Accounts Receivable | nvoice

Setup inthe Master View
- From you main accounts view click on the ‘Mastarttbn.

dit Record: MASTER All fields

EOD AP AR Plu ‘ Misc Options Email
Store Hame [ TETTIENTS
LTSRN 1700 lamers drive AdjustPOS CloseDate = | 0
City | | |
P:m# Communicafion Protocol | Ruby Link
= Ruby Comm Port# 5
1st Master Ruby Nams |
Znd Master Ruby Porté |
Znd Master Ruby Name |
Category Time Out i)
: HAdd/Edi County Ot i ]0—.
County ] [
~ Fee Charge Time Out i
Tax1 Rate ]‘01000
: ]—._ BlueLaw Time Out i]
TaxZRate | 06750
Plu Time Out 0
Tax3 Rate ]‘UUUUU Bromotion Time Gt ]‘5—‘-
Tax4 Ra : e
ax4 Rate 00000 Miari Tt Ot 1‘6—‘
: Deal Time Qut [o
Daity Gross Profit Baze % _
i 2 Map Time Out [o
Gross ProfiiBase % | Softkey Time Out 0
Customer ID Time Out. i)

Remote Scanner Setup

Remote Scanner Pori# |6

Remote Scanner Wodel | HT630

- The first thing you need to make sure you have defiling out the sales tax section.
o If you don't have a county sales tax filled inc&lion ‘View/AddEdit County’ to add
one.
o When the pop-up box appears click on the Add butigrour main toolbar.

& Add: COl All fields

County Code - Must be 4 Charaters ie W45, 1L03
couy e |

Name Rate

Taxt | [.00000 Tax Rates
Tax2 | [.00000 5% = .05

Tax2 | [.00000 5 1% = .055
Tax4 | (00000 5 ¥4% = .0525

o Fillin all the areas, then click on the save butto



- From the master view click on the ‘A-P A-R’ tabtl¢ top of the view.

55 Edit Record: MASTER All fields

EOD AP AR Plu Misc Options J Email
LAST CKet | Finance Rate .00000
STATE ID# Statement Clozing | 08-04-2008
FED D%
Note To Add on Invoices
Social Security Number == |
Check Lo
w Note to Add on Statements
0.00 Printer Type l Dizcount % .0000
: Default MOP. [ Lasti® [0
Invoice Logo Copies To Print |1
Accounts Payable

AP Default 1.0.F.
VendorCheckReporiName

Default GL Numbers
Cost of Goods GL#

AR GLE
AR Discount GL#
Bad Dett GL

o Here you will need to fill out the Accounts Recdileand Invoices sections, which
are both located on the right side of the screen.

o Accounts Receivable

Accounts Receivable

Finance Rate .00000

Statement Closing [08-04-2008 Tax Rates
Note To Add on Invoices 5% = 05
[ 5 %% = .055
Mote to Add on Statements 5 %% = .0525

= Fillin the finance rate. If the rate is 5% theruywould put in .05.
= In the two note boxes, you can type anything tloat want to have on
either your invoices or on you statements.

o Invoices
Printer Type Discount % .0000
Defaut M.OP. [ Last Inv# 0
Invoice Logo | Copies To Print |1

= In the Printer Type section, from the drop-dowhdislect ‘1'.

= If you would like to add a logo on your invoice,thre ‘Invoice Logo; field
put in the exact name of the file you would likeattd. The file has to be in
this folder; c:\\adbmw\backoffice\(File name). Alféibin the ‘Copies to
print section.



1) Go into the accounts view of the Person/Companyayelwcharging.
2) Click on the A/R Invoice button.
3) Gointo add mode.

& Add: INVOICE All fields

Invoice 1 Collection]

__ Invoice# Account# Ticket Number Purchase Order#  Invoice Date _ Resellers

(05047005

Plu | Find PLU | Description Quantity Tax?  Price/lnit Extension

J | A 23261 [Y || PR A{' 8721
i [Discount AExtension |

[Part Number lPart Name Quantity lTaxa Fice/Unit

0 Ma Recards

Last/Comp Name Subtotal | 0.00
First name [ Tax1 [000O0O [ .00
Address! I Tax2 [O0OO0 [ 00
Address2 I Tax3 [.00000 | 00

Phone (920)788-4225
Invoice Total | 0.00

Early Pay Discnt % .0000

(cotesson ] Eary PayDicountAmt. [ 00
Print and Save | Total After Discount .00 |

a. Adding an invoice if they bought gas.
b. Type in the PLU of your NoLead item.
c. Ifin one of your sales you sold 23.261 gallonsioieaded gas and the overall sale price
was $87.21, the price per gallon was $3.749
i. Inthe quantity field put in the number of gallorau sold (23.261).

ii. Inthe Extension field Type in the total price ($8D).

iii. Then if you click in the Price/Unit field it shoukhy the price per gallon
Type in how many gallons they bought in the ‘Quighfield.
In the ‘Extension’ field, type in how much they spe
Press ENTER and it will figure out the Price/Unit.
Click on the add button, to the right of ‘extension
Save
Add any other items that you need.
Each invoice represents one transaction.

T Tsae~oo



5) How to print reports and statements.
a. Reports

i. From your main accounts view click on the Repotttdn.

Il Report Categories E|

Select A Report Press F12 for Video Help File

|Accnunl5 j
Accounts
A[:[:uunls Receivable
Chart of Accounts
Check

Collection

Dept

Employee

Eod

Invoice

Product Codes

Purchases

Time Card - Hours Worked

How to BackUp to your Hard Drive
How to BackUp to a CD

NfA

NfA

NfA

Cancel

i. From the drop down menu select ‘Accounts Receivable
ii. Click ‘OK'.

BN ACCOUNTS RECEIVABLE 3

|AfR Aging =]

* Preview

" Print

@ Detail

" Summary

0K | Cancel

iv. From the drop down list select ‘A/R Aging’ thenesgt the ‘Print’ option.
v. Click ‘OK’.
vi. Select a date and then click ‘OK’



b. Statements
i. To print a statement, from your main accounts vidiek on ‘Functions’.

M Special Functions

Select A Special Function
" Communicate with the Verifone Register
" Communicate with the Remote Scanner
" Checking
# Accounts Receivable and Accounts Payable
" EOD [End of Day]
" New Installation Procedures
” Department
" Software Maintenance
" Administrator Functions

" Plu's

0K Cancel ‘

ii. Selectthe ‘Accounts Receivable and Accounts Payaiption.
ii. Click ‘OK..

B Accounts Receivable & Accounts Payable

Please Select One Of The Following

* Print monthly statements for House Charge Accounts
" Accounts Payable - Pay off invoices due

" Delete Invoice where Invoice Total and Number of ltems = 0

0K | Cancel |

iv. Select the ‘Print Monthly Statements for House @bakccounts’ option.
v. Click ‘OK'.

M Monthly Statements E‘

Please Select One Of The Following

= Print NEV¥ monthly statements for House Charge Accounts

" NpA

0K Cancel

vi. Select ‘Print NEW Monthly Statement For House Cla#gcounts’.
vii. Click ‘OK’.
viii. Select a date and then click ‘OK’.



