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ACCOUNTS PAYABLE

A. VENDOR MAINTENANCE

Type the Screen Jump VM at any menu to get to vendor maintenance.

VM1 CW REALTI ME SCFTWARE CORP VENDOR MASTER MAI NTENANCE 20 Mway 03

VENDOR  NNNNN* NNN.

Ent er VENDOR nunber or

'"?" + NAME to search for simlar-soundi ng names or

'??'+ TEXT to search for partial EXACT spelling of a nane
"?#' + NUMBER to search by phone nunber.

"VEND*?' to search SHI P-FROM entri es.

'?:"+ VENDOR# To See an | ndex By Vendor Number

'?;'+ VENDOR NAME To See an | ndex By Vendor Nane

To pull up avendor already on file or type the vendor number if known or ?? and vendor name to
search, then bring up vendor you need to make changes to.

VM1 CW REALTI ME SCFTWARE CORP VENDOR MASTER MAI NTENANCE 20 Mway 03
VENDOR 10020
1. NAME AKRON BRASS COVPANY 13. START DATE
2. ADDRESS 1 4566 PAYSPHERE Cl RCLE 14. LINE | TEM TAX CD
3. ADDRESS 2 15. ACCT# AT VENDOR 697301
4. CTY CHI CAGO 16. DUE DAYS 30
5. STATE/ COUNTY | L OR DAY OF MONTH
6. ZI P/ POST 60674- 4566 17. VENDOR CLASS REG
7. COUNTRY 18. G L ACCT#
8. PHONE 800-228- 1161
9. FAX NUMBER  800/531-7335 19. PRI MARY EMAI L ADDRESS
10. CONTACT CHERYL STEI NER
11. TITLE CUSTOVER SREVI CE REP
12. SHP VIA BEST WAY 20. ONETI ME VENDOR

ENTER #, (C)REDIT SCREEN, * TO VO D,
D) ELETE, 1)NDEX, N)EXT, P)REV, INF(O), ~ OR RTN TO POST C.

Select number corresponding to field that needs to be changed, make the changes, then ~ (or Enter)
to post and update the changes.

Type C at the prompt if you want to go the credit screen.
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VMD1 CW REALTI ME SOFTWARE CORP VENDOR MASTER MAI NTENANCE 20 May 03
VENDCOR 10020 AKRON BRASS COVPANY 800- 228- 1161
ACCT# AT VENDOR LAST PURCH DATE 16 May 03
1. INACTI VE (Y/ NULL) A/ P BALANCE 15, 305. 16
2. 1099 1D 35-1167154 PREPAYMENT AMT
3. TERMS CODE 30 OPEN P/ O AMT 11, 126. 86
4. PAYMENT HOLD OPEN A/ P AMT 15, 305. 16
5. CHK ADD SUFFI X YTD 1099 AMI 53,451. 70
YTD P/ O AMT 55, 255. 27
LYR P/ O AMT
YTD AMOUNT PAI D 53,451.70
LYR AMOUNT PAI D
YTD DI SC TAKEN 0. 00
LYR DI SC TAKEN
YTD DI SC LOST 0. 00
LYR DI SC LOST
YTD # INV PAI D 56
YTD AVG DAYS TO PAY 32

ENTER #, INF(O, ~ TO POST, * OR RTN FOR MAI N

Either ENTER to return to first screen or ” to post.

To set up anew vendor type the Screen Jump VM. At his point you have two options.
Use the COPY feature to copy vendor information from a similar existing vendor to a new
vendor number
Manually enter a new vendor number and vendor information.

Option 1 - COPY function

Type COPY and ENTER.

VM1 CW REALTI ME SCFTWARE CORP VENDOR MASTER MAI NTENANCE 20 Mway 03

VENDOR  NNNNN* NNN.
(Enter COPY to copy from another vendor)

Ent er VENDOR nunber or

'?" + NAME to search for simlar-soundi ng names or

'??'+ TEXT to search for partial EXACT spelling of a name
"?#' + NUMBER to search by phone nunber.

"VEND*?' to search SHI P-FROM entri es.

"?."+ VENDOR# To See an | ndex By Vendor Nunber

'?;'+ VENDOR NAME To See an | ndex By Vendor Nane
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Type vendor-number you wish to copy from and ENTER. (?-lookup is available).
Type the new vendor-number you want to copy the information to and ENTER.

COPY CW REALTI ME SOFTWARE CORP MASTER COPY - VENDOR#

COPY FROM VENDOR# —  ...... Enter * at COPY FROMto exit

COPY TO VENDOR® ......
Enter * at 'COPY TO to return
to ' COPY FROM pronpt

THE DATA FI ELDS BELOW ARE SPECI FI C TO EACH RECORD AND W LL NOT BE
COPI ED FROM THE ORI G NAL RECORD. PLEASE REVI EW DATA FI ELDS TO ENSURE
THAT ALL NECESSARY | NFORMATI ON EXI STS I N THE NEW RECCORD

DESCRI PTI ON DESCRI PTI ON DESCRI PTI ON

Dat e Last Purchased Year to Date 1099 Anount Last Year Nunmber of Days
Year to Date Paid Amount Year to Date Di scount Pr epaynment Anount

Last Year Paid Anpunt Year to Date Di scount Pr epaynent Check Detail
Qpen | nvoi ce Anpunt Year to Date Nunber of

Pur chase Order Anpunt Year to Date Number of

Year to Date Purchase Last Year Di scount Taken

Last Year Purchase Order Last Year Discount Lost

Shi p- From Suf fi x Last Year Nunber of

Update any fields that need to be changed.
ENTER to post the new vendor record.

COPY CW REALTI ME SOFTWARE CORP MASTER COPY - VENDOR#
VENDOR 77777
1. NAME EMERGENCY ONE, | NC. 13. START DATE
2. ADDRESS 1 C/ O SUN TRUST BANK 14. LINE I TEM TAX CD
3. ADDRESS 2 P O BOX 116135 15. ACCT# AT VENDOR 613198
4. CTY ATLANTA 16. DUE DAYS 30
5. STATE/ COUNTY GA OR DAY OF MONTH
6. ZI P/ POST 30368- 6135 17. VENDOR CLASS REG
7. COUNTRY 18. G L ACCT#
8. PHONE 877/ 746- 3663
9. FAX NUMBER  352/237-2999 19. PRI MARY EMAI L ADDRESS
10. CONTACT RJ. JONES
11. TITLE CRS
12. SHP VIA BEST WAY 20. ONETI ME VENDOR

ENTER #, (C)REDIT SCREEN, * TO VO D,
D) ELETE, 1)NDEX, N)EXT, P)REV, INF(O), ~ OR RTN TO POST
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Option 2 - Manual Entry

Type the number that you wish to use for that vendor, then ENTER. Thiswill bring up a blank
screen to fill in the necessary information for that vendor.

VM1 CW REALTI ME SOFTWARE CORP

VENDOR 20099

ADDRESS 1
ADDRESS 2
aTY

STATE/ COUNTY
ZI P/ POST
COUNTRY
PHONE

FAX NUMBER
CONTACT

TI TLE

SH P VI A

COoNoTRWNE

e
NEO

NAMVE

VENDOR

MASTER MAI NTENANCE 20 Mway 03

13. START DATE
14. LINE | TEM TAX CD
15. ACCT# AT VENDOR
16. DUE DAYS

OR DAY OF MONTH
17. VENDOR CLASS
18. G L ACCT#

05/ 20/ 03

19. PRI MARY EMAI L ADDRESS

20. ONETI ME VENDOR

VMD1 CW REALTI ME SOFTWARE CORP

VENDCOR 20099
1. NAME STANDARD MFG.
2. ADDRESS 1 5840 3RD ST.
3. ADDRESS 2
4. CATY DENVER
5. STATE/ COUNTY CO
6. ZI P/ POST 80921
7. COUNTRY
8. PHONE 303/ 555- 6848
9. FAX NUMBER  303/555-6849
10. CONTACT TI' M DAPPER
11. TITLE
12. SHP VIA

ENTER #, (C)REDIT SCREEN, * TO VO D,
D) ELETE, |)NDEX, N)EXT, P)REV, INF(O),

VENDOR

MASTER MAI NTENANCE 20 May 03

13. START DATE
14. LINE | TEM TAX CD
15. ACCT# AT VENDOR
16. DUE DAYS 30

OR DAY OF MONTH
17. VENDOR CLASS REG
18. G L ACCT#

5100008

19. PRI MARY EMAI L ADDRESS

05/ 20/ 03

20. ONETI ME VENDOR

A~ OR RTN TO POST C
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Some important fields to note here:
Due Days or Day of Month — used by the a/p invoice programs to cal cul ate the due date of
invoices, or the day of the next month that the invoice is due with override alowed during
invoice entry.
Vendor Class - used to separate vendors. Severa reporting and payment functions are
definable by class. Many users set up separate classes for trade, floor plan, prepayments,
etc. Thisisarequired field.
G/L Acct# - thisisadefault g/l account. The ap invoice entry program (without purchase
order) will default the debit entry to this account. Typically used for items such as rent,
utilities or other recurring-type payables. Y ou can always override this account to a
different one if needed, when entering the invoice.
Onetime Vendor — designates this vendor to have ‘sub-vendors’ associated with it. Seethe
Onetime Vendor Section of this manual for further details. Typically one vendor in the
system is set up using thisflag.

After filling in the information, at the bottom of the screen type C for credit to enter information on the
credit screen.

VMD1 CW REALTI ME SOFTWARE CORP VENDOR MASTER MAI NTENANCE 20 May 03
VENDCOR 20099 STANDARD MFG. 303/ 555- 6848
ACCT# AT VENDOR LAST PURCH DATE
1. INACTI VE (Y/ NULL) A/ P BALANCE 0. 00
2. 1099 1D PREPAYMENT AMT
3. TERMS CODE 30 OPEN P/ O AMT
4. PAYMENT HOLD OPEN A/ P AMT
5. CHK ADD SUFFI X YTD 1099 AMI
YTD P/ O AMI
LYR P/ O AMT

YTD AMOUNT PAI D

LYR AMOUNT PAI D

YTD DI SC TAKEN

LYR DI SC TAKEN

YTD DI SC LOST

LYR DI SC LOST

YTD # NV PAI D

YTD AVG DAYS TO PAY 0

ENTER #, INF(O, ~ TO POST, * OR RTN FOR MAI N

Line 3terms code. Thisfield has nothing to do with calculating the due-dates of a/p invoices entered,
just information related to quick pay discount days and quick pay discount percentages. Type” and
ENTER to post and update.
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INQUIRY PROGRAMS

1. VENDOR INQUIRY
Type the Screen Jump VI at any menu to get to Vendor Inquiry.

VMI1Q CW REALTI ME SOFTWARE CORP VENDCR | NQUI RY 20 Mway 03
VENDOR NNNNN* NNN.

Ent er VENDOR nunber or

'"?" + NAME to search for simlar-soundi ng names or

'??'+ TEXT to search for partial EXACT spelling of a name
"?#' + NUMBER to search by phone number.

"VEND*?' to search SHI P-FROM entri es.

"?.'+ VENDOR# To See an | ndex By Vendor Nunber

'?;'+ VENDOR NAME To See an I ndex By Vendor Nane

Y ou can also search avendor by using any of the above listed search codes. If you use “?;,C” it will
pull up every vendor starting with the letter C. This method along with the “?? Method” for an exact
spelling on any word with the name are the most common search methods.

Typein ?? followed by part of vendor name to search.

VMI1Q CW REALTI ME SOFTWARE CORP VENDOR | NQUI RY 20 May 03
VENDOR ?7EMERGENC

Ent er VENDOR nunber or

'"?" + NAME to search for simlar-soundi ng names or

'??'+ TEXT to search for partial EXACT spelling of a nane
"?#' + NUMBER to search by phone nunber.

"VEND*?' to search SHI P-FROM entri es.

"?:'+ VENDOR# To See an | ndex By Vendor Number

'?;'+ VENDOR NAME To See an | ndex By Vendor Nane

VMI1Q CW REALTI ME SOFTWARE CORP VENDOR | NQUI RY 20 May 03
Seq. Vendor Nunber Sear chi ng on EMERGENC

1 EASTERN EMERCGENCY SERVI CES SEM 10171 FAYETTEVI LLE NC

2 EMERGENCY ONE, | NC. 10194 ATLANTA GA

3 EMERGENCY APPARATUS DESI GN, IN 10195 KERNERSVI LLE NC

4 MUNI Cl PAL EMERGENCY SERVI CES 10367 PALATI NE | L

5 NATI ONAL EMERGENCY 10405 ANNANDALE VA

6 SANDHI LLS EMERGENCY SER. 10522 LUVMBERTON NC

7 SOQUTHEASTERN EMERGENCY EQUI PME 10548 WAKE FOREST NC

8 SOUTHEASTERN EMERGENCY 10551 WAKE FOREST NC

9 SUPERI OR EMERGENCY VEHI CLES 10582 RED DEER , ALBERTA

10 EMERGENCY VEHI CLES OF TEXAS 21261 FORT WORTH TEXAS

Enter Seq., * To Exit, PB Page Back, C Change Search, or (RTN) to page.2....
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Typethe sequence number located to the left of the selection you want you want and ENTER.

VMI1Q CW REALTI ME SOFTWARE CORP VENDOR | NQUI RY 20 May 03
VENDCOR 10194

NAVE EMERCGENCY ONE, | NC. START DATE

ADDRESS 1 C/ O SUN TRUST BANK ACCT# AT VENDOR 613198

ADDRESS 2 P O BOX 116135 DUE DAYS 30

aTy ATLANTA OR DAY OF MONTH

STATE/ COUNTY GA VENDOR CLASS REG

ZI Pl POST 30368- 6135 LI NE | TEM TAX CD

COUNTRY ONETI ME VENDOR

PHONE 877/ 746-3663

FAX NUMBER  352/237-2999

CONTACT RJ. JONES

TI TLE CRS

SHI P VI A BEST WAY

G L ACCT#

(PO) OPEN PO, (POH) PO HI ST, (CH)CHECK HI ST, (PH)PMI HI ST, (C)REDIT, (U)SER HI ST,
(TB) TRIAL BAL, (AP)OPEN AP, (APH)AP HI ST, (I)NFO, (EF)EMAIL/FAX, RTN C..

Choices for further inquires are listed on the bottom of the screen. Type C to see the credit inquiry
screen.

VMI1Q CW REALTI ME SOFTWARE CORP VENDOR | NQUI RY 06 Cct 04
VENDCOR 10194 EMERGENCY ONE, | NC. 877/ 746-3663

ACCT# AT VENDOR 613198 LAST PURCH DATE 05 Cct 04

I NACTI VE A/ P BALANCE 875, 409. 06

1099 1D PREPAYMENT AMT

TERMS CODE 16 OPEN P/ O AMT 122,872. 32

PAYMENT HOLD OPEN A/ P AMT 875, 409. 06

CHK ADD SUFFI X YTD 1099 AMI 0. 00
YTD P/ O AMI 954, 461. 40
LYR P/ O AMT 225,371.70
YTD AMOUNT PAI D 484, 073. 58
LYR AMOUNT PAI D 152, 965. 29
YTD DI SC TAKEN 76, 308. 70
LYR DI SC TAKEN 59, 082. 82
YTD DI SC LOST 9, 446. 49
LYR DI SC LOST 6, 043. 58
YTD # INV PAI D 543
YTD # DAYS TO PAY 9, 452
YTD AVG DAYS TO PAY 17
LYR AVG DAYS TO PAY 15

(CH) CHECK HI ST, (PH)PMI HI ST, (PO OPEN PO, (POH)P/ O HI ST, RTN FOR MAI N SCREEN
(TB) TRIAL BALANCE, (AP)OPEN AP, (APH)AP HI ST, (1)NFO, (EF)EMAI L/ FAX .
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The credit screen haslots of handy data on both a current and historical basis— open a/p, open p/o,

Y TD amount paid, etc.

Notice that PREPAYMENT AMT isblank. Prepayments are now stored as negative a/p invoice
records beginning with the letter “U”, much the same as unapplied cash in the accounts receivable
module. These records can be selected for payment just like any other invoice, eliminating the need to
use the separate program to apply prepayments to invoices.

ENTER returns you to the main inquiry screen.

VMI1Q CW REALTI ME SOFTWARE CORP VENDOR | NQUI RY 20 May 03
VENDCOR 10194

NAVE EMERCGENCY ONE, | NC. START DATE

ADDRESS 1 C/ O SUN TRUST BANK ACCT# AT VENDOR 613198

ADDRESS 2 P O BOX 116135 DUE DAYS 30

aTy ATLANTA OR DAY OF MONTH

STATE/ COUNTY GA VENDOR CLASS REG

ZI Pl POST 30368- 6135 LI NE | TEM TAX CD

COUNTRY ONETI ME VENDOR

PHONE 877/ 746- 3663

FAX NUMBER  352/237-2999

CONTACT RJ. JONES

TI TLE CRS

SHI P VI A BEST WAY

G L ACCT#

(PO) OPEN PO, (POH) PO HI ST, (CH)CHECK HI ST, (PH)PMI HI ST, (C)REDIT, (U) SER Hi ST,
(TB) TRIAL BAL, (AP)OPEN AP, (APH)AP HI ST, (1)NFO, (EF)EMAI L/ FAX, RTN AP.

Choices for further inquires are listed on the bottom of the screen. Type AP to see open A/P invoices
that are unpaid. Then ENTER at O for Oldest to Newest or changeto N for Newest to Oldest.
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VMI1Q CW REALTI ME SOFTWARE CORP VENDCR | NQUI RY 20 Mway 03
OPEN A/ P | NVO CES
VENDOR 10194 EMERGENCY ONE, | NC.

INVO CE # | NV DATE DI SC DTE DUE DATE DI SC AWMNT NET AMNT TOTAL A/P  STATUS

10061814 05/07/ 03 05/23/03 05/23/03 0.78 77.30 77.30
10061813 05/ 07/ 03 05/23/03 05/23/03 0. 40 39.76 117. 06
10061812 05/ 07/ 03 05/23/03 05/23/03 0. 58 57. 06 174.12
10061698 05/ 05/ 03 05/21/03 05/21/03 65. 48 6,482.72 6, 656. 84
10061410 04/ 29/ 03 05/15/03 10/26/03 1,214.92 120, 277. 08 126, 933. 92
10059901 03/ 28/ 03 04/13/03 04/27/03 10. 00 990. 00 127, 923. 92

10059972 03/ 23/ 03 04/08/03 09/19/03 1, 286.52 127, 365. 48 255, 289. 40
10059644 03/23/03 04/08/03 09/19/03 1,096.48 108, 551. 52 363, 840. 92

3 03/17/03 03/17/03 04/ 16/03 0.00 0. 00 363, 840. 92
2 03/17/03 03/17/03 04/ 16/03 0. 00 0. 00 363, 840. 92
1 03/17/03 03/17/03 04/ 16/ 03 0. 00 0. 00 363, 840. 92
0 03/14/03 03/14/03 04/13/03 0. 00 0. 00 363, 840. 92
10058795 03/ 05/ 03 03/05/03 09/01/03 0. 00 133, 263. 00 497, 103. 92
10058144  02/21/03 02/21/03 03/23/03 0. 00 64, 647. 00 561, 750. 92

ENTER (P) AGE, (PB)PAGE BACK, * FOR NEXT VENDOR,
A TO REDI SPLAY VENDOR, OR REF. NUMBER FOR A/ P | NQUI RY 10061698. .

Typetheinvoice number in bottom right of screen to display invoice detail.

AP15E CW REALTI ME SOFTWARE CORP A/ P I NVO CE | NQUI RY 20 Mway 03
VENDOR NO 10194 EMERGENCY ONE, | NC CONTACT KIM GUTHRI E
C/ O SUN TRUST BANK TITLE CRS
P O BOX 116135 PHONE  352-861-3626
ATLANTA GA 30368-61
ACCT# AT VENDOR P/ O NUMBER 136715
I NvO CE NO 10061698 RECEI VER NUMBER 151969
I NvO CE DATE 05/ 05/ 03
I N\vO CE AMOUNT 6548. 20 AMOUNT PAI D
TAX AMOUNT NET BALANCE 6482. 72
DI SCOUNTABLE AMI 6548. 20 DI SCOUNT TAKEN
TERMS DI SCOUNT 65. 48 DI SCOUNT LOST
NET AMOUNT 6,482.72 DI SCOUNT BALANCE 65. 48
DI SCOUNT DATE 05/ 21/ 03 PGV SOURCE APO3E
DUE DATE 05/ 21/ 03 DESCRI PTI ON
TRANSACTI ON DATE 05/ 06/ 03 HOLD STATUS
ENTERED DATE 05/06/03 1099 I NvVO CE
LAST PAY DATE ORI G VENDOR#
ORI G TRAN DATE ORI G | NVO CE# OPEN A/ P

ENTER (S)ERI AL# S, (SP)SERIAL# S PAID, (A)CCT DI ST, (O NETIME, (1)TEMS,
(F) UTURE DATI NG, (PH) PAYMENT HI ST, (U) SER HIST, * OR RTN FOR NEXT |
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If thereis a PO attached, type| to see the Purchase Order, then type D to see the detail lines of the
parts ordered.

VMI1Q CW REALTI ME SOFTWARE CORP AP RECEI PTS HI STORY I NQUIRY 20 May 03

VENDOR 10194 EMERCGENCY ONE, | NC. REC DATE 05/06/03

I N\vO CE# 10061698 P/ O# 136715 RECEI VER# 151969

SEQ Qry | TEM M SC ORD REMAIN RECEI VED  PURCHASE EXTENSI ON

ORD D DESCRI PTI ON UOM QTY- DUE TO- DATE PRI CE

001 1 EON- 562055 EA 0 1 4498. 750 4498. 75
REBUI LT SW VEL

002 1 MS-1 EA 0 1 2000. 000 2000. 00
M SC | TEM

ENTER * FOR NEXT | NVO CE#, P TO PAGE DETAIL, PB TO PAGE BACK,
T FOR TOTALS, SEQ FOR DI SPLAY, RTN TO REDI SPLAY HEADER

ENTER twice to return to the invoice screen.

If aserialized apparatus is attached to an A/P invoice, type S to see the S/O# and what type of
apparatus. If it’s paid, type SP to see what serialized item has been paid.

AP15E CW REALTI ME SOFTWARE CORP

VENDOR NO 10194 EMERGENCY ONE,

A/ P I NVO CE | NQUI RY 20 Mway 03

I NC. CONTACT KIM GUTHRI E

C/ O SUN TRUST BANK TITLE CRS
P O BOX 116135 PHONE  352-861- 3626
ATLANTA GA 30368- 6135
ACCT# AT VENDOR P/ O NUVMBER 135840
| \VOl CE NO 10061410 RECEI VER NUMBER 151854
| \VOI CE DATE 04/ 29/ 03
| NVOI CE AMOUNT 121492.00  AMOUNT PAID 0. 00
TAX AMOUNT NET BALANCE 120277. 08
DI SCOUNTABLE AMT 121492.00 DI SCOUNT TAKEN 0. 00
TERVS DI SCOUNT 1214.92 DI SCOUNT LOST
NET AMOUNT 120,277.08 DI SCOUNT BALANCE 1214. 92
DI SCOUNT DATE 05/ 15/ 03 PGM SOURCE APO3E
DUE DATE 10/ 26/ 03  DESCRI PTI ON
TRANSACTI ON DATE 04/ 30/ 03 HOLD STATUS
ENTERED DATE 04/30/03 1099 | NVOI CE
LAST PAY DATE 05/ 02/ 03 ORI G VENDOR#
ORI G TRAN DATE ORI G | NVO CE# OPEN A/ P
ENTER (S)ERI AL# S, (SP)SERIAL# S PAID, (A)CCT DI ST, (O NETIME, (1)TEMS,

(F) UTURE DATI NG, (PH) PAYVENT HI ST,

(U) SER Hi ST,

* OR RTN FOR NEXT
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AP15E CW REALTI ME SOFTWARE CORP A/ P I NVO CE | NQUI RY 20 May 03
VENDOR NO 10194 EMERGENCY ONE, | NC.
I N\vO CE NO 10061410 P/ O NUMBER 135840
I N\vO CE DATE 04/ 29/ 03 AMOUNT PAI D 0. 00
I N\vO CE AMOUNT 121492. 00 NET BALANCE 120277. 08
*** UNPAI D SERI AL NUMBERS ***
PART NUMBER DESCRI PTI ON SERI AL NUMBER
EON+COMPUMP COW  PUMPER 126497

ENTER * FOR NEXT I NVO CE, P TO PACE SERI AL NUMBERS,
(A) CCOUNT DI STRI BUTI ON, RTN TO REDI SPLAY HEADER

To see GL account distribution, type A at this screen or at the first screen of the invoice.

AP15E CW REALTI ME SOFTWARE CORP A/ P I NVO CE | NQUI RY 20 May 03
VENDOR NO 10194 EMERGENCY ONE, | NC.

I N\vO CE NO 10061410 P/ O NUMBER 135840

I N\vO CE DATE 04/ 29/ 03 AMOUNT PAI D 0. 00

I N\vO CE AMOUNT 121492. 00 NET BALANCE 120277. 08
ACCCOUNT NUMBER DESCRI PTI ON AMOUNT

206000 A/ P- REGULAR -121,492. 00

135010 I NVENTORY APPARATUS 121, 492. 00

ENTER * FOR NEXT I NVO CE, P TO PAGE ACCOUNT NUMBERS,
(S)ERIAL#' S, (SP)SERI AL# S PAID, RTN TO REDI SPLAY HEADER

Other inquiries that you will use at the first vendor inquiry screen are CH for check history, PH for
payment history, PO for purchase order display, and APH for all A/P invoices, both paid and unpaid.
Listed below are the results of each one of these inquiries.
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AP16G CW REALTI ME SOFTWARE CORP VENDOR CHECK | NQUI RY 20 May 03
LYR AMI' PAI D

VEND# 10194 EMERGENCY ONE, | NC. YTD AMI PAID 1, 087, 566. 33

SEQ CHECK# CHECK DT CHECK AMOUNT BC MCF CLR DATE

1 048155 05/ 08/ 03 103, 814. 37 01

2 048098 05/ 08/ 03 2,075.71 01

3 048019 05/ 08/ 03 2,094.02 01

4 047990 05/ 02/ 03 8,077.80 01

5 047942 05/ 02/ 03 0. 00 01

6 047922 04/ 29/ 03 50, 000. 00 01

7 047921 04/ 29/ 03 106, 552. 71 01

8 047865 04/ 23/ 03 785.74 01

9 047787 04/ 16/ 03 7,335.13 01

10 047762 04/ 15/ 03 5583, 830. 75 01

11 047760 04/ 11/ 03 113, 388. 00 01

12 047756 04/ 10/ 03 3,757.16 01

13 047711 04/ 10/ 03 0. 00 01

14 047644 03/31/03 844. 91 01

15 047565 03/ 26/ 03 1, 350. 67 01

ENTER (P)AGE, (PB)PAGE BACK, SEQ#, BK * CHECK#, * TOVOD  ..........

AP16F CW REALTI ME SOFTWARE CORP VENDOR PAYMENT | NQUI RY 20 Mway 03
LYR AMI PAI D

VEND# 10194 EMERCGENCY ONE, | NC. YTD AMI' PAID 1, 087, 566. 33

I NvO CE | NvO CE INVOCE CHECK CHECK BK CHECK DI SCOUNT PAY

DATE  NUMBER AMOUNT NUMBER DATE CD AMOUNT  TAKEN DAYS PF
05/ 06/ 03 10061750 66. 42 048098 05/08/03 01 65. 76 0. 66 2 Y
05/ 06/ 03 10061750 66. 42 048019 05/08/03 01 66. 42 2 Y
05/ 06/ 03 10061749 477.10 048098 05/08/03 01 472. 33 4.77 2y
05/ 06/ 03 10061749 477.10 048019 05/08/03 01 477.10 2y
05/ 05/ 03 10061701 58. 36 048098 05/08/03 01 57.78 0. 58 3 Y
05/ 05/ 03 10061701 58. 36 048019 05/08/03 01 58. 36 3 Y
05/ 05/ 03 10061700 18. 88 048098 05/08/03 01 18. 69 0.19 3 Y
05/ 05/ 03 10061700 18.88 048019 05/08/03 01 18. 88 3°Y
05/ 05/ 03 10061699 165. 34 048098 05/08/03 01 163. 69 1.65 3°Y
05/ 05/ 03 10061699 165. 34 048019 05/08/03 01 165. 34 3 Y
05/ 05/ 03 10061697 194. 20 048098 05/08/03 01 192. 26 1.94 3 Y
05/ 05/ 03 10061697 194. 20 048019 05/08/03 01 194. 20 3°Y
05/ 05/ 03 10061696 131. 23 048098 05/08/03 01 129. 92 1.31 3°Y
05/ 05/ 03 10061696 131. 23 048019 05/08/03 01 131. 23 3°Y

ENTER (P) AGE, (PB)PAGE BACK, * FOR NEXT VENDOR,
A TO REDI SPLAY VENDCOR, OR REF. NUMBER FOR INQUIRY ... . ...,
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PCO3H CW REALTI ME SOFTWARE CORP VENDCR | NQUI RY 20 Mway 03
OPEN PURCHASE ORDERS
VENDOR 10194 EMERGENCY ONE, | NC

P/ O ACK DATE REQ DATE PRCDUCT TOTAL ORDER TOTAL

136830 05/ 08/ 03 46. 00 46. 00 PRI NTED
136824 05/ 08/ 03 23.78 23.78 PRI NTED
136799 05/ 07/ 03 33. 80 33. 80 PRI NTED
136787 05/ 06/ 03 114,178.00 114,178. 00 PRI NTED
136786 05/ 06/ 03 0. 00 0. 00 COVPLETE
136774 05/ 06/ 03 0. 00 0. 00 COVPLETE
136772 05/ 06/ 03 12. 26 12. 26 PRI NTED
136770 05/ 06/ 03 0. 00 0. 00 PRI NTED
136755 05/ 05/ 03 0. 00 0. 00 COVPLETE
136748 05/ 05/ 03 0. 00 0. 00 COVPLETE
136744 05/ 02/ 03 0. 00 0. 00 COVPLETE
136733 05/ 02/ 03 0. 00 0. 00 COVPLETE
136732 05/ 02/ 03 0. 00 0. 00 COVPLETE
136729 05/ 02/ 03 0. 00 0. 00 COVPLETE

ENTER (P) AGE, (PB)PAGE BACK, * FOR NEXT VENDOR, ORDER NUMBER FCR | NQUI RY,
A TO REDI SPLAY VENDOR

VMI1Q CW REALTI ME SOFTWARE CORP VENDOR | NQUI RY 20 May 03
A/ P H STORY
VENDOR 10194 EMERGENCY ONE, | NC
I NVO CE# I NV DATE P/ O# DUE DATE DI SC TAKE NET AMNT I N\VO CE AMI'  STATUS
10061749 05/ 06/ 03 05/ 22/ 03 4.77 0. 00 477.10
10061699 05/ 05/ 03 136732 05/ 21/ 03 1.65 0. 00 165. 34
10061750 05/ 06/ 03 136755 05/ 22/ 03 0. 66 0. 00 66. 42
10061701 05/ 05/ 03 136744 05/ 21/ 03 0. 58 0. 00 58. 36
10061700 05/ 05/ 03 136729 05/ 21/ 03 0.19 0. 00 18. 88
10061698 05/ 05/ 03 136715 05/ 21/ 03 6,482.72 6, 548. 20
10061697 05/ 05/ 03 136494 05/ 21/ 03 1.94 0. 00 194. 20
10061696 05/ 05/ 03 136269 05/ 21/ 03 1.31 0. 00 131. 23
10061665 05/ 03/ 03 136733 05/ 19/ 03 1.67 0. 00 167. 36
10061664 05/ 03/ 03 136723 05/ 19/ 03 1.05 0. 00 105. 36
10061663 05/ 03/ 03 136708 05/ 19/ 03 0. 89 0. 00 88. 59
10061662 05/ 03/ 03 136700 05/ 19/ 03 2.21 0. 00 221. 07
10061661 05/ 03/ 03 136605 05/ 19/ 03 0.43 0. 00 42. 66
1006148 04/ 30/ 03 05/ 16/ 03 0. 20 0. 00 20.21

ENTER (P)AGE, (PB)PAGE BACK, * FOR NEXT VENDOR
A TO REDI SPLAY VENDOR, OR REF. NUMBER FOR A/P HISTORY INQUIRY ..........

At each of these separate inquiry screens you can typein the check number, invoice number, PO
number, etc. to see further detail. On the PO screen, if it says complete that means all items have been
received on that purchase order.
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2. A/P INVOICE HISTORY INQUIRY

Type SAPO3 at any menu, and then select line 13 for aquick inquiry to find an A/Pinvoice. Y ou can
enter or search for the invoice number, purchase order number, or receiver report number. Thisis
easier than going through V1 (vendor inquiry) if you know the entire or beginning digits of these
numbers.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Processing 19 Jun 03
13 oWwv DS
SAP03 ENTER SELECTI ON NUMBER: 13 16:10: 22
HS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 I nvoi ce Entry Wt hout Purchase Order
2 Recurring Invoi ce Rel ease
3 Recurring Invoi ce Mintenance
4 Recurring Invoice List
Purchase Orders 5 I nvoice Entry Wth Purchase Order
6 I nvoi ce-P/ O Variance Rpt Detail By Item
7 I nvoi ce- P/ O Variance Rpt Sunmary By |tem
8 I nvoi ce- P/ O Variance Rpt Detail By Vendor
9 I nvoi ce-P/ O Vari ance Rpt Sunmary By Vendor
10 I nvoi ce-P/ O Variance File Purge
11 Invoice Entry Wth Inventory Recei pt
12 Invoice Entry with Recei pt Register
13 AP | nvoice History Inquiry

Select 1 of the 3 choices, then type the exact number or ? and the beginning numbers. In the example
below we will ook up any payable invoice beginning with invoice number 176 or higher.

APO3M CW REALTI ME SOFTWARE CORP AP | NVO CE | NQUI RY 19 Jun 03
ENTER SELECTI ON NUMBER il
1. LOOKUP | NVO CE BY | NvO CE NUMBER (W THOUT THE VENDOR#)
2. LOOKUP | NVO CE BY PURCHASE ORDER NUMBER
3. LOOKUP | NVO CE BY RECEI VER NUMBER

(ENTER | NVO CE# W THOUT VENDOR# OR ? FOLLOWED BY START OF | NVO CE#)
?176.......
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Select the line number to the left to view the invoice.

APO3M CW REALTI ME SOFTWARE CORP AP | NVO CE | NQUI RY 19 Jun 03
Di spl ay of the I NVO CE- AP- XREF tabl e, by Invoice#

SQ Invoice# Vendor # P/ O# Nane Armount Dat e
1 1760 10115 CLASS 1 -940. 36 05/08/03
2 17703 10470 THE PRI NT SHOPPE 0. 80 04/11/03
3 17748 10470 THE PRI NT SHOPPE 10. 75 04/ 28/ 03
4 17749 10470 THE PRI NT SHOPPE 118. 80 04/28/03
5 17963 10191 ELKHART BRASS MFG. -241.79 03/19/03
6 18 10175 136332 EAGLE COVPRESSORS, 73.91 04/16/03
7 180 10586 TAR Rl VER KI WANI S 170. 00 03/27/03
8 18019 10311 KEY PRINTI NG, INC 171. 14 04/ 30/ 03
9 18106 10191 ELKHART BRASS MFG. -1,131.00 04/24/03

10 184172 10515 SQUTH PARK CORPORA 286. 17 04/29/03

11 185532 10112 Cl GNA HEALTH SOURC

12 186667 10576 136274 STRI CKLAND EQUI PME 1, 278.84 03/24/03

18 2 10194 135537 EMERGENCY ONE, | NC 0. 00 03/17/03

(O HANGE, (P)AGE, (B)ACK, (I)NDEX, (T)OGGLE, (R)ETURN, * TO VOID, SEQ#¢ 1....

AP15E CW REALTI ME SOFTWARE CORP A/ P I NVO CE | NQUI RY 19 Jun 03
VENDOR NO 10115 CLASS 1 CONTACT SALES
TI TLE
5794 COLLECTI ON CENTER DR PHONE 800/ 553- 3569
CHI CAGO I L 60693
ACCT# AT VENDOR P/ O NUMBER
I N\vO CE NO 1760 RECEI VER NUMBER
I NvO CE DATE 05/ 08/ 03
I NvO CE AMOUNT - 940. 36 AMOUNT PAI D
TAX AMOUNT NET BALANCE - 940. 36
DI SCOUNTABLE AMI - 940. 36 DI SCOUNT TAKEN
TERMS DI SCOUNT 0. 00 DI SCOUNT LOST
NET AMOUNT - 940. 36 DI SCOUNT BALANCE 0. 00
DI SCOUNT DATE 05/ 08/ 03 PGM SOURCE APO3A
DUE DATE 06/ 07/ 03 DESCRI PTI ON
TRANSACTI ON DATE 05/ 08/ 03 HOLD STATUS
ENTERED DATE 05/08/03 1099 I NvA CE
LAST PAY DATE ORI G VENDOR#
ORI G TRAN DATE ORI G | NVO CE# OPEN A/ P

ENTER (S)ERI AL# S, (SP)SERIAL# S PAID, (A)CCOUNT DI STRI BUTION, (1) TEMS,
(F) UTURE DATI NG, (PH) PAYMENT HI ST, (U)SER HI ST, * OR RTN FOR NEXT
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3. A/P CHECK INQUIRY

The A/P check inquiry program (SAP16 #6) alows a user to lookup a/p checks even if they don’t
know the vendor it was written to.

SCREEN CW REALTI ME SOFTWARE CORP Paynment Hi story Processing 06 Cct 04

1 BCP- TEST6 KAS
SAP16 ENTER SELECTI ON NUMBER: 6 19: 55: 08
HS
FUNCTI ON NVBR DESCRI PTI ON
Select Printer
Vendor | nvoice Paynment |nquiry
Payment Hi story Report For Checks
Payment Hi story Report For |nvoices
Paynment Hi story Purge
Vendor Paynent Displ ay
A/ P Check Inquiry

Ok, WNEO

Type the bank code and ENTER (?-lookup is available). Type the check number and ENTER.

AP16H CW REALTI ME SOFTWARE CORP A P CHECK | NQUI RY 06 Cct 04
1. ENTER BANK CODE X 01
2. ENTER CHECK NUMBER X 222222

The regular check inquiry screen is displayed, including the option to branch out to view the
underlying a/p invoices that were paid with the check.

AP16H CW REALTI ME SOFTWARE CORP VENDOR CHECK | NQUI RY 06 Cct 04
LYR AMI' PAI D
VEND# 2 VENDOR # 2 YTD AMI' PAI D 64, 331. 32
CHECK# CHECK DT CHECK AMOUNT BC MCF CLR DATE
222222 04/ 26/ 04 2,020. 20 o1 P

ENTER (1) NVOI CES, (O)NETIME VENDOR | NFO, RTN TO EXI T

. Realtime Software Corporation / Page 16
Accounts Payable - Operations Manual v2.0




Realtime Software Corporation - Accounts Payable Operations Manual

ACCOUNTS PAYABLE
C. INVOICE ENTRY WITHOUT PO

1. REGULAR A/P INVOICE ENTRY

Type the Screen Jump AP at any menu to enter A/P invoices that do not have purchase orders.

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 07 Cct 04

VENDOR  XXXXXX* NNN

Type ?? followed by part of vendor name to search.

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 07 Cct 04

VENDOR ?7?BEST* NNN

Then select the number to the left of the vendor name you want and ENTER.

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 07 Cct 04
Seq. Vendor Nunber Sear chi ng on BEST
1 BEST STUFF 2 COON RAPI DS MN USA

Enter Seq., * To Exit, PB Page Back, C Change Search, or (RTN) to page. 1...

A blank invoice screen will come up and you fill in the correct information. The system will not
allow you to enter duplicate invoice numbers for the same vendor number.
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APO3A CW REALTI ME SOFTWARE CORP AP | NVOI CE ENTRY 07 Cct 04
VENDOR 2 BEST STUFF CONTACT X
123 WEST SOUTH STREET TI TLE
APARTMENT # 7/ 8THS PHONE  111/222-3333
COON RAPI DS MN 12345
ACCT# AT VENDOR 100001 TERVS DI SCOUNT PERCENT DAYS DAY/ MON
DUE DAYS 10 DAY/ MON
1. INNOCE ...,
2. | NVOl CE DATE
3. AVOUNT DUE
4. TAX AMOUNT
5. DI SCOUNTABLE AMI PRODUCT AMOUNT
6. TERVB DISC (% $) $
NET AMOUNT
7. DI SCOUNT DATE 10. DESCRI PTI ON
8. DUE DAYS/ DATE 11. HOLD STATUS
9. TRANSACTI ON DATE 12. 1099 | NVOI CE
13. CUST P.O
APO3A CW REALTI ME SOFTWARE CORP AP | NVOI CE ENTRY 07 Cct 04
VENDOR 2 BEST STUFF CONTACT X
123 WEST SOUTH STREET TI TLE
APARTMENT # 7/ 8THS PHONE  111/222- 3333
COON RAPI DS MN 12345
ACCT# AT VENDOR 100001 TERVS DI SCOUNT PERCENT DAYS DAY/ MON
DUE DAYS 10 DAY/ MON
1. INVO CE 185532
2. | NVOl CE DATE 09/ 30/ 04
3. AVOUNT DUE 384. 45
4. TAX AMOUNT
5. DI SCOUNTABLE AMT PRODUCT AMOUNT 384. 45
6. TERVB DISC (% $) $
NET AMOUNT 384. 45
7. DI SCOUNT DATE 10. DESCRI PTION NEW STUFF FOR BLDG
8. DUE DAYS/ DATE 10/10/04 11. HOLD STATUS
9. TRANSACTI ON DATE 09/30/04 12. 1099 | NVO CE
13. CUST P.0O

ENTER #, S)ERIAL# S, T)AX ANALYSIS, F)UTURE DATING *=VO D OR RTN TO CONT
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Notice that the due date fills in automatically based on the vendor being set up with 10 due days. If
prompt 8 is called up, the user can enter either a number of days (if invoice is do in 60 days you can
enter 60) or the user can override the actual date. Line 10 description is not required and generaly is
left blank if it is parts or purchase order related. When you type into thisfield it will print on the check
when paid.

If thisinvoiceis for payment of serialized inventory received (other than by PO) and you want to link
serial number records to thisinvoice you can do so here. TypeSand ENTER.
Type the item* serial combinations and ENTER. After you have entered the last one, ENTER
again. If you make amistake, type the item* serial combination again and ENTER, then answer Y
and ENTER when asked to delete. Multiple serial number records can be linked to one payable
invoice.

APO3A CW REALTI ME SOFTWARE CORP AP | NVOI CE ENTRY 07 Cct 04
VENDOR 2 BEST STUFF CONTACT X
123 WEST SOUTH STREET TI TLE
APARTMENT # 7/ 8THS PHONE  111/222-3333
COON RAPI DS MN 12345
ACCT# AT VENDOR 100001 TERVS DI SCOUNT PERCENT (.0X) DAYS Y DAY/ MON Y
DUE DAYS 10 DAY/ MON
1. INVO CE 185532
2. | NVOl CE DATE 09/ 30/ 04
3. AVOUNT DUE 384. 45
4. TAX AMOUNT
5. DI SCOUNTABLE AMI PRODUCT AMOUNT 384. 45
6. TERVB DISC (% $) $
NET AMOUNT 384.45 ENTER SERI AL- MASTER RECORD [P = PAGE]
EON+CUSPUVP* 123456, . . .. . oo oo
7. DI SCOUNT DATE
8. DUE DAYS/ DATE 10/ 10/ 04
9. TRANSACTI ON DATE 09/ 30/ 04
ENTER #, S)ERIAL# S, T)AX ANALYSI S, F)UTURE DATING *=VO D OR RTN TO CONT S

If the vendor has offered you the option to make multiple payments on multiple dates against the
invoice, you can enter the payment information here using the F)uture dating option. Type F and
ENTER.
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APO3A CW REALTI ME SOFTWARE CORP AP | NVOI CE ENTRY 07 Cct 04
VENDOR 2 BEST STUFF CONTACT X
123 WEST SOUTH STREET TI TLE
APARTMENT # 7/ 8THS PHONE  111/222-3333
COON RAPI DS MN 12345
ACCT# AT VENDOR 100001 TERVS DI SCOUNT PERCENT (.0X) DAYS Y DAY/ MON Y
DUE DAYS 10 DAY/ MON
1. INVO CE 185532
2. | NVOl CE DATE 09/ 30/ 04
3. AVOUNT DUE 384. 45
4. TAX AMOUNT
5. DI SCOUNTABLE AMI PRODUCT AMOUNT 384. 45
6. TERVB DISC (% $) $
ENTER FUTURE DATES AND AMOUNTS [~ = PAGH]
NET AMOUNT 38 MM DD/ YY
7. DI SCOUNT DATE
8. DUE DAYS/ DATE 10/ 10/ 04 - - BALANCE- -
9. TRANSACTI ON DATE 09/ 30/ 04 384. 45
ENTER #, S)ERIAL# S, T)AX ANALYSI S, F)UTURE DATING *=VO D OR RTN TO CONT F

Input the schedule of dates and amounts until the balance equals 0.00. ENTER to continue.

APO3A CW REALTI ME SOFTWARE CORP AP | N\VO CE ENTRY 07 Cct 04
VENDOR 2 BEST STUFF CONTACT X
123 WEST SOUTH STREET TI TLE
APARTMENT # 7/ 8THS PHONE  111/222- 3333
COON RAPI DS MN 12345
ACCT# AT VENDOR 100001 TERVS DI SCOUNT PERCENT (.0X) DAYS Y DAY/ MON Y
DUE DAYS 10 DAY/ MON
1. INVO CE 185532
2. | NVO CE DATE 09/ 30/ 04
3. AMOUNT DUE 384. 45
4. TAX AMOUNT
5. DI SCOUNTABLE AMT PRODUCT  AMOUNT 384. 45
6. TERVS DISC (% $) $
ENTER FUTURE DATES AND AMOUNTS [~ = PAGH]
NET AMOUNT 38 MV DD/ YY 10/ 10/ 04 100. 00
11/ 10/ 04 100. 00
7. DI SCOUNT DATE 12/ 10/ 04 100. 00
8. DUE DAYS/ DATE 10/ 10/ 04 --BALANCE--  01/31/05 84. 45
9. TRANSACTI ON DATE 09/ 30/ 04 0. 00

ENTER #, S)ERIAL# S, T)AX ANALYSI S, F)UTURE DATING *=VO D OR RTN TO CONT F
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ENTER to continue to g/l account entry

Thetotal amount of the invoice will load automatically against the first G/L account line. If the entire
invoice amount is not going to just one account, change the amount and then enter the next GL
account and amount until the balance to distribute is zero.

APO3A CW REALTI ME SOFTWARE CORP A/ P | N\VO CE ENTRY 07 Cct 04
VENDOR 2 BEST STUFF
| N\VO CE 185532
BALANCE TO
G L ACCOUNT AMOUNT DI STRI BUTE
ENTER 2 5700003 384. 45
DESCRI PTI ON: | NSURANCE HEALTH PARTS
COMMVENT .
S/ N CODE:
S/' N KEY: DEBI TS CREDI TS
1 206000 A P- REGULAR 384. 45

ENTER LI NE#, T)AX ANALYSIS, H)EADER, * TO VO D, P)AGE, OR ~ TO POST

If you already have adefault GL account loaded in the vendor account, it will pre-load automatically.
If you know the G/L account you can typeit and ENTER

If you need to search a GL you can “type ?” with as many starting digits as you know it starts with (all
expenses start with 5 in this case).

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 07 Cct 04
VENDCR 2 BEST STUFF
I N\vO CE 185532
BALANCE TO
G L ACCOUNT AMOUNT DI STRI BUTE
ENTER 225 384. 45
DESCRI PTI ON:
COMVENT:
S/ N CODE:
S/' N KEY: DEBI TS CREDI TS
1 206000 A P- REGULAR 384. 45

ENTER LI NE#, T)AX ANALYSIS, H)EADER, * TO VO D, P)ACE, OR * TO POST
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Then select the line you want.

APO3A CW REALTI ME SOFTWARE CORP A/ P | N\VO CE ENTRY 07 Cct 04
Di spl ay of the CHART- OF- ACCOUNTS table, by Account#

SQ Account# Descri ption Flag BB C/ D
1 5700002 | NSURANCE HEALTH EQUI PMENT A D
2 5700003 | NSURANCE HEALTH PARTS A D
3 5700004 | NSURANCE HEALTH SHOP A D
4 5700006 | NSURANCE HEALTH MOBI LE1 A D
5 5700007 | NSURANCE HEALTH MOBI LE 2 A D
6 5700008 | NSURANCE - HEALTH A D
7 5700999 | NSURANCE HEALTH N D
8 5720008 | NSURANCE LI ABI LITY A D
9 5750008 | NSURANCE LI FE A D

10 5770001 I NS. WORKERS COWP APPARATUS A D

11 5770002 I NS WORKERS COVP EQUI PMENT A D

12 5770003 I NS WORKERS COVP PARTS A D

13 5770004 I NS WORKERS COWP - SHOP A D

14 5770005 I NS WORKERS COVP SERVI CE NEWA A D

(C) HANGE, (P)AGE, (B)ACK, (1)NDEX, (T)OGGLE, (R ETURN, * TO VO D, SEQ¥# 2....

Then type description if needed for each g/l account line. If not ENTER to continue.

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 07 Cct 04
VENDCR 2 BEST STUFF
I N\vO CE 185532
BALANCE TO
G L ACCOUNT AMOUNT DI STRI BUTE
ENTER 2 5700003 384. 45
DESCRI PTI ON: | NSURANCE HEALTH PARTS
COMMVENT:
S/ N CODE:
S/' N KEY: DEBI TS CREDI TS
1 206000 A/ P- REGULAR 384. 45

ENTER LI NE#, T)AX ANALYSIS, H)EADER, * TO VO D, P)ACE, OR * TO POST
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If you have G/L account numbers with delimiting characters, (e.g. ‘-°), you can enter any portion of the
account number and alist of accounts to choose from will be displayed. Then select theline you
want.

APO3A CW REALTI ME SOFTWARE CORP A P | N\VO CE ENTRY 07 COct 04
VENDOR 2 BEST STUFF
| N\VOI CE 185532
BALANCE TO
G L ACCOUNT AMOUNT DI STRI BUTE
ENTER 2 1000 384. 45
SEQ ACCOUNT NUMBER ACCOUNT DESCRI PTI ON FLAG BB C/D
1 1000 TEST A Y D
2 10000. 1000 Sterling Bank A Y D
ENTER (P)AGE, (PB) PAGE BACK, SEQ TO SELECT OR * TOEXIT
When done the system will take you to the change line.
APO3A CW REALTI ME SOFTWARE CORP A P | N\VO CE ENTRY 07 COct 04
VENDOR 2 BEST STUFF
| N\VOI CE 185532
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 4 0.00
DEBI TS CREDI TS
1 206000 A P- REGULAR 384. 45
2 5700003 | NSURANCE HEALTH PART 246. 48
3 5700004 | NSURANCE HEALTH SHOP 137.97

ENTER LI NE#, T)AX ANALYSIS, H)EADER, * TO VO D, P)AGE, OR * TO POST ~*

When finished ~ to post. The screen will be at a blank invoice screen with the same vendor to continue
entering invoices for that vendor. ENTER to return to vendor screen if you need to select a new
vendor.
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ACCOUNTS PAYABLE

C. INVOICE ENTRY WITHOUT PO

2. SPECIAL COSTING LINKED TO SERIAL RECORDS

When entering A/P invoices, there is an option available that allows expensesto be linked with
apparatus which have serial numbers using the S/O# or serial number assigned by the manufacturer. It
will aso enable you to add value to the cost of the apparatus by using adifferent code. The two code
categories are EXP for expenses, which will give historical tracking only, and ADD, which will add
inventory value to a specific apparatus.

To use thisoption it requires the serial master record of the apparatus. This consists of the prefix and
part number, an asterisk, and the serial (or SO) number. An example of aserial master record is
EON+COMPUMP*127232. If seria number 127232 only exists once in the system, you can enter just
the serial number (127232). All invoices and/or receipts should be coded with the SO # if they areto
be linked through A/P. They should aso noteif itis EXP or ADD aswell

Type the Screen Jump AP at any menu. The basic entry is the same as the previous section.

APO3A CW REALTI ME SOFTWARE CORP AP | NVO CE ENTRY 23 May 03
VENDOR 10035 AVERI CAN EXPRESS CONTACT
TI TLE
SUl TE 0001 PHONE
CHI CAGO | L 60679- 0001
ACCT# AT VENDOR TERVS DI SCOUNT PERCENT 0.000 DAYS 0 DAY/ MON
DUE DAYS 30 DAY/ MON
1. INVO CE 15888835
2. | NVOl CE DATE 05/ 23/ 03
3. AVOUNT DUE 648. 36
4. TAX AMOUNT
5. DI SCOUNTABLE AMT 648. 36 PRODUCT AMOUNT 648. 36
6. TERVB DISC (% $) $ 0. 00
NET AMOUNT 648. 36
7. DI SCOUNT DATE 05/23/03 10. DESCRI PTION TRAVEL EXP.
8. DUE DAYS/ DATE 06/22/03 11. HOLD STATUS
9. TRANSACTI ON DATE 05/23/03 12. 1099 | NVO CE

13. CUST P. O
ENTER #, S)ERIAL# S, T)AX ANALYSIS, *=VO D, » OR RTN TO CONT
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Type the GL account, the comment, and the correct code. In this case we want to track an expense for
historical purposes to an apparatus being sold to a customer. Type EXP for the SN Code, then the
serial master record. The amount will fill in automatically. Change amount if different. The EXP code
can be used even after an apparatusis billed to the customer.

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 23 May 03
VENDOR 10035 AMERI CAN EXPRESS
I N\VO CE 15888835
BALANCE TO
G L ACCOUNT AMOUNT DI STRI BUTE
ENTER 2 4041001............. 568. 00 648. 36
DESCRI PTI ON:  TRAVEL- APPARATUS
COMMENT:  JCHN, Al RFARE, CONVAY FI RE
S/'N CODE: EXP
S/'N KEY: EON+COVPUMP* 127232 DEBI TS CREDI TS
1 206000 A P- REGULAR 648. 36

ENTER LI NE#, T)AX ANALYSIS, H)EADER, * TO VO D, P)AGE, OR ~ TO POST

If more than one GL, continue entering. If there is a portion of the invoice that does not link to a seria
number, leave S/N code blank and proceed to the amount. Then ” to post when finished.

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 23 May 03
VENDOR 10035 AVERI CAN EXPRESS
I N\VO CE 15888835
BALANCE TO
G L ACCOUNT AMOUNT DI STRI BUTE
ENTER 3 4042001 80. 36 80. 36
DESCRI PTI ON:  MEALS- APPARATUS
COMMENT:  JOHN, MEALS, CONVAY FI RE
S/'N CODE: EXP EXPENSE
S/'N KEY: EON+COVPUMP* 127232 DEBI TS CREDI TS
1 206000 A/ P- REGULAR 648. 36

2 4041001 TRAVEL- APPARATUS 568. 00

ENTER LI NE#, T)AX ANALYSIS, H)EADER, * TO VO D, P)AGE, OR ~ TO POST
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To enter an A/P invoice that adds value, begin the same way as above until you reach the S/N code.
Then type ADD for the code, then the serial record.

APO3A CW REALTI ME SOFTWARE CORP AP | NVOI CE ENTRY 23 May 03
VENDOR 10237 FOX | NTERNATI ONAL CONTACT
TI TLE
PHONE
ACCT# AT VENDOR TERVS DI SCOUNT PERCENT 0.000 DAYS 0 DAY/ MON
DUE DAYS 30 DAY/ MON
1. INVO CE 385116
2. | NVOl CE DATE 05/ 23/ 03
3. AVOUNT DUE 200. 00
4. TAX AMOUNT
5. DI SCOUNTABLE AMT 200. 00 PRODUCT AMOUNT 200. 00
6. TERVB DISC (% $) $ 0. 00
NET AMOUNT 200. 00
7. DI SCOUNT DATE 05/23/03 10. DESCRI PTION APPARATUS FRT
8. DUE DAYS/ DATE 06/22/03 11. HOLD STATUS
9. TRANSACTI ON DATE 05/23/03 12. 1099 | NVO CE

13. CUST P.O
ENTER #, S)ERIAL# S, T)AX ANALYSIS, *=VO D, » OR RTN TO CONT

If aseria record is entered that is already invoiced to the customer, it will warn you with a message
that the apparatus is not on hand. The inventory must be in stock and not billed to the customer yet to
enter an ADD type of cost that increases the cost value of the truck. Be sure all costs of thistype are
entered befor e billing the truck to the customer. Parts and equipment will be on an internal sales order
to add to the cost of the truck. A/P invoice entry with ADD codeis used for misc. types of costs that
are to be added.

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 23 May 03
VENDOR 10237 FOX | NTERNATI ONAL
I N\VO CE 385116
BALANCE TO
G L ACCOUNT AMOUNT DI STRI BUTE
ENTER 2 135010 200. 00
DESCRI PTI ON: | NVENTORY APPARATUS
COMMENT: | NBOUND FRT, TRK FOR AFTON FI RE
S/'N CCDE: ADD ADDED VALUE
SN KEY: DEBI TS CREDI TS
1 206000 A P- REGULAR 200. 00

ENTER LI NE#, T)AX ANALYSIS, H) EADER, * TO VO D, P)AGE, OR ~ TO POST
EON+COVPUMP* 126292 NOT ON HAND
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NOTE: The g/l account entered on an “ADD” entry will automatically be washed out by the system.
When using the ADD code, the payables system will debit the g/l account entered and credit the A/P
account. The system will then automatically generate a second set of g/l entries as it raises the on hand
value of the serial numbered record. This second entry debits the inventory account related to the S/N
key and credits the entered g/l account. The net accounting effect is zero to the g/l account entered, a
debit to inventory and a credit to accounts payable.

When finished with entry, ~ to post.

APO3A CW REALTI ME SOFTWARE CORP A/ P I NVO CE ENTRY 23 May 03
VENDOR 10237 FOX | NTERNATI ONAL
I N\VO CE 385116
BALANCE TO
G L ACCOUNT AMOUNT DI STRI BUTE
ENTER 2 135010 200. 00 200. 00
DESCRI PTI ON: | NVENTORY APPARATUS
COMVENT: | NBQUND FRT, TRK FOR AFTON FI RE
S/'N CODE: ADD ADDED VALUE
S/'N KEY: EON+ALAD* 125806 DEBI TS CREDI TS
1 206000 A P- REGULAR 200. 00

ENTER LI NE#, T)AX ANALYSIS, H)EADER, * TO VO D, P)AGE, OR ~ TO POST

To seeinformation later on what serial records were used for an A/P invoice, go to Vendor Inquiry
(V1) and A/P Invoice History (APH). Select the invoice number, then A for account distribution.

AP15E CW REALTI ME SOFTWARE CORP A/ P I NVA CE | NQUI RY 23 May 03
VENDOR NO 10237 FOX | NTERNATI ONAL
I N\vO CE NO 385116 P/ O NUMBER
I NvO CE DATE 05/ 23/ 03 AMOUNT PAI D
I NvO CE AMOUNT 200. 00 NET BALANCE 200. 00
ACCOUNT NUMBER DESCRI PTI ON AMOUNT
206000 A P- REGULAR - 200. 00
135010 | NVENTORY APPARATUS 100. 00

ADD | NBOUND FRT, TRK FOR AFTON FI RE EON+ALAD 125806
4042001 MEALS- APPARATUS 100. 00

EXP  JACK, CARSON VOL FI RE EON+COMPUMP 126292

ENTER * FOR NEXT INVA CE, P TO PAGE ACCOUNT NUMBERS,
(S)ERIAL#' S, (SP)SERI AL# S PAI D, RTN TO REDI SPLAY HEADER
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ACCOUNTS PAYABLE
D. INVOICE ENTRY WITH PO

1. REGULAR INVOICE ENTRY WITH PO

Type the Screen Jump APPO at any menu to enter A/P invoices that have purchase orders. The PO#
and RR# (receiver number) should be on the packing list for your reference.

APO3E CW REALTI ME SOFTWARE CORP I N\VO CE ENTRY WTH P/ O 20 Mway 03

PURCHASE ORDER NO 136900

If the PO does not pull up and you get the message stated below, it could mean several things. Y ou
typed the wrong PO#, the PO as not been received and completed, or the PO has been recently
received and has not been updated for A/P invoices. This update istypically run during the end of day
batch but also can be run manually at any time. If you run the updates and it still doesn’t pull up it may
be that the A/P invoice has already been entered to that PO.

APO3E CW REALTI ME SOFTWARE CORP I N\VO CE ENTRY WTH P/ O 20 May 03

PURCHASE ORDER NO ......

136900 NOT | N PURCHASE/ ORDER- AWAI TI NG- | NVOI CE- KEY FI LE

At any menu type SPO11 and then select 2 and type the profile DAILY and Y to execute.

SCREEN CW REALTI ME SOFTWARE CORP Recei pts Processing 07 Cct 04
17 CWv DS
SPOL1 ENTER SELECTI ON NUMBER: 2 18:51: 48
AS
FUNCTI ON NMVBR DESCRI PTI ON
0 Sel ect Printer
1 Purchase Order Receipts Entry
2 Purchase Order Recei pts Report
3 Status Anal ysis Report
4 Recei pts Status Change/ Reject Entry
5 Recei pts Status Change/ Rej ect Report
6 Dai ly Purchase Order Receipts Register
7 Recei pts Booked Distribution Report
8 P/ O Recei pts Total s Mi nt enance
9 P/ O Recei pts Totals Report
10 P/ O Recei pts Pending I nvoi ces Report
11 Material Traveler Print
12 Partially Processed Receipts Status Report
13 P/ O Recei pts Standard Cost Update
14 Open P/ O Recei pts/ Rejection Inquiry
15 Purchase Order Recei pts Rei nstat enent
16 Recei ver Re-Print
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POL1B CW REALTI ME SOFTWARE CORP  PURCHASE ORDER RECEI PTS REPORT 07 Cct 04
0. ENTER PROFILE TO USE DAILY DESC - DAILY BATCH

1. ENTER REPORT NUMBER OR ALL C 1 REPORT BY PURCHASE CORDER NUMBER

ENTER #, S)AVE PROFILE, * TOVO D, OR'Y TO EXECUTE Y..

Then select 6 and type Y to execute.

SCREEN CW REALTI ME SOFTWARE CORP Recei pts Processing 07 Cct 04
17 CWv DS
SPOL1 ENTER SELECTI ON NUMBER: 6 18:51: 48
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Purchase Order Receipts Entry
2 Purchase Order Receipts Report
3 Status Anal ysis Report
4 Recei pts Status Change/ Reject Entry
5 Recei pts Status Change/ Rej ect Report
6 Dai ly Purchase Order Receipts Register
7 Recei pts Booked Distribution Report
8 P/ O Recei pts Total s Mai nt enance
9 P/ O Recei pts Totals Report
10 P/ O Recei pts Pending I nvoi ces Report
11 Material Traveler Print
12 Partially Processed Receipts Status Report
13 P/ O Recei pts Standard Cost Update
14 Open P/ O Recei pts/Rejection Inquiry
15 Purchase Order Recei pts Rei nstat enent
16 Recei ver Re-Print
POL1F CW REALTI ME SOFTWARE CORP  DAILY P/ O RECEI PTS REG STER 07 Cct 04
ENTER # TO CHANGE, * TOVAO D, OR'Y TO EXECUTE Y.
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When the PO pulls up correctly, it will also show you the receiving report number which should match
the number on your packing slip. Sometimes there can be more than one receiving number for the
same PO. If more than one displays at this screen, select the one you want or select all.

APO3E CW REALTI ME SOFTWARE CORP I N\VO CE ENTRY WTH P/ O 07 Cct 04

PURCHASE ORDER NO 135687
RECEI VI NG REPORT NO 151134

Enter the information the same as A/P invoices without PO’s. Be sure that the vendor tied to the PO is
the correct one. If you need to change the vendor * to exit and follow the instructionsin section D.
below to change a vendor for a PO receipt.

APO3E CW REALTI ME SOFTWARE CORP I N\VOl CE ENTRY W TH P/ O 07 Cct 04
PURCHASE ORDER NO 135687 RECEI VI NG REPORT NO 151134 DATED 09/ 09/ 04
VENDOR NO 10208 FEDERAL S| GNAL CORP. CONTACT
TI TLE
96631 COLLECTI ON CENTER DRI VE PHONE 708/ 534- 3400
CHICAGO I L 60693- 6631
ACCT# AT VENDOR TERVS DI SCOUNT PERCENT 0.000 DAYS 0O DAY/ MON
DUE DAYS 30 DAY/ MON
1. INVOCE NO ., PRODUCT TOTAL 844. 96
2. | NVO CE DATE 13. DISCOUNT (% $) $
3. | NVO CE AMOUNT 14. FREI GHT
4. TAX AMOUNT 15. M SC
5. DI SCOUNTABLE AMT 16. ORD TAX (% $) $
6. TERVS DISC (% $) $
NET AMOUNT 0. 00 RECEI PT TOTAL 844. 96
7. DI SCOUNT DATE 10. DESCRI PTI ON
8. DUE DAYS/ DATE 11. HOLD STATUS
9. TRANSACTI ON DATE 12. 1099 | NVO CE

Notice how the invoice amount is a different amount than the product total to theright. If you want to
look at the items on the PO to see where the differenceis, type A to adjust items.

For an explanation of the S)erial#’s and F)uture dating options, see the Invoice Entry Without PO
section above.

. Realtime Software Corporation / Page 30
Accounts Payable - Operations Manual v2.0




Realtime Software Corporation - Accounts Payable Operations Manual

APO3E CW REALTI ME SOFTWARE CORP I N\VOl CE ENTRY W TH P/ O 07 Cct 04
PURCHASE ORDER NO 135687 RECEI VI NG REPORT NO 151134 DATED 09/ 09/ 04
VENDOR NO 10208 FEDERAL S| GNAL CORP. CONTACT
TI TLE
96631 COLLECTI ON CENTER DRI VE PHONE 708/ 534- 3400
CHICAGO I L 60693- 6631
ACCT# AT VENDOR TERVS DI SCOUNT PERCENT 0.000 DAYS 0O DAY/ MON
DUE DAYS 30 DAY/ MON
1. INVO CE NO 3589992 PRODUCT TOTAL 844. 96
2. | NVO CE DATE 05/ 15/ 03 13. DI SCOUNT (% $) $
3. | NVO CE AMOUNT 857. 83 14. FREI GHT
4. TAX AMOUNT 15. M SC
5. DI SCOUNTABLE AMT 857. 83 16. ORD TAX (%$) $
6. TERVS DISC (% $) $ 0. 00
NET AMOUNT 857. 83 RECEl PT TOTAL 844. 96
7. DI SCOUNT DATE 05/ 15/ 03 10. DESCRI PTI ON
8. DUE DAYS/ DATE 06/ 14/ 03 11. HOLD STATUS
9. TRANSACTI ON DATE  05/01/03 12. 1099 | NVO CE

LI NE #, F)UTURE DATING (A)DIJUST ITEMS, (S)ERIAL# S, *=VO D, RTN TO CONT A

Compare this next screen to your invoice. If one of the linesis not on your invoice, select that line
number and do a “shift, underline” on the LINE SEL right over the X to deselect the line. Thiswill
leave that line item open on the PO waiting for another invoice to comein later. If this happens you
may need to check with your receiving department to seeif they received something incorrectly, or
check with your vendor for billing errors.

APO3E CW REALTI ME SOFTWARE CORP I N\VO CE ENTRY WTH P/ O 07 Cct 04
PURCHASE CRDER NO 135687

RECEI VI NG REPORT NO 151134 I N\vO CE AMOUNT 857. 83
VENDOR NO 10208 FEDERAL S| GNAL CORP. TOTAL P/ O 844. 96
I N\VO CE NO 3589992 | N\VO CE DATE 05/15/03 REM NG TO BAL 12. 87
SEQ LI NE QTY Qry PURCHASE PURCHASE
NO. | TEM NO. | TEM DESC. SEL ORDERED RECEI VED PRI CE AMOUNT

001 FED. GS5 FLUSH MOUNT S X 6 6 49. 68 298. 08
002 FED. SY12FS SENTRY ROTATO X 2 2 42.75 85.50
003 FED. SPS-8 8 QUTLET POWE X 1 1 335.94 335.94
004 FED. FHL2 FLASHER X 1 1 35. 44 35. 44
005 FED. 601341 FEDERAL STROB X 6 6 15. 00 90. 00

ENTER LINE TO CHANGE, * TO VO D, P TO PAGE, RTN TO CONTI NUE
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APO3E CW REALTI ME SOFTWARE CORP I N\VO CE ENTRY WTH P/ O 07 Oct 04
PURCHASE ORDER NO 135687
RECEI VI NG REPORT NO 151134 | N\VO CE AMOUNT 857. 83
VENDOR NO 10208 FEDERAL S| GNAL CORP. TOTAL P/ O 844. 96
I N\VO CE NO 3589992 | N\VO CE DATE 05/ 15/ 03 REM NG TO BAL 12. 87
SEQ LI NE QTY Qry PURCHASE PURCHASE
NO. | TEM NO. | TEM DESC. SEL ORDERED RECEIVED PRI CE AMOUNT
004 FED. FHL2 [ 1 1 35. 44 35. 44
FLASHER
001 FED. GS5 FLUSH MOUNT S X 6 6 49. 68 298. 08
002 FED.SY12FS  SENTRY ROTATO X 2 2 42.75 85. 50
003 FED. SPS-8 8 OUTLET PONE X 1 1 335. 94 335. 94
004 FED. FHL2 FLASHER X 1 1 35. 44 35. 44
005 FED. 601341 FEDERAL STROB X 6 6 15. 00 90. 00

ENTER LINE TO CHANGE, * TO VO D, P TO PAGE, RTN TO CONTINUE 4

APO3E CW REALTI ME SOFTWARE CORP I N\VO CE ENTRY WTH P/ O 07 Cct 04
PURCHASE CRDER NO 135687

RECEI VI NG REPORT NO 151134 I NvO CE AMOUNT 857.83
VENDOR NO 10208 FEDERAL SI GNAL CORP. TOTAL P/ O 809. 52
I N\VO CE NO 3589992 I N\VO CE DATE 05/15/03 REM NG TO BAL 48. 31
SEQ LI NE QTY Qry PURCHASE PURCHASE
NO | TEM NO. | TEM DESC. SEL ORDERED RECEIVED PRI CE AMOUNT

001 FED. GS5 FLUSH MOUNT S X 6 6 49. 68 298. 08
002 FED. SY12FS SENTRY ROTATO X 2 2 42.75 85.50
003 FED. SPS-8 8 QUTLET POVNE X 1 1 335.94 335.94
004 FED. FHL2 FLASHER 1 1 35. 44 35. 44
005 FED. 601341 FEDERAL STROB X 6 6 15. 00 90. 00

ENTER LINE TO CHANGE, * TO VO D, P TO PAGE, RTN TO CONTI NUE

In this case there is also a difference in one of the part number prices. We can adjust for thisby again
using the “A” option and changing the purchase price to agree with the invoice cost. The system will
generate an automatic adjustment to correct the item’s FIFO/LIFO string (if the item is still on-hand
AND you are using FIFO or LIFO costing methods) or it will charge the “Price Variance” account.
The Price Variance account is designated in the product group table. If it isan on-hand serialized item,
the variance will be reflected as an added-val ue adjustment to the serial-master record.
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APO3E CW REALTI ME SOFTWARE CORP I N\VO CE ENTRY WTH P/ O 07 Oct 04
PURCHASE ORDER NO 135687
RECEI VI NG REPORT NO 151134 | N\VO CE AMOUNT 857. 83
VENDOR NO 10208 FEDERAL S| GNAL CORP. TOTAL P/ O 844. 96
I N\VO CE NO 3589992 | N\VO CE DATE 05/ 15/ 03 REM NG TO BAL 12. 87
SEQ LI NE QTY Qry PURCHASE PURCHASE
NO. | TEM NO. | TEM DESC. SEL ORDERED RECEIVED PRI CE AMOUNT
003 FED. SPS-8 X 1 1 337. 81 335. 94
8 OUTLET PONE
001 FED. GS5 FLUSH MOUNT S X 6 6 49. 68 298. 08
002 FED.SY12FS  SENTRY ROTATO X 2 2 42.75 85. 50
003 FED. SPS-8 8 OUTLET PONE X 1 1 335. 94 335. 94
004 FED. FHL2 FLASHER X 1 1 35. 44 35. 44
005 FED. 601341 FEDERAL STROB X 6 6 15. 00 90. 00

ENTER LINE TO CHANGE, * TO VO D, P TO PAGE, RTN TO CONTINUE 3

Thiswill leave us with an $11.00 variance representing freight charges. Y ou can leaveit alone and
accept the variance or select 14 and input the $11.00 to balance the header. Here we will accept the
variance.

APO3E CW REALTI ME SOFTWARE CORP I \VO CE ENTRY WTH P/ O 07 Cct 04
PURCHASE ORDER NO 135687 RECEI VI NG REPORT NO 151134
VENDOR NO 10208 FEDERAL SI GNAL CORP. CONTACT
TI TLE
96631 COLLECTI ON CENTER DRI VE PHONE 708/ 534- 3400
CHI CAGO IL 60693- 6631
ACCT# AT VENDOR TERVS DI SCOUNT PERCENT 0.000 DAYS 0 DAY/ MON
DUE DAYS 30 DAY/ NON
1. 1 NVO CE NO 3589992 PRODUCT TOTAL 846. 83
2. | N\VO CE DATE 05/ 15/ 03 13. DI SCOUNT (% $) $
3. 1 N\VO CE AMOUNT 857.83  14. FREI GHT
4. TAX AMOUNT 15. M SC
5. DI SCOUNTABLE AMI 857.83  16. ORD TAX (% $) $
6. TERVS DISC (% $) $ 0. 00
NET ANMOUNT 857. 83 RECEI PT TOTAL 846. 83
7. DI SCOUNT DATE 05/15/03 10. DESCRI PTI ON
8. DUE DAYS/ DATE 06/ 14/03 11. HOLD STATUS
9. TRANSACTI ON DATE  05/01/03 12. 1099 | NVO CE

VARI ANCE OF ' 11. 00' (YN Y
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At the next screen you will be prompted for a GL account for the variance to go to. The freight
amount will go to the freight GL. If you have multiple freight accounts, be sure to use the correct
freight account for the department involved.

APO3E CW REALTI ME SCFTWARE CORP I N\VO CE ENTRY WTH P/ O 07 Cct 04

VENDOR 10208 FEDERAL S| GNAL CORP.
I NvOl CE 3589992

PURCHASE ORDER NO 135687

RECEI VI NG REPORT 151134

G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 3 11.00
DEBI TS CREDI TS
1 206000 A/ P- REGULAR 857. 83
2 249000 I NVENTORY P. O, CLEAR 844. 96
3 6700003 I NVENTORY REVALUATI ON 1.87

Make sure the balance to distribute is zero. Then ” to post.

APO3E CW REALTI ME SCFTWARE CORP I N\VO CE ENTRY WTH P/ O 07 Cct 04

VENDOR 10208 FEDERAL S| GNAL CORP.
I N\VO CE 3589992

PURCHASE ORDER NO 135687

RECEI VI NG REPORT 151134

G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 5 0. 00
DEBI TS CREDI TS
1 206000 A P- REGULAR 857.83

2 249000 I NVENTORY P. O, CLEAR 844. 96
3 6700003 I NVENTORY REVALUATI ON 1.87
4 4300002 FREI GHT- EQUI P 11. 00

ENTER LI NE#, H) EADER, T FOR TAX ANAL, * TO VO D, P TO PACE, ~ TO POST ~..
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When all invoices are entered process the Daily Invoice Register on menu SA/P choice #4.

SCREEN CW REALTI ME SOFTWARE CORP Account s Payabl e 07 Cct 04
17 CWv DS
SA/ P ENTER SELECTI ON NUMBER: 4 18:41: 25
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
Conmpany 1 Conpany Processi ng
Vendor 2 Vendor Processing
Payabl es 3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustnment & Voi ds Processing
Cash Managemnent 6 Cash Requirenent Reports
7 Payment Hol d/ Reverse Hol d
8 Qpen | nvoi ce Reports
Di sbursenents 9 I nvoi ce Paynent Processing

10 Dai ly Check Register
11 Voi ded Check Processing
Peri od End 12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
Year End 15 Year End Processing
Hi story 16 Payment Hi story Processing

TypeY to execute. This register must be run before processing any invoices for payment so it is
usually run daily or after alarge batch of invoices have been entered. Some users have the Batch
Processing system run this register.

AP04 CW REALTI ME SOFTWARE CORP  DAILY | NVAO CE REG STER 07 Cct 04

ENTER # TO CHANGE, * TOVAO D, OR'Y TO EXECUTE Y.

DO NOT ACCEPT THISREGISTER UNTIL YOU MAKE SURE IT HASPRINTED.

APO4 CW REALTI ME SOFTWARE CCORP DAI LY | NVO CE REG STER 07 Cct 04

NOTE: | F ACCEPTED,
UPDATES W LL TAKE PLACE AND REG STER CAN NOT BE RERUN.

| S THE REG STER ACCEPTABLE? (Y/N)
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ACCOUNTS PAYABLE

D. INVOICE ENTRY WITH PO
2. CLEARING OFFSETTING RECEIVERS

From time to time, you may have 2 or more receivers for the same purchase order that offset each other
and net to zero. One way this can happen isif a purchase order is received, re-instated, and received
again. If the alp invoice entered is only matched to the final receipt, the receivers for theinitial receipt
and re-instatement remain pending.

The best way to clear these is by entering a $0 a/p invoice with PO matched to the offsetting receivers.
Y ou can use anything for an invoice number, but it isagood ideato use some variation of the actua
invoice number that was matched to the receipt.

There will be no accounts to enter on the distribution screen. Since theinvoiceis for $0 and the
receivers net to 0.00, the balance to distribute is aready 0.00

$0 invoices go directly to the history file. Thereisno need to “pay” them with a $0 check to clear
them from accounts payable.
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ACCOUNTS PAYABLE

D. INVOICE ENTRY WITH PO
3. PREVIOUSLY ENTERED/PAID WITHOUT PO

From time to time, you may have invoices that were entered (and possibly paid) without purchase
order, that should have been entered with a purchase order. When this occurs, the receiver remains
pending.

Unpaid
If the invoice entered without PO isunpaid, it should be deleted using the a/p invoice adjustments
program. The invoice should then be re-entered with PO matching it with the pending receiver.

Paid

If the invoice entered without PO has already been paid, it will be necessary to look it up using either
vendor inquiry and the APH option or the ap invoice inquiry program (SAPO3 choice 13). Once
displayed, use the A)ccount distribution option to determine where it was debited. A $0 a/p invoice
should be entered with PO matched to the open receiver. On the distribution page, you will need to
enter an offsetting credit. Y ou should enter the same g/l account that was entered as a debit when the
alp invoice was originaly entered. The net effect of these two separate transactions will then be a
debit to inventory clearing and a credit to accounts payable.
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ACCOUNTS PAYABLE

D. INVOICE ENTRY WITH PO
4. PO RECEIPTS MAINTENANCE

Type SPO11, then select #8 to change an incorrect vendor on a PO or merge more than one PO if both
PO’s are on the same invoice.

SCREEN CW REALTI ME SOFTWARE CORP Recei pts Processing 21 May 03
16 CWv DS
SPOL1 ENTER SELECTI ON NUMBER: 8 13:20: 34
HS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Purchase Order Receipts Entry
2 Purchase Order Receipts Report
3 Status Anal ysis Report
4 Recei pts Status Change/ Reject Entry
5 Recei pts Status Change/ Rej ect Report
6 Daily Purchase Order Receipts Register
7 Recei pts Booked Distribution Report
8 P/ O Recei pts Total s Mi nt enance
9 P/ O Recei pts Totals Report
10 P/ O Recei pts Pending I nvoi ces Report
11 Material Traveler Print
12 Partially Processed Receipts Status Report
13 P/ O Recei pts Standard Cost Update
14 Open P/ O Recei pts/Rejection Inquiry
15 Purchase Order Recei pts Rei nstat enent

Type the PO number and the Receiver Number and ENTER. Type V to change vendor.

PO11H CW REALTI ME SOFTWARE CORP P/ O RECEI PTS TOTALS 21 May 03
MAI NTENANCE

P/ O NO. 136614
R'R NO. 152024
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PO11H CW REALTI ME SOFTWARE CORP

VENDOR NO. 10208
DATE REC D 05/08/03
PRCDUCT TOTAL

P/ O NO. 136614

R'R NO 152024

1. TOTAL DI SCOUNT % $

2. TOTAL FREI GHT

3. TOTAL M SCELLANEQUS

4. TOTAL TAX % $
TAXABLE AMOUNT

RECEI VI NG REPORT TOTAL
ENTER LI NE TO CHANGE,

*-VA D, G CANCEL, M MERGE, V- VENDOR#,

P/ O RECEI PTS TOTALS
MAI NTENANCE

21 May 03

FEDERAL S| GNAL CORP.
CARRI ER NAME
258. 75

258. 75
258. 75
A TO POST V

The prompt will take you to vendor# to type the correct vendor# and ENTER. Then ” to post.

POL1H CW REALTI ME SOFTWARE CORP

P/ O NO. 136614
R'R NO 152024

VENDOR NO. 10194
DATE REC D 05/08/03

PRCDUCT TOTAL
1. TOTAL DI SCOUNT % $
2. TOTAL FREI GHT
3. TOTAL M SCELLANEQUS

4. TOTAL TAX % $
TAXABLE AMOUNT

RECEI VI NG REPORT TOTAL

ENTER LI NE TO CHANGCE,

*-VAO D, C CANCEL, M MERGE, V- VENDOR¥#,

P/ O RECEI PTS TOTALS
VAl NTENANCE

21 May 03

EMERGENCY ONE, | NC.
CARRI ER NAME

258.75

258. 75

258. 75

A TO POST A

Type M to merge one PO and receiver with another PO and receiver if they are both on the same A/P

invoice that you are entering.
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POL1H CW REALTI ME SOFTWARE CORP

P/ O NO. 136614
R'R NO 152024

VENDOR NO. 10208
DATE REC D 05/08/03

PRODUCT TOTAL
1. TOTAL DI SCOUNT % $
2. TOTAL FREI GHT
3. TOTAL M SCELLANEQUS

4. TOTAL TAX % $
TAXABLE AMOUNT

RECEI VI NG REPORT TOTAL

P/ O RECEI PTS TOTALS
VAl NTENANCE

21 May 03

FEDERAL S| GNAL CORP.
CARRI ER NAME

258. 75

258. 75

258. 75

ENTER LINE TO CHANGE, *-VO D, C CANCEL, M MERGE, V-VENDOR#, ~ TO PCST M

Y ou will be asked which PO# you want to merge with. The screen will show the original PO# but you
will type the new PO# over it, then type the receiver# of the second PO.

POL1H CW REALTI ME SOFTWARE CORP

P/ O NO. 136614
R'R NO 152024

MERGE W TH P/ O#:
R/ R NO.

VENDOR NO. 10208

DATE REC D 05/08/03
136614

R/'R NO. FOR COwVBI NED
PRODUCT TOTAL

1. TOTAL DI SCOUNT % $

2. TOTAL FREI GHT

3. TOTAL M SCELLANEQUS

4. TOTAL TAX % $
TAXABLE AMOUNT

RECEI VI NG REPORT TOTAL

ENTER LI NE TO CHANGCE,

*-VA D, C CANCEL,

P/ O RECEI PTS TOTALS
VAl NTENANCE

21 May 03

FEDERAL S| GNAL CORP.
CARRI ER NAME

258. 75

258. 75

258. 75

M MERGE, V- VENDOR#, ~ TO POST M
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PO11H CW REALTI ME SOFTWARE CORP P/ O RECEI PTS TOTALS 21 May 03
MAI NTENANCE
P/ O NO. 136614 VENDOR NO. 10208 FEDERAL SI GNAL CORP.

R'R NO 152024 DATE REC D 05/08/03 CARRI ER NAME
MERGE W TH P/ O#: 136741
R'R NO 151996 R'R NO FOR COVBI NED 152030

PRCDUCT TOTAL 1,431.75
TOTAL DI SCOUNT % $ 0. 00
TOTAL FREI GHT 0. 00
TOTAL M SCELLANEQUS 0. 00
TOTAL TAX % $ 0. 00
TAXABL  AMOUNT 1,431.75
RECEI VI NG REPORT TOTAL 1,431.75

ENTER * TOVAO D OR MTO MERGE M

Notice how the new product total changes to the new amount of the two PO’s together. It also assigns a
new receiver# to the combined PO’s. Type M to go ahead with the merge or * to void out and change
nothing. It’s a good ideato write the new PO#/Receiver# combination on the invoice and note
“ma’ge”,

When you type the Screen Jump APPO to enter the invoice, you will type the original PO# of 136614
and it will automatically pull up the new receiver# of 152030. Go ahead with the entry as previously
instructed.

APO3E CW REALTI ME SOFTWARE CORP I N\VO CE ENTRY WTH P/ O 21 May 03

PURCHASE CRDER NO 136614
RECEI VI NG REPORT NO 152030

There is areport than can be run that lists all purchase orders with line items that have been received
but do not have A/P invoices posted to them yet. Thisisrun at the end of the month and used to
balance the Inventory P.O. Clearing GL account, but it can be run at any time if you are searching for
something or need to review. At any menu, type Screen Jump POPENDING and then select the report
profile EOM to print.

It is very important to monitor old Purchase Order Receipts that have not been matched to A/P

Invoices. Any receivers that become old are usually the result of billing errors, receiving errors, or
other data entry error.
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ACCOUNTS PAYABLE

E. INVOICE ADJUSTMENTS
1. ADJUSTING INVOICE DETAILS

Type the Screen Jump APA at any menu to adjust existing A/P invoices that have not been processed
for payment. Y ou can change invoice dates, due dates, amounts, descriptions, and general ledger
accounts. The Daily Invoice Register must have been run in order to make changes. Invoices can be
deleted as well.

APO5A CW REALTI ME SOFTWARE CORP I N\VO CE ADJUSTMENTS ENTRY 21 May 03

VENDOR NNNNN.

Type the vendor number or search with?? and name. Then type the invoice number you want to
change and then ENTER.

APO5A CW REALTI ME SOFTWARE CORP | N\VOl CE ADJUSTMENTS ENTRY 21 May 03
VENDOR 10641 VERRANDEAUX VI SUAL COMMUNI CATI ONS CONTACT
1920 SOUTHVEST 12TH AVE. TI TLE
PHONE
OCALA FL 34474
ACCT# AT VENDOR TERVS DI SCOUNT PERCENT DAYS DAY/ MON
DUE DAYS DAY/ MON
| \VOI CE 11760. . . ..
2. | NVOl CE DATE
3. AVOUNT DUE
4. TAX AMOUNT PRODUCT AMOUNT
5. DI SCOUNTABLE AMT
6. TERMS DI SC (% $)
NET AMOUNT
7. DI SCOUNT DATE 10. DESCRI PTI ON
8. DUE DATE 11. HOLD STATUS
9. TRANSACTI ON DATE 12. 1099 | NVO CE

13. CUST P. O

The information from the invoice will al pull up automatically. Then select the lineitem you wish to
change. If the GL account is the only thing that needs changing, ENTER to continue to the second
screen.
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APO5A CW REALTI ME SOFTWARE CORP | N\VOl CE ADJUSTMENTS ENTRY 21 May 03
VENDOR 10641 VERRANDEAUX VI SUAL COMMUNI CATI ONS CONTACT
SHI P- FROM 1920 SOUTHWEST 12TH AVE. TI TLE
PHONE
OCALA FL 34474
ACCT# AT VENDOR TERVS DI SCOUNT PERCENT 0.000 DAYS 0 DAY/ MON
DUE DAYS 30 DAY/ MON
| \VOI CE 11760
2. | NVOl CE DATE 04/ 17/ 03 PAI D TO DATE
DI SC. TAKEN
3. AVOUNT DUE 325. 00
4. TAX AMOUNT PRODUCT AMOUNT 325. 00
5. DI SCOUNTABLE AMI 325. 00
6. TERVB DISC (% $) $ 0. 00
NET AMOUNT 325. 00

7. DI SCOUNT DATE 04/ 17/ 03 10. DESCRI PTI ON
8. DUE DATE 05/17/03 11. HOLD STATUS
9. TRANSACTI ON DATE 05/01/03 12. 1099 I NvVO CE
13. CUST P.O
ENTER #, S)ERIAL# S, F)UTURE, T)AX ANAL, *=VO D, DEL)ETE, "~=POST, RTN=CONT ...

If you want to delete the invoice, type DEL to delete. If you need to change a serial number, type S.

APO5A CW REALTI ME SOFTWARE CORP I N\VO CE ADJUSTMENTS ENTRY 21 May 03
VENDOR 10641 VERRANDEAUX VI SUAL COVMUNI CATI ONS
I NvO CE 11760
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
DEBI TS CREDI TS
1 206000 A P- REGULAR 325.00
2 5100001 ADVERTI SI NG APPA 325.00

ENTER A TO ADD, T FOR TAX ANAL, * TOVAO D, P TO PAGE, ~ TO PCST A

To change a GL account, type A to enter anew line. Y ou cannot change the existing lines but you can
do an opposite entry to the GL that isincorrect and then enter the correct one on yet another line.
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APO5A CW REALTI ME SOFTWARE CORP I N\VO CE ADJUSTMENTS ENTRY 21 May 03
VENDOR 10641 VERRANDEAUX VI SUAL COVMUNI CATI ONS
I NvO CE 11760
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 5 0. 00
DEBI TS CREDI TS
1 206000 A P- REGULAR 325.00
2 5100001 ADVERTI SI NG APPA 325.00
3 5100001 ADVERTI SI NG APPARATUS 325. 00
4 5100003 ADVERTI SI NG PART 325. 00

ENTER A TO ADD, T FOR TAX ANAL, * TOVAO D, P TO PAGE, » TO POsST 7
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2. CHANGING VENDOR# OR INVOICE#

To change vendor# or invoice#, type SAPO5 at any menu and select #3.

SCREEN CW REALTI ME SOFTWARE CORP Adj ust ments & Voi ds Process 07 Cct 04
3 BCP- TEST6 KAS
SAP05 ENTER SELECTI ON NUMBER: 13:20: 40
HS
FUNCTI ON NVBR DESCRI PTI ON

0 Select Printer

1 I nvoi ce Adjustments Entry

2 I nvoi ce Adj ustnments Regi ster

3 Adj ust mrents with Vendor #/ | nvoi ce# Changes

Y ou will then be prompted for the vendor number and invoice number to change.

APO5C CW REALTI ME SOFTWARE CORP CHANGE A/ P NUMBER 21 May 03

ENTER VENDCR NUMBER ... ... .
ENTER | NVO CE NUMBER

APO5C CW REALTI ME SOFTWARE CORP CHANGE A/ P NUMBER 21 May 03
ENTER VENDOR NUMBER 10470

ENTER | NVvO CE NUMBER 17749

ENTER NEW VENDOR NUMBER 10470

ENTER NEW | NVvO CE NUMBER 17748. .. ..

In this case, the vendor number is correct but the invoice number needs to be changed.

APO5C CW REALTI ME SOFTWARE CORP CHANGE A/ P NUMBER 21 May 03
ENTER VENDCOR NUMBER 10470

ENTER | NVO CE NUMBER 17749

ENTER NEW VENDCOR NUMBER 10399

ENTER NEW | NvO CE NUMBER 17749

ARE YOU SURE YOU WANT TO PROCEED W TH THI S CHANGE? Y.

In this case, the vendor number is changed but the invoice number is correct. After ENTER you will
be asked if the changes are correct. Answer Y if correct, N to to start over.
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When all adjustments have been entered process the Invoice Adjustments Register on menu SAP05
choice #2.

SCREEN CW REALTI ME SOFTWARE CORP Accounts Payabl e 07 Cct 04
17 OV DS
SAPO5 ENTER SELECTI ON NUMBER: 13:26: 30
HS
FUNCTI ON NVBR DESCRI PTI ON

0 Select Printer

1 I nvoi ce Adjustments Entry

2 I nvoi ce Adj ustments Regi ster

3 Adj ustments with Vendor #/ | nvoi ce# Changes

Type Y to execute. Thisregister must be run before processing any invoices for payment so it is
usualy run daily or after alarge batch of invoices have been entered.

APO5B  CW REALTI ME SOFTWARE CORP | NVO CE ADJUSTMENTS REG STER 07 Cct 04

ENTER # TO CHANGE, * TOVAD, OR'Y TO EXECUTE Y.

DO NOT ACCEPT THISREGISTER UNTIL YOU MAKE SURE IT HASPRINTED.

APO5B  CW REALTI ME SOFTWARE CORP | NVO CE ADJUSTMENTS REG STER 07 Cct 04

NOTE: | F ACCEPTED,
UPDATES W LL TAKE PLACE AND REG STER CAN NOT BE RERUN.

| S THE REG STER ACCEPTABLE? (Y/N)
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PAYMENT PROCESSING

ACCOUNTS PAYABLE

1. CHECK WRITER (CHECK RUNS)

At the Business Control menu, type 9 for Accounts Payable. Select 6 for Cash Requirements and then
1 for report. Thisis a good report to run for previewing what a check run would include based on due
date parameters. If an invoice has been entered with future payments, only those payments, that meet
the criteria will be included. From this report you can release invoices for payment and then delete or
add to those invoices as needed.

SCREEN CW REALTI ME SOFTWARE CORP

1 oW
SA/ P
HS
FUNCTI ON
Company
Vendor
Payabl es

Cash Managemnent

Di sbursement s

Peri od End

Year End
Hi story

Account s Payabl e 22 May 03
DS
ENTER SELECTI ON NUMBER: 6 10: 26: 48
NVBR DESCRI PTI ON
0 Sel ect Printer
1 Conpany Processing
2 Vendor Processing
3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustment & Voi ds Processing
6 Cash Requirenent Reports
7 Payment Hol d/ Reverse Hol d
8 Qpen | nvoi ce Reports
9 I nvoi ce Paynent Processing
10 Dai |y Check Register
11 Voi ded Check Processing
12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
15 Year End Processing
16 Payment Hi story Processing

Select ALL vendors and insert due date FROM and TO. If you want to pick up al previous due dates
leave FROM blank. ENTER to run the report.
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APOGA CW REALTI ME SOFTWARE CORP CASH REQUI REMENTS REPORT 22 May 03

1. SELECTI ON BY VENDOR NUMBER
2. SELECTI ON BY VENDOR CLASS

ENTER SELECTI ON NUMBER 1

FROM TO
VENDOR # ALL
DI SCOUNT DATE
DUE DATE 05/ 25/ 03

| NCLUDE | NVO CES ON HOLD? (Y/N) Y

AS OF DATE FOR DI SCOUNTS TAKEN 05/22/03

ENTER C TO CHANGE, * TO VO D, » OR RTN TO PRI NT REPORT

Goto menu SAP09 and select 1 to Release Invoices for Payment.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Paynent Processing 22 May 03
1 WV DS
SAPQ9 ENTER SELECTI ON NUMBER 1 10: 39: 35
FUNCTI ON NMBR DESCRI PTI ON
0 Sel ect Printer
1 Rel ease | nvoi ces For Paynent
2 Payment Rel ease Revi ew Report
3 Check Witer
4 Manual Check Entry For Invoices On File
5 Manual Check Entry Wthout |nvoices
6 Un- Rel ease | nvoices for Paynent

Option 1isused if all the invoices on the cash requirements report are to be paid. It will release
everything you saw on that report if you use the same due date parameters. Y ou can unrelease (#6 on
the menu) an individual vendor after releasing al, but it will unrelease every invoice for that vendor.

Use Option 2 if you need to skip some of the invoices and not pay them. This allows you to look at
each invoice and accept or decline the release, or pay a partial amount. But you have to look at every
single invoice selected from your vendor and due date parameters.

Option 3 is manual. You must select one vendor at atime and type one invoicet# at atime for release.

Thisis handy to pick up the few that may be missed from a due date selection, or if you need to do a
small check run for avery few invoices.
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APO9A CW REALTI ME SOFTWARE CORP RELEASE | NVO CES FOR PAYMENT 06 Oct 04
ENTER PROFI LE TO USE NO TEMPLATE PROFI LE | N USE
1. ENTER SELECTI ON NUMBER C.
1 = AUTO RELEASE
2 = AUTO RELEASE W OPERATOR ACTI ON
3 = MANUAL RELEASE

You can select all vendor classes, or range of classes, or individual classes (can be multiple)

APO9A CW REALTI ME SOFTWARE CORP RELEASE | NVO CES FOR PAYMENT 06 Cct 04
ENTER PROFI LE TO USE NO TEMPLATE PRCFI LE I N USE
1. ENTER SELECTI ON NUMBER C3 MANUAL RELEASE

2. ENTER VENDCR CLASS
ENTER DATA TYPE FROM THE FOLLOW NG LI ST .

- SELECT ALL DATA

- I NDI VI DUAL DATA ENTRY ( MULTI VALUED)

| NDI VI DUAL DATA ENTRY NOT EQUAL TO ( MULTI VALUED)
- ENTER RANGE OF DATA

oz — >

You can select all vendors, or range of vendors, or individual vendors (can be multiple)

APO9A CW REALTI ME SOFTWARE CORP RELEASE | NVO CES FOR PAYMENT 06 Oct 04
ENTER PROFI LE TO USE DESC -
1. ENTER SELECTI ON NUMBER c3 MANUAL RELEASE
2. ENTER VENDCR CLASS A

3. ENTER VENDOR NUMBERS
ENTER DATA TYPE FROM THE FOLLOW NG LI ST .

A - SELECT ALL DATA

I - I NDIVIDUAL DATA ENTRY ( MULTI VALUED)

N - | NDI VI DUAL DATA ENTRY NOT EQUAL TO ( MULTI VALUED)
R - ENTER RANGE OF DATA

Input the discount daterange and ENTER
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APO9A CW REALTI ME SOFTWARE CORP

ENTER PROFI LE TO USE

RELEASE | NVO CES FOR PAYMENT 06 Cct 04

DESC -

1. ENTER SELECTI ON NUMBER C3 MANUAL RELEASE
2. ENTER VENDOR CLASS A
3. ENTER VENDOR NUMBERS A
4. ENTER DI SCOUNT DATE FROM D
TO
* k% '\D‘I’E * k%
This sel ection does not apply to choice 3 above - Manual Rel ease.

This is the | atest date at which a di scount may be taken.

ENTER ' D' FOR SPECI FIED DATE, ' O' FOR AN OFFSET FROM CURRENT DATE

'S TO INPUT A SPECI AL DATE CODE,

"C FOR CURRENT DATE, OR NULL TO SKI P

Input the due date and ENTER

APO9A CW REALTI ME SOFTWARE CORP

ENTER PROFI LE TO USE

ENTER SELECTI ON NUMBER
ENTER VENDOR CLASS
ENTER VENDOR NUMBERS
ENTER DI SCOUNT DATE
ENTER DUE DATE

* k% '\D‘I’E * k%

g~ wne

Thi s sel ection does not apply to choice 3 above -

ENTER ' D' FOR SPECI FI ED DATE, '
'S TO I NPUT A SPECI AL DATE CODE,

o

RELEASE | NVO CES FOR PAYMENT 06 Cct 04
DESC -

3 MANUAL RELEASE

D TOC 10/06/04

C
A
A
R
X
Rel ease.

Manual

FOR AN OFFSET FROM CURRENT DATE
'C FOR CURRENT DATE, OR NULL TO SKI P

Input the as-of discount date and ENTER

Then Y and ENTER to release the invoices
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APO9A CW REALTI ME SOFTWARE CORP RELEASE | NVO CES FOR PAYMENT 06 Oct 04
ENTER PROFI LE TO USE DESC -
1. ENTER SELECTI ON NUMBER c3 MANUAL RELEASE
2. ENTER VENDCR CLASS A
3. ENTER VENDOR NUMBERS A
4. ENTER DI SCOUNT DATE RD TOC 10/06/04
5. ENTER DUE DATE X C 10/06/04
6. AS OF DATE FOR DI SCOUNTS TAKEN X C 10/ 06/ 04

* % % ,\D‘I’E * % %
Thi s sel ection does not apply to choice 3 above - Manual Rel ease.

Used to determine if discounts will be taken.

ENTER ' D' FOR SPECI FI ED DATE, ' O' FOR AN OFFSET FROM CURRENT DATE
'S TO INPUT A SPECI AL DATE CCDE, 'C FOR CURRENT DATE, OR NULL TO SKIP

Option 1(Auto-Release) - no further action is required to release invoices.

Option 2 Thisisthefirst invoice from the release. Select C or Sif you don’t want to pay, P to pay
partial, D to take discount, or  to release. E will exit you completely and cancel the entire release from
that point on.

APO9A CW REALTI ME SOFTWARE CORP RELEASE | NVOI CES FOR PAYMENT 22 May 03
VENDOR 10020 AKRON BRASS COVPANY TERVS CODE 30
SHI P- FROM
DI SC
| N\VOI CE | VOl CE AMT DI SCOUNT AMT NET AMOUNT DATE DUE DATE
3201274 114. 21 0. 00 114.21 04/15/03 05/ 15/ 03

ENTER C TO CANCEL PAYMENT, P FOR PARTI AL PAYMENT, S OR * TO SKI P,
D TO TAKE DI SCOUNT, ~ TO RELEASE, E TO EXI T

Option 3ismanual. Y ou must select one vendor at atime and type one invoice# at atime for release.
Thisis handy to pick up the few that may be missed from a due date selection, or if you need to do a
small check run for avery few invoices.
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Type the vendor #, then the invoice# and select from the options at the bottom of the screen.

APO9A CW REALTI ME SOFTWARE CORP RELEASE | NVO CES FOR PAYMENT 22 May 03
VENDOR 10457 Pl GEON MOUNTAI N | NDUSTRI ES TERMS CODE 30
SHI P- FROM
DI SC
I NvO CE I NVO CE AMI' DI SCOUNT AMT NET AMOUNT  DATE  DUE DATE
131026-1 80. 53 0.00 80. 53 04/ 24/ 03 05/ 24/ 03

ENTER C TO CANCEL PAYMENT, P FOR PARTI AL PAYMENT, S OR * TO SKI P,
D TO TAKE DI SCOUNT, ~ TO RELEASE, E TO EXIT

Run menu SAPQ9 choice 2 for Payment Release Report for final review.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Paynent Processing 22 May 03
1 WV DS
SAPQ9 ENTER SELECTI ON NUMBER: 11:18: 33
AS
FUNCTI ON NMBR DESCRI PTI ON
0 Select Printer
1 Rel ease | nvoi ces For Paynent
2 Paynment Rel ease Revi ew Report
3 Check Witer
4 Manual Check Entry For Invoices On File
5 Manual Check Entry Wt hout |nvoices
6 Un- Rel ease | nvoices for Paynent

Run apreviously stored profile or select asort option and ENTER. ThenY and ENTER to run.

APO9B CW REALTI ME SOFTWARE CORP PAYMENT RELEASE REVI EW REPORT 06 Cct 04
ENTER PROFI LE TO USE RT-DF DESC - DEFAULT - BY VENODR NAME

1. ENTER SORT OPTI ON c2 By Vendor Nane
1 By Vendor Number

2 By Vendor Nane

By Vendor Number is the standard report selection.

Sel ect #, S)AVE, DEL)ETE PROFILE, OR 'Y TO EXECUTE
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If the release review report looks good, proceed to Check Writer.

If the report has invoices you don’t want to pay, you can go back and manually release/cancel invoices
or you can “Un-release” invoices for avendor, range of vendors, or al vendors. Run menu SAP09
choice 6 to Un-Release Invoices for Payment.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Paynent Processing 22 May 03
1 WV DS
SAPQ9 ENTER SELECTI ON NUMBER: 11:18: 33
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Rel ease | nvoi ces For Paynent
2 Payment Rel ease Revi ew Report
3 Check Witer
4 Manual Check Entry For Invoices On File
5 Manual Check Entry Wthout |nvoices
6 Un- Rel ease | nvoi ces for Payment

Type ALL or from/to vendor numbersto un-release invoicesfor and ENTER. ThenY and ENTER
to confirm un-release.

APO9I CW REALTI ME SOFTWARE CORP UN- RELEASE | NVO CES FOR PAYMENT 06 Cct 04
CHECKS
FROM TO
1. VENDOR RANGE ALL. ..

ARE YOU SURE YOU WANT TO UN- RELEASE THESE RECORDS?

NOTE: OPEN A/ P I NVO CE RECORDS W LL NOT BE DELETED - PAYMENT RELEASE
FLAGS WLL JUST BE REMOVED FOR A FUTURE RELEASE

ENTER LINE TO CHANGE, * TO VA D, » OR RTN TO CONTI NUE

Y ou can now return to the beginning of this section to start the release process over.
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Run menu SAPQ9 choice 3 to for Check Writer.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Paynent Processing 22 May 03
1 WV DS
SAPQ9 ENTER SELECTI ON NUMBER: 11:18: 33
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Rel ease | nvoi ces For Paynent
2 Payment Rel ease Revi ew Report
3 Check Witer
4 Manual Check Entry For Invoices On File
5 Manual Check Entry Wthout |nvoices
6 Un- Rel ease | nvoices for Payment

Answer the following promptsto print checks. Y ou can store a profile(s) for this program.

Verify theprinter iscorrect and ENTER

APO9C CW REALTI ME SOFTWARE CORP A P CHECK WRI TER 06 Cct 04
ENTER PROFI LE TO USE RT-D DESC - DAILY BY VENDOR NAME
1. ENTER VENDOR CLASS I
2. ENTER VENDOR# I
3. CHOOSE SORTI NG OPTI ON C2 BY VENDOR NAME
4. ENTER BANK CCDE X 01
5. CHECK DATE X C 09/30/04
6. PRINT FORMS ALI GNVENT CN NO

Sel ect #, S)AVE, DEL)ETE PROFILE, OR 'Y TO EXECUTE

The beginning check number will appear. Make sureit isthe correct beginning check number. If it
isnot, typein the correct check number. ENTER and then accept the default check date of current
date or change to adifferent date.

ENTER CHECK DATE 09/ 30/ 04

ENTER BEG NNI NG CHECK NUMBER 990009
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After checks have printed, make sure they are correct and then type Y to accept the check run.

**** DO NOT TYPE Y UNTIL YOU HAVE THE CHECKSIN HAND ****
or you cannot reprint them if needed. If your printer jams or checks
need to be reprinted, answer N and re-run the Check Writer.

APO9C CW REALTI ME SOFTWARE CORP CHECK WRI TER 22 May 03
*** CHECK PROCESSI NG NOW COVPLETE ***
HAVE CHECKS BEEN REMOVED YET? (Y/N) Y
NOTE: | F ACCEPTED,

UPDATES W LL TAKE PLACE AND CHECKS CAN NOT BE RERUN
ARE CHECKS ACCEPTABLE? (Y/N)
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2. MANUAL CHECK - INVOICES ON FILE

To record amanual check written to pay invoices on file go to menu SAPQO9 choice #4.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Paynent Processing 22 May 03
1 WV DS
SAPQ9 ENTER SELECTI ON NUMBER: 11:40: 35
FUNCTI ON NMBR DESCRI PTI ON
0 Select Printer
1 Rel ease | nvoi ces For Paynent
2 Paynment Rel ease Revi ew Report
3 Check Witer
4 Manual Check Entry For Invoices On File
5 Manual Check Entry Wthout |nvoices
6 Un- Rel ease | nvoices for Paynent

This check has aninvoice onfile. Fill in the prompts asrequired. The date defaults to the current
date but can be changed. Y ou can pay multiple invoices with one check. Invoices can be partially
paid from this menu as well.

APO9D CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 22 May 03
I N\VO CES ON FI LE
BANK 01 REG. CHECKI NG ACCOUNT
VENDOR 10457 Pl GEON MOUNTAI N | NDUSTRI ES TERMS CODE 30
CHECK 048160 CHECK DATE 05/22/03 CHECK AMT 278.02
BALANCE TO DI STRI BUTE 0. 00
INVO CE |INV DATE | NvO CE AMI DI SC AMI NET AMT 1099
ENTER
1 130971 04/ 15/ 03 278.02 0. 00 278.02

ENTER LINE TO CHANGE, * TOVA D, P TO PAGE, » TO POST A~..
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3. MANUAL CHECK — NO INVOICES ON FILE

Use of the Instant Print feature requires that a flag be set in the A/P company control record.

To Instant Print alaser check or to record a manual check written to pay invoices NOT on filego to
menu SAPQ9 choice #5.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Paynent Processing 22 May 03
1 WV DS
SAPQ9 ENTER SELECTI ON NUMBER: 11:40: 35
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Rel ease | nvoi ces For Paynent
2 Payment Rel ease Revi ew Report
3 Check Witer
4 Manual Check Entry For Invoices On File
5 Manual Check Entry Wt hout |nvoices
6 Un- Rel ease | nvoi ces for Payment

This check does not have an invoice on file. Fill in promptsasrequired. If you are going to instant
print alaser check make surethe check number agreesto the number of the check loaded into
the printer. The date defaultsto the current date but can be changed. Answer N to the prepayment
check prompt unless you are sending in adeposit or downpayment.

APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 22 May 03
W THOUT | NvOl CES
BANK 01 REG. CHECKI NG ACCOUNT
VENDOR 10470 THE PRI NT SHOPPE
CHECK 048161 CHECK DATE 05/22/03 CHECK AMOUNT 35. 00
REFERENCE NUMBER PO 1845 1099 FLAG
IS THI'S CHECK FOR A PREPAYMENT ? Y/ N N

Y ou can distribute the check amount over multiple general ledger accounts.
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APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 22 May 03
W THOUT | NvO CES
BANK 01 REG. CHECKI NG ACCOUNT
VENDCOR 10470 THE PRI NT SHOPPE
CHECK 048161 CHECK DATE 05/22/03 CHECK AMOUNT 35. 00
REFERENCE NUMBER PO 1845 1099 FLAG
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
DEBI TS CREDI TS
1 5100001 25. 00
2 5100002 10. 00

ENTER # TO CHANGE, |)NSTANT PRI NT, O NETIME, P)ACE, * TO VvA D, ~ TO POST

If you are recording a manually written check, type” and ENTER to post.

APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 22 May 03
W THOUT | NvO CES
BANK 01 REG. CHECKI NG ACCOUNT
VENDCOR 10470 THE PRI NT SHOPPE
CHECK 048161 CHECK DATE 05/22/03 CHECK AMOUNT 35. 00
REFERENCE NUMBER PO 1845 1099 FLAG
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
DEBI TS CREDI TS
1 5100001 25.00
2 5100002 10. 00

ENTER # TO CHANGE, |)NSTANT PRI NT, O NETIME, P)ACE, * TO VA D, ~ TO POST

INSTANT PRINT
If you want to instantly print alaser check, type |l and ENTER to continue.

APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 22 May 03
W THOUT | NvOl CES
BANK 01 REG. CHECKI NG ACCOUNT
VENDOR 10470 THE PRI NT SHOPPE
CHECK 048161 CHECK DATE 05/22/03 CHECK AMOUNT 35. 00
REFERENCE NUMBER PO 1845 1099 FLAG
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
DEBI TS CREDI TS
1 5100001 25. 00
2 5100002 10. 00

ENTER # TO CHANGE, |)NSTANT PRI NT, O NETIME, P)AGE, * TO VO D, ~ TO POST
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Verify/Select the printer for laser checks and ENTER to continue. Thiswill print alaser check to the
printer you designate. Once printed, if accepted, the transaction will post, including creating an alp
invoice history record, which will be flagged as paid by the check printed.

APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 22 May 03
W THOUT | NvO CES
BANK 01 REG. CHECKI NG ACCOUNT
VENDCOR 10470 THE PRI NT SHOPPE
CHECK 048161 CHECK DATE 05/22/03 CHECK AMOUNT 35. 00
REFERENCE NUMBER PO 1845 1099 FLAG
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
DEBI TS CREDI TS
1 5100001 25. 00
2 5100002 10. 00
PRINTER HS.................. HOLD SUPPRESS COPIES 1

ENTER NEW PRI NTER, ? FOR DI SPLAY OF ALL PRI NTERS, OR ENTERTO CONTI NUE'
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4. PREPAYMENT CHECK

Use of the Instant Print feature requires that a flag be set in the A/P company control record.

To Instant Print alaser check or to record a manual check for a prepayment go to menu SAPO9 choice
#5.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Paynent Processing 22 May 03
1 oW DS
SAP09 ENTER SELECTI ON NUMBER: 11:40: 35
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Rel ease | nvoi ces For Paynent
2 Payment Rel ease Revi ew Report
3 Check Witer
4 Manual Check Entry For Invoices On File
5 Manual Check Entry Wt hout |nvoices
6 Un- Rel ease | nvoices for Payment

Fill in promptsasrequired. If you aregoingtoinstant print alaser check make surethe check
number agreesto the number of the check loaded into the printer. Date defaults to current but
can be changed. Answer Y to the prepayment check prompt.

APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 22 May 03
W THOUT | NvVOl CES
BANK 01 REG. CHECKI NG ACCOUNT
VENDOR 10470 THE PRI NT SHOPPE
CHECK 048161 CHECK DATE 05/22/03 CHECK AMOUNT 100, 000. 00
REFERENCE NUMBER PPY 123456 1099 FLAG
IS TH'S CHECK FOR A PREPAYMENT ? Y/ N Y

The account distribution will be automatically filled in using the Accounts Payable G/L account
designated by the vendor class-code. You cannot change this line or add any additional lines.

Y ou can either post the manual check or instant print the laser check as described in the previous
section.

During posting, a negative-dollar a/p invoice record beginning with the letter “U” will be created
which can later be released for payment in order to apply it to the actual a/p invoicethat it is

prepaying.
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APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 22 May 03
W THOUT | NvOl CES

BANK 01 REG. CHECKI NG ACCOUNT
VENDOR 10470 THE PRI NT SHOPPE
CHECK 048161 CHECK DATE 05/22/03 CHECK AMOUNT 100, 000. 00
REFERENCE NUMBER PPY 123456 1099 FLAG

G L ACCOUNT AMOUNT BALANCE TO

DI STRI BUTE
ENTER 0. 00
COMMVENT DEBI TS CREDI TS
1 2000 100, 000. 00

ENTER # TO CHANGE, |)NSTANT PRI NT, O NETIME, P)AGE, * TO VO D, "~ TO POST
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5. ONETIME VENDOR

A vendor may be specified as a “Onetime Vendor” during vendor maintenance by enteringay inthe
field and posting the record.

VM1 CW REALTI ME SOFTWARE CORP VENDOR MASTER MAI NTENANCE 07 Cct 04
VENDOR Test
1. NAME TEST VENDOR W TH LONG NAME 13. START DATE 04/ 30/ 01
2. ADDRESS 1 HERE 14. LINE I TEM TAX CD 81975
3. ADDRESS 2 THERE 15. ACCT# AT VENDOR 1234567890
4. CTY ANYWHERE 16. DUE DAYS 30
5. STATE/ COUNTY TX OR DAY OF MONTH
6. ZI P/ POST 75234 17. VENDOR CLASS 001
7. COUNTRY USA 18. G L ACCT#
8. PHONE 847/ 123- 4567 10000000000000000001
9. FAX NUMBER  847/987-6543 19. PRI MARY EMAI L ADDRESS
10. CONTACT JCE- BOB BRI GGANND SR JO@'OVANVA. COM
11. TITLE CCOLLECTI ONS MANAGER
12. SHP VIA ? 20. ONETI ME VENDOR Y

ENTER #, (C)REDIT SCREEN, * TO VO D,
D)ELETE, 1)NDEX, N)EXT, P)REV, INF(O), ~» OR RTN TO PCST

Y ou are now able to record checks written to various miscellaneous payees and save their individual
names and addresses, as well as “Instant Print” a check.

To record checks to a onetime payee go to menu SAPQ9 choice #5.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Paynent Processing 07 Cct 04

4 BCP- TEST6 KAS
SAPQ9 ENTER SELECTI ON NUMBER: 16: 56: 35
HS
FUNCTI ON NVBR DESCRI PTI ON

Sel ect Printer

Rel ease | nvoi ces For Paynent

Payment Rel ease Revi ew Report

Check Witer

Manual Check Entry For Invoices On File

Manual Check Entry Wt hout |nvoices

Un- Rel ease | nvoices for Paynent

OOk, WNEO
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Once the input screen is displayed answer the prompts for the bank code and onetime vendor
number .

APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 07 Cct 04
W THOUT | NvO CES

BANK 01 BANK CCDE 01
VENDOR TESTXX* NNN TEST VENDCOR W TH LONG NAME
CHECK CHECK DATE CHECK AMOUNT
REFERENCE NUMBER 1099 FLAG
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER
COMMVENT DEBI TS CREDI TS

ENTER # TO CHANGE, |)NSTANT PRI NT, O NETIME, P)ACE, * TO vA D, ~ TO POST

When you hit enter after entering a vendor number that has been flagged as a onetime vendor, you will
see the following screen displayed for input of the name and address for the check:
Y ou have several options here:

N — input the name and address for a new payee

C — lookup a customer and use their name and address

? — lookup a previous “onetime” payee

* - void the process of entering a check to miscellaneous vendor
Y ou will have the opportunity to override the name and address fields. If you select “N”, the system
will assign the payee a sequential onetime-vendor number.

APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 07 Cct 04
W THOUT | NvO CES

BANK 01 BANK CCDE 01

VENDOR TEST TEST VENDOR W TH LONG NAME

ATTN
ADDR
aTy
STATE

ZI P
COUNTRY

OR A NEW ONETI ME VENDOR, 'C TO ENTER/ LOOKUP A CUSTOVER#
O LOOKUP PREVI QUS ONETI ME- VENDORS, '*' PREVI QUS SCREEN

=T
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Once a payee has been entered, you will be returned to the check entry screen. Fill in prompts as
required. If you aregoingtoinstant print alaser check make surethe check number agreesto
the number of the check loaded into the printer. Date defaults to current but can be changed.

Y ou will then be asked if thisis a prepayment check.
If you respond “Y”, anegative-dollar a/p invoice record will be created which can later be
released for payment in order to apply it to the actual a/p invoicethat it is prepaying.
If you respond “N”, you will be prompted to enter g/l account numbers and amounts
sufficient to equal the check amount.

APO9E CW REALTI ME SOFTWARE CORP MANUAL CHECK ENTRY - 07 Cct 04
W THOUT | NvOl CES
BANK 01 BANK CCDE 01 ***ONETI ME # / NAME ***
VENDOR TEST TEST VENDOR W TH LONG NAME 3455 Bank OF Hawai i
CHECK 323235 CHECK DATE 09/30/04 CHECK AMOUNT 100000. 00
REFERENCE NUMBER PPY 654321 1099 FLAG
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
COMVENT DEBI TS CREDI TS
1 2000 100, 000. 00

ENTER # TO CHANGE, |)NSTANT PRI NT, O NETIME, P)AGE, * TO VO D, ~ TO POST

Once the “Balance to Distribute” is zero, you can select one of the options at the bottom of the screen:
| — Instant print — thiswill print alaser check to the printer you designate. Once printed, if
accepted, the transaction will post, including creating an ap invoice record which will be paid
by the check printed.

O — will re-display onetime vendor information and allow you to change it if needed

P — page the display to view additional g/l entry lines

A - Post — NOTHING will print — this feature is handy for entering manually written checks.
* - void the check entry process

The onetime payee information is available through vendor inquiry of the vendor record that was
flagged. Type CH and ENTER
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VMI1Q CW REALTI ME SOFTWARE CORP VENDCOR | NQUI RY 07 Cct 04
VENDOR TEST
NAVE TEST VENDOR W TH LONG NAME START DATE 04/ 30/ 01
ADDRESS 1 HERE ACCT# AT VENDOR 1234567890
ADDRESS 2 THERE DUE DAYS 30
aTy ANYWHERE OR DAY OF MONTH
STATE/ COUNTY TX VENDOR CLASS 001
ZI Pl POST 75234 LI NE | TEM TAX CD 81975
COUNTRY USA ONETI ME VENDOR Y
PHONE 847/ 123- 4567
FAX NUMBER  847/987- 6543
CONTACT JOE- BOB BRI GGANND SR
TI TLE COLLECTI ONS MANACGER
SHI P VI A ?

G L ACCT# 10000000000000000001

(PO) OPEN PO, (POH) PO HI ST, (CH)CHECK HI ST, (PH)PMI HI ST, (C)REDIT, (U)SER HI ST,
(TB) TRIAL BAL, (AP)OPEN AP, (APH)AP HI ST, (I)NFO, (EF)EMAIL/FAX, RTN .

The check history screen is displayed below:
Notice the Onetime Vendor column on the right side of the screen — this only displays for
vendors flagged as onetime vendors.
Onetime vendor checks are given an “M” flag similar to manual checks entered, as they are not
part of a check run.
Prepayment checks are given a“P” flag.

AP16G CW REALTI ME SOFTWARE CORP VENDOR CHECK | NQUI RY 07 Cct 04
LYR AMI PAI D

VEND# Test TEST VENDOR W TH LONG NAME YTD AMI PAID 107, 378. 00

SEQ CHECK# CHECK DT CHECK AMOUNT BC MCF CLR DATE ONETI ME- VENDOR

1 555555 02/ 07/ 20 1.00 01 M

2 223344 11/ 29/ 31 111.00 01 M

3 222666 01/ 20/ 30 1.00 01 M

4 222559 10/ 05/ 29 1.00 01 M

5 222551 09/ 27/ 29 100.00 01 M

6 222334 02/ 22/ 29 100.00 01 M

7 323235 09/30/04 100,000.00 01 P Bank Of Hawai i

8 990008 08/ 27/ 04 25.00 01

9  000K14 08/ 26/ 04 14.00 01 P SCOTTY TEST CUSTOVER

10 000K13 08/ 26/ 04 13.00 01 M W ZEGUYS

11 000K12 08/ 26/ 04 12.00 01 M K- K

12 000K11 08/ 26/ 04 11.00 01 M K- K

13  000K10 08/ 26/ 04 10.00 01 M K- K

14 0000K8 08/ 24/ 04 8.00 01 M Bank Of Hawai i

15 0000K7 08/ 23/ 04 700.00 01 M ME OF COURSE

ENTER (P)AGE, (PB)PAGE BACK, SEQ#, BK * CHECK#, * TO VO D B -.oo...
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If asequenceis chosen the check information is displayed as normal. In addition you may choose “O”
Onetime at this point and see the name and address of the onetime-vendor payee the check was issued
to. This payee name also appears on the various check registers and reconciliation reports.

AP16G CW REALTI ME SOFTWARE CORP VENDOR CHECK | NQUI RY 07 Cct 04
VEND # Test TEST VENDOR W TH LONG NAM ONETI ME VENDOR # / NAVE
CHECK# 323235 CHK DT 09/ 30/ 04 3455 Bank OF Hawai i
BANK CODE 01 CHK AMI 100, 000. 00 AP BAL 9,893, 512. 31

| \VOI CE CHECK AMOUNT  DISCOUNT INVOCE INVOCE TRANS  VENDOR
SQ NUMBER AMOUNT  PAID/USED AMOUNT  DATE AMOUNT  DATE PO NVBR
1 U00051 100, 000.00 100, 000. 00 10/ 07/ 04 100, 000. 00
ENTER (P)AGE, (PB)PAGE BACK, SEQ#, | NVO CE#, (O NETIME, * TO VO D O........

In addition, this check was for a prepayment — note the sequential “U...” invoice number similar to
unapplied cash deposits. This check created a/p invoice UO005L1 that is a prepayment and available for
release when it needs to be applied to the actual invoice received.

AP16G CW REALTI ME SOFTWARE CORP VENDOR CHECK | NQUI RY 07 Cct 04
VEND # Test TEST VENDOR W TH LONG NAM ONETI ME VENDOR # / NAME
CHECK# 323235 CHK DT 09/ 30/ 04 3455 Bank OF Hawai i
BANK CODE 01 CHK AMTI 100, 000. 00 A/ P BAL 9,893,512. 31

VENDOR# 3455

NANVE Bank OF Hawai i

ATTN Equi pnent Leasing Div.

ADDRESS 130 Merchant St., Ste. 1930

CTY Honol ul u

STATE HI

Zl| P- CODE 96813
COUNTRY Ms. Chanel | e Akam ne

RTN TO CONTINUE

Note the display of the onetime vendor number and name in ap invoice inquiry from within vendor
inquiry or from menu SAPO3 #13
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AP15E CW REALTI ME SOFTWARE CORP

VENDOR NO Test

ACCT# AT VENDOR
I NvO CE NO
I N\vO CE DATE

I N\vO CE AMOUNT

TAX AMOUNT

DI SCOUNTABLE AMI

TERMS DI SCOUNT

NET AMOUNT

DI SCOUNT DATE

DUE DATE

TRANSACTI ON DATE

ENTERED DATE

LAST PAY DATE

ORI G TRAN DATE

ENTER (S) ERI AL#' S,

A/ P I NVO CE | NQUI RY 07 Cct 04

TEST VENDOR W TH LONG NAME *** ONETI ME VENDOR* * *
HERE NUMBER 3455
THERE Bank OF Hawai i
ANYWHERE TX 75234
1234567890 P/ O NUMBER

U00051 RECEI VER NUVBER

09/ 30/ 04

-100000. 00 AMOUNT PAI D

NET BALANCE -100000. 00
DI SCOUNT TAKEN
DI SCOUNT LOST

- 100, 000. 00 DI SCOUNT BALANCE 0. 00
09/ 30/ 04 PGV SOURCE APO9E
09/ 30/ 04 DESCRI PTI ON PPY 654321
HOLD STATUS
10/ 07/ 04 1099 I NvVO CE 10000000
09/ 30/ 04 ORI G VENDOR#
ORI G | NVO CE# OPEN A/ P

(SP) SERI AL#' S PAID, (A)CCT DI ST, (O) NETIME, (1)TEMS,
(F) UTURE DATI NG, (PH) PAYMENT HI ST, (U)SER HI ST, * OR RTN FOR NEXT
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6. DAILY CHECK REGISTER

After checks have been accepted go to menu SA/P choice 10. This program may also be run in your
nightly batch.

SCREEN CW REALTI ME SOFTWARE CORP Account s Payabl e 22 May 03
1 oW DS
SA/ P ENTER SELECTI ON NUMBER: 10 11: 42: 29
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Select Printer
Conmpany 1 Conpany Processing
Vendor 2 Vendor Processing
Payabl es 3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustment & Voi ds Processing
Cash Managenent 6 Cash Requirenent Reports
7 Payment Hol d/ Reverse Hol d
8 Qpen | nvoi ce Reports
Di sbursenents 9 I nvoi ce Paynent Processing

10 Dai |y Check Register
11 Voi ded Check Processing
Peri od End 12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
Year End 15 Year End Processing
Hi story 16 Payment Hi story Processing

TypeY and ENTER to process. Select aprinter and ENTER

Review theregister and if acceptable, typeY and ENTER

AP10 CW REALTI ME SOFTWARE CORP DAI LY CHECK REG STER 06 Cct 04

THIS IS THE DAILY CHECK REG STER.

WHEN I T IS FINISHED, YOU WLL BE ASKED IF I T I S ACCEPTABLE OR NOT.

Sel ect DEL)ETE PROFILE, OR'Y' TO EXECUTE

Review theregister and if acceptable, typeY and ENTER
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ACCOUNTS PAYABLE
G. RECURRING INVOICES

At Accounts Payable menu, select 3 and then 3 again to set up recurring invoices. These would be
invoices that recur every month such as loan, lease, or rental payments.

SCREEN CW REALTI ME SOFTWARE CORP Account s Payabl e 22 May 03
1 WV DS
SA/ P ENTER SELECTI ON NUMBER 3 12: 36: 05
AS
FUNCTI ON NMBR DESCRI PTI ON
0 Select Printer
Conpany 1 Conpany Processing
Vendor 2 Vendor Processing
Payabl es 3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustment & Voi ds Processing
Cash Managemnent 6 Cash Requirenent Reports
7 Paynment Hol d/ Reverse Hol d
8 Qpen | nvoi ce Reports
Di sbursenent s 9 I nvoi ce Paynent Processing
10 Dai ly Check Register
11 Voi ded Check Processing
Peri od End 12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
Year End 15 Year End Processing
Hi story 16 Paynment Hi story Processing
SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Processing 22 May 03
1 WV DS
SAPO3 ENTER SELECTI ON NUMBER 3 12: 36: 47
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Invoi ce Entry Wthout Purchase Order
2 Recurring Invoi ce Rel ease
3 Recurring I nvoi ce M ntenance
4 Recurring Invoice List
Purchase Orders 5 Invoice Entry Wth Purchase Order
6 I nvoi ce-P/ O Variance Rpt Detail By Item
7 I nvoi ce- P/ O Variance Rpt Sunmary By |tem
8 I nvoi ce- P/ O Vari ance Rpt Detail By Vendor
9 I nvoi ce-P/ O Vari ance Rpt Sunmmary By Vendor
10 I nvoi ce-P/ O Variance File Purge
11 Invoice Entry Wth Inventory Recei pt
12 Invoice Entry with Recei pt Register
13 AP I nvoice H story Inquiry
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Typein: vendor#.
Use the account# for pur chase order.
The class code is how recurring invoices are released (not the vendor class-code), so you could use
the same class for invoices that need to be paid at a certain time in the month. For example, you
could use C10 for the 10" due date, C25 for the 25™ due date, or something similar.
The description iswhat will print on the check.
The number of times released can be used to follow a calendar year or you can set up payments for
the life of the loan, lease term, etc. Alternatively, you can enter the the total amount of all payments
to be made, and the system will stop payments when that amount is reached.

APO3C CW REALTI ME SOFTWARE CORP RECURRI NG | NVO CE MAI NT 22 May 03
VENDOR 10109 CHASE AUTOMOTI VE FI NANCE CONTACT
P O BOX 15594 TI TLE
PHONE
W LM NGTON DE 19886- 1304
PURCHASE CRDER 3588849 ACCT# AT VENDOR
1. INV CLASS CCDE C10
2. RELEASE DATE 05/ 01/ 03
3. AMOUNT DUE 481. 36
4. TAX AMOUNT PRODUCT TOTAL 481. 36
5. DESCRI PTI ON AUTO PAYMENT
6. 1099 I NvVO CE
7. NMAXI MUM AMOUNT AMOUNT RELEASED
OR NUMBER TI MES TO RELEASE 8 TI MES RELEASED TO DATE

ENTER LI NE TO CHANGCE,
T FOR TAX ANALYSI S, D TO DELETE, * TO VO D, ~ TO POST, RTN TO CONTI NUE .

Enter the GL account (s) and then amount (s) until balance to distribute is zero. These accounts can be
modified at the time of release in the case of principal and interest amounts change

APO3C CW REALTI ME SOFTWARE CORP RECURRI NG | NvO CE MAI NT 22 May 03
VENDOR 10109 CHASE AUTOMOTI VE FI NANCE
P/ O NO. 3588849
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 3 0. 00
DEBI TS CREDI TS
1 206000 481. 36
2 5140008 481. 36

ENTER LI NE TO CHANGE,
T FOR TAX ANALYSIS, D TO DELETE, * TO VA D, P TO PAGE, » TO POST ~..
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Hereis another example with a different class code.

APO3C CW REALTI ME SOFTWARE CORP RECURRI NG | NVO CE MAI NT 22 May 03
VENDOR 16533 HUNTER REALTY CONTACT
1602 DAVI E AVENUE TI TLE
PHONE
STATESVI LLE NC 28677
PURCHASE CORDER 54003 ACCT# AT VENDOR
1. INV CLASS CCDE (€25
2. RELEASE DATE 05/ 01/ 03
3. AMOUNT DUE 2800. 00
4. TAX AMOUNT PRODUCT TOTAL 2,800. 00
5. DESCRI PTI ON BUI LDI NG RENT
6. 1099 I NvVO CE
7. NMAXI MUM AMOUNT AMOUNT RELEASED
OR NUMBER TI MES TO RELEASE 8 TI MES RELEASED TO DATE

ENTER LI NE TO CHANGCE,
T FOR TAX ANALYSI S, D TO DELETE, * TO VO D, ~ TO POST, RTN TO CONTI NUE .

To release Recurring Invoices select option 2. Thisis usualy done at the very first of every month and
all invoices for the month are released at that time.

SCREEN CW REALTI ME SOFTWARE CORP I nvoi ce Processing 22 May 03
1 oW DS
SAPO3 ENTER SELECTI ON NUMBER: 13: 45: 36
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Select Printer
1 I nvoi ce Entry Wt hout Purchase Order
2 Recurring Invoi ce Rel ease
3 Recurring Invoi ce Maintenance
4 Recurring Invoice List
Purchase Orders 5 I nvoi ce Entry Wth Purchase Order
6 I nvoi ce-P/ O Variance Rpt Detail By Item
7 I nvoi ce-P/ O Variance Rpt Sunmary By |tem
8 I nvoi ce- P/ O Vari ance Rpt Detail By Vendor
9 I nvoi ce- P/ O Vari ance Rpt Summary By Vendor

10 I nvoi ce- P/ O Vari ance File Purge

11 Invoice Entry Wth Inventory Recei pt
12 Invoice Entry with Recei pt Register
13 AP I nvoice H story Inquiry
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The date of the release will default to current date. The recurring invoice date must be less than this
date in order to be released. ENTER to continue.

APO3B CW REALTI ME SOFTWARE CORP RECURRI NG | NVO CE RELEASE 22 May 03
ENTER RECURRI NG | NVO CE CLASS CODE TO BE RELEASED (C25

ENTER RELEASE DATE 05/01/03

The invoice number is assigned automatically. Releases ideally need to be done the first working day
of the month. The invoice date will default to that date. Then the invoices will be ready to process for
payment during the month based on the due date entered here.

APO3B CW REALTI ME SOFTWARE CORP RECURRI NG | N\VO CE RELEASE 22 May 03
VENDOR 10107 CENTURA BANK CONTACT
P/ O NO AL33568 TI TLE
P. O BOX 1220 PHONE
ROCKY MOUNT NC 27802
ACCT# AT VENDOR TERVS DI SCOUNT PERCENT 0.000 DAYS 0 DAY/ MON
DUE DAYS 30 DAY/ MON
| \VOI CE R100007 RELEASES AMOUNT
2. | NVOl CE DATE 05/ 01/ 03 MAXI MUM 8
3. AVOUNT DUE 525. 00 ACTUAL TO DATE
4. TAX AMOUNT
5. DI SCOUNTABLE AMT 525. 00 PRODUCT AMOUNT 525. 00
6. TERVB DISC (% $) $ 0. 00
NET AMOUNT 525. 00
7. DISCOUNT DATE  05/01/03 10. DESCRIPTION NOTE PYMI
8. DUE DATE 05/25/03 11. HOLD STATUS
9. TRANSACTI ON DATE 05/01/03  12. 1099 | NVO CE
ENTER LI NE TO CHANGE,

T FOR TAX ANALYSIS, S TO SKIP, E TO END, ~ TO POST, RTN TO CONTI NUE

ENTER to continue if a GL account amount needs to be changed. If not then ™ to post. Then the next
invoicein the class C25 will appear. Make necessary changes in the same way until all invoices are
processed.

If you do not want to release an invoice then type S to skip.

If you’re through with what you want with this invoice and don’t want to scroll through the rest, type E
to end.

In this case the GL account amounts need to be changed because the principle and interest changes
every month.
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APO3B CW REALTI ME SOFTWARE CORP RECURRI NG | NvO CE RELEASE 22 May 03

VENDOR 10107 CENTURA BANK
I N\vO CE R100011
P/ O NO. AL33568

G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
DEBI TS CREDI TS
1 206000 525. 00
2 216000 468. 43
3 5800008 56. 57

ENTER LINE TO CHANGE, T FOR TAX ANAL, S OR * TO SKIP, P TO PAGE, * TO POST 2..

Select line 2 and change the principle amount. Then select line 3 and change the interest amount.

APO3B CW REALTI ME SOFTWARE CORP RECURRI NG | NvO CE RELEASE 22 May 03

VENDOR 10107 CENTURA BANK
I N\vO CE R100011
P/ O NO. AL33568

G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
DEBI TS CREDI TS
1 206000 525. 00
2 216000 473.58
3 5800008 51.42

ENTER LINE TO CHANGE, T FOR TAX ANAL, S OR * TO SKIP, P TO PAGE, ~ TO POST ~..

When finished, run the Daily Invoice Register (4) from the Accounts Payable menu to update.

. Realtime Software Corporation / Page 73
Accounts Payable - Operations Manual v2.0




Realtime Software Corporation - Accounts Payable Operations Manual

SCREEN CW REALTI ME SOFTWARE CORP Account s Payabl e 22 May 03
1 WV DS
SA/ P ENTER SELECTI ON NUMBER: 4 14:50: 58
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
Company 1 Conpany Processing
Vendor 2 Vendor Processing
Payabl es 3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustnment & Voi ds Processing
Cash Managemnent 6 Cash Requirenent Reports
7 Payment Hol d/ Reverse Hol d
8 Qpen | nvoi ce Reports
Di sbursenents 9 I nvoi ce Paynent Processing

10 Dai ly Check Register
11 Voi ded Check Processing
Peri od End 12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
Year End 15 Year End Processing
Hi story 16 Payment Hi story Processing

Once recurring invoices are released with the above process, that just means you have created areal
invoice. They will show up on your cash requirements report based on due dates and still need to be
released for payment in the same manner as any other A/P invoice. They can aso be adjusted like any
other A/P invoice to change due dates, amounts, GL’s, €tc.
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ACCOUNTS PAYABLE
H. VOIDING CHECKS

>From the Accounts Payable menu, select 11 for void check processing, then 1 to enter void checks.

SCREEN CW REALTI ME SOFTWARE CORP Account s Payabl e 22 May 03
1 oW DS
SA/ P ENTER SELECTI ON NUMBER: 11 15:02: 44
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Select Printer
Conmpany 1 Conpany Processing
Vendor 2 Vendor Processing
Payabl es 3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustment & Voi ds Processing
Cash Managenent 6 Cash Requirenent Reports
7 Paynment Hol d/ Reverse Hol d
8 Qpen | nvoi ce Reports
Di sbursenent s 9 I nvoi ce Paynent Processing
10 Dai ly Check Register
11 Voi ded Check Processing
Peri od End 12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
Year End 15 Year End Processing
Hi story 16 Payment Hi story Processing

Enter the bank code, check#, and reason for voiding check.
You will be asked if you want the A/P invoice to be put back into open A/P.
Answer Y if you do, or
N if it isnot going to be reissued (see below).
ENTER and the next screen will show the GL adjustment to the bank account and the payable
account. The invoice gets automatically put back on the vendor account exactly the way it was before
it was paid. Finish with ” to post.
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AP11A CW REALTI ME SOFTWARE CORP VO DED CHECK ENTRY 22 May 03
BANK 01 REG. CHECKI NG ACCOUNT 1099
CHECK 047541 VENDOR 10667 WEST EDGECOVBE FI RE DEPARTMEN AMOUNT 200. 00
CHECK DATE 03/21/03 DI SC TAKEN 0. 00
REASON CD VD VA DED CHECK DI SC LOST 0. 00
DO YOU WANT TO PUT | NVO CES BACK | NTO OPEN A/ P (Y/N) Y
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER
DEBI TS CREDI TS
ENTER RC TO CHANGE REASON CODE,
LINE TO CHANGE, P TO PAGE, * TO VA D, C TO CANCEL, ~ TO POST
AP11A CW REALTI ME SOFTWARE CORP VO DED CHECK ENTRY 22 May 03
BANK 01 REG. CHECKI NG ACCOUNT 1099
CHECK 047541 VENDOR 10667 WEST EDGECOVBE FI RE DEPARTMEN AMOUNT 200. 00
CHECK DATE 03/21/03 DI SC TAKEN 0. 00
REASON CD VD VA DED CHECK DI SC LOST 0. 00
DO YOU WANT TO PUT | NVO CES BACK | NTO OPEN A/ P (Y/'N) Y
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER
DEBI TS CREDI TS
1 105000 200. 00
2 206000 200. 00

ENTER RC TO CHANGE REASON CODE,

LINE TO CHANGE, P TO PAGE, * TO VO D, C TO CANCEL, ~ TO POST ~..

If you do not want the invoice re-entered back into payables, type N and ENTER. A screen will come
up prompting for the GL account (s) for the check you are voiding. Make sure you 've gone to Vendor
Inquiry to look up the GL account distribution in the invoice (s) that is on the check and make a print
screen. Then you can enter the information needed at the GL prompt to make sure it is backed out
correctly.
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VMI1Q CW REALTI ME SOFTWARE CORP VENDCOR | NQUI RY 22 May 03
VENDOR 11265

NAVE RI NGGOLD FI RE & RESCUE START DATE 04/ 26/ 03

ADDRESS 1 335 OLD CABI N TRL. ACCT# AT VENDOR

ADDRESS 2 DUE DAYS 001

aTy RI NGGOLD OR DAY OF MONTH

STATE/ COUNTY VA VENDOR CLASS REG

ZI Pl POST 24586 LI NE | TEM TAX CD

COUNTRY

PHONE PRI MVARY EMAI L ADDRESS

FAX NUMBER

CONTACT

TI TLE

SHI P VI A

G L ACCT# 5360008

(CH) CHECK HI ST, (PH) PAYMENT HI ST, (POH)P/ O HI ST, RTN FOR VENDOR#, (C)REDIT,

( PO) PURCHASE ORDERS, (AP) OPEN AP, (APH)AP HI ST, (1)NFO, (EF)EMAI L/ FAX CH.
AP16G CW REALTI ME SOFTWARE CORP VENDOR CHECK | NQUI RY 22 May 03
LYR AMI PAI D
VEND# 11265 RI NGGOLD FI RE & RESCUE YTD AMI PAI D 100. 00
SEQ CHECK# CHECK DT CHECK AMOUNT BC MCF CLR DATE
1 047984 05/ 02/ 03 100.00 01
ENTER (P)AGE, (PB)PAGE BACK, SEQ#, BK * CHECK#, * TO VO D m........
AP16G CW REALTI ME SOFTWARE CORP VENDOR CHECK | NQUI RY 22 May 03
VEND # 11265 RI NGGOLD FI RE & RESCUE
CHECK# 047984 CHK DT 05/ 02/ 03 AP BAL 0. 00
BANK CODE 01 CHK AMT 100. 00

| \VOI CE CHECK AMOUNT  DISCOUNT INVOCE INVOCE TRANS  VENDOR

SQ NUMBER AMOUNT  PAID/USED AMOUNT  DATE AMOUNT  DATE PO NVB
1 042503 100. 00 100. 00 04/ 26/ 03 100. 00 04/ 26/ 03

ENTER (P)AGE, (PB)PAGE BACK, SEQ¥, | NVO CE#, * TO VO D m.........
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AP15E CW REALTI ME SOFTWARE CORP AP I NVOI CE | NQUI RY 22 May 03
VENDOR NO 11265 RINGGOLD FI RE & RESCUE CONTACT
335 OLD CABIN TRL. TI TLE
PHONE
RINGGOLD VA 24586

ACCT# AT VENDOR P/ O NUVMBER

| \VOl CE NO 042503 RECEI VER NUMBER

| \VOI CE DATE 04/ 26/ 03

| NVOI CE AMOUNT 100.00  AMOUNT PAI D 100. 00
TAX AMOUNT NET BALANCE 0. 00

DI SCOUNTABLE AMT DI SCOUNT TAKEN 0. 00
TERVS DI SCOUNT DI SCOUNT LOST

NET AMOUNT 100.00 DI SCOUNT BALANCE 0. 00

DI SCOUNT DATE PGM SOURCE APO3A

DUE DATE 04/ 27/ 03 DESCRI PTI ON

TRANSACTI ON DATE 04/ 26/ 03 HOLD STATUS

ENTERED DATE 04/ 26/ 03 1099 | NVOI CE

LAST PAY DATE 05/ 02/ 03 ORI G VENDOR#

ORI G TRAN DATE ORI G | NVO CE# HI STORY
ENTER (S)ERI AL# S, (SP)SERIAL# S PAID, (A)CCOUNT DI STRI BUTION, (1) TEMS,

(PH) PAYVENT HI STORY, * OR RTN FOR NEXT | NVOI CE A
AP15E CW REALTI ME SOFTWARE CORP AP I NVO CE | NQUI RY 22 May 03
VENDOR NO 11265 RINGGOLD FI RE & RESCUE
| \VOI CE NO 042503 P/ O NUVBER
| \VOl CE DATE 04/ 26/ 03 AMOUNT PAI D 100. 00
| NVOI CE AMOUNT 100.00  NET BALANCE 0. 00
ACCOUNT NUVBER DESCRI PTI ON AMOUNT
206000 A/ P- REGULAR -100. 00
5360008 DONATI ONS 100. 00

If there is more than one invoice you’ll need the GL’s for all of them. Now back to the void check if
you answered N to re-enter invoice in payables.

AP11A CW REALTI ME SOFTWARE CORP VO DED CHECK ENTRY 22 May 03
BANK 01 REG. CHECKI NG ACCOUNT 1099
CHECK 047984 VENDOR 11265 RINGGOLD FI RE & RESCUE AMOUNT 100. 00
CHECK DATE 05/ 02/ 03 DI SC TAKEN 0. 00
REASON CD VD VA DED CHECK DI SC LOST 0. 00
DO YOU WANT TO PUT | NVO CES BACK | NTO OPEN A/ P (Y/'N) N
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER
DEBI TS CREDI TS

ENTER RC TO CHANGE REASON CODE,
LINE TO CHANGE, P TO PAGE, * TO VA D, C TO CANCEL, ~ TO POST
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Typethe GL account (s) from the origina invoice (s) and make sure balance to distribute is zero at
completion. The amount will be entered as a negative. The bank GL account comes up automatically
to “put the money back in the bank”.

AP11A CW REALTI ME SOFTWARE CORP VO DED CHECK ENTRY 22 May 03
BANK 01 REG. CHECKI NG ACCOUNT 1099
CHECK 047984 VENDOR 11265 RINGGECOLD FI RE & RESCUE AMOUNT 100. 00
CHECK DATE 05/ 02/ 03 DI SC TAKEN 0. 00
REASON CD VD VA DED CHECK DI SC LOST 0. 00
DO YOU WANT TO PUT | NVO CES BACK | NTO OPEN A/ P (Y/'N) N
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 2 ...... ... ... .. ... ..... -100. 00
DEBI TS CREDI TS
1 105000 100. 00
ENTER RC TO CHANGE REASON CODE,
LINE TO CHANGE, P TO PAGE, * TO VA D, C TO CANCEL, ~ TO POST
AP11A CW REALTI ME SOFTWARE CORP VO DED CHECK ENTRY 22 May 03
BANK 01 REG. CHECKI NG ACCOUNT 1099
CHECK 047984 VENDOR 11265 RINGGECOLD FI RE & RESCUE AMOUNT 100. 00
CHECK DATE 05/ 02/ 03 DI SC TAKEN 0. 00
REASON CD VD VA DED CHECK DI SC LOST 0. 00
DO YOU WANT TO PUT | NVO CES BACK | NTO OPEN A/ P (Y/'N) N
G L ACCOUNT AMOUNT BALANCE TO
DI STRI BUTE
ENTER 0. 00
DEBI TS CREDI TS
1 105000 100. 00
2 5360008 100. 00
ENTER RC TO CHANGE REASON CODE,
LINE TO CHANGE, P TO PAGE, * TO VA D, C TO CANCEL, ~ TO POST

Y ou will be taken back to the previous screen. Select 2 to run the register, then Y to execute.

SCREEN CW REALTI ME SOFTWARE CORP Voi ded Check Processing 22 May 03
1 WV DS
SAP11 ENTER SELECTI ON NUMBER: 16: 36: 25
AS
FUNCTI ON NMBR DESCRI PTI ON
0 Select Printer
1 Voi ded Check Entry
2 Voi ded Check Regi ster
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ACCOUNTS PAYABLE
|. CHECK RECONCILIATION FOR BANK

Select 14 from the Accounts Payable menu (SA/P) to reconcile your checks with the bank.

SCREEN CW REALTI ME SOFTWARE CORP Account s Payabl e 22 May 03
1 WV DS
SA/ P ENTER SELECTI ON NUMBER: 14 16: 44: 08
FUNCTI ON NMBR DESCRI PTI ON
0 Sel ect Printer
Conpany 1 Conpany Processing
Vendor 2 Vendor Processing
Payabl es 3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustnment & Voi ds Processing
Cash Managemnent 6 Cash Requirenent Reports
7 Paynment Hol d/ Reverse Hol d
8 Open | nvoi ce Reports
Di sbursenent s 9 I nvoi ce Paynent Processing
10 Dai ly Check Register
11 Voi ded Check Processing
Peri od End 12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
Year End 15 Year End Processing
Hi story 16 Paynment Hi story Processing

Select 2 to run a Check Reconciliation Report to work from.

SCREEN CW REALTI ME SOFTWARE CORP Check Reconciliation Process 22 May 03
1 WV DS
SAP14 ENTER SELECTI ON NUMBER: 16:47: 15
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Cl eared Check Entry
2 Check Reconciliation Reports
3 Cl eared Check Regi ster
4 Purge A/ P Check Reconciliation Hstory File

Select 2 to run an Open Check Report to work from.

From date should be left blank to pick up all preceding checks. To date should be the last day of your
accounting month for A/P. ENTER to process.
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AP14B CW REALTI ME SOFTWARE CORP CHECK RECONCI LI ATI ON REPORTS 06 Cct 04

ENTER PROFI LE TO USE NO TEMPLATE PROFI LE | N USE

1. ENTER REPORT SELECTI ON Cc2
ALL CLEARED CHECKS

ALL OPEN CHECKS

ALL CHECKS ON FI LE

ALL HI STORY CHECKS ON FI LE

A WDN P

Type bank code(s) and ENTER.

AP14B CW REALTI ME SOFTWARE CORP CHECK RECONCI LI ATI ON REPORTS 06 Cct 04
ENTER PROFI LE TO USE NO TEMPLATE PRCFI LE I N USE
1. ENTER REPORT SELECTI ON C2 ALL OPEN CHECKS

2. ENTER BANK CODE ...
NO ENTRY = ALL, 'NULL" = W THOUT BANK CODE

From date should be left blank to pick up all preceding checks. To date should be the last day of your
accounting month for A/P or bank statement date.

AP14B CW REALTI ME SOFTWARE CORP CHECK RECONCI LI ATI ON REPORTS 06 COct 04
ENTER PROFI LE TO USE NO TEMPLATE PRCFILE | N USE
1. ENTER REPORT SELECTI ON C2 ALL OPEN CHECKS
2. ENTER BANK CODE I 01
3. ENTER CHECK | SSUE DATE FROM .
TO
If dates are specified, only checks issued within the specified date range
will be selected for the report.

ENTER ' D' FOR SPECI FI ED DATE, ' O' FOR AN OFFSET FROM CURRENT DATE
'S TO INPUT A SPECI AL DATE CODE, 'C FOR CURRENT DATE, OR NULL TO SKIP

Leave these dates blank for this report — see onscreen help.
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AP14B CW REALTI ME SOFTWARE CORP CHECK RECONCI LI ATI ON REPORTS 06 Cct 04
ENTER PROFI LE TO USE NO TEMPLATE PRCFI LE I N USE
1. ENTER REPORT SELECTI ON C2 ALL OPEN CHECKS
2. ENTER BANK CODE | 01
3. ENTER CHECK | SSUE DATE R TO D 09/30/04
4. ENTER CHECK CLEARED DATE FROM .
TO

*** Prompt 1, choice 1 - ALL CLEARED CHECKS report ***
If dates are specified, only checks cleared as-of or within the specified
date range will be selected for the report.

*** Pronmpt 1, choice 2 - ALL OPEN CHECKS report ***

Leave BLANK - dates in these fields are ignored for this report.

Any checks cleared after the ending check issue date (pronpt 3 above)

wi Il be considered 'open' and included with all other un-cleared checks on
this report.

ENTER ' D' FOR SPECI FI ED DATE, ' O' FOR AN OFFSET FROM CURRENT DATE
'S TO INPUT A SPECI AL DATE CODE, 'C FOR CURRENT DATE, OR NULL TO SKIP

Type Y and ENTER at the change line to produce the report.

Y ou will come back to the menu to select 1 to clear checksin the system that have cleared your bank
according to your bank statement.

SCREEN CW REALTI ME SOFTWARE CORP Check Reconciliation Process 22 May 03
1 oW DS
SAP14 ENTER SELECTI ON NUMBER: 16:47:15
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Cl eared Check Entry
2 Check Reconciliation Reports
3 Cl eared Check Register
4 Purge A/ P Check Reconciliation H story File

Type bank code, bank statement date, check number and amount and ENTER.
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AP14A CW REALTI ME SOFTWARE CORP CLEARED CHECK ENTRY 22 May 03
ENTER BANK CODE 01 REG CHECKI NG ACCOUNT
CLEARI NG DATE 04/ 30/ 03
CHECK NUMBER 047546

CHECK AMOUNT CLEARED 108. OONNN. NN

CHECKS RECONCI LED

NUMBER OF CHECKS

CLEARED AMOUNT 0. 00
VENDOR# VENDOR NAME CHECK DATE
10012 AUTOVATI C DATA PRCCESSI NG 03/ 26/ 03

Y ou will see how many checks you have cleared, the total amount cleared (which will continue to add
as you continue), and the last vendor that you cleared.

AP14A CW REALTI ME SOFTWARE CORP CLEARED CHECK ENTRY 22 May 03
ENTER BANK CODE 01 REG CHECKI NG ACCOUNT
CLEARI NG DATE 04/ 30/ 03

CHECK NUMBER

CHECK AMOUNT CLEARED

CHECKS RECONCI LED

NUMBER OF CHECKS il

CLEARED AMOUNT 108. 00
VENDOR# VENDOR NAME CHECK DATE
10012 AUTOVATI C DATA PRCCESSI NG 03/ 26/ 03

Continue entering the checks that have cleared the bank.

If you entered a check in error that has not cleared, just type in the check number again, and for
amount type 0.00 and it will be taken off. It will increment the number of checks, though, even if you
removed one. It counts that as another check but it removes the dollar amount from the total.
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AP14A CW REALTI ME SOFTWARE CORP CLEARED CHECK ENTRY 22 May 03
ENTER BANK CODE 01 REG CHECKI NG ACCOUNT
CLEARI NG DATE 04/ 30/ 03
CHECK NUMBER 047547

CHECK AMOUNT CLEARED 5177. 94NN. NN

CHECKS RECONCI LED

NUMBER OF CHECKS 1
CLEARED AMOUNT 108. 00
VENDOR¥# VENDOR NANME CHECK DATE
10020 AKRON BRASS COVPANY 03/ 26/ 03
AP14A CW REALTI ME SOFTWARE CORP CLEARED CHECK ENTRY 22 May 03
ENTER BANK CODE 01 REG CHECKI NG ACCOUNT
CLEARI NG DATE 04/ 30/ 03

CHECK NUMBER  ......

CHECK AMOUNT CLEARED

CHECKS RECONCI LED

NUMBER OF CHECKS 2

CLEARED AMOUNT 5,285. 94
VENDOR¥# VENDOR NANME CHECK DATE
10020 AKRON BRASS COVPANY 03/ 26/ 03
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If you enter an amount that is not the same as the actual amount of the check in the system, you will
get amessage at the bottom of the screen. It will also ask if you wish to accept your entry. Y ou can
answer Y or N. Sometimes a check clears the bank for a different amount than what the check really
was. Your cleared check register will show the difference and you will need to do ajournal entry to
adjust it for month end.

AP14A CW REALTI ME SOFTWARE CORP CLEARED CHECK ENTRY 22 May 03
ENTER BANK CODE 01 REG CHECKI NG ACCOUNT
CLEARI NG DATE 04/ 30/ 03
CHECK NUMBER 047571
CHECK AMOUNT CLEARED 254. 33

DO YOU W SH TO ACCEPT YOUR ENTRY (Y/N)
CHECKS RECONCI LED
NUMBER OF CHECKS

CLEARED AMOUNT

VENDOR# VENDOR NAME CHECK DATE
10217 FI RE COM 03/ 26/ 03
NOTE: ENTERED AMI CLEARED IS NOT ORI G NAL CHECK AMT 254. 37

When finished entering cleared checks, run the cleared check register. Do not answer Y to accept until
verification of the report is made for accuracy. If changes need to be made, type N and return to
cleared check entry to correct. Then run the cleared checks report again to verify that reconciliation is
correct with bank statement. Once it is correct type Y to accept the register and it will update. DO
NOT ACCEPT REGISTER UNTIL YOU HAVE THE REPORT IN HAND AND ARE SURE IT
|SCORRECT.
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SCREEN CW REALTI ME SOFTWARE CORP Check Reconciliation Process 23 May 03
7 CWvV DS
SAP14 ENTER SELECTI ON NUMBER 3 09: 42: 49
AS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
1 Cl eared Check Entry
2 Check Reconciliation Reports
3 Cl eared Check Regi ster
4 Purge A/ P Check Reconciliation Hstory File

AP14C CW REALTI ME SOFTWARE CORP CLEARED CHECK REG STER 23 May 03

DO YOU WSH TO RUN THE REQ STER? (Y/ N[ S]LEEP) Y
***  REG STER NOW BEI NG PROCESSED ***
[404] 7 itens sel ected out of 413 itens.
NOTE: | F ACCEPTED,
UPDATES W LL TAKE PLACE AND REG STER CAN NOT BE RERUN.

| S THE REG STER ACCEPTABLE? (Y/N)

The final step to bank reconciliation isto run the report of open checks (see the instructions at the
beginning of this section) for the month that have not cleared the bank. Again, the date will be the date
of the Accounts Payable month end. Thiswill be the amount entered on your bank reconciliation for
outstanding checks not clearing the bank yet.
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ACCOUNTS PAYABLE

J. REPORTS
1. OPEN INVOICE REPORT

At the Accounts Payable Menu (SA/P), select 8 for Open Invoice Reports.

SCREEN CW REALTI ME SOFTWARE CORP Account s Payabl e 29 May 03
11 CWwv DS
SA/ P ENTER SELECTI ON NUMBER: 12:17:53
HS
FUNCTI ON NMBR DESCRI PTI ON
0 Select Printer
Conpany 1 Conpany Processing
Vendor 2 Vendor Processing
Payabl es 3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustment & Voi ds Processing
Cash Managemnent 6 Cash Requirenent Reports
7 Paynment Hol d/ Reverse Hol d
8 Qpen | nvoi ce Reports
Di sbursenent s 9 I nvoi ce Paynent Processing

10 Dai ly Check Register
11 Voi ded Check Processing
Peri od End 12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
Year End 15 Year End Processing
Hi story 16 Paynment Hi story Processing

This report uses report profiles, so you can store your preferred settings. The individual prompts are
reviewed here. First select how you would like the report sorted:

APO8 CW REALTI ME SCFTWARE CORP OPEN | N\VO CE REPORT 06 Cct 04
ENTER PROFI LE TO USE NO TEMPLATE PRCFI LE I N USE
1. ENTER SORT METHCD C.

1 = BY VENDOR BY | NVO CE#
2 = BY I NVO CE# BY VENDOR

Now enter nothing, ‘NULL’, or one or more vendor numbers you want to appear on the report.

. Realtime Software Corporation / Page 87
Accounts Payable - Operations Manual v2.0




Realtime Software Corporation - Accounts Payable Operations Manual

APO8 CW REALTI ME SOFTWARE CORP OPEN | N\VO CE REPORT 06 Cct 04
ENTER PROFI LE TO USE NO TEMPLATE PROFI LE | N USE
1. ENTER SORT METHCD c1 BY VENDCOR BY | NVO CE#

2. ENTER VENDCR SELECTI ON o
NO ENTRY = ALL, 'NULL" = W THOUT VENDOR

Now enter invoice ‘HOLD’ criteriato select upon

APO8 CW REALTI ME SCFTWARE CORP OPEN | N\VO CE REPORT 06 Cct 04

ENTER PROFI LE TO USE NO TEMPLATE PROFI LE | N USE

1. ENTER SORT METHCD c1 BY VENDOR BY | NVO CE#

2. ENTER VENDCR SELECTI ON I

3. ENTER I NVO CE CRI TERI A C.
1 = ALL OPEN I NVO CES
2 = OPEN I NVvO CES ON PAYMENT HOLD
3 = OPEN I NVO CES NOT' ON HOLD

Specify whether or not to print serial number data on the report

APO8 CW REALTI ME SCFTWARE CORP OPEN | N\VO CE REPORT 06 Cct 04
ENTER PROFI LE TO USE NO TEMPLATE PROFI LE | N USE
1. ENTER SORT METHCD cl1 BY VENDCOR BY | NVO CE#
2. ENTER VENDCR SELECTI ON I
3. ENTER INVO CE CRI TERI A C3 OPEN | NVO CES NOT ON HOLD
4. | NCLUDE SERI AL- NUMBERS C.

Y = I NCLUDE SERI AL NUMBERS
N = OM T SERI AL NUMBERS

Change or Save your profileif needed, then execute it to produce the report.

APO8 CW REALTI ME SOCFTWARE CORP OPEN | N\VO CE REPORT 06 Cct 04
ENTER PROFI LE TO USE NO TEMPLATE PROFI LE | N USE
1. ENTER SORT METHCD c1 BY VENDOR BY | NVO CE#
2. ENTER VENDCR SELECTI ON I
3. ENTER INVO CE CRI TERI A C3 OPEN | NVO CES NOT ON HOLD
4. | NCLUDE SERI AL- NUMBERS cYy | NCLUDE SERI AL NUMBERS

Sel ect #, S)AVE, DEL)ETE PROFILE, E)XPORT, OR'Y' TO EXECUTE
PROFILE I'S NEW SAVE PROFILE WTH 'S OPTI ON
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Option 12 of the Accounts Payable Menu (SA/P) will either give you areport to the screen by
individual vendor or areport to the printer of al your vendors based on your parameters.

SCREEN CW REALTI ME SOFTWARE CORP Account s Payabl e 29 May 03
11 CwWv DS
SA/ P ENTER SELECTI ON NUMBER: 12 12: 25: 44
HS
FUNCTI ON NVBR DESCRI PTI ON
0 Sel ect Printer
Conmpany 1 Conpany Processing
Vendor 2 Vendor Processing
Payabl es 3 I nvoi ce Processing
4 Daily I nvoice Register
5 I nvoi ce Adj ustnment & Voi ds Processing
Cash Managemnent 6 Cash Requirenent Reports
7 Payment Hol d/ Reverse Hol d
8 Qpen | nvoi ce Reports
Di sbursenents 9 I nvoi ce Paynent Processing
10 Dai ly Check Register
11 Voi ded Check Processing
Peri od End 12 Accounts Payabl e Trial Bal ances
13 Peri od End Check Regi ster
14 Check Reconciliation Processing
Year End 15 Year End Processing
Hi story 16 Payment Hi story Processing
SCREEN CW REALTI ME SOFTWARE CORP Accts Payable Trial Balances 29 May 03
11 CWwv DS
SAP12 ENTER SELECTI ON NUMBER: 1 12: 26: 43
HS
FUNCTI ON NMVBR DESCRI PTI ON

Vendor Trial Bal ance Displ ay

VB

0 Sel ect Printer

1

2 Accounts Payabl e Trial Balance Print

Typethevendor # or ?? and name to search. After the vendor information appearsfill in the
following information based on what you want to display.

AP12A  CW REALTI ME SOFTWARE CORP VENDOR TRI AL BALANCE DI SPLAY 29 May 03

VENDOR 10071.
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Y ou can select detail or summary. The date will default to the current date but can be changed. Y ou
have a choice of aging based on invoice or due date.

AP12A CW REALTI ME SOFTWARE CORP VENDOR TRI AL BALANCE DI SPLAY 29 May 03

VENDOR 10071.

AP12A CW REALTI ME SOFTWARE CORP VENDOR TRI AL BALANCE DI SPLAY 29 May 03
VENDOR 10071 Bl OSYSTEMS OPEN | NVO CES 8,458. 75
PREPAYMENTS
A/ P BALANCE 8,458. 75

ENTER D FOR DETAI L AND TOTALS, T FOR TOTALS ONLY, RTN FOR NEXT VENDOR T

AS OF DATE 05/29/03
USE | N\VO CE DATE OR DUE DATE FOR AG NG (I/D) D

I NVO CI NG CURRENT

PRIOR TO. AGED AS:

05/ 30/ 03

05/ 29/ 03 OVER 1 DAYS
04/ 29/ 03 OVER 31 DAYS
03/ 30/ 03 OVER 61 DAYS

| NCLUDE | NVO CES W TH DATE GREATER THAN AS OF DATE (Y/N) Y

ENTER C TO CHANGE, * TO VA D, » OR RTN TO CONTI NUE

Y ou can then see the summary aging based on due dates for this vendor. If you want to see detail from
heretype D and ENTER.

AP12A CW REALTI ME SOFTWARE CORP VENDOR TRI AL BALANCE DI SPLAY 29 May 03
VENDOR 10071 Bl OSYSTEMS OPEN | NVO CES 8,458. 75

PREPAYMENTS
A/ P BALANCE 8,458. 75

05/ 29/ 03 05/ 29/ 03 04/ 29/ 03 03/ 30/ 03
FUTURES CURRENT OVER 1 OVER 31 OVER 61 BALANCE
0. 00 0. 00 0. 00

8,458. 75 0. 00 8,458. 75

ENTER D FOR DETAIL, * TO EXIT, RTN FOR NEXT VENDCR D
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AP12A  CW REALTI ME SOFTWARE CORP VENDOR TRI AL BALANCE DI SPLAY 29 May 03
VENDOR 10071 BI OSYSTEMS OPEN | NVO CES 8,458. 75
PREPAYMENTS
A/ P BALANCE 8,458. 75
DUE 05/ 29/ 03 05/ 29/ 03 04/ 29/ 03 03/ 30/ 03
DATE I NvO CE FUTURE  CURRENT OVER 1 OVER 31 OVER 61
05/ 21/ 03 32207630 7, 363. 32
05/ 23/ 03 32207842 1, 095. 43
** TOTALS ** 0. 00 8,458. 75 0. 00
0.00 0.00

ENTER P TO PAGE, T FOR TOTALS, * TO EXIT, RTN FOR NEXT VENDCR.

. Realtime Software Corporation / Page 91
Accounts Payable - Operations Manual v2.0




Realtime Software Corporation - Accounts Payable Operations Manual

ACCOUNTS PAYABLE
J. REPORTS

2. AGED TRIAL BALANCE

For aprinted Aged Trial Balance, select option 2.

SCREEN CW REALTI ME SOFTWARE CORP Accts Payable Trial Balances 29 May 03
11 oW DS
SAP12 ENTER SELECTI ON NUMBER: 2 12: 42: 39
HS
FUNCTI ON NVBR DESCRI PTI ON

0 Sel ect Printer
1 Vendor Trial Bal ance Displ ay
2 Accounts Payabl e Trial Bal ance Print

Type ? to see profile choices and then select the one you want.

AP12B CW REALTI ME SOFTWARE CORP  ACCTS PAYABLE TRI AL BALANCE REPORT 29 May 03
0. ENTER PROFILE TO USE 2.

A PROFILE I'S A RECORD THAT STORES YOUR I NPUTS TO THE PROMPTS IN THI S
REPORT. | F YOU ARE UNSURE OF WHAT PROFI LES EXI ST, ENTER A ? TO LOOKUP
WHAT PROCFI LES ARE SAVED FOR THI S REPORT.

IF YOU DO NOT' W SH TO USE A PROFI LE,

THEN JUST HI T ENTER AND ANSVWER THE QUESTI ONS.

AP12B CW REALTI ME SOFTWARE CORP  ACCTS PAYABLE TRI AL BALANCE REPORT 29 May 03
Di spl ay of the PROFILE-HEADER table, by Profile

SQ Profile Descri ption
1 EOVD END OF MONTH DETAI L
2 EOVS END OF MONTH SUMVARY

(C) HANGE, (P)AGE, (B)ACK, (1)NDEX, (T)OGGLE, (R ETURN, * TO VO D, SEQ¥# 2....
END OF SEARCH | NDEX

At this screen you can change any lines as needed, or Y and ENTER to run the report. At the next
screen, ENTER where prompted for the printer.
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AP12B CW REALTI ME SOFTWARE CORP  ACCTS PAYABLE TRI AL BALANCE REPORT 29 May 03

0. ENTER PROFILE TO USE EOVS DESC - END OF MONTH SUMVARY

1. AS OF DATE FOR AG NG S CPED 05/31/03 USE | NVO CE DATE
2. ENTER REPORT FORVAT S SUMVARY

3. ENTER VENDCR CLASS

4. 1 NCLUDE | NVO CES > AS- OF- DATE Y YES

5. ENTER VENDOR NUMBER

6. ENTER SORT AND BREAK OPTI ON 1 BY VEND #
ENTER #, S)AVE PROFILE, * TOVO D, OR'Y TO EXECUTE Y.

PROFI LE DATA HAS CHANGED, SAVE PROFILE WTH 'S OPTI ON

AP12B CW REALTI ME SOFTWARE CORP ACCTS PAYABLE TRI AL BALANCE REPOR 06 Cct 04
ENTER PROFI LE TO USE RT- ME-S DESC - MONTH- END - SUVMMARY BY DUE DATE
1. AS OF DATE FOR AG NG O S CPED 02/ 29/ 04 USE DUE DATE
2. ENTER REPORT FORNAT CcS SUMVARY
3. ENTER VENDCR CLASS A
4. INCLUDE INVO CES > AS-OF-DATE C Y YES
Y = YES
N = NO
R = REGENERATE

If "Y' to include dates greater than as of date is selected, then all open
payabl es will be sel ected.

If "N' to not include dates greater than as of date is selected, then any
i nvoi ce with a TRANSACTI ON DATE greater than the As of Date will be
i gnor ed.

If "R'" to regenerate is selected, then the systemw ||l re-create the open
A/ P bal ance as of the specified transaction date.
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Option 4 on this screen has many practical applications, especially for those users who hold their
accounts payable open after period end.

Y-Yes. Most users who close their accounts payable at period end use this option. Since the
application is being closed, they want to include all invoices entered, and reconcile this figure to their
general ledger. Also, if thisoption isused at any time during the period, it should acurately reflect all
open ap invoicesin the system.

N-No: Thisis often used on systems where accounts payable is |eft open, but users want to see what
their open accounts payable was at period end — WARNING — thiswill not give accurate results if
payments have been processed — see option R below.

R-Regenerate: Thisoption iswidely used on systems where the accounts payable module is left open
past period end, or whenever a historical trial balance needs to be reprinted. This option takes into
account whether or not the invoice entered has a transaction date less than or equal to the as-of date,
regardless of which period it was entered into the system. Furthermore, it adds back invoices that were
entered before the as-of date, but subsequently paid. It also, excludes invoices entered after the as-of
date.
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ACCOUNTS PAYABLE
J. REPORTS

3. HISTORY REPORTS
Several historical reports are available on menu SAP13. These reports are strictly retrievals of

historical data and no updating takes place when they are run. They are designed to follow the same
format astheir original counterparts.

SCREEN CW REALTI ME SOFTWARE CORP Peri od End Processing 07 Cct 04
4 BCP- TEST6 KAS
SAP13 ENTER SELECTI ON NUMBER: 17: 44: 28
HS
FUNCTI ON NVBR DESCRI PTI ON

0 Sel ect Printer

1 Peri od End Check Regi ster

2 Daily A/P Check Hi story Report

3 Peri od End A/ P Check History Report

4 AP Check Void History Report
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