Section 2:  BUSINESS WORKS USERS GUIDE

ACCOUNTS   PAYABLE

Flow of Data

Knowledge of how each data entry will affect each module will help you correct an error should one occur.  Figure 5.4 shows how Purchases and Cash Disbursements are integrated or sent to the General Ledger.

Figure 5.4  Purchases and Check Register Integrated to General Ledger
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There are two transactions that can be entered into the A/P module.  Purchases and Checks written.  When a purchase is recorded it is posted to the General Ledger, Purchases Journal, General Ledger Distribution Report-Invoices and the Subsidiary Ledger called the Detail Report.

An entry to the Check Register occurs when a check is written to pay a recorded purchased.  Once the check is printed it is entered in the General ledger, Detail Report, and Check Register.

The Detail Report has all the information that a subsidiary ledger would contain.  By vendor it lists all the purchases recorded and the check written against those purchases.

SETUP  ACCOUNTS  PAYABLE  MODULE

. 

The major steps in setting up the Accounts Payable module are:

1. Create A/P Data

2. Enter A/P Parameters

3. Enter Vendors

4. Print the Vendor List

5. Enter Beginning Balances if any.

The first step of any Account Payable transaction is to create the data files.   This is accomplished the same way as the General Ledger and Accounts Receivable.    After the data files have been created the A/P parameters or the integration accounts must be created.  The parameters are entered using the Utilities Pull Down Menu.  Once the A/P system has been set up you can start entering the vendors. A vendor is anyone that receives a check from the company.  This could include an employee or the owner as well as the companies that provide products on credits.  Print the vendor list to check for errors.  Any beginning balances must be entered before getting out of setup.

             Create A/P Data

The steps to create A/P data are the same as General Ledger and Accounts Receivable.  These steps are the following: 

1. 
Boot up Business Works

2.
Select A/P Icon, Utilities

3.
Select “Create A/P Data Files”

4.
Note:
Exclusive Option, Press OK

5.
Note:
Create Data, Select Yes.

6.
Current A/P Month :September 2001


Last month of Fiscal Year:  November


OK

7.
Type the work CREATE, Select OK. (See GL Data "Create" for screen display)

8.
( Creating data files

9.
A/P in Set-up Mode, OK

See Susy's instructions for screen displays for these steps.

Set -up A/P Parameters
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1. Select Utilities Still in set-up mode?  Yes

2. Select Maintain A/P Parameters Months of History:  12

3. Last Month of Fiscal Year:  November

4. Length of Aging:  30   60  90

5. Put check in the box for the following:

Reconcile checks



Show credit detail on Stub Invoice reference to GL, 

Don't use version 11 style
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1. [image: image27.wmf][image: image28.wmf]Select Cash Account.  Enter the name of the type of cash account--i.e. the bank name is a good idea.  Next enter the next check number for each of the cash accounts.  Finally enter the cash general ledger account number.  The remaining boxes describe how you want your checks to be set up.  By placing a "x" in print check box a check can be generated from this account.

2. [image: image29.wmf]Enter the Form Set-up
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In order to print any form whether it is a check or invoice you must select what type of form to use.  To do this highlight the type of form you want to use then click OK.  If you want to change the form simply click on edit and you can change the form.

If you did this correctly, you will see this form in the print menu.
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You can also change the form at the screen using the Select Form Button.  You must have a form selected or you cannot print checks, invoices, etc.

3. [image: image35.wmf]Maintain Payment Terms in the Utilities Menu.

There are up to 99 term codes that can be set up.  Before setting up a term make sure it is not already entered.   To set a payment term:

1) Use the left or right arrow button to go to a term that is not defined.

2) Enter the discount rate if any.

3) Enter the days that the discount will apply to.

4) Enter the days when it is due.

5) If you do it correctly the explanation will be correct.

6) Save the payment term.

Enter Vendors and print Vendor List

The main file of the Account Payable module is the vendor file. To start entering the vendors, select Vendors then Maintain Vendors from the pull down menu.
The fields are:[image: image36.wmf]  Vendor ID (a four digit reference), name: Enter the full name of the company, the address, zip code, phone numbers, contact person and the e-mail address.  If you have the item sent to the same address that pays the bill, click on "Copy remit address". If the item is sent to a different address enter it below in the blank spaces.


The YTD and History buttons are prior period and current period information.  The "Other" button allows you to enter a tax number for a 1099 and the G/L account number to use for all the purchase orders.  Payment terms for the vendor for all purchases can also be entered.  You can even schedule the number of days between the purchase invoice and the payment with the field "Scheduled days to pay."  If your accounting system requires one check for each purchase order put an "X" in the One Check per invoice box.  If this box is left blank one check will be written for all the purchase orders to be paid at that time.

The "Notes" button can be used to enter such things as "NEVER,NEVER, buy from this vendor again."  or "Be sure to check on the delivery date."  Be sure to click on save when finished with your notes.

After entering the vendor information and any notes about this vendor click on the Save button.  After entering all of the vendor click on the Close box.

To print a Vendor List select Vendors, print vendor list.

 You can print just one vendor by removing the X from "include all vendors" and put the one vendor ID in from and to.  You can sort the vendors by ID, vendor name or by zip code.  You can even include any notes you have entered by putting an X in the box by "include notepad entries". 

As always bring the report to the screen first.  If it is correct then select the printer icon from the screen display.

Step by Step instructions to enter vendors and print a list are listed below:

1.
Select Vendors from Pull Down Menu

2.
Select Maintain Vendors.

3.
Still in Set-up Mode, Yes

4.
Placed in New Mode, add the next vendor.

5. 
Enter the information in each field of the first screen.  

6.
Select other to enter terms.

7.
Select the New Icon for the remaining vendors.

6.
After entering the last vendor select the save "disk" icon.  Then select the close box.

Print the vendor List

1. 
Select Vendors from the pull down menu.

2.
Select Vendor List.

3.
Stay in Set-up mode:  Yes.

Enter Beginning Balances

If the company that is to be entered into the system is an existing company, there is a possibility of having a balance in the Accounts Payable account.  If this is the case, the open invoices by vendor must be added.  The detail of the invoices must equal the balance of the Account Payable account in the General Ledger.

To enter beginning balances in Business Work, simply enter the purchase invoice in the same manner as a normal invoice, instructions below.  It just must be entered before getting out of setup.  This is due since getting out of setup integrates transactions to the General Ledger, whereas while in setup nothing is integrated.

Transactions 

The order of the transactions to enter are:

1. Enter Purchase Invoices

2. Enter Credit/Debit Memo

3. Make Cash Payments with and without a discount

4. Make corrections if any

5. Print Reports.

Enter Purchase Invoices

 A purchase invoice can be used as a purchase order or a voucher.  Therefore, the term purchase invoice will be used in place of purchase order.  The same purpose is accomplished: ordering something on credit.  There is a difference between recording and creating a purchase invoice.  Recording an purchase invoice means it was written outside the program and it must be entered into the accounting system.  Creating an invoice means the program has written the purchase order invoice and it is automatically entered into the system.

More than likely you will use purchase invoices that have been created by your vendors in the A/P module.  You will create purchase orders in the inventory module.   

Step by Step Instructions

1.
Select invoices, Invoices, Enter


2. Enter the vendor's ID, by pass reference if desired, enter Invoice # from the vendor's invoice.

3. Enter the date.

4. Enter the amount. Net amount is automatic.  

5. Enter terms if not automatic

6. Enter if there is any discount and due date.

7. Enter the account number if it is not automatic.

8. The amount after the account description is automatic.

9. If another account needs to be added, enter a difference dollar amount.  Press enter then click on account number to add the additional account.  The amount is automatic. 

10.
Select POST when all of the data is entered.

Print Purchase Journal

1.
Select Reports

2.
Select Purchase/Adjustment journal.

3.
You can select screen first to check it then print once it looks good.

Record Invoices for Expenses

1.
Add as a vendor anyone that needs a check.

2.
Enter invoices as described in recording purchase orders.

3.
Use the correct account --you only need to enter the debit, the credit will always be A/P.

4.
If you set your vendor with a default account that will automatically be entered.

5.
Post the invoice.

6.
Print an Open Invoice Report.

Record Recurring Invoices

Recurring invoices are invoices that will be the same amount and vendor month after month after month.  These invoices need to be entered the first month then set up as recurring.  The recurring invoices are posted at the beginning of the month so that cash payments can be made at any time during the month.

The steps to enter a recurring invoice are:

1.
Select Recurring Invoices


2.
Enter Vendor ID #.

3.
Enter the Invoice #.

4.
Enter 1 as posting .

5.
Days until due:   

6.
Enter amount.

7.
Enter account number and amount.

8.
Select SAVE.

Enter Credit Memos/Debit Memos

Credit and debit memos are sometimes confusing.  A brief review will help you understand what is happening in a computer system.

Two concepts must be understood:  when a company acts as a customer and when it acts as a vendor.  If company B buys a box of balls from Company A, Company B is a customer.  When Company A sells the box of balls to Company B it is a vendor.

Company A - Seller/Vendor




Company B- Customer

Is the seller






Is the buyer

Uses A/R






Uses A/P

The customer is Company B




The vendor is Company A

The vendor keeps the customer's balance in Accounts Receivable, which has a normal debit balance.  So if the vendor wrote a credit memo it would reduce the amount the customer owes.  The customer then records this credit memo by debiting the Accounts Payable account.  The customer could write a debit memo to the vendor stating it agreed to the credit memo.  Remember that the normal balance of Accounts Payable is a credit balance.

Briefly, a company writes or produces a credit memo when it acts as a vendor and sells to customers.  When a company is buying items it is a customer and must record a credit memo.  In other words, the company doing the action determines whether a debit or credit memo is written.



Use Account


Produce

Receive/Record
If Selling
Accounts Receivable

Credit Memo

Debit Memo

If Buying
Accounts Payable

Debit Memo

Credit Memo

To enter a credit memo or debit memo

1. Select Invoices---Credit Memo

2. Enter the Vendor

3. If there is an open invoice select "apply to invoices".  If there is no open invoice select "Apply to open credits".

4. Enter the invoice number, if one is open.

5. The invoice detail is entered below the invoice number.

6. Enter credit reference is one is available.

7. Date is automatic from the system.

8. Enter the amount.  This is the amount that will credit or increase the amount owed to an A/P vendor.

9. The account number is automatic.

10. Enter the amount if different.

11.
The debit memo is entered in the same way as the credit memo except it will reduce the amount that is owed.
Writing Checks

The process used in Business Works for preparing checks works just as it would in any commercial environment.  A basic assumption is that you will be writing many checks at once, and therefore will wish to use the power of your computer to quickly and easily select a group of invoices to pay.  You can edit the payments list prepared by the computer, if necessary, then have the system print the checks.

The first step is to create a payments list. Then edit the payments list.  Print this list then once it is correct print the checks.

Steps to Create Payments List

1.
Select Checks

2.
Select invoice Selection

3.
Select Automatic or Manual to select all invoices to pay.

4. If manual, select vendor using the down arrow.

5.
Select invoice and accept it.

6. Notice the # and $ of the invoices at the lower portion of the screen.

7. If this is the correct invoice to pay select save.

8. Continue to enter the remaining invoices to pay.

9. To check your selections, Select Reports, Payment Selection Report.

10. When the Payment Selection Report is correct you are ready to print the checks.

Print Checks

1.
Select Checks

2.
Select Print Checks

3.
Load Forms.

4.
Select Forms:  Check Bottom Stub ( if it is not already selected)

5.
Select OK?  Alignment? No

6
Print Check Register?  Yes

7.
Note:
The program will not allow the checks to be printed to the screen.  It has to be a hard copy.

Purchase Discounts

In the Accounts Payable module the discount is calculated automatically by the system.  It is based on the percent and days that were entered in the terms code and on the date of the invoice.   Business Works allows the user to write checks taking "Lost Discounts".  Lost Discounts are discounts not deserved because the invoice was paid after the discount date.   Sometimes lost discounts will be honored by vendors.

For example, a purchase invoice for $1500 dated 9/1/0X with terms 2/10 Net 30 would receive a 2% discount of $30 when paid on 9/11/0X.  If the user wrote a check to pay this invoice on 9/13 for only $1470 instead of $1500 he or she would be taking a lost discount.

Check Types

A check is divided into two parts;  the actual negotiable check and the stub that provides information about the payment.  A check can be written in three basic formats.  The formats are:

1. Check on the top and stub on the bottom.

2. Stub on the top and check on the bottom.

3. Voucherless (stubless) check with only the negotiable check.

Business works allows the user to choose the desired format using the Select Form command. 

A situation that might occur in most accounting systems is the use of manual or handwritten checks.  How does the system handle removing the invoice if it has been paid outside the computer system?  In Business Works select Checks, then Enter Handwritten checks.  Enter the vendor, the cash account it was written on, the amount and the check number.  The invoice number(s) are next.  Once all the invoices paid with that check are entered then select POST.

ERROR HANDLING

VOIDING A CHECK

Sometimes a check is mistakenly written before an invoice is due.  This can be avoided by carefully reviewing the payments list before running a check run.  If you don't notice the error before printing the check, don’t worry since it is easy to void a check.

To void a check, select checks then void checks.  The choice of by vendor or by cash account is given.  Select by Vendor to void a check for a particular invoice because you were not suppose to pay it.  If you recorded the payments twice select by cash account  to void a span of checks.


INCORRECT ACCOUNT ON PAID INVOICE

Sometimes an erroneous invoice is entered and paid before anyone realizes that it was entered incorrectly the first time.  The invoice is gone from the A/P subsidiary ledger so it is not an open item error.  Instead it is an account distribution error that can be corrected in the general ledger.

FORGOT TO INCLUDE SOMETHING ON AN INVOICE

If an item is missing from an invoice the user has two ways to correct the error.  A credit memo can be recorded or an additional invoice can be entered.

Bank Reconciliation

A bank reconciliation has two components: What the computer has on its record and what the bank statement has included.  When the user records a cash receipt it is placed in the bank reconciliation by recording the deposit.  When a check is written it is placed in the bank reconciliation.   Record any bank charges in A/P-Checks-Enter Bank Transactions.  The basic idea is to check off the items in the computer list that appear in the bank statement.  Any difference should be investigated.

1. Select A/P Module---Checks

2. Print out the Bank Transaction Report and Bank Deposit Report to make sure all transactions are listed.

3. Select Reconcile Checking Account

4. Enter Statement date 

5. Enter Reconciliation date.

6. Enter ending Cash Balance from bank statement.

6.
Check the cleared box for all items(Cash deposits, checks) included on the bank statement.  You can choose the select all button and then click on the items that are outstanding.  Another way is to highlight the line and press enter to place a X in the cleared box.

7.
Clear based on the dollar amount not the check #.

8.
Enter any bank charges as a journal entry.

End of Month

MAKE AN ARCHIVAL DISK!!

After making an archival disk each module must be closed.  It doesn't matter whether you close A/R or A/P first.  It just needs to be done before the General Ledger.  All the modules must be closed or you will have different dates for your transactions.  If you forget to close one of the modules then close the General Ledger you will need to restore the archival disk and perform the closing process again.  The following are the steps to close the month.

Close A/R

1.
Select A/R - Close

2.
Select Close Current Month.

3.
"Closing the month" note, Select OK.

4.
Confirm the closing by typing the month:   September

Close A/P

1.
Select A/P - Close

2.
Select Close Current Month.

3.
"Closing the month" note, Select OK.

4.
Confirm the closing by typing the month:   September

Close General Ledger 

1. Close the month for General Ledger

2. Do not worry about the Audit Trail Printout.  As long as you have printed out the General Ledger you have all you need.
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Figure 5.5


Cash Accounts--
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Figure 5.6


Select Form Screen
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Screen 5.7


Check Select Form
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Screen 5.8


Add Vendor Screen-


Sample Company





Screen 5. 9:


Other button screen
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Screen 5.10


Vendor List Screen print
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