efi PrintStream

o

User Guide

Accounts Payable
V21.1.0200



2 @ EFI PrintStream | User Guide

Copyright © 2021 by Electronics for Imaging, Inc. All Rights Reserved.
EFI PrintStream | V21.1.0200 Accounts Payable User Guide

This publication is protected by copyright, and all rights are reserved. No part of it may be reproduced or transmitted in
any form or by any means for any purpose without express prior written consent from Electronics for Imaging, Inc.
Information in this document is subject to change without notice and does not represent a commitment on the part of
Electronics for Imaging, Inc.

Patents

This product may be covered by one or more of the following U.S. Patents: 4,716,978, 4,828,056, 4,917,488, 4,941,038,
5,109,241, 5,170,182, 5,212,546, 5,260,878, 5,276,490, 5,278,599, 5,335,040, 5,343,311, 5,398,107, 5,424,754,
5,442,429, 5,459,560, 5,467,446, 5,506,946, 5,517,334, 5,537,516, 5,543,940, 5,553,200, 5,563,689, 5,565,960,
5,583,623, 5,596,416, 5,615,314, 5,619,624, 5,625,712, 5,640,228, 5,666,436, 5,745,657, 5,760,913, 5,799,232,
5,818,645, 5,835,788, 5,859,711, 5,867,179, 5,940,186, 5,959,867, 5,970,174, 5,982,937, 5,995,724, 6,002,795,
6,025,922, 6,035,103, 6,041,200, 6,065,041, 6,112,665, 6,116,707, 6,122,407, 6,134,018, 6,141,120, 6,166,821,
6,173,286, 6,185,335, 6,201,614, 6,215,562, 6,219,155, 6,219,659, 6,222,641, 6,224,048, 6,225,974, 6,226,419,
6,238,105, 6,239,895, 6,256,108, 6,269,190, 6,271,937, 6,278,901, 6,279,009, 6,289,122, 6,292,270, 6,299,063,
6,310,697, 6,321,133, 6,327,047, 6,327,050, 6,327,052, 6,330,071, 6,330,363, 6,331,899, 6,340,975, 6,341,017,
6,341,018, 6,341,307, 6,347,256, 6,348,978, 6,356,359, 6,366,918, 6,369,895, 6,381,036, 6,400,443, 6,429,949,
6,449,393, 6,476,927, 6,490,696, 6,501,565, 6,519,053, 6,539,323, 6,543,871, 6,546,364, 6,549,294, 6,549,300,
6,550,991, 6,552,815, 6,559,958, 6,572,293, 6,590,676, 6,606,165, 6,633,396, 6,636,326, 6,643,317, 6,647,149,
6,657,741, 6,662,199, 6,678,068, 6,707,563, 6,741,262, 6,748,471, 6,753,845, 6,757,436, 6,757,440, 6,778,700,
6,781,596, 6,816,276, 6,825,943, 6,832,865, 6,836,342, RE33,973, RE36,947, D341,131, D406,117, D416,550,
D417,864, D419,185, D426,206, D439,851, D444,793.

Trademarks

The APPS logo, AutoCal, Auto-Count, Balance, Best, the Best logo, BESTColor, BioVu, BioWare, ColorPASS,
Colorproof, ColorWise, Command WorkStation, CopyNet, Cretachrom, Cretaprint, the Cretaprint logo, Cretaprinter,
Cretaroller, DockNet, Digital StoreFront, DocBuilder, DocBuilder Pro, DocStream, DSFdesign Studio, Dynamic
Wedge, EDOX, EFl, the EFI logo, Electronics For Imaging, Entrac, EPCount, EPPhoto, EPRegister, EPStatus,
Estimate, ExpressPay, Fabrivu, Fast-4, Fiery, the Fiery logo, Fiery Driven, the Fiery Driven logo, Fiery JobFlow, Fiery
JobMaster, Fiery Link, Fiery Prints, the Fiery Prints logo, Fiery Spark, FreeForm, Hagen, Inktensity, Inkware, Jetrion,
the Jetrion logo, LapNet, Logic, MiniNet, Monarch, MicroPress, OneFlow, Pace, PhotoXposure, PressVu, Printcafe,
PrinterSite, PrintFlow, PrintMe, the PrintMe logo, PrintSmith, PrintSmith Site, Printstream, Print to Win, Prograph,
PSI, PSI Flexo, Radius, Rastek, the Rastek logo, Remoteproof, RIPChips, RIP-While-Print, Screenproof, SendMe,
Sincrolor, Splash, Spot-On, TrackNet, UltraPress, UltraTex, UltraVu, UV Series 50, VisualCal, VUTEK, the VUTEK
logo, and WebTools are trademarks of Electronics For Imaging, Inc. and/or its wholly owned subsidiaries in the U.S.
and/or certain other countries.

All other terms and product names may be trademarks or registered trademarks of their respective owners, and are
hereby acknowledged.



V21.1.0200 Accounts Payable ® 3

Table of Contents

e T LW T2 4 T o 5
L0 1= - 5
Contact INFOrmMation ... e 5

Accounts Payable INVOICIiNG........ccooiiiiiiiiiiiiiiiicicrr 6
Creating an Accounts Payable Invoice Batch .........ccccccmiiiiimiiniir s 6
Editing BatCh Date.........cccoiiiiiiisi i 7
{=Lo [ T Te JL S F= 1 0ed o T B T=E-T o3 T o] 4T o SR 8
Creating a Miscellaneous Accounts Payable INVOICE..........ccccvrreeierirccierincsre e e 9
Viewing Allocation Detail..........ccoceiiniiimiiniiir s 13
Deleting Part or All of a Miscellaneous INVOICE..........cccciriiiiiinninin s 13
Entering @ Credit MEMO ... cceeirre s is s s e e e s s s mss s e e e s s s s smmn e e e e e e sa s smmn e e e e nesnnamnnnnennnes 14

Credit Memo Mark as Paid FEAtUE ..........ccoocueiiiiiiiii et a e 15
AP Invoicing PO ReECEIPL.......ccceviiiiriiiietri it s e 16

Entering Vendor Invoice against Single PO ReCeipt ..o 16

Entering Vendor Invoice against Multiple PO ReCEIPtS .......uvvevieiiiiiiiiiiiiiieeeeecceee e 22
Directly EXpensing JOb COStES.......ccciiciiiiicicrcirsccre s sere s sssse e s ss s s s e e s s e s ss e e s s mn e s e e e s nnnnes 25
Deleting Part or All of a PO Related INVOICE ........ccccvcieimiiniinir s 28
Adding a Transaction Line Item to Your PO Related AP INVOICe .........cccccceiimmriininccceeeeneeee e 29
(oY o VA o o 1 0 1Yo Y e - S 30
NeW From % TeMPIALE ..........ceiiieierecrer e s s e e e s s s e s s n e e s s sme e s e sme e e s e sesmn e e e e s nmne e s samneenennns 31

How to Inactivate, Reactivate, or Edit % Templates............uueveiiiiiiiiiiiiii e 33
Recurring Payables ..........oo i 34

How to Inactivate, Reactivate, or Edit Recurring Payables ... 37
Placing an A/P INVOICe ON HOId ... e s e e e s e s s e s ss e e e e e e e nnnes 38
Attaching a Scanned Image of a Vendor INVoice .......c.cccccciriiiimnininnsn e 39
Attaching a Word Document to an A/P Invoice Header ...........ccccviiiinriiciinnincinnee e 42
Locked BAtCh .......cccciiiiiiiiir it 43
Posting an A/P Invoice Batch to the General Ledger ..........cccvreecerirceceminccsee e eseme e smee e 43

Un-post AP Invoice BatCh .........ce. e r s s 43
L0 T T 43
UN-POStiNgG PrOCESS.....ciiiiiiiiiiiri s ms e e e s e e e e s e e mnn e e e e e e 43

Purchase Order ACCIrUAL ..........ceueeiiiemmmmmmmmmmneieesesenessesssssssssssssssssssssssssnssssssssnnnssssnnnnnnnns 48
L0 T T 48
£ | o2 S 48
L0 1= T T o 49
Creating @ PUrchase Order ... s e s 49
Recording PO ReECEIPES......ccccccerrriiiiiiicsserrrerssssssssssmsse e s s s ssssssssmse s e s s e s sssssssmnsne e s essasssssnmsnsessessssannnnssnses 50
ACCrUal POSTING ... e n e 51
N o 1 Yo T 3 T 54

o T T 7AYo 0 3 = o € 55

Creating an AP CheCK BatCR ... e s e e e s e ens 55



4 @ EFI PrintStream | User Guide

Selecting INVOIces tO Pay ... 56
Partial Payment of an INVOICE..........ccoii i sssme e s s e s s ssmn e s e s s nmm e e e e e e s e nmmnnns 59

L0 = o7 [ o T 1T T 61

L0 10T Lo Yo = 2 o 64
Entering @ Manual ChecCK..........oo i 64
Entering an EFT Payment ... isrcscssene e n s ss s sssne s s e s ss s smnn e e e e s s mmnn e e e e e s s s smnnn s e e e nes 68
Export Checks to the APEXPOrt.mdb ... s sssr e e nmn e e 70
Manually Export Check Batch to the APCheckList.mdb ..........cccciiiiiimiiniin s 7
RemMOVING @ BAtCR ... 72
Voiding @n A/P CRECK ..ot e 73
A/P QUICK ChECK ENtry...... . e e e 74
2N 2 2= o Lo o (- P 79
A/P DisSplay Programs ........cccceiiiiriiiminiiiess s sisssss s ssssss s s s s s sssa s s ssna s s smna s ssana s snmna s 79

F L B T1= o] = PP PEPRPR 79

F N ==Y (o] T BT o] - R PRR 80
Transaction REPOIES ... ... s ams e e e e mmn e e e e e e n s 81

R 0 Lo [ g =T o oY o 81

(T T3 1T gl o =0 3= Yo PR 81
11T o 4 T = To 25T Yo o £ 82
Reportable Codes for 1099 Misc., Int. and NEC FOrms ... e 83
AJP ProCeaures ........ooiiiieeeeiiiiiiiirnnimsssss s s ssssssss s s s s s s s snms s ss s s s s s s e s nnmnnssssssssssennnns 88
Exclude Freight (or any other Line on Invoice) from Discount ..........ccccoeeeeimircecmmrrscceesssseeeennnes 88
Adjust a Vendor Invoice before a Check has been Printed ... 89
Adjust a Vendor Invoice after a Check has been Printed...........cccooommiiiiiiccccimrceeeeee e 89
Payment of Invoices by Credit Card.........ccccco i sscer e s nmn e 920
Two Vendor Invoices Received for one Shipment..........occcccriiin e 91
Verifying Vendor Statements ... 91
Numbering a Recurring INVOICE ..o 91
Changes to Vendor Payment TErmMS.........ccccciiiiiiiiicissemrresssissssssssssssssssssssssssssssssssssssssnsnssssssssssssnnnes 92
Move Unposted AP Invoice To An Open BatCh......ccccooocmiiiiins et e 92
Suggested A/P Month-End Procedures............ccimiieeeeccisiniissscsceessss s s e s e s e 94
AR/AP DUMMY INVOICE....ccuueeiiiiiiiiiriiesscisss s s s s s s snssssssss s s s s s s s s mmsssssssss s e s s snnnnnsssssssssnnnnns 96
Dummy INVOICe FEAtUIe .........oiiiiei it 96
A/P Accrual/Dummy OPHION 1 ......eeeiiiiiie i e e e e e e e e e e e et e e e e e e e s e annrareeeaaeenns 97

A/P Accrual/Dummy Option 2: (BYPASS) ....ueeeiiiuiieeeiiiiieeeiiieeeesieee e s sieeeessteeaeesteeeesenteeessnneeeeeenees 98
Dummy Invoicing (AR Invoicing without Vendor INVOICeS) ........ccccuvviriiniiinsinnssss s 98
"Quiz"/Review — Accounts Payable..........ccoooommiiiiiiniiiii e 99
==Y o T T 013 T 99

L =Y 4 30T [ |- 100

7 X V2= 0 1o = [ 101



V21.1.0200 Accounts Payable ® 5

_ﬁ

Introduction

Overview

The Accounts Payable Module User Guide contains information on the following Accounts Payable programs:
AP Invoicing, AP Check Entry, and AP Reporter.

Accounts Payable

Accounts Payahle Invoicing

Accounts Payable Check Entry

TE'

Accounts Payahle Reporter

The Accounts Payable module is an easy-to-use, flexible system that sorts and organizes information concerning
vendor business transactions. In addition to maintaining information for vendors, it is a good tool to assist in
managing a company’s expenditures.

PrintStream’s Accounts Payable module can be used independently, or it can be used in conjunction with the
Purchasing module. (The following documentation provides information on how to process Accounts Payable
Purchase order related transactions; however, for additional information concerning PrintStream’s purchasing
program, please refer to the Purchasing documentation.)

Purchase orders are created to control purchases, as well as provide an audit trail of purchases for the company.
It is encouraged to create a purchase order for all job-related costs and for all purchases of inventory where
computerized perpetual inventory records are desired.

When an A/P invoice is created for miscellaneous services, PrintStream debits an applicable expense selected,
and automatically credits accounts payable.

Contact Information
EFI Support

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1)
US Fax: 415.233.4157

US E-mail: printstream.support@efi.com

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday — Friday. Outside of these hours,
you may leave a voice mail message and an on-call support representative will be paged. Response time is
based on the severity of the issue.

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of
issues.

EFI Professional Services

US Phone: 651.365.5321
US Fax: 651.365.5334

E-Mail: ProfessionalServicesOperations@efi.com

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group
can also help you implement, customize, and optimize your EF| software plus offer a range of training options.
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Accounts Payable Invoicing

The AP Invoicing program can create miscellaneous invoices (non purchase order related transactions), as well
as purchase order related invoices. Both types of invoices can be combined within the same AP invoice and

batch.

Creating an Accounts Payable Invoice Batch
A batch is a group of transactions. Batching allows PrintStream to post to the General Ledger with one number
instead of each invoice number posting individually.

To create a batch of invoices in AP Invoicing

1. Select the new batch icon (red book) or select the Batch menu and click New Batch.

% AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100

Fll_e Ba_tch _Help
| 3| o
AP Invoicing

Active Batches l Posted Batches 1
w7 2091

Invoice Header | Invoice Lines | Allocations

Create New Batch
Company

Code: m

Name:

Flant Code:
Batchdate: | 5/12/2012 =

Description: |\

oot |

2. Verify the Batch date.
3. Fillin a Description of your batch (if desired).

4. Click Finish.
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Editing Batch Date

To edit a batch date
1. Right-click the batch number and select Change Batch Date.
+-17] 2278
=D
Mew Invoice
Create Recurring Invoices
Mew Batch
[ Change Batch Date ]

View,/Edit Batch Description
Preview Batch Posting
View Posted Allocations
Print Posted Allocations

v Display Regular Batches
Display AP Quick Invoices

Display Commission Batches

Post Batch

——

2. Enter the desired batch date by either entering directly into the field or selecting the calendar by clicking
the drop-down arrow to the right of the field.

Change Batch Date

Enter the new Date: | § ;12,-'20]2 vl

]

Cancel

En May 2012 ]

29 0 1 2 3 4 %

E ¥ &8 9 10 11 12

13 14 15 16 17 13 113

20 2 22 23 24 25 26

8 28 1w AN 1z

3 4 5 B 7 3 1
= 3 Today: 9/6/2012

3. Click Save once the correct date is entered.

Change Batch Date

Enter the new Date: | 5 /21,2012 -

&l

Cancel
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The following confirmation screen opens. Click Yes to complete the process.

~

Confirm 23

The batch Date is 5/21/2012
For the Fiscal Year 2012
and the Fiscal Period 8

Do you want to proceed with the selected Batch Date?

Yes I No

Note The date of your batch determines the period this batch of invoices posts to the General Ledger. All
invoices within the batch can have a different Invoice date; however, it is recommended the invoice date
be within the same period as the batch date.

Editing Batch Description

To edit the batch description
1. Right-click the batch number and select View/Edit Batch Description.

4] 2276

» D

Mew Invoice

Create Recurring Invoices
Mew Batch

Change Batch Date

[ view/Edit Batch Description

Preview Batch Posting
View Posted Allocations
Print Posted Allocations
v Display Regular Batches
Display AP Quick Invoices

Display Cermmission Batches

Post Batch

2. Enter the desired Description and click OK.

"5y Batch# 2277 o

Description: INew Batch

Cancel |
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Creating a Miscellaneous Accounts Payable Invoice

A miscellaneous invoice is an invoice for non-purchase order related services.

To create a miscellaneous Accounts Payable Invoice

1. Select an active batch to work with by right clicking the batch number and selecting New Invoice, or by
clicking the white clipped paper icon on the toolbar.

Create Recurring Invoices
Mews Batch
Change Batch Date

YiewfEdit Batch Description
Freview Batch Posting
Yiewy Fosted Allocations
Erint Fosted Allocations

v Display Regular Batches
Display AP Guick Invoices
Display Commission Batches

Faost Batch

2. Enter the Invoice # (it is an alpha-numeric field; up to 20-characters) and the Invoice Date
(mm/dd/yyyy).

&= AP Invoicing amline Solutions --- Plant Code: 0100
File Batch Help

| B &
AP Ill\-'()i(:i_ng Invaice Header | [nvoice Lines Allocationsl

Ative Batches | Posted Batches I Batch i Batch and Transaction Date:
B Invaice Date:
Iwoice #: |mizc 52102012 5210202 -
B I I J [ Hold
N T
E Vendor #: |1DD j |Printing Company j
B[] - pay to michells
-] Address: EEEN |

Due: IB.”2U.:"2U'I 2 Terms: =
Discount: I 0 = If paid by: IB.-’2D£2D12

Detailz: ITth will appear on the AF check stub.

- Mew Batch File Mame: Iinvoice.pdf Add File | ‘iew File |

Ireeice Total: |55.EID

et IR = e = W = B = T == == e

LCancel | Delete SaveHeader |: Start PO Lines i Start Mise Linesl
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The Invoice Date can be different from the Batch and Transaction Date; however, it is recommended
that the invoice date be within the same period as the batch date.

3. Select a Vendor # by either clicking the up/down arrow buttons provided, using the up/down arrow keys
on the keyboard to scroll through the list of vendors to choose from, or entering the vendor name
directly in the case sensitive Vendor Name field.

Batch and Transaction D ate:

Invoice Date:
Invaice §: [misc 52102012 RA2M2 -
! I J ™ Hold
Yendor MName:
Wendor #: |1':“:| ::II IF'rinting Compary ::II

Diue: IB:’ED:’EME Termns: 3
Dizcount; I 0 IF paid by IEJ2DJ2D12

Details: ITe:-:t will appear on the AF check. stub,

File Name: [invoice. pef 4dd File | YViom Flc |

Ibwoice Tatal: IEE.DD

LCancel | Delete Save Header StartEDLlnes Start Mizc Lines

4. Access and select alternate Addresses for the vendor by clicking the ellipsis button to the right of the
first Address field.

5. Based on the data entered through the MasterFile Vendor program for the vendor selected, the Due
date and any applicable Discounts are calculated automatically. However, the discount and the due
date can be modified as needed on an individual invoice.

6. Enter up to 50 characters in the Details field. Details print on the A/P check stub.

7. You have the option of attaching a scanned vendor invoice or Word document to this invoice by clicking
Add File and selecting the pdf file or Word document you wish to attach. For more information on this
feature, see "Attaching a Scanned Image of a Vendor Invoice" or "Attaching a Word Document to an
A/P Invoice Header".

8. A dollar amount entered in the Invoice Total field is used to validate the total of all invoice lines. A
variance between the amount entered here and the total of all lines produces a warning message, when
attempting to post the batch the invoice is in. However, a variance will not prevent the batch from being
posted. Leaving the amount in this field at “0.00” will not prompt the validation.

9. To complete the Invoice Header, select Save Header and click New Misc Lines to start entering
invoice lines.

Note The invoice date, due date, settlement date, discount date, header details, or invoice total
figure can be changed, if needed, at any time prior to posting the batch.
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= AP Invoicing - Company: 01-Streamline Solutions — Plant Code: 0100
File Batch Help

0| | @l

AP Iﬂ"OiCillg Inwoice Header  Invaoice Lines |ﬂllocati0ns|

Astive Batches | Posted Batches | Newhisc Live | NewPOline | MuliPO Selection| Editline | NewdJob Related Line
=L 3085 - New batch
ID It miscS1009 Mew From % Template | Copy From Invoice | Add Tranz. to Line | Delete Line |
[ty | Unit Price | Sub Tatal | Tax Code | Tax | et Amount | Dizzection Code | Diescription
Add New Miscellaneous Line @
Guantity Unit Price SubToatal Total Tax Met Amaort
| 100000 [ 015000000 | 150,00
— Degcription Tax Code
I = 00 B
05 500 Tax Amount

IMisceIIaneous expense

I 780

— Diggection Code / GL Account

Dizsection: |U1 101 0ROOD ::II rnaterial e

Cormparny: |11

Branch: [10
Dept: [10

Ancaunt: IEDDD

Freight Cost - Line
[ will not be included
in invoice discount

LCancel | Save Start Mew Mizc Line | Save And Mew [nvoice

10. Enter the Quantity and Unit Price; the SubTotal calculates automatically.

11. Enter notes in the Description field. Any notes entered here display in AP Display and on various AP
Reports:

e Batch Summary Display Report

e AP Batch Transaction Report

e  G/L Summary Display

e AP Invoices Paid By Date

e Dissection Code

e Under the drill down feature in A/P Display
12. Select the applicable Tax Code.

13. If a default Dissection Code was inserted into the vendor’s master file, it is brought over; however, the
dissection code can be changed if needed. To select a Dissection Code/GL Account number, click
the up/down arrow buttons provided, enter the account number, use the up/down arrow keys on your
keyboard, or drill down to the correct GL account by selecting the ellipsis button to the right of this line.

14. If applicable, select the Freight Cost check box to exclude freight related costs on a particular line from
the invoice discount. For more information on this feature, see "Excluding Freight Cost From Invoice
Discount".
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15. When you have completed this screen, select one of the following options. Selecting any option allows
the invoice line transaction to pull through to the invoice grid.

e Save
Takes you directly to the Invoice Lines.
e Start New Misc Line

Takes you through the steps previously outlined. In addition, the Dissection Code used on the
previous line entry defaults to the new line transaction. However, as mentioned before, the
Dissection Code can be changed manually.

e Save And New Invoice
Saves the invoice line information entered and then creates a new invoice automatically.

If you selected Save And New Invoice, but you do not want to start a new invoice, simply select the
Cancel button.

Note If you enter an invoice with multiple general ledger allocations, you will only see one line
transaction on your check stub for that invoice.

& AP Invoicing - Company: 01-Streamline Sclutions --- Plant Code: 0100 =HEE] X
File Batch Help
o| Ti| aal
i Invoice Header  Invoice Lines | Allocati
APIIIVO]C]Ilg nvoice Header l oca |ons]

Active Batches l Posted Batches ]

=% 3085 - New batch
D Inett rizc81009 Mews From % Template | Copy From Invoice | Add Trans. toLine | Delete Line

Mew Mizc. Line | Mew PO Line | HMulti PO Selection Edit Line Mew Job Related Line

D ezcription

4 [ | +

Batchif: 3085 - Date: 8410/2009  [1 invoice(s), $157.50) Invoicedt: mizc81009 - Date: 7/31/2009 - Subtotal: $150.00 - Tax: $7.50 - Total: $157.50 - Vendor Code:

h

16. To edit the line transaction entered, either double-click to open the line, or select Edit Line from the
Invoice Line toolbar.

17. After changes have been made, select either Save, Start New Misc Line, or Save And New Invoice.

Note Displayed along the bottom left of the AP Invoicing screen is a recap of the batch currently
open. The batch date, along with the number of invoices within the batch and the total dollars
of the batch, displays. The summary line to the right provides a recap of the current invoice
open. It reflects the invoice number, the invoice date, the subtotal and tax amounts, as well as
the total invoice amount and the vendor account number.
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Viewing Allocation Detail

To view an invoice’s GL allocations
1. Highlight the invoice in the tree.

2. Select the Allocations tab.

& AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100

‘FME Batch Help

o 5l

ici I Header | | Li
AP Iﬂvolclﬂg nvoice Header | Invoice Lings
#otive Batches | Posted Batches Account Diebits | Creis [
=17 3085 - New batch 10-10-6000 Material Experse 4167 B0
T3 Inwtt miscB1009 01-01-2000 accounts payable $157.50
TOTAL $157.50 $157.50

Deleting Part or All of a Miscellaneous Invoice

You can delete part or all of a miscellaneous accounts payable invoice. To delete a line item from the invoice,
highlight the line transaction by clicking the line and selecting Delete Line on the Invoice Line toolbar.

= | B [

& AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100

‘F\\e Batch Help

¢| | a4l

Invoice Header  Invoice Lines IA\Iocatmnsl

AP Invoicing

Active Batches | Posted Batches MewbicLie | NewPOLine | biultiPOSelocton| _Edilne | Newlob RelsiedLine
=-Tb 3085 - New batch
- E It misc81009 Mew From % Template | Copy From [nvaice | Add Trans. to L\r* | Delete Line |

|| Tax Code Net Amount | Dissection Code | Description

0110106000

To delete an invoice, select the Invoice Header tab and click Delete. A delete verification window opens. Select

Yes to delete.

"
& AP Invoicing - Company: 01-Streamline Solutions -— Plant Code: 0100 [=[E] = ]

‘FME Batch Help

8| I &
AP Iﬂ"oiciﬂg Invoice Header | Invoice LIHES' Al\ucat\unsl

Active Batches | Pasted Batches | Balch i m Batch and Transaction D ate:

=% 3085 - New batch
- TT7 Invi misc81008

Irvvoice Date:

Invaice & |miscE1003 73172008 =]
™ Hold

Vendar &1 Confirmation

Address:

i
zr B

Due:
Dizcount: I 2% It paid by: |8ﬂ 0/2009

Details: IDetai\s print on check stub

File Mame: IVandnr_Invnice pdf Add File | “iew File
LCancel | Delete I Save Header | Start PO Lines | Start Mizc Linesl

‘ Invoicett: misc81003 - Date: 7/31/2008 - Subtotal: $150.00 - Taw: $7.50 - Total: $157.50 - Vendor Code: 1/

Batchi#: 3085 - Date: 8/10/2009 [1 invoice(s), $157.50)

\

This delete button can only be used if the invoice has not been posted to the General Ledger or if the invoice has
not been paid. If the invoice has been posted, an offsetting credit invoice should be used to clear the invoice from
your system. If the invoice was paid, but not posted, you must void the check first to delete/edit invoice lines or

the invoice itself.
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Entering a Credit Memo

To enter a credit memo
1. Create a batch as described earlier in this document or continue working in an unposted batch.

2. Create a new invoice as instructed earlier in this document: define the invoice number, date, vendor,
etc.

3. Click Start Misc Lines. To reflect a negative line item, the Quantity entered must be a negative
number while the Unit Price is a positive number.

r

“‘=l'= AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100 |EIM|
File Batch Help
¢ |
rotet | Head Invaice Lines | Allocati
AP Inv oicing nvoice Header | ocal |ons|
Active Balches | Posted Batches | Mew Misc. Line I Mew PO Line | Muli PO Selectiunl Edit Line | Mew Job Related Line |
3085 - Mew batch
3086 - Credit Batch Mew From % Template | Copy Fram Invaice | Add Tranz. to Line | Delete Line |
TT3 It 961 CM = = —
Qt_l,ll Linit PHCEI Sub Total | Tax Eodel Takl Met Amountl Dizzection Code | Description | FO
Add New Miscellaneous Line
Quantity Urit Price SubTatal Tatal Tax Met Amaount
[ 1,000.00 025000000 250,00
r— Description Tax Code
I =l 500 B
IMaleriaIs o Al Ty Amount
I -12.50
 Digzection Code / GL Account
Dissection: (1110105000 == GRS
Company: (07 =
Branch: (10 =
Dept: (10 B Frint Diepartment
B : Freight Cast - Line
Account; (5000 ] I will not be included
i invoice discount
LCancel | Save Start Hew Misc Line | Save And Mew [nvoice
4 I | o
Batch#: 3086 - Date: 81042009 (1 invoice(s). $0.00) ||nvuice#. 961 CM - Date: 7/31/2009 - Subtotal: $0.00 - Tax: $0.00 - Total $0.00 - Yendor Code: 100 v

e

4. Continue completing the screen as needed and select either Save, Start New Misc Line, or Save And
New Invoice.
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Credit Memo Mark as Paid Feature

Prior to posting, a credit memo may be applied to offset a regular unpaid AP invoice, and mark it as paid directly
from the AP Invoice Entry screen.

Note  To use this feature, both the credit invoice and regular unpaid AP invoice must be in the same amount.

Create the credit memo as instructed earlier in this document. Right-click the credit memo invoice number in the
tree and select Mark As Paid.

#

i== AP Invoicing - Company: 01-Streamline Solutions --
| File Batch Help

o T o4l

AP Invoicing Inveice Header |

Active Batches | Posted Batches |

Hew Misc. L
+ _J 3085 - Mew batch e ———
= :} 3088 - Credit Batch Mew From % Te
) : —
Mark As Paid u
E 1

Tl

Set Payment Date As defaults to today’s date, but it can be changed. Select the regular AP invoice(s) to offset
by selecting the check box near the left side of the invoice number and then OK when done.

B Mark As Paid | S|

Set Payment Date as: | E /10/2009 |

Mon Paid Invoices for the Vendor:

Imvoice # Irvoice Date| Due Date Balance Due e

1 pok19 B/25/2008 74252003 enoof |
2 |2 pokS5 FAES2008 BARS2008 312000
3 | potest 9/22/2008 1042202008 150.00
4 120 zhellyp2 104/2008 104312008 2000000.00
R A 104/2008 104312008 33339.00
E |21 E47E1 104/2008 104312008 15000.00
7 |2 povag 10/23/2008  11/22/2008 h0.00
8 |2 povE9 104272008 114262008 h0.00
9 |2 poB34 10/31/2008 1 11./30/2008 43844

10 |21 shelly 112008 124./2003 33000001 -
4 a8

Close oK

Once a credit memo has been used to mark another invoice as paid, it cannot be undone.
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AP Invoicing PO Receipt

Entering Vendor Invoice against Single PO Receipt
1. Create a batch as described earlier in this document or continue working within an unposted batch.

2. Create a new invoice as instructed earlier in this document; define the invoice number, date, vendor,
etc.

3. Click Save Header. This saves the information just entered and automatically moves it into the Invoice
Lines tab.

4. Click the New PO Line button on the Invoice Line task bar.

i_“-*: AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100 |Ml
File Batch Help

| 1| ¢4
AP Invoic_ing Invoice Header Invoice Lines | Allncationsl

Active Baiches | Posted Baiches | Mew Misc: Line | New PO Line I Muli PO Selactionl Ecit Line | Mew Job Rielsted Line |

3085 - Mew batch

3086 - Credit Batch Mew From % Template | Copy From Invoice | Add Trans. to Linel Delete Line |
e 3087
m Il pol 085 Oty | Unit Price | Sub Total I Tax Code | Taxl Met Amountl Dizsection Code | Description | FO
New PO Line
~Step 1 of 2 - Select PO Receipt:
Order: Address H: - Order D ate: _
Yendor #:
& Order Receint ~ AutoRece Final I Auto-Receive Balance on
rder Receipts uto-Receive as Final Partial Receipts

Docketd | Del Date | F/F | Jubﬂl Quantity I Description | Invoiced | B atchit
a [ ] »

LCancel | << ﬁackl Next > | Save Start New Misc Line | Save And Mew Invoice |

| n ] I
Batchit: 3087 - Date: 8/10/2009 (1 invoice(z], $0.00) | Invoiced: pol085 - Date: 7/31/2009 - Subtotal: $0.00 - Tax $0.00 - Tatal: $0.00 - Vendor Code: 100 Y

5. In the Order field, enter the purchase order number, or use the up/down arrow key on the keyboard to
scroll through the available purchase orders.

6. Once selected, press the Tab key and the line items from the purchase order received elsewhere in
PrintStream displays, showing the receipt date, part or final receipt, quantity received, and a description.
If the receipt is marked as final, you can proceed to invoice.

Any purchase order line item, or partial line item, that has been previously AP invoiced will not display
for selection.
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E’z AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100 ‘EIEIA'

File Batch Help

o | #l

AP Illvoic.illg Invoice Header  Invoice Lines |A\Iocations |

Active Batches | Posted Batches MNew Misc. Line | Mew PO Line I Muki PO Selectionl Edit Line | Mew Job Fielsted Line |

3085 - Mew batch
1 3096 - Credit Batch Mew From % Template | Copy From lnvoice | Add Trang. to Line | Delete Line |

Qt_ul Lnit Pricel Sub Total [ Tax Enda' Taxl Met Amnuntl Dizzection Code | Description | PO

New PO Line
~Step 1 of 2 - Select PO Receipt

Order:  |1085 - Address #: n
Wendor tt; Printing Company

* Order Receipts  Auto-Receive as Final

Auto-Receive Balance on
Partial Receipts

Order Receipts

0] [ 3333 ] ] [ [0

LCancel | << ﬁackl Hest > | Save Start Mew Misc Line | Save And Mew Invoice |

< I ] r

Batchit: 3087 - Date: 81042009 (1 invoice(s]. $0.00) |Invoice#: pol085 - Date: 7/31/2009 - Subtatal $0.00 - Tax $0.00 - Tatal: $0.00 - Yendor Code: 100 4

7. Select the purchase order line item by clicking it and click the Next button or double-click the line item.

P
E‘ AP Invoicing - Company: 01-5Streamline Sclutions --- Plant Code: 0100 ‘EIEIA'

File Batch Help

| T sl

AP Ill"'oicing Invoice Headsr  Invoice Lines |A\Iocations I

Active Balches | Posted Batches Newdic Lire || MewPOLine | putiPDselcion| Edtiie | WewdobReatedLine |

3085 - Mew batch
| 3086 - Credit Batch Mews From % Template | Copy From Invoice | Add Trans. to Line | Delete Line |
3087
E Invit pol085 Oty | Unit F‘ricel Sub Total | Tax Code | Tax | Met Amountl Dizzection Code | Diescription | PO

Add New PO Related Line =
Guantity Lnit Price SubTotal Tatal Tax Met Amount
| = [ 00000000 .33
r— Description Tax Code

k4

T ax Amaunt

I 0.0

ID ie Cut [Buyaut]

— Dizsection Code / GL Account

Diszection IEI'I 0011200

Company: |7
Branch; |1
Dept |01 ] f+1in Department
i —_' = Freight Cost - Line
secaunt [0 = [T il ot b inchuded

in invoice discount

LCancel | << ﬁackl Hest 35 | Save And New [nvoice |

< I | r

Batchtt: 3087 - Date: 841072009 (1 invoice(s), $0.00] Invoiced: po1085 - Date: 7/31/2009 - Subtatal: $0.00 - Tax: $0.00 - Total: $0.00 -Vendor Code: 100 4
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8. Make any necessary changes and then select either Save, Start New Misc Line, or Save And New
Invoice. The purchase order line item selected pull through onto the invoice.

Note  You are able to edit the Unit Price, SubTotal, Description, Tax Code, and Dissection Code
fields for non-inventory, finished goods, material inventory, and paper inventory related
purchase orders. The Unit Price, Subtotal, Description, and Tax Code fields can be edited
for job related purchase orders. If edits are required to material inventory purchase orders, it is

highly recommended the changes be made on the purchase order rather than at the time of
AP Invoicing.

When the PO receipt address differs from that of the AP invoice, the address field has a red background

and a warning message will display. However, this warning does not prevent the PO line item from
being AP invoiced.

{‘_-== AP Invoicing - Company: 01-5treamline Sclutions --- Plant Code: 0100 |ﬂ|
File Batch Help

¢ T dal
Invoice Header Invoice Lines ] A\Iocations]

fictive Balches | Posted Batches | NewMic tne || NewPOLine | MuiPD Selecion | EditLine | Newdob Reated Line |
-] 3085 - Mew batch
+ 096 - Credit Batch MNew From % Template | Copy Fram Invaice | Add Trans. to Line | Lelete Line |
=k 087
)E It pol085 Gty | Unit Frice | Sub Total | Tax Code | Tax | Het Amount ‘ Dizsection Code | Description PO
Newi PO Line B
Step 1 of 2 - Select PO Receipts
Order. 1085 - Address #: n Order Date:
Wern -
APInvaicing
y This PO receipt has a different address than the AP Invoice,
Do | atchit
o Isit OK to proceed and inveice the receipt?
Yes Neo |
4 [ | »
LCancel | | Meut > | Save | Start New Mizsc Line | Save And New [nvoice ‘
4 1 | 3

BatchH: 3087 - Date: 81072009 (1 invoice(z], $0.00) Invoicedt: po1085 - Date: 7/31/2009 - Subtotal: $0.00 - Tax: $0.00 - Taotal: $0.00 - Vendor Code: 100

L

If you do not see a receipt, or the receipt is a partial receipt for the PO line item you are trying to enter,
you may be able to receive it into PrintStream at the same time the AP invoice is entered. This is
applicable for non-inventory and job-related purchase order line items only.
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Selecting the Auto-Receive as Final option displays the PO line items that have not been received

elsewhere.

~
é‘, AP Invoicing - Company: 01-Streamline Sclutions -—- Plant Code: 0100 |EIM|
File Batch Help
®| 1| #l
Los 1 Head Irwaice Lines | Allacati
AP Illvolclllg renice Header I ocal mnsl
Actve Batches | Posted Batches | New Misc. Line | New PO Line I Muli PO Se\ectionl Edit Line | New Job Related Line |
| 3085 - New batch
1 3086 - Credit Batch Mew From % Template | Copy From Invoice | Add Trans. to Line | Delete Line |
T 3087
T It pol 055 Oy [ UritPrice| SubTotal [ TaxCode | Tawx| MNetAmount | Dissection Code [ Descrition [ PO
New PO Line =
[~ Step 1 of 2 - Select PO Receipt:
e [1092 -] aciess - [EH
vender 1 [N y
Auto-Feceive Balance on
Partial Receipts
Jobtt Quantity | Dieseription Invoicet
0 $85.00 9999... 100
< I
LCancel | << Eackl Hest>> | Save | Start Mew Misc Line | Save And New [nvoice
L] m +
Batcht: 3087 - Date: 81042003 (1 invoice(s], $0.00) ‘ Irwoicedt: pol085 - Date: 7/31/2009 - Subtotal: $0.00 - Tax: $0.00 - Totak $0.00 - Vendor Code: 100 Y

Enter the purchase order number in the Order field or use the up/down arrow key on the keyboard to

scroll through the purchase orders available.

Once selected, press the Tab key and the line items from the purchased order not received display.

Select the purchase order line item you wish to receive by clicking it and click the Next button or

double-click the line item.

{& AP Invoicing - Company: 01-Streamline Solutions -— Plant Code: 0100 =@ = |
File Batch Help
o | &
ici | Header Inwoice Lines | Allocati
AP In"olclﬂg nvoice Header I ocal |Dns|
Active Batches | Posted Batches | Mew Misc. Line | Mew PO Line I Mulii PO Sa\ectiﬂnl Edit Line | New Job Related Line |
] 3085 - New batch
3086 - Credit Batch MNew From % Template | Copy From Invoice | Add Trans. to Line | Delete Line |
(=1 3087
)D vk pal085 E!lyl Uit F'Hcel Sub Total | Tax CD\:IEI Taxl Met Amuunll Diszection Code | Description | PO
Auto-Received PO Related Line
Quanlity Unit Price SubTotal Total Tax et Amnount
| 100 0.85000000 | 500
i~ Description Tax Cods

-4

Tax Amaunt

0.00

i~ Diszection Code / GL Account

Dissection Im 10106000

LCompany:
Branch:

Dept;

Account,

Freight Cost - Line
I~ will not be included
in irvoice discount

{Cancel I << Eackl Hext > |

Save |

Start Mew Misc Line | Save And New |nvoice

4 L}

Batch#: 3087 - Date: 8/10/2003

[1 inwoice(s], $0.00]

‘Invmceﬁ: pol085 - Date: 7/31,/2009 - Subtotal: $0.00 - Tax: $0.00 - Total $0.00 - Yendor Caode: 100

A
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13. Make any necessary changes and then select either Save, Start New Misc Line, or Save And New
Invoice. The purchase order line item selected pulls through onto the invoice.

Note If the quantity you wish to mark as received is different from what was ordered, you should
NOT do the auto-receipt from the AP Invoicing program. Use the Inventory Manager program
to adjust the quantity received.

14. Select the Auto-Receive Balance on Partial Receipts option to display the remainder of PO line items
that have been partially received elsewhere.

4
& APInvoicing - Company: 01-Streamline Solutions --- Plant Code: 0100 |ﬂl
File Batch Help
| 1 al
roici Irwoice Header  Inwoice Lines | Allocati
AP Inv oicing nvoice Header | ocal |ons|
Aclive Batches | Posted Batches | Mew Mise. Line | Mew PO Line | Muli FO Selecliunl Edit Line | Mew.Job Releted Line |
3085 - Mew batch
3086 - Credit Batch MNew From % Template | Copy Fram Invaice | Add Trans. to Linel Dielete Line |
3087
_____ E] It pol085 Qtyl Urit F'ricel Sub Total | Tax Codel Taxl NetAmDuntl Dizzection Code | Description | PO
MNew PO Line =)
~Step 1 of 2 - Select PO Receipt
Order: |1DBS - Address i n
verdor s [[EHN
i Order Receipts i Auto-Receive as Final : a:ﬁﬁ;:‘;;‘zahme
Docket# | Eostl PiF | Jobit | (uantity | Description | Irvoicedt | Batch#
1] $16.50 3083 3
4 m ] »
LCancel | @ Eackl Hewst »» | Save Start Hew Misc Line | Save And New lnvoicel
4 mn ] b
Batch#: 3087 - Date: 81072009 (1 invoice(z], $0.00) ‘ Invoicedt: po1085 - Date: 7/31/2009 - Subtotal: $0.00 - Taw: $0.00 - Taotal: $0.00 - endor Code: 100 v

15. Enter the purchase order number in the Order field provided or use the up/down arrow key on the
keyboard to scroll through the purchase orders available. Once selected, press the Tab key and the
remainder of the PO line items partially received displays.

16. Select the purchase order line item you wish to receive and click the Next button (or double-click the
line item to select it).
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Ez AP Invoicing - Company: 01-5treamline Sclutions --- Plant Code: 0100 |EIM|

File Batch Help

| T &l
AP IIlVOiCillg Invoice Header  Invoice Lines | A\Iocationsl

Active Batches | Pasted Batchasl New Misc. Line | Mew PO Line I Multi PO Seleclionl Edit Line | Mew.Job Fielated Line |

3085 - Mew batch

3086 - Credit Batch MNew From % Template | Copy Fram Invaice | Add Trans. to Linel Dielete Line |
3087
m It pol085 Gty | Uit Pricel Sub Total | Tax Codel Taxl Met Amount | Dizzection Code | Description | PO
Auto-Received PO Related Line
Quantty Uriit Prics SubTotal Total Tax Met Amaunt
| : | E50000000 16.50
r— Deseription Tax Caod

o ::ll mz Tax Amount

I I 000

 Dizsection Code / GL Account

Dissection: [#/1F Frint ﬁ

: prs|
LCompany: [0 =
. ==
Branch: |11 =l
Dept: |01 et 112N D epartment
& —: - Freight Cost - Line
eoaur: 1200 = (T | I il ot be rcluded

ininvoice discount

<4 Eackl Hewst »» | Save | Start Hew Misc Line | Save And New lnvoicel

< ] ] 3

Batchit: 3087 - Date: 841042009 [1 invoice(s), $0.00] ‘ Invoice$t: pol085 - Date: 7/31/2009 - Subtatal: $0.00 - Tax: $0.00 - Total: $0.00 - Yendor Code: 100 Y

17. Make any necessary changes and then select either Save, Start New Misc Line, or Save And New
Invoice. The purchase order line item selected pulls through onto the invoice.

Note If the quantity you wish to mark as received is different from what was ordered, you should
NOT do the auto-receipt from the AP Invoicing program. Use the Inventory Manager program
to adjust the quantity received.
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Entering Vendor Invoice against Multiple PO Receipts
1. Create a batch as described earlier in this document or continue working within an unposted batch.

2. Create a new invoice as instructed earlier in this document; define the invoice number, date, vendor,
etc.

3. Select the Start PO Lines option. This saves the information just entered and automatically moves it
into the Invoice Lines tab.

The Multi PO Selection window automatically opens.

& AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100 | =68 K
File Batch Help
9| Tl &l s
7l =3 Multi PO Selection (]
AP Invoic
Active Batches I Mon Ihvoice Receipts:
a :J 3083 - Heg Order | Dockett ‘Dellvary Datef P/F| Job#t | Quattiby | Descrption ‘ Order Date NS” F'D.Ste.c| Addressff 2]
&7 3086 - Cr cmes
= ang7 | 224|101 1003 1 47672009 F 933333 1000 FG item with lot pricing 4/6/2009 0
b m Il |225{= 1003 1 4/6/2009 F 993933 1000 Testing cid 20317 4/6/2009 0 PO D
| 226|121 1005 1 4/9/2009 F 999393 1000 this is to test 20450 4/9/2009 0
|227|21 1005 1 4/9/2003 F 939333 1000 This iz another item to test 2C 4/9/2003 0
|228]1 1006 1440/2009 | F @ 999333 1000 For the programmers 4/9/2009 0
|225|01 1007 1 4A0/2009 F 993999 1000 Mon inventory item received 4102009 0
| 230} 1008 1 4/10/2009 F 2651 100 Just some job realted buyout 4/10/2003 0
12312 1003 1 4/10/2009 F 999933 500000 Husky Offset B0# Continuous 41042009 0
|232| 01 1003 1 4/10/2009 F 939333 1505 For the programmers 4/10/2003 0
|233]1 1009 1440/2003 | F | 9599393 525000 Plain envelope 4/10/2009 0
|234|1 1045 0 5/8/200311: F 11000 1000000 Bindery [Buyaut] 5/7/2009 0
|235{= 1064 1 672272009 P 993883 12 B/22/2009 0
|236] 1 1064 0 6/0/20094: P 993883 2 5/22/2009 0
|237|21 1073 1 B/2/2003 F 939333 10000 test E/2/2009 0
|238] 1 1085 0 612/20032: F El] 3333 Die Cut [Buyout] 6/12/2009 0
|239| 1 1089 1840/2003 F 3083 10 7/30/2009 ¥ 0
| 24011 1093 1 8/10/2009 F 993933 a0 8/10/2009 0
|24 | 1094 1 8/10/2009 F 993933 5001 841042003 1
242|100 1094 1 8/10/2009 F 999393 100 8/10/2003 1|
| v
Select &l | Deselect Al Invoice the Selected Receipts
| |T| m | +
Batchi: 3087 - Date: 81042009 (1 invoice(s], $0.00) Invoiced: 810002 - Date: 7/31/2009 - Subtotal: $0.00 - Tax $0.00 - Total: $0.00 - Vendor Code: 100

Note The purchase order line transactions displayed in the above grid are the receipts made to
purchase order line items. Purchase Order line transactions that have not yet been received
into PrintStream will not show in the Multi PO Selection grid.

e Line transactions displayed in red (as shown above) indicate the purchase order has been dummy
invoiced in AR Invoice Entry, but the AR invoice has not yet been posted. In such a case, the AP
invoice cannot be entered until the AR invoice batch is posted or the Dummy Invoice is removed
from the un-posted AR invoice.

e Line transactions displayed in white indicate the address of the PO receipts is different from the
address selected in the AP Invoice Header. PrintStream provides a warning if one of these receipts
is selected, however, it allows you proceed with invoicing the receipt.

¢ Line transactions displayed in yellow indicate the address of the PO receipts is the same as the
address selected in the AP Invoice Header.

All received Non-Inventory, Job Related, Finished Goods, Material Inventory, and Paper Inventory
purchase orders, for the vendor designated in the invoice header, display in the Multi PO Selection grid.
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To select the purchase order line items you want to invoice, either click the Select All button or place a
check mark in the grey box provided at the beginning of each individual line by clicking the box.

& AP Invoicing - Company: 01-Streamline Solutions —-- Plant Code: 0100 [=[a] =
File Batch Help
o 3| :
7l [ Multi PO Selection \ ==
AP Invoi -
Active Batches | Mon Invoice Receipts.
* J 3085 - N9 Order | Docket#h | Delivery Date F‘fF| Job# ‘ Quantity | Description ‘ Order Date N[?n Fme‘d feiless| 12
7 J 3056 - O e’ H
3 ) 2087 1003 1 4/6/2009 F | 933333 1000 FG item with lot pricing 4/6/2003 1]
h D It 1003 1 4/6/2009 F ' 933333 1000 Testing cid 20317 4/6/2003 a PO# D
1005 1/4/9/2009 F | 993333 1000 this is to test 20450 4/9/2009 1]
1005 1/4/5/2009 F | 933339 1000 This is snother item to test 20 4/3/2003 1]
1008 1 410/2009 F | 933233 1000 For the programmers 4/3/2009 0
1007 1 4/10/2009 F | 993333 1000 Mon inventary item received  4/10/2003 1]
1008 14110/2009 F 2651 100 Just some job realted bupout 4/10/2003 0
1009 1 410/2009 F | 993333 500000 Husky Offset 604 Continuous 4/10/2009 0
1009 1 4/10/2009 F | 993333 1605 For the programmers 4/10/2009 1]
1003 14110/2009 F | 933333 525000 Plain envelope 4/10/2003 0
1045 05/8/200911: F 11000 1000000 Bindery [Buyout) 5/7/2009 0
1064 15/22/2009 | P | 999288 12 5/22/2009 1]
1064 0 6/0/20094: P 939888 2 5/22/2003 0
1079 1 6/2/2009 F | 993333 10000 test 6/2/2009 1]
1085 0 E/A12/2008 2 F 5010 3333 Diie Cut (Bupot) £/12/2003 1]
1083 1 8410/2009 F 3083 10 743042003 1]
1093 1 8/10/2009 F | 993333 100 8/10/2009 1]
1094 18/0/2009 | P | 933399 900 8/10/2003 1
10394 1,8410/2003 F 933333 100 8/10/2003 1
< | [
Select &l ‘ Deselect A1 | Imwoice the Selected Recaipts
(i m T v
Batch#: 3087 - Date: 8/10/2003 (1 invoice(s], $0.00) Invoiced: 810002 - Date: 7/31/2008 - Subtotal: $0.00 - Tax: $0.00 - Tatal: $0.00 - Yendor Code: 100

After selecting the PO line items to be invoiced, click the Invoice the Selected Receipts button in the

lower right-hand corner of the grid.

& AP Invoicing - Company: 01-Streamline Solutions —- Plant Code: 0100 [=[=] %
File Bstch Help
* ™ 3
& Tl sl £ Multi PO Selection ==
Invoic —=

Active Batches | Mon Invoice Receipts:

=77 3085 - Nd Order | Dockett | Delfvery Date F‘IF| Jobt | Quantity ‘ Description ‘ Order Date | Non Posted| Address | = |

< _J 3086 - Cn ‘Dummies'

=% e 2] LR 74872009 | F 999999 1000 PG fem it kol pricing  4/5/2009 [

Tmet]| 280 1003 14/6/2008 | F | 539333 1000 Testing cid 20317 4/6/2009 i FO#_ | D
2261 1005 14/3/2009  F 939399 1000 this is o test 20450 4/3/2008 i
2 U] 14/9/2008  F | 009933 1000 This is another e o test 20 4/3/2003 i
2zl 1008 1440/2009 | F 933339 1000 Forthe programmers 4/3/2009 i
[zl 1007 1440/2009 | F | 939999 1000 Mon inventory item received 4/10/2009 il
[zl 1nos 1402008 | F 2] 100 Just s job reslted bugout 4/10/2009 n
0 0 T 1440/2009  F 933999 500000 Husky Dffeet B0H Continuous 4/10/2009 i
Bl 1o 14402008 F 539933 1505 For the progmmers 441072009 i
lzals 100 141002009 F 933399 525000 Plain envelaps 41072009 i
= ST 05/8/200911 F 11000 1000000 Bindery (Bupout) 5/7/2008 i
lzB[ 1 1nes 1 B222008 | P 5330 2 5/22/200 n
= R 0B 4 P 339388 2 5/22/2009 i
= SR 1RO F BEE3 10000 test B/2/2008 i
(38| 1085 0EAZ/20082] F | SN0 3333 Die Cut (Bupeut] 5/12/2009 n
(8] 0es 1EAM0Y F 3083 0 7430/2009 ¥ i
[0 1 1033 1 B0 | F 533339 1n 5/10/2009 n
5] ST 1BAM09 P 933999 500 810/2009 1
242 1 1na4 1 EAMEIE F 33333 100 8/10/2008 1| |
| [
Selectall | Deselect All ‘ nwoice the Selected R eceipts
(i m ! v

Eatchit: 3087 - Date: 8/10/2003

[1 invoice(s), $0.00)

Irwvoicet: 810002 - Diate: 7/31/2009 - Subtotak: $0.00 - Taw $0.00 - Total: $0.00 - Vendor Code: 100

As the program reads through the purchase order lines you have selected, the line’s color changes to

green.

When the program has completed reading through your selections, click the X located in the upper right
corner of the Multi PO Selection screen. The purchase order line transactions pull through onto the
invoice line screen.
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7. To edit a purchase order line transaction in the Invoice Lines tab, either double-click the line or
highlight the line and select Edit Line from the Invoice Lines toolbar.

& AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100 |ﬂl
File Batch Help
| T a4l
AP I“‘,Oici“g Invoice Header  Invoice Lines IA\Iocations |
Active Batches | Posted Batohes | Newbisc.Lve | NewPOLine | MuiPD Selectiof || EditLine | |Ne dab Related Live |
3085 - Mew batch . .
3096 - Credit Batch Mew From % Template | Copy From |nvoice | Add Trans. to Linel Lielete Line |
ana?
m It 210002 Oty | Unit Price | Sub Total | Tax Code | Tan | MNet Amount | Dizsection Code | Description | PO# | D
500,000... 0.650000..  276,000.00 oo 000 $275.,000.00 0101011325 Hugkp Offsst BO% Con.. 10039 1
- ——— - Iners 1009 1
Edit PO Invoice Line - Docket®: 1 & 1009 1
1094 1
Quantity Unit Price SubTotal Total Tax Met Amount 1034 !
| 00,000.00 (0.55000000 275,000.00
i~ Diescription Tax Code
o0 =l %
IHusky Offset B0 Continuous m Tax Amount
r Dissection Code / GL Account
Dissection; |1101011325 :“ paper inventory
LCompany: (111 = ons
Branch: |01
Dept: U7 . .
Freight Cost - Line
Account; 1525 I~ will hot be included
in invoice discount
Save | Start Mew Misc Line | Save And Mew [nvoice |
+
Batchit: 3087 - Date: 8/10/2009 (1 invoice(s). $290.515.75] ‘ Invoicedt: 510002 - Date: 7/31/2009 - Subtotat $290,515.75 - Tax: $0.00 - Total: $230.515.75 - Vendor Code: 100/

.

8. After the changes have been made, select either Save, Start New Misc Line, or Save And New
Invoice.

Note The Unit Price, SubTotal, Description, Tax Code, and Dissection Code fields can be edited
for non-inventory, finished goods, material inventory and paper inventory related purchase
orders. Only the Unit Price, SubTotal, Description, and Tax Code fields can be edited for job
related purchase orders. Edits at the time of AP invoicing are not recommended for valued
inventory. Please make edits directly to the purchase order in Purchasing Entry.

Dissection/GL codes default according to the code reflected on the purchase order, not the Dissection
Code defined in the Vendor's MasterFile.

Changing the dollar amount of an invoice entered against a received inventory related purchase order
may change the average price value of the inventory.
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Directly Expensing Job Costs

You can directly expense to a job, from a miscellaneous invoice, by selecting New Job-Related Line.

Invoice Header  Irwoice Lines IAIIDcatiDnSI

Mew Mizc. Line | Hew PO Line | Multi PO Seleu:tiu:unl Edit Line Mew Job Related Line | I

Mew From % Template | Copy Fram [nvoice | Add Trans. to Line | Delete Line

Qt_l,ll LIt F'ricel Sub Tl:ntall Tax Eadel Ta:-:l MHet .-’-'«muuntl Dizgection Code | Dezcrphion | PO

1. Enter the Job #.

The program validates that the job is open, which means jobs are not final billed or placed on hold for
cost.

m Job Related Line £|

Select Job #

sb | —= I
I

— Select Activity
Actity: | = |
o coce: [ E——
Elranch:- Department:- Account: _

[uantity Irit Price SubTotal Tatal Tax Met &mount
| 0.00 0.00000000 | 0.00

D escription Tax Code

I II:”:I :II mz T &% Amount
han taxable I .00

r Freight Ciosgt - Lineg will nat be included in
irvoice dizcount

Cancel | Save

2. Either enter the Activity code or select the binoculars to look up the code.




26 ® EFI PrintStream | User Guide

——

3. Atree lookup is provided for the activity code like the purchasing lookup but also displayed is the g/l
expense account linked to the activity code as: Name of account and xx-xx-xx-xxxx. This is to make it
easier for the accounting person to select the correct activity, since they are likely more familiar with
general ledger accounts. Double-click the activity code.

Ireenice Header  Invoice Lines | Allocations |

Hew Mizz, Line | New PO Line | Multi PO Selectinnl Edit Line | MHew.Job Related Line I

Mew From % Template | Copy From Invoice | Add Tranz. o Line | Delete Line |

O TR RN RS or) [y | el e T [FoE |
w Job Related Line il

Select Job #

Annal Fund

— Select Achivity

oo Activity Codes

-4, 10 - Fulfilmert
B a-op
& 4 - PREPRESS
E-§ 5 - PRINTING
Description————— EI- 500 - PRINT &ADKIN
% 50000 - PAPER -= 01-01-1200 == 10-10-5000
| {8 50001 - PRINTED IMVENTOR'Y -= 01-01-1200 == 10-10-8000
{2 50002 - INK = 01-01-1200 == 10-10-5000
[ 50004 - PRINTING RAW MATERIALS <= 01-01-1200 == 10-10-6000
[ 5000 - ite PAPER - 01011200 == 10-10-5001
[ 50007 - Black PAPER -» 01-01-1200 == 10-10-6002
E 50005 - Southvwood Invertory = 01-01-1200 == 10-10-6000
{54 50005 - PRE-PRESS BUYOUTS -= 01-01-1200 == 10-10-7200

Cancel | [:I--= £10 - PRINT BUYOUTS

212 - XEIKOR

Quantity 1 rit
| 0.00 0,000

r Freight Cozt - Ling will not be
itrvoice dizcount
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4. Enter the Quantity and Unit Price as you normally would in creating any other AP invoice.

iy Job Related Line il [

Select Job #
Jok #: |19|:|3 j LEAH Leak's Account
Annval Fund
— Select Activity
Activity: 50000 = ’ﬁl PAPER
GiL Code: Wiark In Process
Elranch:m Depar‘tment:m Accuum:m
Luantity Unit Price SubT atal Total Tax Met Amaount
| 1.00 | 100.00000000 | 100.00 [T 100,00

Dezcription Tax Code

|EIIII = %
Iu:-:usts for job 1908 — m T ax Amaurt
hon taxable I 0.00

r Freight Cost - Line will nat be included in
imoice dizcaunt

Lancel | Save

Posting of the invoice is the same as other job-related invoices that have not been dummied; debit to
WIP and credit to AP.
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Deleting Part or All of a PO Related Invoice

You can delete all or part of a PO related Accounts Payable Invoice.

Note To delete a PO line from the invoice, highlight the line transaction by clicking the line and selecting the

Delete Line option. By deleting a purchase order line item from an un-posted AP invoice, the PO line
item is reset to an open status; making it available to be re-selected on a future AP invoice.

To delete an entire invoice

1. Delete all of the invoice lines.

2. Select the Invoice Header tab and click the Delete button.

A confirmation message opens.

& AP Invoicing - Company: 01-Streamline Solutions ——- Plant Code: 0100

[=/=] = )
File Batch Help
o T &l
AP Illvoi(‘_ing Invoice Header | Irwice Lines | Allocations
FETeBEEES | Posted Batches I Batch # m Batch and Transaction D ate:

3085 - New batch
3086 - Credit Batch Ireecice D ate:
a0e7

Invoice #: [310002 743172008 |
T Invit a10002

™ Hold
\endor Mame;
Wendor #: 100 Confirmation M ::II
Address: BEENNE = -
@ Do you want to delete the Invoice® 810002
) 45342
Yes No |

Due: |8/304

Discount

Details: I
File Name:l Aidd File | Wiew File |
Cancel | | Dielete I Save Header | Start PO Lines | Start Misc Linasl

Batchit: 3087 - Date: 841042009 |1 invaice(s). $290.515.75]

\

| Invoicett: 810002 - Date: 7/31/2009 - Subtatal §290.515.75 - Tax: $0.00 - Total $230,515.75 - Vendor Code: 100

3. Select Yes to delete.
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Adding a Transaction Line Item to Your PO Related AP Invoice

When using the Accounts Payable module with the Purchasing program, you can add a line item to a purchase
order invoice. This allows the user to accomplish one of two things.

Add costs to a job without editing or creating a new purchase order. One of the best examples is adding freight
costs to a purchase order invoice.

You can make a sales tax accrual by adding a credit line to your sales tax accrual account. Selecting the Offset
to Account Number check box, which displays after adding a new transaction, can create the debit. This is
commonly used for Use Tax where a vendor did not charge sales tax, but you, the Company, are responsible for
reporting and paying the sales tax.

After creating the PO line, select the Add Transactions to this Line button. Enter the Quantity, Unit Price,
Description, and Tax Code. Select a Dissection Code and select either Save or Save And New Invoice. If you
are making a sales tax accrual, you can then add a second line using the above procedure and entering the
offsetting amount.

& AP Invoicing - Company: 01-Streamline Sclutions - Plant Code: 0100 |ﬂl
File Batch Help
o T sl
s Ihvoice Header  Inwoice Lines | Allocat
AP Illvou:mg nvoice Header l ocations ]
Active Batches | Posted Batches NewMisc. Line | NewPOLine | uliPO Selection|  EditLine | New Job Fckted Line |
] 3085 - New batch
1 3086 - Credit Batch Mews From % Template | Copy From Invaoice | Add Tranz. to Line | Delete Line |
=k 3087
)D It 510002 Qty] Linit Price] Sub Total | Tax Eode] Tax] Met Amount] Dizzection Code ] D escription | FO# | o]
1004 1
Add Transaction to the Line @ e 1009 1
1094 1
Guantity Unit Price SubTotal Tatal Tax et Amount 0 Con ::ggg :II
[ M | 000000000 0.00
Dezcription Tax Code
| o= m % Tax Amount
> 0.00
Dissection Code / GL Account
Dissection: (0101011325 == [N
Branch: [T alonBonch TR
Dept: [0 Bl 1 5in Depa 01-01-1325
- f Freight Cost - Line
Account: [1325 ] = ™ will not be included
in invoice discount
LCancel | Save Start Hew Misc Line | Save And Mew |[nvoice
] m ¢
Batchit: 3087 - Date: 80/2009 (1 invoice(s), $290,515.75) Invoicedt: 810002 - Date: 7/31/2009 - Subtotal: $290.515.75 - Tax: $0.00 - Total: $230,515.75 - Vendor Code: 100

Note If this purchase order line item is job related, costs added will appear as increased costs against the job
on the billing worksheet.

Costs added to purchase orders for raw materials or paper inventory have no effect on the inventory value.
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Copy From Invoice

This feature allows line items to be copied from any miscellaneous invoice for the same Vendor as entered in the
invoice header. However, this feature is only available when the invoice is empty; meaning there are no lines
entered yet.

To copy lines from a previous Vendor invoice

1. Click the Copy From Invoice button.

i“_& AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100

=@ = |
File Batch Help

*| T &l
AP Illvoicillg Invoice Header  Invoice Lines | Allucaliunsl

Active Batches | Posted Balchasl S Starch Vandor Tvor) Pap—— ﬁ ob Related Line
3085 - New batch =
3086 - Credit Eatch - Description
3087 = This feature will copy lines from any miscellaneous invoice belonging —
T vt B10002 — to the same Vendor. Description D
r— Invoice Dat

List invoices From: | 6 /112003 v| To:[ss0r2008 =] |

J Ireeoiced Date | Detailz | Tatal |

1 |mizcE1009 I?;"31.ﬂ'2009 Details print on che
2 |961 CH 7/31/2003

| [»

$157.50 | Select
[$262.50] _ Select

I

1M

| Irevoice: 810002 - Date: 7/31/2003 - Subtotal: $0.00 - Tax $0.00 - Tatal: $0.00 - Yendor Code: 100

Batchit: 3087 - Date: 8410/2009 (1 invoice(s), $0.00)

2.

Select the desired date range and click Find. A list of invoices for that Vendor displays.
3.

Click Select at the right of the invoice you wish to copy, and the line pulls through to the grid.
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New From % Template

This feature allows line items to be allocated across several GL accounts from a % template.

To set up a new % template
Select File from the taskbar at the top of the AP Invoicing screen, select Set up % Templates, and then

1.

2.

3.

select Add New.

;mmm-cmm-mw---mmmﬁ'
Batch  Help

Set up Recurring Paybles v
Set up % Templates .

Ca i bﬂmFm!Tuﬂul Cisesp Freem e
I. 2 ][I Oty| Uit Price| SubTotal| T,
|

Enter a short description of 30 alpha/numeric characters in the optional Description field.

B9 Set Up % Template

Total %

Description:
[Up 1030 charactes ong I

Click the Add Allocation button to add an allocation to the % template.
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4. Fill'in the optional Description and %. You can either enter or select a Dissection/GL Code by using +/-
keys on your keyboard or click the ellipsis button to search for the GL code you would like to use.

M Set Up % Template

Cescriphon Total %
[Ue 1 36 characios oo [t ]
W Acve
Dasecten
o Code | GL Descrphns

5050 SeEME00 ;Mlmﬂﬁnﬂhmbmr

+ Manlishiop Espefiie:
- Inteecy Purchase 1o 02

+ Rerd Ewpasnie

« Romalty Evpepnon

+ Fshareg Bpsd Espesnte

- Gokdan Patschude Epense

+ Crog innssnce Pyocesds
« Gt Procaedsnciney
- Inbizseat bronmes

« Ealp 'withciow

- Irbmsgat S gwinggy Boncs

+ Fochnl e (105254}

- Irrwesimesnt Evpenses

= )

L S i

5. Once your % template has been defined, you can generate invoices lines from it. However, this feature
is only available when the invoice is empty; meaning there are no lines entered yet.

To generate lines from % template

a.
b.

C.

Click the New From % Template button.

Select the desired template by selecting the check box between the template number and the

description.
& AP Invoicing - Company: 01-Streamline Solutions ——- Plant Cade: 0100 |E@Iil
File Batch Help
| | &l
AP Invoicing 3R =
Aclive Batches I Postes ~
2] 3085 - Mew bat | Eerplen iy e | Invaice Net Total: |1.250.00
3086 - Credit Bal Last -
=5k 3087 | Description Active
}ID el 81000 e e To
L ] Adding to new scripts 5M/2009 [
2 [ Up to 30 characters long I

Enter an amount in Invoice Net Total and click Create Distribution Invoice to create lines.
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How to Inactivate, Reactivate, or Edit % Templates

To inactivate, reactivate, or edited % templates

1. Select File from the taskbar at the top of the AP Invoicing screen, select Set up % Templates, and then
select Show % Templates.

e

= AP Invoicing - Company: 01-Streamling Solutions -—- Plant Code: 0100
[File) Batch Help
Set up Recurring Paybles k|

Set up % Templates [

Add Mew
Show % Templates

Unlock All Batches

Switch C ————
b bew From % Tenplate]]  Copy Fiom|

Q Urat Prica

Exit

. Sub Total

2. Filter the % templates by clicking the Non-Active Only, Active Only, or Display All options.

& AP Invoicing - Company: 01-Streamline Solutions -— Plant Code: 0100 |ﬂl
File Batch Help
| T |
NN T2 TaT e b Show % Allocation Templates 8 ==
Aetive Batches | Fosts —€—.—e,_ A A ]).
: New Templat: Edit Templat f A i
j 05 - Hew bat ew Template emplate i~ Mon-Active Only (% Active Only ™ Display Al
30BE - Credit B a = -
L 3087 Description N Active
d Invoice
T It 910002 . | (E—Teoz_To
1 [Adding to new scripts sirzong| (¥
2 |Up to 30 characters long i)

3. Select the % template you want to work with by clicking within any box for the payable and selecting
Edit Template.

4. Change the % template from active to inactive status by selecting or clearing the Active check box.
Edits can also be made as needed.

B3 SetUp % Template (|

5.

Description: Total %
IAching to new scripts 100.00 %
[ Active
Add Allocation | Delete Allocation
- (Allocation| Dissection -
Description o% Code GL Description

1 |Freight 50.00/0101017100 o freight expense

E Special 30.00|0101017300 = special expense
3 | Admin 20.00 0101017400 || |mailshop expense

Close |

=)

Click Save when finished making all changes.
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Recurring Payables

The recurring payables feature was designed to allow users to create a template for those invoices that occur on
a regular basis. For example: rent, payroll services, lease payments, etc. The AP invoice header information, as
well as the payable amount, is automatically stored in the template — ready for use when you need to generate
the vendor’s AP invoice in PrintStream.

To define a new recurring payable

1. Select File from the AP Invoicing menu, select Set up Recurring Payables, and then Add New.

== AP Invoicing - Convpany: 01-5treamline Solutions --- Plant Code: 0100

‘Fl|¢‘. Batch Help

Set up Recurring Paybles r Add Mew
Set up % Templates ] Show Recurmng Payments
Unlock &l Batches
Hew Muc. Line | Bew PO Line
Switch Company E
M From % Tl:mphw_l Cops From Irvvoice
| h:_mm\,.m : (| UniPrice] SubTotal] TaxCo

2. Enter or select the Vendor # or Vendor Name.
3. A short description of 30 alpha/numeric characters can be entered in the optional Description field.
This description prints on the check stub and various AP reports.

4. Assign an invoice number of no more than 6 alpha/numeric characters for the recurring payable. You
may want to enter an abbreviated description in this field. When an invoice is generated from this
template, the invoice number is the information entered in the Invoice No field plus a 6-digit date string.
The example below would have had an invoice number of Power081009, when it was generated on
August 10, 2009.

5. Set Up Recurring Payments [
Wendor # Vendor Name:
<00 = |utah Power & Light Company ==
Description: Total Payment
[Monthly electricity bil e
InvoiceNo:
Power ¥ Active
Add Allocation | Delete Allocation
Description aty | unitprice | Subtotal | 12 | Tax e | Tax Total TZzeeT GL Description
P Code Code o
| | »

Close Save
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To add an allocation to the recurring payable

1.

3.

Click the Add Allocation button and fill in the optional Description, Quantity, Unit Price, and Sales
Tax Code. You can either directly enter the tax code or use the +/- keys on your keyboard to select the
applicable code.

Enter or select a Dissection/GL Code by using +/- keys on your keyboard or click the ellipses button to
search for the GL code you would like to use.

As with regular AP invoices, you may have multiple allocations for one recurring invoice.

B Set Up Recurring Payments (|
Wendor # endor Name:
4 ] wer & Li ; ]
I 00 = Utah Power & Light Company =
Description: Total Payment
[Monthiy Power Bin $100.00
Invoiceho:

IPDwer v Active

Add Allocation | Delete Allocation

. - Tax Dizzection -
Description Qty Unit Price Subtotal Code Tax % | Tax Total Code GL Description
1 |Power 1) 100.000000 100.00/00 0.00 0.00 100.00 0101016500 | |utility expense
< | »

Close | Save |

Once your recurring template has been defined, you can generate invoices from it. You may either
create a new batch or add recurring invoices to an existing AP invoice batch by right clicking the
highlighted batch and selecting Create Recurring Invoices from the drop-down menu.

& AP Inveicing - Company: 01-Streamline Solutions --- Plant
| File Batch Help

8| | a8

AP Invoicing Ivoice Heads  Inveice
Activs Balches | Posted Baiches |

% ] 3085 - Newbaich
« =) 3085 - Coedt Batch

o) 3087
2 Egr—

¥

jos

Create Recurring Invoices

THEeT LT

Change Batch Date

View/Edit Batch Description
Preview Batch Posting

¥iew Posted Allocatsons

Print Posted Allocation

¥ Display Regular Batches
Display AP Quack bnvoices
Display Cormmission Batehes

Post Batch
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After selecting Create Recurring Payable, a list of all active recurring payable templates displays.

Place a check mark next to the template you want to generate an invoice for and select the Create

Selected Payments button.

Ez AP Invoicing - Company: 01-Streamline Solutions -— Plant Code: 0100

[=[=] & |

File Batch Help

*| 77 ¢l
AP Invo illg [N Create Recurring Invoices 'SHEEEES S Q
Aclive Batches | F'Dsten:]
o Create Selected Payments | i I
Y 3085 - Mo bat Lyl ] Invoice Date: | 8 1M10/2008
3086 - Lreit B Invoice Last Payment -
30av | Vendor# Vendor Name No Description Invoice Total Active _I
3089 - Recuring - -
| 1 g 400 Utah Power & Light Company |Power | Monthly Power Bill 5/18/2009 | 100.00 I
2 =10 NWC Print Rent Monthhy Rent 5/119/2008 150.00 I

An invoice is created based on the template. This invoice can be edited, deleted, etc., as with other

miscellaneous invoices created in PrintStream.

& AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100

= [ B [t

File Batch Help

| | 4|
AP Invoicing

Irwoice Lines I Allocations

&clive Batches | Posted Batches |
"] 3085 - New batch

Batch H:

Batch and Transaction Date:

3086 - Credit Batch

Diue: |343/2003

Invaice Date:
3087 .
Invoice #: |Powsr0B1009 841072009 ~
3089 - Recuring I I J I~ Hold
E Il Power0E1009 Wendor Marne:
Vendor #: I‘iUU = IUtah Powser & Light Compary =
Address,

Dizcount: I 0 =% If paid by: IE.-/‘I 0/2009

Dretails: IM anthly Power Bill

File Name: I Add File | Wiew File |
LCancel | Delete Save Header | Start PO Lines | Start Mizc Linesl

Batchi: 3089 - Date: 841042009  [1 invaice(s), $100.00]

‘ IrwvoiceH: Power081009 - Date: 8/10/2009 - Subtotal: $100.00 - Tax: $0.00 - Total: $100.00 - Vendor Code: 400

A

The payment terms are calculated based on the terms defined in the Master Files Vendor program.
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As a precaution, if you attempt to create an invoice from a recurring payable more than once within the
same financial period, PrintStream gives you a warning, but you can proceed with creating the invoice.

F h'
“_-‘g AP Invoicing - Company: 01-Streamline Sclutions --- Plant Code: 0100 ‘ﬂl
File Batch Help

*| 1 sl
AP IIIVOiCiﬂg [N Create Recurring [nvoices Sosmiiis S ‘Al

Active Batches I Posted

Create Selected Payments
55 v ewsce b [ 7107005 <]

3096 - Credt Bat Invoice Last Payment -
3087 WVendor# WVendor Name Description 3 'y Active
) No Invoice Total _I
j 3089 - Recuring -
1 |#f 400 |Utah Power & Light Company |Power | Monthly Power Bil | &10/2008 100.00 | [

=
10 APInvoicing % ﬁ

(]

&% The Payment '‘Power’ has already been created for this period. Are you
¥' sureyou want te proceed?

N o
Close

Batchi: 3087 - Date: 84102009 [1 invoice(s), $0.00] |

How to Inactivate, Reactivate, or Edit Recurring Payables

To inactivate, reactivate, or edited Recurring Payables

1. Select File from the menubar at the top of the AP Invoicing screen, select Set up Recurring Payables,
and then select Show Recurring Payments.

[ & AP Irvoicing - Company: D1-Streamline Sohitions — Plant Code: 0100

(] gteh e
Set up Recurning Paybiles L Add New
Set up % Ternplates ] Show Recurring Payments

Unlack All Bstches
Switch Company

Exit

[Ty - 1

2. Filter the recurring payments by clicking the Non-Active Only, Active Only, or Display All options.

[ Show Recurring Payments |
Mew Recurring Payment Edit Recurring Payment I = Mon-Active Only {* Active Only i~ Display Al
. F s
Vendor# Vendor Name TOTEE De=scription La,?.t FEET Active
No Inveoice Total
1 |400 Utah Power & Light Company |Power  Monthly Power Bill aM0/2009 10000 i)
2 |10 NWC Print Rent Monthly Rent 5/19/2009 150.00 I

3. Select the recurring payable you want to work with by clicking within any box for the payable and
selecting Edit Recurring Payment.
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4. Change the recurring payment from active to inactive status by selecting or clearing the Active check
box. Edits can also be made as needed.
5. Set Up Recurring Payments (|
Vendor #: Vendor Name:
|;cc = |utar Power & Light Company =
Description: Total Payment
[Monthty Power Bl
Invoiceio:
Power [V Active
Add Allecation | Delete Allocation
- - Tax Dizsection -
Description Qty Unit Price Subtotal Code Tax % | Tax Total Code GL Description
1 |Power 1 100.000000 100.00| 00 0.00 0.00 100.00| 0101016500 . |utility expense
< | »
LClose | Save |
5. Click Save when finished making all changes.
Note Reactivating an inactive recurring payable will not retro activate the payable for those periods when it

was not in use. The period a recurring payable is generated for is driven by the date of the batch; the

transaction (batch) date.

Placing an A/P Invoice on Hold

An A/P Invoice can be prevented from being paid by placing it on hold. This is done by selecting the Hold
checkbox. An invoice placed on hold will not appear in the A/P Check Entry program to be selected for payment.
Be aware, this check box only appears for invoices in a posted batch.

é: AP Invoicing - Company: 01-Streamline Sclutions --- Plant Code: 0100

T

‘FHE Batch Help

Inwoice Header

| T
AP Invoicing

Invoice Lines

Allocations

Active Batches I Posted Batches |
b 3065 - New batch

Batch i

Batch and Transaction Date:

L Invtt misca1003
3026 - Credit Batch
087

3084 - Recuring

Inwoice #: |lE:

Irvoice D ate:

FRciP

Wendor Name:

¥ Hald

endor #: 100 =

Due: |8/30/2003
Discount 2z

|F‘Hnting Company

=l
=l

=

It paid by: |8/410/2003

Details:[Details print on check stub

File Mame: [Wendar_lrmvoice. pof

AddFile | Wiew File

Cancel |

Delete

Save Header | Start PO Lines

Start Misc Lines

Batch#t: 3085 - Date: 8/10/2009 (1 inwaice(s), $157.50)

Irveoicet: miscE1003 - Date: 7/31/2009 - Subtatal: $150.00 - Tax: $7.50 - Totak $157.50 - Vendor Code: 100

A
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Attaching a Scanned Image of a Vendor Invoice

Setup required Create a folder titled ScannedFiles and place it in the Live database. All scanned images
must be in a .pdf format and saved to this folder.

[_1Data File Falder 21912007 12146 AM
[ 1Dosrun File Folder 672007 9:58 AM
[ 1Export File Folder 2192007 12:46 &M
[ 1Media File Folder 219/2007 12:46 &M
[_Ipsexkern File Folder TI6]2007 910 AM
[_Jquokeletters File Folder af 1212007 937 AM
[_1Reports File Folder TIZ007 10:11 AM
='|ScannedFiIes File Folder FIOZ007 10036 AM

1. After entering the header information to the AP invoice, click the Add File button to the right of the File
Name field. Windows Explorer opens directly to the ScannedFiles folder.

Invoice Header | |rnvaice Lines | Allocations

Eatch #: BOE4 Batch and Tranzaction D ate;
|Fvoice [ ate:
Irvaice #: (4361 6/1/2008 =
| I J ™ Hald
Wendaor Mame:
Wendaor #: |1 an j IPHINTING COMPARNY j

L fa e 1234 WESTOVER AVE

DiLe: I._"'.-"'I 0/2008 L 10t of the month
Digcount; I 10 % If paid by: I?.-"'I 0/2008

Thiz Yendor always qualifies for Dizcount

Dretails: I

File Name: | Add File | Wil |

LCancel | Delete Save Header | Start PO Lines | Start Misc Linesl
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2. Select the file to attach to the Invoice header.

Select a PDF or Word file.

Look in: Ib ScannedFiles j o= £F Ed-

My Computer
‘ﬁ File: marme: I\fendarlnvnice4351 pdf j Open I
-
Files of type: |POF File [ pdf) =] Cancel |

[ Open az read-only

v

After the file has been selected, the file name displays in the File name field.

4. Click the View File button to see the attached file.

You can also view the scanned image from AP Display. Select the vendor account number and double-
click the invoice.

2% Accounts Payable Display
—Creditor Selection (Type the account number of use the Up-Dovwn arrowvy keys to search a customer)

100
PRIMTING COMPARNY

Account. Mum

“endor Mame

Address:

Zip:
Contact :

city, state - I

ST PALIL, M

Phaone : [&5

Load Creditor Data |

Open Invoices T

PaymertsfiChecks T

T Invoices T

Transactions

Aged Balance

% Load by Invoice Date

" Load by Transaction Date
AfP All Open Invoices

Inw . Date Tranz. D... | Invoiced Details I Amount Payments Balance | Hold | P
GAB/20058  BAMER008  152a 30,00 0.00 30000 Y 0
BMEB/2008  BMEA2008  REMTOE1605 Marithly rent 5,312.50 0.00 531250 M i
BM3/2008  BME2008  3245a Details to print on che... 250.00 0.00 25000 M i
GA2/2005  BME2008  CMIGT -100.00 0.00 -100.00 N 0
5112008 GHE2005 4361 2,245.20 0.00 224520 N o

»

4] |

Outstanding $7,740.70
Close |

(Click on & Date and press 'Enter’ or doukle click for Detsils)

O Fitter by Plant
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Click the View Vendor Invoice button to display the invoice.

isi. Invoice Details And Payments Applied

————

Invoice : 4361 Inv Date : 642003 Trans. Date : 6162008
Batch®: G064 Due : 7M10/2008 Period : 9/2008 Posted : Ho
Order: 916 Details :
Invoice Details
Desc Cuartty | Accourt# (expense] | Tax Met
i i 200 01-01-5015 0.0 250.00
M rtary line tem detail 500 01-01-5015 0.00 550.00
PURCHASE LIST 1000000  O1-01-2300 == 01-01... 0.0a 99520
30000  01-01-1200 == 01-01 ... 0.0 300.00
PO Details 200 01-01-5015 0.0 150.00
Total $2,248.20
Wiew Yendorlnvoiced 367 pdf ’
Payments $0.00
Digcount $0.00
Payments Owing

Payments Applied Agai

Drate Payment# Check#

oided

st This Invoice

Details Allocated

Close
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Attaching a Word Document to an A/P Invoice Header
Note No additional Setup needed.

In AP Invoicing, you have an option to add a Word document to the invoice header.
1. Click Add File.

Irvoice Header | |nvoice Lines | Allocations I

Batch #: BOGY Batch and Tranzaction Date:
[rvoice D ate:
Irwaice #: [43156 | B/1 /2008 =]

[~ Hold

Wendor Mame:
Yendar #: IVEh:":“.'r' ::ll I\felncity Co.

Address: JRENIRNEIRRS

Ciue: I?.-"'I A2008 i ;
Digcount: I 10 If paid by IT-".-"'I J2008

Thiz Yendor always qualfies for Dizcount

Details:l

File Name:l { &dd File | Yiew File |

Cancel | Delete Save Header | Start PO Lines | Start Mizc Linesl

2. Select afile type: i.e., PDF or Word.

Select a PDF or Word file. Slujofricf] 7] x|
Loak, in: IL':} S cannedFiles ;I - £f Eo-

@_j scanned vendor invoice. doc

File name: Iscanned wendor invoice. doc ;I Open I
Files af type: wiard File [*.doc) LI Cancel I
PDF File [* pdf]
\Whord File [*.doc) “
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Locked Batch

PrintStream only allows one user at a time to work in an AP invoice or AP check batch. If you attempt to open a
batch currently in use, PrintStream displays the following message referencing the user which is currently
working in the batch:

AP Invoicing Entry |t S|

" It could not open the Batch#: 3126 because is open in other workstation
y' by the user LS

OK

For another user to access the batch, the user logged into the batch, LS in the example above, must exit the
batch.

Posting an A/P Invoice Batch to the General Ledger

Posting Accounts Payable Invoices takes place in the Accounts Payable Invoicing module. Select AP Invoicing
from the menu.

All open A/P batches are listed under the Active Batches tab. Highlight the batch to be posted by clicking it,
then right-click the highlighted batch and select Post Batch.

The Post A/P Batch screen opens showing the allocation of the invoice entries made in the batch. If an error is
detected, close the Post Batch screen, open the batch containing the invoice by either double-clicking the batch
number or clicking the plus sign next to the batch, find the invoice(s) in question, and correct the entry.

When all invoice entries are correct, right-click the highlighted batch, select Post Batch, and click Post in the
lower right corner of the Post A/P Batch screen.

After the posting is complete, a Batch Summary Display Report opens summarizing the transactions posted. This
report can be printed, if needed.

Un-post AP Invoice Batch

Overview

The standalone PrintStream.UnpostBatch module allows certain types of batches, including AP invoice ones, to
be un-posted.

Eﬁ PrintStream.UnpostBatch

Un-posting Process

Once the module is open, select the Batch Type to load to the grid, using the drop-down list accessed at the right
of this field.
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™ Un-Post Batch. Company: 01 --- Plant: 0100 --- User: LS

;,_g Un-Post Batch

Description:

This utility will allow you to select any Batch Type and reverse
The Accounting Period must be opened for the Batch date,

Select a Batch Type to load posted Batches on op

Batch Type: {(Select) - Refresh
Batch Type
Posted Batch AR Cash Receipts
AR Invoices —
i AP Invoices
Batch = i
- 4

All posted batches of the selected type, within the current open accounting period, will then load. Select a batch
to work with by clicking it in the grid.

" Un-Post Batch. Company: 01 --- Plant: 0100 --- User: LS ol @ (=]

_:;g: Un-Post Batch

Description:

This utility will allow you to select any Batch Type and reverse the GL Allocations on the original posting date,
The Accounting Period must be opened for the Batch date.

Select a Batch Type to load posted Batches on opened accounting periods

Batch Type: AP Invoices - Refresh
Posted Batches Selected Batch
Batch #: | 12565 %} Un-Post Batch
Batch # Date Description |

12203 6/11/2018

12207 &/15/2018

12419 6/27/2018

7/4/2018

7/10/2018 Test
7/11/2018

7/11/2018

10/3/2018

10/3/2018 test
10/3/2018

| 10/10/2018
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Right clicking a selected batch in the grid will open an additional menu. Clicking View GL Posting Report will
show the existing general ledger allocations.

[

" Un-Post Batch. Company: 01 --- Plant: 0100 --- User: LS

St

4 Un-Post Batch

Description:

This utility will allow you to select any Batch Type and reverse the GL Allocations on the original posting 1
The Accounting Period must be opened for the Batch date.

Select a Batch Type to load posted Batches on opened accounting periods

Batch Type: AP Invoices

Posted Batches

-

Refresh

Batch #
12203
12207
12419
12433
12445
12460
12452
12533
12534
12545

v 12565 |

Date
6/11/2018
&5/15/2018
6272015
7/4/2018
7/10/2018
7/11/2018
7/11/2018
10/3/2018
1032018
1032018

10/10/2018

Description

Test

Un-Post Batch

View GL Posting Report

General Ledger Posting Report

Page 1of 1

Batch # 12565

Printed 10/11/2018 2:45:28 PM

Batch Type CI For LS

Account Account Description Debit Credit
01-01-01-2800 Furchasing Accrual $122.00

01-01-01-2000 Accounts Fayable $122.00

Batch Total

§122.00 §122.00
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When ready to un-post the batch, either select the Un-Post Batch option, from the additional menu, or click the
Un-Post Batch button, in the middle right portion of the screen.

4% Un-Post Batch. Company: 01 - Plant: 0100 - User: LS el & =]

A Un-Post Batch
Description:

This utility will allow you to select any Batch Type and reverse the GL Allocations on the original posting date.
The Accounting Period must be opened for the Batch date.

Select a Batch Type to load posted Batches on opened accounting periods

Batch Type: AP Invoices - Refresh
Posted Batches Selected Batch
Batch #: | 12565 | @ Un-Post Batch
Batch # Date Description

12203 6/11/2018
12207 6/15/2018
12419 6/27/2018
12438 7/4/2018
12443 7/10/2018 Test
12450 7/11/2018
12452 7/11/2018
12533 10/3/2018
12534 10/3(2018 test
12546 10/8/2018
» 12565 10/10/2018

Un-Post Batch

View GL Posting Report
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The selected batch will now disappear from the list in grid of posted batches...

i

" Un-Post Batch. Company: 01 --- Plant: 0100 --- User: LS

4 Un-Post Batch

Description:

This utility will allow you to select any Batch Type and reverse the GL Allocations on the original posting «
The Accounting Period must be opened for the Batch date.

Salect a Batch Type to load posted Batches on opened accounting periods

Batch Type: AF Invoices

Posted Batches

- Refresh

Batch #
12203
12207
12419
12438
12443
12460
12462
12533
12534

Date
6/11/2018
&/15/2013
6272018
7/4/2018
7/10/2018
7j11/2018
7/11f2013
10/3/2018
10/3/2018
10/8/2018

Description

Test

test
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...and show up in the Active tab in the AP Invoicing module.

% AP Inveicing - Cormpany: 01-5treamline Selutions --- Plant Code: 0100
File Batch Help

¢ B ®
ﬂP II[‘Fl}il:i[[g Invoice Header | |nvoice Lines] Allocations

&ctive Batches l Posted Batches ]

12536 - New Batch
12543
12859 - batchl2

- (=

T -

Work with the un-posted batch, just like any other Active batch, and re-post as normal.

Purchase Order Accrual

Overview

When a receipt for a purchase order (PO) line is entered into PrintStream, there is no impact to the General
Ledger. The GL is not impacted unit the accounts payable (AP) invoice for the PO line is entered into the system
and posted. The PO Accrual feature provides an automated method for the system to accrue for any type of PO
line receipt and then have the accrual reversed when the AP invoice is entered.

Setup

The PO Accrual feature must first be activated in the database. Please contact EFI PrintStream Support.

b m Maintenan ENERICD.
File Options  Ulilily  Help
01*Report
FRODUCTION SYSTEM
ACCOUNTIMG STRUCT... r— Posting Labor Caost to the WP option

SYSTEM MAINTEMANCE

< Labor Cost will be recorded to (from] the WIP Labor Direct Account and Applied Labor Direct Aceount
ag the Activity Hourly B ate * by Hours

=

Module Definition File " Lahor Cost will be recorded accordingly to the \WIP Labor Account(s) as Use DEFALILT time rate
X Il Use Employes Il for Employee when
™ Activity Labor Rate * Hours [&pplied Labor Direct Account] Rate as Labor Rate posting by Ermplopes
Rate

Systemn Defaults File I Activiy Variable Rate * Hours  [&pplied Labor Variable Account)

™ Activity Machine Rate *Hours  [Applied Labor Fived Account)

=

. - Usze Activity Cade Expense in Place of Difference Account]
eriods control 4P Posting for 4R Dummy invoiced Job related PO |
[~ GL: Lahor Multy Costing Caphure

B

Accounting

=l

[rate from which the Invoice Postage box amounts will retain the oniginal values
Fila "Use Biling Type for AR as default

& Horizontal  Vetical AR Prepayment Start Auditing Date IHZVZUUE

[T AR: Allocate Reverue Taxes by Zone X - R
Periods ¥ &R: Calculate Sales Taves By ZIP Code ¥ &R: Inwnicing Based on Shipping is preferable

[~ AR : Sales tax calculation by customer based on job percentage I': i; i’g:i;ij;:;:;c:SDa;daiﬁ‘o::gt: bliIJEI?FbI:?v:i\;:ce (me?
[~ AR : Exclude Freight Cost from tax calculation [when calculating taves by 2P code and by Zone). g

Tirne: Fiate:

@
B

=l

+ Star

=

Accou

=l

B 5 B el e iy S (e e ¥ &R: Calculste MET Commigsions on final invaice anly
Budgets For GL Accounts [~ &R : Consolidate Freight Lines By State in AR Invoice
[~ AR / Prebill Consolidate Allacations for Activity Code and GL Accounts AR: Use AR Contingency posting logic setup

=l

[~ AP Invoicing Filter PO"s for Plant” v PO Accrual feature is in use:
Mark Artiviies Taxahle [ AR Invoicing : Suppress Sales Ren from Invaice printing
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A GL account must also be linked as the accrual control. It is suggested that this be liability type account and it
is probably best to create a new account to use. Link the account in the GL Plant Control Accounts area.

REAM_14 EMMUILTI_2 1410 SLPlant Cr

Ed File Options Utility Help

1 *
01 Repﬂl‘t 01 Shearnline Salutions

PRODUCTION 5YSTEM ] 5= =

ACCOUNTIMNG STRUCT...

=] Flant Cantral Account | GL [ GLBranch| GL | GL | GL Account | GL Account Dezcription

14 |AR_PSTTasCntil
15 |&FR_QSTTaxCrbil

Puozting Labar
Artivities]S pecial Setting] 16 |ARCommizsionsdoorualy 01 b ain Brancl 01 b ain Departr 2175 Commizzion Accrual
17 | ARCommizsiohaddvancedP. 01 td ain Brancl 01 td ain D epartr 1175 Carmmiszion Advance
18 |ARCommizsionzExpenze 01 td ain Brancl 01 td ain D epartr 6175 Cammiszion Expense
19 | ARCommiszionzPayroll m td ain Brancl 01 td ain D epartr 6275 Carmrm. Payroll Expense [contra)
GL Flant Cantrol Accounts 20 |ARControldcoount 01 Wit Brancl 01 W ait Departr 1800 accounts receivable
21 | ARCusztomer) obPrepayment 01 td ain Brancl 01 td ain D epartr 2150 Job Prepayment Liahility
22 |ARDefaultRevenue m tdain Brancl 01 td ain Departr 4000 zales revenue
Frice Variance 23 .-’-‘«FHDiscn!.mt m b ain Brancl 01 b ain Departr a000 ar.discnunt
24 |ARMaterialzStorageRevenu B0 Control Brar 01 Control Depa 4100 Misc Revenue
Q 25 |ARDffeettccount
26 |EwtraCosts m b ain Brancl 01 b ain Departr B200 extra cogts
Spoilage Control 27 _|FG_DiffLabCosth arkettmt 07 Fain Brancl 01 Fain Departr 8011 Lower of Cost or Market - Labor
Accounts for the Praduc. 28 |FG_Diffk atCost arkettrnt 01 b ain Branc| 01 b ain Departr A010 Lower af Cost ar Market - Materials

29 |FGLabContraE xpense
30 |FGMatContrak xpense

) ) 31 | Freightdcocount m td ain Brancl 01 td ain D epartr 4100 freight revenus
bt Cnsmiqny Special 32 |Laborwaste 01 Wit Brancl 01 W ait Departr £150 labar spoilage
FHns 33| MatenialSpoilage il tain Brancl 01 t ain D epartr 5100 rnaterial spoilage
34 |PO_AccrualCrbrlticct 1]} tdain Brancl 01 t ain Departr 2800 Purchasing Accrual
- 35 |Posztageddiustments m tdain Brancl 01 tain Departr £400 poztage spoilage
abmmmrios Cme 10000 Coern 3R IPnstaneNennsis m b ain Rrancl M  ain Nenartr NN nnstane iahilin

Cleanup

Old PO lines that were physically received to the company, but did not have receipts entered into PrintStream,
should either be deleted or closed using the Mark Purchase Orders as Closed utility.

Any PO line that was Dummy invoiced in the AR Invoicing Entry module, but not yet AP invoiced before the PO
Accrual feature is activated will follow the Dummy Invoice process flow.

Note: Once the PO Accrual feature is activated all transactions will be handled using this logic.
This means that new transactions entered into past periods will be accrued for.

Creating a Purchase Order

There is no change in how purchase orders are created in this process.
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Recording PO Receipts

Enter receipts for PO lines as normal. No special processing is required. However, once the accrual has been
posted via the General Ledger, editing the purchase order receipt will not be allowed.

My Page Guick Links

ter Files Transactions
J FOReceipt % |

|j Add New Receipt E_»'P Edit Receipt . x Remove Receipt j, Receive All Joh Related @EiewIPrintAll receipts @ErinUPreview | Print Option  Hel
PO Number: |2956 v| T @ Yendor Mame: |Printing Comparty

Purchase Orderline Inventary
Details Lk Code

; Job . Quantity Original Purchase Iten
S LCtoke Received Cost Order Des

1|Job specific items

Receipt cannot he edited as was Posted To PO Accrual with the GL Batch No a803

K
a x|
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Accrual Posting

The accruals for the various receipts are posted in the General Ledger module, under the new Post PO Accrual
to G/L option. Enter the date range to post for and click the Check Posting button.

- General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael

File oOptions  Window Help

&=
01 Generﬂl w, Post PO Accrual X I

G/ REPORTS
I1zing B atch Murmber: I

G/ EMTRIES
CISPLAY PROGRAMS
G/ POSTIMG

Post GAL Batch

Post GAL Standing Journals

Post Materialz, Postage
and lnventory to GAL

G/L Post Labor

FPost PO Accrual to GAL

From the Dates Range | /2002015 =] | 1/262m5 =)

Period: |4 'zar |2EI'I 5

‘o

| Check Posting I Cloze

Click OK to proceed with the posting preview.
Information X I

i PO Receipts will he collected for Accrual Posting for the Date Ranoe from 120020145
\‘) to 1726720145 hased an the Receipt Delivery Date

Ok
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The preview will show which GL accounts will be affected once the actual posting is completed. The following
example is for a job-related PO line. The GL account linked to the PO Accrual Control Account, as defined in the
setup, will be credited, while the WIP account is debited because this is a job-related accrual.

=lol x|

X 4 4 1062 P Mo B &G |0 5 |:|M Total2  100% 2of2

0 Liraamline Solubions

PO Accrual Posting Summary Report

Posting Itams For the Dafes Range: Dwata 15 collected for posting for the Dafe Range from 17202005 fo H2wa0ls 2:00:35PM
152672015 Pariod 4 Fear 2015

Page Tofl

PO Number Line Receipt No Qiy Debit  Credit Descr
1/20/2015  1:54:21PM 2856 1 15249 100 80.25 Rept#:15249
Job specific
01 01 01 2800 Furchasing Accrual items
Ropt#:15249)
obspecific
itemsz

01 01 01 1200 win

Posting AP Accriad Report Grouped By GL Accounts

Ded it Account 0FOTOFIZ00 wip
1420115 PO #: 2855 42000 0101012800 Furchasing Accrual $50.25 Roptd: 16240
Job specific
items
FRoptd 15248
Job specific

Crdit Accoant 0I0T0I2800 Purchrasing Accroal
Ded R Account 0T0TOTI200 wip
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Close the preview screen to proceed. A batch number will automatically be assigned and the Check Posting
button will have changed to Post Transactions. Click the Post Transactions button to complete the process or

Cancel to abort the posting.

- General Ledger 01 Streamline Solutions - Plant Code: 0100 01 San Rafael

File oOptions  Window Help

(01 *General

G/L REPORTS

GA EMTRIES

DISPLAY PROGRAMS

G/L POSTING

Pozt GAL Batch

Paost GAL Standing Journals

Fost Matenalz, Postage
and Inwventon to GAL

/L Past Labar

Post PO Accrual to GAL

w. Fost PO Accrual

Il1zing B atch Mumber: IEEDE

Fiomthe Dates Range |1 s20/2m15 =] |1/262m5 |

Period: |4 ear |2EI1 A

=

Post Tranzactions | Cancel

If you have selected to post, the following message will appear. Click OK to proceed with the posting.

[nformation

i FO Receipts will he collected for Accrual Fosting for the Date Range from 152002014
\“) to 1/26/201 5 based on the Receipt Delivery Date

O
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The actual posting report will appear, referencing the assigned batch number.

E®: Batch Posting Summary

X 4 4 1af1

- |lo] x
M o= (& & & =00 S| [ | Tesz  tom 2012
= GL_After_Past.r
9,803

Buaich Posting Transactions Report

Peged  LAOA0IS 2:40:33PM

Page 1of 1

atch No 9,803 AA BaichPerind 4

Baich Year 2015 Baich Date 126/2015

| JournalHo 0

01-01-01-2200
01-01-01-1200

Journal Date  1/26/2015
Turchasing Accrial 112652015 2025 Purchasing &ccmal -
wrip wip -

Dr Cr

| Total For Journal No 20.25

Total For Baich No

80.25

At this point, the accrual posting process is complete and the posting report may be closed.

AP Invoicing

AP Invoices will be processed as normal. The related GL allocations show a debit to the Purchasing Accrual
(liability) account and a credit to the Accounts Payable (liability) account; completing the accrual reversal.

B2 AP Invoicing - Company: 01-Streamline Solutions - Plant Code: 0100

File Batch Help

¢ | &

J'lP II'[VDici]]g |hwoize Header

Imwoice Lines :

Achive Batches | Posted Batches |

Account [ ebitz | Credits |
-] 3024 01-01-2800 Purchasing Accrual $80.25
=D 9033 01-01-2000 Accounts Payable 48025
&[] 9155 - Batch description 2
w0 9157 TOTAL

$B0.25 $80.25
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Printing A/P Checks
Creating an AP Check Batch

To create a check processing batch
1. Select the Check Entry (Auto/Manual) icon within the AP Check Entry program.
The New A/C Payable Checks Batch screen opens.

[&=] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 lil_[

File Batch Options Help

b -« B ]
AP Checks |- JrE S aeson SE=
~Batch Summary
Manual
atoh: I invoices
W Discounts
Elﬂ Payments
Selection Criteria T Select [mvoices ]
List of Yendors with [nvoices: Select Al | Clear Selection I” Posted Invoices Only

Verdor &
CUEEL New A/C Payable Checks Batch -

Compary : |Straamline Solutions

Bank Account # - |EEEEIE] LI }qcc]' REV cash 453453
GL Account |'n1-ﬂ1—1000 | Fasn

Batch Type © |vendor Payments 7
BatchDate: | g /12/2009 hd

Description : |

LCancel Ok |

FHemowe Batch | Cloze | Save

2. Select the cash account the funds should be drawn from.
3. Verify the Batch Date.
4. Enter the Description of your batch, if desired.
5. Click OK.
Remember, the date entered for the batch determines the period the check batch is posted to.

PrintStream assigns the next available batch number to the check batch, which displays in the batch summary
section of the Check Entry screen. The summary section also provides the period and year the batch falls within,
along with a break-down in dollars of the manual vs. auto checks selected.
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Selecting Invoices to Pay

r Batch Summary

Batchi KL Inuoices 1 516.70 1 516.70
Period: ] Discounts 0.00 0.00 0.00
| vear: [EIN Payments 0.00 151670 151670
Selection Criteria T Select Invoices ]
List of Wendors with Invoices: Select Al | Clear Selection | [ " Posted Invoices Only ]
Vendor & Vendor M Pricrity - )
endor endor Marne Lewel Check Date: [1/7/2011
1 |100 Frinting Compary 1 Select Invoice:
2 |200 Mail Company 2|5 & Due By: T
3 |500 Diaper Paper [ = with Discount ta:
4 |ACMO1 ACME WIDGETS INC I -
—. . H Calculate Dizcaunt o Tiaw?
5 |&Printer Anather Printer o] " = w0
6 |BAMO1 | Bamboo Too I ° =
7 |cast Castle Data (]
2 |DPHOUSE |DP House Inc. = — Type ¥endor number & select action
9 |MYENY Mew Yark Envelope Ca. - Select
10 [Velo Welocity Inc. = Wendor: l:l Un-Select
11 |VEN1 Leah's Limo Service, LTD ] —_
Select Invoices for Plants:
0100
-
4 4

Bemaove Batch | LCloze Save

1. Select the Posted Invoices Only check box if you want to view only invoices that have been posted to
the GL and are not placed on hold. Otherwise, PrintStream lists both posted and unposted invoices
under the Select Invoices tab.

2. The current date, which also serves as the check date, appears in the Check Date box. This date can
be changed; however, the date selected must be in the same period as the AP Check batch.

3. Determine if you would like to select the invoices to be paid by the Due By or the With Discount To
option. Based on the option selected, enter the appropriate date in the field provided.

4. The Calculate Discount on Tax option is primarily for Canadian Users, who can change the default to
calculate discounts with sales tax included.

5. The list of vendors displayed is based on those vendors who show open invoices on their account. They
are sorted by the Vendor #; however, to sort by the vendor name, double-click the Vendor Name
column heading and vice-versa.

Note Unlike other batch types in PrintStream, only one check batch can be open at a time. Also, if
an A/P Quick Check Entry batch is open, you will not be able to create a new Auto/Manual
Check Entry batch until you have completed processing the AP Quick Check batch.
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6. To select the vendors you wish to pay, select the check box provided to the right of each vendor’s
account name. If you want to select all the vendors that display, click Select All.

Incarp - Plant: 0100

~ Batch Summar
Batch: JNEI Inuoices 1,516.70 1,516.70
Period: [ Discounts 0.00 0.00 0.00
| vear: ] Payments 0.00 151670 151670
Selection Critena T Select [nvaices ]
List of Yendors with Invoices l Select All | |:\ear Selection | [~ Posted Invoices Only
Vendor # | Vendor Mame Forky Check Date: [177/201
1 |100 Printing Company Selact Invoic:
2 |20 Mail Company @ Duey: 17772011
3 |500 Draper Paper  With Discount to
4 |ACHO ACME WIDGETS INC.

o

APrinter Ancther Printer

BAMO1 Bamboo Too

cast Castle Data

DPHOUSE | DP House Inc.
NYEMNY Mew Yark Envelope Co.
Yelo Welocity Inc.
WEN1 Leah's Limo Service, LTD

Calculate Discount on Tax 7
|7 &+ Mo = Yes

i~ Type Wendor number & select acion——————

2]

Select

Un-Select

Select Invoices for Plants:
0100

Bemove Batch Close | Save |

Note To narrow down your search to one vendor, enter the vendor’s account number in Vendor #
and click Select. PrintStream searches for the vendor’s account number entered and
automatically selects the vendor’s account for open invoices.

7. For multi-plant users, select the facility for which you would like to see the open invoices by checking
the appropriate box in the Select Invoices for Plants area.

8. Once all appropriate vendor(s) have been selected, click the Select Invoices tab.
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9.
the box again to remove the check mark.

——

Select the invoices you wish to pay by clicking the box provided in the left column. To clear, simply click

| AP Check Entry Company: (01) Streamline Solutions - Plant: 0100
File Batch Options Help

AP Checks

5} AP Batch Selection (Vendor Payments) = |
Checks Batch Sunmary Selsction Criteria
Tl Manual Exp. Check Date: ltrdiybd
m: Invoices 15,886.73 15,886.73 T 2012
| Period: M Discounts 0.00 148.03 148.03
2012 Payments 0.00 15,738.70 [EEX )t Discount to: [
Calculate discount antax - No
Selection Criterig T Select Invoice: ]
Available; Priciity Level From |2 Total Priarity Selected
Select Al | Clear Selection | — To[z o[ oy Lev $15,738.70
Priority Separate Plant DueiDisc. Inv. N Payable . =]
Wendor # Level Vendor Name - Address No. Checl Invoice # Code Date = Balance Discount! e Detail ‘EF[|Cnec
1 Aspace Vest Jordan Mailing - #0 | 23z 0100 10/31/2008 = s52.00 50.20 $1.80 | [
1 Aspace West Jordan Mailing - #0 (i 398090 0100  05/01/2010 = 50.00 50.00 50.00 (i
= 100 2 Printing Company - #0 | po 388 0100 021772011 $55.00 50.00 $55.00 |
¥ 100 2 Printing Company - #0 | test1 0100  03/03/2011 = $25.00 50.25 $24.75) |
54 100 2 Printing Company - #0 . 31603 0100 03/31/2011 5880 50.00 $8.80 .
[ 100 2 Printing Company - #0 | test2 0100 03/31/2011*  $487.00 54.66 $482.34 |
155 100 2 Printing Company - #0 (i po 424 0100 0472872011 $550.00 50.00 $550.00 (i
1 100 2 Printing Company - #0 | misc 50101 0100 0573172011 $55.00 50.00 $55.00 |
¥ 100 2 Printing Company - #0 | po 427 0100 0&M5/2011 519470 50.00 $194.70 |
1 100 2 Printing Company - #0 | po 428 0100 08/16/2011 = $60.50 30.58 $59.92 |
¥ 100 2| Printing Company - #0 ] po 428 2 0100  06M6/2011 ($5.50)  50.00 5550 ]
¥ 100 2 Printing Company - #0 | po 429 0100 08M7/2011 $250.00 50.00 $250.00 |
[ 100 2 Printing Company - #0 | po 438 0100 0711472011 = $60.00 $0.55 $59.45 |
¥ 100 2 Printing Company - #0 (i misc 06 20 11 01 0100  07/20/2011 = $55.00 5055 $54 45 (i
1 100 2 Printing Company - #0 | msic 06 22 11 01 0100 07/22/2011 = $108.00 51.08 $106.82 | -
| [
‘ Close | Save |

The total net dollar amount of the invoices selected, any applicable discounts taken and the total gross
dollar amount of the invoices that have been selected for payment are displayed at the top of the screen
in the Batch Summary area. The total number of invoices available and the number of invoices
selected to be paid also appear.

Auto select invoice

The ability to auto select invoices by priority level is also available. For this feature to work, the vendor
must have a priority level assigned, in the Master File Vendor record (please see the Master File
Vendor document for specific setup instruction).

To auto select invoices by priority level

1. Set the Priority Level From/To numbers. There are three priority levels to choose from (1, 2 & 3). A
single priority level can be selected by putting the same number in both the From and To fields.

Once the desired from/to has been set, click the Select By Priority Level button. PrintStream

selects all open invoices for the priority level(s) selected, for all vendors, based on the due date
criteria selected in the Selection Criteria screen. The total dollar value of the priority invoices
selected displays in the Total Priority Selected field.
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Partial Payment of an Invoice

You can make a partial payment on an invoice.

1.

After selecting it for payment, click the Payable Amount field and edit the dollar amount to be paid.

Manual checks can also be included in the same batch as auto computer generated checks. (Please
refer to the Entering A Manual Check procedure in this documentation for further details.)

If necessary, you can adjust the discount on an invoice by clicking the Discount Amount field and
editing the discount to be taken.

The list of selected creditors is sorted by the Vendor #. To sort by the vendor name, double-click the
Vendor Name heading.

ck En 0 neorp - Plant: 0100
Batch  Options
AP Checks =N
— Batch Summar = Selection Criteria————————————
Exp. Check Date: (Reieiny|
Ball:h#‘: 14909 = —
— Invoices 1516870 1516870 Inuoices Due By: TRl
 Perioa: [ Discounts 0.00 0.00 0.00 .
2011 Payments 0.00 15168.70 mEEEa ] vt Discount to: IR
Calculate discount on tax : Mo
Selection Criteria T Select Invoices l
Available: El Friarity Level Fram | 1 ;I Select By Total Priority Selected
Select &l | Clear Selection | Selected El o ﬂ Friaiity Level $1516.70
Priarity Wendor Name - Separate . Plant | Dus/Disc. Irve. . Pavahle .
“endor # Level Address Mo Check Invoice # Code Date Balance Dizcount Amount Deetail [EFT | Check Ma | Ched

[+ 100 1 Prirting Compary - #0 = {lilk 0100 073172008 $634.70 $0.00 $634.70 =

(100 1 Prirting Compary - #0 = back date 0100 01r31/2009 §777.00 $0.00 F77T.00 =

¥ 100 1 Prirting Company - #0 = 43 0100 050152009 $0.00 $o.00 §0.00 =

¥ 100 4 Prirting Comparey - #0 (= po5ds 0100 O07/31£2009 $55.00 $0.00 $55.00 r

¥ 100 1 Prirting Compary - #0 = [elee o) 0100 073172009 $50.00 $0.00 $a0.00 =

¥ 200 2 ail Company - #0 = 43561 0100 02A 752007 $0.00 $0.00 $0.00 =

-1 500 Craper Paper - #0 | pod a7 0100 057312008 $0.00 $0.00 F0.00 [

=1/ 500 Draper Paper - #0 = o499 0100 0553172008 $969.00 $0.00 $969.00 =

-1 /500 Draper Paper - #0 = poS03 0100 DS53172008 $969.00 $o.o0 $969.00 =

»
Femave Batch | Close Save

Once you have completed your selection, select Save and then Close.

By default, PrintStream groups all a vendor’s invoices, with the same address, and prints one group
check for the total of those invoices. The vendor address is selected at the time of AP Invoice entry and
cannot be edited at the check processing stage.

If the selected invoices have different addresses, one check per address group is printed. A separate
check may also be printed per invoice.

To do this, check the box in the Separate Check column for that invoice.
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6.

Check Entry
Batch  Options

ncorp - Plant: 0100
=loj x|
—Batch Summar Selection Criteia——————————
Exp. Check Date: (il
(Batenis BRECH :
— Invoices 151670 1.516.70 Inuoices Due By: TFTR]
Period: [ Discounts 000 0.00 000 -
[ vear: G Payments 0,00 151670 G ||| Discount to: IR
Calculate discount on tax : Mo
Selection Criteria T Select Invoices ]
Awailable: El Priority Level From |1+ Select By Tatal Priority Selected
Select Al | Clear Selection | Selected El To ﬂ Prioity Level # 51670
Priority Wendor Mame - Separste ) Plant | DueDisc. I, . Pavyahle ;
“enclar # s Address Mo, Check Invoice # Code Date * EEe Discourt T Detail |EFT | Check ko | Cheg

#4100 1 |Printing Company - #0 r ililkj 0100 073152005 $634.70 $0.00 §634 70 =

(¥ 100 1 Prirting Company - #0 N back date 0100 0173172009 $777.00 $0.00 §777.00 i

¥ 100 1 |Printing Company - #0 I 43 0100 050172009 $0.00 $0.00 $0.00 =
(#4100 1 |Printing Company - #0 = pos9s 0100  07r3172009 $55.00 $0.00 $55.00 =
(#1100 1 |Printing Company - #0 = po586 0100 073152008 $50.00 $0.00 $50.00 =

(¥ 200 2 Mail Comparry - #0 N 43561 0100 024772007 $0.00 $0.00 $0.00 r

=1 /500 Draper Paper - #0 = po4g? 0100 0573152008 $0.00 $0.00 $0.00 =
1500 Draper Paper - #0 = o499 0100 05r3152008 $963.00 $0.00 $969.00 =
1500 Draper Paper - #0 = po 503 0100 05£31/20068 $965.00 $0.00 $965.00 =

Bemove Balch |

Cloze

| Save

Now that the invoices have been selected for payment, select the Check Processing option.
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Check Printing

From the Check Processing screen, you can preview or print the Selected Invoice Report to verify that the
invoices selected in the prior screen are in fact the invoices and the amounts you wish to pay. If changes need to
be made, you can safely return to Check Entry and make any necessary adjustments.

[Z] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100
File Batch Options Help

AP Checks E Report and Print qﬂhﬁ

e

GEULLte T ) 453453 — ACCT REV cash 453453 |

— Check Status

Printed To be Printed Total

Manual 0.00 0.00 0.00
Auto 0.00 0.00 6.00 5,007.50 6.00 6,007.50
Total 0.00 0.00 8.00 8,007.50 .00 8,007.50
— Selected invoice report Repart Printing Jrder
T Preview d Print | ’V {®) Yendor Number ) Vendaor Name

—duta check print/re-print

Seelect &l to Frint | Mark Al as Printed |

Waid Ch

Count of Checks: “

[Double click on the column keaders to sort and change the print order)

N‘}@r’ F/RP Mari( Vendor # Wendor Name - Address No. Payable Amount
= (oo Just In Time - #0 $550.00
e |400 Utah Power & Light Company - #0 £100.00
v (" |s00 Draper Paper - #0 £4,750.00
* | NVENV Mew “ork Envelope Co. - #0 S266.50
("  \UYENV Mew ork Envelope Co. - #0 £341.00

Change Frinter |

Process Checks |

To print checks

1.
Vendor Name heading.

Indicate the order you prefer the checks to print

The list of selected creditors is sorted by the Vendor #. To sort by the vendor name, double-click the

by selecting either Vendor Number or Vendor Name.

This may be convenient for alphabetical filing purposes.

Click the Change Printer button to select or change the default printer.
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4. Enter the Starting Check # and click Process Checks. (Verify the check stock is loaded correctly in
the printer, beforehand.) If manual checks are included in the batch, enter the first auto check number in
the Process Checks box.

5.

If you do not need to print a physical check for a selected invoice, click the radio button next to the
vendor listed under the Mark column. If a physical check is not needed for any of the invoices selected,
click Mark All as Printed. Continue to process the check run as instructed. (The Mark All as Printed
option processes the check transactions within PrintStream without printing a physical check.)

Note  Checks print on 8.5” x 11”7, three-part stock (check, and two stubs). The vendor’s invoice date
(not transaction date) prints for each invoice. A total of nine invoices fit on each check stub.
Checks paying more than nine invoices carry over onto the next page. Zero-dollar checks do
not print.
(=] AP Check Entry Company: (01 Streamline Solutions - Plant: 0100 [E=RER
File Batch Options Help

AP Checks E Report and Print Checks %
Checks

=LY o 453453 — ACCT REV cash 453453 |

 Check Statu

Printed To be Printed Total

Manual 0.00 0.00 0.00
Auto 0.00 .00 §.00 §,007.50 6.00 6,007.50
Total

0.00 0.00 6.00 6,007.50 6.00 6,007.50

— Selected invoice report

Feport Printing Order
Prewview | Print I ’7

) VYendor Number {3 Yendor Name

— Auto check print/re-print

[ Starting Checka: |912001 ] Count of C

Select Allto Print | Mark Allas Printed |

[Double click on the column headers to zort and change the print order)
P/RA|Markl] Vendor# Vendor Name - Address No. Payable Amount
o O b Just In Time - #0 $550.00
& |  poo Utah Power & Light Company - #0 $100.00
| O Foo Draper Paper - #0 $4,.750.00
| ¢ NYENV New York Envelope Co. - #0 226650
o | O prENY New York Envelope Co. - #0 $341.00

Change Printer |

Frocess Check:
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6. After the checks have printed, a Report and Print Checks prompt is received. Verify the checks printed
correctly. These are the final step in the A/P Check Payment process.

Report and Print Checks | |

@ Did the checks print correctly?
Yes | No I

If Yes:

a.

If the checks printed correctly, select Yes. You are given the option to post the checks printed to
the General Ledger (Finish/Update).

[E] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 (=[=] = ]

File Batch Options Help
AP Checks EReportandPrintChecks @

Checks
Batch#: [T Check Date: period: [

GEL LT 453453 — ACCT REV cash 453453 |

— Check Statu:

Printed To be Printed
Manual 0.00 0.00 0.00 I X
Auto 0.00 0.00 6.00 6,007.50 6.00 6,007.50
Total 0.00 0 6.00 6 mﬁ 6,007.50

Report and Print Checks

Total

— Selected jnvoice report

Prexview |

O Wendor Name

Checks updated successfully!!

Finish/Update will now take place
do you wish to post to the GL now ?

Update Staty
| am updating

have been c
Checks ente

Invoice Total:

b. Select Yes to go to the Post AP Checks screen, which references the open batch to be posted
along with the period it is posted to. It also gives you the option to preview or print a check register,
post, or cancel.

c. After printing the check register (optional), select Post. A batch posting summary report is received
indicating the batch has been posted to the General Ledger, and the vendor files have been
updated. Select the X in the upper right to close the report.

If No:

a. If the checks did not print correctly, select No. You can reprint the checks with the original check
number or a different check number.

b. At the post prompt, selecting No allows you to post the checks later. However, it is recommended

to always post immediately after printing.
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Unlock Batch

Unlock options are available to try, for both Quick Payment and regular Payment batches, should you receive a
message that the check batch is locked.

E AP Check Entry Company: (011 Sty

E AP Check Entry  Compary: (013 St
File Batch Options  Help File Batchh  Options  Help

Switch CompanyPlant Switch CompanyPlant
Linlock Guick Fayment Batch Linlock Gdick Payment Batch
Unlock Payment Batch Unlock Payment Batch

Exit

Entering a Manual Check

A manual check is a check that was not computer generated. Two options are available when recording a
manual check.

The first option is to record the entry in the Quick Check program. For more information on this feature, please
refer to the section titled "AP Quick Check Entry".

To enter a manual check

1. For the second option, first record an A/P invoice in the system (follow the procedure from earlier in this
document).

2. Once the invoice is recorded, follow the same procedure to create an AP Check batch as previously
explained in this document.

3. The batch summary appears at the top of the screen. Select the vendor you have written the manual
check to by clicking the box to the right of the vendor name.

4. Verify the date in Select Invoices is correct along with how you would like to select the invoices, i.e.
Due By or With Discount To.
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[E] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 (= & [t
File Batch Options Help
bl ]
AP Checks Al on Vendor P onts =R
- Batch Summary
Manual Auto
g102 Invoices 280.00
 Period: [N Discounts 0.00 0.00 0.00
m 2009 Payments 0.00 250.00 280.00
election Crite: T Select [rvoices ]
List of Wendars with Invoices: Select All | Clear Selection [~ Posted Invoices Only
endor # | Wendor Mame |
1 | Aspace i =] Check Date: |8/12/2003
2 (oM Just In Time Select Invoice:
3|10 MW Frint =] & DueBy:
4 100 Frinting Cornpary 1= " with Discount to: 10/12/2009
5 |400 Utah Power & Light Campary 1=
£ [500 Draper Paper = Calculate Discount on Tax 7
7_|54321 Mail Company ] ( & Ha  Yes
g |ACMOl ACME WIDGETS INC. |
9 |DMMVEND D Test Vendar [ — Type Vendor number & select action
10 |DPHOUSE | DP House Inc. | Select
11 |MELS Melzen Compaty =] Wendor: l:l —
12 |NYENY | New York Envelope Ca. i Un-Select
13 Print5 tream |

Select Invoices for Plants:

0100

Bemove Batch |

LCloze Save

5. After defining all parameters, click the Select Invoices tab.
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6. Place a check mark in the grey box next to the invoice(s) the manual check paid. If a partial payment
was made, you can change the dollar amount paid against the invoice by changing the amount in the
Payable field.
7. Enter the check number the invoice was paid on in the Check No column, and then record the date the
check was written in the Check Date column.
(=] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 (= B
File Batch Options Help
AP Checks 3 AP Batch Selection (Vendor Payments) 5]
- Batch Summary ;
Manual Auto
| Period: [N Discounts 0.00 0.00 0.00
m 2009 Payments 100.00 0.00 100.00 -
Calculate discount ontax - No
Selection Criteria T Select Invoices ]
Available:
Select All | Clear Selection | S:;::tez:
Vendor #| Vendor Name - Address No.| S2Parate |  Payable | Detail |F_FI' Check No | Check Date
Check Amount
1 NYENV | Mew ork Envelope Co. -#0 ] $3,056.20 (.
¥ NYENV | New York Envelope Co. - #0| O £100.00 O 812006 | 08/10/09
1 NYENV | Mew ork Envelope Co. -#0 ] $290.00 .
1 NYENV | Mew ork Envelope Co. -#0 ] $340.00 .
=1|NWENY  |New York Envelope Co. -#0| 21 $266.50 .
1 NYENV | Mew ork Envelope Co. -#0 ] 31.00 .
1| NYENY  |New York Envelope Co.-#0| 1 £13,400.00 =]
1 NYENV | Mew ork Envelope Co. -#0 ] $22,250.00 (.
1 NYENV | Mew ork Envelope Co. -#0 ] 5164.28 .
=1|NWENY  |New York Envelope Co. -#0| 21 -512.86 Debit Memo for Office Supplier| C]
»
Femove Batch | Close Save
8. Click Save and then Close when completed.
Note  Manual checks can be included in the same batch as auto generated checks.
9. Choose Check Processing from the Check menu. Even though there are no checks to print, you must
follow these steps to complete the A/P check batch.
10. First, print or preview the Selected Invoice report.
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11. After you preview or print the Selected Invoice report, you are given the option to post to the General
Ledger (Finish/Update). This is the final step in the Manual Check Process.

r )
[E] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 == % |
File Batch Options Help
E Report and Print Checks @
GELLTe il 453453 — ACCT REV cash 453453 |
— Check Statu:

Printed To be Printed Total

[LELITE 1.00 100.00 0.00
Auto 0.00 0.00 0.00 0.00 0.00 0.00
Total 1.00 100.00 0.00 0.00 1.00 100.00
- r—— r
Selected jnvaice report Report and Print Checks u

O Yendor Name

Prewiew

Finish/Update will now take place
do you wish to post to the GL now ?
Update Statd

| am updating Yes | Mo I

have been cf
Checks ent

Invoice Total: Discount: Payment:

[ wooon | w000 | $100.00

Selecting No gives, you the ability to post the checks at a later time. It is recommended to always post
immediately after printing.

Selecting Yes starts the process to post the manual checks to the General Ledger and update the
vendor files. A Post AP Checks screen appears, referencing the open batch to be posted along with the
period it will be posted to. It also gives you the option to preview or print a check register, post or
cancel. Print the Check Register (optional), and then select Post.

12. You will receive a Batch Posting Report indicating the batch has been posted. To close the screen, click
the X in the upper right of the report.

[=] AP Check Entry Company: (01) Streamline Selutions - Plant: 0100
File Batch Options

AP Checks

Help

Checks

iPns‘tAPC‘hec‘l:s E

Fast Batch: Period: Year

Batch Type: I'V'endnr Papment *I

¥ Euport Checks to the APCheckList. mdb

Prewiem,/Print Check Regizter | Post | Lancel |
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Entering an EFT Payment

Follow the same procedure to create an AP Check batch as previously explained in this document.

To enter an EFT Payment

1. The batch summary appears at the top of the screen. Select the vendor you have paid with the EFT by
clicking the box to the right of the vendor name.

2. Verify the date in the Select Invoices to date is correct along with how you would like to select the
invoices, i.e. Due By or With Discount To. After you have defined all parameters, click the Select
Invoices tab.

[E] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 (= & [
File Batch Options Help

%
£ AP Batch Selection (Vendor Payments) ===
—Batch Surimany =

03 Invoices I
| Period: [N Discounts 0.00 0.00 0.00
m 2009 Payments 340.00 0.00 340.00
T Select |nvoices ]
List of Yendars with [nvaices: Select All | Clear Selection [~ Posted Invoices Only
Vendor # | “Wendor Mame | -
1 | Aspace adidf =] Check Date: [8/12/2003
ant Just In Time =] Select Invoice
10 M C Print = @ DueBy
00 Frinting Compary = © with Discount be: 10/12/2003
400 Utah Power & Light Company 1=
500 Diraper Paper = Calculate Discount on Tawx 7
54321 Mail Company = ( & Mo " Ves
ACMO ACME WIDGETS INC. (=
DMYEND Db Test Wendor [ — Type Yendor number & select action
DPHOUSE | DP House Inc. I Select |
MELS Melzen Company I Wendor: l:l
MYEMY Mew York Envelope Co. Un-Select |
13 |PRINT FrintStream
Select Invoices for Plants:
0100

Eemove Batch | LCloze Save

3. Inthe Select column, place a check mark in the grey box for the invoice(s) the EFT paid. If a partial
payment was made, you can change the dollar amount paid against the invoice by changing the amount
in the Payable field.

4. Enter the transaction number in the Check No field, and then record the date the check was written in
the Check Date field.

5. Click Save and then Close when done.
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[Z] AP Check Entry Company: (01) Strearnline Solutions - Plant: 0100 (= [ & [t

File Batch Options Help

AP Checks

2 AP Batch Selection (Vendor Payments)

BachSunnay
103 Invoices
m il Digcounts 0.00 0.00
m 2003 Payments 340.00 0.00
Selection Criteria T Select Invoices ]
- Aallable: B |
Select All | Clear Selection | Selected:
Separate| Payable
"Vendor #|Vendor Name - Address Mo. Detail EFT| Check No | Check Date
Check | Amount
¥ NYENY | New York Envelope Co.-#0| $340.00 ¥ 589110455 08/05/09
1| NYENY  |New York Envelope Co. -#0| [0l 5250.00 =
1| MYENY | New ork Envelope Co. -#0, 1 $265.50 =
]| NYENY  |New York Envelope Co. -#0| [0 31.00 =
1| HYENY New York Envelope Co. -#0, O] £13,400.00 =
]| NYENY  |New York Envelope Co. -#0| [0 $22,250.00 =
1| HYENY New York Envelope Co. -#0, O] 518428 =
L1 NYENW | New York Envelope Co. -#0| 2 -512.86 Debit Memo for Office Supplier 1
I |YENY | New “ork Envelope Co. -#0, O] 53,056.20
»

Bemave Batch Cloze | Save

Choose Check Processing from the Check menu. Even though there are no checks to print, you must
follow these steps in order to complete the A/P check batch. The EFT appears and is handled just like a
Manual Check at the processing stage. First, print or preview the Selected Invoice report.

After you preview or print the Selected Invoice report, you are given the option to post to the General
Ledger (Finish/Update). This is the final step in the EFT Process.

rIil AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 |EIEIA|
File Batch Options Help
E Report and Print Checks =]
Checks
Batchi: Check Date:
GELLGLT T o 453453 — ACCT REV cash 453453 |
~ Check Statu:

To be Printed
Manual 1.00 340.00 0.00
Auto 0.00 0.00 0.00 .00 0.00 0.00
Total 1.00 340.00 0.00 0.00 1.00 340.00

Total

Printed

 Selected invoice report

Preview

-
Report and Print Checks =5

) Wendor Hame

Finish/Update will now take place

do you wish to post to the GL now ¥
Update Staty
1 am updating

have been ¢
Checks ente

Dizcount: Payment:
| s000 | $340.00

Invoice Total:

Selecting No gives you the ability to post the checks at a later time. It is recommended to always post
immediately after printing.

Selecting Yes starts the process to post the manual checks to the General Ledger and update the
vendor files. A Post AP Checks screen appears, referencing the open batch to be posted along with the
period it is posted to. It also gives you the option to preview or print a check register, post, or cancel.
Print the Check Register (optional), and then select Post.
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[=] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100
File Batch Options Help

AP Checks

iPus‘tAPCh:c‘ks E

Past Batchit: Perind: Year

Batch Type I\-"endu:ur Payrnent "I

[v Export Checks ta the APCheckList. mdb

Prewiew,/Print Checl. Register | Post | Cancel |

A Batch Posting Report is received indicating the batch has been posted. To close the screen, click the
X in the upper right of the report.

Transactions marked as EFT display with EFT next to the check number on various AP and GL reports.
Manual checks, EFT checks, and requests for checks to be printed can all be combined within the same
batch.

Export Checks to the APExport.mdb

[E] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100

File

Batch Opticns  Help

AP Checks

Checks

2021

Batch Type: I‘u"endol Payment Vl

v Ewport Checks to the APCheckLizt mdb

Preview/Print Check Register Post LCancel

The Export Checks to the APCheckList.mdb option serves two purposes:

The .mdb file created from the data captured in the AP check process is forwarded to the Company’s
banking affiliate to be used in the Positive Pay service provided by the bank. Positive Pay is a service
offered by many banks that prevents check fraud by means of digital confirmation of checks presented
for payment. The APCheckList.mdb file generated by PrintStream is electronically sent to the banking
affiliate, and it is used to match the account number, check number, payee, and dollar amount of each
check for payment. For further information on this service, please consult with your banking affiliate.
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e The data recorded in the AP check process is placed into a Microsoft Access file titled
APCheckList.mdb, located in the PSEXTERN folder of the working database. This information allows
users to create their own AP related reports using the exported information. For further information on
using Microsoft Access to design reports, please refer to the Accounts Receivable Screen Guide and
follow the instructions for the "Linking Microsoft Access to Create Reports From PrintStream".

With the check box to export selected, the data automatically exports at the time the check batch is posted.

Manually Export Check Batch to the APCheckList.mdb

If, for some reason, the check batch was not automatically exported, you can manually export individual posted
batches.

1. Select Batch > Export Posted Batch.

E AP Check Entry Company: (011 Stream
File | Batch Options  Help

E viewiEdit Batch Description
l— Export Fosted Batch

2. Select the Batch Type.

w, Export Posted Batch X I

Batch Type : |Yendaor Payment ;I

endor Fayment
Post Batchit: | Commiszion Payment
[uick Check Batch

LCancel | Export

3. Choose the Post Batch #.

w. Export Posted Batch X I

Batch Type I‘-.-fendcur Payrment ;I

Post Batchit: | 8145 - I
7953 -
20490
| a1na
Cancel a109 Export
2113
a4
5144 =

4. Click Export.
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Removing a Batch
You can remove an AP Check batch prior to the checks printing in the batch.

1. In the event a batch needs to be deleted prior to the checks being printed for the selected invoices, you
can go into the Check Entry program and select the Remove Batch option.

2. If the checks have already printed and a mistake was detected in the check selection process, you must
complete the check process and void the check(s) that may contain an error.

3. A warning message is received, verifying that you want to remove the batch. A final confirmation
displays, stating the batch has been removed.

[E] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 =E] % |
File

Batch Options  Help

-

» N

AP Checks 55, AP Batch Selection (Vendor Payments) =1 ==
~Batch Summary .
I:Elﬂiﬂ oz
IMI 11
m 2009

Manual
Invoices
Discounts
Payments

Selection Criteria T Select |nvoices ]

List of Wendars with [nvaices: Select Al | Clear Selection | I Posted Invoices Only

ate: _’1 2/2009

-
Vendor # | AP Batch Selection (Vendor Payments)
Py
Azpace adfdf
001 Just In T
| 3 {10 Nw'C Py @ Are you sure to remove this batch [ 3102 ]
100 Frirting Ci
400 Utah Por
500 Craper P
54321 M ail Carny | ’—I
— L v, N
ACMOT  ACME 'wi = 2
DMMYEND DM Tes
DPHOUSE  DP House [ne.
Melzen Company
Mew York Envelope Co.
FrintStream

L1 ]

1041242009

Select

Un-Select

Select Invaices for Plants:
[y}

=R
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Voiding an A/P Check

Before using this procedure, you must be certain that the check batch for the check to be voided has been posted to
the General Ledger, and that the check has not been marked as cleared in the Bank Reconciliation program.

1.

D ——

Select the Void Check option from the AP Checks menu. Either enter the bank account number the
funds were drawn from in the Select Bank Account # field or place your cursor in the field provided
and use the up/down arrow keys and scroll to find the appropriate bank account. Select 1 of the 3

options available to select the check to void:

a. Enter the check number into the Select Check To Void field.

b. Inthe Find Checks area, you may enter the last number of checks you want PrintStream to sort
through, and then click that field’s selection bar.

c. You may enter a Checks from and to date range for when the check was generated, and then
click that field’s selection bar.

Depending on the search method used, the check displays in the white display section of the void
screen. To select the check, click the check number. Verify the check information displayed above is
correct. Enter the date you are voiding the check in the Void Check field provided and then select Void
This Check. Keep in mind the void date cannot be prior to the date of the check itself, and it must be in
an open period. The period the void is posted to in the General Ledger is based on the period the void

date falls within.

[E] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 =
File Batch Options Help
—
LU B T4 Y | 8 Accounts Payable - Void Check =
— Select Bank Accountd
|453453 - ACCT REY cash 453453 |
— Select Check toVoid
IB‘I 2001 LI [auto-Spstem | Irwoice Total R0 00
Company: |17 - Sheamling Solutions B n.od
Payee: (007 -- JustIn Time Check Amt.: 550.001

Date:| 871272009
Void Date:[8/12/2009 B Vear:[2003

[ Vaid this Check |

— Find Check:

I Last |5 Checks Checks from | to | |
| Include: [ Ay oid W Manual ¥ Auto I~ Postage [~ Test |
Check#t I Date I FPayee I Amaunt | Type |
412005 8M2/2..  MewYork Envelope Co. 341.00  Auto
812004 8122, MewYark Envelope Co. 266.50  Auta
812003 8M2/2..  Draper Paper 475000 Auto
812002 81242, Utah Power & Light Company 10000 Auto
2120 81272 JustIn Time BE0.00 Auto

LCloze |

You will receive notification the check has been voided.

This process voids the check from the system and reopens the accounts payable invoice(s) that were
paid with the check. Posting the voided check to the General Ledger occurs automatically at the time of
selecting Void This Check.
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A/P Quick Check Entry

The A/P Quick Check Entry program was designed to accommodate the user’s need for a “check on the fly.” This
feature allows the user to bypass the regular AP check process, where the vendors’ invoices have to first be
entered through the AP Invoicing program in order for them to be available for payment in the AP Check Entry
program. The AP invoice and check can be entered and processed in one step. The A/P Quick Check Entry
program eliminates any delays associated with normal check processing and allows for a speedy payment to the
vendor. This feature also helps users to decrease the number of manual checks created.

To create a quick check processing batch

1. Select the AP Quick Check Entry icon from the AP Checks menu. A New AP Payment Batch screen
opens.

Select the cash account the funds should be drawn from.
Verify the Batch Date.

Enter the Description of your batch (if desired).

Click OK.

o M Db

Remember, the date entered for the batch determines the period the check batch is posted to.

7
[=] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100

File Batch Options Help
AP Checks

Checks

" Mew AP Payment Batch

Campany : |5tream|ine Solutions

Plant ; (0100

Bark dccount#: [453453  +| }&EET REY cash 453453
GL Account : |E|1 -01-1000 | |Ca$h

Batch Date : I g./12/2003 "I

Dezcrption :

LCancel |

“Yaid Cl

\ﬁ%r-. >

PrintStream assigns the next available batch number to the Quick Check batch. The batch number
displays along the top of the AP Quick Check Entry screen. A Quick Invoice batch number is also
assigned at this time, which is in the middle of the AP Quick Check Entry screen in the QI Batch # field.
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To begin a quick check request

1.
2.

Select the Add Check option and then select the vendor.

If the check is to be printed, select the Print check box. If a manual check was written, clear the Print
check box; however, you will need to insert the check number in the Check # field.

If an electronic fund transfer (EFT) payment was processed, select the EFT check box and enter the
EFT processing number in the check field provided.

The check number field holds up to 15 numeric characters. Transactions marked as EFT display with
EFT next to the check number on various AP and GL reports. Manual checks, EFT checks, and
requests for checks to be printed can all be combined within the same batch.

The Check Date defaults to the batch date; however, it can be changed if the date selected falls within
the same period the AP Quick Check Entry batch was created in. The invoice date can be in a period
prior to the period the batch was created in.

Enter the vendor’s invoice information: Invoice #, Invoice Date, and any details pertaining to this
invoice. Information entered in Details pulls through to the Reference Details on the check stub.

Click Save to save the header information.

B AP Quick Check Entry - QP Batch#: 3104 - Period/Year: 11/2009 X
@ader Checks in the Batch

Vendar # Name: _ 1 Aot 001 It 100255

|DD1 = }Just I Tirne: =

Check#: ™ Print Check D ate:

[g12007 p— 8/12/2009  ~

Check Amaunt:

Invoice H: Invoice D ate: Ol Batch #: Batch Date:

[100258 [an22008 L[[ 3105 ][ an2rmo09

Details:
\@cellaneous Supplies /

Invoice Allocations

Add Allocation | Delete Allocation | Find Dizzection Cade |

Description DRy
P Code

Subtatal

Tax |Digcount| Payable GL Description

Process/Print

Add Check Batch BRemove Batch

LCancel ‘ Delete |
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To enter the allocations of the check

Click the Add Allocation button.
Fill in the subtotal and any applicable taxes and discounts.

The sales tax posts to the expense account selected, while any discounts post to the account
referenced in Control Accounts for AP Discounts when the quick check is processed.

The payable amount calculates automatically based on the information entered.
Enter a Description of your allocation, if desired.

Either manually enter the Dissection Code or select one from the list by clicking the Find Dissection
Code button located above the GL Description column.

If a dissection code was defined in the Vendor's Master File, the Dissection Code automatically defaults
for the GL allocation; however, you can manually change the GL allocation if needed.

Click Save to complete this line of your check.

= AP Quick Check Entry - QP Batch#: 3104 --- Period/Year: 11/2009 X
Header Checks in the Batch
pcudo) Neme 1 acott: 001 Invl: 100258
|DD‘I = Pust In Time =
Check#: ™ Print Check D ate:

812007 g/12/2009 -
! I~ EFT

Check Amount:

Invoice #: Invoice Date: QI Batch #: Batch Date:
[100258 [enzzons || 3tes [ anameee
Details:

|Miscellaneous Supplies

(Invoice Allocations h
Add Allocation | Delete Allocation | Find Diszechon Code
Subtotal ‘ Tax ‘ Dizcount ‘ Payable Description Disgoeggon ‘ GL Description
1 125.00 9,38 134,38 01010105200 | office supplies expens
LCancel ‘ Delete ‘ Save | Add Check ‘ Eroc‘:ae;ifnnt Bemove Batch

Either add more allocations to this check in the same manner or move on to another check request by
clicking the Add Check button.

Note To remove an A/P Quick Check Entry batch before you process it, simply click the Remove
Batch button in the lower right corner of the screen.

A regular AP check batch and quick check batch cannot be open at the same time. Both programs
reside in the same module; therefore, the program not being used is locked down to prevent a batch
creation while the other program is in use.

After you have entered the quick check(s) you want to process, click the Process/Print Batch button.
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The program takes you to the Report and Print checks screen. You can preview and/or print the A/P
Selected Invoices report to verify the details of your Quick Check Request. If there are changes to be
made, you may safely return to the A/P Quick Check Entry program and make any necessary
adjustments. If no changes are needed, enter the beginning check number, and select the Process
Checks button.

[E] AP Check Entry Company: (01) Streamline Solutions - Plant: 0100 E@g

File Batch Options Help
AN @ T2 Y | =] Report and Print Checks =

Checks
Batch: [T Check Date: [JEIEZIIE] Year:
GELLT YTl 453453 — ACCT REV cash 453453 |

— Check Status

To be Printed

[LELITET 0.00 1.00
Auto 0.00 .00 .00 0.00 0.00 0.00
Total 1.00 134.38 0.00 0.00 1.00 134.38

— Selected invoice report——————————————————— Report Printing Order
FR =TT Erint | ’7 (& Wendor MHumber {3 Vendor Mame

—Auto check print/re-print

Starting Checlaf: l:l Count of Checks: “

Select Al to Print | Mark Al as P'intEdl [Dauble click o the colurnn headers to sort and change the print arder)
P/RP|Mark| Vendor# | Vendor Name - Address No. Payable Amount Used Check #
I Just In Time - #0 §134.38 812007

Change Frinter | Process Checks |

Note For the checks that need to be printed, the option under the P/RP column is selected, while the
option under the Mark column is selected for all EFT and manual check requests.

Once the checks have printed, a Report and Print Checks prompt is received. Verify the checks printed
correctly, and if so, select Yes.

You are then given the option to post the checks printed to the General Ledger (Finish/Update). This is
the final step in the A/P Check Payment process.

Selecting Yes takes you to the Post AP Checks screen, which references the open batch to be posted
along with the period it is posted to. It also gives you the option to preview or print a check register,
post, or cancel. After printing the check register (optional), select Post. You will receive a batch posting
summary report indicating the Quick Invoice batch and Quick Check Payment batch have been posted
to the General Ledger, and the vendor files have been updated. Select the X in the upper right-hand
corner to close the report.

Note  Quick checks can be voided in the same manner as regular AP checks. The quick invoice
voids as well.

If the AP Aging report is generated by Invoice Date, quick invoices display on the report if the invoice
date is dated prior to the quick check request date.

The quick invoice posts as a QI batch type, and quick checks are posted as a QP batch type.

You cannot make payments toward purchase order receipts in the Quick Check Entry program.
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12. Posted Quick invoices can be viewed in the AP Invoicing program by selecting Batch on the toolbar at
the top of the screen and selecting Display AP Quick Invoices. Use the search feature (binoculars

icon) or manually drill down to the appropriate invoice.

% AP Invoicing - Company: 01-Streamline Solutions

File IBa'Ich Help

New Inveice

Create Recurring Invoices
MNew Batch

Change Batch Date

View,/Edit Batch Description
Preview Batch Posting
View Posted Allocations
Print Posted Allocations

Display Regular Batches

Display AP Quick Invoices

Display Cormmission Batches

Post Batch

2 J— |




VV21.1.0200 Accounts Payable ® 79

- ————

A/P Reporter

A/P Display Programs
A/P Display

To access vendor historical information

1. Select A/P Display.

2. Select a Vendor by entering the Vendor Name directly into the (case sensitive) field or use the up/down
arrow keys on the keyboard to scroll through the list of vendor accounts.

3. Click the Load Creditor Data button.

”
Q}b A/P Reporter for the Company : 01 Streamline Solutions - Plant Code: 0100 01 San Rafael E@g

File
NGEE TS G @l | Accounts Payable Display =

Options  Display Programs  Transaction Reports  Vendor Reports  Master File Reports - Month End Reports  Help

AIP Display Programs — Creditor Selection (Type the account number or use the Up-Down arrow keys to search a 1]
Account. Num |100
2 |

Vendor Name |Printing Company

AP Display Address : (R N (11

citv, state - | I
Zip: rrone : [ - I
m [ Load Creditor Data

AIP Batch Display Contact : [IE5S Days
Open Invoices T Transactions T Invoices T Payments/Checks T Aged Balance
{~ Load by Invoice Date {* Load by Transaction Date
AfP All Open Invoices
Inwv. Date Trans. D... | Invoice# Details Inw. Amount Payments Balance | Hold =
102772008 10V2TI20.. po76S 50.00 0.00 50.00 N
10/23/2008 102320, poT4% 50.00 0.00 50.00 N
10M/2008 10/4/2008  shely2 2,000,000.00 0.00  2,000,000.00 N
100172008 10V4/2008 84760 9,959.00 o.00 999500 N
10M/2008 107472008 64781 15,000.00 0.00 15,000.00 N
Q2272008 92272008 potest 150.00 0.00 150.00 N
TITI2008 TIT2008 po655 3,120.00 0.00 3120000 Y H
6/25/2008  &/25/2008 poS19 50.00 o.00 50.00 ¥
i
< I | r
(Click on a Date and press Enter’ or double click for Details) Outstanding $2,098,056.99
Transaction Reports
Vendor Reports
Master File Reports Filter by Plant Close

Month End Reports

4. Once the data loads, you can view the vendor’s account information by selecting any of the following
tabs: Open Invoices, Transactions, Invoices, Payments/Checks, and Aged Balance.

5. Highlight an entry in any of these tabs and single or double-click, and press enter to view more detailed
information regarding that transaction.

Note The A/P Display is a convenient look up screen for vendor historical information.

For multi-plant environments, you can also filter the data by a specific plant (facility) by selecting the
Filter by Plant check box in the lower left corner of the Display screen.
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A/P Batch Display

To locate a batch

1.

Enter the batch number in Start Listing From Batch # and click Load Batch.
Or, enter the beginning start date in Start Listing From Date and click Load Batch.

Another way to locate a batch is to enter the Bank Acct and Check # under the List Batch For Check
# option.

The batch containing the check populates in the display screens in the lower part of the screen. You
can then double-click the check # and view more transaction details.

Using any of these search options for locating a batch shows a list of AP related batches displaying the
Batch, Type, Date, Amount, and if the batch has been Closed or Posted to the General Ledger. The
displayed data includes both AP Invoice and AP Check batches.

Q}" A/P Reporter for the Company : 01 Streamline Solutions - Plant Code: 0100 01 San Rafael E@g
File Options Display Programs Transaction Reports  Vendor Reports  Master File Reports  Month End Reports  Help

A/P Reporter QEEGEGDELT =

AIP Display Programs AP Batch Inquiry Selection
“fou can search by entering either one of the following

7 & Start Listing From Batch# [3079
AIP Display " Start Listing From Date |:|

a {” List Batch For Check#  Bank Acct :I j

%, Check#: = Load Batch |

A/P Batch Display

AJP Batch Inquiry

Batch Type Date Amount | Closed | Posted -
3079 Quick Invoice 862009 81.00 Open Posted

2082 | Invoice 8(7/2009 13210 Open Posted £
3085 Invoice &M10/2009 157.50 Open Unposted

3086 Invoice aM0/2009 -262.50 Open Unposted

3087 Invoice SMW2009 0.00 Open Unposted

3089 Invoice &M10/2009 100.00 Open Unposted

3050 Invoice 21112009 §,750.00 Open Unposted i
ANGT Inaenica 2414 0000 non MNren lnnoetod

(Click on a Batch to see the Invoice Listing or the Posting Totals )

AIP Invoice Listing | BatchPostngTotals | AP Check Listing
A/P Invoice Listing :  Batch# 3082
Invoice | Inv. Date | Trang. Date | Wendor | Details | Arnuuntl
pol1081 Ti31/2009 B7I12009 100 132.10

Transaction Reports

Vendor Reports (Click on Invoice# and press ‘Enter’ or double click for details)

Master File Reports Filter by Plant Close
Month End Reports

The lower half of the screen lists all A/P invoices within the highlighted batch. If the batch has been
posted, you can view the posting totals by selecting the Batch Posting Totals tab.

If you are previewing a payment batch, the lower half of the screen lists all checks and amounts paid in
that batch.

Once the transaction displays in the lower part of the screen, double-click the transaction to view its
details.
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Transaction Reports

A/P Batch Transaction — can be sorted by batch number or by period/year along with generating by AP Invoice
Batch or AP Payment Batch. Provides a listing by batch number of either vendor invoice transactions or vendor
payment transactions.

A/P Invoices By Date — provides a listing of invoices by date and by customer. It also references the batch
number, invoice number, sales tax and invoice total. Control document for month end balancing.

A/P Transactions By Date — provides a listing of all AP invoice and check payment transactions by date and by
customer. Breaks out, by customer, the date of the transaction, the batch type, its invoice or check number, any
details from the Invoice Header screen of the invoice, the dollar amount of the transaction along with a balance.

Cash Payments By Date — provides a listing of check payments processed by date and by customer. The check
payment batch number, the check number and check amount also display.

Dummy A/P Invoices Report — provides a status of completed and/or uncompleted dummy invoiced purchase
orders based on the date range entered. It provides an overall look at the AR and AP side of the purchase order
dummied. This report should be used to reconcile to the AP Without Invoice and AP Without Invoice Difference
GL accounts.

A/P Future Cash Requirements —generated for a specific vendor(s) and provides a listing of invoices open
(with any discounts available) through the current system date.

A/P Purchase Orders — provides a listing of purchase orders created within a date range specified. This report
shows an overall history of the purchase order, and the report can be sorted by PO date, PO due date, PO
number, by user, or by GL code.

AP Invoices Paid By Date And Diss. Code — provides a listing of invoices paid within a specified date range
with the dissection codes.

Invoice On Hold Report — provides a listing of AP invoices placed on hold if the tolerance level of the P.O. has
been exceeded, or by manually selecting the invoice is on hold in the AP invoice header.

Vendor Reports

Vendor Invoice Detail — this report can be sorted by vendor account number along with a date range or by an

invoice number range, and it can be generated by the invoice date or by transaction date. The report shows, by
vendor account, invoices generated within the date range specified, the invoice net amount, sales tax, and the

invoice gross amount.

Purchases From Vendor By Date — provides a listing of purchase orders created by date range and by vendor
account number. This report also shows a breakout of the net purchase, sales tax, and gross purchase amount.

Vendor PO History Report — provides a purchase order historical recap by customer for the date range
specified.

Vendor PO Performance — this report is generated by date range and shows, by vendor account, total dollars of
purchase order related AP invoices, average order unit price, and average invoiced unit price along with any
variances. It also provides a status of early, late, and on time deliveries per the purchase order request date.

Vendor Labels — 3x10, 2x10, or 2x3 labels can print based on the range of vendors indicated in this report.

Print 1099 Forms — this report provides a listing of all miscellaneous payments made to vendors based on the
date range provided. (This report currently does not print the 1099 form; separate 1099 forms must be purchased
and generated based on the data that displays on this report.)

Master File Reports

Vendor Master File Report - provides a summary of a vendor’s master file account. Can be generated based on
customer, summary, or complete listing. As well as being filtered for Active or Inactive vendors.

A/P Dissection Code Report — this report shows the dissection codes created in the PrintStream database.
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Month End Reports

A/P Summary and Detailed Aging — the A/P Aging Report provides a recap of what is outstanding on a
vendor’s account based on the parameters defined.

A/P Payment Summary — this report is sorted by batch and shows all check payment batches generated for the
period range specified, along with the totals due, any discounts, and the total payments of the batch.

Print Invoice Transactions By Dissection Code — this report provides a listing, by dissection code, of AP
invoices entered for a specified period.

Monthly Check Register — this report prints the checks generated for the check date range and bank account
number specified. The report can be printed in summary or detailed format as well as including/omitting AP
checks or postage checks.

Voided Check Register - provides a listing of all checks voided based on the date range and bank account
number specified.

A/P Reconciliation — this report aids in the reconciliation of the A/P aging report. It calculates any out of balance
accounts, by vendor, by factoring in a vendor’s beginning aging balance, all posted invoices and posted check
payments for the period or date range indicated. The difference between the calculation and what is recorded on
the A/P Aging Report is reflected as the Net Amount.
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Reportable Codes for 1099 Misc., Int. and NEC Forms

To setup reportable codes
1. In Master File Reports, add a 1099 Report Name with a description of 1099 Form Categories.

System Maintenance \\P5-50L-06.QAEFL.COM\SQLPATH\PRINTSTREAMAPRINTSTREAM_20_1\DOSRUMNY,
File Options Utility Help

017Report [ report feading:

FPRODUCTION SYSTEM
ACCOUNTING STRUCT... Report Mame:
STSTEM MAINTENANCE

1033 1039 Form Categories

Description: Edit
MASTER FILE REPORT I m
. 0 Labor End:
Labor Start: Delete
Mat Start: b Mat End: 0
i LCancel

Master File Report Repart to select total items from:
Repart ta link to: GhL Accounts j Save

ik g

Feport Links

&l

2. In Master File Reports / Accounting Structure / Categories for 1099 Form set up the categories, assign
the Form Box No. and select the Vendor Type if it is Miscellaneous, Interest or NEC.

Cloge

Systern Maintenance \\P5-50L-06.QAEFL.COMYSOLPATH\PRINTSTREAM\PRINTSTREAM _20_1"\DOSRUNY
File Optiens  Utility Help

®
01*Report $ 'User's Defined Categories for Form 1029
FRODUCTIOMN SYSTERM | | User's defined Categories | Form Baox Mo | Wendor Type o
ACCOUNTING STHUCT...I | 8 |8 Substitute Payments & Miscellaneo v | GL Linkage
-l = Crop Insurance Praceeds 9 Miscelanea - | GL Linkage
@ | 10 {10 Grozs Proceeds paid to Attorney 10| Mizcelanea | GL Linkage
. 1|11 Interest Income 1/ Interest ~ | GL Linkage
Link .Eg Ptulcl']wasmg z 12 E arlp Wwithdrawal Penalty 2| Interest * | GL Linkage
S | 13 [13 Interest on Bonds 3/ Interest ~ [ GL Linkage
- | 14 |14 Federal Income Tax [1093-) 4/ Interest | GL Linkage
| 15 [15 Irvestment Expenses 5/ Interest ¥ | GL Linkage
Link to GL [System) | 16 |16 Foreign tax paid E Interest ~ | GL Linkage
| 17 17 Tax Exempt Interest 8 Interest > | GL Linkage
J | 18 [18 Specified Private Activity on Bond Interest 9 Interest | GL Linkage
| 19 [19 Foreign Country or LS. Pozsession 7 Interest * | GL Linkage _I
Curmency Used by Spstem | 20 |20 Market Discount 10 Interest ~ | GL Linkage
L 21 |2 EBond Premium 11| Interest | GL Linkage
| 22 |22 Bond premium on tax exempt band 13 Interest - | GL Linkage
Special Corbiol | 23 |23 State-excempt and tax credit bond 14 Interest | GL Linkage
| 24 |24 State tax withheld 17 Interest ¥ | GL Linkage
| 25 (256 Bond Premium an Treasury Obligations 12| Interest | GL Linkage
| 26 |26 Moremployee compenzation 1 MEC * | GL Linkage
#dditional GL Contral | 27 |27 Federal income tax withheld 4/NEC ~ | GL Linkage
Accounts | 28 |28 State taw withheld 5 MEC | GL Linkage -
_ BT [T — Fare YRR
: < o]
Pasting Labar
Activities(S pecial Setting) Delete Save Cloze
GL Plant Control Accounts

Pricefariance

¢

Spoilage Control
Arcounts for the Produc

Multi Compary Special
Settings

Categories For 1093 Form

3. Click Save. All dollar value form lines can be added with the exception on the 1099 MISC form line 15a,
15b, 16, and 18.
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4.

5.

6.

——

Click the GL Linkage button next to the Vendor Type for the line.

This displays the listing of GL Accounts filtered by Company.

User's defined Categories

| Fom Box No_[ Wendor Type

(=& ]=]

il

=

|

|

ra

|

)

|

=

|

o

|

m

|

by

|

o

|

w

|

I
=

|

(i)

|

-

[l
3

Rents

Foyalties

Other Income

Fizhing Boat

Golden parachute

Federal Income T ax Withk
Medical & Health Care Paw
Substitute Payments

Crop Insurance Proceeds
Grozs Proceeds paid o At
Interest Income

E arly ‘Withdrawal Penalty
Interest on Bonds

Federal Income Tax (1099

Investment Expenses
Foreign tax paid

Tax Exempt Interest
Specified Private Activity o
Fareign Country or IS, Po:
Market Discount

Bond Premium

IEi s e T T T

1 Miscellaneo » | GL Linkage,
2 Miscellaneo » | GL Linkage,
3 Miscellaneo » | GL Linkage,
5 Miscellanec » | GL Linkage,
13 Miscellaneo » | GL Linkage

=
[l
@
[

B3 Mark linked GL Accounts

Eocrgpdzn Branch| Dpt |Account Mo Description Type ED“%TQ'?'W Lmﬁﬁ: to (8 |
1 |0 o1 01 3000 Fent Expenze E I
2 M o o 1005 Cash - Canadian A, =]
3 (M o1 o1 1006 Cash Exchange - Canadial & s
4 |0 o1 01 1011 Cash - Money Market 1 A e
5 |0 o1 01 1100 cash postage A s
E |0 o o 1123 Prepaid T axes I3 I
7om o o 1175 Commigsion Advance A, &
g [ o o 1200 wip A 5
9 |M o o 1250 wip labar direct I B
10 | o1 01 1260 wip labor variable A s
11 |0 o o 1270 wip labor fixed A 5
12 |m o1 o1 1300 postage inventarny A iz
13 | o1 01 1325 paper inventory A s
14 | o1 01 1326 ‘wihite Paper lmventory |4 s
15 |M o1 o1 1327 Black Paper Inventary A I -
I ark. Al Save Cancel

Select the g/l account you wish to link the form line to, and then click Save.

$ User’s Defined Categories for Form 1099

| Uzer's defined Categories I Form Box Mo | Vendaor Type

B ) pu ) El

R IR SR

Rents
Royalties
Other Income

Federal Income T ax \Withheld

1 Miscellanea = | GL Linkage
2 Mizcellaneo « | GL Linkage
3 Mizcellaneo | GL Linkage
4 Mizcellaneo = | GL Linkage

x

L] E Flease, save vour edited and new lines before linkage ...
L

OF. |

When adding your categories and form lines, you are prompted to save the new line before you can
select your g/l account in the GL Linkage. Click OK.
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————

7. You can select multiple g/l accounts to link to a line, but you will not be able to link a g/l account that has
been previously linked to another line. Click OK.

iy Mark linked GL Accounts

Report #1
I:u:u_ -
Compar Account - Typ|™™M Linked ta
Code Branch| Dpt No Dezcription - |zsio Line

Account must be unlinked from another i il

' Account 01-01-01-9010
i linked to the line 3

Please, remove existing linkage before proceeding with linking ko the new line,

&
L]
L]
&
5
E (04 |
7
7
7
7
7
7
7
7

2 | m m 2000 Interco Purchase to 02 E 1 Linked —l
3 M m m 9000 Rentz Exp- 1099 E 1 Linked

4 1M m )| 9005  Royalties Exp - 1099 E 1 Linked |

5 1M m m 9010 Otker Income - 1099 E IZ Linked

B |01 m m 9015 Federal Income Tax Withheld - |E 1 Linked

7 |m m m 9020  Fizhing Boat Proceeds - 1033 |E 21 Linked

{n] i ni m anaE bdmdim=l mnA LA mlbl- M=~ ANQCC Il imlead

8. In Master Files Vendor for the 1099 Vendor, you have the option to either select if this vendor is
Miscellaneous or Interest. Just select Miscellaneous for NEC vendors.

. Vendors for the Company 01 Streamline Solutions
File Modules Window Cloning Options  Help

£ | 5|84
— »
01 Vendors D Vendor
o @A Account Nof 12 Auto |VTT Name:  [Leah's 1099 Misc. Vendor
=B Standard Tem:
=8 Address: 123 Any street | - |
=8 D Guite 100, Floor B Payment I & Daps © Date © Monthly
E% E Anptown, AnyState Always Take Discount Il
[]__ﬁ G Zip 48130 Country: |USD 'I Early Papment Discount, |0 %
[]--ﬁ H Contact  |LeahYanWynsberghe Discount I " Dapgs Date
[]”% 3 Phane: This vendor is a postmaster vendor [
[ -
[]__m K o Mail EntryType(mail system only|:
W B L D/B Ref: | 1099 Vender @
Tune:
ERAN Acct Status: B - 30 day Account -] ¥PE: | Miscelaneous =l
=8N
Federal LIntersst
RN PO Address|0 >
[]--ﬁ P 123 Any stiest Dissection Ende.l j
[]..ﬁ Q Suite 100, Floor B
EJ-@ R [rtown. AnyState Share Yendor with Companies
[+ E 5 ST [Cade| Acct Mo | MName |
=T 02 | PRINT  |PrintStieam
& E U Wendor's Account
Nurnber:
=8 v
By

e ﬁ Addresses .
U"ﬁ X = Payment Pricrity ;I
=Y Yendor's Notes Level
82 ]
=8 Other

Add I Save I Cloze I
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10.

1.

—————

At reporting time, you have options available to either accumulate the payments made to these vendors
in summary or break out the amounts by the categories you defined in Master File Reports.

e If Summarize is selected, it prints in box 7 of the 1099 MISC and box 3 of the 1099 INT as it
always has.

e If Categorize is selected, the amounts paid by the categories you defined print to the appropriate
box on the forms.

Q}-‘_, A/P Reporter for the Company : 01 Streamline Solutions - Plant Code: 0100 01 5an Rafael
File Options Display Programs Transaction Reports  Vendor Reports  Master File Reports  Month End Re

A/P Reporter JISSRLEIS

AJP Display Programs
Transaction Reports Description: This program accumulates all miscellaneous
payments made to vendors.
Vendor Reports

To I 12/31/2020 2 l

O Int Vendors ) Both Types ‘

Payments From I 11142020 'l

Pay
Vendor Invoice Detail [C}

O Summarize @ Categorize
1099 floor: (usually 3600)
O Run View Results oK |

3 Run Print 1099 Forms

O Run Summary 1096 Cancel |

"Accumulate Payments ‘

Vendor PO Performance

Vendor Labels

Print 1099 Forms

To print the forms, select your Payment from and to date range, Payments for, Summarize or
Categorize, Run Print 1099 Forms.

Click OK.

£5.- Print 1099 Forms =)

Description: This program prints the 1099 Misc and 1099 Interest

forms in a portrait laser format.
Company Mame, Street Address, City, State and Zip Code.
Streamline Solutions
4040 Civic Center Drive

San Rafael
|cag4020
Output—————
Your Federal |d#|38-123456 % Preview Window
RTN |ARTN123 (Optional)  Printer
State #|38
| dl
Vendor Type |M Include Vendor&? v

Start? IY_ (Yes or No)

1099 forms for Misc Income Vendors will be printed. oK |

Cancel |

12. Enter your company’s Federal ID#, RTN, and State #. Select the checkbox for NEC, if you want to

print this form.

13. Click OK.
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Do Not Cut or Separate Forms on This Page

9593 ClvolD ] CORRECTED
PAYER'S name, strest addrass, iy, state, 21P codo, and lelephone na. | 1 Rents OME No. 15450115 |
Streamline Sclutions 1.010.00 ‘
4040 Civic Center Drive . s [ Miscellaneous
San Rafael 2 Royaites Income
CA 84020 1,010.00
& Form 1099-MISC
3 Other ncome 4 Federal income tax withhid Cnpy A
s 101000 ¢ 101000 Eoi
PAYER'S taderal icentification RECIPIENT'S identification & Fishing boat proceeds B Wedcd and reait can paymets | INternal Revenue
number number Service Center
38-123456 1,100.00 1.010.00
s Fils with Form 1096,
RECIPIENT'S name 7 MNonemgloyes compensation| B  Subsuuis payments i e of
Misc Income - 1088 Vendor - i For Privacy Act
and Paperwork
s 101000 & 101000 Reduction Act
Streel address (including apt. no.) 9 Fayermaoe crectsaes o | 10 Grop insurance proceess | Notice, see the -
73 ANy S $5,000 or mors of consuemar
i products 1o 8 Duyer 2003 .Gen:ral 4
Any City, M| iracipient) for resaie * [_]|§ 1.010.00 Instructions for -
City, state, 3nd ZIP code Forms 1099, o
48180 1098, 5498,
“Accourt nurber (see msiuctions) 2nd TIN noL.| 13 Excess olden parachute | 14 Gross procesds paid fo and W-2G. q
payments an attemey .
12 1,000.00 1,000.00
O s * s o
15a Section 4094 deferrals 15b Section 4094 Income [ 16 state tax wihneid 17 Slal/Payers siaie na, | 18 Siate income
s s s B s
Form 1088-MISC VPA 16-0331680 Dapartmant of the Traasury - intemal Revenue Service

— Do Not Cut or Separate Forms on This Page

e, o, o

L —

Example for the 1099 Interest Vendors:

AP 1099 Form

x|

Description: This program accumulates all miscellaneous

payments made to vendors.

Payments from |11I1 12008 Yl to I‘IQI'I rzoos vl

~Payments far

O Misc vendors & Intvendors O Both Types

rAccumulate Payments

O Summarize & Categorize

1098 flaor: (usually $500)

O Run View Results
) Run Print 1099 Forms
QO Run Surnmary 1096

Ok

Cancel |

[ | CORRECTED (if checked)

PAYER'S name, street address, city, state, ZIP code, and

RECIFIEMT'S name, strest address (including apt. no.), city, state, and ZIF code

AN Llamdas

oo s o o m rmoren
Bt ek b

iy repe i e

4 Federal income tax withheld

1,100.00

5 Invesiment sxpansas

5 1,100.00

6 Foreign tax pald

7 Foreign country or U.5.
S40N

telephons no. Payer's BTN {optional) OMB No. 1545-0112
Streamline Solutions . RTN{ZS
4040 Civic Center Drive 1 Interest income: ?‘I’ﬁ\ |
U nterest Income
San Rafael |5 1,100.00 AJOB .
CAS4020 2 Early withdrawal penalty -
g1 100,00 Form 1098-INT
PAYER'S fedeml Identification number | RECIPIENT'S identification number |3 Interest on U.5. Savings Bonds and Treas. obligations Copy B
=i 1M For Recipient

This is impartant tax
information and is
beaing fuméshed ta the
Intemal Revenue
Serace. If you are

234 Main Street po3ses: required to file a retuen,
Any City, MI 15 4 100 00 & negligence penalty or
8 Tax-axempt interest 9 Specified private activity ‘I’““-":ﬂn:‘l:ﬂ" m;vn::

48180 Rond Jsafes) imncc;me is ta:ggle and
Aczount number (see inatructians) the IRS ?;Tmsﬁl:
12 % 1,100.00 % 1,000.00 reported.
Form 1099-INT (keep for your records) Department of tha Treasury - inlernal Revenue Sence
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A/P Procedures

Exclude Freight (or any other Line on Invoice) from Discount

If a line item is exempt from having a discount calculated on it, you may select the Freight Cost — Line will not
be included in invoice discount check box in the lower right corner of the Invoice Line dialog box.

& AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100 |ﬂl
File Batch Help

| T sl
AP Illvoicillg Invoice Header  Invaice Lines |Allocations|

Actve Batches | Posted Batches | Newtie. Lne | MewPOLie | MuliPO Selection|| EdtLine | New Job RelatedLine |
3085 - New batch
D Inett rizc81009 Mew From % Template | Copy Fram Invaoice | Add Tranz. to Line | Delete Line |

3086 - Credit Batch — - - —
2087 Qtyl Lnit F'nc:el Sub Total | Tax Eodel Taxl Met Amountl Dizzection Code | Diescription | FO# | o]

3089 - Recuring 1.000.00 0.150000... 150.00 05 7.80 $157.50 0110108000 Mizcellaneous expense a
3030 Edit Invoice Line E

1 2092

CQuartity Unit Price SubTotal Total Tax Met &mount
| 1.000.00 0.15000000 150,00 7.50
r— Description Tax Code
|05 - BO0 S
IMisceIIaneous ExpEnsE Tax Amaunt
I 7.80
- Diszection Code / GL Account
7 - = [
Dissection: IU1 10108000 =
LCompany:
Branch:
Dept: ( )
il :
Account: [ i f
in.innice. discounti

LCancel | Save Start Hew Mizc Line | Save And Mew [nvoice

Batchi: 3085 - Date: 8410/2009 (1 invoice(z], $157.50) | Invoicedt: misc81009 - Date: 7/31/2009 - Subtotal: $150.00 - Tax: $7.50 - Total $157.50 - Vendor Code: 100 v

This feature prevents a discount from being calculated on that particular line item of the invoice when payments
are generated.

Note  This feature is commonly used with freight costs, which are not typically included in discounts offered by
vendors, but this feature may also be used for any other similar situation. As with all other discount
calculations, the discount is not seen until payment is made.
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Adjust a Vendor Invoice before a Check has been Printed

Vendor invoices may be adjusted at any time before they are selected to pay in the AP Check Entry program or
before they are posted to the General Ledger. You may change due dates, discounts, quantities, prices, tax, and
G/L accounts using this procedure.

If the invoice you wish to alter was for a purchase with a purchase order, you may need to alter the receiving
portion of the purchase order first.

If you have started a check run, first clear your selection from the auto check selection program before
proceeding with the following.

1. Open the unposted AP invoice batch by double-clicking the batch number.

2. Select the invoice number that you wish to change. You may change the invoice date, the invoice due
date, the discount or payment due date.

3. Double-click the line item you wish to change and make any changes necessary, such as the general
ledger account, quantity, amount, etc. Save your changes.

4. When returning to your check selection program, the payment amount displayed should reflect the
changes you have made to the invoice. This procedure also applies when you are entering a manual
check.

Adjust a Vendor Invoice after a Check has been Printed

If the invoice has been included in an auto-check selection, you cannot change the invoice. Use this procedure to
correct the vendor’s A/P balances.

If the original invoice needs to be higher:

e Add a new invoice with a unique invoice number: For example, if the original invoice was 1000, make
this new adjustment invoice 1000A. Use the Entering a Miscellaneous Invoice procedure to create a
new invoice for the vendor who is owed additional money. The invoice amount should be the difference
between the original invoice amount and the amount entered in PrintStream.

e Continue to process this invoice as previously instructed. You will create an additional check for the
vendor for the missing invoice amount.

If the original invoice needs to be lower:

e Use the “Entering a Credit Memo" procedure to leave a credit on account for the vendor so that it can
be applied at a later date to an outstanding invoice. You cannot apply it to the original overpaid invoice,
because it has already been paid. Use the Credit Against Future Invoice procedure for this vendor to
lower the overall amount paid.
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Payment of Invoices by Credit Card

To create initial setup

1. Set-up the credit card vendor in the Masterfile Vendor program.

Yendors for the Company 01 Alaska Inc. el - (O] =]
File Modules ‘Window Help

| 2|48

01 Ver
=8 A 1= Account Mo shEx Auto | Mame: IAmEncan Express CC
A COMPANY Standard Term
ABC Computer Supply Addiess: 1559 Mountain way ‘ |
F. Ik I3D g i«
ACME MEDICAL FQUIPVIE EPI Days Date
ACME WIDGETS INC. Valencia, CA {Blways Take Discount I
23 PAK SYSTEMS, INC. Zip: 30485 Country: IUSA - Early Papment Discount: IU 4
ALTA SKIRESORT Contact: RoywWalley Discount I C Days Date
AMFRICA THFE BEAUTIFUL Phone: 7744447777 This wendor it a postrmaster vendar Il
American Express CC Fax: .
il EntryT ppelmai spstem Dn\y]:l
ASF ALBUQUERQUE, NV DB Refe | 1088 Yendor [
ASF BILILINGS, MT Type
ASF BUFFALO, NY Anct Status:IE - 30 day Account j I ﬂ
ASF BUFFALO, NY
b Federal ID #
ASF FARGO, ND PO Addiess0 -] e =
ASF OKLAHOMA, OK 1553 Mountain ‘Way Digzection Code:-l =
ASF PHOENIX, AZ I
ASF SALT LAKE CITY, UT alencia, Cé
ASF SOUX FALLS, SD | | 90485
ASPACE - ADD A SPACE “endor's Account
ATET Number  [Seeag7azio0
=B
D""E c Addresses |
=8 D
= E
=& 6
[]....E H Add | SaEve I Close |
RSN
. k| 1
2. Add a liability account for the credit card purchases, a Dissection Code for the liability account, and a
“fake” bank account in Master File Reports.
3. Link it to the credit card liability account.
L8
& Fil= Options Utiity Help o [=1
*Report E 01" flaska Inc [ Active oot
8852°D0 NOT USE
FRODUCTION SYSTEM || 888888 F ake Bank Account Bank &ccount Mo Bank Account Name
ACCOUNTING STRUCT | 35Test Bark Tasting bank ascourt [CREDIT CARD | [CREDIT CAAD PURCHASES
Q | | ar cashd53453°ACCT REV cash 453453 Linked to GL Account
! | bank account NoData Dictionary Bank Account Branch: Im :l‘ IMam Branch
BB BankBE Test Bank
B Blgg;l;:%for the : GeneralGeneral Bark, Department |UT :ll |Mam Department
{ | mkupemkup Account IZSUU j ICredit Card Purchases
1 | posta cash23423postg cash 23423
i 1_| postmaster chec*for postmaster checks Bank Branch Name
GAL Departments (For the P2 ev Bank I
Compary] T :
1 | suelpostage lisb — Bank Address
<y [Confim | I
G/L Chat of Accounts HYDT';:Z’:;i:g;z’f:ﬁgﬂfkage Zip Code Fhone
[For the Company] Do yourealy want to use NOT AN ASSET T+PE of account | [
as the GL link account?
3 Manager Accountant
Blank &ccounts (For the e LI I I
Company] l—LI
Q Fiouting Murmber Last Printed Check
C Contriol A It
ompany Loniiel AeEounts I Default Cash Receipt Bank Account
I Default AP Checks Bank Account
@ I™ Default Postage Bark Accourt Lidd) Save Lancel |
Link Ta Purchasing
[System]
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To record transactions

1.

Enter the credit card receipts in Accounts Payable Invoicing using the Credit Card Vendor and code
them to the proper expense accounts. (This transaction debits the expense account and credits
accounts payable.)

“Pay” the invoices using the fake credit card bank account using a numbering scheme out of the normal
range of regular checks. This transaction debits Accounts Payable account and credits the fake bank
account. (Use the check register from Check processing or AP Reporter to compare/verify purchases
on the credit card statement.)

Upon receipt of the credit card statement, verify the purchases, enter the total amount of the credit card
statement into accounts payable invoicing, with allocation to the fake bank account. (This transaction
credits Accounts Payable and debits the fake bank account.)

The final step is to pay the credit card by selecting the credit card invoice for payment and paying it with
the actual bank account. The transaction credits the real bank account and debits Accounts Payable.

Two Vendor Invoices Received for one Shipment

Although a vendor may make two deliveries for one item on a purchase order, the Warehouse Manager might
receive the item into PrintStream as one delivery. Two invoices cannot be applied against one receipt in
PrintStream; therefore, the following procedure must be followed to overcome this situation.

DO NOT use this procedure for inventory items.

If you have not entered the invoice, edit the original purchase order receipt and change the original receipt to
reflect the deliveries made per the vendor’s invoices. Add a correct second receipt and record both invoices
normally.

If you have already recorded an invoice, follow this procedure:

1.
2.

Select Add a New Line in the same purchase order.

Duplicate the other line item’s information for this line item, except make the quantity 1 and make the
cost the amount of the second invoice.

Receive the new line item on the purchase order. Make the receipt Final.

Open the accounts payable batch that has the first invoice you recorded for this PO. A new line item for
the PO with a quantity received as 1 will display. Highlight it and record the second invoice you received
from the vendor for this PO.

Adjust the amount of the first invoice, if necessary.

Verifying Vendor Statements

Vendor statements should be used from time to time to verify your recorded accounts payable. Payment is
generally not made from vendor statements. The vendor’s original invoices are preferred.

Make sure that the A/P Payments batch has been posted to the General Ledger before making comparisons to
the vendor statement.

1.
2.

A/P Display, aged balance for comparison.

This option of the display program gives a summarized listing, in invoice number order, of the invoices
and payments.

Differences between the A/P Display and the vendor statement may be due to different dates of
coverage. Use the source documents, vendor invoice and check register to balance differences.

Numbering a Recurring Invoice

When the vendor issues a recurring invoice, you should use the date or month and year as the invoice number,
(010204).

You must enter an invoice number that is unique for the vendor.
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Changes to Vendor Payment Terms
Use this procedure if changes need to be made in the vendor’s terms.

You may alter the Payment Days, Payment Date, Discount Days, or Discount Rate fields by selecting the chosen
vendor in the Masterfile Vendor program. (The Status field does not determine invoice payment terms.)

Any invoice added after this change reflects the new vendor terms. Invoices, which are already entered in
PrintStream, will not re-calculate their discount amount or due dates unless you complete the next step.

If there are any open invoices on the vendor’s account that have not yet been posted that need to be re-
calculated, you must open each invoice and enter through the invoice detail screen for the change’s to take
effect.

To find the batch number, go to AP Reporter and select AP Batch Display from the AP Display Programs menu.
Knowing which batch the invoices are located in makes the process easier. Go to A/P Invoicing, open the un-
posted batch by double-clicking it and select the invoice that needs to be recalculated. The Discount and If Paid
By fields may change based on the new payment terms defined in Master File Vendor.

Move Unposted AP Invoice To An Open Batch

PrintStream allows an unposted AR invoice to be moved to a different unposted AR invoice batch. From the
Miscellaneous tab of the unposted AR invoice select the Change Batch # button located within the Invoice
Information section.

From within the Invoice Lines screen of the unposted AP invoice, select Change Batch #.

'[-Efk AP Invoicing - Company: 01-Streamline Solutions --- Plant Code: 0100 [ -E] s
File Batch Help

8| T ol
rvoeeHeade

Active Batches l Posted Batches ]

Allocations ]

J Mew Mizc. Line ‘ Mew PO Line | HMulti PO Selection ‘ Edit Line Mew Job Related Line ‘
=1 12657
= )’- 12774 Mew From % Template ‘ Copy From Invoice | Add Tranz. to Line ‘ Delete Line Change Batch # |
T3 Imett 132121 = —1 —
Oty | Uit Price | Sub Total | Tax Code | Tax | Met Amount | Dissection Code | Description PO# 1
1.00 1.000000... 1.00 oo 0.o0 $1.00 0110106000 desc
£ >

Batchi: 12774 - Date: 5/5/2020  [1 invaice(s). $1.00] Invoicedt: 132121 - Date: 1/30/2019 - Subtotal: $1.00 - Tax: $0.00 - Total: $1.00 - Vendor Code: 001
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When the Change Batch windows opens, enter the unposted batch number you want to move the invoice to and
click on Change Invoice to Selected Batch button.

= AP Invoicing - Company:. 01-5treamline Solutions --- Plant Code: 0100 [= @ ==
File Batch Help

_»| 0| aal

ici Inwoice Header  Invoice Lines | Allocations
AP Invoicing | |

Astve Batchzs | Posted Baches | Lo Fiwen ! L New Job Related Line
T 12897 i~ Change Batch
=k 12774 Change Baich # I
T v 132121 active Ba a is invoi
W Select the active Batch where you want to move this invoice 1 Code | Desciplion Tror |
000 desc
s |
Change Invoice to Selected Batch | LCancel |

< >

Batchit: 12774 - Date: 5/5/2020 (1 irveoice(s], $1.00) Irnwoicedf: 132121 - Date: 1/30/2019 - Subtotak $1.00 - Taw $0.00 - Total: $1.00 - Vendor Code: 001 Y

The invoice will now appear in the unposted AR invoice batch selected.

3 AP Invoicing - Company: 01-5treamline
File Batch Help

*| T s
Invoice Header  Invoice Lines I.t'-‘«llocatioml

Active Batches I Posted B atches I

E g |nv#132121‘.

12774

Batch#: 12697 - Date: 6/27/2019  [1 inwoice(z). $1.00]
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Suggested A/P Month-End Procedures

After entering the last vendor invoice for a month, post all remaining accounts payable invoice batches (Cl),
payment batches (CP), along with quick check (QP) and quick invoices (Ql) batches to the General Ledger.

The Accounts Payable Aging Report, printed by transaction date, as of the end of the month should agree with
the General Ledger balance for your A/P account. The Accounts Payable Aging Report shows the unpaid
balance of all invoices with dates on or before the selected month end date.

The General Ledger program contains the A/P Month End Calculation program, which balances the AP module
to the General Ledger. If it does not balance, use the A/P Reconciliation Report to assist in finding the variance.

In A/P Reporter, Month End Reports, an A/P Reconciliation Report is available to balance the AP module to
itself. This report performs the following calculation for each vendor: it takes the beginning aging amount, adds
invoices based on the period, deducts payments based on the period, and compares the amount to the next
month's aging. If what is calculated, based on this formula, does not balance to what the AP Aging Report
reflects, a variance is detected. This variance could be the amount you are unable to balance to the General
Ledger.

Note Both reports can take anywhere from a few minutes to several minutes to generate depending on the
amount of data you have. You do not need to change any of the dates if you run it by period. If you
discover any differences, they are usually related to timing issues or to date issues, which, after further
research into the problem, becomes apparent.

'.' A/P Reporter for the Company : 01 Alaska Inc. - Plant Code: 0100 Company 01 Primary Location

File Options Display Programs  Transaction Reports  Vendor Reports  Master File Reports  Month End Reports  Help

AP Reporter

AP Display Programs

Transaction Reports

Vendor Reports

Master File Reports

FWendar
From: | A

To | =

Month End Reports

rReconcile By

@ Perind

Year l:l

Periad I:I

Q Date [ Fiter by Plant  Report is run by Transaction Date.

AP Summary And Detailed
Aging

AP Payment Summary

Print Invoice Transactions
By Dissection Code

Enter Aging Start Date
Invoice By Date Report Date
Payments By Date Report Date

I 5172008 7| EndDate I G ME/2008 7

I 5 M17/2008 7
I 51772008 ¥

To
To

I 6 ME/2008 7
I B [1E/2008 ¥

Optian
’VG) Preview Q) Print Ok |

Done |

It is necessary to accrual entries for certain received PO line items, but the AP invoice is not yet entered. The PO
Receipts Accrual report, in the Purchasing Entry module / Reports / PO Reports, run for the period date range
and sorted by GL Code#, display a total dollar amount to accrue for broken down by GL account number.
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—Select a Report
{7 Overdue PO Report

{*} PO Receipts Accrual Report
[* This report will not include tems that were AP Invoiced or Dummy Invoiced]

) PO Without AP Invoices Report
{7} UnApproved PO Report

— Options

Finaly Delivered From Date :I g11.12009 'I To DEltEZI 813112009 "I
Partialy Deliverad  From Date :I 2 12512009 "I To Date:l*lm TI2009 'I

Sort Order
’VD PO # {7} PO Date {7y Wendor Name @ GLCode ®

Wiew
[Ormen O

The accrual entry is a debit for each account listed on the report and a credit to AP.

The Dummy AP Invoice Report, with the uncompleted option selected, should agree the General Ledger balance
for your A/P Without Invoice account.

% A/P Reporter for the Company : 01 Streamline Solutions - Plant Code: 0100 01 San Rafael
File Options Display Programs Transaction Reports  Vendor Reports  Master File Reports  Month E

A/P REpDrtEI' <% Dummy Invoices ==

AJP Display Programs — Specify the date range for the report
Transaction Reports Report the Dummy Invoices From Date | 9 /1 /20009

-
-~

Repaort the Dummy Invoices Up to Date | 9 /3012009

" Completed and Uncompleted Dummy Invoices

& Uncompleted Dummy Invoices
AJP Invoices by Date

" Completed Dummy Invoices

Fitter for the Current Plant Print

AJP Transactions By Date

Cancel
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AR/AP Dummy Invoice

Dummy Invoice Feature

When creating a final AR invoice in PrintStream, the user is notified with a warning message if the job has any
open purchase orders against it (dummy invoicing).

A “dummy invoice” is a cost accrual that can be accomplished through the A/R module of PrintStream. If there is
an outstanding job-related purchase order for a job ready to be AR invoiced, where the vendor’s invoice has not
yet been entered, PrintStream detects it. The AR Invoice Entry program requires that either the invoice is first
entered through the Accounts Payable module, or that a “dummy invoice” (accrual) is created to account for the
costs of that outside purchase during the same period the revenue is booked.

When creating a final AR invoice, if outstanding PQO's are encountered for the job, use the View PQO's button to
display the PQO's and their receipts. A listing of all purchase orders created for this job, whether the purchase
order has been received or not, displays. If the purchase order item has not been received in full or not received
at all, cancel this invoice creation.

A/R Invoicing Entry
New Invoice for Batch# 6077

Active Betches | posted Batches |

=5 company: 01 - Plart: 0100

[]_'J et ' Standard Invoice (jok) " Miscellaneous

[2 5992 —

A 5994 Job#: |1 539 = |195‘t

£ 6004 | SalesRep: | Clarence Clemmons Plart Code: | 0100

[ G005

[ G007 _

£ 5009 Customer: I2989 jl‘l <21 M arketing ::II
[2 E027

B 5029 | o External Entire IS ExtetmsE e Intenme! EammEy
[# B035 . System oty Part Batt

[ G040

----- j BO7T £~ Partial Invoice * Final Invoice 1 Adiustment iveice

v automatically generate invoice
Charge Freight from

(" Estimate =
Shipping
' Actual
" Prehill
= Copy Invoice: I vl Ml
Prebill cregted by LS Date: 94 052007 Time: 10:54:49
[T Suta-femize {1 ith Prices = ithout Frices

If wou leawve this invoice as Final, & Dummy Invoice [cost accrual) will be crested for outstanding PO's.

Finish |

Cancel | Wi PO's

You can also generate a billing worksheet for the job you are invoicing to see the purchase orders created for it.

If continuing with the invoice as FINAL, the following screen opens:
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Create Hew Invoice

New Invoice for Batch# 6077

% Standard Invoice (jok) " Mizcelaneous
b =
Joki#: [1533 =l [test |
SalesRep: |Clarence Clemmons | Plart Code; | 0100
: Customer; I2E|EE| ::II |1 -2-1 Marketing ﬁ
Dummy Invoice Options E3

ErE EampEny,
It

{Prepare dummy invoices by the amount of the receiptz] and
& ‘mrevent further costs being added ta the job, so | can post this §
R |hvoice Batch to the General Ledger

Vivstment Inyoice

Bypazs durmy invoices so | can add further costs to the Job, but .
| can not post the AR Invoice Batch until dummy invoices are narge Freight from
finighed [IRRING

0K LCancel

i Copy Invaice: LI ﬂl

Prehill created by: LS Date: 94 002007 Time: 10:54:49

[T Suto-temize ) itk Prices ) ithout Prices

If wou leawve thiz invoice as Final, 2 Dummy Invoice (cost accrual) will be created for outstanding PO's.

Cancel | “iewy PO's: Finizh

Note  You may consider placing an invoice with a “dummy” in its own batch, apart from other AR invoices due
to the posting requirements involved. Further posting requirement information is provided based on the
dummy invoice option selected below.

The first option should almost always be selected!

A/P Accrual/Dummy Option 1

The first dummy option marks the job as final invoiced, completed, and ready to post. This option automatically
creates an “A/P dummy” accrual invoice for the receipt for that line item of the PO.

This A/R invoice posts a debit to the buyout expense account and a credit to the A/P Accrual account designated
as A/P Without Inv in Control Accounts. When the actual A/P invoice is entered to reverse the accrual invoice,
the program knows there was an “A/P dummy,” and it debits the A/P Without Inv and credits A/P. (If the A/P
invoice amount is different, that difference debits or credits the A/P Without Inv Difference account.)

In this scenario, the A/R invoice batch must be posted before the A/P invoice is entered. The job cost gets
logged as the accrual invoice amount, not the reversal of the accrual amount. An invoice created with Option 1
has a yellow exclamation icon next to it in A/R, designating it as an invoice with a dummy accrual. This batch
may be posted.
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A/P Accrual/Dummy Option 2: (Bypass)

The Bypass option, the second on this list, also marks the job as a final invoiced, but it leaves the AR invoice as
uncompleted, and it cannot post to the General Ledger until the A/P invoice has been entered.

If this option is selected, material costs may still be logged to the job using the Job Cost Entry program.
However, postage, timesheet, shop floor and inventory transactions are prohibited. PO receipts can also be
logged; however, new PO’s against the job cannot be created.

When the AP invoice is entered into PrintStream, a debit posts to WIP and a credit posts to A/P, just as it
normally would.

An invoice created with Option 2, the Bypass option, appears with a red slash icon next to it in A/R, designating it
as an uncompleted invoice. It has not been dummied nor A/P invoiced. This batch will not be able to be posted
until the vendor invoice is entered into PrintStream.

If an A/P invoice is logged for the PO (it debits WIP and credits A/P), and upon later selection of the A/R invoice
batch, it changes the icon to a normal invoice icon (and confirms the posting to debit buyout expense and credit
WIP for the amount of the A/P invoice). Selecting the A/R batch changes the Completed flag to yes. If an A/P
invoice is not entered, the Dummy Invoice Tab can be selected in A/R Invoicing Entry to create an A/P
Accrual/dummy invoice.

WARNING In the short time between creating the A/P invoice for the A/R invoice which is uncompleted and
going into A/R and selecting the batch, thereby changing the invoice to Completed; the A/P invoice
amount may be changed - because the A/R invoice is uncompleted. After the AR invoice is
completed, A/P can see that there was no A/P dummy (meaning that the A/R posted to WIP rather
than to the A/P Without Inv account), and it will not let the A/P invoice amount be changed. In this
case, a warning message appears which means that the A/R transaction has been set up to debit
buyout expense and credit WIP. Changing the A/P amount would leave an out-of-balance condition
in WIP. The only work around is to log a regular A/P invoice against that vendor (use invoice
number 123A?), and when you pay the A/P, select both A/P invoices.

Dummy Invoicing (AR Invoicing without Vendor Invoices)

Dummy invoicing is sometimes necessary because job costing cannot be completed until all outstanding,
received purchase orders have been completed in AP. These A/P items without vendor invoices are recorded as
part of the Sales invoicing process in order to record estimated costs and close the job cost record.

When a “dummy invoice” is created in A/R, it posts the following: (It is not an actual invoice; it is a cost accrual).
Debit Credit

Buyout Expense 12,400
A/P w/o Invoice 12,400

Accounts Payable Without Vendor Dummy Invoices are not true invoices, they are simply cost accruals. Such
liabilities do not appear in any of the normal accounts payable reports or display programs. Special reports are
available to review transactions, balances, and variances pertaining to Accounts Payable without vendor
invoices.

When the actual vendor's invoice is received and recorded, it automatically clears the A/P w/o Invoice liability
account and clears any differences against the A/P w/o Invoice Difference account. The Journal entry created is
illustrated below:

Debit Credit
A/P w/o Invoice 12,400
A/P w/o Inv. Diff 500
Accounts Payable 12,900

The A/R Invoice batch with the “dummy” invoice must be posted before you can record the true A/P invoice.

Use the procedure “Entering a Vendor Invoice Against a P.O. Receipt.” You are given the opportunity to enter
the actual vendor invoice amount, in case the one entered in A/R as a dummy invoice was estimated incorrectly.
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"Quiz"/Review — Accounts Payable

Beginning

1.

N o o b~ ow

Create a new AP invoice batch dated with the current date.

Create a new invoice to a vendor of your choice. The vendor invoice number is A581476 and the
invoice is dated with the current date. The details field should reference “Office Supplies”.

Save your work. Proceed to the miscellaneous invoice screen.

Enter a quantity of 1 with a unit price of $164.28.

Enter a description of “miscellaneous office supplies”.

Select the 0% tax code.

Enter or select the dissection code for office supplies for any branch and department.

Save your work.

STOP HERE: Show your instructor the AP miscellaneous invoice before continuing...

9.

10.

1.
12.
13.
14.
15.
16.

Working in the same batch, create a new invoice to the same vendor.

The vendor invoice number is DB341. The invoice date is the day before last and the details field should
reference debit memo for office supplies.

Save your work. Proceed to the miscellaneous invoice screen.

Enter a quantity of —1 with a unit price of $12.86.

Enter a description of “overcharge of notepads”.

Select the 0% tax code.

Enter or select the same dissection code for office supplies used in step #7 above.

Save your work.

STOP HERE: Show your instructor the AP debit invoice before continuing...

17.
18.

Preview the batch’s posting. Verify the GL accounts being charged are correct.

Post the batch and print the Batch Summary Display Report.
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Intermediate

The following exercise requires a job-related purchase order to be created in advance and then received before
proceeding.

1. Create a new AP invoice batch dated with today’s date.

2. Create a new invoice to the vendor referenced on the purchase order mentioned above. The vendor
invoice number is 6412.

Save your work. Proceed to the New PO Line screen.
Enter the purchase order number. Select the line item from the purchase order you want to invoice.

Enter the applicable job number of the purchase order you are invoicing in the description field.

L S

Select a valid tax code.
7. Save your work.

STOP HERE: Show your instructor the purchase order related AP invoice before continuing...
8. Edit the line and change the unit price to be $1.00 more than what is referenced.
9. Select save.

10. Add a freight transaction line to this invoice for $28.00 and apply it to an applicable freight expense
account. A 0% tax code should be used.

11. Save your work.

STOP HERE: Show your instructor the purchase order related AP invoice before continuing.
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Advanced

The following exercise requires a minimum of two AP invoices to be entered through AP Invoicing to 5 different
vendors before this exercise can be performed.

1. Create a new AP check batch with today’s date. Select the general operating cash account.

2. The check date should reference the current date, while selecting all invoices due by the end of the
current month.

Select 5 vendors to pay of your choice.
For the first two vendors selected, choose 1 invoice to pay for each.
For the third and fourth vendors selected, chose 2 invoices to pay for each.

For the fifth vendor selected, choose 2 invoices to pay.

N o ok w

Change the amount to pay on the one invoice for the fifth vendor to be $50.00 less than what is due on
the invoice.

8. Save your changes.
STOP HERE: Show your instructor the check selection before continuing...

9. Rather than paying the invoice selected to pay one vendor in step #4, unselect the invoice originally
selected and select a different invoice.

10. For the second invoice selected to pay to the fifth vendor in step #6, indicate a manual check was
issued for it with today’s date and insert the check number it was paid on.

11. Save your changes.
STOP HERE: Show your instructor the check selection before continuing...
12. Print the checks to the check selection made above.

13. Post/Update your check batch to the General Ledger. Print out the Check Summary Posting Report to
show to your instructor.

STOP HERE: Show your instructor the check selection before continuing...

14. Void the check printed to the fifth vendor in which you decreased the amount to be paid by $50.00. Use
the current date for the void date.



