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5 Purchase Order NOVEMBER 2002

4 nnm # | Name Al Records | S| ¥
AddlF5] Order by Fields in Blue can be filtered use right click Find Print Delete
PO Mbr 0000008 Drate | 100442001 Refer | 0 Posted: [ Twpe | j
Yendor |GENEF|."-‘AL OFFICE FPRODULCTS j B 9323 Act™T Created 20001

Entry l Special Instructions I Comments ] Encumber ]

Fhore # 8004629878 SHIP |Demonstration Detault
Fax # E123687538 To Ship To
2222 TYLER RD
PO BO> 21
[ [ “OUR CITY [05[55555
Tawx Exempt [ Tax Comment
| Required | Ship Yia | Terms | Cther |
| | = | = |
| Oty | Unit | Item | Unit Price | Total | Tax |TP| Aci‘
5 Book Shelves 100.00 F500.00 $32.50 E 101-4100
» 1 Ea SOFTWARE ~|1.995.00 $1.995.00  $129.655 |E 101-4100
#* 4 PN T N /L‘
) | Mew Membership - x

*Uze right click an % R Rental

to add b 3 ]
i Membership Renewal
Record: 14 ] 4 Auditorium Rental

Eye Withess Videos
Eye Withess Books
Book Shelves o

Can print one PO, a range, or all.

Type in an item or pick from drop down list the item you want to order.
Recur items can be set up to put in $ amount, tax, and acct. code automatically,
making the entry of a PO a fast, smooth process. It will put all information

filled in on the recur setup screen. The entry can also be changed once it
comes up on the PO screen. (Recur Screen Shown Below)

Click on the find button to locate a PO by # or name.

Encumber the PO to have it set aside money from the budget. The PO is then
sent to the accounts payable where it is waiting to be paid.

See Sample PO on next page.

Tatal $2.495.00

&=l Setup Recurring Items

Post Recur Calculate Interest
Recur ltems are selected uzing the Description. Tax is used only on Biling Invaice Items.

Recur ltems

Recur | ltem | Amount [ Tp|  ActCode [ Description |Tax£|
| |01 Utility Services 0.00 R B01-37100 WirSales E
| |02 Animal License 30.00 R 101-32240 Animall E
| |03 Park Rental Fee 45.00 R 101-31110 Park Rental |E

04 Building Permit 00.00 R 101-32210 BldgPer E 5
Record: M| 4] T b | M [p]of 19 1 »
Tax Records

Tax| Description: | Percent:| Tp | Act Code | Description
| |[B  SOFTYWARE TAX 6.50%. G |01-203 SalesTax
| |C | SUPPORT TAx 130%. G 01-203 SalesTax
| [D Support Tax Small 1.30%. G |01-203 SalesTax
| B NO TA 000%. G |M-203 SalesTax -
Record: 14 [ 1k |M|pk|ofsS




NOVEMBER 2002

B Fund Accounting Payments

#2 Search Mame |Refer | Invoice | Commnerits |Erar | q}:]
AT &T POBOX 23 144

BAMYON DATA 54 145
GEMEHAL OFFICE 146

| - .~ Bank DIAF’]NDHWEST CHECKIMG ‘_‘v_j |
B =] GENERAL DOFFICE PRODI

FPap Ta 1GENEHAL OFFICE PRODUCTS B3| fanne

. Hi Lite each item to be included. \
Lomanasf Fha= . Ve S ) j Hint uge the: shift kew or control key for mutiple items. Rds
| | CustomerYendaor
- Account Code | = —p— Open Items Only ]
*E 101-41000-102 Cg
IE 101-41400-209 G:JE:IPJ‘V REs —— PO [ Oiriginal &t [ &k Paid [Due [ Camr
iE= 00oa0o&1 $1,995.00 $0.00 $1,995.00 S0F
= LA 00000072 $1.995.00 $0.00 $1.995.00 SO0F1

4

B
Total 1 150,00 Hlnts Right click on “Yendor/Customer to add or change i—‘ J—‘ 1‘_"‘_""2002
o $ Right click or Double click on Account, Double click on Conr Cancel 2000 2001

FReceipts put money in Bank_
Payments take money out of Bank.

® When you want to pay off a purchase order, right click on the pay to name and
select purchase order. A list of PO’s for that vendor will then come up.

® Select which PO(s) you want to pay and click on copy selected records. It will
then put an entry into the batch for you automatically. You can then change the
PO amount if it is different than the original amount. You would then click the
final button and it will zero out the remainder of the purchase order. If you do
not click the final button when changing the amount or make a partial payment
the system will assume it needs to pay the remainder and store that as a balance.



& Purchase Order NOVEMBER 2002

4 numu # | Name &l Recards
AddlFS)  Drder by Fields in Blue can be fikered use right click. Find Print Delete Reset
PONbr 0000072 Dale | D90092003 fcte | 7 Poted ¥ Tooe | =

Yendor IGENEHAL OFFICE PRODUCTS B 9329 iAct YiCreated 2002 |
Entiy _| Speciallnstrucliunsl Commenlsi Posted History |

Tran Name [Year| Period Name | Amount | Account Descr | Batch Name [Check/Re| CHECK Nbr|  Comments | Gl
¥ NGl 2002 NOVEMBER $1.995.00 |E 101-41000-102 office Supplies | PO Enc SOFTWARE 101-25300 U
PO Payment 2002 NOWVEMBER $1.99500 | E 101-41000-102 office Supplies  hbh 1A62003 1000021 | SOFTWARE 101-20200 A

&} print...

%l Sort Ascending

El Sort Descending

% Filter By Selection
Filker Exchuding Selection

W, Remove Filker/Sort
pecord: 14| ¢ | T < T

Shipp\ng| $0.00 Psid 4199500  Over/Under $0.00 Due \ $0.00 |

“Uze right click onYendor/Customer to add or change.

Record: HI‘ I 13 F M }ii’:! of 13
E— —

¢ Easy look up of the history for the purchase order. The history tab
indicates when the PO was created and when or if it was actually paid.

e Also create purchase order reports. A sample of one that we created is on
the next page.

* When looking on any transaction screen within the software you can
search using the
filter for. Right click on the field you want to search and you could search
for any PO, Check #, Date, Batch Name, Amount, etc. Also do any range.

¢ To void a purchase order, look up the PO and click on the posted tab and
then check the final box. It will then zero out the purchase order.



i Setup Options

Status] Generall Default dccounts | Record Retention  Encumber PO | Frint PO | Biling/nwaice Ehecking.&ccounlsl Elairns]

‘When yau switch to nest year how should the previous vears PO's be teated,
Alwayz Current Expensed in Year tey are Paid,
Prior ' ear Expensed in the Year PO was Encumbered Prior Year is posted

|F the ‘Y'ear Encumbered iz Last Year the Expense s for Last pear, to period 13,
dimounts over the last year encumbered will be expensed in the curent Year.

Curtent'Year  As Current Year only. Last pears PO's cannot be accessed in the cunent pear,
Only

AtEnd of Year Encumbrances are;  Encumbered Reserve |2EIEDD Accounts Payable -

Prior Year Enc Reserve |244|JIJ Fund Balance For Enc «

Current Year Only

"When paying a PO, setting the final Payment will Lnencumber the entire PO amaunt and expense the amaunt k
gither the cument year or for Prior Year PO's to the prior year,

In the setup options specify how PO from the previous year are to be
handled at the beginning of the new year.



