Invoice Entry
Accounts Payable 73



Notes

80

Section 4: Invoice Entry

Accounts Payable



Section 5: Invoice Approval/Denial

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Approve/deny invoices

o Send Batch Emails



Lesson 5.1: Individual Approval/Denial

1. Goto Invoice Entry and locate the invoice requiring approval.

2. Click the Approval tab. The Approval Group appearing depends on the Department
selected while entering the invoice. The level awaiting approval is in pink.

Fle View MNawgaton DataBntry Tasks Reports BSBA Appications  Help

Q- N BE glacd - Y edt |[Elavdr | [ ateent (1] | Jounaize |, Options | (@) void Invoice | [, Tools -

LlnvoiceInfo [ 2.Approval | Awaitng Approval From:  All Admin Users

5 tnvoice Entry @ @ | | Group:DEMO Invoice #: 106 G Aeprove | (Y Deny | Dkistory [0]

3 CheckEntry
TREASURER: MANAGER
All Admin Users JACK

[0 Tables: Invoices
) Program Setup

Quick Search . DEPARTMENT HEAD
—— - INITIALIZED D o loralilis
Gk Numbes ]

Recurring Invoices Waiting
3 by amount
None by percent

View All Recuming Invoices
Unjoumnalized Invoices (Checks

Mo lnveices Mo Checks
Unposted Journal Entries: !

None

Open Check Requests: DENIED APPROVED
7 Wiaiting - ~

Tnvoice Agoroval Requests:
2w (3 Incomplete_}

Batch Emails To Send:
Nere

BS8A Message Center g
Sort Index: Reference = Posting Dalz - 10/05/2012 | £ @

5.1: Individual Approval/Denial CLOSE X

3. Approve or deny the invoice:

o Approve:
i. Click D #pprove .
ii. Enter a Brief Note and, optionally, additional Notes and click Ok.

iii. If another level must be satisfied, you are returned to the approval screen
and that level now appears pink. Continue approving for any necessary
additional levels.

iv. Once all levels have been approved, you are prompted as such and asked
to journalize the invoice; click Yes and follow the prompts.

o Deny:
i Click Q0=

Section 5: Invoice Approval/Denial
82 Accounts Payable



Accounts Payable

Select whether to Permanently Cancel the Invoice or to Send Back to a
Previous Level (then select the level).

Enter a Brief Reason and, optionally, additional Notes and click Ok.
Check the Yes, | Wish To... box and click Yes.
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Lesson 5.2: Mass Approval/Denial

1. Click [n] Inv under Invoice Approval Requests in the Notifications pane. The Mass
Invoices Approval/Denial task loads.

e Grous: DEMO  Version: 10/04/201°

Mass Invoices Approval/Denial Sl — & e [
|
Show ‘Approval Dept Desc’ || Show Vendor Code' || Show Bxpected Check Run Dete' [ Show Address Button [ Print... |
| show Reference Number' | show ‘Vendor Name' [ | Show Due Date’ [ | Show Cur. Approval Level [ | Show GL Number
Post Over Approval
Invoice 2 Description Amount Daie Budget | VewRecod || Attach  Approve Deny |
21 LAWN CARE 200,00 10/05/2012 Yes View 1} 1 Apgrgve Deny
122 AERATION 640.00 10/05/2012 Yes Vi 0 0 Approve Deny
123 LAWN CARE 132.00 10/05/2012 Yes View ] 0 Approve Deny

To select multiple rows you can dick the left mouse button and drag across the rows you want
o select, or you can hold down the Control key and chck on the requisititons you would ke to
select. Additionally, if you hold down the Shift key you can select a range of requisitions. Approve All Selected.. | Deny All Selectad... |

[[GL Numbe [ ke Descry
101-265-801 000 PROFESSIONAL AND CONTRACTUAL SERVICES 20000 | E

oK

5.2: Mass Approval/Denial CLOSE X

2. (Optional) Set Invoice Filters and/or filters in the Options pane (click Select Columns
for more options) at the top of the dialog to alter the view.

Select the invoices.
4. Approve or deny:
o Approve:

i C“Ck[ Approve All Selected...]

ii. Checkthe Are You Sure You Wish To... box and click Yes.
iii. Enter a Brief Note and, optionally, additional Notes and click Ok.

o Deny:

i C|iCk[ Deny All Selected... ]

ii. Checkthe Are You Sure You Wish To... box and click Yes.

iii. Enter a Brief Reason and, optionally, additional Notes and click Ok.
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Lesson 5.3: Batch Emails

1. Click ([n] notifications) under Batch Emails to Send in the Notifications pane.

2. Make your selection:

o Send all email messages currently waiting to be sent

o Only send emails waiting to be sent that were created by the current user

3. Click Ok.

Fle Vew Navigaton DataEnty Tasks Reports BSSA Appications  Heb
Q- % B glad - edr felavat | & atwmnt [0]) | T view JoumalEntry |, Options | (@) Void Invokce | [ Toos ~

o R ey

23] tnvocce Entry §
i CheckEntry —
[ Tables: Invoices Vendor Code: [ %] BarkCode: GBM (2]
=] Program Setup

Quick Search

Mo
Open
Next

g
s
U

= Available]

H

Irvoce Number Fe
Cach Mumbe Fs

Recurring Invoxes Waitng
3 by amount
None by parcent
View Al Recurnng Invorces Approval Dept:

Unjournaitzed Invoices/Checks
No Invorces No Checks

Unposted Journal Entries:
13 Wanting

Open Check Requests:

7 Vadting

Invoice Aporoval Requests:
Zinv. (Nolncomplets]

Batch Emails To Send:

Yt ncabesional AmtPad: 3000 Date: Chedk: <rnone> B

There is curently 1 emad (containing 1 total notification) to be sent out.

Qnly send emails waiting to be sent that were created by the current user,

There is currently 1 emal (containing 1 total notification) to be sent out created by the
current user (BSAT). h

o I e ]

Balance To Apply: $0.00

Purchasing Card Info Tax Payment info CheckRequest = 00007 B
A‘lu T T

: # Adding New Invoce
| e Messagecene

Sort Index: Reference &

5.3: Batch Emails

Save | | Cancel

Posting Date - 10/05/2012 ) @

CLOSE X

4. A progress bar appears as the emails are being sent.
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Section 6; Check Creation Utilities

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Navigate a Check Run

o Handle the situation of reprinting checks



Lesson 6.1: Create and Print Checks Tab
Tasks>Check Tasks>Check Creation Utilities>1. Create and Print Checks

' Accounts Payable User: BSAT DB Demo  Group: DEMO  V
Flle View Navigaton DataBntry Tasks Reports BS8A Applications Help
N AR B : {4 S _ A2, .
O ¢4 AR Qlad il Attt 0] Jounokie 4 Ootoes e lncoce  sa Tools N
T i— | = == =
] Invoice Entry ’
: | Chedk Entry |_;. Create a.-.:-&rcmu. ke Set D
[ Tables: Checks [ 5
| Bark Code: N ] Check Format:  None
| &3] Program Setup o | |2 Check Maintenance utils |
4 Next Check Num: 0 Check Date:
Quick Search ;
| ivoce Nurbe 4 3. Journalize Checks Check Print Order: | Vendor Port Name v | Check Type:
Ovack Nurmbes s
J |4 Bt Checks ok B
' Fiter DatesBy: [invoice Expected Chec!_v | [ Filter Invoices By Vendor
Recuming Invoces Waiting e
2oy StartDate:  10/012012 [[] =
Hone by percent EndDate: 10052012 ([T <nore> | —
View All Recurning Invoices — 1 t [Enc I
Combine Invoices By Vendor ot
Unjournalized Invoices/Checks
No Invorces Mo Checks it |
Urposted Journal Entries: heck R ¥ Printing Task:
3 Wasting @ Generate Check Crestion Proof Report” "o Checks are actually crested.
Open Check Requests: Print Test Check i
s | Create and Print Checks
i Run Task
Balance To Apply: $0.00
Y= ==
=Ly J
G534 Message Center
Posting Date - 10052012 £ @
6.1: Create and Print Checks Tab CLOSE X

Bank Code. Select the bank code to be included in the check run.

Next Check Number. Defaults to the next available number as determined in Program
Setup>Database Setup>Banks and can be changed during the check run.

Check Print Order. Select from Vendor Code; Vendor Print Name; Vendor Sort Name.
Checks will be printed in ascending (1-10; A-Z) order unless you've enabled the Print Checks
in Reverse Order setting in Program Setup>Program Settings>General Settings>Misc
Settings, in which case they'll print in descending order (10-1; Z-A).

Check Format. Reflects the selection in Program Setup>Database Setup>Banks.

Check Date. Defaults to your computer's system date and can be changed.

Section 6: Check Creation Utilities
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Check Type. If EFT/ACH has not been enabled for the selected Bank Code, this field is
disabled and defaults to Paper. If EFT/ACH has been enabled, this field is enabled for you to
select the type.

Filter Dates By; Start/End Dates. Select the filter and enter the dates.

Filter Invoices by Vendor; Start/End Codes. If selected, this will further filter the invoices
to be included.

Combine Invoices by Vendor. If checked, all open invoices for one vendor will be
combined onto one check unless the Separate Check box was checked for a particular
invoice. If unchecked, a separate check will be created for each invoice from a vendor.

Generate Check Creation Proof Report. This option should always be selected first (make
sure you have regular paper in your printer) so that you can verify the checks to be created.
It is recommended you keep a hard copy of this report to reference if needed. This is
especially important if you use checks with pre-printed numbers, as you can verify that the
check numbers in your database and the numbers on the generated checks match.

Print Test Check. The appearance of this option is determined in Program Setup>Program
Settings>General Settings>Misc Settings. After a successful proof, this option may be
selected so you can verify items line up properly.

Create and Print Checks; Create EFT Payment Records; Create ACH Payment Records.
This final option is determined by the selected Check Type. This should never be done until
you've first generated the Check Creation Proof Report.

o Ifyou are doing a paper check run, you may be prompted with a warning that you are
not authorized to print checks, due to a setting in Program Setup>Program
Settings>General Settings>Misc Settings. You will then need to enter the user
name/password of an authorized user.

o Ifyou are doing an electronic check run, you may print either check stubs or
remittance advice, or choose not to print anything at all. Remittance advice can be
emailed following the creation of the ACH export (you will be prompted).
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Lesson 6.2: Check Maintenance Utilities Tab
Tasks>Check Tasks>Check Creation Utilities>2. Check Maintenance Utils

During a check run, or when entering manual checks, you are prompted to verify that your
checks/stubs printed correctly (e.g., everything lines up; paper didn't jam; pre-printed
numbers match numbers in your database). Answering No to this prompt takes you to
Check Maintenance Utilities.

o

If this occurs during a check run, you are taken to the appropriate tab: Check
Maintenance Utilities (paper; pictured); or E-Check Maintenance Utilities
(EFT/ACH/TXP ACH).

'

i

iz

st Owihe ‘

T ARG T
vorgr oty ety these teoks ol Couse Gepascies I vaer Arta. Plasse praceed with casten
s Al BAh Mgt bor ansmtater.

e =

St s s T SO s

B A

@ Nagnas checks
(enate o as B9 Bl ot ot o vem ] b rpepe—
‘a2 chats P reewd moonecly Levacen ad be secpered)

e

Pmteg Dete - 0002 B O
6.2: Check Mainmtenance Utilities Tab SE x
If you exit the check run, you may access these separately via Tasks>Check
Tasks>Check Maintenance Utilities (pictured below).
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o If this occurs during a manual check entry, the Check Maintenance Utilities dialog

appears:
Ac ; Demo Group: DEMO  Version: 10/04/201.
Fle View Navigaton DataBnty Tasks Reports BS8A Appkcations Hebp
g A B R = Edit " A_
° AR o L““ bTMﬂ = Ay CMdtM-mmmUbwbes- PO Gpu—— . — “1
[ oo
£ tnvoice Entry =
< CheckEntry > *** WARNING ***
s Running these tools could your data. Please proceed with caution
_D,];’u“mo::: fmc”'f or call tech support for assistance.
s [ Vendor nfo. |
i B e sakcod: [N [ F) OedTye: [Foomchok < -
Invoce 3
T — g . NP :
iticaes N CheckFormat: None
S A N PoE: View lad
3 by amount Check'| y T
None by peccent © Reprint checks
ApprovaiDept:
et S Baciring Iy ocue | Delete checks that did not print (invoices will be reopened)
Unjournalized Invoices/Checks
| Vend checks that printed incorrectly (invoices will be reopened)
No Invosces 1 Checks.
Unposted Journal Entries: ) Renumber check series | rcrea: 1
10 Waiting
Open Check Requests: S
7 Waiting &) Reprint check stubs
Invoice Approval Requests: Reprint remitiance Advice
None  (No Incomplete) rvoce Summary No vace Datrbubon |
Batch Emails T 3
P $Toseme Amt Paid: $0.00 Delete payment records (invoices will be reopened) 8 To L £0.00
Purchasing Cardil
A F: oK |[ close | i
By S5ia SoFTRAN | ) )
BSAA Message Center %M“m Save |  Cancel
Sort Index: Reference # Posting Date - 10/08/2012 | f @
6.2: Check Maintenance Utilities Tab CLOSE X

Reprint Checks (Paper Checks)

Select this option if you print the check numbers on the checks.

Journalized checks cannot be reprinted.

Delete Checks that Did Not Print (Paper Checks)

Deleting a check series is typically only done when a series of checks that don't use pre-
printed numbers did not print correctly during a check run. Invoices will be re-opened.

Journalized checks cannot be deleted.
The Next Check Number will not automatically re-set itself to the first number of the
deleted series. If you would like to re-use this number, you have two options:

o Change the Next Check Number (or Next EFT/ACH Number, if applicable).

o Renumber the check series (see below).

Section 6: Check Creation Utilities
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Void Checks that Printed Incorrectly (Paper Checks)

Voiding a check series is typically only done when a series of checks with pre-printed
numbers did not print correctly during a check run. Invoices will be re-opened.

Renumber Check Series (Paper Checks)

Renumbering a check series is done when the check numbers assigned in the database do
not properly correspond to the preprinted check numbers on your checks. This option
allows the numbers to match within the database, without the need to reprint the checks.

Journalized checks cannot be renumbered.

Reprint Check Stubs (E-Checks)
Select this option if you printed check stubs.

Reprint Remittance Advice; Format (E-Checks)

Select this option, then the Format you used (or a different one, if that's why you answered
No to the "...print correctly?" prompt).

Delete Payment Records (E-Checks)

Deleting an e-check series is typically only done if check numbering is incorrect or if
invoices should be placed on hold or voided. Invoices will be re-opened.

Journalized payment records cannot be deleted.

The Next Check Number will not automatically re-set itself to the first number of the
deleted series. If you would like to re-use this number, go to Program Setup>Database
Setup>Banks and change the Next EFT/ACH Number.
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Lesson 6.3: Journalize Checks Tab
Tasks>Check Tasks>Check Creation Utilities>3. Journalize Checks

You are taken directly to this tab during the check run, provided you've answered Yes when
asked if the checks/stubs/remittance advice printed correctly.

] invoice Entry i
£ Check Entry | L Create and Print Checks
[ Tables: Checks ‘ 5% WARNING ***
}Z- Check Maintenance Utils You cannot print a check after it has been journalized. Make sure that any checks to be
| journalized have already been printed or written manually.
[_ Number of unjoumalzed checks: 1 (Paper Check)
4 3. Journalize Checks First unjoumnakized check 2: 56885
i | b Last unjournalized check = 56885
| & BExport Checks To Bank
‘ \_
3 by amount Bark Code: S Z]
None by percent Start Check =1 56385 End Check =: 56885
View All Recuming Invoices 7] Print A o
NoInvorces 1 Checks. ‘m_&.—
Urposted Journal Entries: ©) Proof run (Generate report only)
10 Waiting. Live run (Create journal entries and generate report)
Open Check Requests:
7 viasting
Invoice Approval Requests:
None (No Incomplete)
Batch Emails To Send:
None Balance To Apply: $0.00
By BliA SOFTREE
o .% ddng Save | | Cancel
Posting Date - 1008/2012 | ) @

6.3: Journalize Checks Tab

CLOSE X

Information for Bank [name]. Displays basic information, including a warning that once
journalized, the checks cannot be reprinted.

Bank Code. Defaults to the bank code used for the current check run.

Start Check; End Check. Defaults to the check range used for the current check run.

Print Vendor Address. If checked, the vendors' addresses will be included in the journal
entries.

Section 6: Check Creation Utilities
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Proof Run. This option should always be selected first so that you may verify the
information before creating the journal entries.

Live Run. At the end of the proof run, you are prompted to do the live run. This option is
only available separately should you choose to bypass the proof run (not recommended).

Section 6: Check Creation Utilities
98 Accounts Payable



Notes

Accounts Payable

Section 6: Check Creation Utilities

99



Lesson 6.4; Export Checks to Bank Tab
Tasks>Check Tasks>Check Creation Utilities>4. Export Checks to Bank

Positive Pay for the selected Bank Code must have been set up in General Ledger (when
your databases are linked) prior to creating Positive Pay export files (instructions are in the
GL manual). You may go to Program Setup>Database Setup>Banks to verify the settings,
but may not make any changes. You are taken directly to this tab after journalizing the
checks. If you don't use Positive Pay, you may exit this task.

| Crwck e & Cronts and powt Ohis | | — T

3 v e { L T 71 LMW A LEN TV
] Progren Seto - L Oens Maqnenance LI o - Py

Quick Search M - 4

- = hte O Lot Pamat:  Gaans ASCTH Expont (Fusd Lesg
-
|
. ol o - I = {

| e i :

PG FOCes TG Export ey =] i l"T]‘
2 b e | St Cheox 1 S5t . |
- —

tevd Ok -
P ————
OIS IS CNedD
ma -t

Ureoeted Jauoal Entren
| veaking

Cpmn O Rsgasis
1 ey

Lxpont Chacky
Batance Ta Acoiv! 00
25 rriage C ey !

Sort Inbews Fafrene £ Posteg Date - 0204000 i @

6.4: Export Checks to Bank Tab CLOSE X

Export Filename. Enter the location and name of the file to send to the bank. The file
name format is determined by the Export Format set up in General Ledger. Itis
recommended that you create a location on your network to which the positive pay files
will always be saved, for consistency in retrieving them when it is time to send them to your
bank.

Bank Code. Defaults to the bank code used for the current check run.

Export Format. Reflects the setting from General Ledger.
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Check Type. Defaults to Paper Check.

Export Filter. Defaults to "Export all checks in check number range." Other filters can be
set, but when done as part of a check run, the default should be sufficient.

Start; End Check #s. Defaults to the checks included in the current check run.
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Section 7: Manual Check Entry

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Set up data entry options
o Enter a manual check
o Edit, journalize, and void checks

o Batch add check attachments



Lesson 7.1: Entry Options

Options Button

Options are user-specific and can be set...

o in Program Setup>My Settings>Check Entry Options, or

'% Options

o through the button on the Check Entry screen.

Not all options may be beneficial to you, but are provided to help you fine-tune your data
entry.

o~ g 3
File View Navigation DataBntry Tasks Reports B5S8A Appications Help
O L0 AR & - 0ladd »g)oeete Weae [Wlavdt & atmnt[1] (viewE %, Options | (@ Vod | [F Tools ~
Application Views 3
5] tnvoice Entry Vendor Code: [#]  earkcCode: [#]* | soumalzed:  Yes
] Check Entry T Stats:  Open
[ Tables: Checks Vendor Info. | Name: SCOTTS LAWN CARE
&3] Program Setp Check Data Entry Options -
Quick Search Gkt ——
Imvors Number F4 [" Notes K Feld
Chack Manbas s The following options wil make it so that whie nputting data, hitting the
enter or retum key after inputting data will skip over the spedfied fields.
-
[v] Skip Vendor Info
- i V] Skip Notes $500.00
e [ Skop Inchude GL Diatribution on 1093
None by percent A == =
View All Recurring Invoices []'Skip Check Type
Unjournalized Invoices/Checks [V Skip ACH Payment Info
NoInvosces  No Checks |¥| Skip Purchasing Card Info
Urposted Journal Entries:
[7] Use tnvoices As Default Manual Check Line Item Type
13 Waiting.
Open Check Requests: Remember Last Vendor Used
7 Viatng View changes Discard Changes |
i h ges Close
Invoice Approval Requests: [—]
2inv_ (No Incomplete)
Batch Emails To Send:
1(1 notfications)
A Invoces: 1 GLNumbers: 0 Amount: $60000
by Biia SOFTRALE
M | Viewing Existing Chedk (Press Escape to return to the Save C |
BS3A Message Center Lv—‘ Checks table.) Save | | Cance
Sort Index: Check Date Posting Date - 10/03/2012 | f @
T ———————————————————————————————————e o K2 4“/\
7.1: Entry Options CLOSE X

Tools Button

E@ Tools v|

Edit ACH Info

Edit ACH Info. Lets you edit the Account Number, Routing Number, and Account Type for
any ACH-type transaction.
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Lesson 7.2: Entering a Manual Check

w

© N o ok

9.

106

Go to Check Entry.
Click 81

Select the Vendor Code, and if prompted, answer accordingly when asked to copy
default distribution.

Verify or select the Bank Code.

Verify or enter the Check Number and Date.
Verify or select the Check Type.

Verify the Include...on 1099 setting.

Fill out the Check Details. Your entry will depend on whether you see GL Num or Inv
on the left (click to switch between the two). If GL Num, verify or enter the GL
Number, Description, and Amount. If Inv, select the invoice and verify or enter the
Description.

Type InvoiceGL Mumber Description Amount
GLNum | - . - . » $0.00 X

<double-click or begin typing here to add & new row.>

Type Invoice/GL Mumber Description Amourt

Inv =2 $0.00 | <

<double-click or begin typing here to add a new row.>

If necessary, double-click the bar labeled <double-click ar begin typing here to add a new row.> to
enter more line items.
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10. Click Save.

it - Attmnt [0} Journalize | 4, Options
Vendor Code: 0001 [#] Bankcode: en [#]" | Joumalized:  No
[VendorInfo. | Name: SCOTTS LAWN CARE s O
Smtiommeniamsmsnceme] Marual Chedk:  Yes Voded: No
Check hum: 56893 ‘Date: 10102012 [T CheckType: [Paper Check -
| Notes. ¥] Include GL Distribution amounts on 1099
Type  invoice/GL Number | Descripton Amourt |
J (o ] () AeraTION 48000 >
3 by amount. <double-click or begin typng here 10 add 3 new row >
None by percent
View All Recurring Invoices
No Invotces No Checks
14 \eisiting
7 Westing
Tinv_ (Nolncomplete)
Batch Emalls To Send:
1 (2 notifications)
/\ - Invoces: 1 GL Numbers: 0 Amount: $480.00
>, s orTanne -
BS3A Message Center #Adaﬂ:”c" Hick Viewchanges... | Savg| | Cancel
Posting Date - 10/10/2012 | ) @
7.2: Entering a Manual Check CLOSE X

11. Ifyou are printing a check, click Yes and follow the prompts; if you choose not to
journalize (only prompted to do this when printing a check), you may do so
separately; see page 111.In many cases, entering a single check (as opposed to doing
a check run) is done to correspond with a written check; if that is the reason you are
entering a manual check, click No when prompted to print it.
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Lesson 7.3: Editing a Check

Editable Content

All items on an unjournalized manual check can be edited. Unjournalized "check run"
checks do not allow editing of amount or invoice info. Once the check is journalized, only

the Notes can be edited.

Editing the Check

1. Locate the check. The "Basics" courseware that accompanies this one illustrates
several search methods. A frequently-used method is to open the table (in this
example, Checks), sort by the data you're looking for (in this example, Vendor Name),

and begin typing the criteria.

2. Double-click the record you want to go to.

3. Click et and edit the data.

it e Attmnt [0]

Sort Index: Check Date

7.3: Editing a Check

= 4, Options.
n v = !
Vendor Code: 0001 %] BankCode: Gen [&]® | sournskzed: No
heck & e § i
- Vendor Info. | Name: SCOTTS LAWN CARE Setwr (wm
) Marusl Chedc:  Yes Voded: No
Check Num: 56833 'Date: 10102012 [ CheckType: [Paper Check
[ Notes | Include GL Distribution amounts on 1099
Notiications i e vy Descrgtion Amourt

[ 12 (2] Lawn cang 43000 >

3 by amount <double-click or begin typing here to 2dd 2 new row.>

None by percent

View All Recurting Invoices

Nolmvoices 1 Checks

14 Waiting.

7 Viaing

Tlov.. (Nolncomplete)

Batch Emails To Send:

1 (2 notifications)
Invoices: 1 GL Numbers: 0 Amount: $420.00
y stng Chex View changes... | save| | Cancel

BS3A Message Center — J =

Posting Date - 10/15/2012 | f @

CLOSE X

4. Click Save.

Section 7: Manual Check Entry

Accounts Payable

109



Notes

110

Section 7: Manual Check Entry

Accounts Payable



Lesson 7.4: Journalizing Checks

Checks are typically journalized during a check run. This topic is provided for situations
where random checks were entered outside of a check run.

Journalized checks cannot be re-printed or re-numbered; please verify that all checks being
included in this journal entry creation have been printed or written manually.

Go to Tasks>Journalize/Post>Journalize Checks.

Select the Population.

Select the Bank and Check Type.

Verify the Start Check Number and End Check Number.

(Optional) Check the Print Vendor Address box to include the vendors' addresses in
the journal entries.

i A=

6. Proof Run is the default selection. A proof run should always be done before a live
run to ensure the data is correct; click Run.

sourmates recs ——
-
-+ WARNING ***
You cannot print a check after it has been journalized. Make sure that any
checks to be journalized have already been printed or written manually.
= of chedks for 2 (Paper Check)
First umoumalized chack #for selected bank: 56832
Last check #for selected bank: 56334
t oo |
Bank Code: GEN |*] CheckType: |paer Chec - $3000
None by parcent Start Check #: 56893 End Check #: 56894
View All Recurnng Invoices 1 Print Vendor Address
Unjournafized Invoices/Checks
Nolnvoices 2 Checks |
Urposted Jounal Entries: Ttis recommended that you first process a PROOF RUN. This will allow you to verify al
14 Wit General Ledger number totals before creating journal entries.
Waiting
Open Check Requests: @ Proof run (Generate report only)
7 \Wasting Live run (Create journal entries and generate report)
Invoice Approval Requests:
Tinv. (Nolncomplete) ﬁ; [ cancel |
Batch Emails To Send: = =e!
12 notifications)
g Invoices: 0 GL Numbers: 1 Amount: $30.00
K | Yiewing Existing Check (Press Escape to return to the
BSBA Message Center < Chedks table.
Sort Index: Check Date Posting Date - 10/15/2012  f @

7.4: Journalizing Checks CLOSE X

7. Select the (print) Destination and click Ok.

Carefully review the report before you close it. You are then prompted to proceed
with the task. Provided everything is correct, click Yes.
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Lesson 7.5: Voiding Checks

Enter a Void Check

1. Goto Check Entry.

Click the ] part of the oladd - button.
Click Add Void Check, then Yes.
Select the Bank Code.

Check Number defaults to the next available number as determined in Program
Setup>Database Setup>Banks and can be changed here.

Verify or enter the Date.
Click Ok.

v A W

File View Navigstion DataEnty Tasks Reports B5S8A Appications  Help
Q-0 PR &- 0lAd »g)beete A edt  [Wlavdt & atmot[0] (i Journalze %, Optons | @ Vod 3 Toos -

Application Views fidor and |

3] tnvoice Entry Vendor Code: [#] Bakcode: [#]* | soumalzed: o
I:flJ Tt o Vendor .| ames SCOTTS LAWN CARE | seus Open
‘E';!Prw:n:::‘: L Marusl Chedc:  Yes Voided: No

Quick Search Check Num: Date: | CheckType:

s Mdr - 'u Notes | Include GL Distribution amounts on 1099

Recurring Invoes Waiting £
3 by amount
None by percent
View All Recurring Invoices
Unjournalized Invoices/Checks
NoInvosces 1 Checks.
Urposted Journal Entries:
11 Waiting

Bank Code:  GEn (#)

Chedk Num:

56887
CheckDate: hop09/2012  [[5)

|
| 0K I} Cancel |

None (No Incomplete)
Batch Emails To Send:

None

Invoxces: 0 GL Numbers: 1 Amount: $15000

by BEEA I Twass

u_]mf""‘ﬂ"“" Save | | Cancel

BS3A Message Center
| Sort Index: Vendor Name Posting Date - 1003/2012 | ) @

7.5: Voiding Checks

CLOSE X
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Enter a Series of Void Checks

1. Go to Tasks>Check Tasks>Add Void Check Range.
Select the Bank Code.

ol

Start Check Number defaults to the next available number as determined in Program
Setup>Database Setup>Banks and can be changed here.

Enter the Number of Void Checks to add.

End Check Number is calculated by the program.
Verify or enter the Check Date.

Click Ok, then Yes.

N o u A

Void an Existing Check

1. Goto Check Entry and locate the check.

@) void

2. Click

Determine what to do about the invoice(s) paid by the check:

o Reopen the invoice(s) and (optionally) mark it/them as "hold" by checking the
Hold box.

o Void the invoice(s)
Click Ok.
Enter a Reason for voiding the check and click Ok.
Verify or enter the Posting Date.
Click Ok, then Yes.

N o u A

Reinstate a Voided Check

1. Go to Check Entry and locate the check.

(@) Reinstate

2. Click

, then Yes.

Section 7: Manual Check Entry
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Lesson 7.6: Batch Adding Check Attachments

If you scan images of your signed checks, this task lets you add those images as

attachments to the check records in your database.

ok W=

Go to Tasks>Check Tasks>Batch Add Check Attachments.

Select the Attachment Source.
(Optional) Select the Default Bank Code.

C|iCk[ Add Check Image...

Continue adding check images.

]and select the image.

Fill out the Check Number and verify/select the Bank Code for each attached image.

e

Data Engre._Tasks  Reports  BS&A

sHeln.

e view
O- ¢ LARE-

g Batch Add Check Attachments . g el S S B e

] tnvoice Entry
* ] Check Entry
[ Tables: Checks
2] Program Setup

Quick Search

Artac

@' Add an attachment from an existing file (JPG, DOC, XLS, etc.)
" Add images from a TWAIN Device (Scanner, Camera, etc.)

<Not Set>

&

Rkt

Burt Robrmon

Default Bank Code: GEN

[ Add Check Image...

Reaurring Invoces Waiting
3 by amount.
None by pescent

Nolnvosces 1 Checks.
Unposted Journal Entries:
16 Waiting
Open Check Requests:
7 Visiting
Invoice Approval Requests:
Tinv_ (No Incomplete)
Batch Emails To Send:
1 (2 notifications)

Check # Bank Code
0 GEN

0 GEN

View All Recummng Invoices
Unjournalized Invoices/Checks

(%] [Rotate @] [Rotate

Atachment Name ]

8] Check1 jpg xJ
[#] creck2ipg x]

3

7.6: Batch Adding Check Attachments

CLOSE X

7. Click Ok. The Attmnt button on the Tool Bar of each affected check updates itself to
reflect the attached image.

116
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Section 8: Check Requests

BS&A

SOFTWAR E-.
In this section you will learn how to:

o Create invoices from Check Requests
o Add and edit Check Requests



Lesson 8.1: Creating Invoices from Check Requests

Check Requests are requests for checks that come from other BS&A applications (Tax;
Special Assessment; Misc. Receivables; Delinquent Personal Property; County Delinquent
Tax; Building Department; Utility Billing) when linked with Accounts Payable. Check
Requests may also be manually entered.

1. Click [n] waiting under Open Check Request in the Notifications pane.
(Optional) Check the Filter Expected Check Run box and enter the check run date.

3. By default, all check requests are selected for invoice creation. Uncheck any that
aren't to be included.
4. Enter the Invoice Post Date.
5. Enter the Due Date.
6. Enter the Expected Check Run Date.
7. Select the Bank Code.
8. Click Ok, then Yes to verify the information.
Cmmm‘—.——————7——_]
- | =
‘ | Fifter Expected Check Run: 101152012 ([T
Number of Records: 4 Sortindex:  Request Num
‘ Reestum | Status Vendor Name ‘;"‘:“MC"“’ Iowoice # Request App Amount g::im‘
v 301 | Open SMITH TED 10/15/2012 MISSO 0000 UtktyBiling 192.76 | Awatng Approva
02 ‘Q:c'v BICKNELL, JAMES 10/15/2012 A""I". 001608-000! UthtySiling | 8.86 | Awaiting Approve
| 08 Oatﬂ ORETH KENNETH 10152012 | chd.m.ﬁem\‘ 35,50  Awaitng Approval
H
4 |"M e |
e ) Total Amoont: £1.13278
Number of Inveices To Create: 2
_"Q oK Cancel

8.1: Creating Invoices from Check Requests CLOSE X

9. Click Yes to view a report.

10. Carefully review the report before closing it. The Invoice(s) is/are created.

Section 8: Check Requests
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Lesson 8.2: Adding Check Requests

—_—

11.
12.

122

© v 0 N o A WD

Go to Tasks>Manage Check Requests and Create Invoices.

Click | ©] 4

Select the Vendor Code.

Enter the Invoice Number.

Enter the Expected Check Run Date.
Enter a Description.

(Optional) Enter Notes.
Double-click the bar labeled [<double-click or begin typing here to add a new row.>

Enter the GL Number(s), Description(s), and Amount(s).
Click Print Check Request.

| Requested By: BSAT Date Entered: 10152012 Bank: <None>
| Request App: ACCOUNTSPAYABLE Paid Date: <NotFaic>  Paid Check #: <None>
[
o

| Ref #1: <None> Ref #2: <None> |
-
Vendor Code: 0001 (%] [ Vendor Name/Address.. | VendorMame: SCOTTS LAWN CARE
Iwa 88 Notes: NOTES
Expected CkRun:  10/15/2012 .
Recurring Invoxces Wartng @ $480.00
3 by amount Desc: LAWN CARE 13
None by percent
View All Recutring Invoices SEE—
Unjournalized Invoices Checks General Ledger Number __ Descrption Mowt ||
Flwoloon_ 1 Checka 101-265-801.000 [#] PROFESSIONAL AND CONTRACTUAL SERVICES 5000{ |
Urposted Journal Entries: <double-click or begin typing here to add a new row >
16 Waiting
Open Check Requests:
4 \ating
5000 Totak
" Print Chd s Request |
- Q - Amount: $480.00

Audit Trail... View changes... | Discard Changes Close |

Save Cancel

Posting Date - 10/15/2012 | § @

8.2: Adding Check Requests

CLOSE X

Select the (print) Destination and click Print.

Click Close to return the task and add/edit additional records.
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Lesson 8.3: Editing Check Requests

1. Go to Tasks>Manage Check Requests and Create Invoices.
2. Selectyour List Check Request Filter.
3. (Optional) Check the Filter Expected Check Run box and enter the check run date.
4. Double-click the check request to edit.
5. Make your changes.
Fle Vew =
Q- <¢0 SR &~ blad -& = ‘A = - = — - M. = ;
ookt RS Aol m proves || ——
ﬁlmooe&mv ©lAdd @] Cancdl | | RequestedBy:  BSAT Date Entered: 101152012 Bank: <Mone>
Df::"g:“ Lt check requests fi | | RequestApp:  ACCOUNTSPAYABLE Paid Date: NotPaids  Pakd Check #: <Nore>
£2) Program Setip Nobe o Rl Ref #1: <None> Ref 22: <None>
Quick Search Request Num
roca e - Vendor Code: 0001 [#] [ Vendor NameiAddcess | Vendor Mame: SCOTTS LAWN CARE
S [ | m} Iw# 130 | MNotes: NOTES
e Boected GkRu: 10152012 [
| KE::::;N?W‘ Desc: LAWN CARE SMO A
1byml Chiedk Det
Mot | [ Goral g Number__| Dosciotion oot
- h::' [101265801000 /%) PROFESSIONAL AND CONTRACTUAL SERVICES 1 55000 (%)
Y mmw: <cdouble-click or begin typing here to add a new row.>
16 Waiting
Open Chedk Requests:
5 \Warting ‘
Totak $5000 L
) L 7V|twtarre?p\?nmn.qliejus!ke(crd7_|| Print Check Request | F\r Cancel \
| nt: $100.00
il ‘\. Audit Teail... View changes. L[):E.,gi.f?:] [io,i,l W
BB NessoncCoter (— Save | | Cancel
|Sort Index: Checkpate Posting Date - 10/31/2012 | f @
8.3: Editing Check Requests CLOSE X

6. Click Print Check Request.
7. Select the (print) Destination and click Print.

8. C(lick Close to return the task and add/edit additional records.
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Section 9; Vendor Tasks

BS&A

SOFTWAR E-.

In this section you will learn how to:

o View vendor activity
o Change and merge vendor codes
o Markvendors inactive based on inactivity

o Update vendor 1099 amounts



Lesson 9.1: Viewing Vendor Activity

128

Go to Program Setup>Database Setup>Vendors and locate the vendor.

Click | Actvity

Enter the Start Post Date and End Post Date. A list of invoices and checks for the
selected post date(s) appears.

Double-click the invoice or check to view more detail; click Ok to return to the list.

Fle  Vew Data . “
Vendor Activity For Vendor Code '0001" | 8
- e e S T — y —— —
e —_——

StartPostDate:  1022/2011  [[)] EndPostDate: 10/22/2012 | [ View Report... | ==
£ 1nvoice Entry =
£ Check Entry
D Tables: Checks i i | ——

2 Progrem Setup Reference # | Invoice # Invoice Date 1099  Description Amount
Quick Search 63698 97 10012012 Mo AERATION 500.00
ST - 63692 £ 10/04/2012 No  AERATION 500.00 |
Ghack Ramba b 63700 100 10/04/2012 No  AERATION 500.00
63702 57 10/04/2012 Mo LAWN CARE 50.00
2 63704 106 10/04/2012 Yes  LAWNCARE 300.00
63705 121 10/05/2012 Yes  LAWNCARE 200.00
Recurring Invokes Waitng
63706 122 10/05/2012 Yes  AERATION 640.00
3 by mmount A7 123 10/05/2012 Yes | AWM CARF 13200
flctie Oy peroecs Number of Invoxces: 11 Total Invoices Amount: 335200
View All Recurning Invoices
Unjournalized Invoices/Checks
3invoices 1 Checks | Chedk & Check Date Check Type 1099 | Description Amount |
Urposted Journal Entries: GEN 56391 10/03/2012 Paper Check No VOID (Ong Amt $500.00 ) 0.00
16 Waitg GEN 56892 10/03/2012 Paper Check No §00.00
2 GEN 56893 10/10/2012 Paper Check Yes 480,00
Check 3
Do Cherk REguomie GENS6895 10/15/2012  Paper Check Yes 100.00
5 \Waiting
P Number of Checks: 4 Total Checks Amount: 1180.00
v BEae LorTaase Close |
BSSA Message Center Sa— S—
Posting Date - 10/22/2012 | f @
9.1: Viewing Vendor Activity CLOSE X

(Optional) Click [ ViewReport... |
i. Click Report Options.
ii. Selectyour options and click Ok.

iii. Select the (print) Destination and click Run. If you've printed to the screen, the
invoice and check numbers are "drilldown" links; click one to view the invoice or
check detail.
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Lesson 9.2: Changing Vendor Codes

Accounts Payable is the source of vendor information when your Accounts Payable,
Purchase Order, Fixed Assets, and General Ledger databases are linked. If linked, you must
complete the following before changing vendor codes:

Make backups of the databa

ses listed above.

Go to Program Setup>Administration>Who's Logged In and make sure all users -

including yourself - are out of the programs sharing the same group. Make sure you
are the only user currently logged in.

..from the Tasks Menu

Hw N -

130

Complete the backup(s) and verify Who's Logged In.
Go to Tasks>Vendor Tasks>Change Vendor Codes.

Select the Old Vendor Code.

Enter the New Vendor Code.

Za Accounts Paysble User: BSAT DB:Demo Group: DEMO _ Vession: 10/04/2012

Fle View Navigston DataBnty Tasks Reports GS8A Appkcatons  Help

None by parcent Miscellaneous
View All Recurnng Invoices
Unjournafized Invoices/Checks
NoImvoices No Checks
Unposted Journal Entries:
11 Waiting
Open Check Requests:

[ shared Program Folder... ]
Link to other Applications’

{ Shared DB Settings...

W' Logged i -
=T & Check and see who is currently logged into the system. 9=
=4 Invoice Entry
: | CheckEntry
[ Tables: Checks 1 Database Setup | 2, Program Settings | 3, My Settings ['3, Administration
=] Program Setup

| User Management —————————————— — ————— — =
Quick Search I e e S — I
Smr— F { Users... | Password Security... || User Groups... L[ custom User Labels... User Setup Lists...
b s — r
= [ictveDirctory Auto-Logn. | Change Vendar Code ==
User Security | 3 |

S A el B [ Dept/Fund Access.. +54 WARNING ***

3 by amount It is *highly* recommended that you have a current backup

of the AP, GL, and PO databases before continuing.

Old Vendor Code: 0001 (]

New Vendor Code: 0] I

B
Ptenance... |

ok || cancel

7 vimting

Invoice Approval Requests:
None (No Incomplete)

Batch Emails To Send:

———

9.2: Changing Vendor Codes

Posting Date - 10/09/2012 | ) @

CLOSE X
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5. Click Ok; you are warned that a backup should be performed. If you made a backup
prior to performing this task, click Yes to proceed. If not, click the <Click here to
create a backup now...> command link and follow the prompts.

6. Click Yes.

...from the Vendor Setup Screen

1. Complete the backup(s) and verify Who's Logged In.

2. Goto Program Setup>Database Setup>Vendors and locate the vendor.

3. Click

ig Tools -

>Change Vendor Code.

Enter the New Vendor Code.

Click Ok; you are warned that a backup should be performed. If you made a backup
prior to performing this task, click Yes to proceed. If not, click the <Click here to
create a backup now...> command link and follow the prompts.

6. Click Yes.

Accounts Payable
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Lesson 9.3: Merging Vendor Codes

As in the previous lesson, make a backup prior to beginning, and verify all users but
yourself are out of all linked programs.

...from the Tasks Menu

Complete the backup(s) and verify Who's Logged In.
Go to Tasks>Vendor Tasks>Merge Vendor Codes.
Select the Destination Vendor Code. This is the record that will be kept.

Eal

Select the Merge With Vendor Code. This is the record that will be removed.

Fie View Nawgaton DataEnty Tasks Reports BSSA Appications Heb
M B BlAdd - | 4w Audt | Attt (0] | Tl View Joumal Entry %, Optons | (@) Voud tnvoice | [ Tools ~
(] % 23

o || R ———"

5] invoice Entry & Tod T D B

< | Check Entry == X

[ Tables: Checks Vendor Code: | #] BarkCode: GEM (] || ot tes
= Status: Open

5] Program Setup
ook Reference %1 [Next Availabie]

Chach Mumbe Fs

Recurring Invoes Watng
1 by =mount
None by percent
View All Recurnng Invorces
Unjourraized InvoicesChecks
Nolmaces No Checks
Urposted Jounal Entries:
13 Waiting
Open Check Requests:
7 Viniting
Invoce Approval Requests:
Ziov.  [Noincomplese)
Batch Emails To Send:
111 noficatoms]

n P Purchasing Card Infc Tax Paymant Info Creck Reauest #: 00001
- $ad TS TVt

AmtPad: $0.00 Date: Oheck: anone> B Balance To Apply: £000

TSHA Messege Temer
|Sort Index: Reference 2 Posting Date - 10/10/2012 ) @

9.3: Merging Vendor Codes CLOSE X

5. Click Ok; you are warned that a backup should be performed. If you made a backup
prior to performing this task, click Yes to proceed. If not, click the <Click here to
create a backup now...> command link and follow the prompts.

6. Click Yes.
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...from the Vendor Setup Screen

1. Complete the backup(s) and verify Who's Logged In.

2. Goto Program Setup>Database Setup>Vendors and locate the vendor code you want

to keep.
w -

3. Click b ook >Merge Vendor Codes.

4. Verify the Destination Vendor Code. This is the record that will be kept.

5. Select the Merge With Vendor Code. This is the record that will be removed.

6. Click Ok; you are warned that a backup should be performed. If you made a backup
prior to performing this task, click Yes to proceed. If not, click the <Click here to
create a backup now...> command link and follow the prompts.

7. Click Yes.
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Lesson 9.4: Marking Vendors Inactive Based on Inactivity

136

Go to Tasks>Vendor Tasks>Mark Vendors Inactive Based on Invoice/Check Activity.

Enter the Cutoff Date. Any vendors with no invoice/check activity after this date will
be marked as Inactive.

Fle View Nawgation DataBntry Tasks Reports BS8A Applications  Help
Q- 4 & PF gladd -4 eat At |5 atmt[0) | G view JoumalEntry |, Options | @) Void Invoce | 3 Tools +

pplication Vies or and
=4l Irvoice Entry : 5 |
jcMEm Vendor Code: Bank Code: G=N 2
[ Tables: Checks

2] Program Setup

Quick Search

Irvoce Meumber F4
Chack Numibet s

Recurring Invoices Waiting
3 by amount This utlity wall mark vendors with no invoice or check activity after
None by percent — the specified cutoff date as Tnactve' .

Wiew All Recusring Invoices
Unjournaized Tnvoices Checks: CutoffDate:  12/31/2010 [
Jinvoices... 1 Checks
Unposted Journal Entries: ﬁ P
16 Waiting.. —_— —
Open Check Requests:
5 Ulaating

Balance To Apply: $0.00

Amt Paick: $0.00 Date: Check: <none> ‘U
Purchasing Card Info. Tax Payment Info Check Request =: 00001 3

By 554 SOFTWARE
r:‘} Aukding New Irnvoice Save| | Cancel

BS3A Message Center
Sort Index: Reference &

Posting Date - 10/22/2012 | i @

9.4: Marking Vendors Inactive Based on Inactivity CLOSE X

Click Ok; you are warned that a backup should be performed. If you made a backup
prior to performing this task, click Yes to proceed. If not, click the <Click here to
create a backup now...> command link and follow the prompts.

Click Yes, then Ok.
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Lesson 9.5: Updating Vendor 1099 Amounts

1099 amounts will only be calculated/updated for those vendors with the Print 1099 setting
enabled in Vendor Setup. The amounts are placed in the Paid field:

File View Nawgation Dataéntry Vendor Setup - Server: (local)\BSA --- Database: Demo
O - S0 B AR E g)ad glodets [wlavdt | [F Toos « | Glacwvity | = awmnt [0) Vendor 10f 1248
Application Views | : Vendor Code: 0001 —
:—J Swcic oy 1 General Setup | 2. Accounts Payable | 3. Purchase Order ==
%] Check Entry
Tables: Checks -
.% Program Setup ﬁ. Name: SCOTTS LAWN CARE | Inactive [M1is Vendor
Quick Search SortMame: SCOTTS LAWN CARE V| Indudeon Approval List || E-Venify
Irmone umbe ] Address; 234 5 MAIN ST ER—
Crack Mumbe " VPint1099 | At 1099 Address... |
Address 2: — .
s e 7 e oo
Requrring Invoices Waitng Gity: BATH 7] 1099 Minimum Not Applicable
3 by amount JIWSonFile DateReceived: 10032012 |
None by percent State: M1 Zp: 3308 T
View All Recurning Invoices Country Code: et
Unjournaiized Invoices/Checks - = P V-_-r]
e 3 | Additional Addresses—. | | Contadt Info.. Date Added: 0124200 |
ces_ 1 Checks
SET 7 UseBillingAddress AsPurchasing Address  Date Last Verified: | =
16 Waisog. ; | Discount Terms... || UserDefined... |
Open Check Requests ‘
5 \Waiting
L)
Wy B84 SSFTRAE ——————————
View changes... | Discard Changes | | Cluﬁ?
DSSA Message Center Ly L &
Posting Date - 10/22/2012 | ) @
9.5: Updating Vendor 1099 Amounts CLOSE X

If your data was converted mid-year, some vendors will require manual entry of these
amounts.

...from the Tasks Menu

This option calculates 1099 amounts for all vendors.

1. Go to Tasks>Vendor Tasks>Update Vendor 1099 Amounts.
2. Enter the 1099 Reporting Year and click Ok.
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...from the Vendor Setup Screen

This option calculates 1099 amounts for the selected vendor.

1. Go to Program Setup>Database Setup>Vendors and locate the vendor.

gg, Tools -

2. Click
3. Enter the 1099 Reporting Year and click Ok.

>Calculate 1099 Amount for This Vendor.
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Section 10: Reports

BS&A

SOFTWAR E-.

In this section you will learn about commonly-run reports. Screen shots show the main
Report Options screen for each report.



Lesson 10.1: Invoice Register

Category: Invoice Registers

Invoice Register - Opticns 4

—Report Population

Population: | all Records LI Population Options...
[] Apply ReportOptions To Population [ ] Apply Tableview Filters
[] Apply Advanced Query to Population

Advanced Query...

Sort Order: |Select By Date | ReportFormat: [Summary - No GL Distrbution v |
[] Print Vendor Totals [] Print Item Based Information
Seleck By Ilnvnice Post Date ~ | startDater 02/01/2014 ||[EE]
Paid Status: [Both Open and Paid Invoices v EndDater 02/28/2014 | |[]
‘Open s OF Datey | 08/04/2017 | |[E] Journalized Status; | Both Joumalized and Unjoumalized ~ |
Check Type: | All Checks ~| Pay By Typei | All Payment Types ~]
Filter. By Vendor Code Filter. By Bank Code  Livoice Stater |All Invoice States =]
Yendar Gode: S| Bank Gode; . Filter by “Approval List
Filter By 'Entered By’ Filter By Approval Dept Include "‘On-Heold' Invioices
o Depty | . y_ Additicnal Filters...
[ ] Print Cover Page Cover Page Text... | Custom Headers... | [] Group By Payment Type
[] Frint Pay By Information [_] Print GL # Distribution Summary [] Group By Purchasing Card
[] Print Vvendor &ddress Show GL Descriptions In Summany Group By Purchasing Cards By Account
[] Print PO Mumber [] Print Bank Summary
[] Print Sales Tax/Freight Summary

| SetFonts.. | | ResetFonts oK
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Lesson 10.2: Invoice GL Distribution Report

Category: Invoice Registers

Invoice Gl Distribution - Options

Desc To Print: IIrwoice Line Description ;I

Report Format: ISummar:,' 1 (Vendor/Invoice Desc/Amount/Check#) ;I
[] Print Check Date Instead Of Due Date

Select By: IInvoice Post Date j Start Date: |01/01/2014 [] 2pply Advanced Query to Populatior
Paid Status: IBoth Open and Paid Invoices ;I End Date: (12/05/2017 Advanced Query...

'Dpen fs O Mater | 1240572017 E] Journalized Status: IBoth Joumalized and Unjoumalized;l

Chiesh Type: IA” Checks =] ‘Pay By' Type: I:‘-‘-.II Payment Types |
[] Filter By Vendor Code [] Filter By Bank Code  Invoice State: |All Invoice States |
Yendor Gode; F Bt Gade; @[] Filter by ‘Approval List [_] Only Include Over Budget Invoices

[] Filter By ‘Entered By’ [ Filter By Appraval Dept L] Include ‘On-Hold Invoices

] Depts | . & Additional Filters...

& [|Filter By Fund | Select Funds.. -

(] From GL Mumber: _ - . - .
Seleched Funds:  All Funds
(] To GL Mumber: R R Fl [] New Page For Each Fund
[ Filter By Account ~ Select Accounts. . ] Filter By Department = Select Departments... | [ Filter By Project = Select Projects...
Selected Aecounts: Al Accounts Seleced Depattments: Al Depts Selected Projectsy Al Projects

[] Print Cover Page [ Print GL # Distribution Summary [_] Print Vendor Totals By Fund [] Print Ref# [ ] Print Sales Tax/Freight Summary

Cover Page Text... | Custom Headers... |
[] Group By Check Number [] Group By Project [ ] Group By Invoice Age Combine GL #s By: ICDmbine by GL per Invoice LI

0K
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Lesson 10.3: Check Register

Category: Check Registers

Check Register - Options *

— ReportPopulation

Population: IBI.:..:k d |Popu|ation Options..

[ ] Apply ReportOptions ToPopulation
[ ] Apply Advanced Query to Populatian

Advanced Query...

—Filtering
Check Source: I}-‘-.II Checks ;I
Check Type: I}'-JI Payment Types ;I
Select Bw: ICheck Date j

Start Date: 01012014 | B ErdDate: |12/31/2012 | [

Start Check Mum: 0 End check Mum: 1
Filter By Bank Code

Bank Code: .
Sort By: ICheck Date j [] Print Cover Page Cowver Page Text...
[[] Subtotal By Day [] Subtotal By Check Type | Custom Headers...
Format: I Summary ;I
Voided Checks Action: IF‘rint original check amourt LI
[] Print ‘Approved By’ Line [ ] Print Check Status [ | Print Void Reasons [ Print Inveice Vendor
Print Bank Code Print Vendor Code [ ] Insert Page Break Between banks
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Lesson 10.4: Check Disbursement Report

Category: Check Registers

Check Disbursement Report - Options 4

—ReportPopulation

Population: IBI.:..:k j | Population Options...

[ ] &pply ReportOptions ToPopulation
[] &pply Advanced Query to Population
Advanced Query...

— Filtering
Select By:  |Check Date j

Start Date:  |09/292017 | |[E Endpate:  [06/29/2017 ||

Skart Check Mum: 0| endcheck Num: 1
Filter By Bank Code Select Banks... Filter By Wendor Code Filter By Fund:
Selected Banks: Al Banks Yendor Code: » Fumd: | .
Sort By: |Check Date ;I
Check Source: I,’-‘-.II Checks ;I [] Print Totals Only [] Include Grant Information

Check Type: IAH Payment Types ;I [] Do Mot Print Check Totals [ ] Exclude GL Totals

L [] Print \Void Reason [] Print Invaice Vendar Name
Description: IPrint Invoice Line tem Descriptions vI
[] Print Invoice Mumber [] Print Project In ‘By Fund' Farmat

Format: IPrint Disbursements By Fund ;I
Apply Page Break After Fund Subtotals
[] Print Department Subtotals
Apply Page Break After Department Subtotals

Set Fonts... | | Reset Fonts | oK
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Lesson 10.5: Vendor Activity Report

Category: Vendor Reports

Vender Activity - Options

Population

Popistonoprs..

Options

Detailed - List Invoices & Checks | [

- Print Invoice/Check Counts

Filters
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Lesson 10.6: Audit Report

Category: Audit Reports

Audit Report - Options

Population: IBI.:..:I{ LI Population Options...

[ ] Apply Advanced Query to Population
Advanced Query...

Sort Index: | Date/Time...

[] Do notshow Audit Details (Simple Repart)
[] UseAudit DescriptionFilters
Setup Audit Description Filters.
[] Filter By Audit Date
Skark: I/ :]
End: | /] =)

Pt

oK Cancel
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Lesson 10.7: Other Reports

Run Reports X
a Add Report a Delete Report | [ Edit |3 Rename L& Audit E Tools -

-]
K1

Category: IOﬂ'1er Reports

Mame: ILIser Security Settings Report | Report Dptinns...|

. |Approval Level Report
Bank Code List

Chedk For Duplicate Invoices Report
Group Security Summary Report
Recurring Invoices List

| Margins/Fonts... |

| Printer Settings... |

User Security Settings Report

[] show Sample Reports = | | Close
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Lesson 10.8: AP Journals Report

Category: Transactions Journal

Ap Journals - Options

— Population

Fopulation: IBI.:..:k ;I |P'Dpu|ati|::n Options...

[ ] Apply ReportOptions ToPopulation
[] Apply Advanced Query to Population

Advanced Query...

— Filters
Select By:  [Post Date ~]
Start Date: | [/ = EndDate: | 12jo5/2017 | &
Skart Jourmal 4 0 End Journal #: i
Journal; I.ﬁ.ll Journals LI

Posted Status: IF‘nsted and Unposted Journal Entries ;I Filter By Post ID

Pask I 0
Filter By Project Filter By Vendor Code
Project: ﬁ' Yendor Code; ﬂ

Filter By Journal Code Select Journal Codes...

Selected Journal Code: All Journal Codes

Print Vendor Address Show GL Descriptions

| SetFonts.. | | Reset Fonts | oK
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Lesson 10.9: Previously Generated Reports

Previously Generated Reports are reports that were created during a process (like
journalizing or posting) that can't otherwise be retrieved through the Reports menu.

Previcus Reports >
These reports were generated by previously run processes, They currently exist in the Network Common directory.
| Type | Mame | Bun Date | View | Delete | ~
View Delete
Wiew Delete
View Delete
Wiew Delete
View Delete
Wiew Delete
View Delete
Wiew Delete
Wiew Delete
Wiew Delete
Wiew Delete
Wiew Delete
Wiew Delete
Wiew Delete
Wiew Delete
Wiew Delete
Wiew Delete
T
Delete Selected...
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