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Accounts Receivable – ADF

Overview – Accounts Receivable
The CMiC Accounts Receivable module is fully integrated not only with the General Ledger module, but 
also with the Job Costing, Job Billing, Equipment Costing, Preventive Maintenance and Work Order 
Billing modules.  Some of the features of this module are:

• Customer Pick Lists

• Separate bill-to and ship-to addresses

• Free format miscellaneous invoice preparation facility

• Full retainage accounting

• Automatic finance charges

• Unlimited currency conversions

• Cross company allocation of revenue accounts

• Automatic write-off facility

• User defined dunning letters

• Statement printing

• User defined aging periods

Prerequisites
Before the AR module can be utilized for a particular Company, the General Ledger module must have 
been set up for that Company.

Accounts Receivable Checklist
Prior to configuring the AR module, there are some questions that should be addressed:

• Where should the system retrieve the Accounts Receivable Department? From the customer 
or the invoice series code?
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• Will you be calculating Tax on Gross or Net Amount when calculating Sales Tax?

• Will Finance (Interest) charges be utilized, if so do you have a list of the required rates?

• Will Invoice Series codes be used, this means that invoice numbers will be automatically 
generated.

• Have you documented your corporate write-off rules?

• Will you be printing Customer Statements? If so what are the rules for printing the statements.

• If Sales Invoices will be utilized, do you have a list of the Non inventory items that you may 
be using for extra charges?

• Do you have a list of people or companies that are responsible for your collections?

• If you currently utilizing a type of dunning letter do you have a copy of the letters so that they 
can be duplicated as close as possible?
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Maintain Business Partners –
Screen

Overview – Business Partners
Business Partner Record Type – Base Type
In CMiC’s Enterprise system, a business partner is any organization/entity with which your company does any 
type of business.  It can be a vendor, a subcontractor, a customer, a municipal/state/federal government agency, 
or even just a potential customer that your sales department is pursuing.

This record type contains fields that are relevant to all types of business or government agencies, and some data 
fields that are only relevant to vendors, customers and subcontractors.

Also, Business Partner records are created at the System level, so they are shared by all Companies.

Vendor & Customer Record Types – Extensions of Base Type
To store additional data that is only relevant to a vendor or customer business partner type, Vendor and 
Customer records are created from and tied to Business Partner records.  In this way, Business Partner records 
can be extended with a Vendor or Customer record, or both.  

Vendor record types are relevant to tasks in the Accounts Payable module, and Customer record types are 
relevant to tasks in the Accounts Receivable module.  Vendor and Customer records are based on Business 
Partner records, hence, to create a Customer or Vendor record, its base Business Partner record must first be 
created.

In this module, Accounts Payable, Vendor records are the most relevant to its functionality.

Availability of Record to Companies – System & Company Levels

When created, a Business Partner record is available at the System Level, meaning that it is available to all of 
the Companies in CMiC Enterprise.  Only one instance of the record exists, and it is shared by all Companies.  
However, when a Vendor or Customer record is created, using either the [Vendor] or [Customer] button on the 
Business Partner tab, it is only available to the specified Company.

When a Vendor or Customer record is created for multiple Companies, using the Company tab, each Company 
gets its own Vendor or Customer record so that the information on these records can be specific to the 
Companies for which they were created.
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Sharing Business Partners in CMiC Enterprise
The Accounts Receivable, Purchase Order, Material Sales, and Opportunity Management (OM) modules also 
allow the creation of Business Partners (Organizations in OM).

In order to integrate these modules for the purpose of consolidating and sharing information, they all create 
Business Partners in the same table, at the System Level.  Also, it must be noted, they use the same rules for 
numbering when creating the Business Partner Code, and use up the same code numbers.  This should be 
considered when determining the coding format to identify Business Partners.

In the OM module, however, a variation of the Business Partner record is used.  The variant is referred to as an 
Organization record, and it has additional fields that are relevant to opportunity management tasks.  Also, when 
an Organization record is created, the user has the option of checking or unchecking its Organization (Only)
flag.  If the flag is checked, the Organization record will only be available in the OM module, and if unchecked, 
it will be available throughout CMiC Enterprise as a Business Partner record.

Business Partner – Tab

Sample of Business Partner Maintenance screen’s Business Partner tab

The following is a list of the fields on the Business Partner tab, along with this screen’s first two fields, as 
shown in the above screenshot.  Their order below is based on their order on the screen, from left to right, and 
top to bottom.

Business Partner Code

This field is the code to identify the business entity being defined.  Its creation depends on the system’s 
setup, specifically, on the state of the Auto-Number Business Partner Code flag in the System Options 
screen (standard path: System > Setup > System Options: Global tab).  If this flag is checked, this code is 
automatically created when the record is saved, based on the business partner’s name and the BP Code 
Mask setting on the System Options screen.  If the flag is not checked, manually enter a code, following 
your corporate numbering convention for Business Partners.
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For details about the Auto-Number Business Partner Code option, please refer to the Global Tab section of 
the System Data manual.

Business Partner Name (unlabeled)

This field is next to the Business Partner Code field, as shown in the above screenshot.

Enter the business partner’s name.  This name is the name used throughout the system, wherever Business 
Partner (Vendor/Customer) objects are available.

NOTE: The system will not allow this field to be changed if the business partner has been defined as a 
customer within any company.  Only users with the system privilege SYSCBPNAME checked can modify 
the business partner name field.

AKA (Also Known As)

Enter a nickname or alias for this Business Partner.  This field can be up to 50 characters in length.  This is 
most commonly used when a Business Partner changes names.  This field may be used as a reference field 
only.

The AKA name will print on the accounts payable check if the system Use AKA Name In Check 
Preparation checkbox is checked.  If this checkbox is not checked, then the Business Partner Name field 
will be used.  The AKA name cannot be updated if there are prepared, but unposted checks.

The AKA name must be entered if the business partner SSN checkbox will be checked and the vendor 
SSN number will be used in place of the tax number in the Registration Number field (i.e. partner is an 
individual, not an organization).  When the SSN number is checked, the AKA name will print on the 1099 
form, unchecked, the business partner name will print.

NOTE: The AKA name will not print on the check if the vendor is a one-time vendor.

Legal Name

Enter a Legal Name, if different from the Business Partner Name.  When creating a new business partner, 
the value from the business partners name field is defaulted.

Abbreviation

This field is used by the Project Management module in place of the Vendor Code.  This allows numeric 
vendor codes used in the AP module to be changed to more user friendly alpha codes in the PM module.  
Enter up to 8 character abbreviation.  This field will automatically default to the Partner Code.

Short Name

This field is a shorter version of the Business Partner Name field.  This field defaults to a shortened 
version of the Business Partner Name field, and is editable.  It is not used by the CMiC Enterprise system.  

Valid

This is a display only checkbox that is only relevant if mandatory user extension fields are being used.  It 
will only be unchecked if user extensions are being used and an extension has not been entered for the 
business partner, in which case the record will not be able to be saved.  Otherwise, it will be checked.

Ctrl Business Partner

The system allows Business Partner Codes to be hierarchical.  By specifying a controlling business 
partner, the current partner is linked to its controlling partner.  This feature allows for the reporting of 
consolidated balances, if required.
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Street, Suite, City, State/Province, Country, & Zip/Postal Code

Standard address information.  The address on this tab may be the business partner’s main corporate 
address, and the addresses on the Address tab may be for locations with which business is directly done.

Customer

If checked, this flag indicates that the business partner is a customer, and an associated Customer record 
exists.  Click the [Customer] button to view the associated Customer record.

Vendor

If checked, this flag indicates that the business partner is a vendor, and an associated Vendor record exists 
for at least one of the companies using Enterprise.  Click the [Vendor] button to view the associated 
Vendor record for the user’s default company.

SSN

The SSN checkbox is used in conjunction with the Registration Code.  When this checkbox is checked, it 
indicates that the Registration Code field is the vendor’s SSN number, not the vendor’s Taxpayer 
Identification Number (TIN).  In this case the AKA name must be completed with the name associated to 
the SSN number.  This is the name that will appear on the 1099 report.  If the SSN checkbox is 
unchecked, then the Business Partner name will print.

Available for Dispatch

When checked, it is indicated that the business partner is being used in the Dispatch module as a 
Subcontractor Hauler.  The default value is unchecked.

Attention Contact

The name of the primary contact to whom mail and shipments are addressed.

Telephone, Fax, Email and Web Site

Enter the Phone, Fax, E-mail and Web Site address of the Partner as required.

Legal Entity Type

Select the Legal Entity Type code.  Legal Entity Types define the different types of Business Partners with 
whom you conduct business.  This code may also indicate whether or not you must have a Tax 
Registration Code entered for the Business Partner before the Business Partner can become a Vendor.
Maintenance screen: Accounts Payable > Setup > Global Tables > BP Legal Entity Types.

Registration Code

This field is the business partner's tax registration number, which is required if the business partner is a 
vendor.

In the US, this number is a Taxpayer Identification Number (TIN).  If, however, the vendor is an 
independent contractor whose TIN is his or her Social Security Number, then this TIN number is 
specifically a Social Security Number (SSN).  To indicate that this TIN number is specifically an SSN, the 
SSN flag is checked.  If the SSN flag is not checked, this number is a TIN number, if it is, this number is 
an SSN number.

In Canada, this field is used for the GST/HST Registration Number.

This field is not required when setting up a Business Partner, but if the Partner is to become a Vendor, 
then this field may be mandatory, depending on the system setup and the Legal Entity Type.  There are 
two flags on the Systems Options screen that control the rules for this field.  The standard Treeview menu 
path to this screen is as follows: System > Setup > System Options.  The two flags are Registration Code 
Required for Vendors and System Wide Unique Registration Code.  The first one restricts the creation 
of a vendor from the business partner until a registration number is entered, the second prevents a 
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duplicate entry of a Registration Code. When unchecked, the system allows the user to create business 
partners with duplicate registration codes, but gives a soft warning in a pop-up, informing the user with a 
list of business partners with duplicate registration codes. For further details, please refer to the System 
Data manual.

VAT Registration #

The VAT Registration number is composed of two parts.  The first field is for the VAT Registration 
Country Code.  The second field is for the Government Registration Code (Tax Identification Number).

Class

This field is relevant if the business partner is a vendor, and if vendors need to be categorized in order to 
select vouchers for payment by vendor types.  To categorize vendors, Vendor Class codes are used.  
Vendor Class codes can then be used to select vouchers for payment.  Material Management system uses 
Vendor Class to indicate if the vendor is a Broker or Sub-Hauler.

1099 Code

Select the most applicable 1099 reporting code for this Business Partner.  When this partner is made a 
vendor, the code entered here will default into the Vendor record for this partner.  Maintenance screen’s 
standard path: 1099 > Setup > Accumulator Codes.

Start Date

The start date will default to the system date.  It indicates when the record was created.

One-time Business Partner

If you check this flag it indicates that this business partner is a One-time Partner and every time this 
Business Partner is used as a Vendor on an Invoice the user will have to enter the Vendor Name and 
Address.  One-time Partners are used to record miscellaneous invoices received from suppliers that are not 
expected to be utilized again.

Active

The active checkbox will default as checked.  If the business partner has the Active flag unchecked any 
Vendor or Customer created will be created as inactive.

Prequalification Required

This checkbox is relevant to Vendor types, and it defaults to the unchecked state.  When checked, it 
indicates that the vendor must undergo the prequalification process in the Project Management module 
before it can be used in the Subcontract Management module.

Update 1099 Code – Button
The [Update 1099 Code] button located beside the Business Partner Name field on the Business Partner 
Maintenance screen launches the screen used if the 1099 Code on the Business Partner tab is changed, and the 
update needs to be done for the associated Vendor/Invoice/Check records.

Contacts – Button
The [Contacts] button along the bottom of this tab (Business Partner) launches the Contacts screen used to 
create, view or edit Contacts associated with the Business Partner.

For details about the Contacts screen, please refer to the Contacts – Screen section in this manual.
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Vendor – Button
The [Vendor] button along the bottom of this tab launches the Vendor screen used to create, view or edit 
Vendor records associated to a Business Partner record and a company.  Automatically, the Vendor record 
displayed or created belongs to the user’s default company.

For details about the Vendor screen, please refer to the Maintain Vendors – Screen section in this reference 
guide.

Customer – Button
The [Customer] button along the bottom of this tab launches the Customer screen used to create, view or edit 
Customer records associated to a Business Partner record and a company.  Automatically, the Customer record 
displayed or created belongs to the user’s default company.

Customer records are not relevant in this module.  For details about the Customer screen, please refer to the 
Accounts Receivable reference guide.

Update Address – Button
The [Update Address] button launches the screen used if the address on this tab is changed, and the update 
needs to be done for the associated Vendor and Customer records.

For details, please refer to the Update Address for Vendor Records section.

OM – Tab

Sample of Business Partner Maintenance screen’s OM tab

This tab may be relevant if this business partner is a customer that provides opportunities that are managed in 
the Opportunity Management (OM) module.  The information on this tab is also on this record’s associated 
Organization and Opportunity records, which are used in the OM module.  To provide some integration 
between the AP and OM modules, these associated records store this information in the same place, so changes 
to this information through one module will be reflected in the other module.

The following are details about the fields on this tab, including information about where the corresponding 
fields are found on the Organization and Opportunity records, for both the JSP and ADF versions of the 
Opportunity Management module: 

Sales Rep Company

The company, under your corporation, that handles opportunities offered by this business partner.  The 
company selected in this field determines what sales representatives will be available in the Sales Rep
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field.  Only contacts that belong to the selected company and are assigned the role Sales will be available 
in the Sales Rep field.

This field’s corresponding field is found on:

JSP OM: Detail tab of corresponding Organization record.
ADF OM: More Info tab of all Opportunity records associated to Organization (Business Partner).

Sales Rep

Select sales representative that handles opportunities offered by this business partner (Customer).  This list 
displays all contacts that are assigned the role Sales (Role field on Contact screen’s Contacts section) and 
belong to the company selected in the Sales Reb Company field.

This field’s corresponding field is found on:

JSP OM: Detail tab of corresponding Organization record.
ADF OM: More Info tab of all Opportunity records associated to Organization (Business Partner).

Source

Source of business partner (Customer).  List of values for this field are maintained through the following 
maintenance screen: Opportunity Management > Setup > Sources.

This field’s corresponding field is found on:

JSP & ADF OM: Detail tab of corresponding Organization record.

Classification – Tab

Sample of Business Partner Maintenance screen’s Classification tab

This tab list the business partner classifications that apply to this business partner.  The maintenance screen for 
the list of classifications is reached through the following path: Accounts Payable > Setup > Global Tables > 
BP Classifications.  

Add Entry
Click the [Insert Record] button on the Block Toolbar for the Classification tab to create a new row.  Select an 
applicable classification from the Code field and click [Save].

Edit Entry

Edit the classification and click [Save].
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Delete Entry
Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record] 
button.

Market Sector – Tab

Sample of Business Partner Maintenance screen’s Market Sector tab

This tab list the market sectors that apply to this business partner.  This information is relevant to the OM and
PM modules, where it is used to classify and group business partners (customers).

Add Entry
Click the [Insert Record] button on the Block Toolbar for the Market Sector tab to create a new row.  Select 
an applicable market sector from the Code field and click [Save].

Edit Entry

Edit the market sector and click [Save].

Delete Entry
Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record] 
button.

CSI – Tab

Sample of Business Partner Maintenance screen’s CSI tab
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This tab list the CSI (Construction Standards Institute) codes applicable to this business partner.  

The CSI Code Maintenance screen is available in the PM-JSP module, via the following standard Treeview 
path: PM-JSP > File Maintenance > Local Tables > CSI Code Maintenance, as shown in the following 
screenshot. For details about the CSI Code Maintenance screen, please refer to the xProjects user reference 
guide.

Sample of CSI Code Maintenance screen in the PM-JSP module.

Add Entry
Click the [Insert Record] button on the Block Toolbar for the CSI tab to create a new row.  Select an 
applicable CSI code from the Code field and click [Save].

Edit Entry

Edit the CSI code and click [Save].

Delete Entry
Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record] 
button.
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Address – Tab

Sample of Business Partner Maintenance screen’s Address tab

This tab is used to create and display Address records for the business partner.  Address records are used to 
populate address fields that provide a list of addresses from which to choose.  These addresses are in addition to 
the address on the Business Partner tab, which is not stored in an Address record.  The address on the Business 
Partner tab may be for the business partner’s controlling parent company, and the addresses on the Address
tab may be for subsidiaries with which business is directly done.  The following are differences between 
addresses on this tab and the address on the Business Partner tab:

1. Address on the Business Partner tab is stored in a Business Partner record, while addresses on the 
Address tab are stored in Address records.  Address records are available to choose from in fields that 
provide a list of addresses, such as the Alt. Add. field on a Vendor record’s Vendors tab, the Address 
Code field on a Vendor record’s Business Partner Address tab, and the Address Code field on a 
Contact record’s Address tab.

2. Multiple Address records may be added through this tab (only one is displayed at a time, however).

3. Addresses on this tab can be specific to a purpose, using the following provided flags: Order From, 
Remit To, Ship To, and Bill To.

The following are details about the fields on this tab, other than the standard address and contact information 
fields:

Address Code (2 fields)

The first field is a unique code to identify this address record.  This code can then be used to select this 
address for a Contact (Address Code field on Contact’s Address tab).

The second field is a description for this address record.

Active

Indicates if the address is active/current.
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Applies To Company

The company, under your corporation, for which the displayed address is relevant.

Order From

Indicates if items are ordered from this address.

Remit To

Indicates if items are remitted to this address.  If an address is specified on the Business Partner record, it 
will be defaulted in as the Remit To address of any vendor which is created from the Business Partner.

Ship To

Indicates if items are ship to this address.

Bill To

Indicates if items are billed to this address.

Navigate between Address
To move between the different Address records on this tab, use the [Next Record] and [Previous Record] 
buttons on the Block Toolbar for the Address tab.  When you have passed the last record, the fields will all be 
blank, and when you are at the first record, clicking [Previous Record] does not change the record.

Add Address
Click the [Insert Record] button on the Block Toolbar for the Address tab to create a new row.  Fill in the 
information and click [Save].

Edit Address

Edit the necessary fields and click [Save].

Classifiers – Tab
If your company has set up classifiers, enter the required information on this tab.  Classifiers are additional, 
user-defined fields, relevant in the Project Management module.
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Territory – Tab

Sample of Business Partner Maintenance screen’s Territory tab

This tab displays the sales territories in which this address falls.  Sales territories are used for sales related tasks, 
such as providing sales data by geographical location.

Add Entry
Click the [Insert Record] button on the Block Toolbar for the Territory tab to create a new row.  Select an 
applicable territory and click [Save].

Edit Entry

Edit the information on a row as necessary and click [Save].

Delete Entry
Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record] 
button.

Bank – Tab

Sample of Business Partner Maintenance screen’s Bank tab
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If you are utilizing EFT payments for vendors, and this business partner has submitted their related banking 
information, use this tab to enter their bank account information.  The list of accounts must first be detailed on 
this tab, and then these details become available to this record’s associated Vendor record.  The banking 
information entered on this tab becomes available in the following drop-down lists on the Vendor record’s 
Accounting tab: Bank Code, Bank Transit, Account Number, and Suffix.

The maintenance screen for the list of banks available from the Bank drop-down list is found under the Global 
Tables menu option of the System module.  The standard name for the maintenance screen’s menu option is 
Banks (standard path: System > Global Tables > Banking > Banks).

Add Entry
Click the [Insert Record] button on the Block Toolbar for the Bank tab to create a new row.  Select an 
applicable bank, and enter the transit number, account number and suffix for the bank account into which you 
will be depositing a Vendor Payment.  Click [Save].

Edit Entry

Edit the information on a row as necessary and click [Save].

Delete Entry
Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record] 
button.

Company – Tab

Sample of Business Partner Maintenance screen’s Company tab

This tab is used to create Customer and Vendor records for more than one company.  This method is an 
alternative to using the [Customer] and [Vendor] buttons, which only allow the creation of Customer and 
Vendor records for the user’s default company.  Note, when Vendor and Customer records are created, the 
company for which they are created must be specified, so that each company gets its own Vendor and Customer 
records.

Create Customer & Vendor Records for Multiple Companies
To create a Customer or a Vendor record for a company, click the [Insert Record] button on the Company tab, 
which creates a new row.  For the Comp Code field, select the company for which the Vendor or Customer 
record is to be created.  For the Vendor and Customer fields, select “Y” if the corresponding record type is to 
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be created for the selected company.  Note, both a Vendor and a Customer record can be created for a 
Company.

If you need to create a Customer or Vendor record for another company, just repeat the above process.

When finished, click the [Process] button to create the specified records for the specified companies.

Company Type – Tab

Sample of Business Partner Maintenance screen’s Company tab

This tab displays the Company Types that apply to the business partner.

Add Entry
Click [Insert Record] on the Block Toolbar of the Company Type tab to create a new row.  For the Type
field, select an applicable Company Type.  Click [Save].

Edit Entry

Edit the Type field on a row and click [Save].

Delete Entry
Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record] 
button.

Create Business Partner
In this module, Accounts Payable, a Business Partner record is most likely created in order to create a Vendor 
record, which is relevant to tasks in this module.  As mentioned, a Business Partner record is the base of a 
Vendor record. 

Ensure Business Partner Not Already Added
First, it is necessary to ensure that the business partner record about to be created does not already exist so that 
you do not duplicate already existing data, and to ensure that you do not miss any important information.  To do 
so, do a search for the business partner’s name.  For assistance with performing searches, please refer to the 
Getting Started reference guide.
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De-duplication Searching Function
The Enterprise system has a backend process that can be enabled to greatly reduce unintended duplications.  
The flag to enable this option is labeled De-duplication Searching Function, and it is found in the Company 
Control screen of the Opportunity Management module.  For details about this option, please refer to the 
System Options sub-section of the Company Control section in the Opportunity Management reference guide.  
The relevant sub-sections under the System Options section are: Enable De-duplication Searching Function and 
De-Duplication Searching Function – Parameter List.

NOTE: If the Enable De-duplication Searching Function flag is checked, new entries cannot be made when 
the screens to enter them are in Table Mode.  This is necessary to prevent multiple records being saved at the 
same time, which cannot be handled by the De-duplication Searching function.

Create Business Partner – Form Mode

Pgm: BPBPFM – Business Partner Maintenance screen in Form Mode (standard path: Accounts Payable > Setup > 
Maintain Business Partners)

To add a new Business Partner when the screen is in Form Mode, as shown above, click the Block Toolbar’s 
[Insert Record] button.

Next, enter the business partner’s information, using the preceding sub-sections that detail the fields on each tab 
as a guide.  Click [Save], as shown in the above screenshot, when finished.
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Create Business Partner – Table Mode

Pgm: BPBPFM – Business Partner Maintenance screen in Table Mode (standard path: Accounts Payable > Setup > 
Maintain Business Partners)

NOTE: If the Enable De-duplication Searching Function flag is checked, new entries cannot be made when 
the screens to enter them are in Table Mode.  This is necessary to prevent multiple records being saved at the 
same time, which cannot be handled by the De-duplication Searching function.

For details about this option, please refer to the Opportunity Management reference guide’s System Options 
sub-section, in the Company Control section.

To add a new Business Partner when the screen is in Table Mode, click the Block Toolbar’s [Insert Record] 
button.

Next, enter the business partner’s information, using the sub-sections of this section that detail the fields on 
each tab as a guide.  Click [Save] when finished.

Create Contact
The [Contacts] button along the bottom of the Business Partner tab is used to launch the Contacts screen used 
to create, view or edit Contacts associated with the Business Partner.

If the Contact screen is used to create a record, using the screen’s [Insert Record] button, it will automatically 
be associated to the Business Partner record, and it will be available throughout Enterprise.

For details about creating a Contact and the Contacts screen, please refer to the Add New Contact section under 
the Contacts – Screen section in this manual.

Create Vendor
If a Business Partner record has an associated Vendor record, the business partner is a vendor, and the Vendor
flag on the Business Partner tab is checked.

As mention, when a Business Partner record is created, it is available at the System Level, meaning that it is 
available to all of your corporation’s companies (all companies using CMiC Enterprise).  Only one Business 
Partner record is ever created, and it is shared by all Companies.

However, when a Vendor or Customer record is created, it must be associated to a Company.  When the 
[Vendor] button is used, the created Vendor record is automatically created for the user’s default Company.  In 
this way, Vendor and Customer records can be created for multiple Companies, with each Company getting its 
own Vendor and Customer records.  This allows the information on these records to be specific to the 
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Companies for which they were created, as a Business Partner might be a Vendor for one Company and a 
Customer for another.

If the partner is to become a vendor, then this field may be mandatory, depending on the system setup and the 
Legal Entity type.  There are two flags on the Systems Options screen that control the rules for this field.  The 
standard Treeview menu path to this screen is as follows: System > Setup > System Options.  The two flags are 
Registration Code Required for Vendors and System Wide Unique Registration Code.  The first one 
restricts the creation of a vendor from the business partner until a registration number is entered, the second 
prevents a duplicate entry of a Registration Code.  For further details, please refer to the System Data reference 
guide.

Before Creating Vendor
Before creating a Vendor record, it is advised that the following information is entered for its base Business 
Partner record.

Registration Code

If the Registration Code Required for Vendors flag is checked in the System Options screen, then the 
Registration Code on the Business Partner’s Business Partner tab must be entered.  Also, if the System 
Wide Unique Registration Code flag is checked in the System Options screen, then the code must be 
unique in the system.

Bank Accounts

The bank accounts for making payments to the vendor must first be detailed on the Business Partner’s 
Bank tab, so that these account details become available to the associated Vendor record(s).  The account 
details entered on the Business Partner’s Bank tab becomes available in the following drop-down lists on 
the Vendor record’s Accounting tab: Bank Code, Bank Transit, Account Number, and Suffix.

If a Business Partner record is going to be created for an employee, for the purpose of creating a Vendor 
record and setting the employee up as a vendor, the banking information from the employee’s Direct 
Deposit record will be used to update the vendor’s banking information.  The same will apply if the 
employee is to be set as a business partner across other companies, apart from his or her home company.

Addresses

The address and contact information on the Business Partner’s Business Partner tab is copied to the 
Vendor’s Vendors tab, and the address and contact information on the Business Partner’s Address tab is 
copied to the Vendor’s Business Partner Address tab.

Create Vendor
The [Vendor] button, along the bottom of the Business Partner screen’s Business Partner tab, launches the 
Vendor screen used to create, view or edit Vendor records associated to a Business Partner record and a 
company (defaults to user’s default company).

When the [Vendor] is clicked, if a Vendor record exists for the user’s default company, the Vendor screen is 
launched to display it.  If a Vendor record does not exist for the user’s default company, the following alert will 
be displayed:

To create a vendor record for the user’s default company, click [Yes].
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For details about the fields on each tab of a Vendor record, please refer to the Vendor – Screen section.

Create Vendors for Multiple Companies
The Company tab on the Business Partner screen has functionality that is a short-cut for creating Vendor and 
Customer records, associated to a single Business Partner, for multiple companies.

This short-cut method only defaults the minimum information required for the creation of Vendors for a 
company.  After their creation, it is advised that you proceed to the Vendor record for each company in order to 
augment the information transferred.  To view the Vendor record for the user’s default company, click the 
[Vendor] button on the Business Partner tab.  The Maintain Vendors screen will display the Vendor record for 
the user’s default company, however, you can use the Company field, pointed out in the below screenshot, to 
choose which company’s Vendor record to display.

This method is most frequently utilized when first setting up the system, or when a new Business Partner is 
added that all companies will be utilizing.

For further details about how to create Vendors for multiple companies through the Company tab, please refer 
to the preceding Company – Tab section.

Create Customer
The [Customer] button, along the bottom of the Business Partner screen’s Business Partner tab, launches the 
Customer screen used to create, view or edit Vendor records associated to a Business Partner record and a 
company (defaults to user’s default company).

When the [Customer] is clicked, if a Customer record exists for the user’s default company, the Customer 
screen is launched to display it.  If a Custom record does not exist for the user’s default company, the following 
alert will be displayed:

To create a customer record for the user’s default company, click [Yes].

For details about the fields on each tab of a Customer record, please refer to the Customer – Screen section.



User Reference Accounts Receivable v10x (ADF) Maintain Business Partners – Screen • 21

Update Address for Customer Records

Update Address Information pop-up window

The [Update Address] button, on a Business Partner’s Business Partner tab, launches the screen used if the 
address on the Business Partner tab is changed, and the update needs to be done for the associated Vendor and 
Customer records. 

As shown above, a window will pop up with checkboxes to indicate which addresses you want to update.  
Select the required addresses to update and press the [Update Selected Choices] button.  To close the window 
without making updates, click [Close].

Create Independent Contractor
To create an Independent Contractor, being a business partner that is an individual or sole proprietorship, the 
Business Partner record for the independent contractor must first be created.  Then an associated Contact record 
and an associated Vendor record are created.  Together, these three records detail an Independent Contractor.

I) Create Business Partner Record

To create a Business Partner, refer to the previous section, Create Business Partner.

Be sure to specify the independent contractor’s account information, required for Voucher creation, on the 
Bank tab so that it will be available in the Vendor’s Accounting tab.  Also, if the independent contractor’s tax 
registration number is his or her Social Security Number (SSN), check the SSN flag and enter their SSN in the 
Registration Code field.

II) Create Contact Record
With the Business Partner record created, click the [Contacts] button to launch the Contacts screen.  For the 
new Contact record, click the Independent Contractor Reporting checkbox.  This indicates to the system and 
users that the Business Partner type is Independent Contractor, and information about the independent 
contractor is on the Business Partner record and its associated Contact and Vendor records.

For details about the Contacts screen, please refer to the Contacts – Screen section in this manual.
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III) Create Customer Record
With the Business Partner and Contact records created, the Customer record can be created to complete 
detailing the Independent Contractor.  The Customer record’s information is used throughout the AR module.  
For details about creating a customer, please refer to the Create Customer section.

1099-MISC FORM & California’s Independent Contractor Reporting
Independent Contractor records are necessary to file federal 1099-MISC forms.  For the state of California, 
these records are also required to report the independent contractors’ information to California’s Employment 
Development Department (EDD), known as Independent Contractor Reporting.

Only one contact may have the Independent Contractor Reporting checkbox checked.  If an error was made and 
a different contact should have the checkbox checked enter the new contact and check the checkbox.  You will 
receive a warning that another contact has this checkbox checked and you will be given the option to change the 
contact.  If the answer to the warning is “Yes”, the checkbox will remain on the new contact and will be 
unchecked on the previous contact.

View & Verify List of Independent Contractors via Report

To view and verify the list of independent contractors in the system that are relevant to California’s 
Independent Contractor Reporting requirement, the AP module’s Independent Contractor Report can be 
used.

Updating Business Partner Information

Pgm: BPBPFM – Updating Business Partner Addresses

If a Business Partner Address is updated the system will automatically ask if you want to update related 
Vendors and Customers.  A Popup Window indicating which addresses you want to update will be displayed.

Select the required address/addresses to update and press the button [Update Selected Choices] or if you do not 
want to apply this address change, then press the [Proceeded without Updating] button.

Create the Customer Directly from the Business Partner
The [Customer] button on the Business Partner Tab of the Business Partner Maintenance screen is used to 
convert the Business Partner into a Customer within the Default Company of the current user.
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When using this button, the system opens the Company Customer screen where you add or modify the details as 
required.

The Company Customer detail can be entered through the [Customer] button on the Business Partners screen 
or can be accessed independently through the Maintain Customers option off the Setup Menu of the Accounts 
Receivable menu.

Create Multiple Customers at One Time
The [Company] tab on the Business Partner Maintenance screen is a short-cut that can be used to create a 
customer within multiple companies.

This short-cut method only defaults the minimum information required for the creation of vendors and 
customers within a company.  It is advised that you proceed to the company vendor and/or customer screens 
assigned in order to augment the information transferred.

This method is most frequently utilized when first setting up the system, or when a new Business Partner is 
added that all companies will be utilizing.

While in the Business Partner Maintenance screen, Business Partner Tab, search for the business partner 
required or Insert a new record.  Then go to the [Company] tab.  This will display a window where you can 
enter a list of the company codes that you want to create the customer for.  This screen is also used to create 
vendors, so you must indicate which you want to create by checking the required boxes.  Once all of the 
required companies have been entered, press the [Process] button to generate the customers.
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Maintain Customers – Screen

Overview – Customers
In order to utilize a Business Partner in the Accounts Receivable module, the Business Partner must be set up as a 
Customer for the company with which the user is working.  A customer is an entity that your company is performing the 
service for or selling products to, and therefore issues invoices to and receiving payments from.

As mentioned, to store additional data that is only relevant to a Vendor or Customer type of Business Partner, Vendor 
and Customer records are created from and tied to Business Partner records.  Thus, a Business Partner record is 
extendable with a Vendor or a Customer record, or both.  Also, the Vendor and Customer records are created for a 
specific company using Enterprise in order to contain information specific to the company.  Hence, only one Business 
Partner record is ever created, and it is shared by all companies.  However, when a Vendor or Customer record is 
created, it must be associated to a company so that each company gets its own Vendor and Customer records.  This 
allows the information on these records to be specific to the companies for which they were created, since a business 
partner might be a vendor for one company and a customer for another.

When it is necessary to update customer information, it depends on the type of information where the update is done.  If 
the update is the overall address of the Business Partner then this type of update should be done via the Business Partner 
screen so that all customer and vendor records can be updated when the Business Partner is updated.  If the information 
is only related to the Customer/Company combination, then the change should be done directly in the Customer Detail 
screen.

Changing/updating data is not retroactive, it will only affect new data entered and existing data will not be changed (even 
if the data is not yet posted).

Query the required customer and then make the changes as required, save the record when complete.

Deleing a customer can only be done if there has not been any activity against the customer such as invoicing.  If the 
customer is no longer to be utilized, then mark the customer as 'Not Active' and 'Do Not Allow Transactions'.
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Customers – Tab

Pgm: BPCUSTFM – Customer maintenance screen, Customer tab.

The Customer tab displays the customer’s billing address and contact information, copied from the Business 
Partner’s Business Partner tab when the Customer record was created.  It also displays other details about the 
customer, which are described in this section.

The following details the fields on this tab, plus the Company field under the Selection Criteria section:

Company

Shown in the above screenshot, this field is used to select which Customer record is to be displayed.  For 
the selected company, its Customer record is displayed by this screen.

Business Partner

This field is a display-only field.  It displays the Business Partner record associated to this Customer 
record, which was used to create this Customer record.  

Billing Address Fields (several standard address fields)

The Address information will default from the Business Partner tab of the Business Partner screen.  This 
can be modified as required.  The Billing Address1, Address2, Address3 fields are the first three address 
lines. 

Attention

The Attention Contact will default from the Business Partner screen.  Verify/Modify the name of the 
primary contact for the Customer defined.

Salesman

Enter or Select a valid Employee Code from LOV, identified as 'Salesman' for the customer.  This field is 
disabled unless the Material Sales Control file is set for the company.
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Phone, Fax, Email and Web Site

These fields default from the Business Partner but can be changed as required.

Collector

The field is for the collector code associated with the person or organization that has an assigned 
responsibility for collections for this customer.

Class

This field is for the Customer Class that is used to group different types of Customers.

Terms 

This field is for Terms Code.  It should be set to the Payment Terms most often given to this customer.  
Payment Terms determine the default Due Date, Discount Date and Percent and Retainage Percent used 
during invoice entry. This field will default from the AR Control file, but can be changed as required.

Credit Code

Enter a Credit Code.  The LOV lists all available credit codes maintained in the Credit Code Maintenance 
form.  This field is disabled unless the Material Sales Control file is set for the company.

Delivery Discount

Enter the Delivery Discount percentage.  This field is disabled unless the Material Sales Control file is set 
for the company.

Trucker Pay Discount

Enter the Trucker Pay Discount.  This field is disabled unless the Material Sales Control file is set for the 
company.

Propagate Company Flag

This field is a display-only field.  It displays Propagate status of the company.  The company could be set 
up as propagate company in the Material Sales Local Tables. 

Active Flag

The system will automatically create a new customer as active.  If the customer being created is not to be 
utilized at this time then un-check the box.

AR Statement Email Flag

This field is used to indicate that Account Receivable Statement will be sent to multiple email addresses.  
More detailed description of the process could be found in be in the Customer Statements -> Statement 
Printing section of the current document.

AR Statement Email Flag

This field is used for entering the multiple coma separated email addresses where to the Account 
Receivable Statement will be sent if the AR Statement Email Flag is checked.  If the Flag is unchecked, 
the field is disabled.  More detailed description of the process could be found in be in the Customer 
Statements -> Statement Printing section of the current document.

NOTE: The Salesman, Credit Code, Delivery Discount, Trucker Pay Discount fields and the 'Surcharge 
Exemption List' fields will be enabled only when the Material Sales Control file is set for the company.
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Contacts – Button
The [Contacts] button along the bottom of this tab launches the Contacts screen used to create, view or edit 
Contacts.  The screen is restricted to display contacts that have an address code associated with the current
company, as well as any contact associated with the company that does not have any specified address codes.

For details about the Contacts screen, please refer to the Contacts – Screen section in this manual.

Surcharge Exemption List – Tab

The records on this tab will become enabled only when the Material Sales Control file is set for the company.

Business Partner Address – Tab

Pgm: BPCUSTFM – Customer Access to Business Partner Alternate Addresses

To add an alternate business partner address press the [Business Partner Address] tab.

The system will default the Customer address, on Customer tab, into this tab.  Use this tab to enter the 
alternative business partner address, if different from the Customer address.  This address is used to create and 
print an Invoice for the Customer.  
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JB Invoice Values – Tab

Pgm: BPCUSTFM – Job Billing Invoice Values

The information entered in this tab is used by both Job Setup and Project Setup programs from the Job Costing 
module.  If the values are entered here they will default automatically to Job and/or Project.  If the values are 
not entered then Job Setup will look into the Job Billing Control file for the Job Billing invoice defaults; and the 
Project Setup will look to the Project Management Control file for the Job Billing invoice defaults.

Shipping Address – Tab

Pgm: BPCUSTFM – Customer Shipping Address

The shipping address is the location where goods will be sent.  This will automatically default to the Customer 
Address and only needs to be updated if different.
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Accounting – Tab

Pgm: BPCUSTFM – Customer Accounting Information

Use this tab to enter the processing details and default account codes associated with this customer.

Bank Code, Bank Transit, Bank Account Number, and Suffix

These fields are not currently utilized by the AR system.  Leave these fields blank.

Currency

Enter the Currency code that will be used to invoice this customer.  The company Currency Code as 
specified on the Control file will default to this field.

Interest Rate Code

Enter the Financial Charges Code applicable for this customer.  This code determines the interest 
calculation rules for overdue balances.  This is a required field.

Credit Limit

Enter the maximum dollar amount that may be outstanding on the customer account at any one time.  If 
the amount the customer owes exceeds this amount, a warning message will be displayed on the Invoice 
Entry screen.

The system will default 999,999,999,999.00 to this field.

Discount %

Enter the sales discount to be charged on this customer if different from the Terms code defined for this 
customer.

Retainage %

Enter the retainage to be calculated on this customer’s invoices, if different from the terms code defined 
for this customer.

Statements Required

If this customer is to receive regular account statements then this box should be checked.
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Dunning Letters

Check this box if Dunning Letters can be issued for this customer.  Dunning letters are user-defined 
documents that can be sent to customers showing overdue balance information.  Dunning letters are a 
'Collection' tool.

Allow Transactions

The Allow Transactions box is used to allow or prohibit the entry of transactions against customers.  
Check this box if you want to allow transactions against this customer.  This field is usually unchecked if 
you are using the controlling customer feature and want the controlling customer to be a reporting level 
only.

Tax Exempt

Check this box if this customer has a tax exemption from any or all of the taxes routinely charged by your 
company.

Allocate AP Discounts to Job (Discount Allocation Method: Job Discount Cost Code and Category)

This checkbox controls the allocation of the Discount Amount of AP Vouchers created against the Job for 
this Customer.  If checked, the Discount Allocation Method to use for Vouchers created against the Job 
being worked for this Customer is “Job Discount Cost Code and Category”.

For details, please refer to the Accrue AP Discounts to Job sub-section in the AP-ADF reference guide.  

Tax 1, Tax 2, Tax 3 

Enter the tax codes for the taxes applicable to sales to this customer.  A list of valid tax codes is available 
on this field.  Tax codes are calculated sequentially, it is important that you enter the tax codes in the order 
that you want them calculated.

Accounts Receivable Department and Account

Enter the default Accounts Receivable department and account for this customer.  This account will be 
debited whenever invoices are entered and credited when payments are received.

Cash Department and Account

Enter the Cash department and account for this customer.  This account will be debited when customer 
payments are received.

Sales Department and Account

Enter the sales department and account.  The sales account is a revenue account that will be credited when 
sales are recorded via the AR Invoice Entry program using a 'G' line type of distribution.

Discounts Department and Account

Enter the discounts taken department and account.  The discounts taken account is an expense account 
representing a reduction in revenue caused when a customer takes advantage of a cash discount.

Retainage Department and Account

Enter the retainage department and account.  The retainage account will be debited when sales invoices 
are entered with a retainage amount.  Once a retainage is released, the system will credit the retainage 
account and debit the Accounts Receivable account.

Freight Department and Account

Enter the freight department and account.  The freight account will be credited whenever sales invoices 
are entered with freight charge.
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Insurance Department and Account

Enter the insurance department and account.  The insurance revenue account will be credited whenever 
sales invoices are entered with an insurance charge.

Miscellaneous Department and Account

Enter the miscellaneous department and account.  The miscellaneous revenue account will be credited 
whenever sales invoices are entered with a miscellaneous charge.

Tax Exemptions – Button

Pgm: BPCUSTFM – Customer Tax Exemption Window

Use the [Tax Exemptions] button along the bottom of the Accounting Tab to retrieve the Tax Exemption 
screen.  Use this screen to enter reference detail on tax exemption numbers for this customer. 
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Contacts - Screen

Overview – Contacts

Sample of Contacts screen in Table Mode.  NOTE: If Enable De-duplication Searching Function is being used, new entries 
cannot be made when the screen is in Table Mode: the Insert Record button will be missing.

Sample of Contact screen in Form Mode
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The Contact screen is used to create, view and manage Contact records, which can be associated to Business 
Partner, Vendor, and Customer records.

Contacts – Section
The Contacts section displays the contact’s basic information.  The following table describes this section’s 
fields:

First Name Contact’s first name.

Last Name Contact’s last name.

Active Indicates if contact record is active.  NOTE: When a contact’s Contact Company is 
changed, the contact’s previous record is saved as a separate record and its status is set 
to inactive.

Initial Contact’s middle name initial.

Title Title applicable to contact.

Suffix Suffix applicable to contact’s name.

AKA/Goes By Alternative name by which contact is also known.

Contact Type Contact Type: Business Partner, Organization, or Company, determined by the 
organization type of the organization with which this contact is affiliated.  The selection 
made in this field determines what values are available for the Contact Company drop-
down list.

Employee # If contact’s Contact Type is Company (their company is also your company or a 
company that is a member of your company’s group), this field is enabled for you to 
enter an employee number, or to search for and select the contact’s employee number. 

Contact Company Business Partner, Organization, or Company with which this contact is affiliated.  The 
value selected by the Contact Type field determines what values are available in this 
list.

Contact Code Code to identify this contact record.

Primary Contact Indicates if contact is the primary contact for organization specified by Contact 
Company field.

Bid Contact Indicates if contact is a Bid Contact for an opportunity’s bid process.

Position Position within organization specified by Contact Company field.

Role Project Management role contact performs.  Maintenance screen: Job Costing > Setup
> Local Tables > Project Management Roles.

Independent 
Contractor 
Reporting

Indicates if contact is an independent contractor, who services need to be reported on 
1099-MISC tax forms.  Also, it can indicate that this contact in an independent 
contractor whose information must be reported to California’s Employment 
Development Department (Independent Contractor Reporting).
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Address – Tab

This tab displays a contact’s address, and the following table describes this section’s non-standard fields:

Company If contact’s Contact Type is Company (their company is also your company or a 
company that is a member of your company’s group), this field displays the contact’s 
company.  Also, this field determines what values are available for the Address Code
field.

Address Code Contact’s address code, which populates the Address field.  Lists all of Address records 
that have been created for the contact’s affiliated organization.

When a new contact is created, the Address field (display only) gets automatically populated with the address 
of the contact’s affiliated organization, as specified on the organization’s Detail tab.

Manually Enter Address

Use the address fields under the [Copy Default Address] button to manually change the contact’s address.

Overwrite Address to Organization’s Default Address
Use the [Copy Default Address] button to overwrite the contact’s address with the address of the contact’s 
affiliated organization, as specified on the organization’s Detail tab.

Use Organization’s Address Records to Set Contact’s Address
Use the Address Code drop-down list to select an address that has been entered for the contact’s affiliated 
organization.  To create a new address record for the organization, which can then be selected from this field, 
use the affiliated organization’s Addresses tab.

Contact Info – Tab
This tab displays a contact’s standard contact information, except the Send Email as HTML flag.  This flag 
indicates if emails sent to the contact need to be in the HTML format.

After any entries or edits are made, click the Main Toolbar’s [Save] button. 

Classifiers – Tab
If set up for your company, this tab displays the user defined classifiers.
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Membership – Tab

This tab displays any professional associations or organizations to which the contact belongs.  

The following table describes the fields on this tab:

Association Professional association or organizations to which the contact belongs.  Maintenance 
screen’s standard path: Human Resources > Setup > Local Tables > Organizations.

Name Name of association or organizations.

Membership Type Select membership type from list of values.  Maintenance screen’s standard path: 
Human Resources > Setup > Codes > Membership Types

Description Description of Membership Type.

Membership No Membership number.

Start Date Date membership was issued.

Renewal Date Date membership needs to be renewed.

Renewal Cost Cost of renewing membership.

Add Entry

To add a new record, click the [Insert Record] button, enter the details, and click [Save].  

Delete Entry
To delete a record, select its row using the selection area, framed by the red rectangle, and click the [Delete 
Record] button.

Export Membership Records to File 
To create an XLSX (spreadsheet) file of the contact’s membership records, click the [Export] button.  You can 
then use your web browser to specify where to save the file, or use it to open and print the file.

Attachments – Tab
This tab displays attachments added to this contact record.  If there are any added attachments, the Block 
Toolbar’s Attachments option will indicate how many.

For details about this tab, which is common to various screens of the Opportunity Management module, please 
refer to the Attachments Tab sub-section of the Common Icons & Functionality section in this manual.
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Add New Contact

Ensure Contact Has Not Already Been Added
First, it is necessary to ensure that the contact about to be entered does not already exist so that you do not 
duplicate already existing data, and to ensure that you do not miss any important information.  Refer to the sub-
section Search for Record under the Common Functionality section for instructions on how to search for a 
record to ensure that it does not already exist.

De-duplication Searching Function
The Enterprise system has a backend process that can be enabled to greatly reduce unintended duplications.  
The flag to enable this option is labeled De-duplication Searching Function, and it is found in the Company 
Control screen of the Opportunity Management module.  For details about this option, please refer to the 
System Options sub-section of the Company Control section in the Opportunity Management manual.  The 
relevant sub-sections under the System Options section are: Enable De-duplication Searching Function and De-
Duplication Searching Function – Parameter List.

NOTE:  If the Enable De-duplication Searching Function flag is checked, new entries cannot be made when 
the screens to enter them are in Table Mode.  This is necessary to prevent multiple records being saved at the 
same time, which cannot be handled by the De-duplication Searching function.

Add Contact
There are two options to create a contact through the Contact screen, one option is available when the screen is 
in Table Mode (listing all contacts), and the other when the screen is in Form Mode (displaying a single 
contact).  The creation of contact records can also be initiated through the Organizations and Opportunities 
screens, and when these options are used, the new record’s Contact Type and Contact Company fields are 
automatically populated.

To add a contact when the Contact screen in Table Mode, click the Main Toolbar’s [Add New] button, as 
shown in the first screenshot of this section.  This will switch the Contact screen to Form Mode, for the entry of 
the contact’s information.  If the Block Toolbar’s [Insert Record] button is used, the entry of the contact’s 
information is done while the screen is in Table Mode.  Click [Save] when finished the contact’s data entry.

To add a contact when the Contact screen is in Form Mode, click the Block Toolbar’s [Insert Record] button.  
Click [Save] when finished.

For details about the fields under the Contacts section and on each tab, please refer to the relevant sub-sections 
of this section.

View Contacts Associated to Record
If you got to the Contacts screen through a screen for records that can have associated Contact records, such as 
the Business Partner, Vendor, or Customer screens, you can view the list of Contacts associated to the record in 
Table Mode, or you can move from one Contact to another in Form Mode.
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Table Mode

Sample of Contacts screen in Table Mode, listing all Contact records associated to a Business Partner record.

The Contacts screen in Table Mode, if launched using the [Contacts] button on a record that can have 
associated Contacts, lists all of the Contacts associated to the record.  For instance, if the Contacts screen is 
launched through a Business Partner record, in Table Mode it will list all of the Contacts associated to the 
Business Partner.

If the screen is in Form Mode, click the [Table Mode] button to switch it to Table Mode, as shown in the 
following screenshot.

Form Mode

Sample of Contacts screen in Form Mode, displaying a single record associated to a Business Partner record.

The Contacts screen in Form Mode, if launched using the [Contacts] button on a record that can have 
associated Contacts, displays the first Contact associated to the record.
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If the screen is in Table Mode, click a record’s corresponding Edit icon, as shown in the screenshot under the 
preceding Table Mode section, to switch the screen to Form Mode.

Navigate between Contact Records

To move between the Contact records, use the [Next Record] and [Previous Record] buttons on the 
Block Toolbar, as shown in the above screenshot.  When you have passed the last record, the fields will all 
be blank, and when you are at the first record, clicking [Previous Record] does not change the record.

Change Contact’s Company

To change the company with which the contact is affiliated, click the [Change Company/Partner] button 
(within red rectangle on second screenshot of this section).

NOTE: This operation cannot be done for inactive records.

When a contact’s Contact Company is changed and saved, the contact’s previous record is saved as a separate 
record, but its status is set to inactive (Active flag, under Contacts section, is set to false).  To view the history 
of changes to the contact’s Contact Company, click the [Movement History] button.

The following table describes the non-name fields on this screen:

Contact Type

Contact Type: Business Partner, Organization, or Company, determined by the 
organization type of the organization with which this contact is affiliated.  The selection 
made in this field determines what values are available for the Contact Company drop-
down list.

Contact Company
Business Partner, Organization, or Company with which this contact is affiliated.  
Value selected by Contact Type field determines what values are available in this list.

Contact Code Code to identify contact.

To save any changes, click the [Process] button.
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View Contact’s Movement History

When a contact’s Contact Company is changed and saved, the contact’s previous record is saved as a separate 
record, and its status is set to inactive (Active flag, under Contacts section, is set to false).  Also, the contact’s 
previous Contact Company, Contact Type, and Contact Code, along with the date that the change was made, is 
saved as a Movement History record.

To view a contact’s Movement History records, click the [Movement History] button (within red rectangle on 
second screenshot of this section).

Make Contact Inactive or Active
To make an active contact record inactive, click [Inactivate Contact] (within red rectangle on second 
screenshot of this section).  The system will then ask you to confirm the inactivation.  Click [Yes] and the 
contact will be inactivated, or click [No] to abort.  This will set the record’s Active flag, under the Contacts
section, to false.

To make an inactive contact record active, click the [Activate Contact] button.  Click [Yes] and the contact 
will be activated, or click [No] to abort.  This will set the record’s Active flag to true.

NOTE: Inactivated contact records stay in the database, but you will not be able to see them if you do not have 
security rights to view inactive contact
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Working with Batches

Creating a Batch
A batch can be thought of as a 'File Folder' of work.  The Accounts Receivable system requires that a Batch 
number be associated with all customer activity. Whether entering invoices, adjustments, credit notes, or cash 
receipts, you must enter a batch number for the transactions being entered.  This batch number can be used to 
track the transactions in other applications after they have been processed.

In all programs where a batch is required, there is a [Create Batch] button located next to the batch number and 
batch description fields.  Usually the batch number is automatically generated by the system and the batch 
description field and [Create Batch] button are disabled.  If the user clears the batch number field and then 
either Tab to or click on the batch description field, both batch description and [Create Batch] button will 
become enabled; the user can create a new batch number by clicking on [Create Batch] button.

The Accounts Receivable system has a unique batch type for each type of transaction.
Batch Type Code Batch Transaction Type

A Adjustment Transactions
C Cash Receipts & Front Office Cashier
L Lock Box Import (Discontinued)
N Invoice Transactions
M Memo Transactions
R Regular Receipts
S Sales Invoices
U Void Receipts
W Void Invoices

When a new batch is created the batch number and the description are automatically generated.  A batch 
number is numeric; a batch description has the following structure: “<user ID> YYYY-MM-DD X”, where 
<user ID> is the ID of the user created the batch; YYYY- MM-DD is the date when the batch was created, and 
X is a Batch Type Code from the table above. 

For example, the following batch was created by the user IRINA2 on October 29, 2015 for the Batch 
Transaction Code ‘N’ which corresponds to Batch Transaction Type “Invoice Transactions”.  
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For ease of use and tracking we recommend that batches be limited to transactions within one fiscal period.  
This makes the filing of the audit trails much easier, and ensures that the period end procedures are simple to 
follow. 

Selecting an Existing Batch
Since all transactions must be entered into a batch it is important to know how to access a previously created 
batch for entry and editing purposes.  The easiest way is to use the Batch LOV available on the batch number 
field in all transaction programs.  When the arrow on the Batch field is clicked the Batch List pop-up window 
will appear on the screen: the existing unposted batch numbers are displayed in the list. 

 

Posting a Batch

Pgm: ARPSTFM – Posting An Accounts Receivable Batch
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The Account Receivable Posting screen could be accessed indirectly – through a Process Train – from several 
screens, e.g.: AR Invoice Entry, AR Enter Memo, and Enter Receipt.  It also can be reached directly from the 
following standard Treeview path: AR > Invoice > Post Batches.

When a batch is created and all required data is entered, the system does not get updated immediately so that the 
user has an opportunity to review and verify the entries.  Once a batch has been verified, it is then ready to post 
(update the system).  Posting does many functions, it updates the AR sub-ledger with the information, it creates 
General Ledger transactions, plus it updates the Job Cost and Equipment Sub-ledgers if required.

This screen will automatically default to the users default Company.  Verify that the company code matches the 
company code of the batch being posted.

Batch Number and Posting Date

Enter or select from LOV the batch number; enter the posting date for all the transactions in the batch 
being posted.  The date entered in this field will be the date of record for ALL the transactions in the 
batch. The General Ledger dispositions and any distributions to Sub-ledgers will also be processed with 
this date. 

When the Accounts Receivable Posting opens up it is already pre-populated with the current open AR 
period and current User name. 

The Post Date field could also be pre-populated.  It depends on the settings in the Account Receivable 
Control File: if the flag “Default Post into Invoice Posting and Receipt Programs” is checked then the 
posting date on Accounts Receivable Posting screen will default to the current date if the current date is 
within the open Accounts Receivable period.  If the current date is not in the current AR period, then this 
date will default to the last day of the AR period. 

If the Account Receivable Control File has the flag “Default Post into Invoice Posting and Receipt 
Programs” unchecked the Post Date field on the Accounts Receivable Posting screen will be have no 
default value. 

The post Date field is mandatory for the posting and cannot be left empty – users have to make an entry 
into the Post Date field. 

Journal Code

The system will default the journal code from the Accounts Receivable control file.  The user also can 
choose another Journal Code from LOV.  The journal code is used to group like transactions together so 
that they can be viewed in the GL under one query.  The journal code usually represents the sub-ledger.

Preview Posting

When the preview posting checkbox is checked, the posting process will begin and the posting reports will 
be available for preview prior to the actual posting taking place.

Print Reports Immediately

Check this box to print the posting report immediately after posting.  If left unchecked the posting report 
will not print during the posting process but can be printed at a later time using the posting utility.

Post Status

This is a display only field.  It will show the status of the posting process after the user clicks [Post].

Deleting Unposted Batches
This screen can be accessed from Account Receivable -> Utilities -> Delete Batches treeview menu path. 
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Pgm: DELBATAR – Deleting a Batch

A batch can only be deleted if it is not posted.  A batch can be deleted directly from the create batch screen if 
the batch does not have any transactions entered in it.  If the batch has transactions entered then the deletion 
must be done via the Delete Batch utility on the Utility Menu.

The Unposted Batch Deletion program allows the user to remove old, unposted batches from the system.  This 
routine will remove the Batch and its related unposted transactions from the system.  This procedure does not 
affect any of the sub-ledgers, including the AR ledger, as none of the information deleted was posted.

The user is only allowed to delete his or her own batches.  Only users who have the privilege to see other user's 
batches will be able to delete batches created by other users.
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Creating an Invoice

Invoice Creation Procedure
Invoices can be created manually in the Accounts Receivable system as well as being created via the Job Billing 
System.  An invoice created in directly in AR Invoice Entry, is a lump sum type of invoice.  Invoices are the 
financial document by which a 'Receivable' is recorded.

1. Prepare Batch

As with other any other transactions, a batch must be created for invoices.  The batch can be created from 
within the entry form itself, by selecting the [Create Batch] button available in Invoice Entry.

2. Enter Invoice Detail

This will require the entry of both the invoice detail and the invoice distribution.  The revenue side of the 
distribution can be directed to the General Ledger, Job Cost, or Equipment Cost applications.

3. Print Invoice Edit List

The edit listing is the proof sheet for the details of the batch.  To avoid posting errors, the edit listing 
should be printed and the details verified before posting the batch.

4. Post Batch
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Entering Invoices

Pgm: ARINVFM – Entering the Invoice Header Information

The Invoice Entry screen is used to enter invoices to send to customers.

To enter an invoice, use the Invoices tab to enter the invoice's details (customer code, amount, tax, retainage, 
discount, etc.), use the Defaults tab to change any defaults, then use the [Distribution] button’s popup to enter 
the G/L distribution. The mandatory fields are marked with the asterisks. 

If you are using the Job Billing system, this screen will typically be used for miscellaneous invoices only.

Invoice Detail – Tab

Customer 

Enter the customer code associated with this invoice.

Job 

If the invoice being entered is for a specific job, enter the job code.  If a job number is entered in this field, 
the system will limit the distribution screen to only this specific job or its sub-jobs.  Also if you are 
utilizing Invoice Series codes that have a ‘J’ type of format, the system will use this job number to create 
the invoice number.  Only jobs that are defined with a Billing Method of 'Manual AR Invoice' will be 
available for selection.

Series Code

Invoice series codes are used to group like invoices by using similar invoice number sequence.  They can 
also determine the AR Department and Account depending on the system setup.

This field is mandatory if the 'Invoice Series Codes Required' box on the Control File has been checked.  
If you have entered a 'Default Invoice Series Code' in the Control File, the system will default the series 
code automatically as you complete the entry of the customer code in the previous field.  If Invoice Series 
Codes were defined at the customer class level this field will default the correct invoice series code for the 
class assigned to the customer.
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Invoice

If you have checked the ‘Invoice Series Codes Required’ box in the Control file, the system will default 
the next available invoice number (as defined by the invoice mask on the series code) and you will not be 
able to enter the number as it is system generated.  Otherwise enter the invoice number.  This must be a 
unique number for the company.

Invoice Date

The current system date will default to the invoice date field.  You may change the invoice date or accept 
the default and proceed to the next field.

Due Date

The due date is auto-populated by the system as soon as users tab off the invoice date field and the date is 
calculated as per the terms definition.

Retainage %

The retainage percentage is a display only field that is defaulted if a customer specific ‘Retainage’ is 
found in customer maintenance, if not then the percentage from terms code will apply.

Discount Date

The discount date is auto-populated as well as per the terms definition

Discount Percentage

The discount percentage as well is a display only field that is defaulted from customer specific discount 
percentage if found, if not found then the discount percentage from the terms code will apply.

Sales

Enter the amount of the invoice, in the currency being used on the invoice.

Once the amount has been entered, the system will automatically calculate and display the amount of 
retainage, taxes, discounts, and other charges on the invoice.  These amounts may be edited using the 
Defaults tab.  On the Defaults tab, you may change any of the default amounts listed on the invoice 
screen, such as: retainage, freight, insurance, miscellaneous charges, taxes, discount amounts and other 
default invoice information.

NOTE: The amount of the invoice does not have to be entered into the Sales field if the [Details] button 
will be used to enter line items purchased by the customer. In this case the invoice amount will be 
determined by the sum of the line items entered (see the [Details] – Button subsection for further details).
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Pgm: ARINVFM – Modifying Invoice Amounts and Defaults

Invoice Description

(Optional) It is recommended to enter a short description of the invoice.

Address

This field is used to override the customers default address.  The secondary address code must have 
already been created against the Business Partner.  There is an LOV available on this field.

Order Number

If the invoice being entered is associated with a purchase order, enter the purchase order number being 
billed by this invoice.  This is a reference field only.

Currency

The sales amount entered is the amount in this currency code.  The system will do the conversion to local 
currency at posting time.

Exchange rate

The Conversion Factor field is used to specify the conversion rate from the normal company currency to 
the currency of this invoice.  The system will default the current currency factor defined in the Currency 
Exchange Rate table.  If the currency of the invoice is the same as the currency of the company then the 
value of this field will be "1".

Interest Code

The Interest Code will default from the Customer file.  This field determines the type and rate of interest 
that will be applied to this particular invoice if overdue.  For details about setting up Interest Codes, please 
refer to the Interest Code Maintenance sub-section under the System Configuration section.
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Collector

The Collector is the person responsible for the collection of this invoice if it becomes overdue.  This is a 
required field, which defaults from the collector set on the customer.

Tax1 Retainage

This is a display only field that indicates the amount of Tax that is being withheld due to retainage.  This 
is only applicable for Tax Credit style taxes such as VAT and GST taxes.

Tax Released

This is a display only field that indicates the amount of Tax that is being released.  

[Distribution] – Button (Invoice Distribution)

While on Invoice Details tab, press the [Distribution] button to use this pop-up to apply the invoice amount to 
specific General Ledger accounts, and to apply revenue to specific jobs or equipment.

Pgm: ARINVFM – Entering the Invoice Distribution

Pgm: ARINVFM – Entering the Invoice Distribution (intercompany)

Using default information from the customer, invoice series codes and control files, the system will 
automatically distribute this invoice amount amongst the various General Ledger accounts pre-set for Accounts 
Receivable, taxes receivable, retainage receivable, discounts taken, etc., as required.

The system will not allow you to commit an unbalanced transaction.
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Distribution Type Code

Enter a “J: to distribute dollars to a specific Job, Cost Code (Phase), and Category.  Enter the code for the 
Job, Phase (Cost Code) and Category that will incur the revenue indicated by the amount on this 
distribution line.  The General Ledger account associated with the Job/Cost Code (Phase)/Category will be 
used to balance the distribution in this block.  There are LOVs for each of the Job/Cost Code/Category 
fields that are limited to Jobs to which the User has access.

Enter a “G” to distribute dollars to a specific General Ledger revenue department and account.  Enter the 
department and account code to be affected by the revenue indicated by the amount on this distribution 
line.  The “G” line created by the system for the Accounts Receivable Control account only allows the 
Dept.  Code to be altered.  The “G” line created for Retainage does not allow the Dept. or Account to be 
modified.

Enter an "E" to distribute dollars to a specific piece of Equipment and Cost Category.  Enter the code for 
the Equipment, Category and Transaction Code that will incur the revenue indicated by the amount on this 
distribution line.  Enter the code “ALL” if an equipment category is not required.

Enter a “C” to distribute the dollars as negative cost invoice instead of a revenue invoice to a 
Job/Phase/Category.  This should be utilized when creating a Charge Back to a subcontractor.  The 
invoice will create a negative cost instead of a revenue.  The system will allow for the use of a Non-AR 
Job when the distribution type is “C”.

Company Code

The Company Code will default to the same Company as the invoice is entered against, but there may be 
times when an invoice spans two or more Companies.  This field can be changed as required according the 
user's company security matrix.  If the Company is changed, the system will validate the Department, 
Account, Job, Cost Code (Phase), Category, and Equipment codes against the newly selected Company.

The system will automatically create the inter-company distributions required (at posting time) to balance 
the transactions.  An inter-company distribution requires the use of Inter-Company Clearing Accounts, so 
that the General Ledger distribution of each entity is in balance.  Also, to distribute amounts to multiple 
Companies, Inter-Company setups are required for the Companies involved.  This is done via the [Inter-
Company Setup] button on the Maintain Companies screen in the GL module (standard Treeview path: 
GL > Setup > Local Tables > Maintain Companies).

When posted, the inter-company transactions for the above distribution will create the following GL 
transactions:

DR Company CCC Accounts Receivable 950
DR Company CCC Retainage Receivable 100
CR Company CCC Tax Receivable 50
CR Company CCC Inter-Company Clearing 1000

CR Company ZZ Revenue 1000
DR Company ZZ Inter-Company Clearing 1000

Job/Dept/Eqp/WO

Depending on the Distribution Type, select the relevant Job, Department or Equipment for the distribution 
line.

Cost Code/Account/Compo/WI

Depending on the Distribution Type, select the relevant Cost Code, Account, Component or Work Item 
for the distribution line.

NOTE: Accounts defined as Subledger Control Accounts cannot be used in distributions.
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Cat/Tran/Exp

Depending on the Distribution Type, select the relevant Category Code, Transaction Code or Expense 
Code.

Distribution Amount

Enter the amount of the invoice to be applied to the line.  The complete amount does not have to be 
distributed in one line.  The system will not allow the record to be saved unless the complete invoice 
amount has been fully distributed.

Repeat the distribution line entry as many times are required, the distribution types can be mixed as required.

NOTE: Once an invoice has been saved, if it is deleted before posting, the system will track the invoice in a 
'Deleted Invoice' table that can be viewed via the AR Invoice Query screen.

[Details] – Button

While on Invoice Details tab, press [Details] button to open Details pop-up screen and enter the items 
purchased by the customer. This functionality provides the ability to invoice customers for items sold from 
inventory, from non-stock items, or for free-form items. 

NOTE: The inventory items are set up within Inventory application while non-stock items should be previously 
entered through AR NON-STOCK ITEM screen (Account Receivable -> Setup -> Maintain Non-Stock Items).

Pgm: ARINVOICEDETAILS – Entering Invoice Details 

The Detail pop-up screen allows for the entry of the detailed line items associated with the invoice.  Line items 
are distinguished by the inventory class which determines whether the line relates to an inventory item or non-
inventory item.  Non-inventory items will have the class field left blank, while the inventory items will have a 
class associated with them. Inventory and Non-stock item codes should be chosen from the Item List (drop-
down list for the Item Code field) while the Free-Form Item Code should be just typed in the Item Code field. 

Once the item is selected for the line, the quantity can be entered.  The Unit Price will default from the item 
itself for inventory and non-stock items (but could be overwritten by the user); the unit price for the free-form 
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items should be always entered. Then the value of the line item will be calculated and displayed by multiplying 
the quantity by the unit price. Taxes and Distribution are defaulted, although the defaults can be overwritten.  

When all data is entered, click [Save], then click [Exit] to close the Details pop-up screen and to return to the 
AR Invoice Entry screen.

The fields Sales, Retainage, Taxes on AR Invoice Entry screen have become disabled – they are populated 
using the corresponding values calculated on the Details pop-up screen.

Adding Note to Invoice

The Note entry function can be accessed via the Notes option on the Block Toolbar, as shown in the above 
screenshot.
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Notes can be applied to invoices in various parts of the Accounts Receivable module for information and 
reporting purposes.  One of the places that allows for the entry of these notes is during Invoice Entry.  Notes are 
printed on the AR Collections Report and are available for viewing and entering via an AR executive query.

The above screenshot shows the Notes pop-up displayed when the Notes option is selected.

In the Notes Block area, shown above, the fields displayed for each note are for display only.  

The Closed field indicates if the note’s status is Closed or Open.  The Closed status can have different meanings 
for different companies.  One meaning, for instance, is that the note is no longer current. 

To edit or view a note, click the corresponding Pencil Icon.  To permanently delete a note, click the 
corresponding Delete Icon (‘X’).

Note’s Optional Subject Line: A note’s subject line will appear, system wide, if it is enabled by the flag, 
Subject Line Appears In Notes Entry.  The flag is found on the General tab of the System Options screen 
(System > Setup > System Options).

Notes are added using the Add Note Block area.  Enter the note’s subject line (if enabled in System Options), 
and enter the note into the note’s text area.  The Closed checkbox is available if the note’s entry is belated and 
no longer current, but could still be helpful.  Once the note’s information has been entered, click the [Add] 
button to save and add the note.  The note will be displayed in the Notes Block.

Click the [OK] button to close the window, but note, this will not save the note.  To save the note, the [Add] 
button must be used.

Releasing Retainage
The Accounts Receivable Retainage Release allows you to release retainage from several invoices into a single 
invoice.  During Retainage Release a single invoice with a zero invoice amount and a negative retainage amount 
is generated.  Invoices that have been selected for retainage release will subsequently have the 'retainage 
released' amount updated by the amount indicated.  Partial Retainage release against a single invoice is 
supported.



54 • Creating an Invoice User Reference Accounts Receivable v10x (ADF)X

Retainage Release for Job Billing invoices is handled within the Job Billing application.

Enter Invoice Detail
While on the Account Receivable Invoice Entry screen, enter the invoice header information the same way as 
for any other invoice. While populating the Invoice Detail section enter the Customer field and the Job (if 
applicable). The rest of the mandatory fields on the Invoice Details tab will be auto populated.  Do not enter 
Sales amount, instead press the [Release Retainage] button.

If a job code is entered on the invoice header it will restrict the retainage release list of invoices to only those 
with the same job code.

Select Invoices for Release

Pgm: ARINVFM – Selecting Retainage to Release

Release Amount

Enter the total amount of retainage to be released.  This release amount acts like a control total, ensuring 
that the details of the release match this amount.

The release amount entered should not include any tax amounts.  Retainage tax will automatically be 
applied if required.

Release Method

Select the Release Method that pertains to the retainage release that you are generating.  The system 
allows you to select from two (2) different release methods: Positive Retainage Outstanding Invoices and 
ALL Outstanding Invoices.

Select 'Positive Retainage Outstanding Invoices' when the list of available invoices is to be limited to 
invoices that have a positive retainage amount.

Select ' ALL Outstanding Invoices' if the list of available invoices should include all invoices that have 
either positive or negative retainage to release.

Press [Retrieve Invoices] button to populate Release Retainage block.

Verify/Modify the Release Amounts

Once in the Release Retainage block, the system will display all the invoices with an outstanding retainage 
amount.  The system will automatically release amounts from the oldest to the newest invoice up to the 
'Release Amount' entered.  Verify/Modify the amounts to be consistent with the release requirements and 
once done use the [Accept] button to save the information.
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The system will return the user to the Invoice entry screen.  At this point the distribution will 
automatically be generated by the system.

Editing Existing Invoices

Pgm: ARINVFM – Enter Invoice program 

Once an invoice has been entered but not yet posted, it may be necessary to recall the invoice back to the screen 
for review or edit purposes.  This is true for all transaction entry screens such as memo entry or cash receipts.

• Open the Invoice Entry screen

• Choose the batch number from LOV used to enter the transaction 

• Search the invoices within the chosen batch by using Search function (Search icon on the print 
screen above)

• Make the required changes. If the amount is changed, the distribution will have to be changed to 
match.

• Save the changes

Deleting Existing Invoices
Deleting an invoice can only be done if the invoice is not posted.

• Open the Invoice Entry screen

• Specify the batch number the invoice is entered against

• Search for the required invoice by using Search function

• Use the delete icon on the tool bar to remove the record – the system will delete both the invoice 
header and distribution information

All invoices deleted in this manner are stored in a 'Deleted Invoice' file for reference (the ‘Deleted Invoice’ file 
is accessible from AR Invoice Query screen by clicking the button [Deleted Invoices]).
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Invoice Edit Listing

Pgm: ARINVLST – Printing the Details of a Specific Batch Before Posting

Use the Print Edit List node to print the details of a specific batch before posting the batch.  The Edit List is a 
verification tool than shows the AR customer invoice information and the GL distribution of all the invoices.  
This should be printed and checked before posting is performed.

Invoice Printing

Pgm: ARINVPRN – Mass Printing of Free Form Invoices

Use the Print Invoice node to print the AR invoices according to the Invoice Printing Format declared in the AR 
Control File.  The user may print invoices for both posted and unposted batches and even limit the range within 
a specific batch number or invoice date range.

Invoices may be printed before or after the batch is posted, but for consistency and the ability to change the 
invoice layout if it is not correct the invoices should be printed before posting is completed as it is not possible 
to change the invoice layout or details after posting.

Voiding Invoices
The Void Invoice Program is accessible through the Treeview menu’s path: Account Receivable -> Invoice -> 
Void Invoices.  
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Pgm: ARINVVOD – Voiding a Posted Invoice

Once an invoice has been posted it cannot be deleted from the system, it must be voided instead.  The Void 
Invoice form will reverse all of the transactions associated with the posting of the invoice from the Accounts 
Receivable and General Ledger systems and any other sub-ledgers involved.  An invoice is considered available 
for voiding if it has not been paid or does not have any memos or adjustments associated with it.  If there have 
been payments received then the payments must be voided first.

A voided invoice is not removed from the system, therefore the system will not allow the invoice number to be 
used again.  If the invoice to void has had retainage released on it already, then the retainage release invoice 
must be voided first.  Once this is done the original invoice can be voided.

Company, Batch

Verify the company code, then use the [Create Batch] button to make a new void invoice batch if needed.

Posting Date

This is the date for the fiscal period the debits and credits from this batch will be posted to.  All invoices 
selected for voiding in this batch will be posted using this date.  As with the standard AR posting program 
the system will default the current system date if it falls within the current AR period, otherwise it will 
default the last day of the current AR month.

Select Invoice(s) for Voiding

The system will automatically display all invoices available for voiding.  Mark the required invoices by 
‘Checking’ the select check box next to the invoice number.  When complete use the [Void] button to start 
the process.

Unlike some forms, the voiding of an invoice does an immediate posting.  Most of the other functions on 
the system require the use of the Post Batch option.
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Entering a Memo

Memo Entry Procedure
Memos are used to change the dollar value of an invoice that has already been posted.  As memos must be 
entered against a specific invoice, this is feature cannot be used for 'Generic Credit Notes'.  If you issuing a 
generic credit note, use the 'Invoice Entry' screen to enter a negative invoice.

1. Enter Memo Detail (Enter Debit/Credit Notes node)

Enter the details of each memo you want to create.  Enter dollar amounts as positive values if you want to 
increase the amount owed on the invoice, and as negative values if you want to decrease the amount owed on 
the invoice.

2. Print Memo Edit List (Print Edit List node)

The edit listing is your proof sheet for the details of the specific batch of memos you have entered.  To avoid 
posting errors, the edit listing should be printed and the details verified before each batch is posted.

 3. Print Debit/Credit Notes

This step prints the Memos for both posted and unposted batches. The program allows printing within a specific 
Batch range, Customer range, and Memo Number range.  

4. Post Debit/Credit Notes
This step will take the detail of all the memos in the batch and apply them to the indicated customer accounts, 
General Ledger accounts, and related sub-ledgers.  Once a batch has been posted it is no longer available for 
memo entry.
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Enter the Memo

Pgm: ARMEMOFM – Entering a Memo

This form is used to enter memo adjustments to invoices.  Memo adjustments are formal changes to invoice 
amounts posted in the Accounts Receivable.

Memos are considered formal documents, and the ensuing adjustment will appear as a separate item on the 
customer's account.  The screen works very similarly to the Invoice Entry screen, except that all amounts 
entered are changes to the original invoice amounts.

Customer

Select or enter the Customer Code associated with this memo.  There is a list of values available. This 
field is mandatory (marked with asterisk). 

Invoice

Select or enter the invoice number this memo is to be applied against.  A list of values is available on this 
field that will display all open invoices for the selected customer. This field is mandatory (marked with 
asterisk). 

Memo Number

Enter the number to be associated with this invoice memo.  This number forms an integral part of the audit 
trail for invoice adjustments and can be used to query specific memos after they have been posted. This 
field is mandatory (marked with asterisk). 

Memo Date

Enter the date associated with the memo being entered.  The batch date will default in this field for each 
memo entered but can be changed as required.  The Memo Date is not the Posting date it is a reference 
date only.



User Reference Accounts Receivable v10x (ADF)X Entering a Memo • 61

Memo Amount

Enter the amount of the change to the Invoice Amount.  Enter a positive value to increase the amount and 
a negative value to decrease the amount.  If the memo is for tax amounts only enter zero as the memo 
amount.

The operator will be able to enter other adjustments to discounts, retainage, other charges and taxes before 
the final total amount will appear at the bottom of the screen.

Memo Description

Normally this field is used for a short 'reason' for the memo.

Enter Required Distribution

 
Pgm: ARMEMOFM – Entering the Memo Distribution

Once the memo header information is entered, use the [Distribution] button to enter the distribution of the 
memo amount.  This distribution block works in exactly the same manner as the Invoice Entry distribution 
block.  This window allows the user to distribute the memo amount to specific General Ledger accounts.  Using 
the original invoice information the system will automatically distribute this memo amount amongst the various 
G/L accounts for A/R, taxes receivable, retainage receivable, discounts taken, etc., as required.

The cursor will be placed at the bottom-most free line for the operator to enter the balancing G/L accounts.

Enter/adjust the distribution as required.  The distribution must be balanced before the system will allow the 
user to save and exit the window.
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[Defaults] – Tab

This tab’s function is similar to that of the Defaults tab on the Invoice Entry screen, where you can adjust 
the defaulted tax codes and retainage percentage. 

Print Edit List

This program allows printing the proof sheet for the details of the specific batch of memos you have entered.  
To avoid posting errors, the edit listing should be printed and the details verified before each batch is posted.

Print Debit/Credit Notes
The Memo (Debit/Credit Notes) should be printed to ensure that all the data for the batch is correct before 
posting the batch.  The program allows the user to specify the company, batch and ranges for customers, memo 
number and memo dates as well as to use and edit the selection criteria for the Customer Pick List.

Post Debit/Credit Notes
The posting of memos (Debit/Credit Notes) is done using the Post Debit/Credit Notes node. The program 
operates in the same manner as when posting invoices.  For further information on using the posting programs 
please refer to ‘Working with Batches’ section of the current document.
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Adjusting an Invoice

Invoice Adjustment Procedure
Invoice Adjustments are changes made to 'Posted' invoices that only affect the General Ledger and have no 
effect on the amount of the invoice.  They are processed using the Adjust Distributions Menu, located on the 
Invoice Menu of the Accounts Receivable Main Menu.

Processing adjustments consists of three basic steps:

1. Enter Adjustments

Enter the details of each adjustment.

2. Edit List

The edit listing is your proof sheet for the details of the specific batch of adjustments you have entered.  
To avoid posting errors, the edit listing should be printed and the details verified before each batch is 
posted.

3. Post Adjustments

This step will take the detail of all the adjustments in the batch and apply them to the indicated invoices.  
Once a batch has been posted it is no longer available for adjustment entry.  If you have to make a change 
to a posted adjustment, you will have to enter another adjustment.
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Entering the Adjustment

Pgm: ARADJFM – Creating an Invoice Adjustment

This screen is used to enter information adjustments to invoices.  Use this form to change descriptions, and GL 
distributions.  You cannot adjust the amount of the invoice, retainage, or taxes using this form.  To change the 
actual invoice amounts use the Entry Memo screen.

Customer

Enter the customer code related to the adjustment.

Invoice

Enter the invoice number to be adjusted.  A list of values is available displaying the invoices that are 
available for adjustment based on the customer code entered in the previous field.

Adjustment description

Enter a description regarding the reason for the adjustment.

In order to enter the Adjustment Distribution please click the button [Distribution].
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Enter the Adjustment Distribution

Pgm: ARADJFM – Entering the Adjustment Distribution

The screen will display the original distribution of the invoice at the top of the screen and allow for the 
adjustment to that distribution in the 'Additional Distribution' block at the bottom of the screen.

It is important to remember that the distribution adjustment that you enter on this screen must exist as a 
balanced transaction.  For this reason, if you apply an adjustment against a job, equipment or General Ledger 
account, you must apply a negative distribution against the original posting in order to balance the transaction.

This distribution screen works in the same manner as the Invoice and Memo distribution blocks.  The user must 
enter the Distribution type, company, accounts/jobs/equipment and an amount.

The distribution must be balanced before the user can leave this screen.
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Adjustment Edit List

Pgm: ARADJFLS – Adjustment Edit Listing

The adjustment Edit List is accessible through the Edit List node. 

The adjustment edit list should be printed before posting the batch to ensure that the data entered is correct.  For 
each batch, the user can select a range of customers, adjustment invoices, and starting and ending adjustment 
invoice dates.

Post Adjustments

Pgm: ARPSTFM – Post Adjustment

The Posting of Adjustments is done using the Post Adjustments node.  The screen operates in the same manner 
as when posting invoices.  For further information on using the posting form please refer to the Posting a Batch
section of the manual.
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Payment Processing

Processing Procedure
1. Enter Receipts

As with any other transactions, a batch must be created at the beginning of this step. Then the user should 
enter the payment information and associate it with the invoices being paid

2. Print Edit List

The Edit List should be used to verify that the information entered is correct before posting.

3. Post Receipts

This step will take the detail of all the payment information within the batch and update the customer files, 
General Ledger accounts, and Job sub-ledger if required.

Enter Receipts

Pgm: ARCHQFM – Enter Receipts
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The Enter Receipts program should be used to enter all cash receipts received from customers.  After specifying 
a batch number for the transactions in the first block of the screen, the second block enables the operator to 
enter the customer, amount and type of cash receipt, and other relevant information pertaining to the Cash 
Receipt.  Once the first screen is complete the Invoice section is used to select the invoices and/or financial 
charges (interest) being paid.

Detail – Section (Check Information)

Deposit Date

Enter the date that this payment will be deposited to the bank account.  This date may be different than the 
date of the payment itself, which is entered in the next field.  The system date will default into this field.  
This is a required field.

Check Received Date

The Check Received Date, the date the check actually arrived in your office, is used on the AR Billing and 
Status report only.

Check Date

This is usually used as the Date of Entry, but it can also be used to record the date of the check.  The 
system will default the system date into this field.  This date IS NOT used as the posting date for General 
Ledger debits and credits.

Customer

Enter the customer code.

Job

If the receipt being entered is for a specific job enter the job code in this field.  This will limit the list of 
invoices to those with the same job.  And in the case of a Deposit Check, this will enable the AR aged 
report by job to match ‘Deposit’ checks to jobs.

Amount

Enter the amount of the payment.  The amount should be entered in the currency of the payment itself, and 
not in the local currency.

If financial charges (interest) are being charged, this amount needs to be the original invoice amount plus 
the calculated interest charge.  So, if the invoice amount is $100 and the interest is 10%, then the amount 
entered in this field is $110.  In the Invoice Allocation section’s table, after the relevant invoices and 
financial charges have been selected, the original invoice amounts and financial charges will appear as 
separate entries.

Currency, Exchange Rate

As indicated in the previous step, the amount entered should be in the payment currency and not the local 
currency.  Make sure that correct currency code is being utilized.  The currency code will default from the 
Customer Master file and the conversion rate will pick up from the last entry in the currency table.  The 
program will automatically convert the currency and process the correct G/L accounts.

Payment Method

Select the method of the payment, for example, Check, Visa, Cash… The system will default 'CH' (Check) 
into this field.

Check Number

Enter the applicable check number or visa number.
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Cash Account

Enter the G/L Company and department/account number representing the bank account that the payment 
being entered will be deposited to.  The system will default the standard bank account to this field.

Comment

This is 60-Character field used for entering comments about the payment.

Not an Accounts Receivable Check – Flag

Check this box if this is a cash payment that will not affect the Accounts Receivable balance for this 
customer.

This can occur when goods were sold, but no invoice was created.  The payment pays the full amount 
owing from the transaction.  This is also applicable for deposits returned that were originally costed to 
jobs.  In this method, the Accounts Receivable is unaffected, the GL is processed, the Job Cost system 
may be affected, and the check will appear on the checklist.

NOTE: It this checkbox is checked, the [Invoices] button becomes disabled, as there would be no 
corresponding invoice for the receipt.

Invoice Allocation - Section (Matching to Invoices and/or Financial Charges)

Use the [Invoices] button to select the necessary outstanding invoices for the current customer, the [Fin. 
Charges] button to select any necessary financial charges (e.g. interest).

NOTE: Do not use this section if this payment is a deposit (a pre-payment to be billed at a later date) or an AP 
Deposit being returned.

After the Invoice Allocation Section has been populated with relevant Invoices and/or Financial Charges the 
user still will have an opportunity to edit the fields: Company, Source, Payment Amt, Discount Amt, and 
Allowance Amt.

Company

Enter/Select the available company from the Bank Company List.

Source

Enter/Select the invoice or financial charge number that this payment relates to from the Invoice List.

Payment Amt

Enter the amount of the payment to be applied against this invoice.  The system will default an amount to 
this field based on the payment amount and amounts already applied to other invoices.

Once an amount is entered in this field, the Balance to Disburse field in the top block will be updated, as 
will be the Payment Outstanding field directly beneath this field.  The Payment Outstanding field shows 
the amount still owing on the invoice after this payment has been applied.

Discount Amt

Enter the amount of any payment discount given on the application of this payment to this invoice.
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 Allowance Amt

Enter the currency allowance amount.

[WO] – Button (Entering a Write-Off)

This button’s popup is used to enter a write-off against an invoice. For details, please refer to the 
following section, Entering a Write-Off.

[Billing Info.] – Button

This button is used to launch a pop-up window where users can enter/view billing information for the 
invoice.

NOTE: As billing information is related to jobs, when receipts entered are related to job billing invoices, 
then billing information may be required to be entered, depending on if the ‘Check Billing Info While 
Receipt Posting’ box is checked on the Receipts tab of the AR Control File. If this box is checked, then 
users will be required to enter billing information for the invoice through the [Billing Info.] button; 
otherwise, they will be unable to post the payment receipt.

Entering a Write-Off
Write-Offs are entered for an invoice using the popup launched by the [WO] button in the Invoice Allocation
section of the Enter Receipt screen, as shown below: 

Sample of Enter Receipts screen, with the [WO] buttons at the end of invoice lines framed in red.
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Sample of Write-Off popup

A write-off would occur when the payment is less than the full amount outstanding because of a dispute or an 
error.

A common example of a write-off might be when the invoice was for $1017.18 and the client accidentally sends 
a check for $1017.17.  Instead of leaving one cent outstanding on the invoice (and showing up on the aging), 
you would probably want to write it off.

In this case, the amount outstanding will be cleared even though the check amount is less than the amount 
outstanding.  The G/L distribution will debit the write-off account associated with the write-off type to reconcile 
the difference.

To enter a write-off, click the Block Toolbar’s [Insert] button to insert a new row for the write-off.

The following are details about the fields of a write-off entry:

Charge Back Code (Write-Off Type)

This field is used to select the Write-Off Type associated with the write-off being applied applying against 
the invoice.

The Invoice Writeoff Types screen is used to maintain the Write-Off Types available in this field’s LOV:

Pgm: ARWOFFFM – Invoice Writeoff Types (standard Treeview path: AR > Setup > Local Tables > Invoice Writeoff 
Types)
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Comments

Enter comments/reason for the write-off using this field.

Apply Tax Credit – Checkbox

If checked, apply tax credit for the tax portion of the write-off amount.

Amount

Enter the write-off amount to apply against the invoice.  The total write-off amount cannot exceed the 
difference between the payment amount and the outstanding amount, and it cannot exceed the limits set on 
the Receipt tab of the AR Control File (shown below), unless the selected type will create a secondary 
invoice:

Write-offs allows for multiple types of write-offs against a single invoice.  If more than one is required, 
continue to insert records and enter write-off amounts until the total write-off amount is equal to the 
payment amount less the outstanding amount.

Press the [Close] button to save the entries, validate the total write-off amount and return to the Enter Receipt 
screen.

NOTE: Where the Write-Off Type calls for the creation of a new invoice, the system will generate a new 
invoice from the write-off amount entered against that type.  The Edit Listing will indicate that a new invoice 
will be created, and the posting will create the invoice.  The invoice number for this “write-off invoice” will be 
assigned from the invoice series code on the write-off type.

Entering a Deposit
A cash receipt deposit is entered through the Cash Receipts program as a standard cash receipt that is not 
applied to an invoice.

1. Enter the Cash Receipts Detail

Follow the steps as outlined in the previous section, Cash Receipts Entry, to enter the basic payment 
details.

2. Set Distribution

Press the [GL Distribution] button to open the GL distribution window.  As you are not applying this 
payment to an invoice, the system will return the following prompt, “Applied amount does not match 
check amount.  Continue?”  Answer [Continue], and the system will automatically distribute the deposit 
to the AR Cash Account entered on the header and the AR Deposit account entered on the AR Control 
file.
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If required, you can change the Dept.  Code, but not the Account codes.

Save your entry and continue to enter the next cash receipt.

Deposits are posted in the same manner as you would any Cash Receipt.

Applying a Deposit to an Invoice

Pgm: ARCHQFM – Applying a Deposit

In order to apply a deposit payment to an invoice, you must first retrieve the deposit into a cash receipt and then 
apply that deposit as a standard payment.

As you retrieve a deposit, you will note that you are not required at any time to enter the details of the cash 
receipt.  The retrieval process will update all of the cash receipt fields with the information found on the deposit 
check.

Enter Customer Code

Enter the customer code for the customer whose deposit you wish to apply.  This field is optional as you 
can press the deposits button without entering a customer code.  If you have entered a customer code 
within this field, the deposits query will only display the deposits recorded for this customer.

[Deposits] – Button

The [Deposits] button will only appear when your cursor is in the Customer field.  The button will open a 
window where you can select the required previously posted deposit.  Move the cursor onto the record 
required and then press [Commit] button to return the deposit check information to the main screen.

Select Appropriate Invoice Distribution

Select the invoice(s) or financial charge(s) to which you will apply this deposit.

Distribute the Deposit

Press the [Distribution] button to distribute this transaction to the appropriate General Ledger accounts.  
Since this is an application of a deposit the system will automatically debit the deposit account (as listed 
on the control file) rather than the cash account (as listed on the control file).

Non AR Cash Receipts
This function is used to enter cash receipts that do not relate in any way to an AR invoice.  In most cases, this is 
a Job Deposit being returned or the sale of a 2nd hand piece of equipment already fully charged to the job.
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Enter the Cash Receipts Detail

Enter the Cash Receipt header as normal except make sure the ‘Not An Accounts Receivable Check’ 
check box is marked.

Distribute the Cash Receipt

Press the [GL Distribution] button to launch the Distribution popup.

The system automatically creates the distribution for the bank account.  It is now up to you to enter the 
offsetting distribution.  Normally, you would enter a standard G/J/E line, depending on where the revenue 
is to be posted.

There is also a special type of distribution code allowed on this type of entry, being “C”.  If a “C”
distribution type is entered, it means the cash will be applied to the Job/Cost Code/Category entered, but 
instead of posting the amount as a revenue, it will post it as a negative cost to the job.

Cash Receipts Edit Listing
The Check Edit list should be printed and reviewed before posting the Cash Receipt Batch.  The Edit List 
program allows users to print the report for the complete batch or a range of checks within the batch limited by 
any or all of the following: Customer Range, Check Number Range, Check Date Range.

This report can also be re-printed for posted check batches if required.

Posting Cash Receipts 

Posting a Cash Receipt batch is the same as posting any other batch in the AR system.
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Posting rules to consider:

• When an invoice is paid in full with a balance of 0.00 the status of the invoice will be closed and 
will not be available for further entry.

• When an invoice is overpaid the invoice will have a balance of $0.00 and the status of closed.  The 
overpayment will be considered a deposit.  The invoice will not be available for further entry.

• If two users are posting the same payment in different batches the invoice will be closed on the 
first posting.  The second user will get a warning message that the invoice has been paid.  They 
will then be given an option of proceeding or canceling the posting.  Should the second user 
decide to proceed, the status of the invoice will become open allowing access at a later time for 
corrections.

• When there is a partial payment the invoice will remain open.

Please refer to the Posting a Batch section should further information be required.

Posting & Financial Charges

If financial charges were applied, the report will show the distribution for the invoice amounts and the financial 
charges. 
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Voiding a Posted Cash Receipt

Pgm: ARCHQVOD – Voiding a Posted Cash Receipt

Voiding a receipt is only required if the Cash Receipt Batch has been posted.  If the batch is not posted, the 
receipt can be deleted via the Enter Receipt program.

Company 

The system will automatically default the company as specified in the Logon screen and place your cursor 
in the batch field.  To change the company, move to the company field and enter the required company 
code.

Create a batch

Use the [Create Batch] button to create a batch.

Post Date

Enter the date for the fiscal period the debits and credits from this batch should be posted to.  All cash 
receipts set up to be voided on this form will be voided when the [Post] button is activated and the 
appropriate distributions will be processed to the General Ledger and any other sub-ledgers as of the date 
entered here.

Preview Posting

To view the posting reports without actually posting the batch check the Preview Posting checkbox.

Print Reports Immediately

Check this box to print the posting report immediately after posting.  If left unchecked the posting report 
will not print during the posting process but can be printed at a later time using the posting utility.
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Delete Reports after Posting

Check this box to delete this posting report at the end of the posting process.  Once deleted the report 
cannot be re-printed at a later date.  If left unchecked the posting report can be re-printed at a later time.  
This field cannot be activated unless the Print Reports Immediately function has been checked.

Move to the Bank Account Section

Enter the company, department and account number representing the bank account that the check was 
deposited into.

Select the cash receipt(s) for voiding

The detail section will display all receipts for the bank account in question.  Find the receipt(s) required 
and enter the appropriate code in the code field to indicate why the check is being voided.  These different 
codes describe different reasons why you might be voiding each check.  This code is for reference only.  
The following options are available:

AC - Account Closed ACU - Account transferred to you
BFD - Body and figures differ BSR - Bank stamp required
CBU - Clearing bank unidentified CNI - Change not initialed
CT - Cannot Trace DC - Drawer (Customer) deceased
DIR - Domicile incorrect/required FEC - Forged endorsement/counterfeit
FNC - Funds not cleared FZ - Funds frozen
ILE - Amount incorrectly coded/list NCP - No checking privilege
NEC - Not eligible for clearing NSF - Insufficient funds
OTH - Other PAP - PAP item not correctly encoded
PS - Stop Payment PSD - Post/Stale Dated
RGE - Require guarantee endorsement SIG - Signature irregular/absent
WC - Wrong currency

If a reason code is not explicitly selected the system will default the code ‘OTH’ for other.

The [Accept] button will save the current work and allow you to query another set receipts that maybe required 
to be voided.

When all cash receipts to be voided are selected us the [Post] button to post the void.

Posting will reverse the receipt information, but the receipt still exits on the system.  This means that the same 
check number will not be able to use a second time for the same customer.
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Reconcile Receipts

Pgm: ARCHQREC – Reconcile Receipts

This screen is used to flag unreconciled AR cash receipts, which have been entered via the Cash Receipt screen 
or the Front Office Cashier screen, as reconciled.  And for cash receipts that have mistakenly been flagged as 
reconciled, it can also be used to flag them as unreconciled.

According to the entered parameters in the Selection Criteria section, this screen lists unreconciled receipts on 
the Unreconciled tab, and receipts that have been flagged as reconciled (either manually via this screen, or 
automatically via the Import functionality of the Bank Reconciliation screen) on the Reconciled tab.

This screen is used in conjunction with the Bank Reconciliation screen of the GL module, if AR clerks are 
responsible for manually flagging AR cash receipts as reconciled.  If all relevant receipts are flagged as 
reconciled through this screen, then the Outstanding AR Deposits field on the Bank Reconciliation screen will 
display “0.00”, as shown in the following screenshot.  Otherwise, there are unreconciled receipts making up the 
outstanding balance, which can be viewed on the Unreconciled tab of this screen.
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Sample of Bank Reconciliation screen of GL module

If the Import functionality of the Bank Reconciliation screen is used, which imports a bank statement for the 
reconciliation process, this screen (Reconcile Receipts) would not be used to manually flag receipts as 
reconciled, since the Import functionality would automatically flag receipts as reconciled.  This screen could, 
however, be used to manually make adjustments as to what receipts are and are not reconciled.  To access this 
screen from the Bank Reconciliation screen, click the [Details] button that corresponds to the Outstanding AR 
Deposits field (shown above). 

Selection Criteria – Section

Statement Date

Enter the date on the bank statement from which the receipts are being reconciled.  This limits the display 
of unreconciled receipts to receipts that were issued before or on the entered Statement Date.

Cash Account (Department, Cash Account)

Reconciliation is done by bank account, so a valid GL department and account representing the bank 
account to be reconciled must be selected.

These fields will default from the department and account entered for the Cash For AR fields on the 
Accounting tab of the AR Control File for the selected Company.

Unreconciled – Tab

This tab lists unreconciled receipts that satisfy the selection parameters entered in the Selection Criteria
section.

Use this tab to mark receipts as reconciled.  To reconcile receipts, check their Y checkbox and click [Save].

Reconciled – Tab

This tab lists previously reconciled receipts, based on the selection parameters entered in the Selection Criteria
section.

To un-reconcile receipts, check their corresponding Y checkbox and click [Save].
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Customer Statements

Processing Customer Statements
There are three options available on the Statement Menu all of them are optional.

Post Interest Charges

This procedure if utilized will apply interest charges to overdue invoices.

Print Statements

If Interest Charges are used, then Interest Calculation should be run before printing statements

Print Dunning Letters

If desired there is an option to print ‘Dunning’ Letters.

Posting Interest

Pgm: ARFINFM – Generating Interest Charges

This program is used to process financial charges (interest) on overdue customer accounts.  The interest charges 
calculated will be maintained as separate transactions against each customer's account.

The General Ledger will only be affected if you have the Post Interest to G/L when Calculated flag checked 
for the Interest Code, through the Interest Code Maintenance screen.

The system will automatically default the company as specified in the Logon screen.  Verify this is correct and 
change if necessary.

Financial Charges Journal

This field will default from the AR Control file but can be changed as required.
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Date Of Record - Statement Date

Enter the date associated with the processing of these financial charges.  The date entered here will be 
used as the G/L date for the debits and credits produced by this process.  The system date will default to 
this field.  A valid date must be entered in this field.

Print Reports Immediately

Check this box to print the posting report immediately after posting.  If left unchecked the posting report 
will not print during the posting process but can be printed at a later time using the posting utility.

Delete Reports after Posting

Check this box to delete this posting report at the end of the posting process.  Once deleted the report 
cannot be re-printed at a later date.  If left unchecked the posting report can be re-printed at a later time.  
This field cannot be activated unless the 'Print Reports Immediately' function has been checked.

Use the [Process] button to begin the calculation and posting of interest

Statement Printing

Pgm: ARSTMTFM – Printing Customer Statements

Statement Printing is usually part of the Month End procedure for the AR.  The Statement Printing program is 
used to define the parameters for producing and printing customer statements.

When the screen is first opened, the current period start and end dates, the last statement date, and the last date 
financial charges (interest) were calculated are all displayed for the Logon Company.  If interest is to be 
charged, ensure that the Add Financial Charges checkbox is checked.

Statements will only be printed for those customers who have the Statements Required checkbox checked on 
the Accounting tab of their records.

Statement Date

Enter the date to be printed on the A/R statements.  The system will default the last day of the current 
fiscal period to this field.

Customer Pick List

If statements are to be printed for a particular list of customers rather than a range of customers, then enter 
the existing pick list code here or choose from the List Of Values (LOV).  If a range of customers is 
required leave this field blank.
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[Edit Selection Criteria] – Button

This button is disabled if the field customer Pick List Code is empty.  Otherwise this button is enabled and 
used to adjust the selection criteria for the entered/chosen Pick List Code.

Class

If a Customer Class code is entered/selected, the system will limit printing statements for only those 
customers with a matching Class Code.  Leave this field blank to print regardless of class.

Starting & Ending Customer – Range

Enter/select from List Of Values (LOV) the starting and ending customer range if required, leave blank to 
print statements for all customers.

Add Financial Charges

If Interest Charges are to be included in the customers 'Total Amount Owing', then this field should be 
checked.  As shown in the sample printout, the financial charge will appear as a separate entry.

Print Deposits

If 'Deposits' are to be printed on the statement this field should be checked.  If the previous field 'Deduct
Deposits' has been checked, then this field would normally be checked as well.

Deduct Deposits

If 'Deposits' are to be deducted from the customer's Total Owing Amount, then this field should be 
checked.

Roll up Memos

If Memo's against an invoice are to be included in the invoice amount rather than as separate lines on 
statement this field should be checked.

Restrict to Conditions Selected Below

If there is a need to restrict the customers selected beyond the range or class, then this field should be 
checked.

Activity - If Checked only customers with activity during the statement period

Credit - Select the Credit Balance option to include customers with credit balances.
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Minimum Owing - Enter a dollar amount.  An A/R statement will not be printed for any customer whose 
total amount owing is less than the amount entered in this field.  If the client has a credit balance, the 
statement will only be suppressed from printing if the absolute value of the credit amount is between 0 and 
the amount entered in this field.  For example, if the amount entered is $50.00, and the credit is $25.00, 
the statement will be suppressed.

Sort By

This field is used to specify the order that invoices appear on statements.  The options available from the 
list are invoice number; invoice due date; invoice date; and job number.

Print Invoices

This field is used to specify which invoices appear on statements.

Indicate “ALL” to print all invoices for the period regardless of the balance.

Indicate “NON ZERO” to print only those invoices for which the amount outstanding is not $0.00 
(positive and negative amounts outstanding).

Indicate “OWING” to print all outstanding invoices only.

[Message] – Button

The button opens a window where you can enter specific text to appear on the statements.  There are five 
lines for text entry, each 60 characters in length.  Any of these text entry fields may be left blank if 
desired.  This is designed to allow you to customize the statement.  You may want to wish your customers 
a 'Happy Holiday Season' or tell them about an upcoming event.

[Print] – Button

This button opens the Report Configuration pop-up to select the destination, format, location and time 
zone relevant for the printing of the customer statement.  After selecting the required values, click [Run 
Report] to proceed with the printing of the statement.

The Destination field allows 3 selections: Preview, Email and Preferred Contact Method.  For the 
Preview option, the Account Receivable statement will be displayed on the screen in the selected format.
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For Email destination the email window will appear, shown below, upon pressing [Run Report].

Fill out the standard email fields and press [OK].  The system will send the email to the specified 
address(es) with the Account Receivable Statement attachment, and if it was sent successfully, the system 
will display the message “Email was sent successfully”, as shown below:

The Preferred Contact Method destination is used to send the Account Receivable Statement 
automatically according to the Customer setting.

When the user is printing the Account Receivable Statement for a customer and the Preferred Contact 
Method destination is selected, the system will check 3 fields from the Maintain Customers screen, on the 
Customer tab, for this particular customer: AR Statement Email Flag, AR Statement Email Addresses, 
and E-mail. 

If the flag AR Statement Email Flag is unchecked, the Account Receivable Statement will be displayed 
on the screen in the same fashion as the Preview destination option. 

If the flag AR Statement Email Flag is checked, the AR Statement Email Addresses field has one or 
more coma separated email addresses, and the E-mail field is blank, the system will send the Account 
Receivable Statement to all of the listed addresses.

If the flag AR Statement Email Flag is checked and the AR Statement Email Addresses field is blank, 
the system will send the Account Receivable Statement to the email address located in the E-mail field.
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Printing Dunning Letters

Pgm: ARDUNPRT – Printing Dunning Letters

Dunning Letters are user defined past due letters used as a reminder for amounts owing.  Once a dunning 
letter(s) has been designed (see Local Table Setup - Dunning Letters for more details) you are able to print 
those dunning letters based on selected criteria.  The system uses a matrix of overdue amount and age of 
overdue amount to determine which style of dunning letter to print for the customer.

Customer Starting and Ending Range to Print

Enter the Customer starting and ending code for customers that dunning letters are to be produced for.  If 
these fields are left blank all customers marked as receiving dunning letters required will have a dunning 
letter printed if applicable.

Customer Class Code

If entered this field will restrict the selection to customers that have a matching Class Code.

Dunning Letter Date

Enter the date that will appear on the dunning letters.

Minimum Owing Amount

The system allows you to specify three different 'owing' levels for the printing of dunning letters; only one 
level is mandatory.  For example, you may print one type of dunning level for those customers who owe 
$500, but a different dunning letter for those customers owing $1,000.  In such a case you would put $500 
in the first $ field and $1,000 in the second $ field.

Dunning code for the customers overdue by the amount above

Enter the dunning code for the letter that will be used for the combination of amount and time overdue.
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Viewing Data

Executive Query

Pgm: AREXQRY – AR Executive Query

The Executive Query allows the operator to query invoices and checks for customers.  The first block is used to 
select a class and/or collector code for the search criteria.  The second block will display a summary of the 
amount owing by customer.  For each customer, you may display all the invoices for that customer, and then 
display further invoice and payment detail when accessing the individual invoices.

Class code

Enter the class code in order to customize the query so that only data associated with this code will be 
displayed in subsequent blocks on this form.

Collector Code

The collector code limits the query even further.  Enter a Collector code in order to customize the query so 
that only data associated with this code will be displayed in subsequent blocks on this form.
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Age Date

Enter the aging date for the customer information to be queried in the next blocks.  The information 
displayed will be aged based on the date entered in this field, regardless of the current system date.

The system date will default to this field but may be changed at any time. 

NOTE: Any invoices entered with dates subsequent to the date entered in this field will be treated as 
current.

Age Deposits

This option should be selected if deposits to be aged along with the other customer activity when 
calculating balances.  If this field is left blank, deposits will age into the current period.

Move to the Customer Balances block

The Customer Balance block displays each customer’s aging as well as the balance. Invoices and 
payments will be consolidated on this block for each customer and sorted into the appropriate aging period

The section starts in query mode, if a specific query is required it can be entered otherwise execute query 
to see all customer balances.

[Invoices] – Button

After moving to the required customer record, use the button to examine the invoices that make up the 
specified customer balances.

[Deposits] – Button

Use the Deposits button to view any non-applied deposits for the customer.

[Sub-Customers] – Button

After moving to the required customer record, use the button to examine the Sub-Customer balances that 
make up the Controlling customer balances.
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[Invoices] – Button

Pgm: AREXQRY – AR Executive Query Invoice Details

This section automatically displays any invoice where the outstanding amount is not equal to zero.  To view all 
invoices, enter query mode and remove or change the default in the Outstanding Column as required, then 
execute the query.

[GL Dist] – Button

This opens a window that shows the General Ledger Distribution of the invoice.  Including the batch 
number and any job or equipment information if applicable.

[Details] – Button

This button is enabled when ‘sales’ invoices have the Item Detail information.

[Adjustments] – Button

Press the Adjustments button to examine the dollar amounts that make up the invoice in the previous 
block

[Check] – Button

This will open a window showing all payments related to the current invoice.
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Customer Account Detail Query

Pgm: ARACCQRY – Account Detail Query

The Customer Account Detail Query displays detailed information about each customer account.  The first 
block allows the user to query customers by customer code, class code, collector code, credit limit, and balance 
owing.  The second block displays the full account activity for the selected customer.

NOTE: ALL activity will be displayed in this block with the activity type shown on each item.  It is not 
possible to restrict the type of activity displayed or queried in this screen.
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Invoice Query

Pgm: ARINMQRY – Invoice Query

The invoice query displays all invoices posted in a particular company in order of invoice number within 
customer code.  The query allows the user to scroll through various items pertaining to the invoice such as sales 
amount, retainage amount, discount amount, sales amount, total amount, outstanding amount, batch, job code, 
invoice description and collection code.  All these fields are available for query criteria and therefore the 
operator may select as many or as few invoices for display as required.

Also users may query for Net Amount and Outstanding amount fields or even query for an amount range. First, 

he users should click Query By Example icon: . To query, users may enter the query criteria operators such 
as ‘=’, ‘<’,’>’,’<=’,’>=’,’!=’ followed by the amount.  The amount range may be queried by the expression such 
as ‘# Between 100 And 9999’

The system also tracks 'Deleted' invoices, invoices entered through the invoice entry screen and then 'Deleted' 
before posting.  To view these invoices, press the [Deleted Invoices] button.  These invoices have no effect on 
the AR system or the customer balance, the data is kept for informational purposes only.
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The [Update] button launches an Override screen, shown below, that allows authorized users to change the Due 
Date and provide an explanation for the change.

Customer Account Quick Detail

Pgm: ARQCKQRY – AR Quick Detail Query

The Customer Account Quick Detail allows access to detailed information about a customer’s account in a 
speedy fashion.  The form allows you to retrieve information about each customer’s invoices, payments, 
memos, financial charges, and balance.  Once a customer is selected, invoices are displayed and you can view 
specific payment, memo and financial charge history.  The bottom of the screen displays a summary of the 
aging of the customer account.
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Unposted Detail Query

Pgm: ARTOPST – AR Unposted Detail Query

The Unposted Detail Query is used to examine batches with unposted entries in the Accounts Receivable 
application.  This query is mostly used at month’s end to verify that everything has been posted.

Payment Query

Pgm: ARPAYQRY – AR Payment Query

The AR Payment Query displays payment information based on check number within customer code.  The 
query allows you to retrieve payment information such as the cash account this payment was posted into, the 
check date, payment amount, received date, Post Date, reconciled date, currency, foreign amount, conversion 
factor, reversal code, reversed date, job code, batch number, and sequence number.

From a payment record, it is possible to drill down by using the [Invoice Detail] button to view which 
invoice(s) the payment was applied against.
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AR Invoice/Payment Query

Pgm: ARINVPAYQRY – AR Invoice Payment Query

The AR Invoice/Payment Query screen is based on ‘AR invoices’ for which the details of payments may be 
viewed from the ‘Payment Details’ popup.

Pgm: ARINVPAYQRY – Payment Detail Button

System Logs
System Logs have been added for the convenience of the user.  Users may access Business Partner, Customer 
Detail, Unposted Invoices, Unposted and Posted Receipts, as well as, re-configure the screen to user 
satisfaction.  For information on the use of System Logs please refer to the System Data Manual.
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Reports

Compound Taxes Accrued Report

Sample of Compound Taxes Accrued report’s Enter Parameters screen.

NOTE: This report is also found in the AP module.

Report Type

If the “AR Only Detail” option is selected, the report will not display any information from Accounts 
Payable, and reports on AR data only.
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Report Printout

Applicable Amount

This shows the amount of the Invoice to which the Tax Code is being applied.

Applicable Amount Less Retainage

This shows the first amount less the calculated Retainage for the current Invoice

Current Taxed Amount

This represents the amount being taxed on the Invoice.

Non-Taxable Amount

This value shows the Retainage Amount plus in the case of Job Billing Invoices, the amount not being 
taxed based on use of the “Percentage To Which Tax Applies” option.

Tax Amount

The current Invoice Tax amount for the Jurisdiction/Tax Code.
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Utilities

Period End Procedure

Pgm: ARPEREND – AR Period End

Once all transactions have been entered into the Accounts Receivable for the period, you will want to close that 
period and set the new current period.

Ending Year and Period

Enter the year and period for which the company being closed.  The system will default the period start 
and end date for your verification

[Process] – Button

The Period End Process will set the Current Period to the next consecutive period in the period table.  
When posting, the system will verify that the date of the record being used to post the batch is within an 
open period.  An error message will be returned if the entries are outside the posting period.
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AR vs GL Verification

Pgm: ARGLBCH – AR vs GL Verification

This utility is used for routine verifications and to verify imported and converted data.  It identifies Batches with 
which the AR module’s account of its GL postings are inconsistent with the GL module’s account of its 
postings.  These Batches are referred to as inconsistent Batches, and they are listed under the Inconsistent 
Batches section.   

Details about the inconsistent Batches can then be viewed by running the AR Aged Report (provides posting 
details according to AR module) and a GL Trial Balance report (provides posting details according to GL 
module).

For example, when one compares GL Trial Balance to the AR Aged Report, they add together balances of AR 
Subledger Account and AR Deposit account - because the AR Aged Report also combines Invoices and 
Deposits.  This is why you always need to specify the deposit account when running this AR vs GL Verification 
utility for the Receivables Account.

Inconsistent Batches
When a Batch created in the AR module is posted to the GL, the AR module keeps a record of the Batch sent to 
the GL module for posting.  In the GL module, a corresponding record of the received and posted Batch from 
the AR module is also kept.  So, both modules have their own records of the Batch created in AR and posted to 
the GL.

However, for a Batch created in the GL module, via its Enter Transaction screen, and posted against AR sub-
ledger accounts, a record of the posted Batch only exists in the GL module.

This utility identifies inconsistent Batches by checking that the corresponding records for each posted Batch 
exist in the AR and GL modules.  This provides extra assurance that a sent Batch was received and posted.  If 
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this utility finds a record of a posted Batch in the AR module, but it does not find the corresponding record of 
the posted Batch in the GL module, or vice versa, it will list the Batch under the Inconsistent Batches section.  
Thus, a Batch created via the GL Transaction Entry screen to post against AR sub-ledger accounts will always 
be listed under the Inconsistent Batches section, because there is no corresponding record of the Batch in the 
AR module (i.e. it is an unusual transaction that should be noted).

Also, for each pair of posted batch records (one in AR and other in GL), this utility checks that the amounts 
posted to the accounts are the same.

Lastly, it checks that each posting is consistent with what was intended, in order to try and catch errors with the 
accounts used for postings.  For instance, for a Customer, if either of their Invoice’s default A/R, Discount, or 
Retainage accounts (set on Accounting tab of Maintain Customers screen) are accidentally set to the same 
account, this utility will catch that its posted Invoices were not distributed in a standard fashion.

Selection Criteria – Section
Company

The company code will automatically default to the user’s AR Logon Company, which may be changed if 
required.

Start Date (optional)

From which this utility should start looking for inconsistent batches.

Cut-Off Date (required)

The cutoff date represents the posting date being reconciled to.  In most cases this would be the last day of 
a month or of a fiscal period.

Acc Type

There are 3 choices, these choices are the AR Control Accounts, AR Retainage Accounts or AR Deposit 
Accounts.  Select the type of account you are trying to reconcile.

Account List

This field is used to enter the accounts to be considered by this utility.  Account codes are separated by 
commas, and up to 19 accounts can be listed.

The account code must match the account type to get the correct results.  For example, to view retainage 
only use retainage accounts. Do not use both the AR control and Retainage accounts.

NOTE: To find all inconsistent batches, all appropriate accounts must be entered.  In most cases when 
unexpected results are returned, the cause is an incorrect list of the accounts to consider via this field. 

Data Type: Entered Data Only, Converted Data Only, All Data

The default for this field is Entered Data Only, but you may use this utility on converted or imported 
data as well.  Select the required type.

Include Lines with Missing AR – Flag

If checked, posted batches with missing records of the posting in the AR module will be displayed.  This 
happens when postings originate from the GL module, via its GL Transaction Entry screen.

Include Lines with Missing GL – Flag

If checked, posted batches that originated from the AR module that do not have a corresponding record of 
the posting in the GL module will be displayed.
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Group Converted Data by Batch # – Flag

If checked, converted data will be grouped by batch numbers, otherwise converted data will be shown as 
one batch.

NOTE: It is recommended that this flag is unchecked because AR and GL data is converted in separate 
batches, therefore these batches will always show up as inconsistencies.

Inconsistent Batches – Section
This section list all inconsistent Batches, according to the parameters set under the Selection Criteria section.  

For each inconsistent Batch, the following is displayed: batch number, the AR amount, the GL amount, the 
variance, and what types of AR transactions were within the Batch (number of transactions of that type 
displayed under type’s column).

The AR Amount column shows posted amounts according to the AR module, and the GL Amount column 
shows posted amounts according to the GL module.  If an amount only shows up in one column, it means that a 
record of the posting only exists in the corresponding module; and if amounts show up in both columns, it 
means that a record of the posting exists in both corresponding modules.

Details about the inconsistent Batches can be viewed by running the AR Aged Report (provides posting details 
according to AR module) and a GL Trial Balance report (provides posting details according to GL module).

Common Examples

If you have No AR amount at all, this usually indicates that the user ‘DA’ has entered a Journal Entry 
directly to a Control Account.

If you have No AR amount at all and the Data was imported, is means the imported distribution contained 
the wrong account codes

If you have No GL then this usually indicates that the user ‘DA’ overrode the default GL account on an 
AR transaction.

If you have No GL the data was imported this usually indicates that you brought in AR without posting it 
to the GL and the GL was imported via a different batch number.

If all of the appropriate accounts were not entered via the Account List field, an unexpected Batch may be 
listed.



User Reference Accounts Receivable v10x (ADF)X Utilities • 101

Pay When Paid Invoice Matching

Pgm: ARSCMTCH – Pay-When-Paid Invoice Matching

This utility allows you to apply Paid When Paid functionality to subcontract vouchers entered directly via AP 
instead of the Subcontract Pay Request Screen, or for Jobs that are billed as Direct AR or via Job Billing.

The AR invoice Block will display all AR invoices that have a job code applied.  The Contract code and Draw 
number will only be available for invoices where the Job is set to invoice by Manual AR.

The SC Invoice Block will display all vouchers that have a subcontract code assigned to the Job of the Invoice.

To match records for Pay When Paid, in the AR Invoice section enter the required SC Job Contract Code and 
Draw Number, then move to the SC invoices and select those that apply to the draw by checking the select box.  
When done press the [Link Records] button.  This will apply the draw number to the SC Voucher.

By default, the SC Invoice section only displays Vouchers that have a post date in the same period as the AR 
Invoice.  If you want to query ALL SC Vouchers, hit the [Query All] button then press Execute Query.

If you want to 'Unlink' records, make the draw number null in the AR Invoice block, then in the SC invoice 
block Query All and select the ones you wish to remove.
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Print Posting Reports

Pgm: SYSRUN – Re-print Posting Reports

Use this utility to manage the printing and deleting of posting reports within your system.

During posting process the user has the option to print the posting reports immediately or print them at a later 
time using this utility.  This can also be used to re-print previously printed but not deleted reports.

At this time, you can also re-print posting reports as well as delete those reports that are no longer required.

The screen first displays all posting reports for the company, sorted by batch number.  The screen can be 
queried to limit the list.

Select the batch or batches to be printed.  If the reports are to be deleted after printing check the Delete Box.

Press the [Print] button to begin the process of printing and/or deleting the selected posting reports.
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System Configuration

Setup Procedures
Before you can start processing Accounts Receivable the following steps should have been completed.

Set Up Tax Codes

If you charge tax, be it federal, state, provincial, county, municipal on any invoices to your customers, the 
tax code must be set up.  In a later step, you will associate specific taxes with specific customers, allowing 
the system to automatically calculate the required taxes on invoices for those customers.  These taxes may 
have already been setup if you have completed the AP module setup before doing AR.

Set Up Payment Terms

Payment Terms are used to calculate the discount and due dates of an invoice.  Every customer must have 
a payment term associated with them, even if the term is due on Receipt.  Again, if you have completed 
the AP module setup before AR, then these may already have been defined.

Set Up Bank Accounts

Bank account codes are used by the cash receipt and check reconciliation procedures.  You must have at 
least one Bank Account defined in the Banking system.

Since you also process payments to suppliers in the Accounts Payable application, this step may have 
already been completed.  However, if you deposit money from customers in a different bank account than 
you pay suppliers, then the bank account used for cash receipts must be set up.

Set Up Interest Codes

Interest codes allow you to set up different types of financial charges to be charged to customers when 
their accounts are overdue.  An Interest Calculation procedure can be used to automatically update 
customer accounts with the correct amount of interest each month.

Each customer you set up must have an interest code.  If you don't plan to charge interest on overdue 
accounts, set up one code on this form (use the code "N/A" to indicate not applicable, setting all the values 
to zero), and use this code for each customer created.

Set Up Invoice Series Codes

(Optional) Invoice Series Codes are invoice types, and are used to differentiate the different AR invoices 
you will create.  They also enable you to define specific AR control and Retainage Accounts if required.  
AR invoice series codes allow for the distinction between different invoices types.
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Setup Write-Off Types

Write of Types are codes that represent different reasons why a write-off of a customer balance was 
performed.

Setup Up Collectors

Collectors are used define who is responsible for collections for a specific customer.  There must be at 
least once collector setup.

Set Up AR Control File

The AR Control File contains important information about how the Accounts Receivable module will 
interact with other modules, what special forms it will use, and what general rules will govern processing 
activity.  The AR Control File is also used to set up default General Ledger accounts specific to Accounts 
Receivable.  These default accounts will appear for each new customer set up, making entry of new 
customers faster.

Logon to Accounts Receivable Using Desired Company Code

Every User must Login to AR via this form at least once.  Also setting the Default Company makes it 
harder to make a mistake and enter data into the wrong company.

Set Up Customer Class Codes

A customer class code is normally used to associate customers who buy similar goods or services.

Each customer defined must be associated with a customer class.

Set Up Aging Periods

Aging periods are used to produce the aging reports and A/R statements, both of which show how long 
individual invoices have remained unpaid.  In this application, the actual length of these periods is 
completely up to the user.

Set Up Customers

Before any invoices can be entered in the Accounts Receivable application, customers that you do 
business with must be entered as Business Partners.  Once a Business Partner is defined it can then be 
distinguished as a customer.

Repeat this procedure for each company.

Set User Defaults (Default Company)

Pgm: ARSETFM – AR Default Logon Settings

This screen is used to set up a User’s defaults for the AR module.  The defaults selected on this screen will 
default to the appropriate fields of an Accounts Receivable screen when it initially loads for the User.
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Company

Enter the code for the company that will default for this user in all AR forms.

Default Department

Enter the code for the department that will default when this user accesses a screen that requires the entry 
of the department

Default Cash Company

Enter the company code that will default when this user accesses a screen that requires the entry of the 
default cash company.

Default Cash Department

Enter the department code that will default when this user accesses a screen that requires the entry of the 
default cash department.

Default Cash Account

Enter the cash account that will default when this user accesses a screen that requires the entry of the 
default cash account.  The default cash account must have been set up as the cash account on the Control 
File.

Default Invoice Series Code

This field is not currently utilized in this module.

AR Control File

Pgm: ARCTRLFM – AR Control File

The AR Control File is used to specify general information for the Accounts Receivable module for each 
Company utilizing the Accounts Receivable system.  This screen consists of four tabs.  The first three are for 
setting the processing defaults for the Company, the last tab is used to set the default departments and accounts 
for automatic General Ledger distributions.
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Set the System Defaults

Current Year and Period

These two fields set the Current Year and Current Period for the Accounts Receivable application.  This 
year and period can be equal to or ahead of the Company current period but it cannot be behind the 
Company current period.

The year and period entered here are used as the base to determine if a transaction is valid according to 
rules defined further down on this screen.

There is a Period End utility that will update these fields, or they can be manually updated.

Allow To Post to Future Periods – Flag

If this field is checked, the system will allow AR transactions and JB Invoices to be posted to a period that 
is ahead of the current AR year and period.  The period must still be an open GL period.

AR, CR, IR (Journal Codes)

There are three main types of transactions in the AR system: Invoicing, Cash Receipts and Interest 
Calculations.  Each of these transaction types can have a unique journal code if required.  Enter the journal
codes 'AR' invoices, 'CR' cash receipts and 'IR' interest receivable.  Journal Codes are used to group like 
transactions together, making it easier to query on related information in the GL system.

Default Post Date into Invoice Posting Programs – Flag

This is only applicable if the ‘Allow to Post to Future Periods’ flag is active.  When checked, the system 
will populate the posting date in the posting forms.

When unchecked, the AR Invoice Posting (APRPSTFM) and AR Sales Invoice Posting program 
(ARSINPST) will not have a default posting date.  The current open AR period and the next two open AR 
periods will be displayed when the form is opens.  Users have to make an entry into the posting date.  
There will be validation that the next two open periods displayed are actually open as per the GL period 
definition – if the GL Does not have them open then they will be left blank.

Batch Control Total – Flag

If checked, all users, except the DA user, will be required to use a batch control total.  This means that 
when a new batch is created, the user must enter the total amount of the transactions within the batch 
(Batch Control Total), then at posting time, the system will not allow the batch to be posted if the 
transaction total does not match the batch total.  There is a system privilege that can override the posting 
restriction for specific users.

Average Days to Pay Cutoff

Enter the number of days to be used in the calculation of the 'Average Days to Pay'.

The Average Days to Pay is the average number of days a particular customer takes to pay over a 
specified period of time.  The period of time in which the average is calculated, is indicated by the number 
of days entered within this field.  For example, if you enter the number '365' within this field, the system
will calculate the 'Average Days to Pay' for the last 365 days.

The Customer Query will display the 'Average Days to Pay' for each customer.

Default AR Dept From Customer – Flag

If the AR Retainage and Control departments are to be derived from the invoice series code, leave this 
field unchecked.  If they are to be retrieved from the Customer, this box must be checked.
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Allocate AP Discounts to Job – Flag

This checkbox controls the allocation of the Discount Amount of Vouchers in the AP module.  If checked,
the Discount Allocation Method to use for AP Vouchers with a Job Distribution is “Job Discount Cost 
Code and Category”.

For details, please refer to the Accrue AP Discounts to Job sub-section in the AP-ADF reference guide

Set Invoicing Parameters

Interest Rate Code

The interest rate code entered here will default to the Customer Detail Maintenance screen and can be 
changed on a customer by customer basis.  The code entered must have been previously set up within the 
‘Interest Code’ screen.

Collector Code

The collector code entered here will be the default when a new customer is created either via the Business 
Partner buttons [Customer] or [Company] or when creating a new customer directly in the Customer 
Maintenance program.

Freeform Invoice Name

Currently CMiC Enterprise comes with one standard invoice format represented by the name ‘A/R Invoice 
– On Laser Printer’. – This is the only valid value for this field and is the default value.

Tax – Flag

Checked indicates that tax is to be added to the invoice total before discounts are calculated.  Leave this 
box blank if tax is to be added to the invoice total after discounts are calculated.

Freight – Flag

Checked indicates that freight is to be added to the invoice total before discounts are calculated.  Leave 
this box blank if freight is to be added to the invoice total after discounts are calculated.

Insurance – Flag

Checked indicates that insurance is to be added to the invoice total before discounts are calculated.  Leave 
this box blank if insurance is to be added to the invoice total after discounts are calculated.

Miscellaneous – Flag

Checked indicates that miscellaneous charges are to be added to the invoice total before discounts are 
calculated.  Leave this box blank if miscellaneous charges are to be added to the invoice total after 
discounts are calculated.

Default Term Code

The Terms code entered in this field will default to the Customer Detail screen.  This code is only a 
default and may be changed when creating the customer.

Company Logo File Name

Enter the directory path used to store the Logo image file.  Once a valid path has been entered, the image 
will be shown in the box below.  This logo will be used on both the AR Free Form Invoice and the Sales 
Invoice Forms.  This field is not required if Invoices will be printed on letter head. The button [Browse] 
simplifies Company Logo uploading process.
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Invoice Series Codes Required

If checked the Series Code field will become a mandatory field on the AR Invoice Entry and AR Sales 
Invoice Entry screens.  Invoices Series codes can be used to determine the AR Control and Retainage 
department and accounts as well as the invoice number.

Default Invoice Series Code

If a value is entered in this field it will automatically default into the AR Invoice and Sales Invoices 
programs unless ‘Invoice Series Codes by Customer’ is being utilized and there is a series code defined 
against the customer class.

Taxes per Line Item of an Invoice

This field indicates how many tax codes are allowed on a line item within the AR Sales Invoice program.  
Valid values are 1 thru 3.

Sales Tax Calculation Method

The available options for selection are ‘Gross Method’ and ‘Net Method’.  The standard default value is 
‘Net Method’.  The selection will determine how the taxes are calculated, whether on the gross amount or 
on the Net Amount (less retainage).  When using the Net Method, during retainage release, sales tax will 
be calculated on the release amount.

The selection is based on the requirements of a company and once selected, users will NOT be allowed to 
update the value when outstanding invoice amounts are found in the company.

Calculate Retainage on Credit Tax1

This field is only applicable if Tax 1is a Credit Style tax such as HST.  If checked, retainage will be 
calculated against Tax 1.  This means that when an invoice is entered with a tax credit type tax, Retainage 
will be calculated on both the invoice amount and on the tax amount.

If this is left unchecked, then Tax 1 is calculated against the outstanding invoice amount only.  When the 
retainage is released, Tax 1 will be applied.

This option is only valid if Canada, and only when using the HST a specific way.

Allow Invoice Date in A Future Period

If this field is checked the system will allow the Invoice Date on AR Invoices, JB Invoices, AR Sales 
Invoices and Interest Charges to be ahead of the current AR Period.  If this field is uncheck all Invoice 
Dates entered must be in the current period or earlier.

Allow Posting to Inactive Phases\Categories

If this field is checked the system will allow the posting of an invoice that includes distribution to a phase 
or category that has been marked inactive since the transaction was entered.  Unchecked an error will be 
given that the phase is inactive and the posting will fail.  This applies to AR and JB postings only.  All 
other JC postings will read the JC Control setting.

When un-checked, users with the privilege ‘ARJBINPHPS’ set as ‘Y’ (checked) will be able to post the 
invoices from AR/JB applications with inactive phases/categories in the distribution.



User Reference Accounts Receivable v10x (ADF)X System Configuration • 109

Receipt Options

Pgm: ARCTRLFM – AR Control File

Maximum Write-off Percent per Invoice

This field limits the amount of write-off allowed to be taken against an invoice by a percentage of the 
invoice amount.  The system will stop you from entering a write-off amount that is greater than the 
maximum write-off percentage indicated by this field.  Leave this field blank if not applicable.

Maximum Write-off Amount per Invoice

This field limits the amount of write-off allowed to be taken against an invoice by a flat amount.  Enter the 
maximum write-off amount allowed per invoice during the application of cash receipts.  The system will 
stop you from entering a write-off amount that is greater than the maximum write-off amount indicated by 
this field.  Leave this field blank if not applicable.

Maximum Automatic Write-off Amount 

Automatic Write-offs are calculated during receipt entry.  Although the write-off is applied to the invoices 
paid by the cash receipt, the criteria for determining whether a write-off will occur is applied against the 
cash receipt itself.

When a 'Maximum Automatic Write-off Amount' is entered the system will assume that you wish to 
invoke the automatic write-off feature.  During the entry of a cash receipt the system will write-off any 
outstanding amounts on invoice(s) paid by a check when the check amount less the sum of outstanding 
amounts on all the invoices paid by that check, is less than or equal to the maximum amount entered 
within this field.

Leave this field blank if you do not want to use the automatic write-off feature.

Auto Write-off Code

Enter the write-off code that should be applied to the write-off created through the automatic write-off 
program. Leave this field blank if you have not entered a 'Max Auto write-off $' in the previous field.

Cash Receipt Customer

If you will be using the Alternate Cash Receipt function enter the default customer code here otherwise 
leave blank

Default Payment Type

Again if you are using the Alternate Cash Receipt function, then you must enter the default payment type 
in this field, otherwise leave this field blank.

Default Cash Receipt Cash Account From

The drop down list gives a choice of ‘Customer’ or ‘User Default’ and affects the cash account selection 
in Payment Entry.
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The payment entry screen will check this value.  If the value is ‘Customer’ the ‘Cash Account’ company, 
department and account will be read from the customer setup.  If the value is ‘User Default’ and the user is 
working in the default company, the company, department and account, will retrieve from AR Default 
Company setup.  However, if on the AR Default Company setup the values for company, department and 
account are null, the information will be retrieved from the customer setup.  If the value is ‘User Default’ 
and the company, department and account are filled in but the default company is not the company being 
worked in, the cash account information will be retrieved from the customer setup.

Front Office Cash Receipt Requires Credit Tax

When checked the Front Office Cash Receipts will use Credit Tax (Canadian GST) when unchecked the 
Front Office Cash Receipts will not look for credit tax (US Taxes).

AR Tax Credit Code for Front Office Cashier

When the above ‘Front Office Cash Receipt Requires Credit Tax’ flag is checked, then this field is 
enabled and a Credit Tax code must be populated with a valid entry or selected from the LOV.

Allow Invoice Overpayment

If this box is checked, the system will allow the entry of an overpayment be applied directly to the invoice, 
leaving the invoice in a credit state.  If this is not checked, the overpayment will be considered a deposit.

Allow Receipt Posting Prior to Deposit Period

If this flag is checked the system will allow a Cash Receipt where the Deposit Date falls in a period prior 
to the posting period.  For example, a cash receipt is entered with a deposit date of Jan 29, 2016 but when 
the batch is posted it is posted to Feb 5, 2016.

Check Billing Info. While Receipt Posting 

If checked, while receipt posting, the system will check billing information. If no billing information is 
found, a message will be issued, and the posting will be rolled back. In order to successfully post the 
payment receipt, users have to re-visit the receipt entry batches and create necessary billing information 
through the [Billing Info] button in the AR Receipt Entry screen.

Lock Box Options

Specify the Bank Lockbox file options for the importing of Bank Lockbox detail into the Accounts 
Receivable.

The 'Bank Lock Box' feature is used by companies whose cash receipts are managed by an outside source 
such as the bank.  Cash Receipts are not entered manually into the system rather a receipts file is imported 
on a regular basis through the 'Bank Lockbox Import Utility'

This file will include information on all checks deposited to the specified company such as customer, 
check number, check amount, invoices numbers paid.  Once verified, the detail can be converted into 
CMiC Cash Receipts.

Path to Bank Lockbox file

Enter the path for the directory in which the Lockbox import file resides.

File Pattern – Bank Lockbox

Enter the ASCII File Mask for the Bank Lockbox import file.  The file pattern will be provided to you by 
your bank.
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Specify Statement and Aging Rules

Pgm: ARCTRLFM – AR Control File Statement and Aging Rules

Age Reports

The system allows for two aging methods, but Invoice Date or by Due Date.  The method selected is used 
when aging invoices for both the aged reports and customer statements.

Calculate Interest

Interest can be calculated by Invoice date or by Due Date.  Select the method that will be used by your 
company.

Aging Periods

The number of aging periods is user defined up to a maximum of 6 periods, including current and
maximum.  The number of days in these periods may be changed at any time.  The program will default 
the number to periods to 4.  If you opt to run with 6 periods, the AR Executive query and the collections 
report will utilize all 6 periods but the Aged report will combine the last two periods into the 4th one.

Discount always Applicable for Aged Report

If discounts are to be considered on the AR aged report regardless or not if they are beyond the discount 
date check this box otherwise leave it unchecked.

Statement Name

CMiC Enterprise comes with a standard statement format represented by the name 'AR Statements for 
Laser Printer’.  This name will default to this field.

Statement Date Last Run

This field is used to define the date range for current activity when statements are printed.  The current 
activity date range is from the last statement date to the current statement date.

Minimum Owing Amount

This is the default value for the same field on the Statement Printing Program.  Enter the minimum dollar 
amount for which a statement will print.  Statements will not print for a customer whose total amount 
owing is less than the amount entered in this field.

Print only invoices owing

Use this option to select the default value for statement printing.  This field determines which invoices that 
will appear on the statements.

Select ‘All invoices’ to print all current invoices.

Select ‘greater than 0’ to only print invoices where the outstanding amount is greater than $0.00.

Select the ‘not equal to 0’ option to only print invoices where the outstanding amount is not equal to 
$0.00.
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Sort By option

Select the default way in which invoices will print on the statements.  The system allows you to sort 
invoice by the Invoice number, the Job number, the Invoice date, or Due Date.

Default Corporate Address Code

If the corporate address on customer statements is not the standard company address, then enter the 
required address code in this field.  If this field is left blank the standard company address will be used.

Deduct Deposit

Check this box if customer deposits (pre-payments) should be deducted from the total amount owing.

Print Deposits

Check this field if customer deposits (pre-payments) which have not yet been invoiced are to appear on 
the printed statements.

Add Interest Charges

Check this box if interest charges should be included in the statement when determining the total amount 
owing.  If this box is checked interest charges will automatically be printed on the statement.

Summarize Financial Charges

Currently this field is not being used.

Print Invoice Net on Statements

Check this box if the net amount due for an invoice is to be printed on the statements when payments have 
been made against that invoice.

Accounting

Pgm: ARCTRL – AR Control File Default Accounts

Enter the accounts to be used by the Accounts Receivable system for automatic General Ledger distributions.  
Each account has a field for the appropriate department to which the account belongs.

NOTE: The account entered as the Accounts Receivable account should be entered as the Accounts Receivable 
sub-ledger control in the Account Maintenance form of the General Ledger.
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Creating Payment Types
Payment Types screen is accessible from Account Receivable -> Setup -> Global Tables menu.

Pgm: ARPAYTYP – AR Payment Types

Use the Payment Types screen to identify the different types of payment that you will receive against customer 
invoices.  Payment type codes are used within Cash Receipts to classify payments for query and custom 
reporting purposes.  Payment types are across company.  This table is pre-loaded with the most common 
standards.

The code 'CH' (for check) is the default payment type for cash receipts and must not be removed from this file.

Payment Type and Name

Enter a payment type code and description the type code is a 2-character field and the name 30.

Credit Card

This field is for reference only.  It is available for 3rd party reporting.

Defining Customer Classes
Customer Class Codes screen is accessible from Account Receivable -> Setup -> Local Tables menu.

Pgm: ARCLASFM – Customer Classes

Use this program to define different customer classes.  The class code is used in some of the queries in the 
Accounts Receivable system to sort and group customers.

Classes can be hierarchical.  Through the use of control codes, classes of customers can be defined within other 
classes of customers.  The hierarchical aspect of the code is not used within CMiC but can be utilized for 3rd

party reporting if required.
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Code and Name

Enter a code and name to represent the customer class.  Enter the controlling customer class code a 
hierarchical class structure is being maintained.  Once a class has been set up, it may then be used as a 
hierarchical control for another class.

For reporting purposes, it is recommended that you create one class that is the controlling class for ALL 
types of customers.  Some of the A/R reports can print for a specific class code, and unless there is a class 
code representing all classes, you will not be able to get a report for all of your customers.

Interest Code Maintenance

Pgm: ARCHGFM – Interest Charges 

Interest Codes screen is accessible from Account Receivable -> Setup -> Local Tables menu

Interest Codes are used to define the formula for the calculation of interest on overdue customer accounts.  As 
an Interest Code is one of the required fields on every customer, at least one Interest Code must be defined.  If 
interest in not applicable, create a code ‘N/A’ for not applicable and set all the amounts to zero.

Interest Code and Name

Enter a code and name for the interest code.  The code is only two characters, and the name can be up to 
30 characters in length.

Interest Rate Percent for Base Amount

Enter the rate of interest as a percent to be charged on overdue invoices assigned the charge code you are 
defining.

Level Break Amount

Enter the dollar amount above which the system will calculate a different rate of interest.

The system allows for the calculation of two different interest rates based on the total dollar amount 
outstanding on a customer’s account.  The level break amount represents the dollar amount outstanding 
for which the interest rate calculated would be different than the base rate defined in the previous field.

Take an example, where the base amount percentage is 2%, the level break amount is $5,000 and the 
percentage above break amount is 3%.  In this case, if the total outstanding amount for a customer using 
this charge code is below $5000.00, interest will be calculated at a rate of 2%.  If the total amount owing 
is $5,000 or greater, the interest will be calculated at a rate of 3%.



User Reference Accounts Receivable v10x (ADF)X System Configuration • 115

Interest Rate Percent Above Break Amount

Enter the rate of interest as a percent to be charged on overdue invoices that total to an amount equal to or 
greater than the one that was defined by the level break field.

Grace Days

Enter the number of days an invoice can be overdue without the immediate calculation of interest.  Leave 
the default of 0 in this field if interest is to be charged immediately on overdue invoices.

Minimum Interest Amount Required Before Calculating Interest

Enter the minimum dollar amount due before interest will be charged.  For example, if $50.00 is entered in 
this field, then if the total of all overdue invoices is less than $50.00 interest will not be charged.  
Minimum financial charges can be specified by selecting a minimum amount due or by selecting a 
minimum amount of interest to charge.  Leave this field blank if you wish to select a minimum amount of 
interest to charge or if you do not wish to specify any minimum financial charges.

Minimum Interest Charged

Enter the minimum dollar amount of interest that will be charged regardless of the calculated interest 
amount.  For example, if $50.00 is entered in this field and the interest calculated on all overdue invoices 
is $27.33, then $50.00 of interest will be charged.

Compound Interest box

If interest is to be charged on interest, then this box should be checked.

Post Interest to G/L when Calculated

If checked, the interest charged is considered receivable and the appropriate G/L and A/R transactions will 
be created when the generate interest charges procedure is run.  The system will automatically debit the 
pre-defined Interest Receivable account and credit the pre-defined Interest Revenue account.

The most common setting for this field in ‘Unchecked’ – indicating that interest receivable is not booked 
as revenue until received.

Defining Collector Codes

Pgm: ARCOLLFM – Collection Codes Maintenance (standard Treeview path: AR > Setup > Local Tables > Collector 
Codes)

Collector Codes are used to identify people or agencies that are responsible for collecting overdue receivables.  
The Collector Code is a mandatory field on every customer record.

Code, Name, Description – Fields

The collector is a person or a company designated to collect outstanding receivables.  The code can be up 
to 4 alphanumeric characters in length and the name 30.  The name is usually the agency name or a 
particular person’s name.  The description is usually used for a comment regarding when and what type of 
account this ‘Collector’ is responsible for.  The description is not a required field.
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Defining the Aging Periods

Pgm: ARAGEFM – Aging Periods (standard Treeview path: AR > Setup > Local Tables > Aging Period)

The system allows up to six aging periods, two of which must be the current period and the very oldest period 
(i.e. over 120 days).  The length can be varied, but the number of periods is declared in the A/R control file.  
The number of days in a period can be changed at any time, and the aging reports and queries will reflect these 
changes automatically.  The system will only allow you to define the number of aging periods entered on the 
AR Control File.

NOTE: If you opt to run with 6 periods the AR Executive query and the collections report will utilize all 6 
periods but the Aged report will combine the last two periods into the 4th one.

Sequence Number

Enter the sequence number for the aging period.  The system allows a maximum of 6 aging periods, but 
will limit you to the number of periods declared on the control file.

Short Name

Enter the short name for the aging period.  The short name will be used as the column title on reports.  The 
short name can be up to 10 alphanumeric characters in length.

Description

The description can be up to 60 alphanumeric characters in length.

Days

Enter the maximum number of days old an invoice can be to belong to this period.  For example, if 30 
days is specified, then an invoice that is 31 days old will belong to the next period.  For the last period 
(over xx days old), enter "999999").

Dunning Codes

Pgm: ARDUNFM – Dunning Letter Maintenance (standard Treeview path: AR > Setup > Local Tables > Dunning Codes)
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The Dunning Codes form is used to setup/design user defined dunning letters.  Dunning Letters are customer 
designed past due letters used as a reminder for amounts owing.  Once a dunning letter(s) has been designed 
they can be printed based on selected criteria (See Printing Dunning Letters for more details).

Dunning Letter Code

As there can be many dunning letters defined, this field is the unique identifier for each letter defined.  
This code can be up to 3 alphanumeric characters in length.

Note the Detail Line number

When entering a description, the system will place a “--” in the line field until the records have been 
committed.  Once you have committed the screen the system will number each line sequentially so that the 
next time you call up the details, each description line will be numbered.

Dunning Text

Dunning Text represents the body of the dunning letter that you are defining.  The Dunning text can be 
made up of standard text as well as system defined dunning codes.  Dunning codes are those codes that 
represent information that can be merged from the data tables in order to create custom letters for each 
customer.  The codes that are available for use are as follows:

$DATE – System Date
$NAME – Customer Name
$ADDRESS1 – Customer Address 1
$ADDRESS2 – Customer Address 2
$ADDRESS3 – Customer Address 3
$ADDRESS4 – Customer Address 4
$BALANCE – Customer Outstanding Balance for Period
$TERM – Customer Terms
$CONTACT – Customer Contact
$INTNUM – Interest Number
$INTDOLL – Interest Amount Owing
$INTDATE – Date Interest was calculated

When creating a dunning letter, any or all of these codes can be used.

Invoice Series 

Pgm: ARINVSER – Invoice Series Codes (standard Treeview path: AR > Setup > Local Tables > Invoice Series Codes)

Invoice Series Codes are user defined codes that can be attached to invoices as a means to group like invoices.  
These Series Codes are used in Accounts Receivable as well as Job Billing.  Also each series code provides for 
a user-defined numbering method.

To use Invoice Series codes, check the box labeled ‘Use the Invoice Series Code’ within the Accounts 
Receivable Control File.  Once checked, the Invoice Series Code field will become accessible within the invoice 
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entry program.  At this point you can create a series code for each type of invoice you wish to process through 
your system.  During Invoice Entry you can enter an Invoice Series code that applies to the appropriate invoice.  
The AR Aged Report will allow you to print for just a specific Series Code if required.

The Invoice Series code can also be used to define the AR Control Department and Account and the AR 
Retainage Department and Account.  This facilitates splitting the AR within the General Ledger for different 
types of receivables.  This could be for receivables where you performed the work Vs receivables for a GC 
project where a subcontractor did the work and you have a liability to pay the subcontractor.

Invoice Series Code and Description columns

Enter a code and description.

Invoice Number Field Mask

Enter the Invoice mask you want used for the automatic numbering of sales invoices with this series code.  
The invoice mask is a 10-character user defined numbering system.

The invoice mask allows you to customize the numbering system by allowing you to define the characters 
within each of the 10 digits of the string.  The Asterisk (*) is used to indicate the place holder for the 
numbers within the string.  Any combination of numbers, letters and characters can be used to create an 
invoice numbering string.

The system will begin the numbering process from right to left based on the number of asterisk characters 
it finds with the mask.  Asterisk characters found to the left of the total number will pre-fill with the 
number 0.  For example, if your invoice mask is AR******, and you are on invoice number 10, then the 
system will begin the numbering at the right most asterisk and fill the number 0 into all asterisk characters 
found to the left.  In this case the invoice number created under this mask would be AR000010.  You may 
also use special characters as outlined below to include the Customer, Company, Job and date 
information.

B Business partner code
C Company Code
j Job code
y Year
m Month
d Day
* Next Available Invoice Number
Examples:
Customer ACME01 Company 99 Date: 23 March 2004 Job: 7485

bbbb**** = ACME0001

ccyymm**** = 9904030001

jjjj**** = 74850001

AR Control Department & Account.

If the AR Invoice Series Code is to determine the AR Control Department and Account then enter the 
correct department and account in these fields otherwise leave these fields blank.

AR Retainage Department & Account

If the AR Invoices Series code is to determine the AR Control Account then the Retainage Account must 
default the same way, otherwise leave these two fields blank.
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NOTE: If a Job has a Home Department declared, then this Job department will override the Invoice 
Series Code departments when the invoice is created via Job Billing.

Discount Department and Discount Account

Enter the department and account to be used if a discount on the receipt is allowed.  The cash receipts 
program will check the invoice series code for these departments and accounts when a payment is applied 
to an invoice using the same invoice series code.

Series Code by Customer Class

Pgm: ARSERCUS – Series Codes by Customer Class (standard Treeview path: AR > Setup > Local Tables > Series Code 
by Customer Class)

The Series Code by Customer Class screen allows invoice series codes to be assigned to customer classes.

This is not a required to be setup but if you want the AR invoice entry form to default the series code according 
to the class of the customer then this should be established here.

Class and Code

Enter the class code and series code applicable.

Invoice Write-off Types

Pgm: ARWOFFFM – Write Off Types (standard Treeview path: AR > Setup > Local Tables > Invoice Writeoff Types)

Write Off Types are user-defined codes used to classify write-offs entered within the Cash Receipts program.  
The Cash Receipts program allows for multiple write-offs against a single invoice so that different portions of 
the write-off can be assigned to different Write Off Types.  Each write-off type is assigned a different General 
Ledger account and the distribution block will create the dispositions accordingly.
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Write Off Type Code and Description

Enter up to a 4-character code for the write-off type and a description, the description can be up to 60 
characters.

New Invoice box

With this box checked, the system will write-off the amount on the original invoice, and then create a new 
invoice with the sales amount equal to the write-off amount.  By doing this you are indicating that the 
portion of the receivable is still viable but it may have different obligations to meet and you want to close 
the original receivable and start the aging process from the current date.

The Cash Receipts edit listing will indicate that a new invoice will be created during posting.

Invoice Series Code

If the 'New Invoice' box is checked the system will require the entry of an Invoice Series code.  This code 
is necessary in order for the system to generate the appropriate invoice number against this 'write-off 
invoice'.

Write Off Department and Account

Enter the department and account to be used when a write-off is entered using this Write Off Type code.

Tax Codes

Pgm: ARTAXFM – Tax Code Maintenance; standard Treeview path: AP > Setup > Local Tables > Tax Code

This Tax Code Maintenance screen is also available in the AP and SD modules.
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This screen is used to define all taxes that are applicable to each Company you have set up in the system.  These 
codes are used by the system screens that calculate the taxes invoiced and paid by Companies.

For details, please refer to the Global Tables – ADF user guide (GTv10_x_ADF.pdf), or the System Data –ADF 
guide.

Scheduled Tax Rates

Pgm: ARTSFM – Scheduled Tax Rates; standard Treeview path: AP > Setup > Local Tables > Scheduled Tax Rates

This Scheduled Tax Rates screen is also available in the AP and SD modules.

This screen is used to enter the future details of a Tax Code defined in the system, so that on the specified 
Effective Date, the Tax Code will be updated with the new details.

If a Tax Code is of the Compound Tax type, the [Compound Tax Detail] button will be enabled to alter the 
component tax rates.

For details about the fields of this screen, please refer to the Tax Codes section in the Global Tables – ADF user 
guide (GTv10v_ADF.pdf).
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Appendix

Sample Processes

Process Late Payments with Interest 

Part 1: Enter & Post Back Dated Invoice with Interest

Step 1: Change Current Year & Period in AR

Change the Current Year And Period field in the AR Control File screen in order to enter a back dated 
invoice.
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Step 2: Set Up Interest Code

This sample Interest Code will calculate 10% interest.  For details about the maintenance of Interest 
Codes, please refer to the Interest Code Maintenance subsection, under the System Configuration section.

Step 3: Set Statements Required Checkbox for Customer

In the Maintain Customers screen, for the relevant Customer, check the Statements Required checkbox 
so that statements can be printed for the customer.
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Step 4: Enter Back Dated Invoice with Interest

A back dated invoice can now be entered, with a date of Nov/01/2015 and an interest code that charges 
10%.

Step 5: Post Invoice with Interest

The invoice was posted as of Nov/30/2015
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Part 2: Customer Statements – Post Interest & Print Statements

Step 1: Post Interest

On the Post Interest screen, (Accounts Receivable > Statement >Post Interest) the Date on Statement
field should default to the last day of the current period.

NOTE: The current period in the AR Control File was set to March 2016 as financial charges were 
already run for February 2016.

Step 2: Print Statements

On the Print Statements screen (Accounts Receivable > Statement > Print Statement), ensure that the Add 
Financial Charges checkbox is flagged, select values for the Starting Customer and Ending Customer
fields, then click [Print].
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As shown below, the generated report shows that financial charges have been created:

Part 3: Enter & Post Receipt

Step 1: Enter Receipt



128 • Appendix User Reference Accounts Receivable v10x (ADF)X

On the Enter Receipt screen, the value entered in the Amount field must be the original invoice amount 
+ the calculated interest charge.  So, if the invoice amount is $100 and the interest is 10%, then the amount 
entered in this field is $110.  In the Invoice Allocation section’s table, after the relevant invoices and 
financial charges have been selected, the original invoice amounts and financial charges will appear as 
separate entries.

Step 2: Select Relevant Invoices

To select relevant invoices, click the [Invoices] button on the Enter Receipt screen above. The following 
pop-up window appears:

Select the desired invoice and click [Accept] button. The system will return to the initial Enter Receipt 
screen.

Step 3: Select Relevant Interest Charge

To select relevant Financial Charges, click the [Fin. Charges] button on the initial Enter Receipt screen. 
The following pop-up window appears:

Select the desired Financial Charges and click [Accept] button. The system will return to the initial Enter 
Receipt screen.
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The Invoice Allocation section should now look like the sample below, with the original invoice amounts 
and financial charges appearing as separate entries:
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Step 4: Post Receipt

As shown in the following sample, the posting report will show the invoice amount and the interest 
charges as being distributed.
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Addendum

Standard AR Tax Configurations
How the user sets up his taxes for Accounts Receivable depends on his location.

USA:

TAX 1: = STATE and DO NOT mark as a tax credit tax

TAX 2: = COUNTY and DO NOT mark as a Credit Tax.

TAX 3: = LOCAL and DO NOT mark as a Credit Tax

On the AR Control File, the user must NOT check the box that says 'Calculate Retainage on Tax 1'

Canada - Quebec:

If you the user resides in Quebec, he must setup your tax codes as follows:

TAX 1: = GST and marked as a tax credit tax

TAX 2: = QST and marked as a Credit Tax.

The percentage for QST being set as the effective rate by the following calculation.

QST Effective = (100% + GST%) * QST%

On the AR Control File, you must NOT check the box that says 'Calculate Retainage on Tax 1'

Canada GST Not Harmonized:

If your company is in a Province that has not harmonized with the GST, then the user has two choices.  If 
he wishes to book the GST retainable at the time of entering the invoice, then he must check the field on 
the AR control file 'Calculate Retainage on Tax 1'.  If he only wants to book the GST retainable at the time 
of releasing the retainage, then do not check this field.

TAX 1: = GST and marked as a tax credit tax

TAX 2: = PST Not marked as a tax credit tax

Canada GST Harmonized (HST):

If the user`s company is in a Province where there have harmonized the GST and PST, then he has two 
choices.  If you wish to book the Tax retainable at the time of entering the invoice, then he must check the 
field on the AR control file 'Calculate Retainage on Tax 1'.  If the user only wants to book the Tax 
retainable at the time of releasing the retainage, do not check this field.

TAX 1: = GST plus PST and marked as a tax credit tax
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Frequently Asked Questions

FAQs
Question:

Error: No charge code on Invoice: Company XX, Invoice Number XXXX.  What is a charge code?

Answer:

In Customer Maintenance there is an [Accounting] popup where you enter the charge codes in the 
Interest Rate filed.  This code determines the interest calculation rules for overdue balances.  This is a 
mandatory field.



User Reference Accounts Receivable v10x (ADF) Index  •  133

Index

A

Account Detail Query .............................................................................................................................................................90
Adjustment Edit Listing ..........................................................................................................................................................66
Adjustment Entry....................................................................................................................................................................64
Aging Periods.......................................................................................................................................................................116
AR Payment Detail Query.................................................................................................................................................93, 94
Automatic Write-offs ............................................................................................................................................................109

B

Batch Type .............................................................................................................................................................................41

C

Cash Receipt Deposits.............................................................................................................................................................73
Cash Receipt Entry .................................................................................................................................................................67
Cash Receipts Edit Listing ......................................................................................................................................................74
Cash Receipts Posting.............................................................................................................................................................74
Cash Receipts Procedure .........................................................................................................................................................67
Cash Receipts Reconciliation ..................................................................................................................................................78
Charge Code...........................................................................................................................................................................48
Control File Maintenance ......................................................................................................................................................105
Create a Batch ........................................................................................................................................................................41
Customer Account Quick Detail ..............................................................................................................................................92

D

Default Company (Logon).....................................................................................................................................................104
Deleting a Batch .....................................................................................................................................................................43
Deleting an Existing Invoice....................................................................................................................................................55
Distribution Type....................................................................................................................................................................50
Dunning Letter Printing...........................................................................................................................................................86
Dunning Letters ....................................................................................................................................................................116

E

Editing an Existing Invoice .....................................................................................................................................................55



134 • Index User Reference Accounts Receivable v10x (ADF)X

Executive Query .....................................................................................................................................................................87

I

Interest Codes.......................................................................................................................................................................114
Invoice Adjustment Procedure.................................................................................................................................................63
Invoice Entry ..........................................................................................................................................................................46
Invoice Printing ......................................................................................................................................................................56
Invoice Query.........................................................................................................................................................................91
Invoicing - Notes ....................................................................................................................................................................52

M

Memo Edit Listing..................................................................................................................................................................62
Memo Entry ...........................................................................................................................................................................60
Memo Posting...................................................................................................................................................................62, 66

P

Payment Types .....................................................................................................................................................................113
Period End Procedure..............................................................................................................................................................97
Print Posting Reports Utility.....................................................................................................................................98, 101, 102
Printing Edit Listing................................................................................................................................................................56

R

Releasing Retainage................................................................................................................................................................53

S

Select Batch............................................................................................................................................................................42
Series Code by Customer Class .............................................................................................................................................119
Statement Printing...................................................................................................................................................................82
Statement Processing ..............................................................................................................................................................81

U

Unposted Detail Query............................................................................................................................................................93

V

Void Posted Invoice ................................................................................................................................................................56

W

Write Off Types....................................................................................................................................................................119
Write Offs

Automatic Setup...............................................................................................................................................................109



User Reference Accounts Receivable v10x (ADF) Index  •  135


	Accounts Receivable Œ ADF

	Overview Œ Accounts Receivable

	Prerequisites

	Accounts Receivable Checklist


	Maintain Business Partners Œ Screen

	Overview Œ Business Partners

	Business Partner Œ Tab

	Update 1099 Code Œ Button

	Contacts Œ Button

	Vendor Œ Button

	Customer Œ Button

	Update Address Œ Button


	OM Œ Tab

	Classification Œ Tab

	Market Sector Œ Tab

	CSI Œ Tab

	Address Œ Tab

	Classifiers Œ Tab

	Territory Œ Tab

	Bank Œ Tab

	Company Œ Tab

	Company Type Œ Tab

	Create Business Partner

	Ensure Business Partner Not Already Added

	Create Business Partner Œ Form Mode

	Create Business Partner Œ Table Mode


	Create Contact

	Create Vendor

	Before Creating Vendor

	Create Vendor

	Create Vendors for Multiple Companies


	Create Customer

	Update Address for Customer Records

	Create Independent Contractor

	1099-MISC FORM & California™s Independent Contractor Reporting


	Updating Business Partner Information

	Create the Customer Directly from the Business Partner

	Create Multiple Customers at One Time


	Maintain Customers Œ Screen

	Overview Œ Customers

	Customers Œ Tab

	Contacts Œ Button


	Surcharge Exemption List Œ Tab

	Business Partner Address Œ Tab

	JB Invoice Values Œ Tab

	Shipping Address Œ Tab

	Accounting Œ Tab


	Contacts - Screen

	Overview Œ Contacts

	Contacts Œ Section

	Address Œ Tab

	Contact Info Œ Tab

	Classifiers Œ Tab

	Membership Œ Tab

	Attachments Œ Tab

	Add New Contact

	Ensure Contact Has Not Already Been Added

	Add Contact


	View Contacts Associated to Record

	Change Contact™s Company

	View Contact™s Movement History

	Make Contact Inactive or Active


	Working with Batches

	Creating a Batch

	Selecting an Existing Batch

	Posting a Batch

	Deleting Unposted Batches


	Creating an Invoice

	Invoice Creation Procedure

	Entering Invoices

	Adding Note to Invoice

	Releasing Retainage

	Editing Existing Invoices

	Deleting Existing Invoices

	Invoice Edit Listing

	Invoice Printing

	Voiding Invoices



	Entering a Memo

	Memo Entry Procedure

	Enter the Memo

	Enter Required Distribution

	Print Edit List

	Print Debit/Credit Notes

	Post Debit/Credit Notes



	Adjusting an Invoice

	Invoice Adjustment Procedure

	Entering the Adjustment

	Adjustment Edit List

	Post Adjustments



	Payment Processing

	Processing Procedure

	Enter Receipts

	Entering a Write-Off

	Entering a Deposit

	Applying a Deposit to an Invoice

	Non AR Cash Receipts

	Cash Receipts Edit Listing

	Posting Cash Receipts 

	Voiding a Posted Cash Receipt

	Reconcile Receipts



	Customer Statements

	Processing Customer Statements

	Posting Interest

	Statement Printing

	Printing Dunning Letters



	Viewing Data

	Executive Query

	[Invoices] Œ Button


	Customer Account Detail Query

	Invoice Query

	Customer Account Quick Detail

	Unposted Detail Query

	Payment Query

	AR Invoice/Payment Query

	System Logs


	Reports

	Compound Taxes Accrued Report


	Utilities

	Period End Procedure

	AR vs GL Verification

	Selection Criteria Œ Section

	Inconsistent Batches Œ Section


	Pay When Paid Invoice Matching

	Print Posting Reports


	System Configuration

	Setup Procedures

	Set User Defaults (Default Company)

	AR Control File

	Creating Payment Types
	Defining Customer Classes

	Interest Code Maintenance

	Defining Collector Codes

	Defining the Aging Periods

	Dunning Codes

	Invoice Series 

	Series Code by Customer Class

	Invoice Write-off Types

	Tax Codes

	Scheduled Tax Rates



	Appendix

	Sample Processes

	Process Late Payments with Interest 



	Addendum

	Standard AR Tax Configurations


	Frequently Asked Questions

	FAQs


	Index




