Qube Accounting C,

About this Book

The Accounting with Qube User Guide provides information
about the Qube Accounting, General Ledger, Accounts Receivable,
Accounts Payable, and Sales Commissions modules. This book in-
cludes such topics as General Ledger Calendar, Inventory Standard
Costs, GL Key Accounts, Chart of Accounts, Budgeting, Trouble-
shooting The GL, Invoice & Credit Memos, Cash Receipt Transac-
tions, Payment Transactions, and Managing Commissions.

Use this book as a general reference book.

The Accounting with QubeUser Guideispart of al4-volume set.
The other books in the set are:

Genera Information User Guide
System Administration User Guide
Inventory Management User Guide
Production Scheduling and Bills of Material User Guide
Sales Order Management User Guide
Purchasing Management User Guide
Accounting with Dynamics User Guide
Job Costing User Guide

Order Configuration User Guide
Global Commerce User Guide
Implementation Workbook

Qube Sample Reports Book
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Overview

This user guide contains the following topics:

General Ledger Calendar
GL Account Structure Setup
Inventory Standard Costs
GL Key Accounts

Chart of Accounts
Budgeting

Journal Entries

Period Closings

General Ledger Reports
Troubleshooting The GL
Invoicing Functions

Invoice & Credit Memos
Cash Receipt Transactions
AR Adjustments
Miscellaneous AR Functions
Sales Reports

Receivables Reports
Payables Functions

Draft Payment Functions
Payment Transactions
Miscellaneous Payables Functions
Set Up Issues

Managing Commissions
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General Ledger Functions
The General L edger functions are accessed by selecting <GENER-
AL LEDGER> from the M AIN menu. Thiswill cause a new func-
tions window to appear on your screen labeled General L edger
Functions. From this window you can select al of the following
general ledger activities.
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General Ledger Calendar

I General Ledger

GL Set Up
Functions

General Ledger
Calendar

Fiscal Year
Begins On

Last Month-End
Closing

=[0= General Ledger Calendar [E==

Fizzal Year Begins On 01,0194
Last Month-End Closing 12/31/93
Current dccounting Period |1_
Period Clazing
Murnber Title Date
i |January IEII.-"SI.-"'EI4
2 [February |oz/28/94
z [March |o3/31/94
4 |April |04 /30094
5 [May [osezivae
& | June |06 /30,94
7 [ duly |o7iz1094
& |August |os/31/94
q | Septenber |09 420/94
10 |Dctober [1mrz1/94
11 |Hovember [ 11730094
12|December I 12 #/31/94
13 | Jarwuary | CRYEREES]

Use thiswindow to define your fiscal year and the posting periods
within it. You may change the values of any of these fields at any
time by clicking the <EDIT> button, but you should really only
make these changeswhen first setting up the datafile. Thereafter, the
window should be allowed to be updated by using the period closing
functions within this module.

This calendar does not appear for Dynamics users.

{Datefield, required} Enter the beginning date of the current fiscal
year in thisfield.

{Datefield, calculated, editable} Thisfield will be updated each
time you close amonth or year. If you are setting up the system for
the first time, you may enter the ending date of the previous period
to your fiscal year beginning date, or leave it blank.

GL-2
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Current
Accounting
Period

Title

Closing Date

Periods 13 & 14

{Numeric, calculated, editable, 1-13} Y ou may enter the current ac-
counting period (1-13) inthisfield. Thisperiod will be based on your
fiscal year beginning. In other words, if you begin your fiscal year
on April 1, April of the current year will be Period 1. Thiswould be
set up in the Period Number section below, and then you would en-
ter the period you are currently in the Current Accounting Period
field. For example, if you had set April up as period one, and you are
currently working in June, you would enter 3 inthisfield. The
number in thisfield will be updated every time you close a month.

Note: Thesystem only knowstheaccounting period by thisnum-
ber. It isvery important that you get thisright or your general
ledger postingswill post to the wrong periods.

Period Number Fields

{Text} Enter the name of each month in these fields. They will be
based on your fiscal year beginning. In other words, if you begin
your fiscal year on April 1, April of the current year will be Period 1.

{Date} Thisisthe ending date of each month.

Qube ERP™ provides the ability to post to 14 accounting periods.
The current accounting period can be 1 through 13; period 14 cannot
be the current accounting period. Periods 13 and 14 are holding pe-
riods that allow you extratime at the end of the fiscal year to close
out the year. When the fiscal year isclosed, journa entries posted to
period 13 will become period 1 of the new fiscal year. Those posted
to period 14 will become period 2-12 of the new fiscal year. Since
Qubeawaysasksif you want to post to the current period or the next
period, you can post to period 14 by selecting next period whilein
period 13. If you are posting a voided check, Qube ERP™ will not
let you post to Period 14 unlessyou usethe Reassign Jour nal Entry
Period Posted GL utility to reset the period posted to (see “ Distrib-
uting Journal Entry Postings Past 14 Periods’ on page GL-5).

General Ledger Calendar
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GL Calendar and
Posting

GL Calendar and
Financial
Statements

GL Calendar and
Reports

Current vs.
Previous Years in
Posted
Transactions

At any time, it is possible to post to the current accounting period or
to the next accounting period; e.g., periods 1 or 2, periods 13 or 14,
etc. The period to which ajournal entry isposted is set asthe current
period or the next period as determined by the current setting in the
GL caendar at the time the transaction was posted.

Thefinancia statements print based on aperiod nhumber. Thetitle of
the period (how it islabeled at the top of the financial statement)
comesfrom the GL Calendar record. Thereisonly one GL Calendar
Record (not one for each year). To avoid problems, you should con-
sult with your support source if you wish to change your fiscal year.
If you change the calendar for the current year and print statements
for the prior year, the statement title will reflect thetitle of the select-
ed period number asit currently appears on the GL calendar, not as
it used to be in the prior fiscal year.

Many production, job cost and accounting reports|et you print trans-
actions posted in a select period range from the current fiscal year.

When ajournal entry was posted to the current year, the Y ear por-
tion of the To Period/Y ear field will remain empty.Thisisan exam-
ple of ajourna entry posted to period 2 of the current fiscal year.

Journal Murnber Type Fosted?  To Period/Year Date
I Qz009 ISFlLE IVES 2/ I 0124 /97
Account Code E Description Debit Credit
1200-000/00__||Pasting Inwoices 01724797 [ ieews.o0 |
1200-000 /00 Posting lnuoices 01/24,/97 19,976, 00

ity
19,976.00

When ajournal entry was posted to apreviousyear, the Y ear portion
of the To Period/Year field will reflect this by inserting negative
numbers, beginning with - 1 for the most recent year. Thisisan
example of ajournal entry posted in period 2 of the prior fiscal year.

4000—-000 /00 Posting lrvoices 01/24/97

EE=————— General Ledger Journal Entries EEFE|

Journal Mumber Type Fosted?  To Period/Year Date

I Q0002 I SALE I WES z /- I 02/03,/95
Aecount Code@ Description Debit Credit

=T ==

1200-000/00__[Posting Invoices FEB 8 92 | 7177.50 |

1200-000/00 Posting Invoices FEB & 92 7, 177.50 o
4000-000 /00 Posting Irwoices FEE 2 92 7,177.50

GL-4
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Distributing The system allows you to post to up to 24 different periods. This pro-
Journal Entry vides away to hold a previous year open until tax returns are filed,
Postings Past 14 or other reasons. For example, you may be into 1998, and till have
Periods 1997 open. Y ou would want to be sure that while 1997 is till open,

all 1998 transactions are posted to the proper periods.

* To make sure journal entries are distributed
properly past the current 12 periods

1. Post all transactions to period 14, making sure
all transactions are posted within the month
which corresponds to the period in which they
should be posted.

In other words, if you have transactions to post to period 3, the
date of the posting must be in March, if you are on a calendar
year.

2. Then, after closing the “current” (really, last)
year, you would run the <ASIGN JE POSTED
PERIOD> utility which is found under GL Utilities
in the System Administration module, and is
accessed with this selection:

GL Utilities
Assign JE Period Posted

Thiswill display the following window, which will alow youto
distribute previously posted journa entriesinto the proper peri-
ods, based on the months they were posted in. After clicking
<BEGIN>, enter the data ranges you wish to redistribute. These
may be journal entry numbers, date ranges, or period ranges. If
you are using the utility as described here, to repost al of the
journal entriesfor the current fiscal year, it isbest to enter adate
range from the beginning to the end of the current fiscal year.
Thiswill ensure that you incorporate all journal entries for the

General Ledger Calendar GL-5
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current year in the routine. For more information about this util-
ity, see “Assign JE Period Posted” on page SYS-169.

=[0= Re-Assign Journal Entry Period Posted

Beqinning Journal Entry Mumnber

Ending Journal Entry Murnber

Eeqinning Crate I

Ending Crate

Utility
Functions

GL Utilities -> I_
Assign JE Ending Period a
Period
Posted

Beqinning Period {current fiscal year} I 0

‘ Edit to Show Posting Period As.... I 1 ‘

3. Once you have run this utility, it is necessary to
run the REPOST GL FROM JES utility to repost each
period.

GL Utilities
Assign JE Period Posted

Repost GL from JEs

Thiswill recalculate the General Ledger totals for each period.

Caution: Aswith all system utilities, these should not be run
without proper guidance from QCI Tech Support.

GL-6 General Ledger Calendar
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GL Account Structure Setup

General Ledger
Account Types

I General Ledger

GL Set Up
Functions

Account Types

GL Account Type
Code

[0 = General Ledger Account Types =——=9=H
GL Account TUPE ..o, | xa
Descriphion. ..o |Elper*ating Expenses

Cl This account type iz normally CREDRIT
@ Thig account type iz normally DEEIT

(®) This account type iz normally used in INCOME ST ATEMENT
() Thiz account type iz normally used in B4LANCE SHEET

[ Frint Cost of Goods Sold + Gross Profit after the last account of this account type
|_ Frint Met Sales after accounts in this account type
|_ Lo mot print a subtotal for this account type.

{Detail Incorne Staternents Only}

|_ Include accounts in this account type when computing Cost of Goods Sold.
|_ Include accounts in thizs account type when computing Met Sales.

EY RN B =Tl

Thiswindow is used to enter general ledger account types. The sys-
tem includes some default GL type codes, but you may change these
and/or add new onesasyouwish. Notethat you must tell the system
whether each type of account istypicaly used in the income state-
ment or balance sheet and whether it typically carriesacredit or deb-
it value. Without correct answers to these questions, Qube ERP™
cannot prepare your financial statements properly.

TheGeneral Ledger Account Typeswindow allowsyoutoinclude
debit accounts (e.g., sales adjustments) in the total revenue. This
window also permits you to print cost of net sales, goods sold, and
grossprofit at sel ected positions on the statements. In addition, Qube
ERP™ relies on the account type attributes when determining which
accounts to include in cost of goods sold.

{All Caps, Required, Unique} Thisisthe codewhichwill beentered
in chart of account records and used to reference the specific charac-
teristics of the account type shown on the account types window. If
you are NOT going to use Qubeto preparefinancia statements, you
can use numbers; otherwise, make sure that you use letter codes.

GL Account Structure Setup
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Description

Credit or Debit?

Income Statement
or Balance
Sheet?

Printing Options

Compute Cost of
Goods Sold or
Net Sales?

Note: In determining the account type codes, you should consid-
er how you want your financial statementsprepared when using
Qube ERP™ Accounting. The Qube ERP™ Accounting state-
ments use the alphabetical ranking of these codesin organizing
the presentation of the financial statements. For example, usual-
ly assets are presented beforeliabilities on the balance sheet.
Therefore, the default codes given to all asset types codes begin
with “A”, whiletheliability typesbegin with“L”. If thiswerere-
versed, theliabilitieswould appear first on your statement.

{Text field, required} Enter the description of each account typein
this field. These descriptions might be “ Fixed Assets,” “Operating
Expenses,” “ Current Assets,” etc.

{Radio buttons} Select the CREDIT or the DEBIT button, depending
on the type of balance the account type normally carries. Account
balances are normally classified like so:

Debit Accounts: expenses and assets

Credit Accounts:. income and liabilities
{Radio buttons} Select the INCOME STATEMENT or the BAL-
ANCE SHEET button, depending on whether the account isnormally
carried on the balance sheet or income statement.
{Checkboxes} Y ou may select one or more print options:
[T FPrint Cost of Goods Sold + Gross Frofit after the last account of this account type
[ Print Met Sales after accounts in this account type

Do not print a subtotal for this account type.
{Detail Income Staternents Only}

{Checkboxes} Y ou may select one or both computation options:

[T Include accounts in thiz aceount type when corputing Cost of Goods Sold.
|- Inzlude azzounts in this account type when cormputing Net Sales.

GL-8
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Cost Center
Codes

' General Ledger

GL Set Up
Functions

Cost Center
Codes

=0=— General Ledger Cost Center Codes =SF=—]

Cozt Center Code |2E'

Description |Supp|:ur't Department

HOTE

If you CHANGE an existing cost center code which is part of
existing general ledger account codes and which has been
referenced in other transactions, the system must find all of
those transactions and reflect your change. This may involve
thousands of records and may take a very long time.

K 4]p M| E]< (@]

If youareusing Cost Center Codesinyour GL Chart of Accounts,
itisuseful to set them up in Qube ERP™ so that you can more easily

maintain them. This window is where you do so.

When using Qube ERP™ Accounting, these codes are two digits

long and are applied to the last two digits of account number,

rated by aforward slash:

Sepa-

Code is two digits at [EF=—==== cnart of Accounts - Current Year Period Totals

E=

end of account —»‘

CodeE«.SDDD—DD@ [cost of Sales - nMaterials, Support Dept
Type ﬂSC Cost of Sales

Order ISDDDDDD2D Used in Income Stmt Mormally DR balance

When using Great Plains Accounting or Dynamics, the cost center
codes should bethree digitslong and are applied to the second group

of digitsin the account number, separated by a dash:

Code is three digits

SIM=————— Chart of Accounts - Current Year Period Totals

]
i

in middle of account

odegﬂf2DD)SDDD—DDD ICost of Sales — Haterials, Support Dept
Tgpe@ SC Cozt of Sales
Order [S000000200  Used in [ncome Stmt MNormally OF  balance

By defining cost center codesin your chart of account structure, you
may print Department Expense Reports on the various depart-
ments. These reports are accessed through the General Ledger Re-

ports window:

|§DE General Ledger Reports =———
Statements Dept Expenze Report - Detail
Statements Dept Expense Report - Summary

GL Account Structure Setup
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Inventory Standard Costs

[I==———— Inventony Standard Costs =————"Iv=—

Itern Code | 0002
Table Leg Muts
Std Costs Updated on IDS.#D 1/97 By S Database User
Itern Type FAH P Purchased X sctive
General Ledger Current Standard
Unit Costs Unit Costs
GL Set Up
Functions Material k3 0. 15000 $| 0. 20000
Inventory Freight In + 0. 00000 $| 0. 00000
Standard Costs
Overhead as & Material % 0. 13000 % 0. 20000
Outwork % 0. 00000 $| 0. 0oooo
Labar + 0. 00000 $| 0. 00000
Owerhead as % Labor 7 0. 00000 7 000000
Total Unit Cost + 0. 20000 % 0. 40000
Owerhead applied to Material = 100,000 % 100.000 &
Owerhead applied to Labor = 0.000% 0000 &
Print

J editan |

|g? Update Unposted Transactionsl |§? Edit Zero Standard Cost Purchased Itemsl

@K alpH]s] (¢ Edit Standard Over head Rates |

Qube ERP™ uses a standard cost basis (sometimes referred to as
“fixed” standard costs) for inventory evaluation. There are several
important points to remember when dealing with standard costs:

1. Under standard cost accounting, all inventory
transactions are posted at standard.

All inventory postings are based on the standard cost rate which
is set by management and based on established goals and crite-
ria. Actual costs are used to cal culate variance accounts, but
otherwise do not impact inventory evaluations. As purchases are
made throughout the year, management can determine whether
its goals are being met by monitoring the Purchase Price Vari-
ance account, which is the difference between this standard
cost and the actual cost of the purchase.

GL-10 Inventory Standard Costs
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Inventory
Postings Using
Standard Costs

2. Standard costs remain fixed until manually
edited.

Thisistruefor al items; those which are established inventory
items, and those which are newly procured.

3. Therefore standard costs must be rigorously
maintained or else your inventory values will be
wrong.

4. Standard costs may be accessed and main-
tained through the Inventory Standard Costs
window, shown above, or through the Recon-
struct BOMs window.

Unless someone intentionally goes to the Standard Costs or
Reconstruct BOM s window and sets them, they will not
change. This can be problematic in the case of new items being
procured. Why? Because when an item isfirst purchased, its
standard cost will be zero until someone specifically setsthe
new standard cost. Using the costs changed by purchases func-
tion to automatically set costs at purchase or setting current
costs manually only sets current costs. Unless the | nventory
Standard Costs or Reconstruct BOM s window is employed
for these new items, all inventory postings will be zero.

The following example will show how standard costs impact inven-
tory postings. Assume 1000 of item 0002, displayed in the window
above, are purchased at the Actual Unit Cost of 0.15, but they carry
aStandard Unit Cost of 0.20. The GL posting would look like this:

Debit Credit
Inventory $200.00
Accounts Payable $150.00
Purchase Price Variance $50.00

Because the purchase price variance account is an expense account,
it carries adebit balance. Therefore the credit of $50.00 representsa
reduction in this account balance. From a purchasing standpoint this

Inventory Standard Costs
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isgood; it means that the purchasing representative has purchased
these goods for less than management has established as a purchas-
ing goal.

Note, however, that it might also indicate that management has over-
estimated the cost of thisitem, and therefore overestimated the value

of inventory.
The Impact of Now assume that you are procuring the above item for thefirst time.
Zero Standard The purchase price could be reflected from the current cost in the
Costs Item Master File Card #1, or it could be derived from the first PO.

Either way, the current cost would be established, but the standard
cost would not. The window would then look like this:

EO=———— Inventory Standard Costs =——=

Itern Code | 0002
Toble Leg Huts

General Ledger

5td Costs Updated on IDS.-"DL-"Q? By S Database User
GL Set Up Itern Type FAH P Furchased X ective
Functions
Inventory Current Standard
Standard Costs Unit Costs Unit Costs
Material % 0. 13000 $| 0. aoooo
Freight In % 0. 00000 $| 0. 0ooao
Overhead as ‘% Material % 0. 15000 + 0. 00000
Outwark k3 0. 00000 $| 0. aoooo
Labor + 0. 00000 $| 0. 00000
Overhead as % Labor § 0.00000 F 0. 00000
Total Unit Cost % 0.30000 % 0. 0aoao
Owerhead applied to Material = 100.000% 100,000 &
Overhead applied to Labor = 0.000% 0000 &

Print
F Editan I

|§? Update Unposted Transactionsl |g? Edit Zero Standard Cost Purchased Itemsl

K] alrp]a] [7 Edit Standard Over head Rates |
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Establishing
Standard Costs

Review Standard
Costs Before
Posting Inventory
Transactions

Impact of
Changing
Standard Costs

The posting for the purchasing transaction shown before would look
like this, if the standard cost had not been adjusted:

Debit Credit
Inventory 0
Accounts Payable $150.00

Purchase Price Variance $150.00

Why?Becauseall inventory accounts are posted at standard cost, the
posting to thisinventory account would be 0, because thisitem has
a0 standard cost. Accounts payableis still credited the $150.00 you
have agreed to pay the vendor, and the difference is posted to pur-
chase price variance. In this case, because the purchased cost is
greater than the standard cost, the PPV account is debited.

For the reasons stated above, standard costs must be carefully mon-
itored, even from the start. If you have not yet had an opportunity to
establish them, or don’t really know whereto begin, it might bewise
to set them to equal your current cost. Then, over time, as you pur-
chaseitemsyouwill be ableto monitor cost trends by monitoring the
PPV account. Thisisan easy and quick way of deriving benefits
from standard costs.

Before posting inventory transactions, standard costs should always
be reviewed to determineif new items have been procured since the
last time standard costs were set. If they have, their postings would
be as reflected above unless their standard costs have been set.
Again, setting standard costs is always a manual, and never an au-
tomatic, transaction.

When you change standard costs, you are changing the basis on
which your inventory is valued. This can cause significant changes
in the total net worth of your company as portrayed on the balance
sheet. It can also cause the value of your inventory to beinconsistent
with the value reflected on the balance sheet. Therefore, careful con-

Inventory Standard Costs
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sideration of the process must be taken prior to conducting any pro-
cedure which may change your standard costs.

Normally, you should change standard costs of items in unposted
transactions, asthey will not have been entered into inventory in the
general ledger until the transactions have been posted. Therefore,
you should always review standard costs prior to posting inventory
transactions and then run the <UPDATE UNPOSTED TRANSAC-
TIONS> procedureonthelnventory Standard Costswindow. This
way, al inventory transactionswill be posted at the most recent stan-
dard cost value, and your inventory postings will be more accurate.

However, if you cause the standard costs of items already in inven-
tory to be changed you are changing the value of inventory which
has already been transacted into stock, and if you are not careful, you
can do so without any audit trail or visibility at all. Thiswill make
auditing your inventory values impossible. Procedures which can
cause these types of conditions are rolling up standard costs in your
bills of material, editing all standard costs, changing standard costs
of asingle purchased part, and choosing to roll it up into items al-
ready on the shelf, utilizing BOM effectivity dates, etc.

In order to reduce the chances of impacting inventory costs without
an audit trail, you should follow this procedure whenever updating
standard costs which can impact existing inventory.

* To maintain audit trails when changing
standard costs.

1. Print areport of all inventory items at standard
costs.

These reports can be found in the Inventory Reports window, or
can be printed by clicking <PRINT> on the | nventory Stan-
dard Costs window. Once this report is printed, you should
complete steps 3 and 4 before allowing any further inventory
transactions to be processed.

GL-14
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Using the
Inventory
Standard Costs
Window

2.

Run the UPDATE procedure.

This can be <EDIT ALL>, <EDIT ZERO STANDARD COST
PURCHASED ITEMS>, <EDIT STANDARD OVERHEAD
RATES>, or any bill of material rollup procedure which impacts
standard costs.

Allow the system to UPDATE UNPOSTED TRANSAC-
TIONS

If you don't do it now, make sureit gets done later. The function
will automatically reconstruct the bills of material.

Rerun the inventory report which you ran in step
#1.

Compare the two reports to see the difference in your inventory
values.

Create a manual journal entry reflecting the dif-
ference in your inventory accounts.

This way the cost change will be reflected in the GL. The post-
ing accounts should be inventory and inventory adjustments.

Continue working. The new standard costs will
now be reflected in all subsequent transactions.

Commands Bar
Use the Commands Bar to scroll through the various inventory
items you wish to view and edit.

ARG

Y ou may find and scroll on Item Code, Description, or Item Type.

There are several stepsinvolved in maintaining standard costs. Note
on the Inventory Standard Costs window that there are two cost
columns: the Current Unit Costs column which is accessed and
maintained from the Item M aster File, Card #1, and the Standard

Inventory Standard Costs
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Edit

Unit Costs column, which is accessed only through this window.
Only the standard costs are maintained through this window.

{Command button} Click the <EDIT> button to change the standard
cost of any purchased item. The costs of any fabricated item are
changed by editing their components and rolling up their bills of ma-
terial.

When you click the <EDIT> button and are on afabricated item, the
following message will appear. Y ou should click the <NO> button
unless you have read and understand the section, “Impact of Chang-
ing Standard Costs’ on page GL-13.

f Std costs depend on BOM values & can't be edited. Roll up from
B.0.M.?

[ ~o ) [ ves )

When you click the <EDIT> button and are on a purchased item, the
standard cost will automatically be changed to reflect the current
cost of theitem. Y ou may accept this default and ssimply click the
<SAVE> hutton, or you may edit thevalueto any cost you like. If you
changethe cost of an item which appearsin other items' shills of ma-
terial the following message will be displayed.

f Item Cost changed. Update all other Bills of Materials, NOLI?

([ no ) wves

Note: It isalwaysagood ideato click the <NO> button. For in-
formation about rolling up bills of material and how to manage
standard costs, see “Reconstruct BOMS” on page BOM-35 and
“Impact of Changing Standard Costs’ on page GL-13.

GL-16
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Print

Edit All

{Button} Click <PRINT> to print out alist of inventory itemsreflect-
ing the current and standard costs of all your items. When you click
on this button, the box to the left of it displays the following:

FPrint only items showing £ero standard Costs? YES
Print fActive termns? YES

Print Inactive Iterns? INEI

Print only items showing zero standard costs?
Entering YES inthisfield causes only those items with zero stan-
dard coststo print. Y ou normally choose this option when reviewing
newly purchased items. Entering NO causes al itemsto print re-
gardless of whether they have standard costs or not. Thisisthe op-
tion chosen when conducting your annual standard cost review.

Print Active Items?
Entering YES inthisfield will cause active items to be included.

Print Inactive ltems?
Entering YES inthisfield will causeinactive itemsto be included.

Utilizing this report provides an easy way to find out which items
need to have standard costs set, and which do not. It can also provide
you with atotal value of your inventory at standard and current costs.

{Button} Thisfunctionwill edit all standard coststo reflect thevalue
of the current cost in each item, whether or not the item has a zero
standard cost. Thisisthe routine you would use to reset standard
costs annually or semiannually.

Note: Thisisavery significant process and should only be done
after very careful consideration. If you have modified your cur-
rent costsfor any itemswhich arein inventory and run thispro-
cedure, you will changethevalue of all inventory in stock which
isimpacted by these changes.

Inventory Standard Costs
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*To Edit All standard costs

1.

Update all current costs to reflect the new stan-
dard costs.

Go through each item in the item master file and determine the
new standard cost. Enter thisinto the current cost field of the
item. This can be arather involved process, and can take a
while. You should complete this task before moving to step #2.

Print a report of all inventory items at standard
costs.

These reports can be found in the I nventory Reports window,
or can be printed by clicking the <PRINT> button on the I nven-
tory Standard Costs window. Once this report is printed, you
should complete steps 3 and 4 before alowing any further
inventory transactions to be processed.

Click <EDIT ALL>.

Thiswill adjust all standard costs to the current costsin the
Item Master File, Card #1.

Allow the system to UPDATE UNPOSTED TRANSAC-
TIONS.

If you don't do it now, make sureit gets done later. The function
will automatically reconstruct the bills of material.

Rerun the inventory report which you ran in step
#2.

Compare the two reports to see the difference in your inventory
values.

Create a manual journal entry reflecting the dif-
ference in your inventory accounts.

Thisway the cost change will be reflected in the GL. The post-
ing accounts should be inventory and inventory adjustments.
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Update Unposted
Transactions

Edit Zero
Standard Cost
Purchased Items

7. Continue working. The new standard costs will
now be reflected in all subsequent transactions.

For moreinformation, see “Impact of Changing Standard Costs’ on
age GL-13.

{Button} Clicking this button will cause al unposted inventory
transactions to be updated to reflect the newly updated standard
costs. Whenever you run either of the updating procedures (<EDIT
ALL>, <EDIT ZERO STANDARD COST PURCHASED ITEMS>),
the system will automatically prompt you to do this function at the
end of the updating procedure with the following message:

Copy current Standard Costs into Unposted
Inventory & Payables Transactions?

If you click the <YES> button, you will not need to rerun the proce-
dure using this function. If you click the <NO> button, make sure
you run this procedure prior to posting any inventory transactions.

Note: Updating unposted inventory transactions does not carry
the sameimpact that rolling up BOMsdo. Any unposted trans-
actions will not impact inventory values until they have been
transacted; therefore the differencein value will only occur as
theseitems movein and out of inventory.

{Button} This procedure performsamini rollup and will change the
standard cost of all itemsreflecting a zero value to the value in the
current cost column. Thisisaquick way to make sure that al newly
purchased items have at least the current cost reflected as standard.

If you add new items and reference these new itemsin BOMs, Qube
ERP™ will copy the current cost into the standard cost for the RAW,
RES, and EXPitems, and then reflect these changesin any BOMsin
which they may be referenced. After updating each purchased item,

Inventory Standard Costs
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Qube ERP™ will reconstruct all BOMs so that these new standard
costs are reflected in al assemblies in which these items appear.
Once this procedure has updated all zero standard costs, it will dis-
play the following

Copy current Standard Costs into Unposted
Inventory & Payables Transactions?

If you select the <YES> button, the system will look into all unposted
inventory and payable transactions, and edit them so that they reflect
the new standard costs. Thisisavery important step. If you do not
havetimeto do all of thisat once, click the <NO> button, but remem-
ber to run this step later, before posting inventory to the GL. This
step may be run by itself, by clicking on the <EDIT ZERO STAN-
DARD COST PURCHASED ITEMS> button,

Important: If your company purchases many new items, you

:} should alwaysrun this procedure prior to posting inventory
transactions.

For moreinformation, see “Impact of Changing Standard Costs’ on
page GL-13.
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GL Key Accounts

General Ledger

GL Set Up
Functions

GL Key
Accounts

Purpose of the
Window

How Do Key
Accounts Work?

General Ledger Key Accounts ===————m=15

Which Account
Each of Theze Accounts Must Be In Code Wil ou
'four Chart of Accounts Use for Each?

thiz tupe of account will be.. .
A/F Discounts Taken ISSBD—DUD,-"DD Indented BOM Actiwve |tems at Current
A/P Discounts Taken 6520-000 /00 A/P Discounts Taken 4
Accounts Pogable - Trode 2000-#+ /00 Accounts Pogable - Trade
Accounts Receivable- Trade 1200k fobok Accounts Receivable — Trade
Billed Freight-Common Carrier 4800-000/00 Revenue - Billed Freight
Billed Freight-Company Truck 4800-000/00 Revenus - Billed Freight
Checking Account #1 1000-000 /00 Bark of America
Checking Account #2 1000- 100,00 Fagroll Bank Account
Checking Account #3 1000-200 /00 Funds are held in Francs
Checking Account #4 1000-300,/00 Furnds are held in Pasettas
Checking Account #5 1000-400 /00 Mo More Checking Accts Set Up Vet
Checking Account #5 1000-500,/00 Mo More Checking Accts Set Up Vet
Cost of Salas - Freight S000-300,/00 Cost of Sales - Freight
Cost of Sales — Labor S000-100 /00 Cost of Sales — Labor
Cost of Sales - Materials S000=-000 /00 Cost of Sales - Materials
Cost of Sales - Misc. S000-400 /00 Cost of Sales - Hisc.
Cost of Sales - Subcontractor S000-200/00 Cost of Sales - Subcontractors
Customer Deposits 2300-000,/00 Customer Deposits
Deferred |ncoms 23500-000 /00 Deferred |ncome

The GL Account selected when Posting

[&]

When you receive your Qube ERP™ datafile, all of the basic gen-
eral ledger accounts required to operate the system are already in-
cluded in your datafile. These are given internal account numbers
which areinvisible to the user. The GL Key Accountswindow is
used to manage these internal accounts.

If you wish to change any of the predefined accounts, you may do
so in the Chart of Accountswindow. If you do, you may have to
edit the GL Key Accounts so transactions will post properly.

Visualize the old-style telephone switchboard. When you would
call acentral exchange, the operator would pull a cord out of aslot
and plug it into one of several holesin the top of the board. In this
way, she was routing your call.

The GL Key Accountswindow worksin much the same way.
When you post transactionsthat point to theseinternal accounts, the
system “brings’ the transaction to the left side of thiswindow. To
complete the transaction, you need to “ close the circuit,” so the sys-
tem knows to which account to post these transactions. Y ou enter
those accounts in the middle column, and that “compl etes the cir-
cuit,” causing the transactionsto post to the accounts you designate.

GL Key Accounts
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Call out the distribution

In some cases, you will not need these pointers, as distribution ac-
counts may be directly called out. The Vendor I nvoice Itemswin-
dow is a perfect example of this. Here, you may call out the exact
distribution account you wish to debit, right on theinvoicerecord it-
self:

account here

Purchase price

variance for this
transaction

EN] Uendor Invoice 1tems EEEE
MORIND HMorris Industries | VIGD131
Itern @ G/L dceount @ Quantity Unit CoztLnit Extension
0001 1400-000/00 | 10. 111 280.57900 [ER || 2836.93
oocd > 1400-000 /00 10,111 280.57300 EA 2,836.93 |5 ¢
30092 1400-000 00 200111 7711500 MG 1,5950.86 [
ooo1 1400-000 /00 2011 280.57200 EA £,448 .48
]
Inwentory — Raw HMaterials 12,8326 27
™ This item is taxable Currency of Issue FR Francs
If Charged to a specific job, Horme Currency Unit Cost S0.30012
Enter Sales-Order Line # | 19212 = Standard Unit Cost 150. 50000
ARA Comparny Unit Purchase Price Yariance 130. 07300
Toble Leg Bolis Total Purchaze Price Variance . 1,215.23
Motes |Description of 0001 ]
]
|MI K I q I [ I M Ie‘}lﬁl | Header ﬁ ltems n Pauments [_
=

In some cases, however, no distribution account is displayed to des-
ignate. Examples of these accounts are apparent on this same win-
dow. For example, there will be a purchase price variance posting
which needs to be applied with this transaction. Thisfield isdis-
played in the lower right corner of the window shown above.

Which account number should the system apply this purchase price
variance to? We could have chosen this for you, but that would not
seem to be avery good solution. A better oneisto let you determine
thisyourself. Thisiswherethe GL K ey Accountswindow comesin.
It provides an areafor you to set up these important links between
your GL account structure and the transactions which need to be
posted to it.
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Setting Up Key
Accounts

Wild Cards (*) in
Account Numbers

*To set up GL Key Accounts

1. Your first step must be to set up the accounts to
which you wish to post.

If accounts don't exist, the system cannot post to them. They
must be established in the Chart of Accountswindow.

2. Next you need to tell the system what account
numbers you want to use for those accounts
listed as Key Accounts.

The default account codes provided can be changed to any
value you wish.

3. Click on the <EDIT> button and enter the
account numbers you wish to edit.

You must do this before beginning to use any other functions of
the system. If you later change your account structure, you must
tell the system that you have changed the number used to refer-
ence each of these key accounts. If you do not, the system may
calculate your account balances incorrectly.

4. After entering the proper account numbers,
click <SAVE>.

Some accounts require that you enter the complete code in the key
accounts list. The six checking accounts are examples of this. Qube
accounting may also have other accounts that show asterisks (*) in
portions of the account shown in the list. These asterisks are wild
cardswhich indicate that some information will be looked up by the
system from master file or transaction records. These are the subac-
counts and department accounts referred to in the GL Chart of Ac-
counts section later in this section. Note that Dynamics users must
NOT have asterisksin key accounts or the Chart of Accounts.

For example, the system determinesthe correct A/Pand A/R account
for each posting based on a combination of the main accountsin the
Key Accountsplusthe GL sub account shownin the selected vendor

GL Key Accounts

GL-23



General Ledger C,

or customer record (e.g., 2000-{ GL Sub from vendor or customer
record}/00. For the sales accounts, both the sub account and depart-
ment codes will be read from the invoice record and therefore must
remain as asterisks on the key accounts screen.

For more information, see “ General L edger Account Code Struc-
ture” on page Gl -43.

Caution: Whileyou may post to any sub account or department
account you wish, the system will ook for a“generic” account
first; that istheaccount with the AAAA- 000/ 00 structure (O-
000- AAAA- 000 for Great Plains-linked systems). Therefore
theaccount which you will need to enter intothesefieldsmust be
themain account, and themain account must be shown asabove,
with all zeros except for the AAAA section. If you do not have
thismain account asshown in thedatafile, or try to enter anoth-
er main account in the Key Accountswindow, you will get GL
Key Accountserror, which lookslike this:

Freight Expense 6520-000/00 Freight Expense
Gain <Loss> on Currency 4006-000/00 Error:
Income Summary 9999k Income Summary

After you have edited the key accounts screen and edited your chart
of accounts to make sure the account codes you do use match the
ones you said you will use on the key accounts screen, select
<PRINT> from the File menu. The system will print each key ac-
count record and look up the corresponding record in your chart of
accounts. If it does not find a record matching the code you entered,
it will display an error message. Even if it does find a match, you
should compare the description of the general ledger account with
that of the key account to make sure they describe the same things.
They need not beidentical in description.
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Key Accounts
Defined

A/P Discounts
Taken

Accounts
Payable - Trade

GL Sub Account for
Accounts Payable

Accounts
Receivable -Trade

Thefollowingisalist of the accounts which appear on thiswindow.
Each description outlines the most important aspects of each key ac-
count, along with its basic properties (DR or CR, etc.) and whether
or not it pertainsto external accounting systems or Qube ERP™ Ac-
counting only.

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} This account is posted to when you issue cash payments to
vendor invoices for |ess than the amount due. The Cash Disburse-
mentswindow providesaDiscount field. The amount showninthis
field will be posted to this account when the cash disbursement is
posted.

{Balance Sheet, CR balance, Qube ERP™ Accounting and GPA}
Whenever aVendor I nvoiceis posted, the credit account will bethe
account shown in thiskey account. The account posted to will bethe
main account as shown in this window, combined with the sub ac-
count from the Vendor Information window.

EO=—————— Uendor Information =——————[s=H5
Yendor Cnde@' ACME B us.a. P active
Send PO's To Acme Supply Company
Address 98765 Olive Avenue Stock Location] |
City Sacramento
State [ce Zip Code 96547 Country|
Phane S16-555- 4444 Fax [o16-666-5555 |
First Hame [Heten Last Mame Hendersan
Open PO's 18,586.67 Taxpayer |.D.
¥TD Purchases @,@@ Credit Limit §[@ Ship ¥ia [UPS
Balance Due  @,00 P G/L Sub-cct 686 | For Accounts Payable
Default G/L W Account # —

Miscellaneous Expense Default Lead Time—B Calendar Days
Tupe E FOB Point Sacramen o
Sales Tax Rate [5.006 % [ Send 1099 PaymentTerms | ®] |  tetfs |

{Balance Sheet, DR balance, Qube ERP™ Accounting and GPA}
Whenever a Customer Invoice is posted, the debit account will be
the account listed in this key account. This account will be com-

GL Key Accounts
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Dept Code for

prised of the main account as shown in thiswindow, along with a
department code from the Sales Order Header window,

Sales Order Header

Print

pate[ 017072000 | || shic To B 10004 Order [l 2073

fusih Company

gill To [l 10004
A Company

Accounts Receivable

SU b ACCOU nt for —.>Post A/R Genl Ledger Sub-Account [alala]

Accounts Receivable

Billed Freight -
Common Carrier

Los Angeles Los Angeies ICA
;) Zip Cads | 90009 90009 Country Code |54
[T {Cour User] Bob J n
Eob [Jehnson Call [213-555-6866 [ Hours Before Delivery
Credit Card # Shipping Leeation [ 100 Cases Shipped |0
Sales Rep @ Jd Acct Mgr@ JG Requested Ship Date | 01/20,/2000 Est. Freight |0.00
Fay Terms | 2.0% 10 DAYS Net 30 Last Shipped On UPS Zone
Het Day= |20 Discount Due| Shipment Terms | FFA wia| PS5
PO * Tog99a Change # change Date] |
Contrant # o P T Feoosit = &
Dept | Deposit= §
Sale Tyme P
Sale Type Bill of Lading

[l puerane Tuss Order Subtotal 54897
| Taxe ®4 000
| T soool aht 4z 4245

and a GL sub account from the Customer | nfor mation window.

O

D

Customer Financial Information

|Custumer Code [ 10028 [Rerymour & Flanigan |

—
S Price Default = Col 1
Ship Via

Ship Terms

Dlscountsl 0.00 I a I o I 0x

=
1

Currency

T
1 CREEMpL Irom aii 3aies axes

e

‘Yendor Code

o ———
Date Enfered | U7 /0171999

Open Orders ¥ 7,639.33
¥TD Sales ¥ 9,350.28
Ealance Due 3 0,795 14
Resale # 1

Last Ordered  01/25/2000

Last Invoiced 02 /03 /2000

Credit Limit  §] 100000
Date CR set 070171999
Pays Invaizes in days
e 44 dau

Orders Every =

Humnber of Orders &
First Ordered on 06 /2241000

merd Terme | %

Scheduling Prlorltylz_
=

IkBasu.

DRADIEEELR

{Income statement, CR balance, Qube ERP™ Accounting and
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Shipping & Handling

Billed Freight -
Company Truck

Checking
Accounts

Mac OS Windows

ctr

-+
+(E

GPA} The postingsto this account are derived from the Shipping &
Handling field in the Sales | nvoice window. Thisis arevenue ac-
count, and so will be posted as a credit.

Date Needed... m
Date Shipped... 12723796

Ship Terms... —
Ship Via...

Due Date.... |D1.-"22.-"9'r‘

Invaice Subtatal 1,554 .46

Wil 0.000 % Tax ¥1 0.00
0.000 % Tax ¥2 0.00

Pctiipping & Handling | 100 . 00

Invoice Total 1,654 .46

{Income statement, CR balance, Qube ERP™ Accounting and
GPA} This key account is posted to when you designate the Ship
Viafield inthe Invoice Header window as CO TRUCK. All other
freight postings are credited to the Billed Freight - Common Carrier
key account.

{Balance sheet, DR balance, Qube ERP™ Accounting and GPA}
The system will manage up to six different checking accounts. Make
sure your main checking account isset up as Checki ng Ac-
count #1, asthiswill be the default account which showsup in
the Cash Receipts and Cash Disbur sements windows.

A reference list exists which will display only the few GL accounts
which are flagged as checking accounts. When using the Cash Re-
ceipt and Cash Disbursement windows, enter the bank account field
and press <COMMAND -, (COMMA)/CONTROL - / (FORWARD
SLASH)>. Qube ERP™ automatically loads and displays the check-
ing accounts to make the bank selection easy. If the datafile hasthe

GL Key Accounts
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Cost of Sales -
Freight

Cost of Sales -
Labor

Cost of Sales -
Material

Global Commerce feature enabled, the currency code and plural
form of the associated currency will also be displayed in the list.

f=—————— Reference list =i—"————————_"10_71¢

Select a Checking Account:

1660-000,/00 Bank of America usa Dollars 1<+

1660-166,/608 Payroll Bank Account usa Dollars

16686 -200,/00 Funds are held in Francs FR Francs

1060 -300,/00 Funds held in Canadian Dollars CD C Dollars

1066-400,/08 Funds held in UK Pounds UK Pounds 3

Load[ 2@ . beginning at [+ Type[aLL , based on@® Code O Description

| Sort by Code I | Sort by Description I I% Reload ListI IX Cancel ” v 0K I F
al

The Checking Accountschoiceisalso displayed inthev7.34 version
of the reference list that offers user-selection ability:

O GL Accounts Group I O Currency Codes
O Ship Terms O Ship Yia O Tax Codes
O Pay Terms ® Checking Accounts

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Thiskey account provides no automatic postings. If you wish
to post freight expenses to this account, you must apply the charge
inthe GL Account field of the Vendor I nvoice |tems window.

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Thisaccount will be charged when you post Employee Time
Charges (see “Posting Labor Transactions’ on page GL-72). The
credit account will be Payroll Payable. For more information, see
“Posting Employee Time Charges’ on page GL-47.

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Thiskey account isused when posting inventory transactions
which have resulted from the shipment of product as a result of an
invoicing procedure. It may also be referenced when posting an in-
ventory transaction entered manually but which referencesaspecific
sales order-line number.

Ontheltem Master File, Card #1 window, thereisafield for a
Cost of Sales Subaccount. Thisisakey account used when posting
inventory transactions which have resulted from the shipment of
product as aresult of an invoicing procedure. It may also be refer-
enced when posting an inventory transaction entered manually but
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which references a specific sales order-line number. In 7.34 and ear-
lier versions, only one account number was affected. In version 7.35,
Qube ERP™ may post to different GL accounts, selecting the ac-
count by referencing the cost of sales reference in the item master
file. Therefore, aseries of material cost of sales accounts may be set

up, like this:
1151010 B Cost of Sales
S606-008,/08 Cost of Sales, Materials #1
Se06-016/08 Cost of Sales, Materials #2
S606-020/08 Cost of Sales, Materials #3
S606-038/08 Cost of Sales, Materials #4

Note that Qube ERP™ uses the second two characters of the subac-
count to distinguish between the different accounts rather than all
three characters of the subaccount string. It does this because many
sites use the first character of the subaccount string to denote other
types of cost of sales accounts, likethis:

SE8E -+ Cost of Sales

S866-000,/60 Cost of Sales, Materials #1
Sa0a-016/08 Cost of Sales, Materials #2
SaBa-020/08 Cost of Sales, Materials #3
SABA-030/08 Cost of Sales, Materials #4
SABE-166/08 Cost of Sales, Labor

5866 -200,/80 Cost of Sales, Subcontractors
5806 -300,/60 Cost of Sales, Freight
S086-406,/00 Cost of Sales, Misc.

By using only the second two characters of the subaccount, Qube
ERP™ preserves your current account structure.

To take advantage of this new capability, change the formatting of
the GL account referenced for use when posting to material cost of
sales. Below are before and after examples of the key account for-
matting, showing the difference when using both the 11-character

and 14-character account structure. Qube ERP™ will make this
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Cost of Sales -
Misc.

Cost of Sales -
Subcontractor

Customer
Deposits

change when you edit this account; it will force the new structure
when you tab out of the field.

|§D§ General Ledger Key Accounts

“Which Account
Each of These Accounts Must Be In Code Wil You The GL Account selected when Posting

Your Chart of Accounts Use for Each? this type of account will be....

Cost of Sales - Materials ] S000-000/00 Cost of Sales, Materials #1
‘Which Account

Each of These Accounts Must Be In Code Will You The GL Account selected when Posting

Your Chart of Accounts Use for Each? g this tupe of account willbe....
Cost of Sales - Materials ||5000-0**/00 Cost of Sales, Materials #1

[ED=—————— ceneral Ledger Key Accounts

Wwhich Account
Each of These Accounts Must Be In Code Wil You = The GL Account selected when Posting

‘Your Chart of Accounts Use for Each? g this type of account willbe....
Cost of Sales - Materials ”1-000-5000-000 Cost of Sales, Materials #1

“which Account
Each of These Accounts Must Be In Code Wil You The GL Account selected when Posting

Your Chart of Accounts Use for Each? this type of account will be....
Cost of Sales - Materials | 1-000-S000-0#* |Cost of Sales, Materials #1

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Thiskey account provides no automatic postings. If you wish
to post freight expenses to this account, you must apply the charge
inthe GL Account field of the Vendor Invoice Itemswindow.

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Thiskey account provides no automatic postings. If you wish
to post to thisaccount, you must apply the chargeinthe GL Account
field of the Vendor Invoice |tems window.

{Balance sheet, CR balance, Qube ERP™ Accounting and GPA}
Thiswill be the default credit account posted to when you receive
cash against a sales order in the Cash Receipts Transactionswin-
dow. The default debit account in the posting will be the bank ac-
count to which the cash was deposited. This number must be
different from the Sales account number.
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Deferred Income

Discounts &
Allowances

Estimated
Accounts
Payable

Freight Expense

Gain <Loss> on
Currency

Income Summary

{Balance sheet, CR balance, Qube ERP™ Accounting and GPA}
Thiswill be the default credit account posted to when you receive
cash against asales order which has been flagged as DEF (see’“De-
ferred Revenue Sales” on page AR-23) in the Cash Receipts Trans-
actionswindow. The default debit account in the posting will bethe
bank account to which the cash was deposited. When the DEF type
salesorder isinvoiced, thisaccount will be debited, and the Sales ac-
count will be credited.

{Income statement, CR balance, Qube ERP™ Accounting and
GPA} Thisisthe account posted to when you make allowances for
discounts on the Cash Receipts window in the Discounts Taken
field. Thisamount represents an expense, so the account will be deb-
ited.

{Balance sheet, CR balance, Qube ERP™ Accounting and GPA}
This account is designed as a suspense account to offset the incom-
ing inventory on a PO receipt. It is credited when PO receiptsfor in-
ventory items are received and the transactions are posted (see
“Posting PO Receipt Inventory Transactions’ on page GL-66). It is
debited when the vendor invoiceisentered into the system and post-
ed (the credit account will be accounts payable).

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} When avendor invoice is posted, the amount showing in the
Shipping & Handling field on the Vendor Invoice Header win-
dow will be charged to this account. The credit is posted to accounts
payable.

{Income statement, CR balance, Qube ERP™ Accounting and
GPA} Thisaccount isonly posted to when using the Global Com-
mer ce M odule. See the documentation on Global Commercefor in-
formation on how this account works.

{Balance sheet, CR balance, Qube ERP™ Accounting only} Thisis
aspecial account which is only necessary if you are using Qube

GL Key Accounts
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Inventory
Accounts

Inventory
Adjustments

Inventory Scrap

ERP™ Accounting. If you are not, you may ignoreit. If you are us-
ing Qube ERP™ Accounting, you must have this account set up in
the GL Chart of Accountswindow, just likeit is shown here;

EE=— chart of Accounts - Current Year Period Totals F=]

Code @ QO Q- | |hzome  Summary l

Type ﬂu Equi ty

Order IQQQQ*** Used in Balance Shest  Normally CR balance

Thisistheaccount whichisusedto roll up year to date profit and loss
balances on the current year’ s balance sheet. When you close the
year, the amount in this account will be rolled over to Retained
Earnings.

{Balance sheet, DR balance, Qube ERP™ Accounting and GPA}
There are five inventory accounts which are posted to when inven-
tory items are moved in and out of stock (four main inventory ac-
counts and | nventory Adjustments - see below). The specific
account atransaction poststo is determined by itsinventory TYPE
and whether or not it is moving in or out of aWIP location (see
“Posting and Inventory L ocations’ on page GL-74). The most im-
portant thing to understand about these accounts is that in order for
inventory to be posted as inventory in PO receipts and Vendor In-
voices, one of these accounts must be referenced in both of these
transactions (see " Posting PO Receipt Inventory Transactions” on

page GL-66).

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Whenever you log and post a cycle count transaction, a phys-
ical count transaction, or amanual inventory transaction without a
transaction reason or transaction designation (salesinvoice, PO re-
ceipt, etc.) the off-setting debit or credit (opposing the inventory ac-
count) will automatically be posted to this account.

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Whenever you enter an inventory transaction which referenc-
esareason code that isflagged as Scrap (seeTransaction Rea
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Labor Overhead

Labor Variance

GL Sub Account Labor
& Commissions
transactions —»

sons’ on page INV-97), the GL account designated in this key
account is the account posted to.

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Thisisanew key account used only with version 7.35.

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} Whenever more or less labor than appearsin an item’s bill of
material isapplied in an Assembly Transaction window or the L a-
bor Applied to Planned Oper ationswindow, the labor variance ac-
count is posted to (see “ Posting Assembly Transactions” on page
GL-69 and “Labor Applied to Planned Operations’ on page GL-73).

The labor variance accounts are derived of a main account number
as shown in this key account, plus a sub account number which
comes from the Per sonnel Basic | nfo window:

E= Personnel Basic Info EEEE|
ployee Code [3 |00
Lazt/First name De | gada # [Damien
Address F.0. Box 456
City /State /ZIF Badger [cA | [az602
Telephane 200-444-7777 Fax
G/L Sub dccount 000 | For Labor Transactions

andthe Dept (cost center) code from the Sales Order Header of
the selected job to which the labor applies:

O Sales Order Header B
Print
gill To @l 10004 pate[ 017072000 | || shin To W 10004 order []2073
ik Company i Cornpany
1122 Gout
1122
Los Angeles Los Angeles it,ﬂ
T Fip D | 0009 30009 Country Code [U.5.4
U4 {ountiy} UserlBob dohnzon
ob [ehnzon Call [213-555-c666 Haurs Before Delivery
Credit Card # Shipping Leeation | 100 Cases Shipped |0
Sales Rep [§ [ 24 teet Mgr (@[ U6 Requested Ship Date [ 01/20/2000 Est. Freight [0.00
Fay Terms | 2.0% 10 DAYS Net 30 Last Shipped On UPS Zone
Het Days  [30 Diszaunt Due| Shipment Terms [FFA wia|UPS
Dept Code for Labor || o+ [0 e
Variance & o Bsept [00
= =13
Material Variance {Income statement, DR balance, Qube ERP™ Accounting and
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Miscellaneous
Expense

This field displays the

Expenses account

GPA} Whenever you enter an inventory transaction which referenc-
esareason code that is flagged as M aterial Variance (see“ Trans-
action Reasons’ on page INV-97), the GL account designated in this
key account is the account posted to.

Note: Thisaccount will also be posted to if you have not logged
all of the planned operations generated by a BOM routing
against an assembly. Therefore, if you have posted an assembly
transaction which shows an inaccurate amount of inventory be-
ing debited or credited, and instead the posting goesto material
variance, chancesaretherearerouting-generated planned oper -
ations which have not been closed out.

{Income statement, DR balance, Qube ERP™ Accounting and
GPA} This key account might more accurately be labeled “ Default
Vendor Account,” because that’s what it really does. The account
showing in this key account field will be the account which is de-
faulted when entering arecord in the Vendor | nfor mation window:

SI=———— llendor Information ==—————"w=15
Yendor Code (3] EASEES. X us.h. X active
Send PO's Ta Eager Beawers
Address 1234 Cedar Avenue Stock Locationl—
City Pazadena
State [ce Zip Code 9@1z3 Countryf
Phone [Bla-4a4mmms | Fax [Flz-aaaommm
FirstMame [sam | LestName |Spade
Open PO's 82.51 Taxpayer 1.0,
¥TD Purchases 5g7.5@ Credit Limit $ [za000 Ship ¥ia[0wn Truck
Balance Dug 635.1A G/L Sub-Acct ’WFor Accounts Payable

value in the Misc. —» || vefauit 51 #mfa-gea-1z10-000 | dccount # Mzzaseraon |
UDSEREFY = () HEErials Default Lead Time] @ Calendar Days
Tupe & FOB Paint Pasadena, CA
Sales Tax Rate ['5.p00 % [~ Send 1099 PaymentTerms [2.0%[  10/[0A7S | Net]30

Hint: Asmentioned in the Inventory Accounts section of this
chapter, any inventory postings must r efer ence one of the valid
inventory accountsin both the purchase order and vendor in-
voicetowork properly. Theeasiest way todothisisto makesure
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thiskey account refer ences one of theinventory accounts. Then
whenever you enter a new vendor, all of its POs and vendor in-
voices will reference a valid inventory account, and its postings
will be correct. Thiskind of setup might look likethis:

[I=———— General Ledger Key Accounts =——————==-1

Which Aceount

Each of These Accounts Must Be In Code Wil ou The GL Account selected when Posting
rour Chart of Accounts Usze for Each? E this type of account will be..

Miszel lansous Expenses ID—DDD— 1210-000 | | Inventory - Raw Materials
Hizcellaneous Expenses 0=000=-1210-000 |nventory — Row Materials l4k

Payroll Payable {Balance sheet, CR balance, Qube ERP™ Accounting and GPA}
Whenever |abor transactions are posted to the general ledger, wheth-
er the debit account islabor variance or labor cost of sales, the credit
account will be that referenced in this key account. If you are using
Great Plains Payroll, this amount will be exported to the payroll
module when you post labor transactions to Great Plains.

Promotional {Balance sheet, CR balance, Qube ERP™ Accounting only} This

Credits Due account isonly used in specia setups of Qube ERP™ which use pro-
motional credits. Y ou will receive atech sheet on thisaccount if you
have this set up.

Purchase Price {Income statement, DR balance, Qube ERP™ Accounting and

Variance GPA} Whenever an actual purchase cost differs from a Standard

Cost on an item, the difference will be posted to the account shown
in this key account when the vendor invoice is posted.

Retained {Balance sheet, CR balance, Qube ERP™ Accounting and GPA}

Earnings Three of the key accounts refer to retained earnings. The account is
used when performing period closings. Period closings and year-end
closings should be done periodically, even when using Dynamics
just to get the journal entriesin Qube ERP™ to show the same post-
ing period asisfound in the associated posting batch found in Dy-
namics.
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Oneislabeled Retained Earnings, a second Retained Earnings
Adjustments, and the third is |abeled Retained Ear nings-Begin-

ning Balance.
EO=—— General Ledger Key Accounts EEEEE'
‘Which Account
Each of These Accounts Must Be In Code %11 ou The GL Account selected when Posting
'four Chart of Accounts Use for Each? thiz type of account willbe...
Retained Earnings || 3600-000,/00 Retained Earnings
[Feinined Earnings GAO0-G00 00 Fetained Earnings 14

Retained Earnings Adjustments 3600-200/00 Fetained Earnings Adjustments
Retained Earnings Begin Bal 3600-100/00 Retained Earnings, Beginning Balan

This means that your chart of accounts must contain three separate
retained earnings accounts. The first will be selected each time you
do aroutine month-end close. The second is used to make adjust-
ments to your Retained Earnings balance. The third will be used
when entering your startup beginning balances and, if necessary,
making adjustments to those beginning balances.

Sales {Income statement, CR balance, Qube ERP™ Accounting and
GPA} When a customer invoice is posted, the sales account shown
in thiskey account is credited the amount of the invoice subtotal (to-
tal minus tax and freight). The sales accounts posted to are derived
from the main account referenced in this key account, combined
with a sales subaccount labeled “ Sub” on the Sales Order Header

window:
M= ———¢aloc Ordor Hoador =
[0 =——————"~=ales Ordor Hoado: =
Prini
Bill To (Y[ 10004 Date] 017072000 | ||ship To [ 10004 Order [ 2073
Al h Company Afd Company
1122 South Main 5t
1122 South Main 5t
Loz Angeles Los Angeles [ca
CA Zip Code | 30003 S000% Country Code [U.5.A.
5.A. {Country} iser] Bob Johnson
_
Eb 1 dabhnson Call | 213-555-6666 I Hours Before Delivery
Credit Card # Shipping Lacation | 100 Cases Shipped |0
Salez Rep [ 100 ot bge [ G Requested Ship Date | 01,/20,/2000 Est. Freight 10.00
e Eae) 3 p Date]01/20/2000 |
Pay Terms [ 2.0% 10 DAYS Net 30 Last Shipped On UPS Zone
NetDays |30 Disoount Due | Shipment Terms [PPA yia[UPS
| b PO, * 99599 Change * | Change Date] |
Sales subaccount st cub 550 pept [0 A
Sale Type StatusIH Credit Hold Eill of Lading *
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and a subaccount which comes from Item Master File, Card #1:

0 ==———Item Masterile, Card #1 ="c—"——"=H
Itern Code B DUMMY BOM IUsed to =et up rnew BOMs
Giroup E Sub-Group ) Purchased (® Fabricated
(Option C]ass@ Sub-Clazs r Inspect on Receipt Rules
tern Type  [Hsue Grade 15t Article Produced ;z:kce:“
Fost Updated |03 /26/08 Revizion Code Il,lsats?;rtw]f ”i”?r?‘;f:m
G/L Sales Sub-dccount IDDD Revision Date [ active item
GAL Cost of Sales Sub-Account I_ Engineering Drawing Ref I
Sales {Income statement, CR balance, Qube ERP™ Accounting and
Adjustments GPA} Whenever transactions are entered into the A/R Adjust-

ments, Finance Char ges, or Small Balance Write Offswindows,
the sales account posted to will be defaulted as the account refer-
enced in this key account. This may be overridden in any of these

windows.
Sales {Income statement, DR balance, Qube ERP™ Accounting and
Commission GPA} Whenever sales commissions are generated by the system,
Expense thisisthe defaulted expense account. The specific salescommission

accounts posted to will be derived from the main account number
shown in thiskey account, plus a sub account which is shown on the
Personnel Basic I nfo window:

El

EDE Personnel Basic Info ="————=
Employee Code @ oo
Last/First name De | gads / [Damien

GL Sub Account Labor ||#dds== F.0. Box 456
. City /State 2P EBadger |cA [az60z
& Commissions Tetephne EEr = o

transactions ——— |[s/L sub account 000 | For Labor Transactions
Commissions paid to outside sales reps may also utilize sub account
numbers. Thisis shown on the Outside Reps window.

Sales Tax {Income statement, DR balance, Qube ERP™ Accounting and

Expense GPA} These two accounts refer to the sales tax expense incurred
when purchasing. When you enter an amount into either Tax #1 or
Tax #2 onthe Vendor I nvoice Header window, it will be posted to
these accounts. If you wish to post all of your sales tax expense to
only one account, enter the same account number in both fields.
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Sales Tax Payable

A Note About Sub
Accounts and
Department
Codes

General Ledger
Key Accounts
List

{Balance sheet, CR balance, Qube ERP™ Accounting and GPA}
These two accounts refer to the salestax liability accrued when sell-
ing. These amounts are entered on the Sales Order Header and In-
voice Header windowsinthe Tax #1 and Tax #2 fields. For
information on how these fields are managed, see the M ulti-Zone
Sales Tax chapter in this volume. If you wish to post al accrued
sales taxes to the same account, enter the same account number in
both fields.

The sales tax accounts posted to are derived from the main account
number shown in thiskey account, combined with asub account and
a department code, both taken from the Sales Order Header win-
dow.

When a sub account is used in a posting the system wants to piece
the GL account posted to together by using the main account along
with the sub account shown in the item. For example, if an item
which has a sub account of 100 issold, the system would want to
credit the sale to an account with the main account shown in the GL
Key Accountswindow, along with asub account of 100. Thisac-
count would be structured like this:

4000- 100/ 00 (or O- 000-4000-100 for GPA)

For thisto work properly, the account 4000- 100/ 00 must exist
inthe GL Chart of Accounts. If it does not, the system will use the
defaulted GL account for sales, or:

4000- 000/ 00 (or 0- 000-4000-000 for GPA)

The same conditions apply to department codes when they appear
in the key accounts. An account must exist in the chart of accounts
for the department code to be referenced in the posting.

Qube ERP™ aso assigns afour-digit codeto link General L edger
transactions with the Key Accounts window; this code appearsin
various places, including error messages and reports.
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The General Ledger Key Accounts List report includes this four-
digit code. Y ou can view this report to see how Key Accounts are
linked to General Ledger Accounts. If you should see any errorsin
the General Ledger Account Description column, you need to go
into the Key Account window and resolve these errors. They are
caused by accountsthat have not been set up properly in the Chart of
Accounts; your original datafile only had afew accounts set up, so
as you added accounts, if you did not set them up properly they ap-
pear as errors.

GL Key Accounts
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Chart of Accounts

i General Ledger

GL Set Up
Functions

|

Chart of

Accounts

Viewing the

Accounts in a List

[0 =————— (hart of Accounts - Current Year Period Totals =—F—FEIH
Code [ 1200-000,/00 l4ccounts Receivable - Trade
——
Type [H] AC Current Assats
Order | 120000000  Used inBalance Sheet Mormnally OF  balance

Period Armnounts Previous Year

T 0.00 Totals
& S2.50 = Current Accounting Period i Year Prior

5 4,248.75 2 fears Prior

4 C1,407.432 I Yagrs Prior 14 E87 07
3 4 Years Prior

2 5,063,241 5 Years Prior

1 0737 6 Years Prior

T Years Prior
& Years Prior
2 ears Frior

Frior to 7 rears

Fe-Opensd

| Current Tear Frevious vear

T

E LR I =T | B
i iy

Thiswindow is used to maintain your Chart of Accounts. Hereyou
enter account numbers, descriptions, and account types. In addition,
historical data on account balances for the current and prior years
will be held in thiswindow. Note that the Amountsfield is automat-
ically calculated and cannot be changed manually; however, if you
wish to update thisfield, click on the field label and Qube ERP™
will recalculate the Amountsfield.

There are two waysto view each record. When you first open the
window, it will display the accounts oneat atime, in detail, asshown
above.

It isaso possibleto view the accountsin asummary list by clicking
the @ button to the right of the word Code. Thisisbasically astan-
dard Pop-Up List displaying the various accounts, with a couple of
exceptions: (1) the list may be sorted by type, reporting order, code
or descriptions by clicking on any of the buttons near the bottom of
thewindow, and (2) thispop-up list isdynamic and will refreshitself
when items are added and deleted from the Chart of Accounts.
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C

General Ledger

GL Set Up
Functions
Chart of
Accounts

@

Click on these buttons
to sort the list

Editing & Adding
GL Accounts

For this reason, the list will take a minute or so to load all of your
accountsthefirst timeyou call it up. After that, you may switch back
& forth between the detail screen and thelist without the system hav-
ing to take the timeto load all the accounts. Thisis not trueif you
add a new account or delete an account. In that case, the system will
see that the list has changed and will reload the entire list the next
time you click the [ button.

SEI==——— Chart of Accounts - Current Year Period Totals
CodeEMDD—DDDIDD |Sa|es - Finished Goods
Type g 1M | rzome
Order |4IDDDDDDD Us=ed in | ncome Stmt Morrnally CR o balance
Feriod Arnounts | 1000-000 /00 AC  EBank of America
= £19, 176, oo | 1000-100,/00 AC Payrol | Baonk Account
2 1200-000/00 AC  Accounts Receivable - Trade
U S T2 1200-100/00 AC  Accounts Receiwable Other
1400-000 /00 AC Inventory - Raw Materials
1400-100 /00 AC Inventory - Finished Goods
1400-200 /00 AC Inventory — Resale Goods
1400=300 /00 AL Inyentory = Hork in Process
1900-000 /00 AF This is a fixed asset account R
4000-000 /00 IN  Sales - Finished Goods
4000-000/10 IM  Sales - Special Dept
4000100 /00 IH Sales - Replacement Farts
4005-000 /00 IH Sales Adjustments
4006-000 /00 IH  Gain <Loss: on Currency
4200-000 00 IM Revenus — Billed Freight
4900-000 /00 IM  Discounts & Allowances
4950-000 /00 IMN  Promotional Credit to Customer
FO00=000 AN [ Arcnunts Pannhle = Trade
| Sort by ...Tupell ...ReportDrder” ..Code || ...Description I Lcurre”t YearJ [Pre"m”s YearJ

All editing, adding and deleting of GL accounts must be done using
the detail screen without the list. Use the Pop-Up List to view and
select individual accounts. To select an account using the list, dou-
ble-click on the desired account. The system will display the select-
ed account and allow you to edit the account.

Y ou may al so delete existing accounts, but only if other transactions
do not refer to it; i.e., you may not delete any GL Account which is
referenced in journal entries, cash receipts, payments, etc.

Note: If you change the account code of an account which has
been in usefor a while and which many transactionsreference,
your computer may betied up for atimewhile the system finds

Chart of Accounts
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Account Code

Type

Order

all existing transaction records and changes them to match the
new account code.

{Unique, required, specific structure require} Enter the code for
each GL account in thisfield (see “ General Ledger Account Code
Structure” on page GL-43 for information on how to structure these
account numbers).

{Required, Validated} Enter the account typeinthisfield. For more
information, see “General L edger Account Types’ on page GL-7.

{Defaulted, editable} Thisfield is used to determine which order ac-
counts will be displayed in the Qube ERP™ Accounting-generated
financial statements.

Though you cannot seeit inthisfield, the system cal culatesthe value
of the reporting order fields to be a concatenation of the account
type plus al characters of the account code, excluding the hyphen
and dash. Y ou may view the order that these accounts will be dis-
played in reports by viewing the pop-up list view of the chart of ac-
counts and clicking on the <...REPORT ORDER> button:

0= Chart of Accounts - Current Year Period Totals
Code@‘HDD—]UDFDD ISaIes - Repair |tems

Type g IM Income
Order |4IDD1DUDD Uzed in [nocome Stmt Mormally CR balance

Period Arnounts |3000-000/00 SC Cost of Sales - Materials
- 2 T 0.op |FO00-000/10 S0 Cost of Sales - Materials, Second Deg
1 0.00 S000-000 /20 sC Cost of Sales - Materials, 3rd Dept
. S000- 100,00 sC Cost of Sales - Labor
5000-200/00 SC  Cost of Sales - Subcontractors
S000-3200,/00 sC Cost of Sales - Freight
S000-400 /00 sC Cost of Sales - Misc.
5001-000/00 X0 Purchase Price Uariance
S500-000/00 X0 Sales Commission Expense
SE00-000 /00 X0 Inventory Adjustments
58 10-000 /00 X0 Scrapped |nventory
5820-000/00 X0 HMaterial Uariance
5900-000 /00 xa Labor Uariance
65 10-000,/00 X0 Sales Tax Expense
6520-000,/00 X0 Freight Expense
6520-000/00 X0 AP Discounts Taken
6590-000,/00 X0 Miscellaneous Expense

| Sort by ...Tupe" ___Reportorde£|| ...Code || ...Description I W
13
ERIRI IS
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Comments

General Ledger
Account Code
Structure

GL Main Account
Number

These values may be changed at any time. Note, however, that the
reporting order number input by the user is stored as a character
field. Character fields will sort in a manner different than numeric
fields. For example, 1, 10 and 100 would all be sequenced before 2,
20 and 30 because they begin with aone (1). For thisreason, it isusu-
ally better to use a combination of alphabetic and number entriesin
this space, if you wish to control these values yourself.

In the bottom right corner, there is awhite, unlabeled box. Thisisa
commentsfield. Use it to make notes of different valuation bases at
different times (e.g., stock prices).

Genera Ledger account codes must maintain one of two account
structures, depending on whether you are linked to Great Plains or
not. Qube ERP™ Accounting requiresastructure of afour-character
main account (A), ahyphen, athree-character GL sub account (B), a
slash and atwo-character department code (C). This account struc-
ture lookslikethis:

AAAA- BBB/ CC

Great Plains-linked systemswill be set up with a one-character com-
pany code (D), a hyphen, athree-character department code (C), a
hyphen, afour-character main account number (A), ahyphen, and a
three-character GL sub account (B). This account structure looks
likethis:

D- CCC- AAAA- BBB

All letter types (A, etc.) represent the same functions within both
structures. Within these structures, you have complete freedom to
define your account codes.

These are the controlling, or main account number sections, and are
the only numbersin the GL account structure which must be differ-
ent. All other numbersmay be 0 (zero), so that your account numbers
may all look something like this: AAAA-000/00 or 0-000-AAAA-
000, where AAAA represents the different account numbers.

Chart of Accounts
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GL Sub Account

Number

These three characters can be used as an extension of the four-char-
acter account number to allow for more detailed breakdown of your
various accounts. To use the sub accounts, you will need to activate
these el sewhere within the datafile (see below). Then, whenthey are
pointed to from the GL Key Accounts function, your postings will

be split into numerous sub accounts within the main accounts.

In each case, the system will build the posting account number based
on the main account number found in the GL Key Accounts win-
dow and the GL sub account number found in the source document
listed below.

For example, you might wish to post the sales of finished goods to

one account and all repair itemsto another. First, you need to set up
amain account number, a sub account for finished goods, and one

for repair items.

Assume you have established account 4100 asyour main revenue ac-
count, and 000 as your sub account for al finished goods, and 100 as
that for all repair items. Y ou would want the sale of al new itemsto
be posted to 4100-000/00 (0-000-4100-000 for Great Plains) and all

repair items to post to account 4100-100/00 (0-000-4100-100).

Begin by setting the two posting accounts, 4100-000/00 (0-000-
4100-000)and 4100-100/00 (0-000-4100-100)in the chart of ac-
counts window, as shown here:

E[DI=——— Chart of Accounts - Current Year Period Totals "=

Code @ 4100-000 /00 I Sales - Finished Goods

Tupe 3 IH Ircome

Order |4IDDDDUDD Used in Income Stmt Mormally CR - balance

El

EO==————— Chart of Accounts - Current Year Period Totals
CodeEMDD—mD.ﬂ’DD ISaIes - Repair |tems

Type g IH | hzome

Order |41DD1DDDD Uszed in Income Stmt Mormally CR balance

Next, you would set up the sub account in the source record. In the
case of sales, the sourcedocument istheltem M aster File, Card #1.
For all finished goods, you would leave it alone, as the default GL
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sub account is always 000, but for therepair items, you would set up
asub account of 100, as shown here;

EM=——————— |tem Master File, Card #1 EEEI
h b Itern Code E 12245 IHepair‘ | tem #1{
Enter t e Ssu account Group E— Sub-Group @ Purchased ) Fabricated
numbel’ hel’e O 1 3 =15 > G/L Salez Sub-Account I 100
ltem Type RAL Grade E 1=t Article Produced
- . - 1st Article Approved
[t Bl Revision Date Master Scheduled [term
Cost Updated | 0% /02,97 [T Inspect on Receipt X active item

Now, whenever thisitem shows up in asales order, it will be posted
to revenue account 4100-100/00, pulling the 4100 from the Key Ac-
counts window, and 100 from the item file.

Source Records Sour ce Records for

for Sub Accounts Function Sub-Account Number
accounts payable vendors
accountsreceivable customer records
labor variance employeerecords
payroll payable employeerecords
sales commissions employeerecords
sales item master filerecords, or

sales order header record

salestax payable sales order header record

Note: Some systems assume sub accounts begin with 100. It is
important to notethat Qube ERP™ defaultsall sub account val-
uesto 000, meaning that it assumesthat therewill alwaysbean
account with a sub account of 000. Please make surethat your
datafileincludes sub accounts of 000 in all places where sub ac-
countswill be used.

The GL sub account selected for posting follows
the following rules:

Posting Accounts  If the customer record shows a GL sub account other than 000, the
Receivable system will look for an accounts receivable sub account which
matches the sub account shown in the customer record. If it doesnot
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Posting Sales

Department Code

Title Accounts

find amatch, it will post to the first accounts receivable GL account
that it finds (usually 000 as the sub account).

If the sub account specified in the sales order header is 000 and the
sub account specified in the inventory item file for the item being
sold is not 000, the system will look for a sales account with a sub
account matching that found in theinventory itemfile. If no match
isfound, it will post to the account having a sub account of 000. If
the sub account specified in the sales order header isnot 000, the sys-
tem will ignore the sub account which may be specified in theinven-
tory item file and post to the sales account which has a sub account
matching the one specified in the sales order header.

Both accounts receivable and sales GL accounts will be selected to
match the GL dept. code specifiedintheinvoice header. If no match
isfound, the account with /00 as the dept. code will be selected.

By assigning location and department numbers to groups of ac-
counts, you can print expense and revenue statementsfor individual
departments within your business, aswell asfor all similar depart-
mentsin different locations. If you choose not to use separate depart-
ment codes, please enter a00 (000 for Great Plains) in this section of
the account number.

Title accounts are only 8 charactersin length and contain “***” in
the sub account field. Title accounts enabl e the user to have control
over how the system labels total s for account series when printing
Qube ERP™-Accounting financial statements. For example, you
may have four inventory accounts, all sharing the same first four
characters (1400). If you create atitle account of 1400-*** titled “In-
ventory”, then the total for this series of accountswill belabeled “In-
ventory.”  If the system failsto find atitle account, it will use the
name of the first account in that series of accounts. A series of ac-
countsis defined as any two or more accounts which share the same
first four characters. It is recommended that the chart of accounts
contain atitle account for each series of accounts.
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5 Note: Titleaccountsareused for subtotalingin Qube ERP™ Ac-
/ counting-gener ated financial statements. They should not be
used in Great Plains-linked systems.

Stop: Do not createatitleaccount if thereisonly oneaccount in
aseries.

Title accounts are also used in the preparation of summary financial
statements. Whatever description you enter in the title account will
be printed in the summary income statement and balance sheet.

Posting For Cost of Sales- Labor key accounts, use - xx inthe Key Ac-

Employee Time countswindow. Qube ERP™ will look at the Employee (Personnel)

Charges fieldin Item Master File#1 for specific sub accounts, and post to
that account.
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Budgeting

General Ledger

GL Set Up
Functions

Budgeting

Controlling the
Views

Annual Allocation

El=-———————— General Ledger Budgeting - Full Year
Sales — Special Dept r Budget 35 % of Sales?  Annual Allocation| SO0004
Type|IN | Income 332 % of Sales: Hormally CR balance
Aosount Code January _ February rarsh April Tay une July
4000-000/ 10 escription 41667 41667 [ 41667 [ 41667 [ 4667 [ aree7 [ 41667
4000-000/10  Sales - Special O 41,667 41,667 41,667 41,667 41,667 41,667 41,667

4000-100/00  Sales - Reploceme
4005-000/00  Sales Adjustments

4006-000/00  Gain <Loss> on Cu

4100-000/00  Sales - Finished 83,333 63,333 93,333 93,333 53,333 83,333 93,333
4100-100/00  Sales - Repair |t

4800-000/00  Reverue - Billed

4900-000/00  Discounts & Allow

4050-000/00  Fromotional Gred

5000-000/00  Cost of Sales - H 20,833 20,833 20,833 20,833 20,833 20,833 20,833
5000-000/10  Cost of Sales — 1

5000-000/20  Cost of Sales — 1

5000-100/00  Cost of Sales - L 10,000 5,000 2,500 15,000 25,000 10,000
5000-200/00  Cost of Sales - §

5000-300/00  Cost of Sales - F

5000-400/00  Cost of Sales — 1

5001-000/00  Purchase Price Ua

5500-000/00  Sales Commission

5800-000/00  Irwentory Adjustn

5810-000/00  Scrapped lnuentor

5620-000/00  faterial Varionce

5900-000/00  Labor Uarignce

6510-000/00  Sules Tox Expense

6520-000/00  Freight Expense

6550-000/00 AP Discounts Tak

6500-000/00  Miscel laneous Exp

RETE Dy

94167 | gate7 [ 101667 [ 8917 [ vaie? [ 94157 [ 104167

Note: ThisisaQube ERP™ Accounting function only. If you are
using an outside accounting package, thisfunction is managed
from that.

Thiswindow isused to set up annual budgets for each of the general
ledger accounts. When you first open thewindow it will appear emp-
ty. Tofill it, click the button, and the system will load all
of your income statement accounts into the window.

Notice that the window has both vertical and horizontal scroll bars.
If you are using alarge monitor, you can click the zoom box at the
top right of the window to cause the window to grow to fill your
screen. If you are using asmaller monitor, it isbest to click either of
these two card tabs:

115t 1.-"2ﬂ2n-:| 1z

At the top of the window, the system offers the ability to set an an-
nual alocation to any account. If you enter a number into thisfield
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% of Sales

Comments

and <TAB> out, the system will spread the annual allocation evenly
over the twelve months displayed.

[J Budget as % of Sales?  Annual Allocation 25000 \
0.0% of Sales: Normally CR balance

It is also possible to have the system compute budgetary amounts
based on a percentage of sales. Thisisdone by clicking on the button
labeled Budget as% of Sales.

[< Budget as % of Sales?  Annual Allocation 10092500
20.0% of Sales: W Normally DR balance

Note the bottom section of each window. This section allowsyou to
enter text comments which help remind you why you entered any
given number for each account in agiven period. The comment will
display when you are editing and <TAB> into the sel ected period of
the selected account. Or, if you are not editing, the comment can be
viewed by selecting the account line and clicking on the name of the
month whose comment you wish to see.

Budgeting
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Sales - COGS Posting Maps

I General Ledger

GL Set Up
Functions

Sales/COGS
Posting Maps

Y ou can use posting maps to control the GL accountsto which sales
and cost of goods sold (COGS) are posted.

¥l Sales and COGS Posting Maps M= EI

Code IK‘r’Z
Description [Mapping for X2 Industries

Main Sub- Cost
Post Sales to This dccount: —Account_  Account  Center
| 4000-200/00 [faooo | |[zo0 ] || o0

Copy of Sales - Replacement Parts

Post COGS to This Account:
|5000-100/00 {5000 | |[ 100 | f| oo
Cost of Sales - Labor

4 K| 4D M| [ T

Qube allows the posting maps to be associated with individual lines
of each sales order, thereby enabling each order item to be posted to
different GL accounts under user control. This can be helpful if an
order includes some items which are normal customer purchases
plus other items which are provided to the customer as part of apro-
motional allowance or as free samples.

Qube will use the posting maps in selecting the appropriate GL ac-
count code when performing trial post, actual posting and summary
posting audits involving invoices and inventory transactions.
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Creating Posting
Map Codes

Viewing the
Results

Y ou can create a posting map code for a customer, atype of sale, or
whatever other need you may have. Y ou can enter the account num-
bersin the main fields:

Post Sales to This Account:
| 4000-200/00

Post COGS to This decount:

|5000-100/00
Cost of Sales - Labor

or you can enter the main account, subaccount, and cost center codes
separately, and Qube will validate them:

Main Sub- Cost
—Account_  Account  Center
||4an | ||20|:| ‘ || a0 |

Make sure you tab out of thefield after making any changes, to save
your changes.

When the subaccount on the I nvoice Header is any number other
than 000, Qube will look for the subaccount. If a posting map code
has been assigned, this code appears on the I nvoice | tems window:

Group FIME FURH
Sub-Group GEMERIC
Posted to GL Account

[ Warranty
Standard Unit Cost 3112

Current Unit Cost S51.12

Posting Map Code LIS| ~———— Posting Map Code

Sales - COGS Posting Maps
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When you run the Trial Post I nvoices and Credit M emos report,
you will see that the invoice has been posted appropriately.

Scraen report

]
World Class Industries

Trial Post Invoices and Credit Memos
Period Covering 05/10/2000 - 05/ 10/2000

Feport Printsd on 05/23/2000 at 11:00, Page #1
Fiscal Feek 71 - 71

Tuvoige Tnvaige Customer 4000-10000 1
Cols

Humbar Date 1200000400 Torsls
42976 052000 10005 £47.60 E4760
AZ2T0 0311012000 10003 447,09 447,09
E4760 BT ED 000

1200000100 = Arcounts Receivable - Trads 4000-100/00 = fales - Replwement Farts =
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Journal Entries

' General Ledger

General Ledger
Transactions

Journal Entries

Automatic vs.
Manual

Automatic
Summary
Postings

[0 = ———— General Ledger Journal Entries ="————m1H
Journal Nurnber Type Fosted?  To Period/Year Date
I 9z1z20 FAY I‘r'ES z / I 0471371993

Account Code E Description Debit Credit

Posting Pagables 04713

2,500.00

[ [ z,500.00]]  2,500.00

This is a 2,000 character comment field.
A SISE )
e

When transactions are posted to the GL, journal entries are created
in Qube ERP™ which are printed in financial statements and are
used to provide audit trails to the original transactions. These jour-
nal entries are accessed through this window. At the bottom of the
screen, above the row of buttons, is afield where you may type up
to 3,000 characters of comments. This comment field is specific to
each line on the journal entry, and will only print for that specific
lineitem, not for every line on the journa entry.

There aretwo basic types of journal entriesin the system. They are
those created by the posting of working transactions such as sales
invoices, employee time charges, vendor invoices and inventory
transactions; and manual journal entrieswhich aregenerally entered
as adjustments or recurring entries.

Automatic postings are generated as summary postings; many
transactions may berolled up into each account posted. To examine
all the transactions posted to an automatic journal entry, click the

Journal Entries

GL-53



General Ledger C,

Manual Journal
Entries

SUMMARY POSTING AUDIT button to print the Summary Posting
Audit report found in the General Ledger Reportswindow:

EO=———— General Ledger Reports

Budget Annual Budget

Posting summary Posting Audit A
Posting Trial Post Inwventory Transactions "
Fosting Trial Post Invoices and Credit Memos

Posting Trial Post Payobles

Posting Trial Post Payments

Posting Trial Post Employes Time Charges

Posting Trial Post Receipts & Adjustments

Click Print or Double Click to Enter Parameters

|@ ¥igw my Schedule

]
This report provides the following information, showing al of the
posted transactions and to which accounts they were distributed.

Enter Journal # that wou wish to report on? 926050

Summary Posting Audit for Journal #92050

Joumal Date”  0&/0245
Eeport Printed on 050257 at 1425, Page #1

Hat
Transzetion Invoioce 1000-000 /00 Fosting
Humbex Date Applied To A00E-000 DD 1200-000 /00 Totals Total
51003 0F /027595 5001 2,525.00 2,5258.00
51003 0F /027595 5001 -2,525.00 =-2,525.00
21003 0F /02595 S00Z 2,652.50 2,652.50
51003 0 /027595 5002 -2,6582.50 -2,682.50
0.00
5,177.50 -5,177.50 0.00
4006-000400 =GFain ¢Loss: on Currency 1000-000400 =Bank of america
1Z200-000/00 =&ccounts Beceivable - Trade

Y ou will want to make journal entries directly to general ledger ac-
counts on occasion. For example, entries for depreciation or capital
investmentswill require the use of thisfunction. Y ou would also use
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General Ledger

General Ledger
Transactions

Journal Entries

Journal Number

Type

Posted?

amanual journal entry to set up your beginning GL balances. The
window below shows such an entry.

EO0=—— General Ledger Journal Entries =———-115
Journal Murnber Type Fosted?  To Period/Year Date

I 92045 IGENL I YES 1z /- I 07 /24 /95

Aogount Code E Description Debit Credit

1000-000700__[Bark_of America | =soo0.oo |

1000-000 /00 Bank of America 25,000, 00 e

1000- 100,00 Pagrol | Bank Account 6,432.91

1200-000 /00 Fccounts Receivable — Trade 14,567.87

1200-100/00 Accounts Receivable Other 2,367.09

1400- 100,00 Irventory — Finished Goods 4,669, 94

2000-000 /00 Accounts Payable - Trade 4,532.00

Z200-000,/00 Payrol | Pouable 3,433.91

2300-000,/00 Customer Deposits 4,235.09

2400-000/00 Sales Tax Payable 2,996.94

3600-100,/00 Fetained Earnings, Beg Balance 26,Z85.87

4100-000,/00 Zales - Finished Goods 26,754 .02

4200-000,/00 Reverus - Billed Freight 0, 876,00 |J
| [ 138,034.88]] 138,034.88] |

K] p[M]eja] BB [F e || 7 o |

[5]

{Calculated} Thejourna entry number is automatically calculated
by the system, whether amanual or automatic journal entry. Inan au-
tomatic entry, it isthe link between the journal entry transaction and
all of the transactions which were posted to the journal entry. In both
manual and automated journal entries, it isthe transaction identifier
of the journal entry.

Thisidentifies where the transaction came from. Journal entry types
are:

Manual Entries GENL
Sales Invoices SALE
Vendor Invoices PAY

Inventory Transactions INVT
L abor Transactions LABR
Cash Transactions CASH

For General type JEs only. All otherswill be posted by defaullt.

Journal Entries
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To Period/Year

Date

Account Code

Unbalanced
Journal Entries

Reverse

Post

Thisreflects the period and year to which ajournal entry is posted.
Thisisautomatically assigned by the system when posting is done.
For information about how these periods are determined, see “GL
Calendar and Posting” on page GL-4.

{Required} Enter any datein thisfield. The date hasnoimpact onthe
period to which the entry will be posted in the general ledger, unless
you are posting entries which will need to be distributed to posting
periods after ayear end closing (see “ Distributing Journal Entry
Postings Past 14 Periods’ on page GL-5).

{Required, All Caps, Validated} Enter the general ledger account
code here. Asyou <TAB> out of the field, the account description
will be displayed at the bottom of the screen. If you have entered a
number for which thereisno corresponding ledger account code, the
system will display a message to that effect and ask you to try again.

Sometimes posting procedures can become interrupted by system
malfunctions, such as power outages, etc. These and other occur-
rences can result in unbalanced journal entries. The only way to ad-
just for these isto post counter balancing JES, which are also
unbalanced. Y ou can enter ajournal entry whichisnot balanced. The
system warns you of an unbalanced condition each time you view
the journal entry or if you are trying to post an unbalanced entry.

{Button} In order to preserve complete audit trails, posted journal
entries may never be deleted. Therefore, in order to undo or negate a
journal entry, it must be reversed, and the reversing entry posted to
thegeneral ledger. Usethisbutton to createareversing journal entry.
Thereversing entry, when posted, will negatethe journal entry. Any
journal entry may bereversed. Theresultswill not bereflectedinthe
general ledger until the reversing entry is posted.

{Button} Use this command to post any unposted journa entry. The
only unposted journal entries are those of Type GENL. These jour-
nal entries are entered manually, or are the result of reversing anoth-
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er journal entry. All other types of journal entries are the result of
posting transactions, and are therefore posted by definition.
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Posting to the GL

Post Open
Transactions
Window

General Ledger

Posting &
Closing

Post Open
Transactions

S[I=——————— Post Open Transactions

Which Tupes of Transactions to Post? Period¥ Closing Date

Cazh Receipts & Adjustments [ Cash Disbursements & Bank Transfers 1 01431794

O Ernployee Tirne Charges | Inventory Transactions 2 02/28/04

[T General Journal Entries [T sales Invoices & Credit Memos 2 03/21/04

|_ Yendor Invoices 4 04,/30/94

Beginning Transaction Date: BEAB2/97 3 Bl

—— & 06/30/94

Ending Transaction Date: 582497 7 07/31/94

Please enter select the account period to post to: 2 08/31/94

Current Accounting Period (1) 9 09/30/94

2 Mext Aocounting Period (2] 10 10/31/94

(8 Post Now 11 11;320/94

] Post Later Cirnmediately after the NEXT invoicing procedure] 12 12/31/94

) Post Later (at a Scheduled Time) 12 01/21/95

After Posting: ™ Update 41 Pop-Up Lists
Print Reports Selected by me to Print Later.
[T Frint a1 My Libraried Reports

Wiew m"u Schedule

Note: If you arelinking to Great Plains, thisselection islabeled
Create GPS Posting Batch, but it worksthesamein termsof cre-
ating Journal Entry transactionsin Qube ERP™. It will also be
thefunction used to send transactionsto Great Plains (see” Send-
ing Transactions from Qube ERP™ to GPS’ on page GPA-36).

Thiswindow is used to post transactionsto the general ledger. Only
onetype of transactionin Qube ERP™ isautomatically posted to the
general ledger: voiding a check. All other transactions, including
cash receipts, all inventory transactions, employee time charges, A/
R adjustments, payments to vendors, vendor invoice records, and
general journal entries, require a specific posting transaction.

Inversion 7.35 and newer, separate user access privileges can be set
for each type of posting, using the User Access Privileges feature of
the System Administration module. For information on using this
feature, see “User Access Privileges’ on page SYS-123. When up-
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Some Warnings

grod

Begin

Which Types of
Transactions to
Post?

grading to v7.35, system administrators must set these new privileg-
es, or else userswill not have access to any posting functions.

Once access privileges have been set, selected users are able to post
selected types of transactions, and only those transaction types will
be displayed in the Post Open Transactionswindow. For example,
if you can post al types of transactions, you will see the Post Open
Transactions window display all functions. If your access privileg-
es are restricted, you will see only those functions that you are al-
lowed to post.

Run the Trial Posting report before posting any cash disburse-
ments, and review it for potential errors. Only after you havere-
solved all errorsshould you post any disbur sements.

1. If auser has started posting by clicking BEGIN, the same user
ID cannot log into qube on another workstation. The user will
get arecord lock.

2. If someoneisalready posting, the second user getsthe message,
“Other users are logged on. Please make sure all other users are
not entering or editing transactions during posting. Proceed
with posting now?’. Respond by clicking NO.

Note: It isimportant that all other usersbelogged off while post-
ing isoccurring. Thiswill eliminate the possibility that a user
could be creating a postable transaction (invoice, cash receipt,
payable, etc.) while posting is occurring.

Using the Window

{Button} To use this function, click the button labeled <BEGIN>.

{Check box selections} Click onthevarioustypes of transactions se-
lected to post in the current session.

Posting to the GL
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Beginning/
Ending
Transaction
Dates

Please enter the
accounting

period to post to:

Post Now

When you click on the <VENDOR INVOICES> selection, the fol-
lowing radio buttons will be displayed on the window:

[® vendor Invoices (® Select by Invoice Date (01 Select by Receipt Date
Eeqginning Transaction Date: a5/ 12 /97
Ending Transaction Date: B5/12/97

Theseradio buttonsrefer to the invoice date, or date of receipt of the
items on the PO. They determine which records will post, based on
the Beginning and Ending Transaction Dates. Choosing to select
vendor invoicesfor posting based on the date received allows you to
enter the correct vendor invoice date but still record payables obliga-
tionsin your general ledger for a selected period based on merchan-
dise which has been received in that period. Payables can then be
based on the date the merchandise was received, not the date the in-
voicewasreceived. If you choose to select vendor invoices based on
the date received, you should keep in mind that items must have been
received within the date rangein order for avendor invoice to be se-
lected. If they have not, the invoice will not be selected.

{Datefields, required} Enter a date range to select the transactions
you want to be posted.

{Radio button selections} At any time, posting may be done to the
current period or the next period. Y ou may post to up to 14 periods
within the current fiscal year. In order to post to period 13, the cur-
rent period must be period 12 or period 13. In order to post to period
14, the current period must be period 13. For more information on
periods, see“General Ledger Calendar” on page GL-2.

{Radio button} Thisisthe default choice after you click <BEGIN>.
If you elect to choose this, the system will begin the posting proce-
dure right after you click <SAVE>.
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Post Later (after
NEXT invoicing
procedure)

Post Later (at a
Scheduled Time)

Update All Pop-
Up Lists

Print Reports
Selected by me to
Print Later

{Radio button} If you select this radio button, the system will begin
the posting procedure immediately following your next invoicing
procedure. Thisisnormally used in companieswhich havevery high
saletransaction volumes, and who usethe“ Draft Invoicing” and “In-
voice by Ship Date” functions. For more information about these
functions, see Accounts Receivable.

{Radio button} Click this button to enable the Scheduled Events
Manager function. Thiswill allow you to schedul e the posting pro-
cedurefor any time. Using thisfunction providesanicely automated
routine for postings, especially when used in conjunction with the
Trial Posting reports.

For example, you might elect to post al sales invoices once per
week, on Wednesday nights. Y ou would set the Scheduled Events
Manager to print the Trial Post | nvoices report every Tuesday
night, for Wednesday through Tuesday (see “ Scheduled Events
Manager” on page GEN-47). Then, you would set the Scheduled
EventsManager to post salesinvoices every Wednesday night, also
for Wednesday through Tuesday. Every Wednesday morning the
Tria Post Invoices report would be waiting to be audited. Any cor-
rections would be made on Wednesday, in time for the posting that
evening.

After Posting

{Check box selection} Selecting this function will cause al Pop-Up
Lists selected to update to do so after the posting procedure (see
“Update Popup Lists’ on page SYS-140).

This selection only impacts sites which do not have the Scheduled
Events Manager. If you do have the Scheduled Events M anager,
clicking the<PRINT LATER> sel ection on the Repor tswindow will
cause the Scheduled Events selections to show in the lower part of

thewindow (see “ Scheduled Events Manager” on page GEN-47). If
you do not have Scheduled Events Manager enabled on your data

file, clicking the <PRINT LATER> selection on the reports window

Posting to the GL

GL-61



General Ledger C,

Print All My
Libraried Reports

View My Schedule

Rounding Errors
and Inventory
Postings

will causethereportsto beflagged to print after posting. Then, click-
|ng the |: Print Reports Selected by rme to Print Later %I eCt| on Wl ” cause the% re-
ports to print after the posting procedure is compl eted.

{Check box selection} Selecting this function will cause al of your
libraried reports to print after the posting procedure is compl eted.

{Button} Clicking this button will cause your Scheduled Eventsto
display (see " Scheduled Events Manager” on page GEN-47).

Posting Results

The posting of inventory presents some issues unique to these trans-
actions. Thefirst of these issues has to do with rounding errors.
These errors arrise from the fact that the value of each inventory
transaction is calculated by multiplying the quantity (3 decimals
places) timesthe standard cost (5 decimal places) and placing there-
sult into the general ledger (2 decimal places). This process may re-
sult in some rounding errorswhich should beinsignificant. A second
way to produce what might be an unbalanced entry and therefore
need a balancing step results from posting assembly transactions
produced from bills of materials which were not properly rolled up.
The system allows the user to change component costs without roll-
ing up each cost change. If an assembly transaction is produced
when all cost changes are not rolled up, the value of the item being
assembled will be different than the value of the items used to assem-
bleit. From the general ledger's point of view, the amounts debiting
inventory may be different from the amounts crediting inventory.
Theresult may be an unbalanced journal entry. The system looksfor
this condition and corrects it during posting.

The posting function forces all inventory postings to be in balance.
At theend of the procedure, it reviewsthe posting and rounds out the
journal entry to force the balance. The difference is added to the I n-
ventory Adjustments account asidentified in your GL Key Ac-
countslist.

GL-62

Posting to the GL



General Ledger C,

Zero Standard
Costs and
Inventory
Postings

Note: TheSummary Posting Audit Report doesnot perform that
rounding adjustment.

If al inventory standard costs in atransaction posting are found to
be zero, the following message will be returned and you may choose
to reverse the posting.

Error 108-A: Journal Entry #92100 was not created. All
Standard Costs are zero. Would you like to reverse the posting
now?

(N0 ) [ ves )

Usually thisindicates that you have forgotten to set up or failed to
properly maintain the inventory standard costs. Reversing the post-
ing in these casesisthe recommended course of action. By choosing
to reverse the transaction, you may then update the standard costs
and re-post the same transactions. If you choose not to reverse, the
systemwill create ajournal entry with anumber matching the JE ref-
erencein the inventory transactions and adescription of “Zero Stan-
dard Cost Posting” like this:

|§DE General Ledger Journal Entries ———m-1=
Journal Murnber Type Posted?  Ta Period/vear Date
92100 I IHUT I‘r'ES 14 I 035/05,/97
Aecount Code E Description Debit Credit
=L ===
1400-000/00  [Zera standard cost Posting | |
1400-000 #00 Zero standard cost Posting lﬁ

If non-zero standard costs were encountered but the posting yielded
net values of zero to all inventory GL accounts, (e.g., $5,000 in &
$5,000 out of the same GL account yielding anet zero impact on the
general ledger), the system will create a one-line journa entry de-
scribed as“ Zero Net Value Posting.”

Note: Itemsare only posted asinventory if they refer to one of
the Inventory Accounts as defined in the GL Key Accountswin-

Posting to the GL
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Estimated
Accounts
Payable

dow (see “Posting PO Receipt Inventory Transactions’ on page
GL-66).

Qube ERP™ has a specia “holding” or “suspense” account set up
for posting PO receipts. Normally, goods are received before the
vendor invoice is received, so recognizing inventory value at this
time is better than recognizing it when the vendor invoiceisre-
ceived. Therefore the system reflects changes in the value of inven-
tory in the general ledger when the PO receipt is posted. The system
uses an Estimated Accounts Payable account in the general ledger
for this purpose. At the time of closing any period, the value in that
account should equal the value of inventory received but not yet in-
voiced by thevendor. Thefollowing scenario isdesigned to step you
through various events involved in inventory changes.

1. Anitem (#ABC) is entered into the item master
file; however, it has not yet been received into
inventory.

The quantity in stock at thistimeis zero and $1.00 has been
entered as the current unit cost.

2. The standard unit cost is set to $1.00.

Since the quantity in stock is still zero, the value of inventory is
till zero.

3. A purchase order is issued for 100 units of ABC
at $1.00; the vendor sends the 100 units and a
PO receipt is created to reflect the incoming
units.

Thevaluein the Item Master File reports at Standard Cost and
at Current Cost is $100.00; the value in the GL accountsis still
zero.
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4.

The PO receipt is posted.

Thisincreases the value of Inventory and also increasesthelia-
bility account of Estimated Accounts Payable. The transac-
tion creates the following journal entry (at standard):

Debit Credit
Estimated Accounts Payable $100.00
Inventory $100.00
The vendor invoice is received and posted.

Inventory is unchanged by this transaction. The transaction cre-
ates the following journal entry:

Debit Credit
Estimated AP $100.00
Accounts Payable $100.00
50 units of ABC are used up.

The inventory transaction is created, reducing the stock on
hand. The printed item master file will show the value of inven-
tory to be 50 x $1.00 = $50 at current cost and 50 x $1.00 = $50
at standard cost. The value of inventory in the general ledger is
still at $100.00 because the inventory transaction has not yet
been posted.

The inventory transaction is posted to the GL,
reducing the value of inventory in the GL to
$50.00.

The transaction creates the following journal entry:

Debit Credit
Inventory $50.00
Cost of Sales (or Inv. Adjust.) $50.00
The purchasing manager buys another of 100
units of ABC, but this time agrees to pay $1.10
for each unit.

It is determined that thisisthe new current unit cost for item
ABC, so the current unit cost in the Item Master Fileis changed

Posting to the GL
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from $1.00 to $1.10 each. Inventory printed at current cost is
now $55.00; printed at standard cost it is $50.00 and when
viewed in the general ledger it is also $50.00.

9. 100 units are received into inventory, bringing
stock levels to 150 units.

The item master report printed at current cost is now 150 x
$1.10 = $165.00. When printed at standard cost it is $150.00.
The general ledger value of inventory is still $50.00.

10.The PO Receipt is posted to the GL, creating the
following journal entry. Everything is posted at

standard.

Debit Credit
Estimated Accounts Payable $100.00
Inventory $100.00

11.The vendor invoice for the recent shipment of
100 units of ABC at $1.10 each is vouchered and
posted.

Inventory remains unchanged in this transaction. The following
journal entry is created:

Debit Credit
Estimated AP $100.00
Accounts Payable $110.00
Purchase Price Variance $10.00
Posting PO In order for the above to happen correctly, both the purchase order
Receipt Inventory item and the vendor invoice item must reference a proper inventory
Transactions account. Theseinventory accounts are those which are designated as
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inventory accountsin the GL Key Accountswindow. These ac-
counts are shown here:

|§D§ General Ledger Key Accounts EEEEE'
‘wWhich Aceount

Each of These Accounts Must Be In Code will rou = The GL Account selected when Posting

'four Chart of dccounts Use for Each? 3 thiz tupe of account will be. .

AP Discounts Taken IGSSD—DUD.-"DD Curtent to Standard Cost Comparison
Irventory - Finished Goods 140010000 Inventory - Finished Goods

Irentory — Fow Materials 1400-000 /00 Inuentory — Row Materials

Inventory — Resole Goods 1400-200,/00 Inventory - Resale Goods

Inventory — Hork in Process 1400-300,00 Inventory — Hork in Process

Whichever GL account is shown in the PO item record is that used
to default the GL account when avendor invoice is drafted from it.
These accounts are shown here:

EM==———— Purchase Order Items
EAGBEA _ Eager Beavers I GOD01-K -1 of 13
Itern Cods Date Status Ordered Received BS0 Cost  Unit Extension
ORC 1 [o7/0as55 [o ] 33 14 19][ 10000000 [Er | 3,300, 00
BT e 5] ¥ [E] Ton. ooong B RS R
150 0704725 0 30 z 5 1000000 0 300,00 |
151 07/04/95 0 33 3 30 11.00000 vO 36300
152 07/04/95 0 43 4 3 13.00000 YO 559.00
000 1 07/04/95 0 100 100 S0.50000 EA s,050.00
o0d 1 07/04/95 0 i} 20 1200000 EA 24000
]
Frmless Chair-Oak Dining [ [ 9,812.00
GL Account in PO—> G/L Account| 1400-000 /00 [Hcomments| This is a text-wrap comment field that may be used to i
Inventory — Raw Materials more fully instruct the supplier on what gour 1
[ Job ATlocation requirements are for each item on the purchose order.
=]
SM=———— llendor Invoice ltems =—————— ¥4I
EAGBEA Eager Beavers | 1
tern (@ /L Account [ Quantity Unit Cost Unit Extension
DRC1 | 1400-o00s00 | 6.000 [ 100.00000 [ER | 600.00
. DFRC1 1400-000 /00 &.000 100, 00000 EA 00,00 [+ 7
GL Account in vendor 5O 1400-000,/00 Z.000 10.00000 YD 20.00
. . 151 1400-000,/00 3.000 11.00000 YD 33.00
Invoice 152 1400-000 /00 4.000 13.00000 YD sz.00

If you edit the GL account and then draft a new vendor invoice, the
GL account for the new vendor invoice will bethe new onefoundin
the PO item. Older vendor invoices drafted from the same PO will
not be changed.

To see how you can set up the default GL account for vendor
records, thereby simplifying this process, see “Miscellaneous Ex-
pense” on page GL-34.
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Two steps usedin
posting inventory

The function first checks to see if the account referenced in the PO
item is one of the four inventory accounts listed in the GL key ac-
counts list, as shown above.

1. Ifitis not, the transaction is ignored.

No values are posted to either Estimated Accounts Payable or
Inventory. In this case, the user has indicated that the PO item
should be expensed directly rather than added to the value of
inventory.

2. If, on the other hand, the PO references one of
the inventory accounts, the posting will credit
estimated accounts payable and debit one of the
inventory accounts.

Note: Which inventory account is charged is determined not by
the PO account shown in the PO item but by a set of logic based
on contents of the Item Typefield in the Iltem Master record.

. Items defined as RAW (raw materials) or SUB (subas-
semblies) have their value added to the GL account found
inthe GL Key Accountsllist selected for inventory raw
materials at the item’s standard cost.

. Those defined as RES are posted to the inventory resale
items account.

. Those defined as FI N (finished goods) are posted to
inventory finished goods (as defined in the GL Key
Accounts).

Torepeat: PO receipts debit inventory and credit estimated ac-
countspayableonly for PO itemsthat referenced one of the4 inven-
tory accounts listed in the GL key accounts.

Remember, the posting of the PO receipt to I nventory and Estimat-

ed Accounts Payableisonly thefirst half of thetransaction. Itisde-
signed to reflect the increased value of inventory in the general
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Posting
Assembly
Transactions

ledger as close to the actual receipt of the goods as possible, rather
than waiting until the payable is posted.

The second half of this process occurs when the payable transaction
(vendor invoice) is posted. The payable will debit Estimated Ac-
counts Payable and credit Accounts Payable, but it will do so only
if the GL account referenced in the payableis one of the 4 inventory
accounts (as defined in the GL Key Accounts). If estimated A/P
were credited when anon-inventory GL account was selected by the
PO item record, estimated accounts payable would not get reversed
when the payable was posted. The value of estimated accounts pay-
able and inventory would climb out of sight.

When an assembly transaction takes place, you are essentially add-
ing labor to your inventory value. Assume you are using up $10
worth of raw materialsin asubassembly to which you are adding one
hour of labor, at $8 per hour with no overhead. The bill of material
might look like this:

|§DE Bill of Materials EEEEEI
B 1 [Hlsubassenbiy *1
Drawing Material

Itern Code E Quantityloc'tn  Unit Labor Yalue & Overhead Walue Level

RAL 1 I 1.00000 I I ER I I 5. 00000 2

RAM 1 1. 00000 ER 5. 00000 2 |4
RAL 2 1.00000 EA 2.00000 2

RAL 2 1.00000 ER 3. 00000 bl
FIMAL 1.00000 A HR &. 00000 2

The assembly transaction for one of these itemswould look like this:

EO=——————— Non-Scheduled Aissemblies =—————[s-HI=
[Transaction Posted Order Line® If otual
umnber Date To J/E# Made to Order Batch Number # Hrs
25120 [os/oesa7 | | Made to Stock [ 1000
Assembled Sent to Standard
lItemn Code 3 Quantit Lecation it Unit Cost Exctension
SUE 1 | 1.000 200 ER 15 . 00000 18. 00000
[Component PuTled From Standard
Itern Codes Quantity  Location Unit Unit Cost Extension Lot/Batch ¥
RAM 1 1.000| [1 ER 5.00000 5.00000
RAM 1 1.000 1 ER 5.00000 5.00000 [
FAK 2 1.000 1 ER 2.00000 2.00000
RAH 2 1.000 1 ER 2.00000 2.00000
FINAL 1.000 HR §.00000 5.00000

Notethat all of the raw materialswere pulled from the stock room (a
non-WIP location, and the subassembly will end up in location 200,

Posting to the GL
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aWIPlocationwhenit isfinished. Thelnventory Transactions Costs
window shows this transaction like this:

Inrentory Transaction Costs

Transaction Posted
Nurnber Transaction Type Date On J/E®  Te Period
85129 05408497

Ty Loca Order Line® If I Standard
ttem Codes pe  tion  POfInveice ftem #  Made to Order Current Unit Cost Unit Cost Quantity Unit
SUE 1 [ [zo0 | |[Hade to Stock | 15 ooooa|[—__18.ooooo [ 1.000 [EA
SUB 1 1N 200 Made to Stock 15.00000 18.00000 1.000 EA [+
RAH 1 ouT 1 Made to Stock 5.00000 5.00000 1.000 EA
R 2 ouT 1 Made to Stock 2.00000 2.00000 1.000 EA
R 3 oot 1 Made to Stock 3.00000 3.00000 1.000 EA
FIMAL ot Made to Stock £.00000 £.00000 1.000 HR

We decreased raw materials by $10.00, used up $8.00 of standard la-
bor, and increased WIP by $18.00. The posting would look like this:

Debhit Credit
Inventory, Raw Materials $10.00
Payroll Payable $8.00
Inventory, Work in Process ~ $18.00
Next, assume amanufacturing order is created for thisitem. This
would look like this:

Manufacturing Order Header

Manufacturing Order *[F | NALE33S Seheduled Production Date [0 /09/97

T} Planned Purchase {® Planned Assembly ) Planned Operation Friday

Uork Center [FimAC = Total Hours Required 1.000
Final Assenbly Critical Path Error

Print comments from item master file
Print comments from BOM header
Itemn to be @ Oty Qty Made Sales Order- E Hours Task CF ]

Task Produced Eequired So Far Line Hurber Eequired Status Error?
I 1[sUE 1 I 1 DDDI I 1.000 (Plan Ass|HO |

1 5UB 1 1.000 1.000 Plan Assy MO [}

The scheduled assembly transaction would look like this:

Scheduled Assemblies

ransaction Posted Secheduled “Work
b To J/E# Production Date Center Tazk ¥ *Hrs
IDS.-"UQ.-"Q? I IDS.#'DQ.-"Q? IFINF!L I I 1.000
Sent to

Quantity Location Unit Unit Cost Extenzion Batch Nurnber
[ tooa [ [eR [ te.00000] 1500000

omponent Pulled frrom
ltern Codes Quantity Location Unit Unit Cost Extension Lot/Batch #
FIHAL 1.000 I HRE &. 00000 &.00000

FIMAL 1.000 HRS 8. 00000 8.00000 <
RAL 1 1.000 1 EA 5. 00000 5.00000
RALl 2 1.000 1 EA 2. 00000 2 00000
RAK 2 1.000 1 EA 3.00000 3.00000
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The same posting would take place:

Debit Credit
Inventory, Raw Materials $10.00
Payroll Payable $8.00

Inventory, Work in Process ~ $18.00
Now, assumethe above scheduled assembly were performed again,
but this time the Actual # Hrsfield were edited to show two hours
of labor rather than one (the standard). That transaction would look

likethis:

E==————————= scheduled Assemblies ———————pFp:"

|
ransaction Fosted Scheduled work Actual
urnber Date To J/E# Production Date Center Tazk # *Hrs

Actual # Hrs set to 2 ITTa—| ey [nsasmz [eine P | 2 om

Azsernbled Sent to

ltern Code Quantity Location LUnit Unit Cost Extension Batch Number

SUE 1 [ toni [EA T t2.00000] 1z.00000] |
amponent Pulled frrom

ltern Codes Quantity Location Unit Unit Cost Exctension Lot /Batch *
F IMAL 1.000 I HRE &. 00000 &. 00000

F | HAL 1.000 HRE &. 00000 &.00000 i
FAL 1 1.000 1 ERA S.00000 S.00000

RAK 2 1.000 1 EAR 2. 00000 2. 00000

AL 2 1.000 1 EA 2.00000 2.00000

This posting would take place in two parts. When you post invento-
ry transactionsto the GL you will get aposting identical to the ones

we just saw:
Debit Credit
Inventory, Raw Materials $10.00
Payroll Payable $8.00

Inventory, Work in Process ~ $18.00
However when you post employee time char ges, the second half of
the posting will take place, that for the additional |abor portion of the
transaction. That posting looks like this:

Debit Credit
Labor Variance $8.00
Payroll Payable $8.00
This accounts for the additional one hour of labor on the job. Note
that in all of these transactions, only the standard labor portion
(that called out in the item’s bill of material) is posted to inventory.
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A note about phantom assembilies: If you have phantom assem-
bliesin your bill of material, you might find additional labor and
material transactions showing up in your postings. If this hap-
pens, you should check your bills of material for phantom as-
semblies. Remember, phantom assembly components (both
labor and material) blow through to the parent item’sBOM.
Therefore they will show up in the parent item’s posting.

Posting Labor Labor can be applied to jobs in many ways. First, it can be applied

Transactions as standard labor as designated in a bill of material. In these cases,
labor and labor variance are applied through the Assembly Trans-
actions windows as shown in the preceding section.

L abor can aso be applied directly, either to jobs, planned operations
or planned assemblies. These types of transactions are applied
through the Employee Time Charges and L abor Applied to
Planned Oper ations windows.

Employee Time When labor is applied to ajob using the Employee Time Charges
Charges window, the transaction will look something like this:
ES=———— Employee Time Charges ——Fi-I|
Employze Code |43 @ std $2/br Empoyee Posted to JE ¥

Signature: Date [05/15,/97 Perind ¢

Time Spent Actwltg@

Order-Line # 3 ltem Code Itern Description Hours M1nutesCode T
18551 T25 Chair-Oak Dining/Arms & Hecl DFHLL ﬁp

1255-1 725 Chair-0ak Dining/Arms & Head 1 ORILL S ||

The posting will look like this:

Dehit Credit
Cost of Sales - Labor $8.00
Payroll Payable $8.00
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Labor Applied to

Planned
Operations

Y ou may use thiswindow to apply labor charges to Planned Opera-
tions and Planned Assemblies. When you use this function to apply
|abor to a planned operation, the transaction might look like this:

Em

Labor Applied to Planned Operations =———————— = -3

Transaction
Crate

IDS.-"ZZ.-"Q?

Fosted to JE "I 92057 Period 1/ ‘

NELD6443 1

Order—Tazk # Drder Line ¥ ltern Code Code Code Hours Hou Done Code E ebly Locatlon

18?1 1

“Work Center Employee Scheduled Actual Units Activitg@ Assem Sent to

YES 200

LEELDG443 1

1871-1

ROD INELD I I 2. SDDI 3. DDESI 10. DDDI
3.000 0.0

S YES 200 ’»

Note that there are two components to the labor in this transaction:
the Scheduled Hours, and the Actual Hours. Any time the system
deals with routings, there are two types of manufacturing orders
scheduled; planned operations (the labor component), and planned
assemblies, which occur at thelast step of the process (see  Planned
Purchase, Planned Assembly, Planned Operation” on page
PLAN-121). The scheduled hours component of planned operations
will be rolled up into the assembly transaction, just asin all sched-
uled assemblies (see " Posting Assembly Transactions” on page
GL-69). Assume the above transaction involves $50.00 of raw mate-
rials and that the Scheduled L abor component is billed at $10.00
per hour, and that the item is moved into a WIP location upon com-
pletion. The scheduled assembly, or inventory, posting will look like
this.

Debit Credit
Inventory, Raw Materials $50.00
Payroll Payable $25.00

Inventory, Work in Process ~ $75.00
That leaves the additional one-half hour of labor. This component
will be captured when the Employee Time Char gesare posted. This
journal entry will be this;

Debit Credit
Labor Variance $5.00

Payroll Payable $5.00

Posting to the GL
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Planned
Assemblies

Posting and
Inventory
Locations

Y ou may a so use thiswindow to apply additional labor to a planned
assembly. Assume one hour of labor at $8.00 per hour.

The posting will look like this:

Cost of Sales - Labor
Payroll Payable

Debit
$8.00

Credit

$8.00

These postings have assumed that all raw materialswill be deducted
from non-WIP locations, and all subassemblies will be moved into
WIP locations (for information on how to define WIP and non-WIP
locations, see “WIP Inventory Begins at Stock L ocation Number...”
on page SYS-115). What happens when thisis not the case? First, as-
sume the raw materials are deducted from WIP locations. The as-
sembly transaction would then look like this:

|§DE Scheduled Assemblies D—"0——"————m=1=
|
ranzaction Posted Scheduled work Actual
Date To J/E# Production Date Center Task # *Hrs
IDS.-"UQ.-"Q? I IDS.-"DQ.-"Q? IFINF!L I 1 I 2.000
Sent to
Quantity Location Unit Unit Cost Extension Batch Number
1.000 [200 [ER | 18.00000)| 15. 00000
amponent Pulled frrom
ltern Codes Quantity Location LUnit Unit Cost Extension Lot/Batch #
FIMAL 1.000 I HRE &. 00000 &. 00000
FIMAL 1.000 HRE &. 00000 &.00000 i
RAW 1 1.000 200 EA 5. 00000 3. 00000
RAK 2 1.000 200 ERA 2. 00000 2.00000
RAK =2 1.000 200 ERA 2. 00000 2.00000

The resulting journal entry would look like this:

Debit Credit
Payroll Payable $8.00
Inventory, Work in Process $8.00
Why? Because all of the components were deducted from WIP at
$10, and put back into WIP at $18 ($10 raw materials + $8.00 |abor).
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Now, assume the same transaction as above, but the SUB 1 item was
built to stock. Therefore, it endsup in Location 1 (stockroom) after
the transaction. This transaction would look like this:

|§DE Scheduled Assemblies
|
ransaction Posted Scheduled “work Actual
Date To J/E# Production Date Center Task # *Hrs
IDS.-"UQ.-"Q? I IDS.-"DQ.-"Q? IFINF!L I 1 I 2.000
Sent to
Quantity Location Unit Unit Cost Extension Batch Number
1.000 |1 [EA T 120000 15. 00000
amponent Pulled frrom
ltern Codes Quantity Location Unit Unit Cost Extension Lot/Batch #
FIMAL 1.000 I HRE &. 00000 &. 00000
FIMAL 1.000 HRS 2. 00000 2. 00000 5
RAK 1 1.000 200 ERA 5. 00000 S.00000
RAK 2 1.000 200 ERA 2. 00000 2.00000
RAK =2 1.000 200 ERA 2. 00000 2.00000

And the resulting journal entry would be this.

Debit Credit
Inventory, Raw Materias $18.00
Payroll Payable $8.00
Inventory, Work in Process $10.00

By the same token, if the raw components were deducted from L o-
cation 1 (stockroom) rather than the WIP |ocation, the journal entry
would look like this:

Debhit Credit

Payroll Payable $8.00
Inventory, Raw Materials $8.00
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Now assume that an assembly is being performed on an item called
FIN 1. FIN 1 isafinished good. A finished good is defined as such
inltem Master File, Card #1, using the Item Typefield:

General Ledger

Posting and Item
Types

Emj Item Master File, Card #1 B
Itern Code EFIN 1 |Finished Good #1
G-oup TEST Sub-Group ) Purchased @ Fabricated
Option C]assg RAW  Raw Materials {7 G/L Sales Sub-Account 000
Itern Type FIH 15t Article Produced
Revision Cod 15t Article dpproved
ewision Lode EXP Expense |tems |—| Master Scheduled Itern
Cost Updated IDS.-"DS.-"Q? I
Material Cost | 10.00000 ) # Sales Units per Shipping Unit 0.00
Freight In I 0.00000  ‘Weight per sales unit (lbs)....... 0.00
Material 0/H 0.0000  Cubic Feet per Sales Unit......... 0.00
Outwork | 0.00000 Stockkeeping Unit....] EA
Labor 8.0000  Purchasing Unit....... I = I 1 SkUs
Labor O/H 0.0000  Sales Unit............... | = 1 SKUs
Total Cost 12. 0000
The assembly transaction would look like this:
Em Scheduled Assemblies EEEE
I
ransaction Fosted Scheduled Yifork Actual
To J/E# Production Date Center Task 8 ¥ Hrs
DS;"DQ;"Q? I IDs.-"DQ.-’Q? IF\NF!L 2.000

Sent to
Unit Cost Extension EBateh Number

Quantit Locat\on Unit
1.000 1 ER I 15 . 00000 18, 00000 I

armponent Pulled from
ltern Codes Quantity Location Unit Unit Cost Esctension Lot /Batch *
FIMAL 1.000 I HRE 2. 00000 2. 00000

F I MAL. 1.000 HRS 8. 00000 8. 00000 |
RAW 1 1.000 1 ER 5. 00000 5. 00000
RAL 2 1.000 1 ER 2.00000 2. 00000
RAW = 1.000 1 ER 3.00000 3. 00000

Notice how all of theitemsin the posting are being drawn from, and
sent to, L ocation 1 (the stockroom). Remember, thisisanon-WIP
location (see “WIP Inventory Begins at Stock L ocation Number...”
on page SYS-115). In this case, the posting will be:

Debit

Inventory, Finished Goods ~ $18.00

Payroll Payable
Inventory, Raw Materials

Credit

$8.00
$10.00
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Posting Sales
Invoices

Now, changethetransaction so FIN 1 will moveinto aWIPlocation,
rather than the stockroom after assembly. Theresulting journal entry
will be the following:

Debit Credit
Inventory, Work in Process ~ $18.00
Payroll Payable $8.00
Inventory, Raw Materials $10.00

Notice how all inventory, regardiess of type, will be posted to WIP
if itismoving into or out of aWIP location. If it is not moving into
and out of aWIPlocation, however, the posting will be driven by the
valuein the ltem Typefield and the accounts set up inthe GL Key
Accounts window:

|§DE General Ledger Key Accounts E_E§E§|
which Aceount

Each of Theze Accountz Must Be In Code Wil You The GL Account selected when Posting

o Chatt of Accounts Use for Each? E thiz tupe of aceount will be. .

A/P Discounts Taken IU—DDD—E\SSD—DDD Trial Post Inventory Transactions
Inventory — Finished Goods 0-000-1220-000 |rwentory - Finished Goods 43
Irventory — Raw Materials 0-000-1310-000 Irwentory - Row Moterials

Inventory — Resale Goods 0-000-1340-000 |rwentory - Resale Goods

lrventory = Hork in Process 0-000-1320-000 Irwentory - Hork in Process

To recap, when items are moved in and out of WIP, they are posted
to the WIP account set up inthe GL Key Accountswindow. When
they are not moved in and out of WIP, they are posted to the account
associated with their [tem Type as set up on this window.

Thisisfinefor finished goods, raw materialsand resaleitems, as
they all have their own GL account designationsinthe GL Key Ac-
countswindow. But what about subassemblies? Thereisno Key Ac-
count for them. They are posted to WIP when they are moved in and
out of WIP locations, and when they aren’t, they are posted to Raw
Materials. Why? Because it is assumed that if they are sent to anon-
WIP location then they have been made to stock, and are therefore

available for usein the manufacturing process like other raw materi-
als.

When asalesorder isinvoiced, two types of transactions are created:
an accounts receivabl e transaction and an inventory transaction. The
two transactions are also posted to the general ledger.

Posting to the GL
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Assume a sale is made for one of the FIN 1 which was produced in
the previous postings, and that thisitem sellsfor $25.00. These post-
ings look like this:

Sales Invoice

Debit Credit
Accounts Receivable $25.00
Sales - Finished Goods $25.00
Inventory Transaction
Debit Credit
Cost of Sales, Materials $18.00
Inventory, Finished Goods $18.00

Note: Qube ERP™ recognizesthesetransactions as Job Cost
transactions. Therefore, they will be flagged as Job Cost in in-
ventory windows, job cost reportsand posting reports.

Posting Vendor Vendor Invoi ces (payabl es) may be selected for posting either by the
Invoices date of theinvoiceitself or the date the goods were received as re-
corded in the field labeled Date Received on the Vendor Invoice
window. Make your selection by clicking the appropriate radio but-
ton.
Which Types of Transactions to Post™?

[ cash Receipts & Adjustments [T Cash Disbursements & Eank Transfers
|- Ernployee Tirme Charges |- Inventory Transactions

Make yOUi’ SeIeCtion |- General Journal Entries |- Sales Invoices & Credit Memos
here X —endor Invmcé’@ Select by Invoice Date ) Select by Receipt Date
Beginning Transaction Date: B5/85/96
Ending Transaction Date: B5./55./9¢]

Pleaze enter select the account period to post to:
® Current Accounting Period (12
{71 Mext Accounting Period (2)

8] Post Mow
{71 Post Later limmediately after the NEXT inwoicing procedurs])
{71 Post Later (at a Scheduled Time)

Choosing to select vendor invoices for posting based on the date re-
ceived allowsyou the ability to enter the correct vendor invoice date
but still record payables obligations in your general ledger for ase-
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lected period based on merchandise which has been received in that
period. Payables can then be based on the date the merchandise was
received, not the date the invoice was received. If you choose to se-
lect vendor invoices based on the date received, you should keep in
mind that items must have been received within the date rangein or-
der for avendor invoice to be selected. If they have not, the invoice
will not be selected.

When you post vendor invoices for items which are classified asin-
ventory, the posting will hit Estimated AP, Accounts Payable, and
possibly, Purchase Price Variance. The posting for an item with a
standard cost of 100.00 and an actual cost of 110.00 would look like
this:

Debit Credit
Estimated AP $100.00
Accounts Payable $110.00
Purchase Price Variance $10.00

The reason is that when the PO receipt was posted, it was posted at
standard. It could not be any other way, as the actual cost and PPV
could not be determined until the actual vendor invoice was re-
ceived.

When you post vendor invoices for items which are non-inventory
items, the posting will credit accounts payabl e and debit the expense
account called out in the vendor invoice:

|§DE Uendor Invoice Items EE§E§|
ELLLAM  Ellendale Lamps | 123456
Itern @ G/L docount Quantit Unit CostUnit Extension
Miscel loneous | tem 0-000-5000-000 | t.o00|  100.00000 [ER | 100,00
Miscel laneous | tem 0-000-3000-000 1.000 100.00000 ER 100 00 |47
=
0ffice Supplies [ 100,00

In the above example, the posting would look like this:

Debit Credit
Office Supplies $100.00
Accounts Payable $100.00

Posting to the GL
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Posting General General journal entries (those entered manually) are not posted au-

Journal Entries tomatically. Y ou may enter the various lines of the entry in severa
settings. Posting may be doneeither by viewing aselect journal entry
and clicking the <POST> button, or you may select journal entriesas
one type of transaction to post when using the Post Open Transac-
tions window. Before posting, it is recommended that you generate
aprintout of the journal entry and double check it for correctness.
This can be done by viewing the journal entry and selecting Print
ThisJournal Entry from the File menu. Once ajournal entry has
been posted, it cannot be changed.

Trial Posting & In order to tell which transactions have not yet been posted, Qube

Pre-Posting ERP™ provides edit lists. By printing these edit lists, you can make

Summary Reports  sureyou will be posting only those transactions which you wish to
post and that thetransactionsyou post will be posted correctly. There
are two types of pre-posting edit lists.

One seriesis shown in the window below. These will produce alist
of all unposted journal entries, cash receipts, labor cost entries, in-
voices, vendor invoices, payments to vendors and inventory move-
ments. By printing these reports, you may view what transactions
would be posted for the date range you select.

EDE General Ledger Reports
Pozting Unposted Cash Receipts & Adjustments
Pozting Unposted Employee Time Charges
Fozting Unposted Inwentary Transactions
Pozting Unposted Journal Entries
Posting Unposted Payment Transactions
Pozting Unposted Sales Inwoices & Credit Memos
Pozting Unposted Yendor Inwoices

In addition are the Trial Post reports shown below. The most impor-
tant feature of these reportsisthat they show the actual distributions
of the postings and whether balanced and accurate journal entries

will result from your posting prior to running the posting procedure.

|EDE General Ledger Reports
Pozting Trial Post Inventory Transactions
Pozting Trial Post Invoices and Credit Memos
Posting Trial Post Payables

Posting Trial Post Payments

Posting Trial Post Employes Time Charges
Pozting Trial Pozt Receipts & Adjustments
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There arefive other reports which will produce columnar lists show-
ing not only which transactions will be posted but aso which GL ac-
counts they will be posted to and in what amounts.

Note: POsfor Purchased RAW’sdo not show on the Trial Post
and will not post as single transactions. Also, make sure that
your GL accounts are different for Cost of Sales, Inventory Ad-
justments, and I nventory Scrap; if these accounts arethe same,
PO Receiptsmay not print on the Trial Post report.

Occasionally on this computer system, like any other, data can get
corrupted. Thiswill never be a problem if you can identify the cor-
rupted data beforeit is posted. Correcting bad data after it is posted
can be a huge problem. These reports show if each transaction will
produce abalanced journal posting. Look for azero (0) at the bottom
right of the page. If thetotal of al transactions being posted is not
zero, DO NOT POST THEM . Instead, identify the transactions
which have errorsin them and correct them before you post.

Posting to the GL
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FIFO/LIFO
Integrated with
General Ledger

Features Set

Integration of FIFO/LIFO values with the value of inventory as
found in the general ledger is an optional, for-sale feature. This fea-
ture is separate from FIFO/LIFO job costing.

TheFIFO/LIFO Integrated with General L edger module must be
activated in the Featur es Set window in order to be availablefor use
(see “Application Features Set Window” on page SYS-138).

Access iz Allowed to Checked Features
Core rmodules

Basic Production Flanning
Advanced Production Planning
Accounting

Indented Eill of Materials

Serial Number Tracking

Lot and Batch Tracking

"S-0Optionz" Option Selection
“Unlimited Options" Option Selection
“Modular Building” Option Selection
Bazic Job Costing

Advanced Job Costing

Basic Service Order Tracking
Advanced Serwice Order Tracking
Available to Promise

“endor Management

Sales Commission Tracking

Great Plains Interface

Ad Specialties Interface

ﬁ Multiple Shipping ‘Warehouses

. . X Fifa/Lifo Job Costing

Make sure FlfO/LlfO —> IE FifasLifo Integrated with General Ledger

L IS A S A

AO====

i [X Fhusical Inventory
Integrated with General (X Bor toge Bl
Ledger is active [® Contract Pricing

[ Multiple Zones Tax Accounting

E Fallet Position Tracking

E Executive Information System
Global Commerce

E Cusztomer Furnished Materials

|_ Process-Oriented Order Entry

[% Internet

[® Forward Scheduling

ﬁ Quality Inspections

Note: Sincethevalue of each inventory transaction is set imme-
diately prior to posting, don’t usethe Trial Post I nventory
Transactionsreport. The numberswill change when thetrans-
actionsare posted, sothereport should beignored. Usethe Un-
posted Inventory Transactionsreport instead.
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How to Post FIFO/
LIFO Inventory
Transactions --
Examples

1. Setupitemsinthe IMF carrying different current unit costs.

Issue POs for both items at different unit costs. The following
screen shots are displayed so you can see the unit costs associ-
ated with each PO item. At the time these screenshots were
made, all PO receiving transactions had been executed.

EO=————— PurchaseOrderltems =—"————|
6001 Vendor #1 [ 60001 -1  of 1

itern Code (3 Date Status Ordered  Received B/0  Unit Cost Extension
1R 02/19/98 [C 100 100 o][er | 1.00000 | 100.00
6002 Vendor 32 [ 60002 -1  of 1

Item Code Date Status _ Ordered  Received B/O  Unit Cost Extension
2R 02/19/98 [C 100 100 of [EA | 2.00000 [ 200.00
6002 Vendor *2 [ 60003 -1  of 1

Item Code Date Status _ Ordered  Received B/O  Unit Cost i
2R 02/19/98 [C 100 | 100 o] [eA | 400000 [ 400.00]
6001 Vendor #1 [ 60004 -1  of 1

Item Code (3 Date Status  Ordered  Received B/D  Unit Cost Extension
1R 02/19/98 [C 100 100 o] [en | 2.00000 [ 200.00

3. Separate PO receipts using different receipt dates.

4. View thetransaction costs associated with each receipt. Current
cost is copied from the PO. FIFO cost will be the posting cost
value at the time the transaction was created and will be
updated from the FIFO layers at posting.
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5. Post thefirst day's receipts. View the JE and compare the values
with those shown on the inventory GL account and the FIFO/

LIFO layers windows.

General Ledger Journal Entries

Journal Number Type Posted?  To Period/Year Date
Q0001 INUT YES 1/ 0z2/21/98
Account Code Description Debit Credit
1400-000/00 Increase Raw Materials | 300.00 |
1400-000/00 Increase Raw Materials 300.00
2001-000/00 Estimated Accounts Pauable 300.00
300.00|| 300.00|

Chart of Accounts - Current Year Period Totals

Item Code 1R

Code || 1400-000/00 [1hventory Raw Materials
Tgpe@ AC Current Assets
Order 140000000 Used inBalance Sheet  Mormally DR balance
Period Amounts
2 0.00
1 300.00 = Current Accounting Period 1 Year Prior

ifo/Lifo Stock Layer

First Raw Material item Fifo Unit Cost 1.00000

Bought/Made Unit Original Current
Date Reference Number _ for Job * Cost Quantity. Quantity Extension
02/19/98 [P0 _Receipt [60001-1-1 [ 1.00000 [ 100.000 [ 100.000 [ 100.00000
02/18/98 PO Receipt 60001-1-1 1.00000 100.000 100.000 100.00000
I Totals| 100.000] [ 10000000
v
ttem Code [[2R Second Raw Material item Fifo Unit Cost 2.00000
Bought /Made Unit Original Current

Date Reference Number _ for Job * Cost Quantity. Quantity Extension
02/19/98 [P0 _Receipt |[60002-1-1 [ 2.00000 [ 100.000 [ 100.000 [ 200.00000
02/19/98 PO Receipt 60002-1-1 2.00000 100.000 100.000 200.00000
100.000] [ 200.00000

[ Totals]

The general ledger records the true FIFO/LIFO value of inven-
tory as supported by the FIFO/LIFO layers data.
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6. Post the second day's receipts. Check the JE and compare the
FIFO/LIFO and GL account balances.

General Ledger Journal Entries EEN
Journal Number Type Posted?  To Period/Year Date
90002 INUT VES 1/ 02/23/98
Account Code@ Description Debit Credit
1400-000/00 Increase Raw Materials [ 600.00 |
1400-000 /00 Increase Raw Materials 600.00 oy
2001-000/00 Estimated Accounts Payable 600.00 [
2
| | 600.00 || 600.00 |
Chart of Accounts - Current ¥
Code [Y[ 1400-000/00 [Thventory Raw Materials

Tgpe@ AC Current Assets
Order 140000000  Used inBalance Sheet  Mormall,

Period Armounts
1 900.00 = Current Accounting Period
Fifo/Lifo Stock Layers El
I3
tter code @R First Raw Material item Fifo Unit Cost 1.50000
Bought /Made Unit Original Current
pate Reference Number _ for Job * Cost Quantity. Quantity. Extension
02/13/98 [P0 Receipt |[60001-1-1 [ T.00000 | 100000 100.000 10000000
02/19/98 PO Receipt 60001-1-1 1.00000 100.000 100,000 100.00000
02/22/98 PO Receipt 60004-1-1 2.00000 100,000 100.000  200.00000
[ Totals] 200.000] [ 300.00000]
I3
ttem code [[2R Second Raw Material item Fifo Unit Cost 3.00000
Bought /Made Unit Original Current
IDate Reference Number  for Job * Cost Quantity Quantity Extension
02/19/98 [FO_Receipt [60002-1-1 2 00000 100.000 100.000 20000000
02/19/38 PO Receipt 60002-1-1 200000 100,000 100,000 200.00000
02/22/98 PO Receipt 60003-1-1 4.00000 100.000 100,000 400.00000
[ Totals| 200.000] [ 600.00000]

Since all transactions have been posted, you can also compare
the value of inventory in the GL with the value shown on an
inventory report printed at FIFO value.

Fifo/Lifo Demo Data
Inventory By Item Code All Items Active Only, at Fifo Cost
Report Printed on 02/23/98 at 09:41, Page #1

Material
Stock + Overhead Labor Freight Outwork Total Inventory
Item Code and Deseription On Hand 8 K.U. Cost Cost. Cost. Cost Unit Cost Walue
iR First Raw Material i 200.000 Eash 1.50000 0.00000 0.00000 0.00000 1.50000 300.00000
2R Second Raw Material 200.000 Eash 3.00000 0.00000 0.00000 0.00000 3.00000 600.00000

Total Inventory Value: 900.00000
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This can be done only when all inventory transactions have
been posted. If you try to compare while there are unposted
inventory transactions, the totals will not match, since total
value of stock will reflect the quantities in the unposted transac-
tions, but the FIFO layers will not yet have been updated.

The general ledger records the true FIFO/LIFO value of inven-
tory as supported by the FIFO/LIFO layers data.

Create an outgoing inventory transaction (adjustment), then
post the transaction and compare values.

Inventory Transaction Quantities

ITransaction MNumber

Transaction Type

Date Posted On J/E®

02/23/98 90003

80007 Job Cost or Adjustmt
Ty Loca- Order Line® If
Itern Codes@ pe  tion PO/ Invoice ltem *  Made to Order Stock on Hand Quantity Unit Lot/B:
[ [ouT [ [ [ [ 200.000]] 50.000 [EA |
1R ouT 1 200.000 S0.000 EA
2R ouT 1 200.000 S0.000 EA

General Ledger Journal Entries

Journal Number

Type Posted?

INUT VES

To Period/Year Date

1/ 02/23/98

Q0003
Account Code Description Debit Credit
1400-000/00 Reduce Raw Materials [ [ 150.00
1400-000/00 Reduce Raw Materials 150.00
S5800-000/00 Inventory Adjustments 150.00
| [ 150.00 || 150.00
£ Chart of Accounts - Current ¥

Code@ 1400-000/00 Inventory Raw Materials

Tgpe@ AC Current Assets
Order 140000000 Used inBalance Sheet  Normally

ifo/Lifo Stock Layer:

Period Amounts
2 0.00
1 ?50.00 = Current Accounting Period

v

ttem code TR First Raw Material item Fifo Unit Cost 1.66667
Bought/Made Unit Original Current
pate Reference Number _for Job * Cost Quantity, Quantity, Extension
02/13/98 [P0 _Receipt [60001-1-1 T.00000 100.000 50.000 50.00000
02/13/38 PO Receipt 60001-1-1 1.00000 100.000 50.000 50.00000
02/22/38 PO Receipt 60004-1-1 2.00000 100.000 100,000 200.00000
[ Totals] 150.000] [ 250.00000
7

ttem Code 2R

Second Raw Material item

Fifo Unit Cost 3.33333

Bought/Made Unit Original Current
pate Reference Number _for Job * Cost Quantity. Quantity. Extension
02/19/98 [PO_Receipt [60002-1-1 200000 [ 100.000 [ 50.000 [ 10000000
02/19/98 PO Receipt 60002-1-1 2.00000 100.000 50.000 100.00000 |«
02/22/98 PO Receipt 60003-1-1 4.00000 100.000 100.000 400.00000
Totals] 150.000] | 500.00000]
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The genera ledger records the true FIFO/LIFO value of inven-
tory as supported by the FIFO/LIFO layers data.

Create a sales order. Make sure the shipping quantity islarge
enough so that Qube ERP™ will have to pull quantities from
morethan one FIFO layer. Invoiceit and then post the inventory
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Fifo/Lifo Demo Data

transactions. Again, the value of inventory reflected in the gen-
eral ledger equals the value reflected by the FIFO layers.

Invoice Items

2001 NHew Customer Added During_Order En- Invoice Item| 5001 g_
ltern Ordered Shipped Prior B/O Price Unit Extension
2R 100 100 | off ol &.000 [EA | 600.00
1R 100 100 5.000 EA 500.00
2R 100 100 6.000 EA 600,00
Second Raw Material item [ 1, 100.00]

General Ledger Journal Entries

Journal Number Type Posted?  To Period/Year Date
90004 INUT YES 1/ 02/24/98
Account Code Description Debit Credit
1400-000/00 Reduce Raw Materials [ [ 450.00
1400-000/00 Reduce Raw Materials 450.00
5S000-000/00 Material Cost of Sales 450.00
| | 450.00 | 450.00

Chart of Accounts - Current ¥

Code. 1400-000 /00 Inventory Raw Materials
Tgpe AC

Current Assets

Order 140000000 Used inBalance Sheet  MNormally
Period Arnounts
2 0.00
1 300.00 = Current Accounting Period
Fifo/Lifo Stock Layer
¥
ttern Code TR First Raw Material item Fifo Unit Cost 2.00000
Bought/Made Unit Original Current
Date Reference Number _ for Job * Cost Quantity. Quantity. Extension
2/22/98 |PO Receipt [[60004-1-1 [ 2.00000 [ 100.000 [ 50.000 | 100.00000
02/22/98 FO Receipt 60004-1-1 2.00000 100.000 50.000 100.00000
New Customer Added During Order| Totals] s0.000] [ 100.00000

v

Item Dode 2R Second Raw Material item Fifo Unit Cost 4.00000

Bought /Made Unit Original Current
Date Reference Number _ for Job * Cost Quantity Quantity, Extension
02/22/98 [P0 Receipt [60003-1-1 4.00000 | 100.000 [ 50.000 [  200.00000
02/22/98 PO Receipt 60003-1-1 4.00000 100.000 50.000 200.00000
New Customer Added During Order| Totals] s0.000] [ 200.00000

Inventory By Item Code All Items Active Only, at Fifo Cost
Report Printed on 02/24/98 at 10:46, Page #1

Material
Stock + Overhead Labor Freight Ourwork Total Inventory
Item Code and Deseription On Hand 8.K.U. Cost. Cost. Cost. Cost. Dnit Cost Falue
iR First Raw Material i 50.000 Each 2.00000 0.00000 0.00000 0.00000 2.00000 100.00000
2R Second Raw Material 50.000 Each 4.00000 0.00000 0.00000 0.00000 4.00000 200.00000
Total Inventory Value: 300.00000
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Purchase Price

Variance
Adjustments

The genera ledger records the true FIFO/LIFO value of inven-
tory as supported by the FIFO/LIFO layers data.

Several conditions may occur which require adjusting transactions

1

]

to be created based on posting values found in vendor invoices.

The PO receipt (inventory transaction) was posted first to set up
the FIFO/LIFO layer, but the vendor invoice comesin at a dif-
ferent unit price. Thisrequiresthat the value of the FIFO/LIFO
layer be adjusted by the difference between the PO and the ven-
dor invoiceitem value. Thisisfairly simpleif no quantities
have been used in outgoing inventory transactionsto draw down
the quantity found in the FIFO/LIFO layer. It is more compli-
cated if the quantity currently available in the FIFO/LIFO layer
islessthan the original quantity received. It isespecialy com-
plicated if the quantity of the layer has been entirely used up.

The vendor invoice is posted before the PO receipt (inventory
transaction). Under this condition, the FIFO/LIFO layer has
not yet been created. Therefore the adjustment must be created
in such away that, when the FIFO/LIFO layer is created, it is
then adjusted by the difference between the PO and the invoice.

The following is an example.

a) Draft avendor invoice from PO 60001, changing the unit
cost from the expected value of $1.00 (from the PO) to
$1.20.

Vendor Invoice Items E=="r=———|v=

6001 Yendor *1 [ U160001
ttem (@ /L Account [ Quantity, Unit CostUnit Extension

(R

1400-000/00 100.000 1.20000 |EA 120.00

1R

1400-000/00 100.000 1.20000 EA 120.00

Inventory Raw Materials [ 120.00

b)  Post the vendor invoice. Qube ERP™ will increase inven-
tory by the difference of the PO receipt and the vendor
invoice, and adjust the unit cost of available FIFO/LIFO
layersto reflect the new unit cost. In this case, half of the
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FIFO layer created by the receipt of PO 60001 was
aready used up. Therefore the unit cost adjustment made
to the remaining FIFO layer is twice that which would
have been required to increase the value of thisitem by

the needed $20.00.
E[J=—————— Chart of Accounts - Current ¥
Code @[ 1400-000/00 | Ihventory Raw Materials

Tgpe AC Current Assets
Order 140000000 Used inBalance Sheet  Normally

Period Amounts
2 0.00
1 320.00 = Current Accounting Period
General Ledger Journal Entries ==————"1Iv=
Journal Number Type Posted?  To Period/Year Date
90005 PAY YES 1/ 02/24/98
Account Code E Description Debit Credit
1400-000 /00 Posting Pauyables 02/24/93 [ 20.00 |
1400-000 /00 Posting Payables 02/24/98 20.00 <
2000-000/00 Posting Payables 02/24/98 120.00 [
2001-000/00 Posting Payables 02/24/98 100.00 <
[ 120.00|| 120.00
[=———————— Fifo/Lifo Stock Layers
ttem Code ([TR First Rau Material item Fifo Unit Cost 2.40000
Bought/Made Unit Original Current
Date Reference Number  for Job * Cost Quantity Quantity Extension
02/22/98 [P0 Receipt [60004-1-1 [ 2.40000 | 100.000 50.000 120.00000
02/22/98 PO Receipt 60004-1-1 2.40000 100.000 50.000 120.00000 [
New Customer Added During Order| Totals] s0.000] [ 120.00000]
v
tern Code (2R Second Raw Material item Fifo Unit Cost 4.00000
Bought/Made Unit Original Current
Date Reference Number _ for Job * Cost Quantity Quantity Extension
02/22/98 |PO Receipt |[60003-1-1 4.00000 | 100.000 | ED,UDDI 200.00000
02/22/98 PO Receipt 60003-1-1 4.00000 100.000 50.000 200.00000
New Customer Added During Order| Totals] s0.000] [ 200.00000]

Note: The adjustment may be madeto any existing FIFO/LIFO layer
and needsto single out the layer created by the PO item associated
with the vendor invoice item being posted, since this layer may not
even show any current quantities available. The objectiveistore-
value current FIFO/LIFO layers to agree with the GL value, not to
revalue any specific layer. In thisexample, the layer created by the
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receipt of PO 60001 had been completely used up by thetime the as-
sociated vendor invoice was posted.

The adjustment records can be viewed on the FIFO/L1FO Stock

L ayer swindow. Thelayers can be loaded to show current quantities
availableor to show al quantitiesavailable. If loading current layers,
Qube ERP™ will look for adjusting entries which have not yet been
assigned to an existing layer and, if oneisfound, will display a
LOAD ADJUSTMENTS button. If loading al layers, Qube ERP™
will look for any adjusting entries associated with the current item
code and, if oneisfound, will display the LOAD ADJUSTMENTS
button.

Click on the LOAD ADJUSTMENTS button to display these transac-
tions, like this:

v

ttem Code TR First Raw Material item Fifo Unit Cost 2.80000
Bought/Made um Original Current

Date Reference Number _for Job * Cost Quantity. Quantity Extension

02/19/98 |PO Receipt |[60001-1-1 [ 1.00000 [ 100.000 [ 0.000 [ 0.00000

62718708, PO Receipt. 000 1-1-1 1..00000 100,000

02/22/98 PO Receipt 60004-1-1 2740000 100000 BN 120" G600

02/24/98 PPU Adjust UI60001 0.40000 50.000 20.00000
[ Totals] 50.000] [ 140.00000

Inthisexample, the adjustment isthelast linedisplayed inthelist. It
says that a $20.00 adjustment was made on 2/24/98 at a time when
the current layer quantity was 50 units, therefore making the unit
cost adjustment $20.00/50 or $0.40. If you press the OPTION key
while double-clicking on thisline, Qube ERP™ will find and display
the vendor invoice items whose posting generated the adjustment.

In this example, the vendor invoice is posted before the PO receipt
(inventory transaction). Therefore the adjustment can be seen but
there is no associated FIFO/LIFO stock layer.

EO0E=——~——————— Fifo/Lifo Stock Layers =————axo-——-———_"I™=I
v
ttern code ([3R Third Raw Material item Fifo Unit Cost 30.00000
Bougm/Maae L Original Current

Quantity Quantity  Extension

02/24/93 PPV Adjustr UIEDDDS 30 00000 | 000 30.000 30 26000

02/24/38 PPU Adjust U160005 30.00000 ~000 30.000 30.00000 [

[ Totals] 0.000] | 30v00000|
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After the PO receipt is posted, the adjustment is used up and the gen-
eral ledger and FIFO/LIFO layers still agree.

EN General Ledger Journal Entries El
Journal Number Type Posted?  To Period/Year Date
90007 INUT YES 1/ 02/24/98
Account Code Description Debit Credit
1400-000/00 Increase Raw Materials | 300.00 [

1400-000 /00 Increase Raw Materials 300.00 {>
2001-000/00 Estimated Accounts Payable 300.00 [
&

| | 300.00 || 300.00|

Chart of Accounts - Current
Code | 1400-000/00 [Thventory Raw Materials
Tgpe AC Current Assets

Order 140000000  Used inBalance Sheet  MNormall

Fifo/Lifo Stock Layers

tern Code ([ 1R First Raw Material item Fifo Unit Cost 2.40000
Bought/Made Unit Original Current
Date Reference Number _for Job * Cost Quantity. Quantity, Extension
02/22/98 [P0 Receipt [[50004-1-1 [ 2.40000 [ 100.000 [ 50.000 | 120.00000
02/22/38 PO Receipt 60004-1-1 2.40000 100.000 50.000 120.00000
I Totals] s0.000] | 120.00000
v
ttem code B[2R Second Raw Material item Fifo Unit Cost 4.00000
Bought/Made Unit Original Current
Date Reference Number _ for Job * Cost Quantity. Quantity. Extension
02/22/98 [P0 Receipt |[60003-1-1 4.00000 | 100.000 50.000 200.00000
02/22/98 PO Receipt 60003-1-1 4.00000 100.000 50.000 200.00000 [
I Totals] s0.000] [ 200.00000]
v
ttem Code ([3R Third Raw Material item Fifo Unit Cost 3.30000
Bought /Made Unit Original Current
Date Reference Number _for Job * Cost Quantity. Quantity. Extension
02/24/98 [P0 _Receipt [[60005-1-1 3.30000 | 100.000 [ 100.000 [ 330.00000
02/24/38 PO Receipt 600DS-1-1 3.30000 100.000 100.000 330.00000 [
| Totals] 100.000] [ 330.00000]
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Fifo/Lifo
Examples

This example shows an item with FIFO/LIFO layers currently con-
taining stock.

EGE Fifﬂ/l_ifﬂ stock Lauers EEEEE
tem Code (§[270004 LISTELO ROMBO-2 - BEIGE - 33 @
Bought /Made Unit Original Current
Date Reference Number _ for Job # Cost GQuantity. Quantity.
04/16/96 [P0 Receipt |[70206-2 [ 2.52547 | 350.000 | 42.000
04716796, PO Receipt. 70206-2 Z.52547 350, 000 42 000]4y]
02/19/96" Cycie Coun 97647 2.52547 1.000 1,000 |
09/03/96 PO Receipt 70271-3 2.55287 245.000 245.000
09/03/96 PO Receipt 70271-3 2.55287 245.000 245.000
02/20/9? PO Receipt 703581 2.83968 6.000 6.000
02/21/97 PO Receipt 70369-1 2.83968 31.000 31.000
04/07/97 PO Receipt 70396-1 2.88577 50.000 50.000
04/03/97 PO Receipt 70399-1 2.88577 26.000 26.000(5]
[ Total | 646.000

Click the LOAD ALL LAYERShutton and seelayerswhose stock has
been used up, leaving a zero current balance.

Bought/Made Unit Original Current
Date Reference Number  for Job * Cost Quantity Quantity,
09/30/94 |PO Receipt [[60009-29 | 2.48000 [ 1857.000 [ 0.000
09730794 PO Receipt 60009-29 248000 1,857,000 >
04/28/95 Cycle Coun 92208 2.48000 6.000 —
06/28/95 Cycle Coun 92992 2.48000 24.000
11/30/95 Cycle Coun 94808 2.43000 2.000
03/15/96 Job Cost t 9621-3 13705-3 2.48000 32.000
04/22/96 Job Cost t 10038-1 14128-1 2.48000 13.000
04/16/96 PO Receipt 70206-2 2.52547 350.000 42.000]
08/19/96 Cucle Coun 97647 2.52547 1.000 1.000
09/03/96 PO Receipt 70271-3 2.55287 245.000 245.000,
09/03/96 PO Receipt 70271-3 2.55287 245.000 245.000,
02/20/97 PO Receipt 70358-1 2.83968 6.000 6.000
02/21/97 PO Receipt 70369-1 2.83968 31.000 31.000]
04/07/97 PO Receipt 70396-1 2.88577 50.000 50.000|
04/08/97 PO Receipt 70399-1 2.88577 26.000 26.000(F
[ Total | 646.000

If you double-click on any line, Qube ERP™ will display the specif-
ic transaction which created the layer. If you pressthe OPTION key
while double-clicking on alinethat refersto a PO, Qube ERP™ will

display the PO items window on which the purchase was set up.

FIFO/LIFO layers are not updated as transactions are entered; that
takestoo long. Instead they are updated during posting. Inthefol-
lowing screenshot, an outgoing inventory transaction was posted for
aquantity of 10 units. The FIFO/LIFO layers reflected the transac-
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tion, removing 10 units from the oldest FIFO/LIFO layer. Current
quantity went from 42 to 32 units.

E0=————— Fifo/Lifo Stock Layers £
tem Code (J[270004 LISTELO ROMBO-2 - BEIGE - 3X8 [
Bought/Made Unit Original Current
Date Reference Number _ for Job # Cost Quantity. Quantity
04/16/96 |PO_Receipt |[70206-2 | 2.52547 | 350.000 [ 32.000
04/16/96 PO Receipt 70206-2 2.52547 350.000 32.000[
08/19/96 Cycle Coun 97647 2.52547 1.000 1.000[
09/03/96 PO Receipt 70271-3 2.55287 245.000 245.000
09/03/96 PO Receipt 70271-3 2.55287 245.000 245.000
02/20/97 PO Receipt 70358-1 2.83968 6.000 5.000
02/21/97 PO Receipt 70369-1 2.83968 31.000 31.000
04/07/97 PO Receipt ?0396-1 2.8857? 50.000 50.000
04/08/97 PO Receipt 70399-1 2.88577 26.000 26.000F
[ Total | 636.000

The current unit cost referenced in thistransaction wasoriginally set
to the current unit cost found in the item master file: $2.88577.
Looking at the transaction that was just posted, you can see that its
current unit cost was replaced during the posting process by the unit
cost associated with the FIFO/LIFO layer from which it was pulled:
$2.52547.

E0E=———— Inventory Transaction Costs =—"——————=|
Transaction Posted
Number Transaction Type Date On J/E® To Period
101405 Job Cost or Adjustmt [02/14/98 [11281 8
Ty Loca- Order Line® If v Standard
item Codes@ pe tion  PO/Invoice ltem ® Made to Order Current Unit Cost Unit Cost Quantity Unit
270004 oot [1 | [ | 2.52547|[ 2.88577 | 10.000 |PCS

Next, an outgoing transaction for 89 units was added, a quantity
large enough that it must pull from more than one layer. The result
shows that Qube ERP™ emptied the oldest two layers (32 unitsand
1 unit) and pulled the remaining quantity from the next oldest layer,
reducing it from 245 to 189.

Bought/Made Unit Original Current

Date Reference Number  for Job # Cost Quantity, Quantity
09/03/96 |P0 Receipt [[70271-3 [ 2.55287 [ 245.000 | 189.000
09/03/96 PO Receipt 70271-3 2.55287 245.000 189.000
09/03/96 PO Receipt 70271-3 2.55287 245.000 245.000
02/20/97 PO Receipt 70358-1 2.83968 6.000 6.000]
02/21/97 PO Receipt 70369-1 2.83968 31.000 31.000]
04/07/97 PO Receipt ?0396-1 2.8857? 50.000 50.000
04/08/97 PO Receipt 70399-1 2.88577 26.000 26.000|
[ Total | 547.000

Again, the current unit cost in the transaction is originally set to the
value found in the associated item master filerecord: $2.8858. Dur-
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ing the posting process, the unit cost associated with the transaction
was reset to the weighted cost of the FIFO/LIFO layers from which

it was pulled:
Table 1:
! . , Weighted
FifolLifo # Units Lgyer S Extension | AverageUnit
Layer Unit Cost
Cost
1 32 2.52547 80.81504
2 1 2.52547 2.52547
3 56 2.52587 142.96072
89 226.30123 | $2.54271
GL-95
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Clear Posting
Flag

General Ledger

Posting &
Closing

Clear Posting
Flag

[I=———— Clear Posting flag =———F—

Each time a user begins to post any transaction to the general ledger, the
Manufacturing Controller™ will set a flag to mark the beginning of a
posting event. This is done to warn other users who may also want to post
at that time that posting iz already going on. Only one user may post at any
one time. If the posting is completed, the flag will be cleared, allowing the
next user to post. If, howewer, a sustemn bomb or other interruption
occurs, the posting will not be completed and the posting flag will remain
set, even though no one is 5ti11 posting. This would stop any further posting
from occurring. This procedure allows the user to clear this flag so that
pasting may be done again.

|3 someane posting now? |Nl:|

;‘? Clear Posting Flag

For dataintegrity purposes, the system will allow only one work sta-
tionto be posting at atime. If one user attemptsto post while another
user is also posting, a message will be displayed advising the user
that someone elseis posting.

It is possible, however, that this message may be incorrect. For ex-
ample, a system or network error may have occurred which prema-
turely terminated a posting procedure. If this occurs the flag which
tells the system someone is posting will not get cleared. The next
timeyou attempt to post, the system will erroneously inform you that
someone elseis aready posting to the GL.

Thiswindow is used to clear this condition. Click the <CLEAR
POSTING FLAG> button and the system will automatically clear it.

Important: It isalso extremely important that postable transac-
tions not be enter ed while the same type of transaction isbeing
posted (e.g., invoices should not be created whileinvoicesar e be-
ing posted). For thisreason, only the user posting transactions
should belogged on during a posting procedure.
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Period Closings

Month-End
Closing

I General Ledger

Posting &
Closing
Month End
Closing

|

SO=————— Month-End Closing =——=

This routine does the following to each G/L Account:

1. Copies the dollar walues from the current manth into the previous month.
2. Zeroes out the dollar values within the current manth.

3. Copies all presious month aceount walues to a one period earlier field.

4. Copies data from GAL Halding Period into the current period.

Enter the Period Closing Date here: | 12/31,/93
Current Accounting Period is #1

BEFORE YOU BEGIN...
Make a reliable backup of your data!

| # EditClosing Date | |7 Begin Month-End Close |

At theend of each accounting period or month, you should close out
each general ledger account. Thisisnecessary if you aregoingto be
ableto compare the account totals in each account from one month
to the next. This procedure also adds the profit or loss from the cur-
rent period to retained earnings. (This should be done whether you
are using Qube ERP™ Accounting or Great Plains).

Important: Beforedoing a month end closing, be sureyou have
posted all of these transactionsto the general ledger, or your
recordswill beincorrect.

Theimpact of this procedure is described on the window. All trans-
actions posted to the current period are rewritten into the prior peri-
od. The value of transactions posted to the G/L holding fields are
rewritten to the current period.

Important: You should have areliable backup of your datafile
before you begin this procedure, as a power failure, system er-
ror or other problem could damage your data permanently.

Before closing any accounting period, it isimportant that all databe
posted which should be posted to that period. Qube ERP™ will

Period Closings
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check for this as part of the closing procedure. It will review all un-
posted transactions (cash receipts, general journal entries, cash dis-
bursements, invoices, payabl es transactions and inventory
transactions) and compare the transaction date with the closing date
of the period as entered when the closing procedure wasbegun. If the
transaction dateisearlier or the same asthe closing date, thefunction
will advise you that an unposted transaction exists which is dated
within the period being closed. At this point, you may proceed with
the closing or stop to post the unposted transaction. To avoid such
surprises, it isrecommended that you print all unposted transactions
dated on or prior to the closing date before beginning this closing
procedure.
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Year End Closing

i General Ledger

Posting &
Closing
Year End
Closing

I O

[I=———— Year-End Closing =—"—I%

This routine does the following to each GSL Account:

1. Copies the dollar walues from the current year into the previous year.
2. Zeroes out the dollar walues within the current year.

3. Copies all previous year account walues to a one year-earlier field.

4. Zeroes out year-to-date fields in inventory and customer records.

Enter the CLOSING DATE here... I 1273193

Current Accounting Period is #1

BEFORE YDU BEGIN...
Hake a reliable backup of your data!

| {? Edit Closing Datel | {? Begin Year-End Close I

Note: Many of the production planning and inventory reports
refer tofiscal periods, so this procedure should be conducted
whether you areusing Great Plainsor Qube ERP™ Accounting.

This procedure is very similar to the month end closing except that
it will take more time. Also, unlike months, years cannot be re-
opened once they are closed, so it is very important that you follow
the proper procedures when conducting this process.

In addition to advancing the numbersin the general ledger and clear-
ing out the balances in the current year, the Y ear-End Closing also
flagsall journal entriesin the datafile to indicate to which year they
belong.

When ajournal entry iscreated, it isflagged as belonging to the cur-
rent fiscal year. At year end, all journal entries for the current year
will be flagged as belonging to the previous year and journal entries
flagged as belonging to the previous fiscal year must be flagged as
now belonging to one year prior to the previous year, etc.

Journal entries posted in the current fiscal year but posted to periods
13 or 14 are handled differently. These maintain their flag as belong-
ing to the current fiscal year and the number of the period to which
they belong is changed from period 13 to 1 and period 14 to 2. Data
files contai ning many thousands of journal entry recordswill require
a considerable amount of time to accomplish these tasks.

Period Closings
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*The correct procedure for handling a year
end closing is

Close all current year periods (months).
Print financial statements.

Make a backup data file.

Conduct the year end closing.

Print financial statements again.

@ o~ W DdRe

If the financial statements printed after the year
end closing are not acceptable, revert to your
backup data file and begin again.

Note: if your New Year beginning Retained Ear nings account
doesnot equal your PreviousY ear closing Retained Earningsac-
count, you have a problem with oneor moreperiodsduringthat
year.

*To reconcile beginning and closing
Retained Earnings accounts

1. Revertto your backup and compare the Balance

Sheet with the P&L (Detailed Income Statement)
starting with period 1.

Be sure that the profit for that period is correctly reflected in the
month end closing JE for the Income summary and Retained
Earnings accounts.

2. If you find a period with a difference, reopen the
period and reclose the period.

The month end JE should be created for the difference.

3. You must then reopen and reclose EACH subse-
guent period.

GL-100
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Holding the Year
Open

Clearing Year to
Date Numbers

4. Close the year again.

Y ou may close period 12 and not close the year. This alows you to
set the current period to 13, post to periods 13 or 14 and then close
the year when you are ready to do so. Many companies like to hold
the current year open while they figure out their year end closing en-
tries. In this situation, they may reopen any prior period (12 and pri-
or), post changes to the period and then reclose the period. After the
year has been closed, periods in the prior year may not be reopened
and posted to. It'shistory. By keeping the current year open, you may
post to periods 13 and 14, which become periods 1 and 2 after the
year end closing is completed.

The function will also clear out all year-to-date numbersin thein-
ventory master file and the customer master file (e.g., year to date
sales, year to date purchases). Thisisfineif the close has been done
ontime. Often, however, year end closingsrequiremoretimeand are
not done for 30-120 days (or more) following the year end closing
date. Hence transactions have been entered (invoices, purchases,
etc.) which would make the clearing out of these fields inappropri-
ate. In order to correct this condition, there are utilities found in the
System Administration module which resets the year to date num-
bers. Toreset Y TD numbersfor customer records, select <SALES
BAL DUE, ORDERS>, found under the Customer Utilities menu.
Toreset YTD numbersfor item master filerecords, select <RESET
FISCAL YTD>, found under the BOM Utilities menu.

Period Closings
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Reopening S[M=—— Re-0pen Previously Closed Period ==F=—
PreVIOUSIy . FPeriod Closing
Closed Period Mumber Date
1 01731794 The Current Accounting Period is 1.
2 02/28/94
I 03/31/94 Please select the Accounting
e 4 04/30,94 Period You ¥ish to Re-Open: [o
€ S 05/31/04
Posting & & 06/30/94
Closing T 093194
Re-Open 5 03/31/94
Previously 9 090/30/94
Closed Period
10 10/3194
11 11,/30/94
13 01,/31/93

It is possible to reopen a closed period in the current fiscal year to
enter transactions which arrived after the closing date. An example
of thiswould be when inventory is ordered and received in one
month but the vendor'sinvoice is not received until the next month,
after the books have already been closed. That vendor's invoice can
be posted in the previous period, if you wish.

Thiswindow is used to reopen these previously closed periods.

*To open a previously closed period

1. Make a backup of your data file.
2. Click <BEGIN>.

3. Click <YES>.
4

Enter the period you wish to reopen. This may
be period 1-12 during the current fiscal year.

5. Click <SAVE>.

The system will proceed to copy the data from the current
accounting period into a holding file and to copy the datafrom
the period you selected into the current period. Since that previ-
ous period is how the current period, any transactions you post
will be entered as though they were posted in that period, even
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though the journal entry will be dated with the current system
date.

Caution: Thereisonly oneholding period in the system set aside
for thispurpose. Therefore, if you reopen a second previous pe-
riod before closing the reopened period, you will write over the
current month'stransaction totals and effectively lose your cur-
rent period general ledger data. Therefore, it isimportant to
post your transactions, reclose that period and print your re-
ports before you forget where you arein these sequence of
events. Thisisalso afunction which should be done by only one
person at atime. Do not attempt to havetwo user sreopeningand
re-closing different accounting periods at the sametime.
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Closing
Previously

Reopened Period

' General Ledger

Posting &
Closing

Close
Previously
Re-Opened
Period

=@== Close Previously Re-0Opened Period :F=—]

FPeriod Closing
Murnber  Date

1 01731794 Current Accounting Period

2 02/28/94 will be Restored as Period 1

3 03431794 Re-Opened Accounting

4 04/30/94 Period to be Re-Closed is: IU_

3 05/31,/94

& 06/30,/94

7 07s31/94

8 08/31/94

9 09/30/94

10 10431494

11 11/320,/94

12 12753194 .

12 01431795

Once you have reopened a period and made your adjusting entries,
you must reclose that period prior to posting any transactions to the
general ledger. If you do not, all new postings will be applied to the
reopened period.

It isimportant to distinguish this operation from a month-end clos-
ing. Closing the previous period will place the current period's data
in the period you specify. A month-end closing will placeit in the
period one month prior to the current period and move all other data
one month prior aswell.

*To close areopened period

1
2
3.
4

Make a backup of your data file.

Click <BEGIN>.

Enter the date of the period you wish to reclose.
Click <savE>.

The function will then close the reopened period, adjusting its
totals and the totals of each subsequent period.

Reprint your monthly financial statements from
the reclosed period to the present.
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General Ledger Reports

All genera ledger reports are found by selecting General L edger
Reports from the Reports menu. The window looks like this:

Errual Gudget

Fosting Summary Posting Audit

Fosting Trigl Post Inventory Transactions

Fosting Trial Post Iwoices and Credit Memos
Fosting Trial Post Payables

Fosting Trial Fost Paynents

Fosting Trial Peost Enployee Time Charges

Fosting Trinl Post Receipts & Adjustments

Fosting Unposted Cash Receipts & Adjustments
Fosting Unposted Employee Time Charges

Posting Unposted Tnwentory Tronsactions

Posting Unposted Journal Entries

Posting Unposted Payment Tronsactions

Posting Unposted Sales Invoices & Credit Memos
Posting Unposted Yendor Inoices

Fosting Questionsble Tnventory Tronsaction Costs
Reconcile Reconcile Accounts Receivable to the General Ledger
Reconcile Reconcile GL Totals to Cash Trensactions
Reconcile Reconcile Payobles to the General Ledger
Reconcile Reconstruct Inventary as of End a Selected Accounting Period
Set Up Chart of Accounts by Account Code

Set Up Chart of Accounts in Reporting Order

Set lp Chart of Accounts in Description Order

Set lp GL Key Accounts report

Statenments Dept Experse Report - Detail

Statements Dept Experse Report - summary

Statements Detnil Income Statement

Statements Detniled Balance Sheet

Statements Detniled General Ledger

Statements summary Balonce Sheet

Statenents Sumnary General Ledger

Statenents Sumnary Income Stotement

Statements Trial Balance

Transactions Journal Entries by 6L Account Code
Transactions Journal Entries by Journal Number
Transactions Journal Entries by Journal Number & Period Posted
Transactions Period Transaction Totals

Transactions Unbalanced Journal Entries

Errors? Tventory Posted at the Wrong Standard Cost?

Most of thereports are self explanatory from their titles. Aswith all
the reportsin the system, you will see the choice of sort, subtotal
and selection parameters displayed at the bottom section of thewin-
dow when you click on areport selection. For example, selecting
Income Statement displays the following selection parameters:

=
Statements
Statements

General Ledger Reports
Dept Erpense Report - Detail
Dept Erpense Report - Summary

Statements
Statements
Statements
Statements

Detgiled Generol Ledger
Sumnary Balance Sheet
Sumnary General Ledger
Sumnary Tncome Statemertt

2]

Select the Accounting Period you wish to report onl

Please Double Click to Enter Parameters

[ view mySchedule

urrent Accounting period is 1

Reduce or

Current Vear VES Enlarge

Previous Year NO
Print Year to Date Data? YES
Print Sub-Totals for Account Groups VES

0E

7% #0a ta 11y Reports|

2 Losd My Reports |

General Ledger Reports
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Selection parameters for the Balance Sheet reports are the same.
When selecting the Detailed and Summary General Ledger reports,
the parameters appear as follows:

General Ledger Reports §B§@§|
s mmary Balance Sheet £
Sintanents Simiary Ganaral Leager ]
Statements summary Income Statement =
Stotements Trial Balonce =
Tronsections Jnurnal Fntries by Gl Account Code |

Please Double Click to Enter Parameters

Select Beginning mcct. period 1
Select Ending ncct. period 1
#hich Journal Would You Like Selected ALL
Select ALL Actounts or 1 ACCount ALL

Current fear YES
Previous fear NO

A Wiew my Schedule

Reduce or
Enlarge  90%
Orientation

B Add to My Revur\sl
g Load My Repnrlsl

@

The codes to use to select the different ledger GL Account Types

are:
INVT Inventory
CASH Cash receipts & disbursements
PAY Accounts Payable
SALE Sales
LABR Labor (employee time charges)
GENL General journa entries

Income Statement

é Note: ThisisaQube ERP™ Accountingfunction only. If you are

using an outside accounting package, thisfunction is managed
from that.

The descriptionsin the bold sections of the Detailed | ncome State-
ment come from the account type records (see “ General Ledger Ac-
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count Types” on page GL-7). The income statement sorts using the
following logic:

1. First the accounts which are defined as normally credit (as
shown on the Account Typeswindow) will print. These would
be the revenue accounts.

2. Next, the accounts which are defined as normally debit will
print. These are the expense accounts.

3. Within these main categories, the accounts will print first alpha-
betically by account type code and then by account code within
each account type.

Therefore, accounts showing an account type code of XM
(manufacturing expense) will print before accounts whose
account typeis XO (operating expense). Using this example,
you could cause the operating expense accounts to print before
the manufacturing expense accounts by changing the account
type code for Operating Expense from XO to XA (sothat it
comes before XM in alphabetical order) or by changing the
account type code for manufacturing expensefrom XM to XR,
so that it comes after XO in aphabetical order.

Cost of Sales Y ou should leave the Cost of Salestypecodesetto SC. Thesystem
isdesigned so that the Cost of Sales section of theincome statement
iscalled out just below the I ncome Section, providing the ability to
calculate a Gross M ar gin section. Thiswill only happen, however,
if the code for Cost of Salesis SC.

Balance Sheet

5 Note: ThisisaQube ERP™ Accountingfunction only. If youare
/ using an outside accounting package, thisfunction is managed
from that.
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A similar logic isfollowed when preparing the Balance Sheet. First
accounts defined as being normally debit (assets) are printed. Then
accounts defined as normally credit (liabilities) are printed.

The following captioned printout of a balance sheet will hopefully
make this issue more understandable.

Super Duper Furniture
Detail Balance Sheet
For the Period Ended January 31st, 1992
Report Printed on February 1st, 1994 at 12:33, Page #1
Amounts
(Current Assets
Bank of America 55,940.00
Payroll Bank Arcount 6,432.91
Total Cash: 62,372.91 <-- This label prints from the Title Account
The number will be the total value for all accounts with the same main sccount code.
Accounts Receivable - Trade 15,710.37
Accounts Receivable Other ?,727.09
Total Accounts Receivable: 23,437.46 <-- This label prints from the Title Account
The number will be the total walve for all accounts with the same main account code.
Inventory - Raw Materials ( 255.00)
Tnventory - Finished Goods 4,669.94
Inventory - Resale Goods [ 5,301.00)
Inventory - Work in Process 0.00
Total Inventory: ( $86.06) <-- This label prints from the Title Account
The number will be the total valve for all accounts with the same main account code.
Total Curreat Assets 84,924.31 <-- This label prints from the Account Type
The number will be the total value for all accounts with the same account type.
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Reconciliation There are several reports in the Reconcile section which aid in the

Reports reconciliation of general ledger balances to the specific transaction
detail. It is recommended that the Accounts Receivable, Accounts
Payable and Cash Accountsbereconciled to the GL balancesat the
close of each accounting period.

|§DE General Ledger Reports EEEEEI
Feconci e Feconci le Accounts Receivable to the General Ledger

Feconcile Feconcile GL Totals to Cash Transactions

Feconci le Feconcile Pagables to the General Ledger

FReconci e Feconstruct Inventory as of End o Selected RAoccounting Period

Reconciling Thisis an exploded detail general ledger report. It prints the detail

Payables to the transactions which went into producing each journal entry posted to

General Ledger accounts payable in any given accounting period. The report 1ooks
likethis:

Screen report

P
Eeconeiling Accounts Payables 10 the General Ledger
Cowering Accounting Periods 1
Report Frinted on (505,97 at 15 aa Page #1
Cummlitve  Cummubtive
Joumal Dehit Cedit
Trnsmtion Enmy Chetke Trnsation, Dbt Credit Pasting. Posting.
Humber  Humber MHumber Dt Desoription Amount Anount Tl Total
92046 123456 080285 Twwaice fiom The Tablebsker 77500 77500 New JE
Sl004 92040 5075 12052 Pument s 173456 0 The Tutlehuker 77500 TIE.00 Hew JE
22052 EAGEEA]  0TREMS fiom Eaget B 50000 50000 New JE
EE1:24 G303 Tuvoics fom Eacet B 665.00 116500
5005 92094 5076 GSMENS  Payment fot VELTNVA o Wood Washonse 1227.50 133750 Hew JE
92081 VL 60010 091352 Twwoice fiom Eager Beavets 247500 247500 Mew JE
22062 DMEEIZ34 090682  DrMemo fiom Exger Beavers 108,00 109.00 Hew JE
92063 97654 095082 Twwoice fiom The Tablehsket 770.00 77000 Hew JE
22065 22322 118592 Tnwoice fiom Moris Industes 1500.00 150000 Mew TE
6EET Ugser  Tweie fom Lanp Washonse 16.325.00 1822500
11445 118582 Tuwoice foom Wood Washouse 9500 1825000
Smie 92066 5075 Laler Yo Pument i 115430 1o 77500 77500 New JE
22067 23434 118082 Twwcice foom Lamp Watehouss 2218000 2218000 Mew JE
99778 1341552 Tnwice fiom The Tublehdaket 01000 415000
00083677 LANG0E  Tumice from Wood Warshouse 40.00 422000
65430 1201562 Twioe fiom Eager Beavas 100,00 432000
Slodd 92088 5097 01186 Payment fior 44556 o Exzet B 105,00 100500 Hew JE
5097 DULIDG  Payment o VI 60010 to Byt Beavers 512.00 1517.00
S4s 92089 5075 OLI196  Void Payment for 44556 o Eazet Bewvers 100500 100500 Hew JE
5075 01196 Viid Payment for VI 60010 10 Eazet Beavers 512100 1517.00
Eeginning Detit it Ending
Ealae Timls Tirals Ealnce
Subonls for Account 2000-00000 -437L00 272850 51,iz7.00 5192050

Thisreport is designed to help you reconcile the numbers which ap-
pear on the Payables Aging report printed as of the end of a selected
accounting period with the balance in the accounts payable account
in the general ledger for the same period.

The cumulative posting totals at the far right show how the transac-
tion totals accumul ate to finally reach the total shown on each jour-
nal entry to which the posting was recorded. This enables you to

cross check total's between this report and the detail general ledger.
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Reconciling Cash

The notation “New JE” in the far right column indicates the start of
anew journal entry. The beginning and ending period balances
should alwaysagreeexactly withthe Detail General L edger report.
This function assumes the possibility of multiple GL accounts for
Accounts Payable. Therefore it uses the backup account code to go
from one Accounts Payable account to the next (see “Backup GL
Accounts’ on page GL-114).

This report explodes the detail general ledger for any cash account
down to the transaction level. The report looks like this:

ES

Clovering, Accounting Perinds

World Class Industries
Reconeile Cash Account Bank of America to General Ledger

1-2
Report Printed on 0505/97 at 1541, Page #1

Screen report

<[]

Reconciling
Accounts
Receivable

Transsction Debit Credit Debit Credit
Check Transaction Transaction Posting Fosting
Fumber Fuwber  Date Type Payes Anount amount Total Total

S075 22043 12/20/92 Cash Payment  The Tablelfaker 755.50 759.50  Start
22050 08/02/95 Bank Deposit  Transaction 51003 5,177.50 5,177.50 Start
S076 92054 08/02/95 Cash Payment  Wood Warshouse 1,337.50 1,337.50  Start
92055 09/03/92 Bank Deposit  Transaction 51007 2,100.00 2,100,100 Shart;
92056 10/05/92 Bank Deposit  Transaction 51009 25,000, 00 25,000, 00 Start
S075 92080 11/19/92  Cash Payment  Horris Industries 660,00 660.00  Start
5075 92066 12/21/92  TVoided Check  The TableMfaker 753,50 799,50 Start
S075 92088 01/20/33  Cash Payment  Eager Beavers S0.00 S0.00  Start
5087 92083 01/11/96  Cash Payment  Eager Beavers 1,800.00 1,800.00  Start
s075 92089 01/11/9  Voided Check  Eager Beavers 1,800.00 1,800.00 Start
F2080 05/06/96 Bank Deposit  Transaction 51048 1,360, 00 1,360.00 Shart;
s097 92091 11/12/96  Cash Payment  Blake's Landings Farms s00.00 S00.00  Start
S057 92082 09/01/96  Cash Payment  Lamp Warehouse 1,000.00 1,000.00  Start
92083 10/01/96  Bank Deposit  Transaction 51043 7,880.00 7,880, 00 Start
S057 92094 10/25/96  Cash Payment  Metal Carbonic 1,000.00 1,000.00  Start
1 22085 11/15/%6  Cash Payment  Mebal Carbomic 1,000, 00 1,000.00  Shart
1 92096 11/25/96  TVoided Check  Metal Carbonic 1,000.00 1,000 00 Start

Beginning Debit Credit Ending

Balance Totals Totals Balance

1000-000/00 25,000.00 45,077, 00 ,107.00 £1,370.00

Y ou must enter the account number you wish to reconcilein the re-
port parameters section when you print the report. It displays each
check and deposit aswell aseach general journal entry posted in any
given accounting period for the selected account. The beginning and
ending balancesfor the period will always match those shown onthe
Detail General Ledger report for that account.

Thisisan exploded detail general ledger report. It prints the detail
transactions which went into producing each journal entry posted to

GL-110

General Ledger Reports



General Ledger

C

Accounts Receivable in any given accounting period. The report
looks like this:

Em Screen report
World Class Industries
Reconeiling Accournts Recewables o the General Ledger, Account #1200-000,00
Cowvering Accounting Periods 1 -
Feport Printed on 050597 at 15 35 Page #1
Cummultive  Cummostive
Joumal Debit Credit
Trnsetion Enty Cusomer T Debit Credit Pasting, Pasting
Mumber  Humiber Humber Date Dessription, Amount Ancunt Toml Toml
51003 92050 10001 03185 Payment of Iuvoice #5001 51500 15500 NewIE
10001 0BNZ85  Payment of hurmics #5002 1FSE50 517750
1335 92053 10002 060295  Inaics 1o YZ COMPANY 135000 1350.00 Hew I
5004 10004 08N205  Tnvaios o LA Compny 4736000 5371000
5005 10008 03ML95  Inveice to XY COMPANT 3625.00 933500
51007 92055 10004 090352 Payment of Tuvoice #5004 1000.00 100000 Hew JE
10004 09NZSZ  Payment of lumice #5004 500.00 150000
10004 09N30Z  Payment of lumice #5004 300.00 1B00.00
10004 00MZOZ  Payment of lumice #5004 L0000 L0000
10004 00MZLE  Pajment of Murice #5004 100.00 £.100.00
5006 92069 10004 00r18:  In AL Company 410,00 410,00 Hew JE
5007 10008 09219 Invoice to XTE COMPANY 285,00 795,00
5008 10007 09219 Invoos to Hishuater Fumiitute, Inz 376000 455500
5010 92071 10002 10585 €1 Memo 1 KYE COMPANT 11000 11000 Hewr TE.
Elirsy 05080 10004 0RM40T Gt Memo 10 AdA Company o00.00 20000 Hew JE
51029 05087 10008 031805 Dt Adjustment 1o 5000 11000 11000 Hew TE
51048 9:090 10004 05NG86  Payment of luice 45004 136000 136000 Hew JE
51049 92093 10004 09NL96  Payment of huroics #5006 41000 31000 Hew JE
10007 09ML96  Payment of humice #5008 376000 417000
51057 02007 10007 012207 DT Adfusment 1o 5008 00,00 60000 Hew JE.
a014 05004 10001 01993 Tnvoice to AEC COMPANT 12200 1300 Hew TE
a4z 10001 030196 Invoice to ABC COMPANY 7520.00 794300
5050 10002 0696  Invaics to YZ COMPANY 521000 1325300
Snaz. 10004 062397 Tnvados o A Compny 5000 1330300
5100 10001 07106 Tnvaice o ABC COMPANT 660 141180 60
5117 10008 030196 Inveice to KYZ COMPANT 150.00 14239.60
Ehi5157 1000% 07REES  Cu 0 XVE COMPANT 42500 1231460
snig 92099 10002 10196 Tnveioe to XYZ COMPANT 15426.00 1542600 Hew JE
5047 10002 09N196  Invaics tn XYZ COMPANY £30400 1773000
5118 10002 00MLO6  Tnvaios o YZ COMPANY 0.0 1752004
5121 10001 0915596 Tnwoioe o ABC COMPANY EB430E 2066396
Beginning Debit Crdit Ending,
alance Tomls Ealance
Subtonls for oot LL00-00000 1436787 49 50758 1454250 A BEEDT

Payables Aging
as of End of
Period X

Vendor Audit

The cumulative posting totals at the far right show how the transac-
tion totals accumulated to reach the total shown on each journal en-
try to which the posting was recorded. This enables you to cross-
check totals between this report and the Detail General L edger re-
port. The beginning and ending period balances will always agree
exactly with those found on the Detail General L edger report.

In addition, there are reports in other sections which aid in the rec-
onciliation of general ledger balances. These include the following:

This function allows you to print a Payables Aging as of the end of
any accounting period in the current fiscal year. The function makes
it unnecessary to print your payables aging immediately upon the
close of aperiod and is especially useful when transactions are later
posted to a previously closed period.

This report provides a complete accounting of al transactions for a
given vendor within agiven date range. It makes the reconciliation

General Ledger Reports
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of avendor's account balance very simple. All transactions show the
journal entry and the period to which the journal was posted. Using
thisinformation, you can always answer the question of why a spe-
cific invoice appears on the Payables Aging Report printed as of
the end of any given accounting period. A manually created check
will appear on the report as Invoice Number “No Payable”.

Both of these reports are found in the Payables Reports window.

|§D§_ Payables Reports

Payobles &qing gz of the End of an AcCcounting Period
Payoblesz Vendor Account Audit

Receivables Thisfunction allows you to print aReceivables Aging as of the end

Aging as of End of any accounting period in the current fiscal year. The report makes

of Period X it unnecessary to print the Receivables Aging immediately upon the
close of aperiod and is especially useful when transactions are post-
ed to apreviously closed period.

Customer Audit Like the vendor audits, each statement shows which journal entry
and which period each transaction was posted to so that you can sat-
isfy yourself that given transactions shown on the Receivables Ag-
ing should or should not be there.

Both of these reports are found in the Receivables Reports window.

|§D§ Receirables Reports
Receipts Caszh Receiptzs Sorted by Customer Name
Receivables Aging as of End of an Accounting Period
Receivables AR Aging by Customer as of Today
Receivables AR Aging by Sales Rep as of Today
Receivables Cuztamer Audit
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Troubleshooting The GL

Out of Balance
General Ledger

Aswith all distributed microcomputer systems, there are possibili-
ties of errors such as power outages during posting, improperly set
up GL Key Accounts, etc. These conditions may lead to a general
ledger file which isincorrect. The following are some procedures
which may help you tell if the dataisincorrect or if the data simply
includes some manual dataentry errors. If thedataisincorrect, these
procedures can correct most conditions.

If your Trial Balance appearsto be out of balance (debits do not
equal credits), print the report labeled Period Transaction Totals.
Thisreport will list each account in the General Ledger. The bottom
line total for each period should be zero. If it is not, this report will
show you which period is out of balance.

ED: Eenera| Ledger Hepurts 1
Statements Summary Income Statement

Statements Trial Balance

Transoctions Journal Entries by GL Account Code

Transoctions Journal Entries by Journal Number

Tranzoctions Journal Entriez by Journal Mumber & Period Posted
Transactions Period Transaction Totals

Out of Balance
Journal Entries

R

Print the report labeled Unbalanced Journal Entries. Accept the
defaulted beginning and ending journal entry numbers.

Unbalanced journal entries can be created by incomplete postings
and other situations. They will cause your general ledger to be out of
balance unlessthey are corrected with other, balancing entries. This
report will help you find unbalanced journal entries. If you find
some, you may view the journal entry on the Journal Entries win-
dow. Click <NEW> to create a new journal entry. The new general
journal entry should bein the exact amount needed to bring the orig-
inal journal entry into balance. Then post the new journal entry tothe
same period to which the original journal was posted. This may re-
quire that you reopen a previously closed period before posting.
Don't forget to reclose that period after posting the journal entry.

Troubleshooting The GL
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Posting
Terminated
Before
Conclusion

Backup GL
Accounts

It is possible that a system error could interrupt a posting procedure
so that journal entries are created but the interruption stopped the
computer beforeit could update the general ledger file based on the
number found in the journal entry. In other words, the journal entry
was created, but the general ledger account total does not includeit.
This condition can be corrected by doing the following:

Select from the GL Utilities menu Repost GL from JEs.

Assign JE Period Posted
Repost GL from JEs

The effect of this procedure is to ensure that the numbers found in
each journal entry aretotaled correctly in the general ledger account
totalsand that the numbers are reflected in the correct accounting pe-
riods. If the General Ledger Chart of Accountswindow isopento
avalid GL account at the time this menu item is selected, the proce-
durewill guessthat you want the reposting to effect only the account
you are viewing on the screen. Otherwise, it will repost all GL ac-
counts.

Thisreposting will only effect numbersin the current fiscal year. Pri-
or fiscal year numbers are never altered.

Each account in the chart of accounts has an eleven-character code.
When posting is done, the system will 1ook up the GL account to be
posted either based on a number manually entered by the user or
based on a set of logic using the GL Key Accounts plus a subaccount
found in the customer file, the vendor file or the item master file. If
the system failsto find the expected GL account, it will attempt to
complete the posting by using a backup GL account. Thisisdoneto
avoid an out-of-balance posting. The backup account is found by
looking for an account using only the first four characters of the ex-
pected account (main account). This eliminatesthe complicationsin-
volved in finding the exact account called for by combining the
subaccounts and sometimes the department code. If the system still

GL-114
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failsto find avalid account, the system will display a message and
terminate the posting. If you get this message, it is best to do the fol-
lowing:

1.

Check your GL Key Accounts to see if any error
messages can be found.

If there are, make sure valid GL accounts exist for al accounts
listed in the GL Key Accounts and that they are correctly
pointed to in thislist. An error message in the Key Accounts
would look something like this:

|F‘r'~|:-m|:-ti-:|nul Credits Oue 2600-000/00  Ertar

2.

From the GL Utilities menu, select RESET BACKUP
ACCOUNT CODES

GL Utilities

Assign JE Period Posted

Repost GL from JEs

Reset Backup Account Codes N

The effect of this procedure isto make absolutely sure that the back-
up account codes are set correctly so they can be used reliably inthe
posting procedures.

Missing Journal All posting in Qube ERP™ proceeds in the following manner:

Entry 1

The system sets the posting flag to show that one work stationis
posting, thus preventing any other work station from posting at
the same time.

The system identifies the next journal entry number to be
assigned, remembers this number and advances the number in
the master file.

Transactions are read to see if they qualify for the current post-
ing run. If they qualify, they are flagged as posted and the jour-
nal entry number set in step #1 is placed in each transaction.
The values are accumulated from each transaction in prepara-

Troubleshooting The GL
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tion for the general ledger update and creation of the summary
journal entry. These values are placed in atemporary field in the
genera ledger filein preparation for update of the real fields at
the end of the procedure.

4. Thelast step isto take the total of the transaction values placed
intemporary fieldsin the general ledger file, create asupporting
journal entry and update the general ledger summary file.

If the posting processisterminated illegally before the journal entry
can be produced and the GL updated, you will find transactions
which reference a nonexistent Journal Entry. Thereisafunction
which will unpost transactions involved in the aborted posting. This
isahighly unusual procedure and should not be done without proper
supervision. Contact QCI Technical Support for more information
on how this can be done.
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Accounts Receivable

*

Invoicing Functions

[ =—— Accounts Receivable Fuiictions === 8
Group Name |
~IShipping_+ Invoicing Functions =
L1 Invoice Repeat Orders %R
£ Invoice Select Orders #0
L Invoice by Ship Date
L Prepare Orders for Invoicing ]
L1 Ship Select Orders =
4

The system allows you five options when producing invoices.
1. Invoicerepeat orders,

2. Invoicealist of specific orders,

3. Invoice all orders which shipped on a specific day,

4. Invoicing one specific order at atime, and
5

Shipping selected invoices (only if your system is set up to not
relieve inventory upon invoicing; see “ Ship Select Orders’ on
page AR-26).
This section introduces you to the process of preparing sales orders
for invoicing and the processesavailablefor producing theinvoices.
These processes are found in the first section of the Accounts Re-
ceivable Functions window as shown above.

Beforeinvoicing an order, you should make sure that the order is
ready to be invoiced. Y ou should carefully review the sales order,
asoncetheinvoiceis produced, only some non-financia data
(found on the Invoice Header) can be changed. Changeswhich have
afinancial impact (unit price, quantity shipped, etc.) can only be ac-
complished for non-posted invoices by deleting the invoice, cor-
recting the order and re-invoicing the order.

For posted invoices, you will need to create an A/R Adjustment or
credit memo. To avoid thiskind of error, you should review orders

Invoicing Functions
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Choosing the
Orders to Invoice

prior to invoicing, to make sure quantities invoiced and unit prices
are correct.

First you must choose which orders are ready to ship and invoice.
Determining if you have adequate inventory to ship is a procedure
which hopefully will begin well before the date the shipment is
scheduled to go out. Thereis areport at the very bottom of the
Booked Ordersreports list |abeled Backorder to Fill from Inven-
tory. Thiswill look at al items with a positive stock level and print
all open orders scheduled for the selected item. It'slike saying, “We
have some of this stuff in stock. Who would you like to send it to?”
Thisreport looks like this:

El==———————————— Screen report 7@5'
World Class Industries P
Backorders to Fill from Inventory
Report Printed on 05/06/97 at 12:08, Page #1 El

Quanbity Quankity  Ouantity

Order Quantity Frior Back-  in Benl
Item Code  Dabe Order-Line # Cusbomer Ordered Ships  Ordered Shook
0002 Table Leg Nuts
04/12/94  1935-4 CCC Company 1 0 1
11702796 19532 €6 Company 200 o 200
03427796 1954-2 Highwater Furzitwe, Inc 23 ] 23
01/31/97  2030-7 OFE TERRIFIC SALES PROSFECT 4 0 4
Totals for 0002 228 40.000
30092 198, Celltech, Bulk pwi.
05/13/94  1936-5 XYZ COMPANY s o s
Totals for 30092 5 2. 000
40085 198, Celltech, Bulk caps
05713794 1936-4 XYZ COHPARY 5 o 5
Totals for 40085 5 1.000
725 725 TablChair-Oak Dining/irms & Headrest
07727495 1855-1 Add Company 4 2 2
07427795 1855-3 Ak Company & 3 5
08/02/95  1857-1 XIZ COUPANY 3 z 1
01/47/96 185684 ABC COMPANY 12 [ 12
02406797 100015-1 €O Company s ] 5
01/01/97  1921-4 Adi Company 130 0 190
020797 20362 ABC COMPANY 20 o 20
Totals for 725 235 45.000

Another way to determine which orders should be shippedisto print
picking slips for orders dated tomorrow or some time in the near fu-
ture. Send these out to the shop and have them return the pick slips
showing which items were filled and in what quantities.

AR-2
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Prepare Orders
for Invoicing,
Card 1

Functions

Prepare Orders
for Invoicing

Load the List

Prepare Orders for Ivoiting=————— FIH

elect 1 item 8] Select All Jobs, Items and Customers

elect | Didei i) Belect i Customer

elect 1 Ship-From Location | Py
Enter Earliect Date | X217 2171724

Enter Latest Date |03/31/2001

Quantity
Siched. Date Oy Back- to Ship Batch
08/15/1993 Customer 2ip Code ltem Cods Status Drdored| 1.000 [990720AA
03/15/1000 10007 12245 0001 Mot Sched 1.000 1,000 990720k =
02715/ 1999 10007 12345 0001 Mot Sched. 1.000  1.000 99123136

ng /1571009 10007 17245 0002
10007

10000
40,000

0470171999 10007 12345 0001 Mot Sched 1.000
04/0171999  2091-2-5 10007 12345 0001 Mot Sched. 1.000
04/01/1000  2001-2-5 10007 12245 0001 ot Sche 1,000
08/02/1999  2112-1-7 10028 44000 COMPUTER
024211000 2437-2-1 10021 02155 0001
02/21/1999  2137-3-1 10031 az155 0002
0270472000 2140-1-1 10022 9111 Mot Sched. 10,000
nz34/2000  2141-1-1 10001 Q2155 HOM STOCK ITEM Mot Sched 1.000
0272472000 2141-3-1 1000 92155 MOM STOCK ITEM . 1000
02/24/2000  2142-1-1 10001 92155 MOH STOCK ITEM  Met Sched. 1000
03/02/2000  2144-1-1 10015 azess 9111 Mot Sched 1.000
09/15/1000  2080-1-1 10007 12345 2111 Sehed Al 10,111 4,000
na/0171099  Z091-1-1 10007 12245 9111 Sched ALl 10,000 10,000 —
2970171922 2111-1-1 10007 12345 COMPUTER Sched A11 2.000 (=1
08/01/1999  2112-1-3 10026 44099 COMPUTER Sched ALl 20,000 20,000 -
Highw ater Furniture, Inc Table Leg Bolts
=
Card *1 Card *2
Z

Orders can be edited one at atime to set the exact quantity ready to
beinvoiced. You can also prepare several orders at once. Thiswin-
dow isused for this purpose.

If you use thiswindow to make the Quantity to Ship field non zero,
the order header for the selected order will have “today's’ datefilled
in asthe Last Shipped On date.

Requested Ship Date I 03713/94
Laszt Shipped On I 05 /06,97

Then you can use the | nvoice by Ship Date function. It will find all
orders which show the selected date in the Last Shipped On field
and create an invoice for them.

Using the Window
When you first access this function, the window will be empty.

{Button} Thisbutton is used to load the Sales Order Shipment
Recordsinto the list. After these shipment records are |oaded, you
can edit each for date, quantity shipped and batch number if neces-
sary.

Invoicing Functions
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Edit

Sched. Date

Shipment Code

Click the button, <LOAD THE LIST>. After you do so, thefollowing
check box will appear in the top of the window:

[ Include Shiprnents Beady to Ship

If you leave this selection checked, al unshipped sales order ship-
ment records will load, whether they have been flagged asready to
ship or not. If you click this box OFF, only those sales order ship-
ment records which are not flagged as ready to ship will load. Under
most circumstances, you will want to leave this flag ON.

After determining the proper status of thisflag, click <SAVE>.

Working with the List

{Command button} In order to edit any of the itemsin the list you
must first click this button. Once you do, however, you will not be
ableto sort the list, so be sure to sort it prior to clicking this button.
Once you have clicked the button, you may edit the Sched. Date,
Quantity to Ship, and the L ot/Batch number assigned to each of the
shipment records.

{Datefield, editable} Thisisthesameasthe Sched Ship Datefound
on the Sales Order Itemswindow. You may change the value of
thisfield from this window. The Requested Ship Date field will re-
main unchanged.

{Display only} Thisis the unique identifier for each shipment
record. It isaconcatenation of the sales order number, the line item,
and the shipment number of each record.

Customer {Display only} Thisisthe customer code associated with the ship-
ment address on the sales order.

Zip Code {Display only} Thisisthe Zip Code of the shipping address on the
sales order record.

Iltem Code {Display only} Thisisthe item code of the item being shipped.
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Status

Qty Back Ordered

Qty to Ship

Batch

{Display only} Thisisthe status of the item being shipped (see* Sta-
tus’ on page OE-51).

Y ou may sort the list by clicking any of the column headings, and
you may drill-down on any line to view the selected sales order in
greater detail.

{Display only} Thisis the quantity backordered of the item being
shipped. Backordered, or backlog, is defined as Qty Ordered - Qty
Shipped, not Qty Ordered - Qty Ready to Ship. Therefore, this
field will not change until you have actually invoiced and shipped
the order.

{Numeric, editable} Thisisthe quantity of theitem on this shipment
record you are preparing to ship. Y ou may enter any amount you
wish to ship, whether it equals or exceeds the amount called for on
the sales order. If you enter an amount greater than the backlog
amount, amessage like the following will be displayed. It you click
<NO>, the system will adjust the quantity to the amount left to ship.
If you click <YES>, the system will allow the amount you have en-
tered into the field.

Error: Only 39 remain to be shipped. ||
Continue anyway? E

{Editable} Thisfield isonly accessible if you have enabled the L ot
and Batch module and you have set the item to be lot/batch tracked
on Item Master File, Card #2.

1 Lat # tracked item

& Batch # tracked item
If you have, you may enter any valid batch number for thisitemin
thisfield. For help, you may access areference list of valid batch
numbers by opening the Refer ence List window while your cursor
isresting in thisfield.

Invoicing Functions
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Flag Selected
Lines to Ship in
Full

Scroll Bars

Preparing Orders
One at a Time

Itisalso possible to select many lines at once using thiswindow. If
you arein Edit mode, the button labeled <FLAG SELECTED LINES
TO SHIP IN FULL> will be visible (otherwise it is grayed out). Us-
ing thisbutton can be agreat time saver. For example, you may have
many orders which were entered for a selected item which was not

in stock at thetime of the order. When it finally arrivesin stock, you
may view all open orderson thiswindow, sort thelist by [tem Code,
select all ordersfor theitem which hasjust arrived in stock and click
the button, <FLAG SELECTED LINESTO SHIP IN FULL>. Thisis
much faster than editing each linein the list one at atime or editing
each order to set it up for invoicing.

Note: Thisfunction assumesthat the full quantity currently on
backorder for each open shipment will be shipped. If thisisnot
true, you will have to edit the shipmentsfor which this assump-
tion isnot true.

Because there are so many fieldswhich need to be displayed in order
to understand exactly which shipment record isbeing viewed and ed-
ited, the screenisvery large. It is best to access this screen using a

16" CRT or larger. However, it can be used with asmaller CRT by

using the scroll bar at the bottom to access the extreme right or left

portion of the screen.

Onceyou have prepared al of the shipment recordsto ship, you may
use the Invoice by Ship Date or I nvoice Select Ordersfunctionto
create the invoices and record the shipments of these items.

In addition to using this window, orders may be prepared for invoic-
ing one at atime by opening the Sales Order Itemswindow and ed-
iting each Shipment Record individually. This can save you from
having to load all of the shipmentsin asingle window if you have
many unshipped sales orders and only afew to ship at a given time.

AR-6
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Invoice by Ship E@=———— Invoice by Ship Date ————F—
Date

|{? Assign [nveice & Batch Numbersl | ;‘? Produce Inwoice Records I

Earliest Ship Date |05/06/97 | Latest Ship Date |05/06/97
Please Select Orders Entered by One User Code or ALL.

ALL
chcfélilyalee Pleaze Select Functions to be Performed After |nvoicing,
— |- Print 411 Reports Selected by 1 to Print Later.
Involc!ng Update @11 Pop-Up Lists
Functions

FPost Tranzactions after Invoicing
Invoice by Ship I- Print 411 My Libraried Reports
Date [T Quit Qube™ when finished,

Print Orders Ready for Draft [nvoicing

Once sales orders have been prepared for shipment, you may usethis
functiontolook at every open salesorder inthe datafileand ship and
invoiceit if:

1. thereisapositive quantity in the Shipping field,

2. the Statusof theorder lineitemissetto R, and

3. theLast Shipped On field contains a date which falls within
the date parameters set up on this window.

This ship date referred to is the one shown on the Sales Order
Header window.

Requested Ship Date I 0z/18,/97
Lazt Shipped On I 0z/18,/Ma97 k

Earliest & Latest {Datefields} Enter the date range of the sales order shipments you
Ship Dates wish to invoicein these fields. These fields will impact both invoic-
ing procedures (see below).
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Please Select
Orders Entered
by One User Code
or ALL

Print Orders
Ready for Draft
Invoicing

Assign Invoice &
Batch Numbers

Thisfield is used to designate which sales order shipments are se-
lected based on the person who enters each salesorder. Thisisanin-
visible code which is stored on the Sales Order Header window
each time asales order is entered. The defaultis ALL, but can be
overridden.

{Button} Clicking this button prints out the following report:

fie=———————— screen report
World Class Industries
Orders Ready for Assignment of Invoice Number and Batch
Perind Covering -
Fiscal Weeks 123 - 175
Report Printed on 050657 at 12:56, Page #1
st
o Cunt T Guatty Quntty
e Liwk  fhipw Company Suw Ol Sippinelut DemCode Bwsion, Suns T Bl
0785 1011 Highowter Fundnue i 1 6 Een oIl 850750 Open PHONE
OI785  10:14  Highwer Fumiure, ) s S B pen PHO!
074785 13351 AkA Compang 4 b Eah 210000 CuditHdd PHONED
07785 18352 Ak Congany 15 s Ean Al 520000 CuditBold  PHONED
04785 13353 Ak Congany ] 4 Eah 430000 CuditBod PHONED
07785 19554 Ak Congany El 50 Bah 911 1053800 CuhitHold  PHO!
0 IELL 4B COMPANY s SEan ool iy PHONE
0 IElE  ABG COMPANY H 3R ol 12725 CoditHod  FHONE
ORNGNE 1913 ABC COMPANT 300 00 MG 10w wiitHod  PHONE
OI1S7 1914 ABC COMPANT 19 o ms 9476250 CuditHold  FHONE
oiNlee 19312 1 Breeeing 1 1Ea ol 17723 Open PHONE
onlse 19313 1 Ergin 1 10 Ben  asT 10000 Open PHONE
UoIWs 19531 Coc Congmy 100 50 Bk oool 830920 CosditBold
034786 19541  Highwyer Funitue, 7 D Ean ool 154075 Coadit Hold
0118 19%1  CCC Comgay i 1 1 B > 000 Resdy
0156 19401 I Braineeing, ca 100 1B ool 3560 Open spRCL
080196 20i5.1  ABC COMPANT ca 1 LEa ol 52345 Redy
112586 00wl ABC COMPANY éx n tEan eIl 11043 Open
1uEBE 20073 ABG COMPANT S0 5 Euh 91l FRAME 38075 Resdy
llpSEs 10674 ABC COMPANY [} tEan sl 104 Opm
012357 20651  ONE TERRIFIC SALES P 5 1Ea ol 5806.11 y
030195 1931  ONE TERRIFIC SALES P n 1B ol 1:92694 Reody
050196 19352  ONE TERRIFIC SALES P 0 1Ea ol i3s3 iy
01197 0307  ONE TERRIFIC SALES P 4 1Ech oo 1600, iy
012757 0315 XIZ COMPANT i 1B ool iy
ZNEST 201 Ak Comgay n 0 Beh gl 154060 CreditHad
06N2BS 19551  Bekins 3 B 1 150700 iy PHONE
080295 1393 Belis i E 0 Beh S 16500 iy PHONE
060198 19301  Rodell Mitktie D 78 S0 i3 Eah RCWSETRS 3300000 Open SPECL
lthses 0231 ONE TERRIFIC SALES P i L 168 QT WL 106 Crdit Hald
Torad tor Fiscel Wtk 0 387796
Totel of 30 Ondews Prned Booiosd Grdars B - EkE
[ e

This report provides you with alist of shipmentswhich will be in-
voiced if you run this procedure, for the dates specified. Y ou should
print this report before running this procedure, making sure the date
ranges mirror those to be used in the invoicing procedure.

{Button} This procedureis useful if you want to produce printed in-
voices (pieces of paper to put into the box you are shipping to your
customer) but find the full invoicing procedure too slow to handle
the volume demands of your business.

Because the Produce | nvoice Recor ds procedure creates invoice
and inventory transaction records, it can take some time to run, par-
ticularly if you have alarge volume to run. An aternative isto pre-
assign invoice numbers and print the invoice using the preassigned
number before the computer invoice record actually gets created.

AR-8
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Printing the
Forms

Printing Labels

Thiswill considerably speed up the process of generating printed in-
voices by creating these “ Draft Invoices” for printing.

This procedure does not create invoice records or inventory transac-
tions but instead preassigns the invoicing number to each sales order
and preassigns the batch number (if you are using batch tracking) to
each selected order item.

After assigning the invoice and batch numbers, the procedure asks
the user if he wants to print the invoices:

Do you wish to print Invoices, now?

=]

If you click <YES>, the system will print invoices for only those or-
ders selected on the run just completed. The invoices are printed
based on the sales orders and do not actually exist asinvoice records
in the computer.

Afterward, you may print shipping labelsand UPS C.O.D. labels by
clicking <YES> on the dialog boxes which are presented:

Do you wish to print UPS COD Labels, now?

=

Pre-Invoice Y ou can see and edit the preassigned invoi ce number by viewing the
Number Sales Order Item window.
Rep Cormmission Eatch | ARAA Scheduling Priority I_ Discounts
; Budget-asoi S =" Pre-Invoice| 5213
Futtiply Dollars by [S. 4521 Currency FR France Home Unit Price $0.05
Issues to be The preassigning of invoice numbers and batches works by main-
Aware Of taining a copy of the batch quantity and availability in each batch

record. For this reason, you cannot run the preassigning procedure

Invoicing Functions
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on one computer and the Produce | nvoice Recor dson another; i.e.,
the two procedures must be run separately.

The second issue this procedure must overcome is that of selecting
an order for invoicing while asales rep isin the middle of entering
it. The order may have been entered incompl ete (the customer needs
to call back to confirm quantities & ship date or the sales rep needs
to double-check availability of oneitem and will ship another item if
the first is not in stock...or whatever). To separate orders which are
ready for invoicing from those which are not yet ready, the system
usesthe Order Statuscodeof R for Ready. Asanorderisen-
tered, its status codeissetto O for Open or H for Credit
Hol d depending on the credit standing. Y ou must change that set-
tingto R if you wish to use the preassigning of invoice numbers
procedure. Only orderscoded R and which show apositive quantity
in the Shipping column will be selected for invoicing. Once they
have been selected for invoicing, the status code will be changed to
O. The function Prepare Ordersfor Invoicing will automatically
set each orderto R

A noteregarding your forms: Though they may look alike, the

printed form for the I nvoice Record isnot the same asthe print-
ed form for the" Draft Invoice.” Thisisbecausean actual invoice
isprinted from theinvoicerecord in thesystem, whilethe“ draft
invoice” isgenerated from the salesorder record. Therefore, if

you use custom forms and wish to print invoices from both the

“draft invoice” and the actual invoicerecords, you will need two
different formsset up. For moreinformation, contact QCI Tech-
nical Support.
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Produce Invoice
Records

In case of aprinter error, you can reprint invoices or labels by select-
ing <PRINT SOME DRAFT INVOICES> from the Invoiced Sales
Reportslist.

Print Some Oraft lhvoices

Please Double Click to Enter Parameters

Please Enter Beginning Shipment Date 02/07/94
Please Enter Ending Shipment Date 02/07/94

Or... Enter Beginning Order Number
Plus Ending Order Number
Or... Enter Specific Quantities for Labels

For Selected Order Numbers

Print Draft Invoices? VES
Print Shipping Labels? YES
Print COD Labels? YES

Thisproceduremust befollowed by running the <PRODUCE IN-
VOICE RECORDS> procedur e, which producesthe actual trans-
action records. Without running this procedur e, no invoice
recordsin accountsreceivable or inventory transactions will be
created. Thisprocedure can berun overnight, or at another low-
activity period, to maximize the performance of your system.

{Button} Using thisprocedure actually createstheinvoicerecordsin
the AR module and the inventory transactionsin the inventory mod-
ule. It can be used to create the invoice records from the “draft in-
voices’ produced in the above-discussed function for high-volume
businesses, or it can be used to create actual invoicerecordsand print
invoice forms and labelsin lower volume businesses.

Note: Whether you choose to run this or the | {7 #esian Invoice & Batch Numbersl
procedure, you must first prepare the sales ordersfor invoicing. This
can bedoneindividually or through the Prepar e Ordersfor Invoic-
ing window. In both functions, the following conditions must apply
for the records to be included in the process:

1. thereisapositive quantity in the Shipping field,

2. the Statusof theorder lineitemissetto R, and

Invoicing Functions
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Please Select
Functions to be
Performed After
Invoicing

Print All Reports
Selected by “xx”
to Print Later

3. thelLast Shipped On field contains a date which falls within
the date parameters set up on this window.

This ship date referred to is the one shown on the Sales Order
Header window.

Requested Ship Date I 0z/18,/97
Lazt Shipped On I 0z/18,/Ma97 k

The invoicing procedure is often run at the end of the work day.
Therefore the system offers the user some options normally associ-
ated with end of day functions. In order to operate this function, se-
lect which items you would like to run after the invoicing procedure
inthis section of thewindow. All of these functionswill beavailable
with both theinvoicing procedures except for the Post Transactions
After Invoicing function. Y ou must first have selected the Produce
I nvoice Records function in order to activate this choice.

Please Select Functions to be Performed After Invoicing,
[T Print a1 Reports Selected by 1 to Print Later.
[T Update &11 Pop-Up Lists
FPost Transactions After Invoizing
[T Print an My Libraried Reports
[T uit Qube™ when finished.

If this option is selected, the list of reports that user has previously
selected to “ Print Later” in the reports window will appear on the
screen.

Please Select Functions to be Performed After Invaicing?

EPrint All Feports Selected by 1 to Print Loter.
[1®%pdate All Pop-Up Lists
[ PFost Transoctions After lnuaicing

Invoiced Sales
Irwoiced Sales By |tem Code

lroiced Sales By FRep, Total Ouantities of Each |tem Sold
ltems List Stock Status Sorted by ltem within Group Cog

Llnvoice Hegister

]
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This function works only if you do not have the Scheduled Events
Manager module. If you do, that function will manage the schedul-
ing of these reports. If you don't, these reports will print, once the
invoicing procedure is complete.

Updateall Pop-Up  Thisfunction will update your Pop-Up Lists after invoicing. Doing

Lists this each night after invoicing will keep your Pop-Up lists current at
all times.

Post Y ou can choose to post transactions after invoicing. If thisoptionis

Transactions selected, it is assumed that you have previously selected the desired

After Invoicing posting options and selected the Post L ater option on the Post Open

Transactionswindow before beginning thisinvoicing procedure, as
shown on the screen below.

SI=———— Post Open Transactions =""———w—
‘Which Types of Transactions to Post? Period® Closing Date
General Ledger [T cash Receipts & Adjustments [T Cash Disbursements & Bank Transfers 1 01731794
O Ernployee Time Charges O Inventary Transactions 2 02/28/94
" [T General Journal Entries [T sales Invoices & Credit Memos T 03/31/94
POSU_HQ & [T Yendor Invoices 4 04,/30,/94
Closing . ) — 5 05/31/94
Beginning Transaction Date: B5/B6,/97
Post Open 1= 6 06/30/94
Transactions Ending Transaction Date: B5/86/97 7 07/31/94
Please enter select the account period to post to: g 08/31/94
Current Accounting Period (1) 9 09/20/94
) Mext Accounting Period (2) 10 10431 /94
. ) Post Now 11 11430494
Click here to pOSt —— - &) Post Later (immediately after the NEXT invaicing procedure) 12 12/31/94
. .. ) Post Later (at a Scheduled Time) 13 01731795
after invoicing —_—
A er Posting: [~ uUpdate A1l Pop-Up Lists
fu nction [T Print Reports Selected by me to Print Later.
|- Print ATl My Libraried Reports

Print All My Selecting thisfunction will causethe systemto print al of thereports

Libraried Reports  selected as“My Reports’ for the user who is running the invoicing
procedure (see " Storing and Using Frequently Printed Reports’ on
page GEN-99).
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Quit Qube When Unlessthedatafileislogged off, your backup routine cannot include

Finished it in the backup procedure. This function allows you to run thein-
voicing function and other delayed reports and functions, and still
free up your datafile for backing up using atimed backup routine.
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Invoice Select EO=————— Invoice Select Orders
ord ers Please Enter Shipment Information Below.
Shipment Date Insmﬁfg? [® Pasting will beain when this invoising procedure is done
Shipped
Order  [3] Shipped Shipped From  UPS. Shipping  * of
Murnber In Full? Wia Location Code Charge Labels
1021 |AAR Company Ivzs [F 1 E || [12a458 | .0 2
Rk Highuwater Eorm tore,, 1 veg . Bl B i 25458 3000 P
T 1855 ARA Company HO up.s 1 10.00
Main Menu 1857 INZ COMPANY HO ups 10.00
18538 ABC COMPANY MO F.IE 15.00
1853 Eek ins HO UPS 10.00 1
Accounts 1921 FEC CONMPAHY HO UPS
Receivable 1330 Fockwe| | Harketing Dep HO FedEx 1
1932 FEC COMPANY HO F.l.E.
Invoicing 1335 Highwater Furniture, | HO VELLOW
EOENG 1338 AWZ COMPAHY HO UPS 4.00
1338 CCC Company HO VELLOW
i 1229 OME TERRIFIC SALES FRO NO
Invoice Select 1240 Fockwe| | Enginesring O NO FedEx
Orders 1853 CCC Company O VELLOH
1054 Hinkmatar Fiumities 1_HO
\ ¢| *® K
ot

Purpose Thiswindow is used to invoice specific sales orders. This window
offers some advantages over and benefitswhich are similar to the n-
voice by Ship Date window:

1. If ordersare being shipped and invoiced in full, you may use
this window to call up specific orders and invoice them, rather
than going through the process of Preparing Ordersfor
Invoicing and then using Invoice by Ship Date function. (If
you are shipping partia orders, you will till have to edit each
order’s shipping quantity, but once you have done so, they can
be entered into this window and shipped from here.)

2. You may enter Shipping Charge, Shipped From Location,
UPS C.O.D. Code, and # of L abels on this window during the
invoicing process.

3. You can control very carefully the orders being invoiced. Thisis
agood window to use when packing and shipping orders using
amanifest system of some kind.

4. Thiswindow can be used to generate “real invoices’ and “draft
invoices,” just like the I nvoice by Ship Date window.
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Shipment Date

Commands Bar

Load Orders
Ready to Ship

New

Produce Invoices

Using the Window

{Datefield, defaulted, editable} Thisdatewill default to the current
date. It can be changed, however, to any ship date for which you
wish to load records. Thisdatefield providesthe ahility to load sales
orders for specific dates when used with the <LOAD ORDERS
READY TO SHIP> field, below.

Usethe <FIND>, <LAST>, <FIRST>, <NEXT>, and <PREVIOUS>
commandsto locate orderswith the L ast Shipped On datesthat cor-
respond to the date being found on.

{Button} This button will load all ordersin which:
1. the Statusof theorder lineitemissetto R, and

2. thelLast Shipped On field contains a date which equals the
Shipment Date set up on this window.

This Last Shipped On field referred to is the one shown on the
Sales Order Header window.

Requested Ship Date I oz/18,47
Last Shipped On I 0z/12,M97 k

After these orders have been loaded into the window, you may use
either of the invoicing procedures to invoice and ship them.

{Command button} This button performs the same function as the
<PRODUCE INVOICES> button below.

{Button} Begin the procedure by clicking the <NEW> or <PRO-
DUCE INVOICES> button. Complete your list on the screen and
then click <SAVE>. The system will create computer invoice
records, reading the quantity shipped from each order and invoice
that quantity. The value of that field will then be added to the previ-
ously shipped quantity and then cal culated to zero (so you do not in-

AR-16
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Order Number

Shipped in Full?

Shipped Via

Shipped From
Location

U.P.S. Code

Shipping Charge

Shipping Labels

advertently invoice the same shipment quantity asecond time). If no
quantities are shown to have shipped, no invoice will be produced.

{Required, validated} Thisisthe Order Number of the sales orders
being shipped and invoiced. Unlike the Prepare Ordersfor Invoic-
ing window, thisis not the shipment record, but the sales order
record, as the orders will be prepared for invoicing prior to running
this function. Enter any order number which you wish to have in-
voiced. If the order number you enter has already been fully shipped
and invoiced, Qube ERP™ will display a message alerting you to
this. It will also caution you if you enter an order number which is
not recognized by the system.

{Yes, no} Defaultsto NO. Thisgivesyoutheability toinvoiceorders
in full without taking the trouble to view the order items on the
screen and edit the shipment quantity for each one. If you enter YES
inthisfield, al items on the order will be invoiced for the full quan-
tity. If you enter NO, the system will invoice only that quantity
which you have previously indicated was ready to ship. Only enter
YESif you are shipping an order 100% complete.

{Defaulted, editable} Defaults to the shipper on the sales order.

{Defaulted, editable} Defaults to the shipping location on the sales
order.

If you use UPS C.O.D. labels and Qube ERP™ Accounting, you
may enter the C.O.D. codein thisfield, and then apply cash receipts
to the UPS code rather than the customer invoice.

Enter thetotal shipping chargefor this shipment of the salesorder in
thisfield. Thiswill then be added to the invoice generated from this
invoicing procedure.

If you intend to print shipping labels as part of thisinvoicing proce-
dure, enter the quantity of shipping labels necessary for this ship-

Invoicing Functions
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Draft Invoices

Invoicing Error
Messages

ment in thisfield. Then, when you print shipping |abels, that quantity
of labelswill print. To print from aPC, use Avery Label #5164.

{Button} Y ou may wish to draft the invoices so that invoice docu-
ments can be printed quickly and produce the invoice records | ater.
To do so click the <DRAFT INVOICES> button. Thiswill have the
same affect as the other Draft | nvoices procedures outlined earlier
(see “Assign Invoice & Batch Numbers' on page AR-8).

When the user entersorder numbers and tabs out of the order number
field, the system looks up the order and, if it find no items will dis-
play amessage “ There are No Line Items for this order.”

Or, the order may havelineitems, but the user may have entered NO
in the column labeled Shipped in Full.

order 2] Shipped
Number In Full?

10009 [rec company o |

In this case, the system will check each line item on each order |ook-
ing for at least one item on each order which shows a nonzero ship-
ment quantity. If it finds none, it will display no message, but no
invoices will be generated.

AR-18
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Invoice Repeat

=S[I=——— Invoice Repeat Orders EE§|
Orders .
Enter Cut-0ff Date for Selection of Repeat & Deferred Orders...
P I MAY 7 a7
Accounts
Receivable
Invoicing
Functions

Print Pre-Inwoicing Edit List I
Invoice Repeat

Orders | ;ﬁ? Produce | nvoices I

The system provides the ability to invoice repeat orders, allowing
you to process repetitive billings from the same sales order. When
thisfunctionisrun, the systemwill locate every salesorder record in

the data file which has bee flagged as REPEAT and has not been
fully invoiced and issue an invoice against it.

*To run the Invoice Repeat Orders procedure

1. Firstyou must set up the Sales Order Header for
repeat invoicing.

To do this, the field labeled Sale Type found on the Sales
Order Header window must be coded REPEAT:

EO=——————— Sales Order Header =0—"——————
win To @[ 10015 Date[ 05,07 797 | | [ahip To [F 175 arder [ 1564
Homes R Us Make ta Stack
38 Frontage Road
Templeton
D EED [
User| Kar1 Carpentier
Sales Order Karl | Carpentier call | I_ Hours Before Delivery
Functions Credit Card 4 Shipping Location[1 ¥
Sales Order Sales Rep [ [50 #cot Mar G Requested Ship Date |05/07/97 | UPS Zane] |
Header Pay Terms | Het 0 Last Shipped 0n [ 05707797
PO #* Shipment Terms via[
Contract # change # [ | changepate] |
Sale Tupe Wstatuis_Readu Sub | 000 | Dept (000 Deposit= §

Then, in the Sales Order 1tems window, enter the number of
repeat billingswhich areto bebilled. In thiscase, anitem called
SVC has been entered with 12 inserted in the Ordered field.

Invoicing Functions AR-19



Accounts Receivable

C

Then set up shipment records for each month of the contract,

like so:
EM. sales Order Items EERE
10015 Homes R Us 1868 -1 of 1
Iltern Code Date Status  Ordered  Shippin Invoiced E/D Price Unit Exctension
SUC IWFI__QF_ELOS [ o] 12 ts.om[en] 1,500.00
= 05/07/97 0 12 12 125.000 ER 1,500.00 ﬁ
]
Honthly Service Charge Open 1,500.00
Sales Order Dptions =] [+
Functions
g
Sales Order 9
Iltems K] =
=] [~ Print on York Order , Pick, Pack [ Print on Order/Invaice
Rep. Commiszion : Budget $]0.000 ~_ Scheduling Priority__ A
cot Mor Comisn | Hours [0.000 Invoice * | Discounts| T =
;Shjdﬂ?S;“Q?Date IRSSl;eDS;j;?Sh‘ =i Drdere?l S I"W‘c;d Drdgi:l; Status g::;:'\ent Code
SV 057 eaY i T Onschediled T 1A i ]
05,0797 06/07/97 1 1 Unscheduled 1868-1-2 ™
05,0797 07/07/97 1 1 Unscheduled 1868-1-3
05 /07 /97 02/07/97 1 1 Unscheduled 1268-1-4 (-
05 /07 /97 09/07/97 1 1 Unscheduled 1268-1-5 -+
MINI q I blbﬂl‘l%l |%Im| Header Iterns &
2. Print the Pre-Invoicing Edit List.
Click the button <PRINT PRE-INVOICING EDIT LIST>. This
provides the ability to audit the sales orders which will be
invoiced prior to creating the transactions. As with other Pre-
Invoicing reports, make sure the date matches the date you will
be invoicing on, or the report and the results will not match up.
You should always run this report prior to running the proce-
dure. The report will look like this.
Elm Screen report
World Class Industries

EBacklog by Date Meeded , Order Types REFEAT and DEF Only
Report Period Selected is JUN 197 - TUH 30 97

Fiscal Weels 201 - 254

Report Printed on MAY 7 97 at 15:55, Page #1

Sales Date

Gruantity

G Shipment  Customer Back-

Line4  Eequested PO Humbet Customer Hame Oudewed Unit  [em Code Deseription

18651 JUN7 7 Homes Ft Us 1 EA  Ew Momthly Sewvice Charze

Total for Fiscal Weel 264

3rand Total Back Log,:

Value of
Backorder

12300
12300

12500
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Quantity Shipped
Field

Closing Out the
Order

3. Invoice the Repeat Orders.
Click the button, <PRODUCE INVOICES>.

4. Enter a date which includes the month and year
for those orders you want the system to select
for invoicing.

5. Click <SAVE>.

The system will display this message, confirming what it thinks
you want it to do. If the message displays the month and year
you want selected for invoicing, click <YES>, instructing the
function to conduct the invoicing procedure.

Include all Repeat & Deffered orders scheduled for June,
199727

(N0 ) [ ves )

Normally, the invoicing procedure zeros out the quantity shipped
field shown on the sales order summary screen and movesit to the
field labeled Previously Shipped. That convention is not followed
when invoicing repeat orders. For example, if asales order isen-
tered for amonthly maintenance charge, indicating a requirement to
issue one invoi ce each month for twelve months, it will be most con-
venient for the user if the quantity shipped always remains at one.
This makes it unnecessary for the user to find each repeat order and
change the quantity shipped from zero to one each timethe repeat in-
voices must be prepared.

Just aswith al other invoicing procedures, asales order will be cod-
ed as | nvoiced when the total quantity invoiced equals the quantity
ordered. Thismeansthat after fully invoicing asalesorder, it will not
be selected for invoicing again the next timethe I nvoice Repeat Or -
derscommand isgiven. A new sales order must be created for the
next period of time.

Invoicing Functions
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Selecting the command | nvoice Repeat Order s also selects sales
orders coded as deferred revenue items. See the next section for in-
formation about this function.
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Deferred Revenue
Sales

Qube ERP™ s capable of handling the accounting for salesinvolv-
ing deferred revenue. An example of thistype of transactionisan
agreement by a company to provide warranty service over aperiod
of ayear. Thisisthe same asthe REPEAT order, except that this
time the warranty contract is prepaid. The company now has the ac-
counting problem of how to record the sale, where to apply the cash,
and when to recognize the revenue as income. If used properly, the
deferred revenue function can save your accounting department alot
of adjusting journal entries.

*To use the Deferred Revenue function

1. Create a sales order coded DEF, for the Sale
Type.

The Sales Order Header window would look like this:

Sale Type IDEF StatusIR Ready

2. SettheLine ltems to reflect the monthly billings,
as shown here.

This window shows 12 monthly billings beginning June 97.

EOi=——————————— sales Order ltems =—————————W-|3/
10015 Homes R Us | 1866 -1 of 1
Itern Code Date Statuz _ Ordered  Shippins Invoiced BAD Price Unit Extension
CONTRACT [osrovrae [n [ iz il 1z][ on.ooo [ EA | 1,200.00
CONTRACT 05/07/97 H 12 12 12 100,000 EA 1,200.00 [+
=
Contract Maintenance Credit Hold 1,200.00
Dptions (&} 4
3 e
E [T Print on "ork Order, Pick, Pack [ Print on Order /Invoice
e, Eammiestm Budget $]0.000 _— Scheduling Priority....| A |
Acct Mgr Comisn | Hours [0.000 Imvoice * | Discounts [ I
ched Ship Date Requested Ship Date  Ordered Shipping _Invoiced  pagp Sales
06 /07 97 IUS/U 1/97 1 I 1 0| Ordered Status Shiprment Code
0f 07 a7 05/01/97 1 1 1 Unscheduled  1866-1-1 <7
070797 0607 /97 1 1 1 Unscheduled 1266-1-2
08,/07/97 02,/07/97 1 1 1 Unscheduled 1866-1-2
09,/07/97 09407797 1 1 1 Unscheduled 1856-1-4
10407797 10407 /97 1 1 1 Unscheduled 1886-1-5 B
Header Iterns
[aa] [ 4] P [P ]E]=] = ol
[
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3. When cash is received it should be applied to
the Deferred Income account as defined in the
GL Key Accounts window (see “GL Key Accounts”
on page GL-21).

Use the cash receipts window to record the customer deposit to
the sales order, applying the cash to the Deferred Income
account (see “ Customer Deposits’ on page AR-57).

EM=——————— Cash Receipt Transactions =—————"=}I5
Transaction ﬂ Posted ta JE “I Bank Codel 0-000-1100-000
Date |05.-"U?.-"9? Period ¢ Bank of America
0 Custorner
I Invoice or G/L Account @ Arnount  Discount
Accounts ¥ Order # Code Check Nurnber EBalance Due Received Taken
Receivable S [o-oo0—z500-000_[ 12345 | 1200.00
Cash Receipts 0 1266 0-000-2300-000 12345 1,200.00 <
& Adjustments
Cash
Receipt
Transactions
i
10015 Homes R Us [[oeferred Income I 1,200.00]
' E

4. Post the cash receipt.

Thiswill create ajourna entry which looks like the following,
debiting cash and crediting the liability account, Deferred

Income.
|§DE General Ledger Journal Entries E_E§E§|
Journal Nurnber Type Fosted?  To Period/Year Date

9z0s0 I CASH I YES 1/ I 05 ,/07 /97
Account Code E Description Debit Credit
0—-000- 1 100-000 IPost ing A/R Transctns 05/07/97 I 1200.00 I
0-000-1100-000  Posting A/R Transctns 05/07 /97 1,200.00 g
0-000-2500-000 Posting A/R Tronsctns 05/07 /97 1,200.00

5. Run the INVOICE REPEAT ORDERSfunction.

Deferred Income orders will be selected to invoice just as the
Repeat Orderswere. An invoice will be created for the quan-
tity shipped timesthe unit price, for this month’s shipment only.
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It differs from the repeat order in that the invoice balance due
will be set to zero since thisis a prepaid contract.

Thejournal entry created when the invoice is posted will debit
the liability account of Deferred | ncome and credit
Sal es.

CAUTION: Theuser should be careful to not usethe Sale Type
codeof DEF for anything except a prepaid, deferred contract.
Setting thecodeto DEF causesa zero balancedueinvoiceto be
generated which is posted differently than all other invoices.
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Ship Select
Orders

Accounts
Receivable

Invoicing
Functions

Ship Select
Orders

Purpose

Load Orders
Ready to Ship

[0 =—————————"s5hipSelect Orders=—"~—————HIH

Please Enter Your Shipment Information, below.

Shiprent Date | 117 1871958

Shipped

Order (3] Shipped Shipped Frem  UPS. Shipping  ®of
Burnber In Full? Yis Logation Zone Charge Labels
1837 EYZ COMPAHY I IUF'S I 10.00

1857 NV COHPAY iFS i)

1038 CCC Company VELLOL

2027 ABC COMPAMY P.l1.E.

2028 OME TERRIFIC SALES FPRO

2074 XNE COMPAMY YES urs

|% Load Ordets Readgtaship" {7 Ship Orders I| Print Labels I

k4> [H]]

%

Version 7.36 providesimproved abilities to separate invoicing from
shipping and to track those conditions. Thisisuseful if your site has
set up its system so that inventory is not relieved upon invoicing.

(Thisisdone on System Setup Card #3; for moreinformation on sys-
tem setup, see* System Set Up, Card #3 Window” on page SYS-108.)

Thiswindow is used to ship selected orders without invoicing them
or relieving inventory.

Using the Window

When you first access this function, the window will be empty.
{Button} This button will load all ordersin which:

1. the Statusof theorder lineitemissetto R, and

2. thelLast Shipped On field from the Sales Order header con-
tains a date equal to the Shipment Date set up on this window.

ThisLast Shipped On field referred to is the one shown on the
Sales Order Header window.

Requested Ship Date I oz/18,47
Last Shipped On I 0z/12,M97 k

AR-26
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Commands Bar

Shipment Date

Order Number

Shipped in Full?

Shipped Via

Shipped From
Location

Usethe <FIND>, <LAST>, <FIRST>, <NEXT>, and <PREVIOUS>
commands to locate orders with the Last Shipped On dates (from
the Sales Order header) that correspond to the shipment date entered
at the top of the window.

After these orders have been loaded into the window, you may use
either of the invoicing procedures to invoice and ship them.

{Date field, defaulted, editable} Thisdate will default to the current
date. It can be changed, however, to any ship date for which you
wishto load records. Thisdatefield providesthe ability to load sales
orders for specific dates when used with the <LOAD ORDERS
READY TO SHIP> field, below.

{Required, validated} Thisisthe Order Number of the sales orders
being shipped and invoiced. Unlike the Prepare Ordersfor Invoic-
ing window, thisis not the shipment record, but the sales order
record, as the orders will be prepared for invoicing prior to running
this function. Enter any order number which you wish to have in-
voiced. If the order number you enter has already been fully shipped
and invoiced, Qube ERP™ will display a message alerting you to
this. It will also caution you if you enter an order number which is
not recognized by the system.

{Yes, no} Defaultsto NO. Thisgivesyoutheability toinvoiceorders
in full without taking the trouble to view the order items on the
screen and edit the shipment quantity for each one. If you enter YES
inthisfield, al items on the order will be invoiced for the full quan-
tity. If you enter NO, the system will invoice only that quantity
which you have previously indicated was ready to ship. Only enter
YESif you are shipping an order 100% complete.

{Defaulted, editable} Defaults to the shipper on the sales order.

{Defaulted, editable} Defaults to the shipping location on the sales
order.

Invoicing Functions
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U.P.S. Zone

Shipping Charge

Shipping Labels

Ship Orders

Print Labels

If you use UPS C.O.D. labels and Qube ERP™ Accounting, you
may enter the C.O.D. codein thisfield, and then apply cash receipts
to the UPS zone rather than the customer invoice.

Enter thetotal shipping charge for this shipment of the salesorder in
thisfield. Thiswill then be added to the invoice generated from this
invoicing procedure.

If you intend to print shipping labels as part of thisinvoicing proce-
dure, enter the quantity of shipping labels necessary for this ship-
ment inthisfield. Then, when you print shipping labels, that quantity
of labelswill print. To print from a PC, use Avery Label #5164.

{Button} Click this button to begin shipping the orders. Then click
the SAVE button to update the data entered. The status of lineitems
shipped will become“S”.

{Button} Click this button to print the labels.

AR-28
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Invoice & Credit Memos

Deleting & Editing
Invoices

Posting

The invoice is the basic accounts receivable transaction in the sys-
tem. No AR dataisinserted into the system prior to creation of the
invoice. Invoicesare created by invoicing salesorders. Y ou may not
enter an invoice without first entering a sales order into the system.

Deleting

Qube ERP™ allowsyouto deleteaninvoice, but only if that invoice
has not yet been posted. The effect of this procedure isto remove
the invoice record from the data file and reset the sales order from
which the invoice was generated to the state it was in before the in-
voice was produced. The transaction also restores inventory stock
levelsto the levels they were at before the invoice was generated.

Editing

Itisimportant to keep as much continuity between sales orders and
invoices as possible. Y ou may edit a number of fields on the order
header plustheitem description, aslong astheinvoiceisnot posted.

Invoicing has an effect on the general ledger. For more information
on the rules affecting the GL subaccount selected for posting, see
“Posting Accounts Receivable” on page GL-45.

Invoice & Credit Memos
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Invoice Header
Window

Accounts
Receivable

Invoices &
Credit Memos

Invoice Header

Order Date

Order #

Posted?

UH==—————  IVMlleHRAllir=——7———————— &

Order Date  Order® Posted? Ino Ta Peried || Sub-hcct Dept Date Invoice®
01000 =1 looo | oo [orsizoo  Is==s1

1 i
r Fost Saies Uzing item Master Sub Accounts

1021 hip To

Highuater Furniture, Inc.
Bill To* [ 10001 E

MBC COMPAN'T

1224 154k Strast

Glendale CA 92155
U.5.4

o
o
gy

Date Shipped...

POMYiss * Ship Terms...
Pay Terrn= |28 10 DAVES Met 20
- — D
N FPHONE Currency [US & Invoice Subtotal 3,093.73
Sa WAT Tas 000
Balance Due 3, 118 75 Dallars | 0.000 Freight tax 0.00
Freight & Handling | 25.00
. PR Ineoice Totz! L4 2,112, 75
invoice Hoies Invoiee Total ¢ =S
i
= -
[+] [+]
1 [

PP . (e "
| Header || items | | Faymenis |

_.;' Shipment Tracking I

(K] P [M[=[ B[ W || # rattcredit Hemo |

This contains basic information about the whole invoice. It isvery
similar to the Order Header window.

Thereis also an Invoices Browser, to simplify the task of viewing
and editing invoices. For more information about browsers, see
“Browsers’ on page GEN-75; for specific information on the Invoic-
es Browser, see “Customer Master File Browser” on page GEN-79.

{Display only} Thisfield displays the date the sales order was
placed.

{Display only} Thisfield displaysthe order number from which this
invoice was generated. A sales order may be invoiced whenever a
partial order is shipped; therefore, there may be many invoicesrefer-
ring to the same sales order, but there is only one sales order refer-
ence per invoice record.

{Display only} If thisinvoice has been posted to the GL, thisfield
will display YES, the journal number will be displayed in the field
below, and the period number will be displayed in the To Period
field, as shown in the example above. If it hasnot, thisfield will dis-

play NO
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—

Bill to Information

Sales Rep

Account Mgr

Balance Due

Sales Order Notes

Sub

Note: Thefollowing fields are derived from the sales order
record. If it isnecessary to change any of thisinformation, and
you havenot posted theinvoice, you may deleteit and changethe
information inthesalesorder, and then reissuetheinvoice. If the
invoice has been posted, all corrections must be made by dr aft-
ing a credit memo.

This section displays the company to which thisinvoice wasissued.
Y ou may not change this information in the invoice.

{Display only} Thisfield displays the sales rep which was on the
sales order. This may be adjusted through the Commissions on
Each I nvoicefunction found in the Accounts Payable M odule (see
“Commissions on Each Invoice” on page COM-14).

{Display only} Thisfield displays the account manager which was
on the sales order. This may be adjusted through the Commissions
on Each Invoice function found in the Accounts Payable M odule
(see “Commissions on Each Invoice” on page COM-14).

{Display only, calculated} Thisfield displays the amount due out-
standing on thisinvoice. Thisisreduced using the Cash Receipts
window. Thisfield isautomatically calculated and cannot be
changed manually; however, if youwishto updatethisfield, click on
the field label and Qube ERP™ will recal cul ate the balance due.
Thisis not to be used with Dynamics sites.

{Entry field} Usethisnotefield to enter information pertainingtothe
sales order. Thisfield is 2,000 characters long.

{3 characters, numeric} Thisisthe accounts receivable subaccount
to which the receivable will be posted. It is defaulted from the cus-
tomer record. It may be changed at any time prior to posting the in-
voice. For more information on GL Subaccounts, see“GL Sub
Account Number” on page GL-44.

Invoice & Credit Memos
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Dept

Date

Invoice Number

Post Sales Using
[tem Master Sub
Accounts

Ship to
Information

PO/Visa#t

Pay Terms

{2 or 3 characters, numeric} Thisisthe department, or cost center
code, to which the receivable will be posted. It is defaulted from the
sales order. It may be changed at any time prior to posting the in-
voice. For more information on Department Codes, see Cost Cen-
ter Codes’ on page GL-9.

{Calculated, editable} Thisisthe date of the invoice, originaly de-
faulted to the date on which the record was created. Y ou may edit
thisfield at any time.

{Calculated, editable} Thisistheinvoice number of the record,
originally calculated when the invoice was created. Y ou may edit
thisfield at any time prior to posting.

{Checkbox} Check this box if you have invoices with non-000 A/R
subaccounts but you wish to post sales based on the item master file
settings. Note that the posting mapswill always override thisif used
on any invoice.

{Calculated, editable} Thisisthe shipping information of thein-
voice, originally defaulted from the sales order. Y ou may edit these
fields at any time.

{25 characters, find field, alphanumeric} This displays the PO or
credit card number recorded in the sales order. It may be used to find
the record. Y ou may edit thisfield at any time.

{25 characters, alphanumeric} Thisfield reflectsthe payment terms
shown on theinvoice. Thisfield is used to calculate receivable due
dates and discounts. Y ou may changethisfield after the invoice has
been created, but the discount due dateswill not beimpacted, soitis
best to change this prior to invoicing the order.

AR-32
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Mac OS Windows

SIS
+ +
0u

Sale Type

Sales Lead
Date Needed
Date Shipped

Ship Terms

If you are changing thisfield, be sure to use the Reference List so
the information will be entered correctly. For information on pay-
ment terms, see “ Payment Terms’ on page OE-98).

Reference List =—————— "=

Select Payment Terms:

Net 38 Days

Met 68 Days

2% 18 days, Net 38 days
2% 18th Prox, Net 38 days
C. 0.0

Credit Card

Cashiers Check

[

B

]
Load| 2@ . beginning atl - IALL , based on (@ Code () Description

| Sort by Code I | Sort by Descriptionl I% Reload ListI |>( Cance1” " 0K IE

{Sx characters, alphanumeric} Thisfield shows the Sale Type en-
tered on the sales order. Whilethisfield can be edited at any time on
the salesinvoice, it carries some significance for pricing, etc., on the
sales order. For more information, see “ Sales Type Codes Window”

on page OE-89.

{20 characters, alphanumeric} Thisfield showsthe Sales Lead en-
tered on the sales order window. It may be edited at any time.

{Datefield} Thisfield shows the Date Needed entered on the sales
order window. It may be edited at any time.

{Datefield} Thisfield shows the date thisinvoice was created and
the items were shipped. It may be edited at any time.

{12 characters, alphanumeric} Thisfield displays the shipping
terms entered on the sales order. Y ou may edit thisfield at any time;
however, you should use the reference list to do so to keep the for-

Invoice & Credit Memos
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Ship Via

Due Date

Tax 1%

Tax 2%

matting accurate. For information on shipping terms, see “ Shipment
Terms’ on page OE-97.

Reference List =————Bi
Select Ship Terms:
1 Prepay & Add 1]
z Collect
=
Load| 28, beginningat|* [aLL , based on(®) Code (7 Description
| Sort by Code I | Sort by Descriptionl % Reload ListI |}( Cance]” + 0K IE
o]

{14 characters, alphanumeric} Thisdisplaysthe designated shipper
from the sales order record. Y ou may edit thisfield at any time; how-
ever, you should usethereferencelist to do so to keep the formatting
accurate. For information on shipper information, see “Ship Via Se-
lections” on page OE-96.

{Datefield, calculated} The datein thisfield is calculated based on
terms when the order isinvoiced. It may be changed at any time.

{Numeric, 3 decimal places} The valuein thisfield determinesthe

amount inthe Tax #1 field. Thisfield will be cal culated automatical-
ly on the sales order based on whichever sales tax function you are

using. Thisfield may be changed at any time prior to posting thein-
voice. If you change the valuein thisfield, the valuein Tax #1 will

be changed accordingly.

{Numeric, 3 decimal places} The valuein thisfield determines the

amount inthe Tax #2 field. Thisfield will be cal culated automeatical-
ly on the sales order based on whichever salestax function you are

using. Thisfield may be changed at any time prior to posting the in-
voice. If you changethevaluein thisfield, the valuein Tax #2 will

be changed accordingly.

AR-34
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Shipping &
Handling

Invoice Subtotal

Invoice Total

Invoice Notes

Draft Credit Memo

Shipment
Tracking

{Numeric, 2 decimal places} Thisfield can be calculated at thetime
of shipping or added later. Y ou may edit the amount in thisfield any
time prior to posting the invoice.

{Calculated} Thisamount is calculated as the total amount of the
items shipped on thisinvoice. No salestax or shipping charges are
added into the subtotal. Thisamount is automatically calculated and
cannot be changed manually; however, if you wish to update this
field, click onthe field label and Qube ERP™ wiill recalculate the
subtotal.

{Calculated} Thisamount is calculated as the Invoice Subtotal plus
all salestaxes and shipping.

{Entry field} Usethisnotefieldto enter information pertainingto the
invoice. Thisinformation will print on acredit memo, but not onthe
invoice itself.

{Button} Click this button to create a credit memo for thisinvoice
(see “Draft Credit Memo” on page AR-43).

{Button} Click this button to display the Import Shipping Data

window. See “Import Shipment Tracking Data” on page AR-48.
[0 = ——— Import Shipping Data=—"—io———0 B

{? Import Data I
File Header? o

Field Delimiter & ¥ 4 G Domans

trzignd

Available Fields
CO0 Call Tag <§

Fields to Import
s ooy, [SPip Date
”:“;> Order Mumber
Tracking Code
3 Ship Charge
&

*FRequired* Date
#Required® Charocter, 10
*Required® Charocter, 20
*Fequired® Mumeric, 2 demls)

| %

If no shipment tracking information was found associated with the
selected invoice, Qube ERP™ will display this message:

No shipment information was found for invoice

#2180. Create a record, now?
YES

Invoice & Credit Memos
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Invoice ltems
Window

Invoices &
Credit Memos

Accounts
Receivable

Invoice Items

Display Options

i)
m 2

= imittiems———————
10005  CCC Company. Invoice Item [ 2153 0
ltem Cods Ordersd  Shipped Brior B/0 Price Unit Extension
2111 17| 1 o 16][ 547502 [EA 547,59
ERIT I i T 09705 oA Tir.05
2111 17 5 1 10 B47.602 E4 3,886 15
2011 1

7 7 547.692 EA 5,475.92

]

9111 Chair [ 11,010,768
) Show Noies
PR P Groun FINE FLIRN
Baioh Guantit "
FGHIJ 1.000 Sub-Group GEMERIC
Posted to GL Account | 4000-000 /00
T In Watranty

® Show Baich info () Show Gpiion Seieciion

]

(il [
| Header || lems | | Payments

i

B

Purpose of the Window

Thiswindow shows each item included in the invoice, along with
options, and notes from the sales order record and serial numbers or
batch numbers applied to each item. Few of the fields on this win-
dow may be edited. If you wish to change any of the other data on
thiswindow and you have not yet posted the invoice, you should de-
lete the invoice and edit the sales order. Then reinvoice the sales or-
der. If you have posted the invoice, you should issue a credit memo
for theinvoiceand reproduce anew invoice showing theinformation
you require.

{Radio button selections} Thiswindow has three different views,
depending on which of these selectionsis chosen.

Show Batch Info

The above window displays the Show Batch Info view. When this
option is chosen, the lot and batch information along with the
Group, Sub-Group, GL Account and In Warranty informationis
displayed. Y ou must have the L ot and Batch Tracking module for
Lot/Batch info to display in this window.

Invoice & Credit Memos
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The following fields may be edited;

Item Description

Thisfield shows the item description from the sales order. You
may edit thisfield to reflect anew description, but the item code
will remain the same.

Group

Thisisthe Item Group Code of the item shipped on thisline
item. You may edit thisfield at any time, but it will only impact
thisinvoice record, not the item or sales order records.

Sub-Group

Thisisthe Item Sub-Group Code of the item shipped on this
lineitem. You may edit thisfield at any time, but it will only
impact this invoice record, not the item or sales order records.

In Warranty

If this box is checked, thisitem is considered to be in warranty
and will be designated as such when an RMA record is created.
Thisis normally monitored and managed by the system when
the RMA is created; however, clicking this box ON will over-
ride that function. This field may be edited at any time.

Show Option If you have the Option Selection Module, you can display the op-
Selection tionsincluded on each item by clicking thisradio button. When you
do, the lower portion of the window will display the following:
Opt. Class Parent ltem Option Chosen i e ““"“\‘&‘AG"SL Unit Price
otes for this Option: |_ Print this Optian on Sales Order & Invoica ? |_ Print this Option’s Notes on Sales Order & Invo\ce?'
Show Notes Each invoice item may include its own notes along with the notes
from the Sales Order Item from which it was derived. In order to
AR-38 Invoice & Credit Memos
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accessthisfield, you must have the Show Notes radio button select-
ed. When you do, the following will be displayed:

ales Order Motes  Order Itern 1021-1 Invaoice Hern Notes

This area is for notes about each invaice |ine item. [4¢
You may enter up to 3,000 characters of notes for
each item

When thisinformation is displayed, you may edit the Notesfield by
clicking <EDIT>, typing your notes into the field, and clicking
<SAVE>. These notes will then print on the printed invoice:

EM=————————————— Screen report
World Class Indlustiies [
307 South Townsend Street Tncice #5001
Syracuse, MY 13202-2148 Tnvoine Date Mowember 14, 1996 |43
Ph:315476-2075 Crde 1021 El
Fx 315-476-3138 INVOICE
Scld 1o: #10001 Shij o
ABC Company ABE COMDANT
1234 15th Street Softorate Products Division
Clendale, CA 92155 1234 15th Street
A Slendale, CA 92155
s,
Date Shipped  Ship Via Shipping Temms Four PO Payment Temms Sales Rep
1111496 RIE Premay & Allow # % 10 DAYS Met 30 Wiomdet Matketing, Senrices Co

Guantity  Guuantity Cuantity
Tus  Piot | Back

Cuuantiry Unit
Crderd Shipment  Shomes  Cudered Item Codde nd Descripton, Prce Eactension
10 0 EL 9111 Series D Chair, with options JAZZ, CHERRY, 452.500 452500
LAMNE1, FIN-1

This atéa i for notes Thont such nvoice line item. Tou may entét up 1o
2000 Chametets of Wodes for sach dtem
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Invoice Payment
Information

Accounts
Receivable

Invoices &
Credit Memos

Invoice
Payment Info

Drilling Down

{Card tab, displays additional information} Clicking on this card
tab opens the following window:

Invoice Payment Informatiohaaia—i————08
Order* Posted? ToPariod Sub/Depd  Date Invaice®
o, P— — L | e P
10/Ua 198 | 1863 IYES Tol92039 1 000 700 | 10/05/199L2 | U0y
Date Transaction # Amount Posted ? To
Original Balance Due, Dallars 100.00
08/22/1995 Debit Adjustment 51030 -110.00 YES 1
Dapngirnant denound 0.00
—
Miata Paid in Full !DS)’QSMQQE
izs o Ful 1057
Lizrys o Ful
Armount Due, Dallars 3 100, 00

Terms Frice Dizcount % 3

e et (el Sesecucstt

4T

| Header n Hems ﬂPaymenlsJE

7

(@K M= T3]

Thiswindow shows cash receipts, A/R Adjustments and credit
memos which have been applied against the invoice. The only field
which may be edited in thiswindow is the Date Paid in Full field.
The Amount Due, Dollarsfield isautomatically calculated and can-
not be changed manually; however, if you wish to update thisfield,
click onthefield label and Qube ERP™ will recal culate the amount.
Thisis not to be used with Great Plains software linked sites.

If you double-click on any of thetransactionsdisplayed in thelist on
the right, that cash receipt transaction will be displayed:

|§DE Cash Receipt Transactions =—————————|
Transaction # 5 1002 Pasted to JE *| 92041 Bank Code | 0-000-1100-000
Date |03r"15f97 Peried 5 /-1 Recounts Receivable - Trade
C
0 Customer (3]
I Invoice or G/L #dccount @ #mount  Discount
% Order ® Code Check Nurnber Balance Due Received Taken
n-l 5001 i0*000*1200*000 I 12345 I 2000, 00
I 5001 0-000-1200-000 12345 2,000.00 }ﬁ

AR-40
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Credit Memos

Accounts
Receivable
Invoices &
Credit Memos

Credit Memo
Header

Unapplied CR

0 ="——————— CreditMemo Headeroa0"0——"7—————Ho
(Order Date Order# Posted? Sub/Dept  Date Credit Memo * Applied to Invoice
01/07,/1993 [1021 IYES IDDD o] IU?.-"]S.-"]QQ? ICHZDGﬁ IﬁDDl

IQQ 133 I Fost Sales Using Item Master Sub Accounts
Bill To#[ 10001 [ e
ABC COMPANY ABC COMPANY
1224 15th S t Iy
e Saftware Products Division
Glendale CA& 9213535 1234 15th Street
U.s. 4 Glendale
Ch |92155 CountryIU.S.A.
SalesRep  |REF Monder Marketing (| pate Needed.. [01/24/1994
fezount Mgr | S i e Date Shipped... | 05 /03/ 1993
FOisa ® Ship Terms... |FPL
Fay Terms |28 10 DAYS Het 30 Ship Yia... F.l.E.
Sales Lead
Sale Type PHONE Cr Memo Subtotal 432.30
) I 0.ooo0 Tax *{ 0.00
- I 0,000 Tax *2 0.00
- Shipping & Handling | 0.00
Unapplied CR 0. 00 Collars Cr Mermo Total 452,50

|MI|}QIQ I b ||>|]|@'|‘3’|@| | Erint IL Header ﬂ Items nPaymentsJ_

All of the fields and windows associated with the credit memo are
the same as the salesinvoice, except for the following. For informa-
tion on these fields and windows, see “Invoice Header Window” on

age AR-30.

When creating an unapplied credit memo (one that is not applied to
an existing salesinvoice) the header information must be entered and
saved, and the item detail information must be entered and saved
separately.

{Calculated} Thisistheamount of the unapplied credit for thiscred-
it memo. This amount exists only until the transaction is posted.
Oncethisitem is posted, the unapplied credit will be applied to the
invoice, and thisfield will display zero, unlessthe amount is greater
than theinvoice. In this case, the credit will remain open for the un-
used amount until it is applied against another invoice or acheck is
issued against it (see “ Paying Customers’ on page AP-24).

If you areworking with an unapplied credit memo, the credit balance
will remain until you apply the balance using the Apply Credit Bal-
ance window.

Invoice & Credit Memos
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Print {Button} Click this button to print a copy of the credit memo.
Credit Memo # {Editable, searchable} Thisidentifiesthe record of the credit memo.

Applied to Invoice  {Editable, searchable} Thisisthe number of the invoice to which
this credit memo was applied.
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Draft Credit Memo

Y ou may draft a credit memo to either an existing or anew salesin-
voice. To draft acredit memo to an existing sales invoice, you must
have the invoice open to which the credit memo will be applied. The
credit balance will be applied to the invoice at the time of posting.

If entering acustomer credit record which doesnot refer to any other
open invoice (an unapplied credit memo), you must enter the header
information and save it, then enter the item detail information and

saveit. Since thereis no invoice to which this credit will apply, the
credit balance will remain until you apply the balance using the Ap-
ply Credit Balancewindow. Alternatively, the open balance can be
used up by issuing a cash disbursement against the unapplied credit.

*To issue a credit memo

1. View the invoice on the screen against which
you wish to have a credit memo issued.

2. Click the button <DRAFT CREDIT MEMO>.

The following window will be displayed. This window will
automatically load all of the items on the invoice.

DRAFT CREDIT MEMO: Items on Invoice 5004 from Order #1855 =——FHIH
Quantity
Quantity Tao Reazon
Itern Code Description Unit Frice Shipped Credit Batch # Location Code
725 Chair-0ok Dining/Arms & Hed| 525.000 z 1 -
7111 Series 7 Chair 330,000 7 1
DRC3 Chair-Oak Dining/Arms & Hec <400 . 000 2 1
Ed

= N
|_ Crfate In\.r.entorg Transactions to reflect Return of Stock | X Cancel I | ‘/ 0K I
[ Frint Credit Memo - IT//

3. Enter the data pertaining to the items received.

Use thiswindow to enter the Quantity to Credit, Batch Num-
ber if necessary, Inventory L ocation if the item is being
returned to stock, and Reason Code of the return (see“ Transac-
tion Reasons’ on page INV-97).

Invoice & Credit Memos

AR-43



Accounts Receivable C/

4. For items which are being returned to stock,
click the check box,

X Create Inventory Transactions to reflect Return of Stock
5. Click <OK>.

If you have elected to return items to stock the following mes-
sage will be returned:

Issue credit memo for all items showing a non-zero quantity,
now? {Inventory WILL be adjusted.}

v ) e
If you have NOT elected to return items to stock the following
message will be returned:

Issue credit memo for all items showing a non-zero quantity,
now? {Inventory will NOT be adjusted.}

[ w0 ) [ ves )

6. Either way, click <YES>.
7. The system will create a credit memo.

The new record will be given a current date and a unique record
number and will refer to the original invoice number. If you
have elected to return items to stock an inventory transaction
will be created reflecting this.

Edit a Credit Header Information

Memo Y ou may edit an unposted credit memo for header and items infor-
mation. On the header window you may change the same informa-
tion as on an invoice, including sales tax and shipping values.
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Line ltems
1. To edit line items, click the <ITEMS> card tab.

From this window you can change Item Code, Item Descrip-
tion, Qty Shipped, Price, and Unit of Measure. It is aso pos
sible to delete complete items by eliminating reference to the
item code (blank out the item code). You cannot add new items.

Click <sAVE>.

The function will 1ook to seeif inventory transactions exist ref-
erencing this credit memo. It will either find one or not.

If no transaction exists

If it finds none (i.e., if an adjustment reflecting return of
stock has not aready taken place), then you will be asked
if you wish to adjust inventory for quantities shown as
shipped.

Adjust Inventory to reflect Full Return of ALL ||
Items to Stock? E

If you respond by clicking <YES>, the program will create
inventory transactions for those items shown on the credit
memo and in those quantities shown as shipped on that
credit memo.

If atransaction DOES exist

If the system does find atransaction, it will not be edited
during this process. If you find that you have made a mis-
take and adjusted inventory for the wrong items and/or the
wrong quantities and then wish to edit the items and quan-
tities in the credit memo, you must go to the Inventory
Transaction Quantities window, find the transaction cre-
ated from the first adjustment, and change it to reflect the
correct items and quantities.

Invoice & Credit Memos
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As mentioned previously, you may a so change fields on the header
screen (thetax rate, shipping amount and unit pricefields). Together,
these allow you to produce acredit memo for any amount. When the
information is acceptable, you may post the credit memo using the

Post Open Transactions procedureinthe General L edger module.

Deleting Credit It is possible to delete a credit memo record, but only if that record
Memos has not been posted. When the credit memo is deleted, the function
looks to seeif inventory adjustments were created reflecting return
of inventory. If so, it creates reversing adjustments and restores in-
ventory to the condition it was before the credit memo was drafted.

Applying Credit Once customer credits are created, you may apply them to other in-

Memos voices or issue checks against them. For information about applying
credit balances to other invoices, see “Apply Credit Balance” on
page AR-66. For information about issuing a check to a credit bal-
ance, see “ Cash Disbursements’ on page AP-22.

Creating Credit Sometimes users will want to create one credit memo for several
Memos for openinvoices. Thisisparticularly true when your customersare dis-
Several Invoices tributors who may stockpile a bunch of returns over time and return

them al to you at once. Y ou may do this by entering a credit memo
against one invoice, and then editing the Credit Memo Itemswin-
dow to reflect the other items being returned. Then you can issue a
single check to this credit memo, for all of the items returned.

Posting Invoices Invoices and credit memos are posted using the batch posting proce-

& Credit Memos dure. That is done by selecting Post Open Transactions from the
General Ledger menu. Depending on which accounting system you
are using, the posting procedure will result in journal entriesin the
Qube ERP™ accounting GL, or as a posting batch ready to be re-
viewed and posted to the GL in Great Plains or Dynamics.

Posting the credit memo has the impact of zeroing out the balance
and applying the credit to the invoice in question. Thereafter, all
credit transactions (issuing a check, for example) point to the in-
voice, not the credit memo.
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Shipment Tracking
Qube ERP™ provides two waysto track your shipments. Qube pro-
vides somebasic tracking functionsto all sitesusing Qubev7.36 and
above. More sophisticated functions are provided for sites which
have purchased the Transportation M anagement module. For
more information, see " Transportation Management Module” on

page INV-183.

InVersion 7.36, Qube ERP™ allowsyou to import and manually en-
ter shipment tracking information related to each salesinvoice. Each
package, or container, has its own tracking number. Y ou can view
and print abill of lading associated with the invoice and the sales or-
der. You can draft or view afreight invoice; this shows up as a sep-
arateinvoicefor freight, pointing to theregular invoice. The process
beginswith the salesorder. If you are ready to ship, enter the number
of cases and the estimated freight cost; the estimated freight cost ap-
pears on the bill of lading. Y ou don’t have to include estimated
freight costs but it can be very helpful!

Using the Module From the Accounts Receivable functions list, you may choose the
following options. Import Shipment Tracking Data and Out-
bound Shipment Tracking Info.

[[] = Accounts Receivable Functions =]

|%E MNarne |

Invoices & Credit Memos
Credit Memo Header
Credit Memo |tems =|
Customer Basic Information #U
Customer Financial Information
Customer Search

Import Shipment Tracking Data

Invoice Header |
Invoice ltems

Inroice Payment Info

Outbound Shipment Tracking Info

4

%hhhhh

Shipment Tracking
Options

nininln

T
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Import Shipment Theimport capability provides an interface for you to customize the
Tracking Data formatting of the data being imported.

Accounts
Receivable

Invoices &
Credit Memos

[0 = ———— Import Shipping Data=—"———F1 B

File Header? |~
Field Delimiter 8 T3

Import Available Fields Fields to Import
Shipment COD Call Tag . |3hip Date #Required® Dote
Tracking Data < > Order Humber #Required® Charocter, 10
Tracking Code *FRequired® Character, 20
k3 Ship Charge #Required® Humeric, 2 domls
.

e

The import procedure will skip imported data with invalid order
numbers without terminating theimport. Theimport also terminates
after updating the shipping charge totals in the order headers file.
This update occurs only if the shipping terms equal “PPA” or if
“COD” or “C.0.D.” arefound in the shipping terms.

Theinformation is displayed as awindow associated with each in-
voice. It may be accessed by clicking the ' J snipment Tracking | DULTON.

If no shipment tracking information was found associated with the
selected invoice, Qube ERP™ will display this message:

No shipment information was found for invoice

#2180. Create a record, now?
YES
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Outbound The Shipment Tracking window looks like this:
Shipment
P . (| OQutbound Shipment Tracking Information BE
Tracking
Information Order Humber |2121 Invoice Numher|21?9
Cuztomer Mame CCC Company
COD ar Pro # 87450 [rate ShippedIDS.-’UIHQQQ
Eill of Lading * IZ? Ship Yia IYELLDW
Accounts Ship Termz... IPr'epaid
Recelvable Item Code Oty Ordersd  Cu. Feet weight
Invoices &
Credit Memos S1110 " 100 ” ”
Shipment
Tracking Info
Totals: u] u]
Shipment Detail
Tracking Code Shipping Charge
179372 E5A342790456 .85
129872 ESE34A531619 B.27 |
179372 E5A342857A21 6.88
22.48

|;? Draft Freight Invoice {Receivalﬂe}” ;f? Wigw Domestic Freight |nvoice § Payable} I

| {? Draft International Freight Invaice {Pagah]e}l

RS

s

Draft Broker Fees |nvoice { Payable} '_l

1%

Purpose of this Window

Thiswindow shows the precise status of a shipment. Use this win-
dow to pinpoint a shipment, identify delays, locate a shipment that
needs a quick response, and track costs.

Y ou can draft or view afreight invoice, both domestic and interna-
tional, and draft a broker fees invoice.

Notethat a COD tracking number field isalso provided. While most
of the data related to shipments is associated with each separate
package, the COD number isan indexed field displayed in the header
portion of the window. This means that you can perform aFIND on
thisfield to directly access the record you are looking for.

Shipment Tracking
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Order Number

Invoice Number

COD or Pro #

Bill of Lading #

Date Shipped

Ship Via

Ship Terms

ltem Code

Qty Ordered

Cu. Feet

Weight

Shipment Detail

Window Characteristics

The sales order number with which this shipment, and the bill of lad-
ing, is associated. Thisfield cannot be edited.

Theinvoice number with which this shipment, and the bill of lading,
isassociated. Thisfield cannot be edited.

{16 characters, alphanumeric} Enter the COD or Pro number that
you wish to track. You can FIND on thisfield to directly accessthe
record you are seeking.

{15 characters, alphanumeric} The Bill of Lading number starts as
an empty field. Each time abill of lading is printed, this number in-
crements by 1.

{Date Field} Thisis the shipment date.

{14 characters, alphanumeric} Enter the shippinginformation (e.g.,
UPS, company truck, boat, etc.).

{15 characters, alphanumeric} Enter the shipping terms (e.g., pre-
paid, COD, 30-day PO, etc.).

Thisistheitem code associated with the shipment. Thisfield cannot
be edited.

Thisisthe quantity ordered. Thisfield cannot be edited.

The value for cubic feet isfound on the [tem Master File. Thisfield
cannot be edited.

Thisisthetotal weight of this shipment. Thisfield cannot be edited.

{20 characters, alphanumeric} The tracking code and shipping
charge can be tracked in this subwindow.
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C

Draft Freight
Invoice
{Receivable}

{Button} Click this button to draft afreight invoice. The following

message will appear:

This procedure will create an inveice header for custormer 10005 CCC Company

This freight invoice will be cross-referenced to invaice #2179

[« ]

Please enter the Freight Charge Amount. |\

Please enter Invoice Date [05/18/1999
!

Enter the Freight Charge Amount and the Invoice Date, and click the

OK button.

Shipment Tracking
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Cash Receipt Transactions

Cash Receipts
& Adjustments

Accounts
Receivable

Cash Receipt
Transactions

Transaction
Number

Transaction Date

Bank Code

COIX

SlM=———————— Cash Receipt Transactions =———[=-[315
Transaction #51012 Posted to JE *| Bank Code [ 0-000- 1100-000
Date |05.-"13.-"9? Period ¢ Accounts Receivable - Trade
c
0 Custorner @
I Inwoice or G/L Account @ Arnount  Discount
# Order # Code Check Murnber Ealance Due Received Taken
ﬁ-l S00Z2 iD—DDD—1200—DUD I 12245 I 265250 2652.50
| 5002 0-000-1200-000 12345 2,652,350 2,652.50 5|
0 1853 0-000-2320-000 92654 S00. 00 [
X REFUHD 0-000-2010-000 2563 1,000, 00
¥
||F|cc0unts Receivable - Trade || 4, 152.50"
(K] p ]| &

All cash receipts, whether payments on invoices, customer deposits
or miscellaneous receipts, are recorded in this window.

Note: Thiswindow takes on different characteristicsif you are
linking to GPA or Dynamics. If you are, see“ Customer Deposits
in Qube ERP™” on page GPA-27 for mor e information.

Window Characteristics

{Calculated, Indexed, Unique} Thisfield isautomatically calculat-
ed by the system. It will be a unique number for each transaction.

{Indexed} The system will automatically display your system date
in thisfield, but will allow you to change it if you wish.

{Validated, Indexed} Thiswill default to the GL Account Number
for the first bank account but may be changed to any other valid
bank account.

{Validated} Thisfieldisusedtotell the systemif you are applying
the cash to an invoice (code ), asales order (code O) or neither of
the above (code X). Enter one of these codesif you know thein-

Cash Receipt Transactions
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voice or the order to which the cash should be applied or if anon-
salestransaction isinvolved. Each timeyou click <NEW>, thisfield
will defaultto l.

*Looking Up a Record Number

If you do not know theinvoice or order record number to which the
payment is being applied, the function will assist you in finding it.
Note the Pop-Up List button next to the Customer, Invoice or Or-
der Number field. This can be used to look up any of these records,
depending on what value was inserted into the COI X field.

1. Looking Up an Order Number

To record a customer deposit against a sales order, you must
enter an order number into thisfield. To look up an order num-
ber, enter O (oh, not zero) into the COI X field. Then click the
pop-up list button. The system will display any of the unin-
voiced sales orders in the pop-up list. Double-click on the cor-
rect sales order, and its number will be inserted in the field.

2. Looking Up a Customer

Enter C into the COI X field. Click on the pop-up list button,
and alist of customerswill be displayed. Double-click on the
customer number, and the customer code will be inserted into
the Customer, Invoice or Order #field. You may also usethe
Reference List function to look up customer codes.

You cannot use thisfield to apply cash against a customer; use
thisfield only to see open invoices, and then apply cash to the
open invoice.
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When to Enter X

Customer

3. Looking Up an Invoice Number

Begin the process in the same way you look up a customer
number. Then <TAB> out of the COI X field. Now there are
three different possibilities:

a)  Thefunction finds no open invoices for this customer. In
this case, the following message will be displayed:

Albert Autoclave has No Invoices on file.

b)  Thefunction finds only one open invoice for this cus-
tomer. In this case the function will change the COIX
code to | and enter the invoice number in the COI X field
and will also display the Balance Due.

¢) Thefunction finds more than one open invoice for this
customer. If more than one open invoiceisfound, al open
itemsfor that customer will be displayed in the pop-up list
so that you may select which invoice to apply the cash to.
Select any of theinvoices displayed by double-clicking on
the invoice number. The system will respond by changing
the COIX codeto | and entering the invoice number in
place of the customer number.

Sometimes you will wish to enter cash recel pt transactions which do
not apply to invoices or sales orders. An example of thismight be a
refund check from the phone company (well, you can always
dream!). Under these circumstances, enter X into the COI X field.
Then you can enter any descriptioninthe Customer, Invoiceor Or-
der #field (see “Non A/R Cash Receipts’ on page AR-58).

{Display only} The system will automatically display the name of
the customer to which thisinvoice or order was issued in the lower
left corner of thewindow. Y ou will not be permitted to apply atrans-
action to any customer other than the one to which the invoice or or-
der was issued.

Cash Receipt Transactions
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Customer,
Invoice or Order
Number

GL Account

Account
Description

Check Number

Balance Due

Amount Received

Enter the invoice or order number being paid by each check. If a
check is paying more than one invoice, enter each invoice or order
number and show the amount applied to each invoice/order.

{Validated} Enter the general ledger account number to which this
cash receipt applies. The system will default to your accountsreceiv-
able account if it notices that you have entered avalid invoice num-
ber and to your customer depositsaccount if you have entered avalid
sales order number. The system default should be akey account; do
not use subaccounts.

{Display only} Thisinformation isdisplayed in the bottom center of
the window, next to the Customer Description display. It isthe
name of the account number which was entered in the GL Account
Codefield.

{19 characters, alphanumeric} Enter the check number here.

{Calculated, display only} The number displayed here represents
the balance due on the invoice before the new transaction is entered.
It isthe original amount of the invoice if no other transactions have
been entered against it; or it reflects any credit or debit transactions
appliedtoit. If you are using the window to view previously entered
cash receipt transactions, the Balance Due value represents the
amount due at the time of that transaction, not the current amount.

Enter the amount of the current transaction here.
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C

Discount Taken

Customer
Deposits

If there is a cash discount applied to the payment, enter that amount
here. For example, your terms may allow for a 2% cash discount.
The amount applied to that discount should be entered in this space.

E= Cash Receipt Transactions —————@-10i5|
Transaction ﬂ Posted to JE "I Eank Codel 0-000-1100-000
Date IUS.-" 13/97 Period / Eank of America
c
0 Custorner @
I Invoice or GAL Acoount E Amount  Dizcount
¥ Order # Code Check Numnber Balance Due Received Taken
I |S0z0 I 0-000-1200-000 I I 456000 4462 .80 91.20
| | S0z0 0-000-1200-000 4,560.00 4,468,820 91.20 Iﬁ

The GL account to which this amount will be posted is determined
by the entry you made in the GL Key Accounts.

Em General Ledger Key Accounts =———1v=101

“which Account

Each of These Accounts Must Be In
four Chart of Accounts

Code W41l You

The GL Account zelected when Posting

Use for Eacﬁl E thiz type of account will be.. ..

Discounts & Al lowances

[[0-000-4400-000 |Discounts & Al lowances

(Oizcounts & AlTowances

0-000-4400-000 0iscounts & Al lowgnoes

Estimated Accounts Pagoble

0-000-2001-000 Estimated Accounts Pauable

The system alows you to enter a customer deposit against an exist-
ing sales order. Y ou must first enter the sales order. Then enter the
deposit on the cash receipts screen. The amount of the deposit will
be displayed on the order header of the sales order to which you ap-
plied the deposit, even before it is posted. Once the order has been
invoiced, the deposit will be applied to the invoice balance due and
removed from the sales order.

CAUTION: If you enter avalid salesorder number for an order
which hasnot been shipped in full and fully invoiced, the system
will guessthat you want to apply a customer deposit to that or-
der. It will therefore default to the Customer Deposits General
Ledger account. If you do not want that account selected, you
must changethe default. For example, you may want the money
applied to Deferred Income, instead. To ensureyou areentering
the correct G/L account, the description of the account will dis-
play at the bottom of the screen after you have tabbed out of it.

Cash Receipt Transactions
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Non A/R Cash
Receipts

Editing Cash
Receipt
Transactions

Posting A/R
Transactions

Reversing an
Incorrect Cash
Receipt Entry

If you wish to record abank deposit for an amount which does not
appear on an account receivable (e.g., an asset liquidation or addi-
tiona capital investment), begin by enteringan X inthe COIX
field. Then enter the document number (cash receipt number) in the
column labeled Customer, Invoice or Order #. After you have en-
tered the cash receipt number, the cursor will move to the GL Ac-
count Code column where you can enter the general ledger account
number to which the transaction applies and then proceed to the re-
maining columns to enter the transaction amounts. Nothing will
show up in Balance Due and nothing should be entered in the Dis-
count Taken field for aNon-A/R Deposit.

Only unposted transactions can be edited. To change a transaction,
click <EDIT>. Either <TAB> to, or click on, the field you wish to
change. Replace the field contents with the corrected information.

Cash receipt amounts will not be deducted from the customer or in-
voice records nor will they be added to the bank balance until they
have been posted to the GL. The other effect of posting is to reduce
the accounts receivable general ledger account. The system operates
thisway so that you can prepare the deposit record and make any
changes necessary before account balances are updated. The system
also produces a record of the total amount of the bank deposit upon
posting. Thisis essentia for proper bank reconciliations.

Once a cash receipt transaction has been posted it cannot be
changed; however, an off-setting transaction can be made to, in ef-
fect, reverse the cash receipt transaction.

Y ou can reverse both posted and unposted cash receipt entries.

To reverse a posted entry, use the Accounts Receivable Adjust-
ments window (see “Accounts Receivable Adjustments’ on page
AR-61). Instead of entering a sales account to post to, use that field
to put in your cash account, and put “ Debit” as the transaction type.
Thiswill credit cash and debit A/R.

To reverse an unposted entry, simply delete it.
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Handling NSF
Checks

Reconciling Cash
Receipts

Y ou handle NSF checks in the same way as handling incorrect cash
receipt entries. The adjustment will be posted based on the date you
enter in the Accounts Receivable Adjustments window.

Thefollowing reports can be used to view (and print) arecord of the
day’ s deposit and the transactions, and help reconcile cash receipt
transactions.

|§DE Receivables Reports

Feceipts Cash Feceipts Sorted by GL Account
Feceipts Cash Receipts Sorted by Transaction Humber
Feceipts Cash FReceipts Sorted by Customer Hame

Use today’ s date as the values for the date range.

The Cash Receipts Sorted by GL Account report looks like this.
Notethat it displaysall cash receipts, whether they have been posted
or not.

Screenreprt=VVA8A——_|

Trnsm
Humbet

3100%
51011
51012
51013

51012

51010

S1012

Trnsuction
Date

021687
050207
051357
051357

05n207

050757

05357

=
World Class Industries

Cash Receipts Sorted by GL Account All GL Accounts
Period Covering 010157 - 123197
Feport Printed on 05/13/97 at 13:59. Page #1

Balamee Due
Pror

Check Trnsuction Discount L Tosed
Cach Arplied To  Tonmction  Customer Mame Humbst Bank Acoount Amount Tiden Acoount Joumad 4
Inwoice 5001 0.00  ABC Company 16343 Eank of Ametim & 000.00 0.00 0-000-1200-000 9041
Tnuoice S001 252500 ABC Company 1 Eank of Amerim 252500 0.00 0-000-1200-000 02054
Tnuoice SO0 26550 ABC Company 12345 Bank of Ametiz LB5L50 0.00 0-000- 1200-000
Tnwoice 5020 456000  Suzy Falls Bank of Ametim 4469.80 9120 0-D00- 1200-000
Value of Trausactions to Accowt 0-000-1200-000 1164630 9120
Cnder 1355 000 ALL Company 93654 Eank of Amerim S00.00 0.00 0-000-2320-000
Walue of Teausactions to Aocowmt 0-000-2320-000 500.00 0.00
et 1366 0.00  Homes R Us 1345 Bank of Ametiza Lz00.00 0.00 0-000-2500-000 92050
Value of Teansartions to Aocomut 0-000-2500-000 L200.00 0.00
Other REFUND  0.00 8569 Bank of Ametim L000.00 0.00 -000-8010-000
Value of Transactions o Account 0-000-2010-000 L000.00 0.00
Vilue of ALL Tonsmctions 010187 - LLAIST 1434630 9120

Cusmmet
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AR Adjustments

Accounts
Receivable
Adjustments

Cash Receipts
& Adjustments

AR
Adjustments

C

Accounts
Receivable

Sales Account to
Post to:
Date

Number

Transaction Type

N Accounts Receivable Ad justments B
Sales Account to Post to:
[rate I
Murnber I Posted ?I
Transaction Type (81 Credit ) Bad Debt to

Debit ) Finance Charge Feriod 1

Customer

Suzy Fall=s

1111 Cal laway Driwve
Hodison HOD 25611

Ealance Due
&t Time Of
Transaction
0.00

Invarice
Muriber

Transaction
Arnount
0.00

Docurnent * /Explanation

EICTRIRAET

Note: Thisisa Qube ERP™ Accounting function only. If you
are using an outside accounting package, thisfunction is man-
aged from that.

This screen may be used for any type of A/R adjustment, including
debits, credits and bad debt write-offs, by entering one transaction
at atime.

{Validated} Enter the valid sales GL account to which you wish to
post this transaction.

{Defaulted, editable} Thedatethistransactioniscreated will bethe
defaulted date. Y ou may edit this date if you like.

{Calculated, indexed} This number will be calculated after you
click <SAVE>. It isthe primary index and find field.

{Radio button selection} Click onthetype of transaction. It may be
Credit, Debit, Bad Debt or Fi nance Charge.

AR Adjustments
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Credit

Designating the transactiona Cr edi t  will have the effect of de-
creasing the amount due on the invoice. Y ou may see the effect of
this on the Payments window.

Date Tranzaction * Arnount Posted? To

II:IS.-"13.-"‘3? Cr. Adiustmt 21017 20,00 YES 1

The posting on this transaction is:

Debhit Credit
Accounts Receivable $20.00
Sales Adjustments* $20.00
*Thisistheaccount called out in the Sales Account to Post to: field.

Bad Debt

Designating the transaction a Bad Debt will have the effect of
decreasing the amount due on theinvoice. Y ou may see the effect of
this on the Payments window.

Date Tranzaction ¥ Arnount Posted? To

|05 /13,/97 Bad Debt o019 12500 YES 1
|

The posting on this transaction is:

Dehit Credit
Accounts Receivable $125.00
Sales Adjustments* $125.00
*Thisisthe account called out in the Sales Account to Post to: field.

Debit

Designating the transaction a Debi t will have the effect of in-
creasing the amount due on the invoice. Y ou may see the effect of
this on the Payments window.

Date Transaction # Arnount Posted # To
IDS.-"IS,"EI? O Adjustmt S1020 —EEnn VRS
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Customer
Information

Invoice Number

Balance Due
Document #/
Explanation

Transaction
Amount

The posting on this transaction is:

Dehit Credit
Accounts Receivable $25.00
Sales Adjustments* $25.00
*Thisisthe account called out in the Sales Account to Post to: field.

Finance Charge

Designating the transaction a Fi nance Char ge will havethe
effect of increasing the amount due on the invoice. Y ou may seethe
effect of this on the Payments window.

Drate Transaction # Arnount Posted? Ta
IE?‘ISIIH;? Puu'men t 5——————101 2 ................... 2 IE|52 SDITIES ........ 1 .......
|IIIS.-"13.-"Q? Finance Chg 51016 -25.00 YES 1

The posting on this transaction is:

Debit Credit
Accounts Receivable $25.00
Sales Adjustments* $25.00
*Thisistheaccount called out in the Sales Account to Post to: field.

Thisisthe customer information from the salesinvoice. It may not
be changed.

{Validated, required} Enter the invoice number to which you wish
to apply this adjustment. All AR adjustments must be applied to a
valid invoice number.

{Display only} Thisis the balance due at the time this adjustment
was entered, before it was posted. Y ou may not change thisfield.

{30 characters, alpha numeric} Enter any document reference or
explanation in thisfield.

{Numeric} Enter the amount of the transaction in thisfield. This
must be a positive amount. If you wish to decrease the amount of an
invoice, usethe Bad Debt or Credit designationabove.

AR Adjustments
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Finance Charges

Accounts
Receivable

Cash Receipts
& Adjustments

Finance
Charges

C

Set Up
Requirements

Aging and
Interest

General Ledger
Account

O=——— Finance Charges E—————— L F—

This procedure is designed to create accounts receivable adjustment
records debiting all invoices showing a balance due of at 1east $1.00 and
being a specified number of days old. After generating the draft
transactions, 'the user should print the edit list prior to posting.

Each transaction will debit accounts receivable and credit a sales or sales
adjustment account.

Select Inwoices at least |E~D Calendar days old
Charge | 1.0 & interest on the outstanding balance.

Please select the General Ledger account to credit: |U-UDU-4300-UE

Sales Adjustments
Each transaction will be dated: IDSMS;Q?

Note: ThisisaQube ERP™ Accounting function only. If you are
using an outside accounting package, thisfunction is managed
from that.

Thiswindow allowsyou to enter the parametersfor charging interest
0n open invoices.

Thefinance charges procedure will charge interest on open invoices
only if the customer record indicates that this customer should be
charged finance charges. Thisis done on the Customer Financial

I nfor mation window, using the flag indicating whether or not each
customer should be charged finance charges. This providesamethod
of using this automated finance charges function while still being
able to be selective about which customers are affected.

Use this ﬂag to Fost A/R Genl Ledger Sub-Account 000 Scheduling Priarity [4

app|y finance Payment Terms| 2.0 %l 10 IDAYS Netl? [T Send Statements
Tt P-{% pply Finsnice Charge?

charges to each ' i :

Y ou may use this window to change the percentage of interest
charged and the number of days old to any number.

Post the transactions to a sales adjustments account. Posting these
directly to sales makesit difficult to tie the sales transactions to the
GL total, created from both sales invoices and sales adjustments.
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Small Balance
Write Offs

Accounts
Receivable

Cash Receipts
& Adjustments

Small Balance
Write Offs

Lowest and
Highest Balance
Due

General Ledger
Account

El=— Small Balance Write 0ffs ="rc0F—"—R=—

Thiz procedure is designed to create accounts receivable adjustment recaords for
all invoices showing a balance due falling within a given range. The user should
enter the upper and lower 1imit of that range. If the adjustments are then posted,
the invoices to which they apply will then show a zero balance due.

Lowest Balance Due [-1.00 Highest Balance Due | 1.00

Each transaction will debit or credit accounts receivable and debit or credit
the following sales adjustments account:

IEI—DEID—43EID—EIDEI Sales Adjustments

Each transaction will carry the following date: |DS£13£Q?

Note: ThisisaQube ERP™ Accountingfunction only. If you are
using an outside accounting package, thisfunction is managed
from that.

Sometimes customer payments will differ from the amount due by
very small amounts which are not worth collecting. This window
scans all outstanding posted invoicesfor small balances due and cre-
ates credit A/R adjustments which brings the amount dueto zero for
selected invoices. The window explains how this function worksto
make it easy to apply and also to limit it so that larger collectable
amounts are not affected.

Entering alowest and highest valuein thesefieldswill delimit which
invoices are impacted by this function.

Asin the case of Finance Char ges, the GL account to which the
transactions are charged should be a sales adjustments account.
Charging these directly against salesmakesit difficult totiethe sales
transactionsto the GL total, sincethe GL total will have been created
from both sales invoices and sales adjustments.

AR Adjustments
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Apply Credit
Balance

Cash Receipts
& Adjustments
Apply Credit
Balance

Accounts
Receivable

Date

Number

Invoice
Containing the
Credit Balance

Balance Due at
Time of
Transaction

=]

Apply Credit Balance

[£]]
I

Date

Nurnber

05/12,/97

51015

Customner | 10002

INZ Company
F.0O. Box 4435

Chatsworth CH 90123

Inwvaice # BEalance Due Apply Credit

Containing At Tirne OF Balance to Tranzaction
Credit Balance Tranzaction Invoice * Arnourt
1235 —425.00 |5l322 I_IIZIIZI.DD

ARARRCERE

Thisfunction alowsyou to apply acredit from oneinvoice to anoth-
er. It is used after a credit memo has been created for an invoice.

Thefunction requiresthat both invoices apply to the same customer.
Since this transaction has no impact at al on the general ledger, it
will be flagged as posted immediately and the invoices affected by
thetransaction will be updated immediately. If an error was madein
data entry, the transaction may be edited or deleted at any time.

Thereisno audit trail with thisfunction! Be very careful when
assigning user privileges!

Thisisthe date of the transaction.

{Calculated, indexed} Thisisthe primary identifier of the record. It
is calculated after you click <SAVE.>

{Required, validated} Enter theinvoice number of thisinvoice here.
Note: thisis never the credit memo; it is always the invoice record.

{Display only} Thisis the credit balance of thisinvoice.
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Apply Credit
Balance to
Invoice #

Transaction
Amount

{Required, Validated} Enter the invoice number of the invoiceto
which this credit will be applied. It must be an invoiced for the same
customer as the credit invoice.

{Numeric, required} Enter the amount to be applied in thisfield.

AR Adjustments
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Miscellaneous AR Functions

=S[M=——— Accounts Receivable Functions

[
L |

|I3roup Marne

=

Miscellaneous A/R Functions

Accounts
Receivable

Misc. AIR
Functions

L] Clear Invoicing Flag
L] Contract Pricing

L1 Invoice Message
Reports

il Customer Reports
Inroiced Sales Reports
il Heceivables Reports
Record Counts

Clear Invoicing
Flag

In the sameway that only one user may be posting at onetime, only
one user may be invoicing. Therefore, when invoicing, aflagis set

to tell the system that thisis going on, and that no one else should
be allowed to perform this procedure at thistime. When theinvoic-
ing function getsinterrupted (power failure, system crash, etc.), the
procedure may not be running, but the system will think it is be-
cause the flag was not reset properly. This function will clear out
that flag. Double-click oniit, and it will automatically run.

See “Contract Pricing” on page OE-75.

Contract Pricing

Invoice Message =

SN=———— Invoice Message

Please enter message to print on Invoices

Happy Holidays! Thank you for your business.

Use thiswindow to enter any message you might want to appear on
your printed invoices.

Miscellaneous AR Functions
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C

Reports

Sales Reports Sales reports are provided for both Booked Orders and Invoiced

Sales.

Sales Reports

(3 Booked Orders

Receivables Reports

Invoiced Sales

Thefirstitem, Booked Orders, allowsthe printing of many different
salesreports. Y ou may select reports sorting & subtotaling on sever-
al different options. In addition, you may select to include detail
shipment information or to print only summary information. The
screen which presents all these choices to the user looks like this.

El Super Duper Furniture
Booked Order Reports
Opdars By Customer Type #2
Orders By Item Code
Orders By |tem Group
Opdars By Sales Rep
Orders By Sales Rep within Account Manager
Orders By . Shipzio Siate
Opders By Order Date
Orders Orders on Hold
Please Double Click to Enter Parameters
Flense Enter Beginning Order Date 10/06,/91
Flease Enter Ending Order Date 10/06,/92
Flease Enter One Ship-to State or ALL ALL

The Invoiced Sales section offers another long list of reporting op-
tions divided into five groups.

El

Super Duper Furniture

Invoiced Sales Reporis

lrvoiced Sales
Irvoiced Sales
Mew Customers
Hew Customers
Mew Customers
Print Some
Spreadshest
Spreadsheet

lnactive |tems

Sales Jourtial ¢Posted to Select Accounting Periods)
Sales to Mew Customers - One Line per Customer
Sales to Mew Customers - Print Each lrwoice

Sales to Mew Customers - Print Each Invoice |tem

Irvoices & Credit Memos

Impoiced sales by Acct Mgr code in Customer record
Ihvoiced sales by fAect Mar code in Invoice record
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Receivables
Reports

Customer
Statements

Outstanding

Invoices Report

Receivable reports are accessed by selecting Receivables Reports
from the Reports menu. When this selection is made, the following
selection of reports will be displayed:

|§DE QUBE Software, Inc.

Accounts Receivable Reports
Receipts Cash Receipts Register Sorted by GL Account
Feceipts Cash FReceipts Register Sorted by Transaction Humber
Receivables Aging as of End of an Accounting Period
Feceivables AR Aging by Customer as of Today
Feceivables AR Aging by Sales Rep o= of Today
Feceivables Customer Audit
Receivables Customer Statements
Feceivables Outstonding Ihvoices — Listing by lnvoice Humber

Statements may be printed for all customer types or one customer
type only and may be sorted by customer name or sales rep.

Faceivables Customer Stotements
Feceivables Outstanding lnvoices - Listing by Invoice Humber

Please Double Click to Enter Parameters

Enter the Customer Code or “ALL" ALL
Ouz in how mony doys? 30

Frint only if Balance Due Exists? VES*
If the Print Only If Balance Due Exists question is answered NO,
the system will display other parameters entry fields. These allow

the printing of invoices which are paid in full but were paid only in

the past month or so. In this case, the parameters screen looks like
this.

Enter the Customer Code or "ALL™ ALL

Oue in how many Jdags? 30
Frinmt O Balance Ous lnwoices if Age <= 30 Day 30

h

Frint only if Balance Dus Exists? HO

The user may also print a statement for one selected customer.

Thisreport isalist of invoicesin invoice number order which show
anonzero balance due.

Reports
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Cash Receipts Cash receipt transactions may be printed over a selected date range
Register or a select accounting period range; they may be sorted and subto-
taled by transaction type or by G/L account code.
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AR Summary

Order Entry

Print Sales Order
Documents to
Prepare for
Shipping

Invoicing

The following is meant to outline the stepsinvolved in the accounts
receivable process. It can be used asacheck list to make surethe user
knows what step to proceed to next.

Enter Sales Order s to record what the customers want you to ship.

Print Sales Order s (as acknowledgment copy may be sent to the
customer)

Print Work Orders (for shop instructions)
Print Picking and/or Packing Lists

Prepare for Invoicing
Use the Prepare Ordersfor Invoicing window to make sure the
quantity ready to ship is correct.

Create Invoice Records

Usethelnvoice Select Ordersor I nvoice by Ship Datefunction, or
invoice the sales orders individually.

The system will createinvoice records and will also update the sales
order records so that they reflect the shipments. Inventory transac-
tion will be created reflecting the shipment of items from inventory.

Print Invoices

Click the Print button on the Invoicing window, or select I nvoiced
Sales from the Reports menu; then select Print Some - I nvoices &
Credit Memos from the list of reports. Double click and enter pa-
rametersto print within adate range or document number range. Y ou
may print invoices as many times as you wish

Post Invoices

Note: Accountsreceivablewill not be changed until you post in-
voices.

AR Summary
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Cash Receipts

Print the Trial Post I nvoices and Credit M emos report to ensure
that all data has been entered correctly and that posting these invoic-
eswill result in abalanced and correct entry to the General Ledger.

Post I nvoices from the General L edger -> Post Open Transac-
tions window.

Use the Cash Receipt Transactions window.

Accounts receivable information will not be updated until the trans-
action has been posted.

Prepareto post thetransaction(s) by printingthe Trial Post Receipts
and Adjustmentsreport to ensure that all data has been entered cor-
rectly and that posting these cash receipts will result in a balanced
and correct entry to the General Ledger.

Post Open Transactions to the General Ledger when you are sure
that all data has been entered correctly.

AR-74
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Payables Functions
Accounts Payable functions are shown on the Accounts Payable
Functions window.

E[I=—— Accounts Payable Functions =——R1=

|@g MNarne |

~|Payables Functions 4H

L] Debit Memo Header
L Qualified Items

L3 vendor Invoice Header %1
L1 Uendor Invoice Items

L] Uendor Master File e
Draft Payment Functions

L Draft Commission Checks

L] Draft Vendor Payments

Sales Commission Functions

Commission Splits & Ad justments
Commission Terms

Commission on Each Invoice
Commission on Each Order

ayment Transactions

L] Bank Transfers

L Cash Disbursements -
L Print Checks

Miscellaneous Payable Functions

L] Account Balances ®K
L Draft Dendor Invoices

L] Outstanding Checks

L] Prepare for Reconciliation

L Purge Draft Payments

jalataia!

-

Reports
Record Counts %
=
This section deals with the functions pertaining to drafting and ag-
ing payables and cash disbursements.
Vendor For information ontheVendor Master Fileportionsof thislist, see
Information “Vendor Records’ on page PUR-3.
Qualified Items For information about the Qualified Items function, see “Vendor

Performance Grading” on page PUR-15.

Sales For information about Sales Commissions, see “ Sales Commis-
Commissions sions Set Up Issues’ on page COM-1.

Payables Functions AP-1
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Vendor Invoices

Accounts
Payable

Payables
Functions

Vendor Invoice
Header

0 =——————Yendor Invoice Header ="rc—————-1H
—
Order Date P.O* Posted?| MO Date Invaice®
[ 123456 o ta [01/30/1903 97654
| p—— -
Fray 7] LATHAR = Diseount Due
Larnp W arehouze PYpEyre—
1234 Lighthouse Drive Payment Due  |01/30/1993 |
Date Entered 02/08/1993
Orange CA 2623 Date Received
Fraject Code IPRD.JECT #
-~ . i = e
1 inbound Freight |  Outbound Freight - -
f— Currency  [USA
Repeat Code |
Shipped Yia. . IFederul Express
—_— e — —
Payment Terms| 2.0/%[10th  [Prox | Net[30
P A A N invoice Subtotai 2,410,060
Thiz iz a comment field inta which you may L
enter motes about this specific payable 0.0
racord. - 0.000 e 0.00
1
| Freight & Handlin 0.00
[l 9
Balance Duz 2,4 10.00 US Dollars Invoice Total  § 2,410.00

[ |/ — [ o T
| Header || items || Faymenis |

When vendors send you invoices to be paid, these payables records
must be entered into the system so they can be aged and paid. These
vendor invoices, or “vouchers,” are viewed from this window.

ThereisalsoaVendor Invoice Header Browser, to simplify the task
of viewing and editing customer data. For more information about
browsers, see” Browsers’ on page GEN-75; for specific information
on the Vendor Invoice Header Browser, see “Vendor Invoice Items
Browser” on page GEN-81.

Whether using Qube ERP™ Accounting or interfacing with Great
Plains Accounting” or Dynamics’, you will need to enter the vendor
invoice vouchers in Qube ERP™. Vendor invoices may be entered
by keying in the information directly when the invoiceis received
from the vendor, or you may generate them from the purchase order
record aready in the system. For information on thelatter, see” Draft
Vendor Invoice from a PO” on page AP-41.

Note: For theestimated accounts payablefunction towork prop-
erly, vendor invoiceson inventory items should be generated us-
ing the Draft Vendor Invoicefunction. It isnot enough tosimply
enter the PO number into thisrecord.

AP-2
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Order Date

PO #

Posted?/On/To

Pay To #

Repeat Code

Shipped Via

Payment Terms

Window Characteristics

{Date, display only} Thisfield displays the date of the original pur-
chase order record.

{Validated, find field} Thisisthe PO number to which thevendor in-
voice applies.

{Display only, find fields} When this record has been posted, these
fields provide information about the posting and the journal entry to
which it was posted.

{Validated, indexed} Thisisthe Vendor Codeto which thisinvoice
applies.

{Validated, 1 character} Can be used to generaterepeat paymentsto
vendors, such as rent, lease payments, etc. For thisto work, the re-
peat vendor invoice must have the proper repeat code, must have
been posted, and must have a current balance due of zero. Valid re-
peat codesare M (monthly), W (weekly), Q (quarterly) and A,
(Annuad).

Thefirsttimeaninvoiceisset upinthisway, it showsabalance due.
It should be paid like any other invoice, thusreducing itsbalance due
to zero. After that, it can be used to generate draft payments even
though the balance due is zero. For information on how to process
these payments, see “ Draft Vendor Payments’ on page AP-15.

{Defaulted, editable} Thisvalue is defaulted from the PO but may
be changed on this window. It displays the shipper which delivered
the goods.

{Validated} Enter the payment termsinthisfield. It isimportant that
terms be set up properly or else the payment and discount calcula-
tions will not work properly. The proper setup is

PERCENTAGE, NUVMBER, TYPE (days, prox, etc.) and NET.
Make sure that the TYPE isDAY S (in capital |etters).

Payables Functions
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Comments

Balance Due

Date

Discount Due

The easiest way to ensure accuracy is by using the Reference List
window. The display for terms appears like this:

Reference List =————Bi
Select Payment Terms:
i Net i Days <
2 Met 68 Days
3 2% 18 days, Met 38 daoys
4 2% 18th Prox, Net 38 days
5 C. 0.0
2] Credit Card
7 Cashiers Check
=
Load| 28, beginningat|* [aLL , based on(®) Code (7 Description
| Sort by Code I | Sort by Description I % Reload ListI |}( Cancel ” + 0K IE
o]

Insert the cursor in any of the Termsfields, and open the Reference
List window. Double-click on the desired line, and the four fields
will be populated correctly.

{Alphanumeric} Enter any comments you wish in thisfield.

{Calculated} Thisfield displaysthebalancedueonthisinvoice. You
may validate this number by clicking on thefield label, while not in

edit mode.
Eaiance Dus |

When you do, you will receive a message like this:

Balance due of 645.00 for 12345 is correct. No change is
needed.

{Datefield} Thisisthe date of the vendor invoice. It will default to
the transaction date, but may and should be changed to reflect the
date on the document received from your vendor.

{Datefield} Thisisthe date through which you may take a discount.
It will be calculated based on the terms entered in the Payment
Termsfield.

AP-4
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Payment Due {Datefield} Thisisthe date the payment isdue. It will be calculated
based on the terms entered in the Payment Termsfield.

Date Entered {Datefield} Thisisthe date the invoice was entered into the system.

Date Received {Datefield} Thisisthe date the items were received on the PO to
which this vendor invoice is applied.

Project Code {11 characters, alphanumeric} If you have a project code to which
thisinvoice should be charged, enter it here. Thisisnot the same as
the Job Number.

Invoice Subtotal {Calculated} This number will be calculated as the total of the line
items on the I temswindow. Y ou may validate this number by click-
ing on the Balance Due |abel.

Tax #1 {Numeric, $format} Enter salestax #1 in thisfield. The percentage
will automatically be calculated for you. If you enter an amount in
thisfield, be sure that the taxable items are flagged as such on the
Itemswindow (see”Thisitemistaxable” on page AP-8). Otherwise
you will see aquestion mark (?) inthe“%” Tax field when it tries
to calculate the tax rate.

Tax #2 {Numeric, $format} Enter salestax #2 in thisfield. The percentage
will automatically be calculated for you. If you enter an amount in
thisfield, be sure that the taxable items are flagged as such on the
Itemswindow (see“Thisitem istaxable” on page AP-8). Otherwise
you will see aquestion mark (?) inthe % Tax field wheniit triesto
calculate the tax rate.

Shipping & {Numeric, $format} Enter the shipping and handling amount in this
Handling field.
Invoice Total {Calculated} This number will be calculated as the total of theline

items on the Items window, plus sales tax and shipping. Y ou may
validate this number by clicking on the Balance Due label.

Payables Functions AP-5
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Other Situations *How to handle credit card or prepayments
Using a Vendor . o
Invoice 1. Do acash disbursement to your prepaid inven-

tory account.

2. Make a note on the Purchase Order Header
Comment box for the check number and
amount.

This information will appear every time you draft a Vendor
Invoice from that PO.

3. If the credit card down payment is to be applied
all at once to the first Vendor Invoice you receive
from the supplier, enter a line item on the
Invoice - Prepaid Inventory.

Usethat GL account number and the amount paid, and the
Invoice amount due will be less that prepaid amount.

*How to handle cash received from a vendor
resulting from returning an item that had
already been paid

1. Perform a negative PO receipt.
2. Create a Debit Memo

3. Do anegative Cash Disbursement transaction
against the Vendor Invoice for the amount of the
check.

AP-6 Payables Functions
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Vendor Invoice
ltems Window

Accounts
Payable

Payables
Functions

Vendor Invoice
Items

Item

GL Account

Quantity

Unit Cost

Unit

Yendor Invoice tems=————————FH B
Yarehouse i 9BTHT4
G/L Acocount @ Juantity init Cost Unit Extension
First item 13000000410 | 90.000) 10, 00000 [EA | 500.00
First |tem S000-000 /10 50.000 10.00000 EA 500.00
Second | tem 5000100 /00 100.000 12.00000 EA 1,200.00
0AK LEG BLANK 1400-000,/00 10.000 11.00000 EA 110.00
Another | tem J000-000 /20 1.000 G00. 00000 Eé G00.00
[=|
[+]
Cost of Sales - Materials, Second Dept [ 2,410.00
WAT Tz Code I I This itern is taxahle
Mot Repartahle; Taw Rate iz n%E Currency of lzsue LS A LIS Dallars
—_— s
Sales-Order Line ® | 100002-2 | Home Currency Unit Cost 10, 00000
Fil Item Code [0.00
Job Cost Bucket IO Job Cost Phase I
Notes i
B -
-
|“I Ik] I d I D I Hl I d—hlel I Header ﬁ Itemns ﬂ Payrnents
et ECHIE I R e i
i

Theitemshbilled on thisinvoice are displayed on thiswindow. Notice
how the purchase price variance on thisinvoice for inventory is
displayed along with the actual cost.

{Alphanumeric} Enter theitem for which you are being billed in this
field. Thismay or may not be avalid item code. Y ou may enter any-
thing you wish in thisfield.

Thisisthe expense account to which thisitem should be charged. If
you are entering an inventory item, it isvery important that this num-
ber be one of the valid inventory accounts as designated on the GL
Key Accountswindow (see " Posting PO Receipt |nventory Transac-
tions” on page GL-66 and “GL Key Accounts’ on page GL-21.

{Numeric, 3 decimal places} Enter the quantity for which you are
being billed in thisfield.

{Numeric, 5 decimal places} Enter the item’s unit cost in thisfield.

{2 characters} Enter the purchasing unit of measure of theitemin
thisfield. If thisisavalid inventory item, thisvaluewill be defaulted
from the Item Master File.

Payables Functions
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Extension

This item is
taxable

Sales Order Line
#

PO Item Code

Standard Unit
Cost

Unit Purchase
Price Variance

Total Purchase
Price Variance

{Numeric, calculated} Thisis calculated as the unit cost times the
quantity ordered.

{Check box selection} If you are paying sales tax on an item, this
box should be checked. If none of theitems are checked on thiswin-
dow, you should not enter a sales tax amount on the header window.

{Validated} Enter avalid job number (Sales Order Line#) inthis
fieldif youwishto chargethe expenditureto aspecificjob. Thisdata
can then be printed out on any Job Cost report you wish.

Vendor Invoice Items may be associated with PO items when aven-
dor invoice or debit memo is manually entered. This may be espe-
cially useful when entering a debit memo, since Qube ERP™ will
ignore itemswithout entriesin thisfield when printing or displaying
ReceiptsNot Y et Invoiced. Thisfield may be populated by using the
Draft VVendor Invoice from PO function, or it can be manually en-
tered. Thefield is displayed on the Vendor Invoice Items window.

{Display only} If thisis an inventory item, the standard cost for the
item will be displayed here. If thereis no standard cost for the item
displayed, make sure you update standard costs prior to posting the
transaction (see “Inventory Standard Costs’ on page GL-10).

{Calculated, display only} Thisisthe purchase pricevariance (PPV)
for one of theseitems. The PPV isdefined asthe difference between
the standard unit cost and the actua cost. If thereis no standard for
theitem, the entire unit cost will be displayed here. If thisisthe case,
make sure you update standard costs prior to posting the transaction
(see “Inventory Standard Costs” on page GL-10).

{Calculated, display only} Thisisthetotal PPV ontherecord. The
PPV is defined as the difference between the standard cost and the
actual cost. If thereisno standard for any of theitems, the entire cost
will be displayed here. If thisisthe case, make sure you update stan-
dard costs prior to posting the transaction (see “Inventory Standard
Costs’ on page GL-10).

AP-8
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Notes {Freeformtext} Enter any notesfor thisiteminthisfield. If thisisa
valid inventory item, the Item Description from the Item Master
Filewill be displayed here.

Payables Functions AP-9
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Payment Info
window

Accounts
Payable

Payables
Functions

Vendor Invoice
Header ->
Payments

Drill Down

Great Plains
Links

EO==——— lendor Invoice Payment Information =———[w=H15
PO Date FO* Posteq? voice®
04 /06,97 I YES Fﬁgfo?.-’gﬁ VEZ/ 1M
Q0003 !
Date Check/Dr Memo ¥ Amount Posted? To Period |
BT Famart FeprE— T
=
Original Balance Due, Dollars 575.00 575.00
Armount Due, Dollars 3 575.00
Equals... Dollars 575.00
L Header n Items ﬂPagments
(s[> =[S
[

All payments and debit memos which have been applied to this
transaction will be displayed in thiswindow. All of theinformation
onthiswindow isdisplay only. Note that the Amount Due, Dollars
amount isautomatically cal culated and cannot be changed manually;
however, if you wish to update thisfield, click on thefield label and
Qube ERP™ wiill recalculate the Amount Due, Dollar s amount.
Thisis not to be used with Great Plains software linked sites.

If you wish to see the actual transaction displayed on the window,
double-click on it, and it will be displayed.

Thiswindow will only display meaningful information if you are us-
ing Qube ERP™ Accounting. If you are linking to GPA or Dynam-
ics, you will need to access this information through Great Plains'.

AP-10
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Deblt Memos SM=———————— Debit Memo Header =—"———F—
Order Date Applied to Invoice Posted?IND Date Debit Memo #
04 /06,97 I 12345 gnl to |05.-"14.-"Q? IDH12345
Vendor Code] EABEER = Comments
Eager Beauers Enter any comments about the tramsaction here. [4F
1234 Cedar Avenue
Accounts
Payable Pasodena CA - 90123
Payables
Functions
Debit Memo
Header
Debit Subtotal _595.00
0.000 % Tax *1 0.00
0.000% Tax *2 0.00
Shipping & Handling 0.00
Unapplied Debit 595 .00 Dollars Total Dr Armount 4 595 .00
Header Items Paymentz
OEIRIDCES L —_—

Debit Memo Unlike credit memos, debit memos are entered manually. They are

Header window entered and viewed viathiswindow. Note that the Unapplied Debit
amount isautomatically cal culated and cannot be changed manually;
however, if you wish to update thisfield, click on thefield label and
Qube ERP™ will recalculate the Unapplied Debit amount.

When viewing the Debit Memo Header window, you can press
CMD-P to print the selected debit memo in aform suitable to send
to the vendor.

*To enter a debit memo
1. Click<NEW>.

The system places your cursor in the field labeled Applied to
I nvoice.

2. Enter the number of the vendor invoice to which
the debit memo applies.

Asyou tab out of the field, the system will display the header
and items information from the invoice whose number you just
entered.

3. Enter any comments which pertain to the docu-
ment.

Payables Functions AP-11
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Accounts
Payable

Payables
Functions

Debit Memo
Header ->
Items

Debit Memo ltems

window

Posting a Debit

Memo

4. Click <ITEMS> to open the Items window.

The following information will be displayed. Note that it looks
just like the Vendor Invoice Itemswindow. That's because it
really is; the debit memo flag causes it to behave differently.

EO=——————— Debit Memo ltems =———————"W=[HI=
EAGBEA Eager Beavers | DR 12345
Itern @ G/L dceount @ Quantity Unit CoztLnit Extension
0001 [0-000-1310-000 | 50.000 | 0.25000 [ER || 12.50
ono1 0-000-1210-000 S0.000 0.25000 EA 12.50 |4}
oooz 0-000-1310-000 50.000 0.15000 EA 750 =
onoz 0-000-13210-000 S0.000 1.00000 EA S0.00 L=
o004 0-000-13210-000 100, 000 S5.00000 EA S00.00

0005 0-000-1310-000 25.000 1.00000 EA 23.00

Inwentory — Raw HMaterials 595.00| |

[ Thiz item is taxable

If Charged to a specific job,

Enter Sales-Order Line # I @ Standard Unit Cost 0. 25000
Unit Purchase Price Yariance
Total Purchase Price Yariance

Motez [ Table Leg Bolts ]
=

Header ﬁ Itemns Payments [_

IR =

5. Edit the information on which items were deb-
ited, the amounts and GL account distribution.

You may edit the information to change the debit memo
amounts. You may not change the debit memo reference field
or the vendor code.

Posting a debit memo causes Qube to find the invoice to which the
debit memo should apply and reduce its balance by the full amount
of the debit memo. The debit memo shows a balance due of zero.

If there is no open invoice, you can still post a debit memo; for ex-

ample:

* A debit memo may arrive which should have been applied to a
previously paid invoice.

e A year-end rebate may arrive which doesn't apply to any partic-
ular invoice.

AP-12
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Accounts
Payable

Payables
Functions

Debit Memo
Header ->
Payments

In Qube ERP™, you can choose to apply a debit memo to any in-
voice. If theinvoiceyou select iseither fully paid or hasan open bal-
ance due of less than the amount of the debit memo, an invoice with
acredit balance will result. This credit balance can be referenced in
cash disbursements to net against invoices showing a balance due.
Y ou can take advantage of the debit memo amount at any time.

Another situation may be the unlikely but possible scenario where
the first transaction you have with avendor isadebit memo. In this
case, there is no other invoice to apply the debit memo against. Y ou
can create an invoice with a zero balance due and post it. Now you
can apply the debit memo against this token invoice and create the
credit balance you need.

Once the debit memo is created, you will be able to view it in the
Vendor | nvoices Payment window:

EO==——— lendor Invoice Payment Information =———[w=H15
PO Date FO* Posteq? voice®
04 /06,97 IGDDD4 YES 03/25/97 12245
Q2069 1/
Date Check/Dr Memo ¥ Amount Posted? To Period |
e T e T SRR TR i
=
Original Balance Due, Dollars 642 .60 32.50
Armount Due, Dollars 3 610,10
Equals... Dollars 610. 10
L Header n Items ﬂPagments
(s[> =[]
[

Payables Functions
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Draft Payment Functions

Draft Vendor O
Payments

=—— DraftVendor Payments=———————H

Thiz procedurs w111 draft paument records for Yendor inwoices dus on or befors the date
you enter below. After running this procedure, you may edit or delete any of these draft
payments. After approwing them, you may post those payments and then print the

checks.
Yendor |nvoice Dus Date |03/16/2000

‘Which bank would you Tike these drawn against? | 1000-000 /00

Bonk of Amarica

Accounts

—
Select 1 Yendor Code or ALL JALL
Payable

Draft Payment
Functions

Draft Vendor
Payments

P Select only payables showing discount dug

e e e e 0o L0223 f2000
LISCOUNL LUE LUK UTT LRaLe. | ==r==r==="

! {? Draft Pauments Based on Due Date ar Discount Due !

This procedure will draft payment records for Yendor invoices which show a Repeat
Payment code, have been posted and show a current balance due of zero. Walid Repat
Payrment Codes are M Cmonthiy), w Oweeklyd, O (Quarterly) and & (Annual .

[0 DR SRR U TR Il
EIELL LIS RSP Loas e USe I
Y e ——
I p’ gt mepcay ragineing I
S Note: Thisisa Qube ERP™ Accounting function only. If you
/ . . . . . .
areusing an outside accounting package, thisfunction is man-

aged from that.

Thiswindow provides an automated way of inserting vendor pay-

mentsinto the data file without having to enter each individually or
by vendor. This can be areal time saver when it comestime to pro-
cess the check run. Y ou may generate two kinds of payments from
thiswindow: one-time payments for payables due on or prior to the
date specified, and repeat payments.

For information on how to use the Draft Commission Checks
function, see “Draft Commission Checks” on page COM-21.

Draft Payment Functions AP-15
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Draft Payments {Button} Thisfunction letsyou generate payments for al payables
Based on Due due, or for only vendor invoices on which discounts are allowed.
Date or Discount

Due *Process non-repeat payments

1. Click the <DRAFT PAYMENTSBASED ON DUE DATE OR
DISCOUNT DUE> button.

The function will review the cash disbursementsfile to deter-
mine if any draft payment records already exist within the sys-
tem. If they do, the following message will be returned:

Draft Payments already exist in the data file. Shouldn't you
purge or post these before drafting more?

(w0 ) [ wes )

If you receive this message, it is recommended that you either
post the existing payments or purge them. If you do not, dupli-
cate payments can be created. If you wish to purge them, you
may do so by selecting <PURGE DRAFT PAYMENTS>, found
under the Miscellaneous Payable Functions section of the
Accounts Payable Functions window.

2. Enter the latest due date for which payables
should be processed in the Vendor Invoice Due
Date field.

3. Enter the GL account code for the bank on
which these payments should be drawn.

Unlike the Print Checks function, this selection does not deter-
mine which transactions might be selected. Rather, thisfunction
processes al payable transactions which qualify based on due
date, and assigns this bank code to the newly created disburse-
ment records. If you choose not to pay any item out of this
account, you can review and edit them prior to posting and
printing.

AP-16 Draft Payment Functions
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4. Click <SAVE>,

Thefunction reviews al vendor invoicesto seeif any aredue on
or prior to the date specified. If there are, the function will cre-
ate disbursement records including full payment of each. When
it is completed, the function will display amessage like this:

13 Check Lines were drafted.

. Review the draft payment transactions.

You may review any of these draft payments by printing Dr aft
(Unposted) Payments, found under Payables Reports. Doing
thiswill cause the system to prepare areport for you listing all
unposted (draft) payment records. From this report you may
find each transaction you wish to change and edit it. Or you can
open the Cash Disbur sements window to review the draft pay-
ments. View each record for accuracy and if necessary, change
any payment amounts and/or delete complete draft payments.

 Draft payments based on discount due date

1. Click the <DRAFT PAYMENTSBASED ON DUE DATE OR

DISCOUNT DUE> button.

The function will review the cash disbursementsfile to deter-
mineif any draft payment records already exist within the sys-
tem. If they do, the following message will be returned:

Draft Payments already exrist in the data file. Shouldn't you
purge or post these before drafting more?

(Cwno ) [ wes )

If you receive this message, it is recommended that you either
post the existing payments or purge them. If you do not, dupli-
cate payments can be created. If you wish to purge them, you
may do so by selecting <PURGE DRAFT PAYMENTS>, found

Draft Payment Functions
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Draft Repeat
Payments

4.

under the Miscellaneous Payable Functions section of the
Accounts Payable Functions window.

Click the checkbox Select only payables showing dis-
count due. You must be sure to click this check-
box; it will automatically default to off.

The Discount Due Cut Off Date field appears.

Enter the latest discount due date for which pay-
ables should be processed in the Vendor Invoice
Due Date field.

If this date is later than the invoice date, you may not see any
results. This date defaults to be earlier than the invoice date.

Click the SAVE button.

Thiswindow also provides the ability to draft Repeat Payments.
For information on how these records should be set up, see “ Repeat
Code” on page AP-3.

* To draft repeat payments

1.
2.
3.

Click the Draft Repeat Payments button.
Enter the selected code (W M etc.).

Enter the GL account number for the bank
account from which to draw these payments.

Click <SAVE>.

The system will find al vendor invoices showing a matching
repeat code and which have a zero balance due and draft pay-
ments for them.

Note: Thereisnorecord kept indicating that the repeat pay-
mentsfor aperiod have been generated and should not berecre-
ated. For thisreason, only one person should control thisand it
should be managed car efully.

AP-18
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Payment Transactions

C

The Qube ERP™ A ccounting system provides three methods for is-
suing cash disbursements. These are the following.

Note: ThisisaQube ERP™ Accountingfunction only. If you are
using an outside accounting package, thisfunction is managed
from that.

Add Disbursements One at aTime or All for One
Vendor

Add a payment to one vendor, employee, outside rep or customer us-
ing the Cash Disbur sementswindow. Y ou may begin by loading all
open itemsfor aselected vendor (see* Cash Disbursements’ on page
AP-22 and "L oad Payables’ on page AP-28) or add itemsto be paid
one at atime.

Draft Vendor Payments

Using this function, you may use the computer to prepare draft pay-
ments for al vendors having invoices due up to and including a giv-
en date. Thisisthe most automated method. See “ Draft Vendor
Payments’ on page AP-15.

Draft Repeat Payments

Using this function, you may use the computer to generate repeat
payments (payments which you have set up to be paid weekly,
monthly, quarterly or annually). See “Draft Repeat Payments’ on

page AP-18.

Payment Transactions
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Bank Transfers

Accounts
Payable

Payment
Transactions

Bank Transfers

Transaction

Number

Transaction Date

Check Number

Printed

Cleared Bank?

—_ e o - —_——————————— —
L= pBankTransieris————

Tranzaction Murnber |3 1132
Check Murnber

Tranzaction Date] 01/26,/1999

Tupe Transfar 11 Posted? TES

™ Clesrsd Bank Pasted an JJE # ! 22131

[ FPrinted o FeriodsTear i O

Bank Check %Written On Currency Code Arnount

! 1000-300/00 @ cO $! 10000
A= hald e M d i Pl oee, [

[ =
rUNaS nEd i Lanadian vonats Laniadd

Arnount Recd in
US Dollars

=23 e JE——

¥ o5 02

Bank Deposited to
I 1nno—noo o0 zd
L bt 1=

Currency Code

Eank of America United States of America

Note: ThisisaQube ERP™ Accounting function only. If you are
using an outside accounting package, thisfunction is managed
from that.

Use thiswindow to transfer funds between bank accounts. For this
to work, you must have at least two valid bank accounts set up in
your general ledger Chart of Accounts. Notethat thereisno gain or
loss on currency conversion on abank transfer.

{Calculated, indexed} Thisisthe primary identifier of thisrecord. It
is calculated by the system and may not be changed.

{Date, indexed} Thisisthe date of the transaction. It defaults to the
present date, but may be overridden.

{10 characters, indexed} If thistransfer was issued via check, enter
the check number here. If not, you may leave thisfield blank.

{Yes/No} If the check was printed, enter YES. Otherwise, you can
leaveit blank.

{Yes/No} If the item has cleared, enter YES. Otherwise, you can
leave it blank.

AP-20
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Bank Check {Validated, GL format} Enter the account number the funds were
Written On drawn from in thisfield.

Bank Deposited {Validated, GL format} Enter the account number the funds were
to deposited to in thisfield.

Amount {$$format} Enter the amount of the transfer in thisfield.

Payment Transactions AP-21



Accounts Payable C,

e P pe—_—
Disbursements 23y fo the Order of:
EAGEEA @Eager‘ Beavers Check Ma. IQDDD
1234 Cadar Avenue Date ,|o!,f11.,ﬂ.995
The Sum of el S-S
One Thousand, Eight Hundred Dollars and 00 Cents $1,800. 00
= TR e
Fayment 10 1% Yendor 1 EMployee oF DUTSi0e kep 1) LUSTOmer
Tranzaction Pacted on JJE
Murnber Twne M eoiiod Elach ot 1 1000-000 00 lazogs
Type ™ Printed Bank Code | : !
|51U44 Fayment [ Cleared Bank  Bank of dmerics To Period 1
S [invvaice Murmber ':j Invaice Date G/L Account Code [94 Balance Due  Fayment Amount  Discount
Payable 1111 ID1,-"DI,-"1QQE| I 1400-000 00 I 1200. 00 I 300.00' 14.00 |
1111 0150151996 1400-000 /00 1.,200.00 300.00 14.00
Payment 44556 12/01/1992 78,002.00 1,000.00 5.00
Transactions VI BO0I0 09/ 13/ 1992 3,475.00 S00.00  1z.00
Cash —]
Disbursements =
Inventary — Raw Materials | =z,7e7.00] 1,800.00] =21.00
Main Card Comnments
| T T R | oA A e 4 1 | 1 | I [ B = 1
[ B 1 o 0 0 R i-allTal 0 5 s papabtes T 7 s B0 7 yop 1ol
R I R A il | R | ] £ I L= 1LY Tz
Note: ThisisaQube ERP™ Accounting function only. If you are
Ry . . . . . .
using an outside accounting package, thisfunction is managed

from that.

Window Characteristics

Pay to the Order {Validated, required} Enter the code of the payeein thisfield. It

of: must be avalid vendor, employee, outside rep or customer code,
based on the Payment to selection designated below. The pop-up
list associated with this field will change according to the selection
made below. If you have opened the pop-up list, and find that it is
displaying a group of records you do not wish to look at (for exam-
ple, vendors) click the Payment to selection for the records you do
wish to view, and click on the <POP-UP LIST> button again. The
list will change to view the records you have just reselected.

Check No. {Numeric, indexed} This number will be generated by the system,
but may be overridden at any time. Check numbers are meaningless
until the document is printed. Their only valueisin matching the
check number of the printed document to the check number found in

AP-22 Payment Transactions
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Date

Payment to
Vendor,
Employee or
Outside Rep,
Customer

Paying Vendors

Paying
Employees and
Sales Reps

the computer record. The field may be edited to any value. Qube
ERP™ will permit you to create a duplicate check number.

Internally, the function relies on the transaction number as the
unique address of each cash transaction. The best way to set the
check number field so that it agrees with the number printed on the
check document is to use the Print Checks function. Part of the
check printing processis to feed preprinted checksinto the printer
and to tell the computer what the first check number is.

{Datefield} This date will be generated by the system, but may be
overridden at any time.

{Radio button selections} Enter the type of payee for which you
wish to generate a disbursement here. As these selections indicate,
you may select to pay avendor, a customer, or an inside employee
or outside sales representative. Depending on which of these types
of payee you choose, other fieldsin the window will take on unique
characteristics, such as Pay to the Order of: and Invoice Number.

Thisisthe most common type of payment made through this win-
dow. When paying vendors, you may pay valid payableswhich have
been entered into the system as vendor invoices, or you may issue
checks directly to vendors without first entering these records. Y ou
must, however, referenceavalid Vendor Codeinthe Pay tothe Or-
der of: field. Y ou may issue one check for each vendor invoice or
direct payment without a vendor invoice, one check for several ven-
dor invoices or direct payments, or one check for a combination of
both. See “Vendors’ on page AP-26 for further information.

This function provides the ability to create payments to employees
and outside reps. After you click the button labeled <NEW>, click
the radio button indicating the payment is for an employee. The
function is designed to allow the user to generate a payment record
to an employee and to distribute the expense to multiple general led-
ger accounts by entering several line items. These different items
will be displayed in the printed check stub.

Payment Transactions
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Paying
Customers

Y ou may aso enter acomment for each line of a check stub to fur-
ther describe the purpose of each payment line. Click the <COM-
MENTS> card tab to display the window which alowsentry of these
comments.

Payments to employees or outside reps which reference a Sales
Commissions GL Account Code must reference avalid salesin-
voice in the Invoice Number column. This enables the system to
update the sales commission due to be paid to that employee or rep
on each invoice. If the GL account codeis not a sales commissions
account, the invoice number column must be left blank.

Printing, editing and posting the check can be done exactly as other
checks are printed, edited and posted. See “Employees and Sales
Reps’ on page AP-26 for further information.

This function provides the ability to issue payments to customer in-
voices with acredit (negative) balance due. It isimportant to under-
stand that these payments are not applied to debit memos; they are
applied to credit balances on sales invoices. See " Customers” on
page AP-26 for further information.

«To issue payments to customers

1. Issue a credit memo to whichever posted
invoice must be credited.

If an invoice is not posted, you must post it prior to performing
this operation.

2. Post the credit memo.

When you do, the unapplied credit balance will be applied to
the invoice to which the credit memo was applied, and the
Unapplied Credit amount on the credit memo will be calcu-
lated as zero.

3. Open the Cash Disbursements window and click
<NEW>.

AP-24
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Transaction
Number

Printed

Cleared Bank

Bank Code

Posted on/To
Period

4. Click the <CUSTOMER> check box selection.

5. Enter the customer number into the Pay to the
Order of: field.

6. Enter the Invoice Number in that column.

7. Edittheinformation as required, and proceed as
normal.

{Calculated, indexed} Thisis the transaction number of the pay-
ment. It will be calculated by the system and you may not changeit.
Itisaprimary find field, and the number used to identify the trans-
action in the general ledger:

|§DE General Ledger Journal Entries E_E§E§|
Journal Murnber Type Fosted?  To Feried/‘Year Date
Q2095 I CASH I YES 14 I 11/25,/96
Account Code E Description Debit Credit
1000-000700 | [METAL Pagment #51055 [ [ 100000
1000-000 /00 METAL Payment #51055 1,000.00 |47
S000-000,00 METAL Fayment, #31033 1,000.00

{Check box selection} Thisflag indicatesthat this check has already
been printed. It prevents the check from being reprinted unless you
wish it to be. Thisflag is automatically set when you print a check
run. It would also be used if you elected to print acheck outside the
system. If you desire to reprint a check, this box must be manually
turned OFF prior to this occurring.

{Check box selection} This selection is made automatically when
the check is cleared using the Outstanding Checkswindow. It may
be overridden at any time.

{Required, validated} Thisisthe general ledger account codefor the
bank account on which this payment is drawn. It may be changed
prior to posting, but not after.

{Display only} Thisinformation will be displayed after the transac-
tion has been posted to the general ledger.

Payment Transactions
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Invoice Number

{Required} Thisfield must be used when generating a payment to a
customer or avendor. It will not be used when generating a check to
an employee or outside rep.

Customers
When issuing payments to customers, the function will require you
to enter avalid invoice number with a credit balance due.

Employees and Sales Reps

When issuing payments to employees and sales reps, this field will
be made inaccessible unlessthe GL Account column references a
valid Sales Commissions account. Paymentsto employeesor outside
reps which reference a sales commissions GL account must refer-
ence avalid salesinvoice in the I nvoice Number column. Thisen-
ables the system to update the sales commission due to be paid to
that employee or rep for each invoice. If the GL account codeis not
a sales commissions account, the invoice number column must be
left blank.

Vendors

Whether you begin by automatically loading or by adding vendor in-
voices manualy, the system will require you to enter invoice num-
bers onto the screen.

Y ou may enter numbersfor invoices which have already been added
tothe system as payablesor for those which have not yet been added.
The systemwill alwayslook for amatch ontheinvoiceyou enter and
display amessage if no match isfound, cautioning you, as follows:

The vendor invoice you entered is not on file. Proceed
anyway?

[ ~no ] ves

By entering paymentsfor items which have not yet been recorded as
payables, the function enables the user to record direct payments
without requiring the user to record and post the payable first. The

AP-26

Payment Transactions



Accounts Payable C,

Invoice Date

GL Account Code

Balance Due

Payment Amount

Discount

Comments

Find Last
Payment to

systemwill allow acombination of paymentsto valid vendor invoic-
es and invoices which have not been entered into the system.

{Date, defaulted} Thisdatewill bedefaulted fromtheinvoicerecord
being inserted, but may be overridden prior to posting.

{Validated, defaulted} Thisfield is used only when avalid vendor
invoice was not found. When oneisfound, the General Ledger Ac-
count Code in the Vendor Invoice record is used.

{$$format, defaulted} The amount in thisfield is defaulted from the
vendor or customer invoice being paid, but may be overridden. If
you are paying an employee, salesrep, or invalid vendor invoice,
you must enter an amount in thisfield. It must be equal to or greater
than the number in the Payment Amount field, or you will receive
the following message when you <TAB> out of the |atter:

You are paying 37.50 more than is due.

{Numeric, $$format} Enter the amount paid in thisfield. It must be
equal to or less than the amount in the Balance Duefield .

{Defaulted, $$format} Thisamount will be defaulted from the ven-

dor invoice, based on the payment termsand datesin that record. The
amount shown will be total balance due lessfreight. It may be over-
ridden prior to posting.

{Text} Clicking the card tab, <COMMENTS> will display the win-
dow with the commentsfield on it. Enter any commentsfor theline
item you would like to have appear on the printed check.

{Button} When you click on this button the following field will ap-
pear next toit:

Payment Transactions
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Load Payables

Payment
Transactions

Cash
Disbursements

Enter the Vendor Code of the vendor you wish to query, and the last
payment for that vendor will be displayed on the window.

{Button} When you click the button, <LOAD PAYABLES>, the cur-
sor will beinserted in the Pay to the Order of: field and the follow-
ing message will be displayed:

|§D§_ Cash Disbursements ="————m=-1

Fay _to the Order of: ** FPlease Enter a Uendor Code, then Click Save **
IEF!GBEF! Eager‘ Eeauers Check Mo.

12234 Cedar Avenus Date
The Surn of Pasadena, CA 90123

§

Enter the Vendor Code of the vendor you wish to pay, and click
<SAVE>. The system will respond by loading all of the open posted
payables for the selected vendor into the window, and provide you
with the opportunity to edit the payment record if you do not wish to
pay al outstanding invoicesin their full amounts. After you have
changed the data to display the payment you wish to make, click
<SAVE> again. If you wish to print the new check, you must first
post it.

E[I=———— Cash Disbursements =—————= =15
Fay_to the Order of : ¥You May Edit ¥Your Draft Paoyment Record, now.

IEHGBEH EEager\ Beauers Check Ma. ||

1234 Cedar Avenus Date IUS.-"IS.-"Q?

The Surn of Po=zadena, CA 90123

Zero Dol lars and 00 cents $82,723.00
Payment to ® Yendor ) Employes or Outside Rep ) Customer | ¥

Tranzaction Pasted on J/E

Humber, Type [ Printed Bank Code | 1000-000,00 |
Draft [T Cleared Bank Eank of Ametica To Period

Inwoice Mumber Inwoice Date G/l Account Code Ba]ance Due Fayment Amount  Discount
EAGEEA1 ID'r‘.-"26.-"95 500.00 I 500 . 00 I E
ity

ERGEER 1 07/26/95 500,00 50000
EE1234 08 /02/05 556. 00 55600
Ul 60010 09/13/92 3,475.00 2,475.00
44556 12/01/92 75,092.00  75,092.00
65432 12/15/92 100 00 100.00
=
Bank _of America [ [ ez,7z3.00]] sz,vz3.00]

Main Card Cornments
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Manual Checks

Post

Journal Entries
on the Check
Register

Thiswindow is also used to handle manual checks. The only differ-
ence between manual checks and computer-generated checksisthat
the manual check was generated outside the system and entered lat-
er. Enter therecord just asif you planned to print the check using the
system. To avoid aduplicate printing, click the <PRINTED> check

box. Review the transaction to make sure it is correct, then post it.

Do not reprint it on a check form; this was already done.

{Button} No fileswill be updated, nor can a check be printed, until
the transaction has been posted. The best method for posting pay-
mentsisto usethe Post Open Transactionsinthe General L edger
module. First print the Trial Post Paymentsreport to ensurethat al
transactions have selected the correct GL account codes and to en-
sure that al entries will be balanced.

Posting may aso be done by clicking the <POST> button. This
method of posting one transaction at atime may be used when there
isno time for the trial posting and general ledger summary posting
procedures. The effect of posting isto update all associated files, in-
cluding the general ledger, and to produce the necessary journal en-
tries. After posting, the amount you wish to pay will be deducted
from the amount due to the vendor. Although it is possible to post
cash disbursements one at atime, this method is discouraged unless
you need to write a single check very quickly. The recommended
method isto post in batch and only after a Trial Posting report has
been printed and reviewed.

The check register records transactions in the cash receipts and dis-
bursementsfile. When these transactions are posted, ajournal entry
is produced to summarize the impact of the multiple transactions
posted in the selected posting batch. The impact of thejournal entry
isrecorded in the summary general ledger file. Anything that you
want to show up on the check register must be recorded at the trans-
action level and then posted to create the journa entry. If you begin
at thejournal entry level, you are bypassing the transaction level and
giving up that level of reporting.

Payment Transactions
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Void

Print this Check

{Button} Thisbutton isonly active if a check has been posted. If a
check has not been posted, it can not have been printed, so thereis
nothing to void. Delete the record instead.

{Menu command} Checks may be printed one at atime by pressing
<CTRL/COMMAND-P> or in batches using the Print Checkswin-
dow (see“Print Checks” on page AP-31). If you try to print acheck
which has already been printed, the system will warn you with the
following message.

This Check has already been printed. Print ||

Click <YES> to proceed, <NO> to abort. Make sure you load your
check stock into the printer prior to proceeding.

Note: If your check stock is pre-numbered, you should make
sureto changethe check number on thisrecord if necessary pri-
or to or after printing this check.

AP-30
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Print Checks

Accounts
Payable

Payment
Transactions

Print Checks

Window Purpose

Earliest and
Latest Check
Dates

Bank Account
Number

E=————\——— Print Chectks S —=

Earliest Check Date I 0541597
Latest Check Date I 05/15,/97

which Bank YWwauld You Like These Checks Drawn Upon?l 1000-000 /00

Bank of America

Please Enter Next Check Number to be ﬁssigned|51n1

Enter 99993 if check numbes are Mot Pre-Printed.
X Exclude Previously Printed Checks

&P Print Checks

Note: ThisisaQube ERP™ Accountingfunction only. If you are
using an outside accounting package, thisfunction is managed
from that.

Note: No disbursement record can be printed asa check until it
has been posted. After posting, however, a check may bere-
printed as many times asyou wish. Checks may be printed in
batch mode using the Print Checksfunction or they may be
printed (or reprinted) one at atime.

Thiswindow is used for the batch printing of checks. Prior to run-
ning this procedure, you should enter the checksto be printed, either
through the Cash Disbur sements window, or the Draft Vendor
Paymentsfunction. Y ou can create a separate printer with aspecific
tray setup for printing checks, and only use this printer for printing
checks; name it Checkprinter or something similar.

{Date fields, reguired} These fields provide the ability to enter a
daterange of checksto be printed. The function will print all checks
which fall within the date ranges and which match the GL account
designated below.

Enter the GL account code for the checks to be printed. Only those
checks for the account shown will be printed.

Payment Transactions
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Next Check
Number

Exclude
Previously
Printed Checks

Printing One
Check at a Time

Check Styles

Check Stub List
of Transactions

When entering cash disbursements, the system will default the check
number based on the number last used. If your checks have preprint-
ed check numbers, enter the number of the first check to be printed.
Thiswill cause the system to update each disbursement transaction
based on the series of checks being printed. If your checks do not
have preprinted check numbers, enter 99999 in thisfield. Then the
system will know to print the existing check number from the dis-
bursement record on the checks.

{Check box selection, defaulted ON} If you wish to exclude the pre-
viously printed checks (the normal selection) accept the defaulted
selection of ON. If you wish to rerun a selection of checks (for ex-
ample, if the printer jammed during printing), click thisbox OFF.

The transaction you are viewing on the Cash Disbur sements win-
dow will be printed in check form when you press <CTRL/COM-
MAND-P>.

Check styles are chosen on System Set Up, Card #2; for morein-
formation, see“ System Set Up, Card #2 Window” on page SYS-105.

When more than 10 items are found on a check, the system recogniz-
esthat the check stub will be too small to print the complete list of
transactions. It would make no senseto print atransactionslist im-
mediately following the check, because the printer has check forms
loaded into it. Instead, amessage is printed on the check stub to See
Attached TransactionsList. The message on the check stubisare-
minder to the user to select from the Payables Reportslist Cash
Disbursements by Date. Y ou should select a date range of the cur-
rent date only and the selected vendor. Unless more than one check
was prepared for thisvendor on the same date, the printed list will be
an accurate supporting document to the check.
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Account
Balances

Accounts
Payable
Misc. Payable
Functions

Account
Balances

Determining
Which Accounts
to Display

S0=——— fAccount Balances =——1=—+
General Ledger Code I 1000-000 /00
Account Mame IBGmk of America

Account Number |2 1321-21321-213
Mext Check Mormber |5 106

Yalue in
Collars
Current &ccount Balance &1,970.00
Ealance End of Period 1 &1,320.00

(@) Restrict Dizplay to Checking Accounts
D [vizplay Any Balance Sheet Account

[#a] K] 4] ]

ThisisaQube Accounting function only. If you areusing an out-
side accounting package, thisfunction is managed from that.

The Qube ERP™ system provides the ability for you to keep track
of six separate checking accounts. Each checking account is a sepa-
rate general ledger account. Like al GL accountsthe account record
isadded to the datafileusing the Chart of Accountswindow. Using
the window displayed above, you can change the Account Name,
bank Account Number and the Next Check Number, but it will not
be possible to change any of the account balances from thiswindow.
Aswith any general ledger account, the account balances can only
be changed by posting transactions to the account.

Y ou can determine which accounts should be displayed using the ra-
dio button selections at the bottom of thewindow. The default for the
window isto display only checking accounts. This means that click-
ing the <FWD> or <BACK> buttons would skip all other accounts.
If you wish to see the account balances for any balance sheet ac-
count, click the radio button which changes the setting. Then you
may view any balances sheet account and its current balance.

Payment Transactions
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Checking
Account
Reconciliation

Accounts
Payable

Misc. Payable
Functions

Prepare for
Reconciliation

C

Preparation for
Reconciliation

[I=———— Preparation for Reconciliation =caF—-FE="

This procedure will review cash deposits, payments and woided Checks in date
order to set the bank balance after each transaction. If all cash deposits, payments
and voids are entered daily, this procedure should be run only once, to set the
beginning balances. If, howewer, any of these transactions are entered in batch
mode, out of their normal date order, this procedure should be run again before
doing a bank reconciliation. Only POSTED transactions will be considered in this
procedure.

Select a date on or after you began entering BOTH payments and cash recei pts.

Enter Bank Code Here: I 1000-000 /00

Barnk of America

Enter Beginning Date Here: I 11/15/96
Enter Beginning Balance Here: s:lD.Ell:l

Note: ThisisaQube ERP™ Accounting function only. If you are
using an outside accounting package, thisfunction is managed
from that.

The purpose of this procedureisto set the value of the Account Bal-
anceAfter Transaction columninthe Check Register report. Cash
receipts and cash disbursements may be entered in any order. Y ou
may enter acash disbursement, post it and print it before entering the
prior day's cash receipts. At the time of entering the disbursement, it
would not know about the cash receipts for the prior day which had
not yet been entered. Therefore, the account balance after each trans-
action would be incorrect. The valuein thisfield can be counted on
only after running this procedure.

Y ou may run this utility at any time, but it should especially be run
prior to printing the Check Reconciliation report.

» Setting account balances
1. Click <BEGIN>

2. Enter the GL Account Code of the bank account
you are preparing to reconcile.
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3. Enter the Beginning Date. This should be the
day after the closing date of the bank statement
last balanced.

4. Enter the Beginning Balance. This is the begin-
ning balance of the bank statement you are cur-
rently balancing.

5. Click <SAVE>.

Payment Transactions AP-35
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Clear
Outstanding
Checks

Accounts
Payable

Misc. Payable
Functions

Outstanding
Checks

C

Outstanding
Checks Window

See—————— ~_ . _. o -. o
L =—— " +—— uisianding LNeckKs
[

e o Load
Load Checks = ~~ = ., T
LIF Load Outstanding Checks

q

o

nter Bar Heta: | 1000 0
| {7 Ciear Checks iifiiity | Bark of Anerica
Tranzaciion Check Check Cieared
Mumnber MNumber [ate Faid To Amount  Bank? |
51007 09/03/92 Cosh Receipt 2, 100,00 MO
31009 1003792 Cash Feceipt 23,000.00 HO
51003 05/02/20 Cash Receipt 5,177.50 NO
S1048 05,/06,/96 Cash Feceipt 1,360.00 HO
Ji033 09T (= FauhiFy=1=] Lamp Harehouse = 1,000, 00 MO
51040 00/01,/96 Cash Receipt 7,880.00 MO
S1054 S097 10/25/96 Metal Carbonic -1,000.00 NO
51052 5097 11712496 Bloke's Landings Farms -500.00 MO
51055 1 1145106 Metal Carbonic —1,000.00 N
51128 03/08,/97 Cash Receipt 5,931.84 HO
51120 i 02/15/07 Morris lndustri -2,250.40 HO
51142 03i16,/97 Cash Receipt 173.61 HO
1148 05/07 /97 Cosh Receipt 4,000.00 MO
J1149 J126 03/21/98 XYE COMPANY =223.00 HO
-
43,047.33 -

=

Note: ThisisaQube ERP™ Accountingfunction only. If you are
using an outside accounting package, thisfunction is managed
from that.

Y ou can use thiswindow to check payments to vendors and to clear
outstanding checks.

To check payments to vendors, load the list and drill down. It'san
easy way to see how much money you’ ve spent with agiven vendor
over any period of time.

To clear checks when you are balancing your checking account, use
thiswindow to load cleared or outstanding checks. This provides an
easy way to list all outstanding checks, select the ones you wish to
clear, and clear them in one step.

Y ou may review outstanding checks, cleared checks, or both out-
standing and cleared checks by using the following procedure and
checking the appropriate checkboxes.
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*To clear outstanding checks

1. Click the LOAD CHECKS button.
2. Click the LOAD OUTSTANDING CHECKS checkbox.

The system will display alist of all checks currently flagged as
not having cleared the bank.

3. Click the <EDIT> button.

You will see two more buttons become active after having
clicked <EDIT>:

| Selected Checks Have Cleared | | Selected Checks Have Mot Yet Cleared |

4. Select lines in the list which you wish to flag as
having cleared the bank.

You may select a continuous block of lines by clicking on one
line and dragging to the final selected line. Or select the first
line of the selected block and then, holding down your Shift
key, click on thelast line of the selected block. Or you can
select non-continuous lines by clicking on them while holding
down the <COMMAND> or <CTRL> key.

5. Click the button labeled <SELECTED CHECKSHAVE
CLEARED>.

6. Click <SAVE> to write the changed check status
to disk.
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Clear Checks Y ou can also run the Clear Checks Utility by clicking the CLEAR
Utility CHECKSUTILITY button. The following window will display:

Cash recei pts and disbursements are entered as "Mot Cleared” and "Mot Printed” until some action causes these
flags to be changed

Thiz procedure will flag each record within the selected date range as both Cleared and Printed

Only POSTED cash transactions will be affected.

[« ]

Flease enter the Beginning Transaction Date.......... E|1 /0171980

Please enter the Ending Transaction Date.......... |D4M /2000 m m

Edit the beginning and ending dates, and click the OK button.
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Additional Check Balancing Functions

Adjust the Bank If you want to adjust your bank balance, you should do so at the cash

Account Balance transaction level. Cash adjustments should be entered as positive or
negative amounts on the Cash Receipts window. Examples arein-
terest earned or services charges. Adjusting journalsare ahigher lev-
€l and do not create entries at the lower cash transactions level.

Print the Check Thisreport will print alist of checking account transactions in date

Register order in which they occurred, including both cash receipts and dis-
bursements. The column labeled Account Balance After Transac-
tion may be incorrect if the Preparation for Reconciliation
procedure has not been run. If checks show the correct val ue without
running Preparation for Reconciliation, it is strictly coincidental.
The number can be relied upon only after running Prepar ation for
Reconciliation.
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Miscellaneous Payables Functions

Draft Vendor EH=————~—————= Draft lendor Invoice from a Pl Sirs——"——om=R
InV0|Ce from a PO Enter your Purchase Order # here: &Eauer Beavers
Enter the Yendor Inveice * here: 12345 g Ez: g::::::::z Eiﬁiﬁﬂd
Please enter the Yendor Invoice Date: |03/15/97 Currency W IW
Quantity
Received, Quantity
not yet This Unit Extended
Itern Code Description Inviiced %ULJ % Cost |
0001 Toble Leg Bolts 150.00 150 [EA 0.25000 27.50|iF|
0002 Toble Leg HMuts 10000 100 [EA 0. 15000 15.00
Purchasing 0003 Table Casters 50.00 50 |ER 1.00000 50.00
Utility 0004 Table Brackets 100.00 EA 5.00000
punctions 0005 Chair Brocket 25.00 ER 1.00000 -
Draft Vendor &
Invoice from a Cash Discount & | 2.0 Discount Amount §|2.05 Subtotal 10z.30
© Discount Due 03/28/97 Shippi ngl
Payment Due 04717797 V’I X I Total 102.50 £
11

NOTE: Theabovewindow isdisplayed if your datafileisset to
version 7.32. If your datafileisnot set to version 7.32, contact
Qube Connections Technical Support for information on how
todothis.

If apurchase order wasissued for theitemsand the P.O. wasentered
into your data base, this function will draft the vendor invoice (AP
transaction) for you.

Benefits of using the function
1. It reduces the amount of manual datainput.
2. It facilitates comparison of the quantities and unit prices on the

P.O. with those on the vendor invoice, thus highlighting any
differences.

3. Ittiesthe PO to the vendor invoice voucher in the system, and
:} allows the auditing of important ties between these records.

CAUTION: If you usethe manual entry rather than thisfunc-
tion, you will lose the connection between the pur chase or der
and the AP Transaction in the system, and will not be able to
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run theUnvouchered POsreport. Itisveryimportant tousethis
function when recording inventory purchasesto the system.

*Using the function

1. Click <NEW>.

2. Enter the PO Number into this field:
Enter your Purchase Order # here: [50001-k

If you do not remember the PO number, you may use the refer-
ence list to display it. Press<COMMAND - ,> (COMMA)/
CONTROL -/ (FORWARD SLASH) on your keyboard to dis-
play thelist. 1t will look like this:

Reference List =iit—0——————[0|=
Select a PO:
HEAZS Aome Supply Company
BEEES Yood Warehouse
BEEYZ The TableMaker
BEEZ3 The TableMaker
BEETd The TableMaker
HEESG MNew Vendor Added during PO Entry
BEEST Eager EBeawers =
HEASS Eqger Begwers

ki
Load| 2@ . beginming atl - , based on @ Code ) Vendor Code
Sort by Code Sort by Description Reload List Cancel 0K

| ] | ] ] | ] | IE

If the PO Item record references an inventory GL account (as set up
inthe GL Key Accounts), the system will look for a nonzero quan-
tity received. If it references any other GL account, it will allow
vouchering without a nonzero amount received (however the func-
tion must be flagged @ use quantities oraered - SEE DElOW). I you try to
enter a PO on which itemsthat carry an inventory GL account have
not been received, you will receive the following message:

No PD items were loaded into the list. No Items showed
quantities received.
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3.

Enter the Vendor Invoice Number (voucher num-
ber) from the invoice which the vendor has sent.

Enter the Invoice Date from the invoice which
the vendor has sent.

Thisisthe date from which all agings and discounts will be cal-
culated.

Determine whether you wish to use the Quanti-
ties Received or the Quantities Ordered.

Thisis based on the agreements you have set up with this par-
ticular vendor, and is set using the following radio buttons:

% Use Quantities Received
" Use Quantities Ordered

Click <SAVE> or press <ENTER>.

The function will load all of the received items on the PO into
the window.

Edit the data for each item.

Asyou <TAB> through the list, you will land in the Quantity
ThisInvoice, Unit, and Unit Cost fields. Edit the data as
reflected on the vendor invoice record. For the Unit field, the
system will accept either the pur chasing unit of measure or
the stockkeeping unit of measure as set up on the Iltem Mas-
ter File, Card #1 window.

Enter the Cash Discount%, Discount Due, Pay-
ment Due, and Shipping amounts in the bottom
section of the window.

These figures come off the invoice record sent by your vendor.

Miscellaneous Payables Functions AP-43



Accounts Payable C,

Mac OS

L+

Windows

ctr

)

9. Click <SAVE>.
Qube responds by displaying the following dialog box.

Draft a vendor invoice for selected items on

P.0. #60001-K? @

If the <YES> box is clicked, the function will proceed to draft
an A/P transaction including all items selected. A <NO> will
cancel the operation, leaving all records untouched.

After the A/P transaction has been drafted, another dialog box
will appear asking if you wishto view it. Click <YES>.

Do you wish to view the newly drafted

vendor invoice? @

Costs Changed by Purchases

If the cost entered in thiswindow differsfrom the Current Material
Cost in the item master file, the following message will be dis-
played.

Notethat the GL account on the PO must bethat of the I nvento-
ry-RAW account from the GL Key Accountswindow for this
message to appear and for the ltem Master Fileto be updated.

Flag 0001 to show change from old Current cost 50.50000 to
new cost of 0.250007

I w0 ) [ ves )

Clicking <NO> will cause the function to ignore the new costs and
proceed. Clicking <YES> will cause the item to show up on the
Costs Changed by Pur chases report. For more information on this
subject, see “ Costs Changed by Purchases’ on page PUR-107.
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10.View the transaction record and make any nec-
essary adjustments.

Important details need to be checked, including the G/L
Account to which the expense is to be charged, the unit price
and extension, shipping and tax amounts.

| vendor Invoice Items
ILAMWAR Lamp Warehouse
litorn [0 /L Aocoount [
------ = G/ Account |0
Fir=t ltem !SDDD—DDDMD !
First |tem S000-000/ 10 50000 1000000 E& 500.00
Second | tem S000-100/00 100, 000 12.00000 E& 1,200.00
OAK LEG BLAME 1400-000,/00 10.000 11.00000 E&A 110.00
Another | tem S000-000/20 1.000 600, 00000 EA 600,00
Cost of Sales - Materials, Second Dept [ Z,410.00
YAT Tax Code I [T This itern is taxable
ot Reportabie; Tax Rate is 0% Currency of issue USA US Dollars
I Ry =1 1000000
Sales-Order Line * | 100002-2 = 10.00000
.00
Job Cost Bucket IEI Job Cost Phase I
Motes —
F== s
=1
il =] = |
Toaloal < 0v Dol nl_ T =1 | Header || Items [ | Fayments |
i ) T -
Z
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Accounts Cash Disbursement Reports
Payable Reports The following screen shows the selection of reports available for
Cash Disbursements.

SM=————————— Payables Reports
Dishursements Cozh Dishursements by Check #
Dishursements Cazh Disbursements by Dote
Disburzements Cash Disbursements by GL Account
Disburzements Cash Disbursements by Payee
Disburzements Check Reconcilliotion
Disbursements Check Register

Disbursements Draft (unposted) Payments

Payables Transaction Reports

These reports allow the user to get information on transactions en-
tered as payables. Keep in mind that since payments may be made
without entering a payables transaction, reports on payables transac-
tions may not include everything.

EO=—————— Payables Reports

Payobles Poyables Aging az of Today

Payaobles Aging as of the End of an Accounting Period
Payobles Vendor ACcCount Audit

Payaobles 1699 Payments

Payobles 1899 Vendors

Payobles Transactions by Entry Date

Payables Tranzactions by GL Account Code

Payobles Tranzactions by Thwoice Dote

Payaobles Transactions by Receipt Dote

Payables Aging as of the End of an Accounting
Period

When thisreport is selected, the system allowsthe user to reprint the
report based on previously computed data. See below:

Reprint Prewiously Computed Ealances? YES

Thischoiceisoffered becauseit may takealong timeto generatethe
data. If the printer failsin the middle of printing the report, there is
no reason to go through all the trouble of recomputing the data, so
this choiceis offered.
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Summary of
Payables
Functions

The following is meant to outline the stepsinvolved in the accounts
payable process.

Purchase Orders

1

Record receipt of purchased items into inventory.

Create & Post Vendor Invoice Records

1

5.

Draft vendor invoice based on the PO.

Select Draft Vendor Invoice from the Purchasing Menu. This
procedure allows the user to select the items to be included on
the invoice and have the computer generate the payable record
based on the terms of the PO.

If the vendor invoiceis not supported by a computer recorded
purchase order, select Vendor I nvoices from the Payables
Menu and manually add the vendor invoice.

Review & edit vendor invoice so that they are an accurate repre-
sentation of the vendors' documents.

Prepare to post the vendor invoices.
Print the Trial Post Payables from the GL Reports menu.

Post the invoices when you are sure the records are correct.

Create Vendor Payment Records

1

Add draft payments records using the Cash Disbur sements
window or the Draft Vendor Payments function.

Review draft payments by printing Draft Payments Report.

Edit the list to make the record show only those invoice and
amounts you wish to pay now.

Add additional items which you wish to pay but which have not
yet been recorded as payables.

Post and Print the Checks

1

Post the draft payments which are now acceptable.
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2.
3.

Print the checks.

Reconcile the checking accounts.

Reconcile Checking Accounts

1

2
3.
4

Post ALL Payments & Cash Receipts
Edit al bank statement checks reported as Cl ear ed.
Run Preparation for Reconciliation.

Print Check Reconciliation Report.
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Sales Commissions Set Up Issues

The commission management functions are found in the Accounts
Payable Functionsand Per sonnel and L abor Functionswindows
as shown here.

[I==— Personnel & Labor Functions =—=—o2I=

|I3rnup1 MNarne

* [Personnel Functions
£ Commission Terms
L] Department Information

L Dutside Reps #0
£ Personnel Basic Info #EM
S[I=——— Accounts Payable Functions =——[1I=

|ME Mame |

= |Draft Payment Functions

L] Draft Commission Checks

L] Draft Vendor Payments

Sales Commission Functions

L] Commission Splits & Adjustments
L] Commission Terms

L] Commission on Each Invoice

&L Commission on Each Order

The sales commissions functions in Qube ERP™ are quite sophis-
ticated and allow the entry of potentially very complicated sets of
transactions. Since different commission amounts may be paid on
different items on each invoice (someitems may even be non-com-
missionable), itisnot alwayslogical to concludethat the percentage
commission shown for the entire invoice should be the same asthe
percentage shown for any one item.

Therefore the system provides the mechanism for viewing commis-
sions on each sales order and invoice. Each item on each invoice or
order may have a different commission amount earned and each in-
voice or order may involve commissions earned and payableto two
account managers and three reps. Therefore one invoice or order
with three items on it may have fifteen different commission
amounts to reconcile, plus what may turn out to be multiple pay-
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ments against the commissionsdue. Setting up and reconciling these
amountscan bevery simpleor it can bevery complicated and require
very careful attention to detail.

This section provides detailed reference material on each window
used to set up and manage commissions. These are followed by a
step by step outline on the recommended procedures for managing
commissions.
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Outside Reps

Personnel &
Labor

Personnel
Functions

Outside Reps

Rep Code

Company Name

Address

City

State

O=——————————————Outsidekeps=————————FH
[ e

Rep Code.oooevnvn] 1 & =N
= [ e ]
Company Mame..... |Dotabose User ™ Tk
. L) N
Addrazs 1234 Dependoble Data Lane [FER N

o
City Information City = —
State. ..o | CA

Couniry.

Telephone .. |413-B06-77E5
Fa..ooeieeeeen. | #05-009-4445
Contact Perzon Helen Keller
(1 aan i

[rate of Hire......... |01/01/1990 | |
Date T
- Fr | cai e owly
Department......... [ 4D Saies Tax .01

,,,,, | Peyr—rr— —
Baze Ma_ Rate § 4000, oo Mo Effective | 01700719394 G/L Sub Account | DOU
elMail Address a Default GL Account
Cornments This is @ 500 charocter text-wrop comment field

[«[»

LMam Card ﬂFay Rates ﬂSales DataJ L Cormissions J

‘MII}QIQ |[> IH]IE\}‘IQI%I@I Letterl 1Enve|ope| 7

Use thiswindow to set up Outside Rep records for any non-staff
sales people or organizations you might use. These rep records may
then be used in the same way Employee Records are used in sales or-
dersand invoicesfor commissions management. Y ou may al soissue
payments to them for commissions earned.

{Five characters, alphanumeric, indexed} Thiswill serve asthe pri-
mary identifier of thisrep in other records. When entering the sales
rep in sales orders and commission-rel ated records, use this code.

{35 characters, alphanumeric, indexed} Enter the company namein
thisfield.

{35 characters, alphanumeric} Enter the company addressin this
field.

{35 characters, alphanumeric} Enter the company city in thisfield.

{15 characters, alphanumeric} Enter the company state or province
or postal code in thisfield.
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Zip

Country

Telephone

Fax

Contact

Date of Hire
Date Terminated

Department

GL Sub Account

Base Mo. Rate$

Mo Effective

{15 characters, alphanumeric} Enter the company zip or postal
codeinthisfield.

{20 characters, alphanumeric} Enter the company country in this
field. You may leaveit blank for U.S. addresses.

{18 characters, alphanumeric} Enter the company phone numberin
thisfield.

{18 characters, alphanumeric} Enter the company fax number in
thisfield.

{20 characters, alphanumeric} Enter the primary company contact
inthisfield.

{Datefield} Enter the date of hirein thisfield
{Datefield} Enter the date of termination in thisfield

{Validated} Enter the Department Codeinthisfield. These codesare
set up in the Department I nformation window (see “ Department
Information” on page LAB-16).

{3 characters, numeric} This sub account number will be picked up
in any commission or labor costs associated with this sales rep
(“General Ledger Account Code Structure” on page GL-43).

{$$ format} If you usethe salesrepin employeetimechargesfor any
reason, you will need arate on which to base those times charges.
Enter that rate in thisfield.

{Date format} If a base monthly rate isto be applied, enter the date
it becomes effective here.

Default GL {GL Account format} Enter the normal expense account to which

Account paymentsto thisrep should be applied. This might be something like
“Qutside Sales Commissions.”
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Comments {2000 characters} Enter free form comments for thisrep in this
field.
Letter {Button} Clicking thisbutton createsan export file of thissalesrep’s

address and company information which can be used in conjunction
with your word processing program to mail merge letters.

Pay Rates/ {Card tabs} Clicking on either of these card tabs opensthe Commis-
Commissions sion Terms window.
Sales Data {Card tab} Clicking on this card tab opens the following window.
EO=—— Employee Sales lata =—————[vi—
IWMS |Wonder Marketing Services Co. |
Dol lars Average
Feriod Sold # of Orders Order Size
*1.07/01/92 7900.00 0 700000
#2:08/01/92 10732, 18 3 3577.30
#3:09/01/92 23750.00 1 23750.00
#4:10/01/92 0.00 i 0.00
#5:11/01/92 0.00 i 0.00
#6:12/01/92 3475.00 1 3475.00
#7.01/01/93 4275.00 i 4275.00
#3:02/01/93 0.00 i 0.00
Personnel & #*3:03/01/93 0.00 1] 0.00
Labor #10: 04/01 /95 0.00 i 0.00
#11:05/01/95 0.00 i 0.00
Personnel #{2: 06/01/93 200.00 1] 200.00
Functions #13: 07/01 /93 0.00 a 0.00
Outside Reps - #14: 08/01 /93 0.00 i 0.00
> Sales Data Totals 50032 18 5 10186, 44
LMain Card nPag Rates ﬂSa]es DataJ l Comrmissions j
EICIKIED

Thiswindow displaysall of the sales datafor thisrep, by month, for
the current fiscal year.
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Commission
Terms

Personnel &
Labor

Personnel
Functions

Commission
Terms

Code

Last Name

Effective Date

For Closing Sales
Orders

EO=——————— Sales CommissionTerms ————————=—+
Code & Name Dept  Effective Date
S0 Sam [Dauis SALE | 02/02/90
Mew  Base
oid or
For Closing Sales Orders All Borus?  For
10.00 % Uf|?5a las | menths only
k3 ofl_ I months only
% of[F Gross Frofit | months only
For Esing_Account Manager
2.00 % of| F Gross Frofit | | months only

An account may qualify for commission rates as a new account ifl o
months have elapsed between the 1ast invoice and the date of the current new order.

|MI K I q I D I D[I I{PIQ.I%IHI LMain Caran’ag Ratesj ISales Dataj L Commizsions

Thiswindow is used to establish commission termsfor each employ-
ee or outside sales rep.

Window Characteristics

{Indexed} Thisisthe Employee Code or Rep Code which hasbeen
set up on the Personnel Basic Info window. Y ou may use thisfield
to find the record.

{Indexed} Thisisthelast name or company name of the employeeor
rep. You may also find on thisfield.

{Datefield} Thisisthe date you wish to have these commission
terms become effective. No commission calculationswill take place
until this date arrives.

{Data entry section}

There are two levels of commissions which may be computed for
each employee or rep. These include:

1. Commissionsfor closing a salesorder (in which case the code
for the employee responsible for the order will show on the

COM-6
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# Months

Percentage

SorP

New, Old, All

Base or Bonus

sales order and invoice header recordsin the Sales Rep field),
and

2. Commissions for being account manager .

{Numeric, two characters} The last column of this section provides
the ability to limit the amount of time each commission type may be
earned for each customer.

{Numeric, two decimal places} Enter the percentage of each trans-
action you wish to pay to the rep for each type of commission.

Commissions may be based either on gr oss salesor on gr oss pr ofit.
Enter S toindicate abaseof salesand P toindicate commissions
based on gross profit. If you select to compute commissions based
on gross profit, the amount will be computed by subtracting the cur-
rent Total Cost of theitem sold, as shown on [tem Master File,
Card #1, from the sales value of the invoiced item. If you see com-
missions earned showing unrealistic numbers, you should check the
commission rates (on the employee records) and theitem totals costs
(shown on the inventory records) to be sure these are correct.

{All caps, validated} Commission rates may apply to salesto ALL
customers, only QLD customers, or only NEW accounts. The def-
inition of a new account may be different for each employee or out-
side rep as defined at the bottom of this window:

anaccount may qualify for commission rates as a new account if] 24
maonths have elapsed between the last invoice and the date of the current new order.

This setup would indicate, for example, that a customer would be
considered new after not having purchased for at least 24 months, or
if it had never placed an order before.

{All caps, validated} If arateisdefined as BASE, the system muilti-
plies the given rate times the value of the entire order (after deter-
mining if the sale qualified based on the New/ A d/ Al |
designation). If arateisdefineas BONUS, the result of the compu-
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Customer Types
Window

Miscellaneous
Functions

Customer
Types

Over-Ride Commission
on CUStomer Types_> Over=-Ride Commmission Rate IW ES

ltem Master File,
Card #2

tation is added to other computations. For example, you may pay
10% for NEW accountsasa BASE, and an additional 5% for NEW
accountsasa BONUS, but only for the first 12 months. Thiswould
result in commission payments of 15% for the first 12 months and
10% thereafter.

Thiswindow providesaplaceto alow for the overriding of commis-
sion rates entered on the Sales Commission Termswindow. By en-
tering afigure in the Over-Ride Commission Rate field shown on
this window, you determine a different commission rate for any or-
dersfor thistype of customer.

EO=——— Customer Types =—————F"—
Customer or Yendor
Tupe Code. .. MFG
Description. . | Marnufac turer

Default Credit Limit... $|1@@BB
Default Payment Terms IZ.B %Il@ IDATS Met| @

Default Ship ¥ia

Default Price Column I_ {Customers only)
[ &pply Yolume Discounts (Customers onlu)
[T Thiz customer type iz a "Problem” type.

Thiz rate will over-ride the default cornrnission rates entered on Sales Cormizsion
Terms window. This rate can be over-ridden by the over-ride commission rates set
for each itern on Card #2 of the item master file.

@[] M ]=]=)

This window, too, provides a commission over-ride for each item.
Thisisthetop level override for commissions on each item and will
override the rates set up in the Personnel Basic Info window, the
Outside Reps window and the Customer Typeswindow. Make

COM-8
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Ry

sure any necessary item master file records are set up with correct
commission overrides on Item Master File, Card #2.

@ Item Master File, Card #2
Inventory & item Code 0001 [Balts - Tahle Leg
BOMs Vendar [te Code Last Paid Lead Time
IFrime vendor [ EFGBER  Eager Beavers [EoLToon [ 025000 [7  Days
Item Master 2nd Yendor gHDFHND Morris Industries | | 0. 25000
File Aszembled at| Total Hours =0.000  Hours to Set Up =| Hours to Assemble =0, 000
Item Master _IIZ Rebateable Count Every | 2| Weeks [
il X Discountable e
File, Card #2 [ Tacable rhen Sold Last Counted [ 11/12/06
[X Relisve Inventory ABC Code
[ This item is a Phantorn Assembly S e 3
Unshipped Orders &00 .00 ShelfLife= |0 Days
: P Year 4o Date Sales 0.00 Sched Lot Size] 1 EA
Over-Ride Commission — ||
. ield = 0.0% g
on ltem Master File —||over-ise commission] 500 = LastPaig [0.25000 & B
es COM-9
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Managing Commissions

Commission
Splits &
Adjustments

Accounts
Payable

Sales
Commission
Functions

Commission
Splits &
Adjustments

Adjustments and
Splits

S[O=——— Commission Splits & Adjustments = FE==

Order Date |01/23/97 Order®] 2029

Customer OME TERRIFIC SALES PROSPECT
Sales Rep  Somuel Dotabose User
Acct Mgr Damian D=lgado

Costs Mot Charged to Customer : Arnaunt R?EJE Burden
Freight Mot Charged... 25.00 100,00 ‘%
Other Costs Mot Charged... B
Misc. Adjustment... 10,00

Explanationannus for closing the sale b4 end of month

Sales Rep Comnnission Splits:
Split I 500 % W'ithl JG EHE lwin Greeshne

gptit [ 5.00 ®owithlS0  [Sam Dovis
Account Manager Cornmission Split
spiit | 2500 & with| MY Wi 11 iam Uincent

Use this window to manage commission splits on each sales order.

Commissions for one sales rep and one account manager may be
added directly on the Sales Order Items window as shown here:

Rep. Cormizsion:| 77 . 00
Acct Mg Cornisn | 22 .00

however, this may be limiting. By accessing the Commissions
Splits & Adjustments window, you may split the commissions
among two account managers and three sales reps, and adjust the
sales commission paid to the sales reps.

Entriesto the Commission Splitsand Adjustmentswindow are en-
triesin the sales order header record and are assumed to apply to all
invoicesgenerated from the order. Changesin splitsand adjustments
will change the display on the Commission on Each Order and the
Commission on Each I nvoice window, too.
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Costs Not These apply only to salesreps, not to account manager s. They may
Charged to result from freight or other costs not charged to the customer and for
Customer which the sales rep has been asked to share some burden. Most ad-

justment amounts refer to costs and are therefore assumed to be neg-
aive in their impact on the commission.

Amount Enter the amount not charged to the customer in thisfield. This
amount will be multiplied by the Rep’s Burden amount and the
product of the two will be deducted from the Reps’ commissions.

Rep’s Burden Enter the percentage of the adjustment the rep must share. Thiswill
be multiplied by the number in the Amount field and the product of
thetwo will be deducted from the Reps’ commissions. For example,
with $100 in commissions to be paid, if you entered 10 inthe
Amount fieldand 50 intheRep’sBurden field, the calculationis:

100 - (10 x 0.5) = 95

Misc. Adjustment Thereisalso aplacefor miscellaneous adjustmentsfor which agross
amount may be entered. The miscellaneous adjustment may beeither
positive or negative. A positive amount increases the commission by
the amount of the adjustment, and a negative amount decreases it.
The example above shows a misc. adjustment which increases the
commission. To reduce it, enter a negative number in this space.

Commission These enable the user to specify percentages of the commission

Splits earned to be split with up to two additional sales reps and one addi-
tional account manager . Commission amounts earned by sales peo-
plebeing paid from splits depend entirely on the primary salesrep's
commission amount, net of any adjustments. For example, the prime
rep may earn 10% on a sale of $1,000 but have adjustments which
reduce the commission amount to $90. The amounts earned by reps
splitting the commission will be based on the net amount of $90. En-
ter the percentage of the total commission earned to be split by each
additional recipient. For instance in the $90 examplejust outlined, if
you entered 10 in thisfield for a second payee, the amount of the
splits would be $9 for the second payee and $81 for the primary rep.
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Commissions on

Each Order

Accounts
Payable

Sales
Commission
Functions

Commissions
on Each Order

Editing the
Records

Order Number

Customer

Order Date

Primary Sales
Rep

EO=-——————— Commissions on Each Order =——— W =115
Order Nurnber [ 2029 Order Date[01/23/37 Primaty Primaty
Sales Re Account Mgr
Custorner OME TERRIFIC SALES PROSPECT ] 1 I oo
10016 Order Subtotal 3226, 16
Cornrnizion Earned .00 ZO0% 2200 0DG6%
Adjustrents 0.00 0.0%
Net Earned 77.00 22.00
Order Itern Comrnizsn
Itern Code Cornrnission Earned by A Ammount Earned &
aiii [ Somue| Database User Fep [ mess.is| vr.oofz.o
a1ii 1 Somue| Database User Fep 1 3886, 16 F7.00 2.0
a111 oo Domian Delgado Magr 1 388616 22.00 0.6
]
99,00
EYCIRIEA T —
[&|

Commissionsin sales orders can be viewed from thiswindow. It pro-
vides more complete information, including the percentage and also
takesinto account commission splitsand adjustments. Y ou can even
use this window to add commission to a customer return order, by
editing the appropriate information!

Any of the commission amountsin the list can be edited directly on
this window, but not added. Y ou must add commissions from the
Sales Order Itemswindow or the Commission Splits & Adjust-
ments window.

{Indexed} Thisisthe Order Number for the order to which the
commissions are being applied. Y ou may find on thisfield.

{Display only} Thisisthe Company Name of the customer towhich
the order was issued.

{Indexed} Thisisthe date on which the order was generated. Y ou
may find on thisfield.

{Validated} Thisisthe primary salesrep for commissions on thisor-
der. You may find onthisfield. Y ou may also changethecodeinthis
field if you wish; however, if you attempt to edit a Sales Rep code
that has a corresponding item code, Qube ERP™ will display a

COM-12
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Primary Account
Manager

Items

warning message and refuse to allow the change. Thelist below will
be reloaded to include the new rep. Then you may edit the amounts
of commission earned on each item for the rep.

{Validated} Thisisthe primary account manager for commissions
on this order. Y ou may find on thisfield. Y ou may also change the
codeinthisfieldif you choose. Thelist below will be reloaded to in-
clude the new manager. Then you may edit the amounts of commis-
sion earned on each item for the manager.

Oneitem for each commission split will be displayed on this win-
dow. Only the Commission Earned and % fields can be edited. If
you change either of them, the other will recal culate based on the
valuein the field you changed.

Managing Commissions
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Commissions on

Each Invoice

Accounts
Payable

Sales
Commission
Functions

Commissions
on Each
Invoice

Editing the

Records

Invoice

Customer

Order Number

Invoice Date

[0 =——— Commissions oh Each Ivoiite=————FHIH
InEoice |5020 Frimary Frimary
Sales Rep Account Mgr
Custorner HKYE COMP ANY | REP ! nn
‘wonder Marleting Services Co Darnian Delgade
10002 Invoice Subtotal 15,426. 00
Order Nurnber | 1336 Commision Earned 0.00 0.0% 0.00 0.0%
5 — Ad justments 000 0.0%
Imvoice Date | 10/01./1996 -
Balance Due 15, 426.00 Brass Paysble 0.2 0.00
Faid in Full an Met Payable 0.00 0.00
] inveice item  Commissn Commiszn
iter Code Commission Earned b As Amnount Esrned % Due
0001 REP  [Wonder Marketing Ser|Rep roo oo oo 0.00
0001 REF Uonder Marketing Sar Rep 1 1.00 =
oo oo Damion Delgado figr 1 i.00 |
0002 REF Wonder Marketing Ser Rep 1 4.00
0oz oo Damion Delgado Har 1 4.00
0002 REF Uomder Marketing Se- Rep 1 0.00
[z oo Damian Deigado Figr 1 9.00 —
0004 REF Wonder Marketing Ser Rep 1 16.00 |~
0004 oo Domian Delgado Hgr 1 16.00 -
| 0.00| | 0.00]
1 11 1
Check Date  Transaction  Faid To #Arnount
. . 0.0o0
|ﬂ| I I q I b I bl |‘@I| | & Paid Dutside the Sustem | —
e = J Z

If an invoice was created with incorrect commission amounts, they
may be edited using this window.

To usethewindow, find aninvoice and edit any Primary SalesRep
or Primary Account Manager commissions you wish. The com-
missions earned by Rep 2, Rep 3 and Mgr 2 are dependent on the
amounts earned by Rep 1 and Mgr 1, and will be recal culated when
you click <SAVE>,

{Indexed} Thisisthelnvoice Number of theinvoiceto which these
commissions apply. It isthe primary record locator for this window.

{Digplay only} Thisisthe Company Name of the customer towhich
the invoice was issued.

{Indexed} Thisisthe Order Number for the order to which the in-
voice was applied. You may find on thisfield.

{Indexed} Thisisthe date on which the invoice was generated. Y ou
may find on thisfield.

COM-14
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Primary Sales
Rep

Primary Account
Manager

Gross Payable

ltems

Cash
Disbursements

{Validated} Thisisthe primary salesrep for commissionson thisin-
voice. You may find on thisfield. Y ou may also change the codein
thisfield if you wish. The list below will be reloaded to include the
new rep. Then you may edit the amounts of commission earned on
each item for the rep.

{Validated} Thisisthe primary account manager for commissions
onthisinvoice. You may find on thisfield. Y ou may a so changethe
codeinthisfieldif you choose. Thelist below will bereloaded toin-
clude the new manager. Then you may edit the amounts of commis-
sion earned on each item for the manager.

If the commission valueisblank onthewindow, you can click onthe
Gross Payablefield label. Qube ERP™ will add up the commission
valuesin the invoice itemsfile and make sure the total equals that
found in the invoice header file.

The Commissionsin Order s but not in I nvoices Report reviews
the records and fixes any problems it finds where commissions ap-
pear in an order but not on theinvoice. Run this report from the Pay-
ables Reports.

O0=———————"Pavablesheports=——————-"1H

||Eommissions Commissions in Orders but Mot in Inwoices |A||

One item for each commission split will be displayed on this win-
dow. Only the Commission Earned and % fields can be edited. If
you change either of them, the other will recal culate based on the
valuein the field you changed.

The top portion of the window shows the commissions breakdown,
while the bottom portion shows any payments disbursed against
them. Y ou may drill down on therecordsin the bottom portion of the
window by double-clicking on them. Thiswill display the Cash Dis-
bur sement window for that transaction.

Managing Commissions
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Commissions in It is tempting to try to match commission amounts and percentages
Invoices vs. showing on the Commissions in Orders window with those show-
Commissions in ing on the Commissionsin I nvoices window. These may match, or
Sales Orders they may not. Trying to match these two windows is usually not a

worthwhile exercise.

Keep in mind that there may be many invoices for each order and
that commission terms, adjustments, splits and designation of sales
reps and account managers may change at any time. Changing the
commission amounts or rep or account manager designation on an
invoice will not and should not change the order.

Similarly, if you change the commission in an order, the system will
not and should not change the invoi ces associated with that order to
reflect the commission amounts just entered.

Commission There isone exception to this. Entries to the Commission Splitsand
Splits & Adjustmentswindow are entriesin the sales order header record and
Adjustments are assumed to apply to all invoices generated from the order.

Changes in splits and adjustments change the display on the Com-
mission in Orders and the Commission in | nvoices window, too.

(Commissions) {Button} Paying commissions “within the system” normally in-
Paid Outside the volvesissuing a check to a sales rep referencing the Sales Commis-
System sions GL account and a specific invoice record on which

commissions are due, thus reducing the commission amount due to
that rep for that invoice. The <PAID OUTS DE THE SYSTEM>
functionisprovided to allow the user to reflect payments of commis-
sions which have not been recorded in this expected manner.

Assume, for example, that the rep has many invoices on which there
are commissions due, and you wish toissueasingle check with asin-
glelineitem on it and even perhaps charge it against a different GL
account. Thiskind of payment would not reduce the commissions
due on the invoices, since it would not contain enough information
for the system to match the payment with these commissions. Asa
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result, the commissionswould have been paid but it would still show
up on your Commissions Payable reports.

The <PAID OUTS DE THE SYSTEM> button provides you with a
way to flag commissions as no longer payable, even though thereis
no audit trail of payments against the commissions.

If you are a GPS user, you can use this utility very effectively. See
“ Getting More out of Qube ERP™ Commission Functions” on page
GPA-49.
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*To flag commissions as paid without issu-
ing a check directly to them

1. Find the invoice record which you wish to flag
as having commissions paid.

Thisis accomplished in the Commissions on Each Invoice
window.

2. Make sure no checks are issued against the
commissions on that invoice.

If there are, you will receive the following message when you
click the button, <PAID OUTSIDE THE SYSTEM>:

Payments have already been issued against
this invoice.

A record without paid commissions on it might look like the

following:
SlM=———————— Commissions on Each Invoice =—————F=[H=
Invoice [50zz Frimary Frimary
Sales Rey Account Mor
Customet HYE Cornpany ] U I REP
I 10002 Invoice Subtotal 100. 00
Order Numberl 1572 Ci Earned 10.00 10.0 % S.00 S.0%
. Gross Payable 10.00 g 5.00
imvoice Date [05/13/37 Adjustments 0.00 0.0%
Accourn Balance Due  0.00 Net Payable 10,00 5.00
Payable
Invoice [tem  Commiszn Commiszn
Sales . ltern Code Cornmizsion Earned by bz Arnount Earned E Cue
gom'p'ss")" 1004 [20 [uehe Jores [Fee [ to0.00] 1o.00 0.0 10.00
unctions C1004 ol dJohn Jones Fep 1 100. 00 10.00 10.0 10,00 |5
Commissions c1o04 REP Honder Marketing Ser Mgr 1 100,00 5.00 5.0 500
on Each
Invoice
15. 00]] 15. 00]
Check Date Transaction  Paid To Arnount
|M| ] | | | [ | I |Q| | Paid Outside the Susteml
[

3. Click the button, <PAID OUTSIDE THE SYSTEM>.
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Accounts
Payable

Sales
Commission
Functions

Commissions
on Each
Invoice

Reverse Paid
Outside the
System

The system will display a message cautioning the user, like this:

Show invoice 5022 as having no unpaid commissions, even
though no payments are traceable to it?

I ~o ) [ ves ]

4. Click <YES>.

The system will flag al payable itemsto all persons owed com-
missions on the invoice and the window will then look like this:

EO=—————— Commissions on Each Invoice =—————"[==|115
Invoice [50zz Frimary Frimary
Sales Re Account Mar
Custornet HYE Company I JJ I REP
I 10002 Invoice Subtotal 100. 00
iz 10.00 10.0 % S.00 S.0%
Order Nurnber | 1572 = eard
. Gross Payable 0.00 J 0.00
Imvoice Date [05713757 adjustments 0,00 ooE
Ealange Due  0.00 Met Payable 0.00 0.00
Invaice ltem  Cornmissn Commissn
ltern Code Commizzion Earned by hs Armount Earned E Due
1004 Jd John_Jones [Ree [ to0.oo] 10.o0[to.0 0.00
C1004 ) dJohn Jones Fep 1 100. 00 10.00 10.0 5
C1004 REF Honder Marketing Ser Mgr 1 100 . 00 5.00 5.0 [
15. 00]] 0.00]
Check Date Transaction  Paid To Amount
|MI i} I q I [> I | I-&I Reverse Paid Dutside the Susteml
E

Results

Noticethat the Net Payableis set to zero and the Commission Due
shows as empty even through there are no payments traceable to it
and showing in the bottom section of the window.

Notice, too, that the <PAID OUTS DE THE SYSTEM> button has

disappeared. Initsplaceisabutton labeled <REVERSE PAID OUT-
SIDE THE SYSTEM>. If you see this Rever se button, you know the
invoice has been cleared of commissions due by having the <PAID
OUTSDE THE SYSTEM> button clicked. In case this function has

Managing Commissions
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been run by mistake, it can be undone by clicking on the <REVERSE
PAID OUTS DE SYSTEM> button. The system will restore the com-
missions to their original due and payable condition.

Limitations The <PAID OUTSDE THE SYSTEM> and <REVERSE PAID OUT-
S DE SYSTEM> functionsare “al or nothing” routinesand there are
limitations to their use:

a) The <PAID OUTS DE THE SYSTEM> function may not be
used to clear commissions due if any payments are found trace-
able to theinvoice, and

b) all commissions due to all sales reps and account managers
on theinvoice in question will be cleared. The system does not
allow the user to clear some commissions payabl e for some reps
or account managers and not others on the same invoice.
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Draft Commission
Checks

Draft Payment
Functions

Accounts
Payable

Draft
Commission
Checks

Purpose of the
Window

Beginning
Invoice Date

Ending Invoice
Date

Select Invoices
Paid in Full on or
Before

e

O

Draft Commission Checks

Beginning Invoice Date | 00 /02,09
Ending Invoice Date !M
Select Inwoices Paidin Full on or Before IW
Select One Employes ar A117 iT

X select Ernployess
™ Select Outside Reps

Compute Negative Commission for Credit Mermos? | YES

Select |nwoices YWhich are Partially or Fully Paid? |HO

Select Only Invoices which are Paid in Full? | YES

Bank of America
Currency in which funds are held =0ollars

Pleaze zelect a Commission Expensze Account | SE00-#k 00

Sales Commission Expense

[ ” ~ . 1
| i Beqin |

Use thiswindow to automatically draft commission payments, once
they have been set up in the preceding windows. Payments may be
drafted for commissions on posted salesinvoices only.

Note: If thewrong amount isissued on the check, run the Com-
missions on Ordersbut not Invoices utility before each Draft
Commission Checksroutine. This utility isfound in Payables
Reports.

{Date format} Enter the beginning date in thisfield. Commission
payments will be drafted only for invoices drafted after this date.

{Date format} Enter the ending date in this field. Commission pay-
ments will be drafted only for invoices drafted before this date.

{Date format} If you elect to pay commissions only on invoices
which are paid in full (see below), you must enter a date by which
these invoices were paid in full.

Managing Commissions
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Select One
Employee or All

Select
Employees/
Outside Reps

Compute
Negative
Commissions for
Credit Memos?

Select Only
Invoices which
are Paid In Full?

Select Invoices
Which are
Partially or Fully
Paid?

Bank Code

{Validated} If you wish to draft commission paymentsfor all em-
ployees and reps, leave the defaulted ALL inthisfield. If you wish
to draft commission payments for only one employee or rep, enter
the Employee Code or Rep Codeinthisfield.

{Check box selections} Y ou may elect to pay all employees or reps
or both. If you enter aspecific employee or rep code above, that type
will be defaulted in these selections.

{YESNC} Entering a YES valuein thisfield causes the system to
deduct any credit memo commissions which fall within the date
ranges from the total commissions paid. Entering NO causes the
system to ignore credit memos.

{YESNC} Entering a YES valuein thisfield causes the system to
calculate commissions only for invoices which have been paid in
full. Entering NO causes the system to compute commission pay-
mentsfor all invoiceswithin the date range, whether they have been
paid or not.

{YESNC} Entering a YES valuein thisfield causes the system to
calculate commissions based on partial payments by customers. For
example, on an invoice for $1,000, a sales representative may have
earned a 10 percent commission and acustomer may have paid $400.
If you choose to report commissions or draft checks using partial
payments, Qube would compute the amount due as $40. The amount
dueisbased on a percentage of the invoice paid. In this case, 40 per-
cent of the invoice is paid; therefore, 40 percent of the commission
is considered due.

The commission dueis reduced by previous commission payments.
Therefore, if the sales rep had already been paid half of hiscommis-
sion (50 percent = $50, no commission would be due. If the rep had
already been paid $20, then $40 - $20 = $20 would be due.

{Validated, GL format} Enter the GL Account Code for the bank
account on which these checks should be drawn.

COM-22
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Commission
Expense Account

Running the
Function

{Validated, GL format} Accept the defaulted value or enter avalid
Commission Expense Account GL codein thisfield. The default
will display asthe Sales Commission Expense account established
in the GL Key Accounts window, as shown here:

Sales Commission Expense SS00—#++ /00 Sales Commission Expense
Accepting thisdefaulted value allowsyou to accessany GL Sub Ac-
counts which may be set up in the Employee or Sales Rep records.

If the system does not recognize the code which has been entered,
the following message will be returned when you run the function.
Inthiscase, thefunction will be aborted before any transactionshave
been created, so just enter avalid account and begin again.

Error 137: Invoice #5023 GL = 0-00-000/-*. No matching GL
account.

Running this function will cause the system to look at all invoice
records which fall into the parameters chosen and draft payments
for all commissions duefor each rep or account manager on invoice.
Commissions payable amounts are reduced as the check is drafted
andrestored if the drafted check isdeleted. Thisisdifferent fromthe
handling of vendor invoices, in which the balance due on theinvoice
remains a payable until the payment is posted.

After draft commissions have be generated and audited, they must be
posted prior to printing, just like any other cash disbursements (see
“Posting to the GL” on page GL-58).
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Recommended Steps

There are several stepsinvolved in handling sales commissions.
These are the following:

1. Set Up Employee/Rep Records.

See documentation in the empl oyees section for an explanation
of how to handle this.

2. Enter Sales Reps & Acct Mgrs into Customer
Records.

Indicates who the default sales rep and default account manager
will be for each customer.

3. Set up Chart of Accounts.

Ensure there is a sales commission account and it is correctly
pointed to in the GL Key Accountswindow. Also make sure
that the GL Sub Account field in each employee and rep record
is set correctly.

4. Set Up Override Commission rates in the Iltem
Master File, Card #2 and the Customer Types
windows.

Thisisnot usually necessary, but some items require this.
5. Enter Commissions into Sales Orders.

These will be displayed on the Sales Order Items window,
showing the amount of commission to be paid to the sales rep
and account manager for each item. The default will be from
the commission rate for each Rep or Acct Mgr, or the Over-
ride Commission ratein the Item Master File. You may edit
these rates directly in the sales order.

Rep. Cornmizsion:| 77 . 00
Acct Mg Corisn | 22. 00

You may also use the Commissions on Each Order window.
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Commissions
Reports

Commission
Adjustments &
Splits

Draft Commission
Checks

6. Print Commissions Reports

Commission payable amounts are copied from each sales order
item to each invoice item at the time of invoicing. After the
orders have been invoiced, the other commission reports may be
produced to review the commission amounts payable. The com-
mission reports are found in the Commissions group of
Accounts Payable Reports.

|§D§ Payables Reports

Commissions Paid Commissions

Commissions Payable, 1 Page per Rep or Acct Manager

Commissions Foyable, Multiple Reps per Fage

Commissions Sales Orders, 1 Page per Rep or Acct Manager
Commissions Sales Orders, Multiple Reps per Poge
Disbursements Cosh Disbursements by Check #
Disbursements Cash Disbursements by Date
Disbursements Cash Disbursements by GL Account
Disbursements Cosh Disbursements by Poyes

7. If required, enter sales commission splits and
adjustments.

This is accomplished through the Commissions Splits &
Adjustments window.

8. Edit commission amounts on invoices.

This can be accomplished through the Commissions on Each
I nvoice window.

9. Draft Commission Checks.
10.Edit or Delete Incorrect Payments.

The user is given afinal opportunity to correct incorrect com-
mission amounts prior to posting.

11.Print the Trial Post Payments report.

Make sure that correct transactions are being selected and that
the GL Account distribution is correct.

12.Post the payment transactions to the general
ledger.

13.Print Checks.

Recommended Steps
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