Banyon Data Systems
Fund Accounting
Manage Payables Module

#*+*In Summary

Assign a due date to payments. Expense account is debited and accts
payable credited. When check is paid then accounts payable is debited and
cash is credited. Great for year-end when you want an item expensed in
December, but do not want to pay until January.



1. To first start using manage payables you must first have an accounts payable account
setup. Go to tools, setup options, and click the Default Acts. Tab.

The Default Accounts are required f

Fund Balance 25300 Unreserved Fund Bal. =
Espenditure Contral {25300 Urreserved Fund Bal, =
Rewvenue Control 25300 Urreserved Fund Bal. -

or Payments and Receipts,

Status] General Default Acts | Record Hetentiun] Encumber F‘D] Print PD] BiIIingf’Invoicel Checking Acts] Elaims] fi¥e s Lnokupl

YouMUST set the FUMD BALAMCE Account and select at least one CASH account .

If you gelect the Expenditure and/or Revenue Control accounts, the
Payments and Receipts will post o thoze accounts instead of Fund

Balance. At the end of year, you

will then need to cloze the

Expenditure and/or Bevenue Control bo the Fund Balance.
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2. If you do not see ACT PAY in the type field, then you need to click on the drop
down in an open space and select that. Next, select the appropriate account and
then in the last column name the account. This name will show up in the payment

batch area.

3. Now you are ready to attach the accounts payable account to your GL Accounts.
Select view on the toolbar and choose View and then Chart of Accounts

4. Click GL Accounts button and then type in your first fund you want to add it to.
Click the add button or press (f5) to bring up this screen.

5. Scroll to find the accounts payable
account and choose the add button
once it's highlighted. Then do the

same steps to all other funds

used.

For: 'General Fund'

Select one or more "BALSHT" [2] ta add
Select Al

[Code [ Crescription

10000

10100 | Cash

10180 | Departmental Cash

10200 | Petty Cazh

10300 | Change Fund

10400 | Investments at Cost

10450 | Interest Receivable on Invest
10500 | Taxes Receivable-Current
10700 | Tames Receivable-Delinguent
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Now you are ready to use the manage payables module. Go to the regular payments area
and create a batch. (The manage payables button is used to look up the payment once it
is created) If the whole batch is going to be accounts payable, select AP as the batch type
and click on the drop down to pick your payable account if it does not show.

Batch dkdkkdk 1 Entriez

Computer Caloulated $30.00

Enter Yaur Total $0.00
Out of Balance | $30.00

[ CashBatch ¥ APBaich
NORWEST CHECKING - |
ACCTS. PaY i
¥ s Emor wizard

LCash Accaount
AP Account

By selecting AP it will default every entry to be that type of entry. However if you want
to create a cash entry for one vendor just switch the Bank or AP shown below to Cash.

E Fund Accounting Payments JANUARY 2002
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Due 02/19/2003 Transaction Date | 01/22/2003
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2.

When creating an open payable you are entering a due date and invoice #. Once
the payment batch is posted accounts payable is credited and the expense account
is debited.

When the check is actually printed and posted cash is credited and accounts
payable is debited.

Example: You can put in an entry in December with a due date of January. Once the

batch is posted and you run the expenditure guideline it will show that you have
expensed that money in December and will be taken out of the budget in December,
but cash will not be affected until you actually print the check in January.



Looking up Open Payables

B Open Payable MAY 2002
All Records

Add(F5] Order by Fields in Blue can be filtered uze right click Find Print Delete
Invoice 88778 Date [ 12/20/2002 Refer [ 0 Posted: ¥ Tupe | |
Yendor |GENEF|.L‘«L OFFICE PRODUCTS j # 3323 Act'r Created 2002
Posted Open &P ]

lhwoice 38778

Hold| Due Date | Amt To Pay| Original Amt| Final | Amt Paid | Typ«
£3 01/20/2002 $50.00 gs0.00 | OO §0.00 E
O 01/20/2002 $100.00 10000 O §0.00 E

>
Faid $0.00  Over/Under $150.00

Record: 14 ] 4 8 4] of &

This is where you can go to see what payments are waiting to be made.

Put a payment on hold so it will not show up in the check writer.

Click on the final box to cancel the entry

If the amount changes that needs to pay, change amount to pay to $25 and then check
the final and it cancel the remaining $25 for the one line entry.
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PRINTING THE CHECKS

Select checks from the main screen

Highlight bank and click checkbook icon

Fill in check date

Enter the AP date that you would like to print your Account Payable checks for.
Example if you select 12-20-05 it will print all checks out there with due dates
including 12-20-05 and before. The only way it will not print is if you have a
hold on something in the manage payables screen.

Print registers

Print Checks

7. Post Checks
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