Introduction� XE "Accenta:about" �

Accenta is a Windows-based Financial Accounting package. It is an integrated system that coordinates scorekeeping and budgetary control operations and produces statements that represent the financial position of the firm. Scorekeeping handles the posting of transactions to the General Ledger (G/L).





Objectives� XE "Accenta:objectives" � of the System

Accenta is an integrated system that consists of integrated modules:  General Ledger (G/L), Accounts Receivable (A/R), Accounts Payable (A/P), Inventory, Order Entry & Processing, Purchase Order, Job Costing, Payroll and Multicurrency.





Accenta posts all transactions directly to the G/L.  The G/L keeps track of transactions that have occurred during the financial year and produces reports that represent the financial status of the firm. The A/R module handles the historical data of the customer, and analyzes payment behaviour, aging of accounts, and bad debts. The A/P module tracks the expenses, purchases and payments made to the vendor. The Inventory module monitors stock levels and handles information on manufactured items.





Icons and Tool Sets

Icons perform a special function when invoked. The Ledger and Transaction Tool Sets� XE "Tool sets" � provide faster access to the functions in each module.



�

Ledger Tool Set� XE "Tool Sets:ledger" �

This tool set represents the modules available in  Accenta. They include General Ledger, Accounts Payable, Accounts Receivable, Inventory, Order Entry, Payroll, Job Costing, and Purchase Orders.







�

Transaction Tool Sets� XE "Tool Sets:transaction" �

This tool set represents the transactions of the current active ledger. When the icon of the Ledger Tool Set is clicked, the transaction icons of the module are displayed in the Transaction Tool Sets.







�

Toolbar� XE "Toolbars" �

The toolbar provides a shorter route for you to access the setup of the Accenta modules and the

    user-defined reports and query icons.







Getting Started



Opening� XE "Accenta:opening" � Accenta

From the Program Manager, double click the Accenta application icon.  The Accenta application banner appears.



Click the screen to log in to Accenta.  The banner disappears and the Sign In box appears.



�EMBED MSDraw   \* mergeformat���



Enter your <user identification (ID)>.  The system administrator user ID is “sa” or as set in SQL Server.



Enter your <password>.  The login identification and the password should be valid.



Click OK to login.  No unauthorized or invalid login identification and password entries are accepted.





Note: When logging in for the first time and the message “Data Source not found” appears, log off from Accenta and go to the directory listing in Program Manager.  Click on ODBCADM.EXE and set the server parameter. Login to Accenta, the system will prompt you on setting up the database device and log device on SQL Server if these have not been set previously.  The database device name should be ACCDEV

and the log device name should be ACCLOG.  The database name is Accenta.  Go to SQL Server on the server to expand the size of the log and database device sizes and increase the size of the database.  Minimum recommended size 50MB for each device.





Initializing� XE "Setup:initializing the database" � the Database

Initialization sets up  company parameters and current fiscal year. The Initialize Accenta Database dialog box appears when Accenta is logged-in for the first time. The Accenta database can be initialized by those who have access to the system administrator login.





Setting Up Company Parameters� XE "Initializing the Database:company parameters" �

Enter the <company name>.  The name of the company is necessary to setup the Accenta database.



Enter the <company address> including province/state and postal/zip code.



Enter the <current month>.  This date represents the month in which Accenta was installed.



Enter the <current financial> year.



Click OK to save.





Note:  Accenta Database can be initialized by the system administrator at any time. However, re-initialization will result in the loss of all previously recorded data. To invoke the setup, click the Initialize Database icon. 



User Access Privileges� XE "Setup:user access privileges" �

The User Manager handles the setup of new users, the access allowed for each user, and deletion of unwanted users. The user who has the system administrator (sa) login, can have access to User Manager functions. With the User Manager you can grant or revoke permissions on Accenta modules.





Adding a New User� XE "User Access Privileges:adding a new user" �

Click User List � or select the User Manager option from the Administration menu to access the User Manager box.



The User Manager consists of the current list of users including setup and maintenance options for the access and privileges.



Click Add User � to access the Add User dialog box.



Enter the following information:



<Login ID>:  The login identification of the new user.



<User Name>:  The name of the new user.



<Password>:  The password of the user.



<Confirm Password>:  The entry to confirm the password.



Click OK to save and close the dialog box.  The login ID and name of the user entered are now in the list of current users.





Deleting a User� XE "User Access Privileges:deleting a user" �

Click User List � to access the User Manager dialog box.

The User Manager displays the current list of users along with their login identification.

Select the user and click Delete User �.



User Manager displays a message to confirm the removal of the user.  Click Yes or press Y to continue.  The access privileges for the user with the respective login identification is revoked.



Click Done to close.





Other User Manager Options� XE "User Access Privileges:other options" �

Click Change Password � to access the dialog box in which you can change the password of an existing user ID.

Click Delete User � to delete the selected user from the current list of users.



Click Done to close the User Manager.







User Password� XE "Setup:user password" �

The User Manager provides options to change the passwords of existing users. The password option is enabled by the system administrator login.





Changing the Password� XE "User Password:changing" �

Click User List � or select the User Manager option from the Administration menu to access the User Manager box.



The User Manager is the setup and maintenance module for user access and privileges.  The User Manager lists current users and options necessary for the maintenance of user access.



Click Change Password � and enter the following User Information:



<Login ID>:  The login identification of the user.  The login identification should be present in the User Information.



<Old Password>:  The current password of the user.

<New Password>:  The new password for the user.



<Confirm Password>:  The entry to confirm the new password.



Click OK to save the details.



Click Done to close the User Manager.







Chart of Accounts� XE "Setup:chart of accounts" �

The Chart of Accounts is a table of alphanumeric account codes that represent the department, the account type, and the account. The account codes are the elementary units which enable Accenta to post all types of transactions to the respective ledgers. The account codes are 

classified under 14 defined account types.







Account Types� XE "Setup:account types" �



Assets

Assets are economic resources acquired by a firm as a result of past transactions from which future economic benefits may be obtained.



Current Assets are meant to be used up or converted to cash usually within one year, for example inventory and receivables.



Fixed Assets, such as land and buildings, are used in the operation of the firm and are not for resale.



Other Assets include those items that do not belong to the above two categories.





Liabilities

Liabilities are debts that a firm must pay in the form of money or services is an amount owing to outsiders.



Short-term Liabilities are due within two years.



Long-term Liabilities have a relatively long payment period.



Other Liabilities include those items that do not belong to the above two categories.





Capital Accounts

Capital is the amount which has been invested in the firm by the owner(s) or by the partners.



Retained Earnings are the amounts earned by the firm in previous years that have not been distributed to the owner(s) or partners.





Revenue Accounts

Sales are proceeds, or revenues, generated from the sale of goods or services.



Sales Adjustments are made to the sales by way of returns, damages, or allowances.





Expense Accounts

Expenses are costs incurred by the firm resulting from normal revenue-earning operations.



Cost of Goods Sold represents the cost of goods or services sold during the period.  It is determined by adding beginning inventory and net cost of purchases and deducting ending inventory.



Income Tax Expenses include federal charges.







Accenta Code Style� XE "Setup:code style" �

Account codes serve to classify business transactions in the journals. The alphanumeric account codes in the Chart of Accounts represent account types, specific accounts, and department or responsibility centre.



The account code is divided into three parts:



Account Type:  The value of the account type ID ranges from 00 to 13.



Account:  This ID can be edited by the user, with a maximum of 14 characters allowed.



Department:  The value of the department ID is based on the setup of departments in Maintain Departments.



Note:  Account type and department IDs are displayed based on the account type and department selected by the user. The account type and department IDs in the account code cannot be edited by the user.

�Company Maintenance� XE "Company Maintenance" �

Company Maintenance handles the setup and maintenance of vendors, details on customers and sales representatives, and the account defaults of the Ledger modules. The setup is required to execute all transactions. Company Maintenance also includes entry of Starting Balances and maintenance of transaction types.





Adding a New Account Code� XE "Company Maintenance:adding a new account code" �

Select G/L in the Setup menu to access the G/L sub-menu.



Choose Chart of Accounts Create to access the list of account types, the current account codes, and their descriptions.



Click Clear to enter a new account code.





Entering New Account Code Details� XE "Company Maintenance:changing account code details" �

Click the check box to the left of the account type.



The account type ID appears in the first two digits of the account code edit box.



Select the department from the drop down list box.  The department ID appears in the last two digits of the account code.



Enter the <Account Code> (maximum 14 characters).



The Chart of Accounts does not accept duplicate or invalid account code entries.  The account and department IDs cannot be edited.  Type the description of the account code.



Click OK to save and continue.



The account code and the description appear in the current list maintained by the Chart of Accounts.  The Chart of Accounts does not allow duplicate entries.



Click Cancel to close.





Transaction Types� XE "Company Maintenance:transaction types" �

A Transaction Type indicates the debit and credit accounts of a transaction. The accounts of the transaction type are applied when selected in a transaction. Each transaction type should consist of at least one debit and one credit entry.





Creating� XE "Transaction Types:creating" � a Transaction Type

Select G/L in the Setup Menu.



Choose Create Transaction Type to display the current list of transactions.



Click Clear to enter the new transaction type.



Enter the following information:



<Transaction Type> (maximum 20 characters):  Enter a new valid transaction code.  Accenta does not allow duplicate transaction type entries.



<Transaction Name> (maximum 30 characters):  Type the name of the transaction type.  Both the transaction code and name are necessary to save the transaction type details.



<Next Doc No>:  The Next Document Number is used to produce numbers for system-generated checks.  Check payments in the A/P module can only apply to transaction types that have a document number and a credit entry in the G/L cash account.





Entering Debit and Credit Accounts� XE "Transaction Types:entering gebit and credit accounts" \t "See" �

Double-click the debit or credit code cell to access the list of G/L account codes in the Choose Code dialog box.



Double click the Account Code to display the account code and description.



Click Cancel to close the dialog box.



Click OK to save and continue.

Accenta does not save duplicate transaction type entries.  The transaction type created is displayed in the current list of transaction types.



Click Cancel to close.







Starting Balances� XE "Company Maintenance:starting balances" � and Historical Data� XE "historical data" \t "See starting balances" �

Initial Balances in the G/L handles the opening balances of all the accounts available in the Chart of Accounts.





Opening Initial Account Balances

Select G/L in the Setup menu.



Choose Initial Account Balances in the G/L sub menu.



The Initial Account Balances window lists all G/L account codes defined in the Chart of accounts.  The Initial Balances has the debit and credit columns in which to enter the opening balances for each account code.





Entering� XE "Starting Balances:entering" � Starting Balances

Click the debit or credit box of the account.



Type the amount.



Click OK to save and close.



Accenta saves the Initial Balances if the total of the debits is equal to the total of the credits.













Creating Vendor Details� XE "Company Maintenance:vendor details" �

Vendor Details is for the setup and maintenance of vendor information. Setting up vendor details is necessary to process the transactions of the Accounts Payable module. Accenta collects the address, month-to-date figures of purchases and payments, payment terms and payment status of the vendor.





Entering� XE "Vendor Details:entering" � New Vendor Details

Click Vendor Details �



Enter the <vendor ID> (maximum 12 characters).



The vendor ID is the key to accessing vendor information.  The vendor ID should be unique and valid, and it should not contain spaces or special characters.



Enter the <name> and <address> of the vendor.



The address should be complete with the state and zip.



Enter the <year-to-date> and <month-to-date> figures for purchases, payments, and discounts made with the vendor.



Click the current payment status for the vendor.  Enter <Yes> or <No> (the default value is No) to indicate whether the payment to the vendor has been held.



Select the payment terms as agreed upon by the vendor.



Click OK to save and close.



The vendor details are saved if the vendor ID and the payment terms have been entered.







Account Defaults� XE "Company Maintenance:account defaults" � Setup

Account Defaults is the setup of G/L accounts to the account types of the respective module. The accounts selected are the default account entries for the journal of the transactions. The accounts defaults should be setup for the Accounts Payable, Accounts Receivable and the Inventory.

Account Posting Information is the setup of accounts required for posting A/P transactions to the Ledger. The account setup requires the selection of G/L account codes for A/P account (used in the transactions that have inventory details) and Discount account (for adjustments in payments).





� XE "Account Defaults:setting up A/P defaults" �Setting Up A/P Defaults

Click A/P Defaults �EMBED MSDraw   \* mergeformat��� or Select the A/P Defaults option in the Setup menu to access the A/P Defaults screen.



Select the A/P Account Type:



Account Payable Account is used to post inventory entries in invoices and credit and debit memos.



Discount Account is for posting the journal for adjustments in check transactions.  Select the G/L account code of the 'Cost of Goods sold' account type.



Select the G/L account and click List in the A/P account type to access the Choose Account Code dialog box.



Select the account and click OK.



The account code appears for the A/P account type.  For Account Payable Account, select the Account code of the Current Liabilities account type.  For Discount Account select the G/L account code of the Cost of Goods Sold account type.



Click OK to save and close.





� XE "Account Defaults:setting up A/R defaults" �Setting Up A/R Defaults

A/R Defaults allows for the setup of G/L account codes for A/R account types, grace periods, and the rate for the finance charges. The setup of Defaults is necessary for posting A/R transactions and for the calculations of finance charges on payments due from customers.

Click A/R Defaults � or select the A/R Defaults option of the Setup menu to access the A/R Defaults window.



The window displays the following information:

Receivables that affect balance payments from customers.  The G/L account codes of the Current Assets account type are available for selection.



Deposits applied on the invoices.  The list of account codes for Current Liabilities is available for selection.



Sales Discounts allowed on invoices and cash receipts.  The account codes of the Sales Adjustments are available for selection.



Finance Charges Account is for the adjustment journal and payment transactions on finance charges.  The G/L account codes of the Other Incomes and Expenses are available for selection.



Freight Charges are posted in invoices.  The G/L account codes of the Cost of Goods sold and the Expense account type are available for selection.



Additional Cost expenses represent the account for miscellaneous charges on invoices.  The G/L accounts available for selection include account codes of the Sales and Other Incomes and Expenses account types.



Debits and Credits are for the journal of debit note and credit note transactions.  The G/L accounts of the Sales Adjustments and Other Incomes and Expenses account type of the Chart of Accounts are available for selection.



Cash Checking deals with payments made in invoices for cash accounts.  The accounts for selection include the account codes of the current assets G/L account type.



Bad Debts posts write-off amounts on invoices of cash receipts transactions.



Click OK to save and close.





� XE "Account Defaults:selecting a G/L account code" �Selecting a G/L Account Code for an A/R Account Type

Double click the G/L account code cell to access the list of available account codes.



Double click the account code or highlight the account code and click the OK button to display the description for the selected account code.





Setting up Finance Charges� XE "Account Defaults:finance charges" �

Enter the following finance charge information:



<Rate/month>:  The rate per month for finance charges calculated on payments due from customers.



<Grace period>:  The number of days allowed for the customer to make the balance payment. Finance charges are calculated if the balance payment is not made within the specified grace period.



Click OK to save and close.







Inventory Defaults� XE "Company Maintenance:inventory defaults" �

Inventory Defaults is the setup of G/L accounts for inventory account types and specification of product categories. Inventory Defaults consists of two sections:  Account Setup and Product Categories.





Account Setup� XE "Inventory Defaults:account setup" �

Account Setup is used to select G/L accounts for the inventory account type.

Click Inventory Defaults � or select the Inventory Defaults option of the Setup menu.



Click Account Setup and choose from the following inventory account types:



Asset:   The G/L account codes of the current and fixed assets account types are available for selection for the assets account type. The asset account is necessary for posting all inventory transactions.



Adjustment:  The account for posting inventory adjustments. The list of G/L account codes of the Fixed Assets and Cost of Goods sold account types is displayed for selection. The G/L account code selected is the default entry in the account setup of an inventory item.



Expense:  The account for posting inventory adjustments and receipts. The G/L account codes of the Current Liabilities and Expense account types are listed for selection. The account code selected is default entry for a Purchase item in the Inventory Item details.



Revenue:  The account for posting invoices that contain inventory item details. The account codes of the Sales and Expenses account types available in the Chart of Accounts. The account code selected is the default entry for Sales and Service item in the Inventory Item details.



Cost of Sales:  The account type for Issues and Issues returns. Select the G/L account code for Cost of Sales. The list of G/L account codes of the Cost of Goods Sold account type are displayed. The account is available for inventory, sales and purchase item.



Click OK to save and exit.







Product Categories� XE "Company Maintenance:product categories" �

Product Categories is used to define item properties, information that is essential to Inventory Item Details. In the Inventory Item Details, values are edited against the categories specified for a particular item. A maximum of four categories can be entered.





Entering� XE "Product Categories:entering information" � Product Category Information

Click Inventory Defaults � or select the Inventory Defaults option of the Setup menu.



Click Product Categories and enter item properties.

Click OK to save and exit.







Customer Details� XE "Company Maintenance:customer details" �

A/R Customer Details allows you to add new customer information. This section collects the address, tax permits, salespeople, balance payment, and the total sales value of the current month-to- date for the customer. Options include the setup of payment terms, shipping address, open credits, balances, deposits, financial charges, and previous transactions of the customer.





Setting Up� XE "Customer Details:new" � Customers

Click A/R Customer Details �



Enter the following Customer information:



<Customer> (maximum 12 characters):  Enter a unique and valid customer code.  Entering the customer code is required to save the information.



<Name> (maximum 30 characters):  Type the name of the customer.



<Address>:  Type the billing address of the customer.  Specify the exact location of the customer in edit boxes Addr1, Addr2, City, and Country.



<Contact> (maximum 30 characters):  Type the name of the contact person.



<Region> (maximum 15 characters):  Type the location.



<Comment> (maximum 30 characters):  Enter any remarks concerning the customer.



<Sales Representative>:  Click the list button.  The sales reps created in the Sales Person Details are listed in the Choose Code dialog box.  Double click the sales rep.



<Notes> (maximum 30 characters):  Type any remarks about the customer that will be displayed when editing the bill for the customer.



<Balance Forward>:  Click the check box to initialize the opening balance of the future month with the total invoice due.  This option is enabled if a cross mark appears in the box.



<Finance Charge>:  Click to calculate the finance charges on the payment due.



<Track Sales History>:  Maintains updated information on the sales figures for each customer.



<Credit Hold>:  Applies available customer credit on the balance payment when editing the invoice.



<Subject to tax>:  Click to charge tax on the customer's invoices.



<Tax Code>:  Select the amount of tax charged to the customer.  Accenta lists current sales tax codes and descriptions.  The tax code edit box is active if the customer is subject to tax.



<Exempt Number>:  Type the number to indicate a tax exemption for the customer.  The Exempt Number edit box is active if the Subject to Tax option is disabled for the customer.



<Discount %> (maximum 2 digits):  Enter the discount percentage given to the customer.



<Credit Limit> (maximum 7 digits):  Enter the maximum credit limit of the customer



<Balance> (maximum 7 digits):  Type the total payment owing by the customer.



<M-T-D Sales> (maximum 7 digits):  Type the month-to-date sales figures for the customer.



<Price Level>:  Enter the price level assigned to the customer. 





Note:  The balance and the month-to-date sales figures cannot be modified after the customer details are updated.



Other� XE "Customer Details:other options" � Customer Details Options

Click Payment Terms � to access the Payment Terms dialog box.



The Payment Terms dialog box is used to setup the payment terms as agreed upon by the customer and the firm.



Click Shipping Address � to access the address where the items in the customer’s invoice will be sent.

Click the Shipping Address button to access the Shipping address dialog box, and enter the name and address.



Click OK to save the details.  By default, the shipping address of the customer is applied for all the invoices of the customer.



Click Initial Balance � to access the setup option of the customer’s open credit, deposit, balances and financial charges.



You will have entered the Initial Balances in the setup for the customer details.  After updating customer details, the Customer details module maintains the updated information of the open credit, deposits and financial charges and does not allow the user to manipulate the figures.



Click History � to access the history section.



History collects the transaction details of the current year and previous year for analysis of the customer's payment behaviour by the customer.



Click OK to save and continue.



�Transferring Books to Accenta� XE "Transferring Books to Accenta" �

Accenta handles budgetary control operations, including the entry of opening balances, historical data, and budget figures for the current financial year. Budgeting activities help managers make decisions, exercise control, and produce financial reports - Income Statements, G/L Trial Balances, and Trial Balance recaps.







Initial Balances� XE "Transferring Books to Accenta:starting balances" � and Historical Data� XE "historical data" \t "See starting balances" �

The Initial Balances section of the G/L handles the opening balances of all the accounts available in the Chart of Accounts. The opening and closing balances of the accounts are later produced in detailed and summarized versions in the Trial Balances.





Entering� XE "Starting Balances:entering" � Starting Balances

Select G/L in the Setup menu.



Choose Initial Account Balances in the G/L sub-menu.



The Initial Account Balances window lists all the accounts defined in the Chart of accounts, and provides debit and credit columns in which to enter the opening balances of the accounts.



Click the debit or credit box of the account.  Type the <amount>, keeping in mind that the value should not exceed 99,999,999.99. 



Click OK to save and close.



Accenta saves the Initial Balances if total debits equal total credits.







Budget Amounts� XE "Transferring Books to Accenta:budget amounts" �

Maintain Budgets is used to enter the budget figures for revenue and expense accounts in the current fiscal year. Maintain Budgets preserves previous budget figures and when the actual figures are entered, the user can view both the budgeted and actual figures for the account. This feature enables the user to produce comparative financial statements.



Maintain Budgets displays the months of the current financial year to enter the budget amounts for the account code. The order of the months displayed starts from the month Accenta database was initialized.





Entering� XE "Budget Amounts:entering current year amounts" � Budget Figures (Current Financial Year)

Choose G/L in the Setup menu.



Choose Maintain Budgets from the G/L sub-menu.



Maintain Budgets displays the list of Revenue and Expense account codes for you to enter the budget amounts for the current financial year. The current financial year starts from the month Accenta was installed.



To select the account code, double click the account code from the list of G/L accounts.



The account code and description of the account selected appear.



Click the amount cell of the required month and type the budget amount.



By default the amount cell contains the previous budget figure, if entered.  The previous budget figure appears in the Previous Amount cell of that month and cannot be edited.



Click OK to save the budget amount for the selected account.



The figures for each account must be saved before proceeding to the next account.









Other� XE "Budget Amounts:other options" � Budget Options

Click Add Year �EMBED PBrush \s  \* mergeformat��� to add the next year to the budget file.



Click Cancel to close.

�General Ledger� XE "General Ledger" �

Welcome to the General Ledger, the module that records the financial nature of transactions. The G/L module deals with different types of transactions that affect both the inflow and outflow of cash. Accenta is an on-line integrated system where any transaction is directly posted to the G/L. The G/L includes scorekeeping and budgetary control operations.  The module includes sections dealing with Setup, Transactions, and Reports.







Setup� XE "General Ledger:setup" �

The Setup section in the G/L provides information on the following topics:



Adding and deleting account codes in the chart of accounts;



Creating new transaction types;



Maintaining departments;



Copying department accounts;



Maintaining budgets; and



Initializing account balances







Chart of Accounts� XE "General Ledger:chart of accounts" �

The design of the G/L setup includes the Chart of Accounts. The Chart of Accounts is a table of alphanumeric account codes which represent the account type, the account and the department. The Chart of Accounts primarily deals with the setup and maintenance of account codes which are the elementary units to post all types of transactions. From the Chart of Accounts you can trigger the maintenance of departments and also copy the accounts of a department to another.







Introduction to Account Codes� XE "General Ledger:account codes" �

Accenta uses account codes to post transactions in the General Ledger. Account codes serve to classify business transactions and can be created in the Chart of Accounts under the required account type and department.



The account code is made up of the account type ID, the abbreviated account description, and the department ID. The account code has three parts - the first part refers to the account type, the middle part is the abbreviation of the account description, and the last part refers to the department. The account codes are classified under fourteen defined account types:





Assets

An asset is that expenditure which results in the acquiring of some property or benefit of a lasting nature or something that can be converted into cash.



Current Assets:  Assets that are meant to be converted to cash as soon as possible; stock of goods, amount due from customers are the examples.



Fixed Assets:  Assets which are required only for use and not for resale for instance, land and buildings.



Other Assets:  The Assets which do not belong to the above two categories of assets.





Liabilities

A liability is an amount owing to outsiders, such as suppliers.



Short term Liability:  Liability whose due period is not more than two years.



Long term Liability:  Liability which has a payment period over two years.



Other Liability:  Liability which does not belong to the above two categories.





Capital Accounts 

Capital:  The amount which has been invested in the firm by the owner or by the partners.

Retained Earnings:  The amount earned by the business in previous years.





Revenue Accounts 

Sales:  Proceeds from the sale of goods.



Sale Adjustments:  Adjustments made to the sales by way of returns and damages.





Expense Accounts

Expenses:  Cost of product or job produced or undertaken by the firm.



Cost of Goods sold:  Actual cost and discount of the product sold during the period.



Income Tax Expenses:  Expenses such as federal charges.





Adding� XE "Account Codes:adding" � an Account Code

Choose the G/L option in the Setup menu.



Select the Chart of Accounts Create option in the G/L sub menu to display the account types and the list of current G/L account codes.  The account codes are classified under the account type.



Click Clear to refresh the screen for the new account code.



By default, the Chart of Accounts displays the details of the first account code of the list in the account edit boxes.  The account code represents the account type, account, and department.  The first and last two digits of the code represent the account type ID and the department ID respectively. The account type and department IDs cannot be edited.



To enter new account code details, click the check box to the left of the account type.  The account type ID appears as the first two digits of the account code edit box.  Select the department from the drop down list box.  The department ID appears as the last two digits of the account code.



Enter the 14 character alphanumeric account code and a description of the account code.  The Chart of Accounts does not accept duplicate or invalid entries of the account code. The account and department IDs cannot be edited.

Click OK to save and continue.  The new account code appears in the current list of G/L accounts.  The account codes are displayed in the ascending order of the account type ID.





Other� XE "Account Codes:other options" � Account Code Options

Click Create Department � to access the Maintain Department dialog box for the setup and maintenance of departments.



Click Department Copy � to copy the accounts from one department to another.



Click Delete � to delete the selected account code from the Chart of accounts.





Note:  Account codes once created cannot be modified. The account code to be modified should be deleted and a new account code with correct details should be entered.





See also:

Adding a Department



Copying Department Accounts



Deleting an Account Code





Deleting� XE "Account Codes:deleting" � an Account Code 

Accenta allows you to delete account codes that do not have a balance on file in the Chart of Accounts.



Choose the G/L option in the Setup menu.



Select the Chart of Accounts Create option in the G/L sub menu to display the account types and the list of current G/L account codes.  The account codes are classified under the account type.



Double-click the account code from the list of G/L accounts to display account code details in the Chart of accounts screen.

Click Delete � to delete the account code.



Click Yes or press <Y> to remove the account code from the current list of G/L accounts.



Click Cancel to close.





See also:

Adding a Department



Copying Department Accounts



Adding an Account Code







Transaction Types� XE "General Ledger:transaction types" �

A transaction type indicate the debit and credit accounts of a transaction. The accounts of the type are applied when selected in the transaction. A transaction type should at least contain a single debit and credit entry.





Creating� XE "Transaction Types:creating" � a Transaction Type

Select the G/L option in the Setup menu.



Choose the transaction type option from the G/L sub menu or click the transaction type icon on the toolbar to access the transaction type screen.



Click Clear �EMBED PBrush \s  \* mergeformat��� to refresh the screen for the entry of a new transaction type.



By default, the details of the first transaction type in the list appear.



Enter the following new transaction details:



Transaction type code (20 characters):  Enter a unique transaction type code. Accenta does not allow duplicate entries. The type should not contain spaces or special characters.



Transaction type name (30 characters):  Type the name of the transaction type. The name of the transaction type is necessary to save the details.



Next Document Number (30 characters):  The next document number is used for generating check numbers for computerized checks. The entry of the document number is optional.



Double click the debit or credit code cell to access the list of G/L account codes in the Choose Code dialog box.



Double click the appropriate debit and credit account codes.



The account code and description appear for the transaction type.  Each transaction type should contain at least one debit and one credit entry.



Click Cancel to close the dialog box.



Click OK to save and continue.



Click Cancel to close.





See also:

Deleting a Transaction Type





Deleting� XE "Transaction Types:deleting" � a Transaction Type

Select the G/L option in the Setup menu.



Choose the transaction type option from the G/L sub menu or click the transaction type icon on the toolbar to access the transaction type screen.



Click the transaction type from the list displayed to access the transaction type details. 



Click Delete to delete the transaction type.



Click Yes or press <Y> to continue.  The transaction type is removed from the current transaction type list.



Click Cancel to close.





See also:

Creating a Transaction Type







Maintain Department� XE "General Ledger:maintain departments" �

The Maintain Department module allows you to add, delete, and copy department details. Accenta can maintain any number of departments, but duplicate entries are not accepted.





Adding� XE "Maintain Departments:adding" � a Department

Choose the G/L option from the Setup menu.



Select the Maintain Department option to access the Department Create window.



Click Clear to refresh the screen for the new department details.



Enter the following Department details:



Department Code (2 characters):  The alphanumeric department code. The department code should be unique and valid. The entry of the department code is required to save the department details.



Department Name:  Type the name of the department. 



Click OK to save and continue



Click Cancel to close.





See also:

Copying Department Accounts



Removing a Department





Removing� XE "Maintain Departments:deleting" � a Department

Select the G/L option of the Setup menu.



Choose the Maintain Department from the G/L sub menu to access the current list of departments.

Type or select the Department Code from the list displayed.



The code and name of the department appear in the respective edit boxes.  The department name is not displayed if the department code is invalid. 



Click Delete to delete the department.

A message appears on the screen to confirm the deletion. Click Yes or press <Y> to continue.  The department is removed from the department information.



Click Cancel to close.





See also:

Adding a Department



Copying Department Accounts





Copying� XE "Maintain Departments:copying department accounts" � Department Accounts

Select the G/L option from the Setup menu.



Select the Copy Department Accounts option from the G/L submenu.



Click the arrow button in the Department Copy From edit box to access the list of departments.



Select the source department.



Click the arrow button of the Department Copy To edit box to access the list of departments.



The source and target department codes should not be identical.  Select the target department.



Click OK to save and continue.



All the accounts of the source department are copied to the target department.  The copied account codes are identifies by the new (target) department.





See also:

Maintain Department







Maintain Budgets� XE "General Ledger:maintain budgets" �

Maintain Budgets is used to enter the budgeted figures of Revenue and Expense accounts of the current year. Maintain Budgets preserves the previous budgeted figure and when the actual figure is entered, the user can view the budgeted figure and the actual figure for the account. The purpose is to produce comparative income statements.





Entering� XE "Maintain Budgets:entering gigures" � Budget Figures

Select the G/L option from the Setup menu.



Choose the Maintain Budgets option to access the budget figures for each month of the current year.



Double click the account code from the list of G/L accounts to display the account code and description for the selected account.



Click the amount cell of the required month and type the budget amount.



The months are shown in order, beginning with the month in which Accenta was initialized.  By default, the amount cell contains the previous budget figure, if entered.  The previous budget figure cannot be edited.



Click OK to save the budget amount of the current account only.



The figures for each account must be saved before proceeding to the next account.



Click Cancel to close. 





Other� XE "Maintain Budgets:other options" � Budget Figures Options

Click Add Year �EMBED PBrush \s  \* mergeformat��� to add the next year to the budget file.







Maintain Initial Account Balances� XE "General Ledger:maintain initial account balances" �

This module is for inputting all opening entries. For these entries you would credit the capital account with the firm’s opening capital, debit the respective asset accounts, and credit the relevant liability accounts. Information on the Initial Account Balances can then be viewed in the G/L Trial Balance and Trial Balance Recap financial statements.





Entering� XE "Maintain Initial Account Balances:entering" � Initial Account Balances

Choose the G/L option from the Setup menu.



Choose the Initial Account Balances option from the G/L sub menu.  The Initial Account Balances screen displays a table of G/L accounts along with debit and credit columns.



Click the debit or credit box of the account.  Type the opening balance.  The amount must not exceed $9,999,999.



Click OK to save.



The details are saved if total debits equal total credits.



Click Cancel to close.







Transactions� XE "General Ledger:transactions" �

The G/L includes the following transactions:





General Journal

The General Journal maintains the chronological record of transactions for the firm.  The transactions in the journal are recorded using the double-entry system.  The General Journal records any transaction that does not deal with cash or bank accounts.





Cash Disbursements

Cash Disbursements records transactions involving the outflow of cash, namely cash payments and expenses.



Cash Receipts 

The Cash Receipts module deals with transactions of money received from sundry debtors.





Purchase

The journal entries for petty cash purchases and purchase adjustments are posted to the G/L via the Purchase transaction module.





Sales

The Sales Journal records entries for petty cash expenses, and income and adjustments from sales transactions.



Payroll

The Payroll module of the G/L posts entries of salary-related expenses.





Special Journal

The Special Journal is used to post entries that do not come under the above modules.  The Special Journal allows the user to enter specific transactions that should be categorized apart from regular entries.





Month Close

The process posts the reverse entries of the current month to the G/L and advances to the following month.  Only the statements of the current month are processed by Month Close and these statements can only be viewed in the G/L reports and financial statements.





Recurring Entries

For a recurring entry to be posted in the G/L, the details of the entry must be saved in the Recurring Entries module of the G/L then accessed and transacted in its respective transaction module.







Significance of Different Types of Journal Entries� XE "General Ledger:journal entries" �

The journal entries for transactions posted to the G/L are of three types:









Standard �

The regular transactions that do not recur in time or have reversing nature to the G/L accounts. Accenta accept past, current and future entries of  the standard transactions. 

Reverse �

The transaction that have a reverse result in the accounts of the G/L. Accenta does not accept past transaction for the Month Close process post the reverse entries of the current month to the G/L.



Recurring   Icon for this?

The transaction that recur in time are termed as recurring transactions. The recurring transactions are recorded in the Recurring entries module of the G/L. The recorded recurring entries can then be accessed by the G/L transactions. Past, present and future recurring entries.



Accenta does not post any type of transaction to the G/L whose document reference number is duplicate or invalid. Document reference number is necessary for any transaction in the G/L.







General Journal Entries� XE "General Ledger:general journal entries" �

The General Journal maintains the chronological record of transactions for the firm. The transactions in the journal are recorded using the double-entry system. The General Journal records any transaction that does not deal with cash or bank accounts.





Entering� XE "General Journal Entries:entering" � a General Journal Transaction

Click G/L � in the Ledger Tool Set to access the Transaction Tool Set.

Click G/L �EMBED MSDraw   \* mergeformat��� in the Transaction Tool Set to access the General Journal window.



The journal consists of the following information:



Entry type indicates the nature of the transaction



Particulars specifies the reference details of the transaction



Accounts credit and debit entries of the transaction.



Click the entry type of the journal entry.



By default, the standard entry type is selected.  The entry types areas follows:



Standard transactions �

Accenta allows entry of past, current, and future standard transactions.







Reverse transactions �

Accenta allows only current and future month transactions.  The reverse entries for each month are posted to the G/L by the month close process.



Enter the details of the General Journal entry:



<Document Reference Number> (20 characters):  Type a unique document reference number of the transaction.  Accenta does not accept entries without this number or if the number is a duplicate.



<Description> (30 characters):  Enter the description of the document.  This entry is mandatory.



<Date>:  Type the date of the transaction.  The current date is the default value for the transaction date.



<Transaction type> (20 characters):  The transaction type indicates debit and credit entries of a transaction.  Select the transaction type from the drop down list box. The credit and debit entries of the transaction type appears in the accounts of the General Journal transaction. This entry is optional. 



Double-click the account code cell to access the Choose Account Code dialog box.



Double click the account, or select the account and click OK, to see the account and description in the General Journal screen.



Click the debit or credit cell of the account and type the <amount>.



The debit and credit figures should be greater than zero.  Accenta displays the total net amount for the credits and the debits.  The cash receipt entry is accepted if total debits equal total credits.



Click OK to save and continue.



The screen is cleared and the next sequential reference number is displayed for the next journal entry.



Click Cancel to close.







Cash Disbursements� XE "General Ledger:cash disbursements" �

The Cash Disbursements module records transactions involving the outflow of cash, namely cash payments and expenses.





� XE "Cash Disbursements:entering" �Entering a Cash Disbursement Transaction

Click G/L � in the Ledger Tool Set to display the G/L transactions in the Transaction Tool Set.

Click Cash Disbursements � in the Transaction Tool Set to access the details pertaining to the transaction.



Click the entry type button to select the nature of the transaction from the following list:

Standard transactions �

Standard entries do not recur in time or have a reverse result to the accounts in the G/L.  This is the default entry type.



Reverse transactions �

Accenta accepts reverse entries for current and future months.  The reverse entries of each month are transacted to the G/L by the month close process.



Enter the following Cash Disbursement details:



<Document Reference Number> (20 Characters):  Enter a unique document reference number.  Accenta does not accept entries without a reference number or if the number is not unique.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date.  For reverse entries, the transaction date should be greater than or equal to the current date.



<Transaction type> (20 characters):  Select the transaction type.  Accenta lists the transaction types available.  The debit and credit accounts of the transaction type selected is displayed in the accounts of the Cash Disbursements window.  This entry is optional.



<Account Code> (19 characters):  Select the account code for the debit or credit entry. Double click the account code cell to list the account codes available for selection. The journal details cannot be edited if the account code is not entered.



<Debit> (9 digits):  The debit amount against the account code.



<Credit> (9 digits):  he amount credited against the account.





Note:  Debit and credit figures should be greater than zero.



<Total Amount>:  Accenta displays the net amount for the credits and the debits and checks for its balance (debits equal credits). 



Choose OK to post the entry and continue.



The Cash Disbursements module does not allow entries that have duplicate or invalid document reference numbers, nor does it allow unbalanced (total debits do not equal total credits) account entries.



Click Cancel to close.





Note:  The system does post entries from the future month, but the statements are not transacted by the month close process.  The month close process transacts entries from the current month which appear in the G/L reports and other transaction statements.







Cash Receipts� XE "General Ledger:cash receipts" �

The journal entries of petty cash receipts and incomes are dealt in the cash receipts transaction module of the G/L.





� XE "Cash Receipts:posting" �Posting a Cash Receipts Entry

Click G/L � in the Ledger Tool Set to access the G/L transaction icons in the Transaction Tool Set.



Click Cash Receipts � in the Transaction Tool Set to access the Cash Receipts window.



Cash Receipts consists of the entry type to specify the nature of the transaction, particulars to specify the reference details of the transaction, and accounts that collect the journal of the transaction.



Click the entry type button to select the nature of the transaction from the following list:

Standard Entry �EMBED MSDraw   \* mergeformat���

The Standard Entry type is selected for regular entries of the Cash Receipts transaction.  This is the default entry type.









Reverse Entry �

Accenta accepts reverse entries for current and future months as the reverse entries of each month are transacted to the G/L by the month close process.



Enter the following Cash Receipt reference details:



<Document Reference Number> (20 Characters):  The alphanumeric reference number of the document.  Accenta does not accept invalid or duplicate entries of the document reference number.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date.



<Transaction type> (20 characters):  A transaction type indicates the debit and credit accounts of a transaction.



Click the arrow button of the transaction type.



The existing transaction types drop down.  The entry of the transaction type is optional.  The entries of the transaction type appear in the accounts of the Cash Receipts screen.



To select the accounts, Double-click the account code cell to access the Choose Account Code dialog box.



Select the account and click OK to access the account code and the description.



Click the debit or credit cell of the account and type the amount.



The debit and credit figures should be greater than zero.  Accenta displays the total net amount for the credits and the debits.  The cash receipt entry is accepted if total debits equal total credits.



Click OK to save and continue.



Accenta displays the next sequential document reference number for the next transaction.





Note:  For reverse entries, Accenta does not accept or post entries from the previous month. To refresh the screen, click the clear icon. Click the Cancel button to close the Cash Receipts module.







Purchase Entries� XE "General Ledger:purchase entries" �

The Purchase Entries module of the G/L deals with the posting of journal entries of petty purchases and adjustments.





� XE "Purchase Entries:posting" �Posting a Purchase Entry

Click G/L in the Ledger Tool Set � to access the G/L transactions in the Transaction Tool Set



Click Purchases � in the transaction Tool Set to access the purchase entry type, reference details, and accounts.



Click the entry type button to select the nature of the transaction from the following list:



Standard Entry �EMBED PBrush \s  \* mergeformat���

The standard entry type is for regular entries of purchase transactions.  Accenta allows entry of past, current and future purchase transactions.



Reverse Entry �EMBED PBrush \s  \* mergeformat���

Click to enter transactions that should have a reverse result in the accounts of the G/L.  Accenta does not accept reverse entries of the past months as the reverse entries of each month are transacted to the G/L by the month close process.



Enter the following reference details:



<Document Reference Number> (20 Characters):  Enter a unique document reference number.  Accenta does not accept entries that do not have a reference number or the reference number is not unique.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date. 



<Transaction Type> (20 characters):  Select the transaction type.  Accenta list the transaction types available.  The entry of the transaction type is optional.  The debit and credit accounts of the transaction type selected is displayed in the accounts of the Purchase Special Journal.



Double-click the account code cell to access the Choose Account Code dialog box.



Select the account code and click OK to display the account code and description in the Purchase entry screen.



Click the debit or credit box of the account and type the amount.



There should be at least one debit and one credit entry and the figures should be greater than zero.  The totals appear below the debit and credit columns.  The purchase entry is posted if total debits equal total credits.



Click OK to post the current transaction and to continue with the next purchase entry.





Note:  The system does post entries of the future month, but the statements are not transacted by the month close process. The month close process transacts entries of the current month which appear in the G/L reports and other transaction statements.







Sales Entries� XE "General Ledger:sales entries" �

Sales Entries handles the posting of transactions that deal with sales and sales adjustments.









� XE "Sales Entries:posting" �Posting a Sales Entry to the G/L

Click Sales Transaction in the G/L � to access the sales entry screen.



Click the entry type button to select the nature of the transaction from the following list:



Standard Entry �EMBED PBrush \s  \* mergeformat���

The standard entry type is for regular entries of purchase transactions.  Accenta allows entry of past, current and future purchase transactions.



Reverse Entry �EMBED PBrush \s  \* mergeformat���

Click to enter transactions that should have a reverse result in the accounts of the G/L.  Accenta does not accept reverse entries of the past months as the reverse entries of each month are transacted to the G/L by the month close process.



Enter the following reference details:



<Document Reference Number> (20 Characters):  The alphanumeric reference number of the document.  Accenta does not accept invalid or duplicate entries of the document reference number.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date. 



<Transaction Type> (20 characters):  Select the transaction type.  Accenta list the transaction types available.  The debit and credit entries appear in the accounts of the sales entry.  This entry is optional.



Double-click the account code cell to access the Choose Account Code dialog box.



Select the account and click OK.  Click Cancel to close the dialog box.



Click the debit or credit box of the transaction and type the amount.



The credit and debit figures should be greater than zero.  The total of the credits and debits appear below the debit and credit columns.  The transaction is saved if total debits equal total credits.



Click OK to post the current entry and to continue with the next sales entry.



Click Cancel to close.







Inventory Accounts� XE "General Ledger:inventory accounts" � 

Journal entries for inventory adjustments and expenses relating to inventory are entered in the Inventory Entries transaction module of the G/L.





� XE "Inventory Accounts:entering a transaction" �Entering an Inventory Transaction

Click G/L in the Ledger Tool Set � to access the G/L transactions in the Transaction Tool Set.



Click Inventory � in the Transaction Tool Set to access the inventory screen.



The inventory special journal consists of the entry section, the particulars section and the account section.  The entry section refers to the nature of the transaction, particulars section refers to the reference details of the transaction and the account section refers to the journal entry of the transaction.



Click the entry type button to select the nature of the transaction from the following list:

Standard Entry �EMBED PBrush \s  \* mergeformat���

The standard entry type is for regular entries of purchase transactions.  Accenta allows entry of past, current and future purchase transactions.



Reverse Entry �EMBED PBrush \s  \* mergeformat���

Click to enter transactions that will have a reverse result in the accounts of the G/L.  Accenta does not accept reverse entries of the past months as the reverse entries of each month are transacted to the G/L by the month close process.



Enter the following reference details:



<Document Reference Number> (20 Characters):  The alphanumeric reference number of the document.  Accenta does not accept invalid or duplicate entries of the document reference number.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date. 



<Transaction Type> (20 characters):  Select the transaction type.  Accenta list the transaction types available.  The debit and credit entries appear in the accounts of the sales entry.  This entry is optional.



Double-click the account code cell to access the Choose Account Code dialog box.



Select the account and click OK.



The account code and the description appear on the Inventory special journal window.



Click Cancel to close the dialog box.



Click the debit or credit cell of the account and type the amount.



The debit and credit figures should be greater than zero, and there should be at least one debit and one credit entry.  Accenta displays the net amount for the credits and the debits.  A transaction is saved if the document reference number is unique and the transaction is balanced.



Click OK to post the transaction and continue.



Accenta displays the next sequential document reference number for the next Inventory Special Journal.



Click Cancel to close.







Payroll Entries� XE "General Ledger:payroll entries" �

Transactions relating to personnel are posted in the G/L via the Payroll Transaction module.  The payroll entry screen consists of three sections. The entry section refers to the nature of the transaction. The particulars section refers to reference details of the transaction. Lastly, the account section refers to the journal entry of the transaction.





� XE "Payroll Entries:posting" �Posting a Payroll Entry

Click Payroll Transaction in the Transaction Tool Set �  The payroll screen appears.



Click the entry type of the journal entry.



By default, the standard entry type is selected.  The entry types areas follows:

Standard Entry �EMBED PBrush \s  \* mergeformat���

The standard entry type is for regular entries to the G/L.  Accenta allows entry of past, current, and future transactions for regular entries.  The default is the Standard entry type.



Reverse Entry �EMBED PBrush \s  \* mergeformat���

Click to enter reverse transactions that will have a reverse result in the accounts of the G/L.  Accenta does not accept reverse entries from past months as reverse entries for each month are posted to the G/L by the month close process.



Enter the following reference details:



<Document Reference Number> (20 Characters):  Enter a unique document reference number.  Accenta does not accept invalid or duplicate entries of the document reference number.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date. 



<Transaction Type> (20 characters):  Select the transaction type.  Accenta lists the transaction types available.  The debit and credit accounts of the transaction type appear in the Payroll screen accounts.



Double-click the account code cell to access the Choose Account Code dialog box.



Select the account code and click OK of the dialog box.



The account code and the description appear on the Payroll transaction window.



Click the debit or credit box of the account and type the amount.



There should be at least one debit and one credit entry and the figures should be greater than zero.  The totals appear below the debit and credit columns.  The purchase entry is posted if total debits equal total credits.



Click OK to post the transaction and to continue with the next entry.



Click Cancel to exit the payroll entry module.





� XE "Payroll Entries:other options" �Other Payroll Options

Click Delete � to delete the selected recurring entry details.







Recurring Entries� XE "General Ledger:recurring entries" �

Recurring entries are common transactions that occur frequently within a firm. For a transaction to be maintained as a recurring entry, it must first be entered in the Recurring Entries module of the G/L. When the transaction recurs, it can be entered in its entry module where the transaction details are accessed by clicking the list button of the document reference number.





� XE "Recurring Entries:creating" �Creating a Recurring Entry

Click Recurring Entries in the G/L � to access the Recurring Entries screen.



Enter the following Recurring Entry details:



<Document Reference Number> (20 Characters):  Enter a unique document reference number.  Accenta does not accept invalid or duplicate entries of the document reference number. The number is used for accessing the recurring entry and is not displayed in any of the transactions.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date.



<Transaction Type> (20 characters):  Select the transaction type.  Accenta lists the transaction types available.  The debit and credit entries appear in the accounts of the recurring entry.  This entry is optional.



Double-click the account code cell to access the Choose Account Code dialog box.



Select the account code and click OK to display the account code and description in the Recurring Entry window.



Click the debit or credit box of the account and type the amount.



There should be at least one debit and one credit entry and the figures should be greater than zero.  The totals appear below the debit and credit columns.  The transaction is posted if total debits equal total credits.



Click OK to save and continue.



Click Cancel to close.





� XE "Recurring Entries:deleting" �Removing a Recurring Entry

Click Recurring Entries � in the Transaction Tool Set.



Click the list button of the document reference number to access the Choose Recurring Entry dialog box.



Click the reference number from the list and click OK to display the recurring entry details in the edit boxes.



Click Delete.



A message appears to confirm the deletion of the recurring entry.  Click Yes or press Y to continue.



Click Cancel to close.









Access to Recurring Entries� XE "General Ledger:access to recurring entries" �

The entries created in the recurring entries module can be accessed by any transaction of the G/L.





� XE "Recurring Entries:posting a recurring transaction" �Posting a Recurring Transaction

Click G/L in the Ledger Tool Set �  The transaction icons of the G/L appear in the Transaction Tool Set.



Click Recurring Entries �



Click the list button of the Document Reference number to access the Choose Recurring Entry dialog box.



Click the reference number from the list and click OK to display the details in the edit boxes of the transaction.



Enter the document reference number.



Accenta does not accept duplicate or invalid entries of the reference number.  Changes can be made to the recurring entry with reference to the particulars and the accounts of the transaction.



Click OK to save and continue.







Month Close� XE "General Ledger:month close" �

The Month Close module transacts reverse entries of the current month to the G/L and advances to the next consecutive month. Only the statements that are transacted by the Month Close process can be viewed in the G/L reports and the financial statements.





� XE "Month Close:accessing" �Accessing Month Close

Click Month Close in the G/L �EMBED MSDraw   \* mergeformat���



Accenta posts the reverse entries of all transactions from the current month to the G/L file and advances to the next consecutive month.  The end of the process is marked by a message and the next consecutive month is displayed as the current month.







Special Journal Entries� XE "General Ledger:special journal entries" �

The Special Journal summarizes data that belong to similar transactions. The Special Journal is usually selected for certain specific entries that you want to categorize.





� XE "Special Journal:accessing" �Accessing Special Journals

Click G/L in the Ledger Tool Set � to access the G/L transaction icons in the Transaction Tool Set.

Click Special Journal in the Transaction Tool Set �EMBED MSDraw   \* mergeformat��� to access the Special Journal option.



Click the entry type of the journal entry.



By default, the standard entry type is selected.  The entry types areas follows:



Standard Entry �EMBED PBrush \s  \* mergeformat���

The standard entry type is for regular entries to the G/L.  Accenta allows entry of past, current, and future transactions for regular entries.  The default is the Standard entry type.



Reverse Entry �EMBED PBrush \s  \* mergeformat���

Click to enter reverse transactions that will have a reverse result in the accounts of the G/L.  Accenta does not accept reverse entries from past months as reverse entries for each month are posted to the G/L by the month close process.



Click the list value button of the document reference number to access the list of document reference numbers pertaining to the recurring entries.



Enter the following reference details:



<Document Reference Number> (20 Characters):  Enter a unique document reference number.  Accenta does not accept invalid or duplicate entries of the document reference number.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date.



<Transaction Type> (20 characters):  Select the transaction type.  Accenta lists the transaction types available.  The debit and credit entries appear in the accounts of the recurring entry.  This entry is optional.



Double-click the account code cell to access the Choose Account Code dialog box.

Select the account code and click OK of the dialog box.



Click the debit or credit box of the account and type the amount.



There should be at least one debit and one credit entry and the figures should be greater than zero.  The totals appear below the debit and credit columns.  The transaction is posted if total debits equal total credits.



Click OK to save and continue.



Click Cancel to close.







Reports� XE "General Ledger:reports" �

The reports of the G/L indicate the status of the company and how it has fared in the past financial period.  The G/L includes the following reports:





Balance Sheet

The Balance Sheet gives the current value of assets, liabilities, and capital accounts. These accounts include information on account types and G/L account codes.





Chart of Accounts

The current list of account codes and descriptions.





Income Statement

The Income Statement shows the result of the firm’s operations in terms of revenue, expenses, and total profit earned for a period of time.





Initial Account Balances

The list of accounts and their opening balances.





Journal Detail Report

The list of journal statements of transactions from a particular month.





List of Departments

The list of departments.





List of Transaction types

The list of transaction types with their journal entries.





Trial Balance (Detailed)

The listing of transactions under the respective account heads along with their opening and closing balances for data verification and audit trial.





Trial Balance (Summary)

The list of accounts along with their opening and closing balances.







Report Functions� XE "Report Functions" �





Running a Report� XE "Report Functions:running a report" �

Select the G/L option of the Reports Menu to access the G/L Reports dialog box.



Click lens � in the Report Name edit box to access the Open Report dialog box.



The dialog box displays the library in which the report is located and the List of G/L reports.



Select a report and click OK to choose the report and close the dialog box.



The name of the report appears on the Report Name edit box.



Select the period for the information in the financial statement from the drop down list box.



The default value is the current month.  The financial statement contains information from the month Accenta was installed until the period selected.



Click Run to view the report.



G/L Reports provides options to send the report to screen (to preview) or printer, or to transfer the information to another form (e.g., worksheet).



Click the required destination.







Report Format� XE " Report Format" �

The Report contains the Company Name followed by the Report Name and date. The format of the information in the report varies between reports. The information may be grouped under sub-headings with their subtotals and displayed under respective fields of the reports. On the screen, Accenta displays a single page of information at one time.







Toolbar Options� XE "Report Functions:toolbar" �

�

The screen view of the report has a toolbar which allows to perform various functions, such as switching between pages, zooming in and out, and printing the report. Following is a list of all the options:





�	Displays a magnified view of the report.



�	Displays a diminished view of the report.



�	Displays the previous page.



�	Displays the next page.



�	Displays the first page.



�	Click to view the end of the report.



�	Click to print the report.



�	Close the report and return to the Accenta screen.











Journal Detail� XE "Reports:journal detail" � Report

The Journal Detail Report displays the journal statements of transactions that occurred in a particular month. The journal statements are displayed under the respective reference of the transaction to which they pertain.





Journal Date:  The date of the journal entry.



Reference:  The journal reference number.



Account Code:  The account head debited or credited in the transaction.



Account Description:  The description of the account.



Debit:  The amount debited in the statement.



Credit:  The amount credited in the statement.



The reference for transaction journal statements is prefixed by the ledger ID to which the statements refer.  For instance, the reference of an A/P transaction consists of the vendor ID prefixed by the ledger ID “A/P”. The report information begins with the reference number of a transaction with the total debits and credits for each transaction and ends with the net amount of debits and credits of all the transactions.







List of Transaction Types� XE "Reports:transaction types" �

The transaction type checklist gives you the list of current transaction types along with their journal accounts. Information about the transaction type is placed under the following titles:





Transaction Code:  The code that uniquely refers to the transaction type.



Description:  The description of the transaction type.



Next Doc No:  The next document number of the transaction used in the generation of check numbers.



Account Description:  The description of the account debited or credited.



Debit code:  Account debited in the transaction.



Credit code:  Account credited in the transaction.







Trial Balance (Detailed)� XE "Reports:trial balance (detailed)" �

The Trial Balance (Detailed) Report gives a summary of transactions for each G/L account code created in the Chart of Accounts, along with their initial and closing balances.



The format of the Trial Balance (Detailed) report is basic. The Trial Balance lists the opening and closing balances of the accounts in the order of their account types. Information is grouped under the following report titles:





Account Code:  The account code created in the Chart of accounts.  The Trial Balance lists the accounts in the order of the account types.



Account Description:  The description of the account code



Open Balance:  The Starting Balance amount of the account code in the Chart of accounts.



Debit:  The amount debited in the transaction.



Credit:  The amount debited in the transaction.



Ending Balance:  The Closing balance for the account code

The transactions for each account code, along with the amount credited or debited to the account, are listed.  Each transaction is represented by its reference number, description, and date.  The report also displays the total debits and credits for each account.



The end of the report is marked by the total debits and credits for all the account codes.  Total debits will equal to total credits in the report.







Payroll Entries� XE "General Ledger:payroll entries" �

Transactions relating to personnel are posted in the G/L via the Payroll Transaction module.  The payroll entry screen consists of three sections. The entry section refers to the nature of the transaction. The particulars section refers to reference details of the transaction. Lastly, the account section refers to the journal entry of the transaction.





Posting� XE "Payroll Entries:posting" � a Payroll Entry

Click Payroll Transaction � in the Transaction Tool Set to access the payroll screen.



Click the entry type of the journal entry.



By default, the standard entry type is selected.  The entry types areas follows:



Standard Entry �EMBED PBrush \s  \* mergeformat���

The standard entry type is for regular entries to the G/L.  Accenta allows entry of past, current, and future transactions for regular entries.  The default is the Standard entry type.



Reverse Entry �EMBED PBrush \s  \* mergeformat���

Click to enter reverse transactions that will have a reverse result in the accounts of the G/L.  Accenta does not accept reverse entries from past months as reverse entries for each month are posted to the G/L by the month close process.



Enter the following reference details:



<Document Reference Number> (20 Characters):  Enter a unique document reference number.  Accenta does not accept invalid or duplicate entries of the document reference number.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date. 



<Transaction Type> (20 characters):  Select the transaction type.  Accenta lists the transaction types available.  The debit and credit accounts of the transaction type appear in the Payroll screen accounts.

Double-click the account code cell to access the Choose Account Code dialog box.



Select the account code and click OK of the dialog box.



The account code and the description appear on the Payroll transaction window.



Click the debit or credit box of the account and type the amount.



There should be at least one debit and one credit entry and the figures should be greater than zero.  The totals appear below the debit and credit columns.  The purchase entry is posted if total debits equal total credits.



Click OK to post the transaction and to continue with the next entry.



Click Cancel to exit the payroll entry module.





� XE "Payroll Entries:other options" �Other Payroll Options

Click Delete � to delete the selected recurring entry details.







Recurring Entries� XE "General Ledger:recurring entries" �

Recurring entries are common transactions that occur frequently within a firm. For a transaction to be maintained as a recurring entry, it must first be entered in the Recurring Entries module of the G/L. When the transaction recurs, it can be entered in its entry module where the transaction details are accessed by clicking the list button of the document reference number.





� XE "Recurring Entries:creating" �Creating a Recurring Entry

Click Recurring Entries in the G/L � to access the Recurring Entries screen.



Enter the following Recurring Entry details:



<Document Reference Number> (20 Characters):  Enter a unique document reference number.  Accenta does not accept invalid or duplicate entries of the document reference number. The number is used for accessing the recurring entry and is not displayed in any of the transactions.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date.



<Transaction Type> (20 characters):  Select the transaction type.  Accenta lists the transaction types available.  The debit and credit entries appear in the accounts of the recurring entry.  This entry is optional.



Double-click the account code cell to access the Choose Account Code dialog box.



Select the account code and click OK to display the account code and description in the Recurring Entry window.



Click the debit or credit box of the account and type the amount.



There should be at least one debit and one credit entry and the figures should be greater than zero.  The totals appear below the debit and credit columns.  The transaction is posted if total debits equal total credits.



Click OK to save and continue.



Click Cancel to close.





� XE "Recurring Entries:deleting" �Removing a Recurring Entry

Click Recurring Entries � in the Transaction Tool Set.



Click the list button of the document reference number.



The list of reference numbers appear in the Choose Recurring Entry dialog box.



Click the reference number from the list and click OK to display the recurring entry details in the edit boxes.



Click Delete.



A message appears to confirm the deletion of the recurring entry.  Click Yes or press Y to continue.



Click Cancel to close.







Access to Recurring Entries� XE "General Ledger:access to recurring entries" �

The entries created in the recurring entries module can be accessed by any transaction of the G/L.





� XE "Recurring Entries:posting" �Posting a Recurring Transaction

Click G/L in the Ledger Tool Set �  The transaction icons of the G/L appear in the Transaction Tool Set.

Click Recurring Entries �



Click the list button of the Document Reference number to access the Choose Recurring Entry dialog box.



Click the reference number from the list and click OK to display the details in the edit boxes of the transaction.



Enter the document reference number.



Accenta does not accept duplicate or invalid entries of the reference number.  Changes can be made to the recurring entry with reference to the particulars and the accounts of the transaction.



Click OK to save and continue.











Month Close� XE "General Ledger:month close" �

The Month Close module transacts reverse entries of the current month to the G/L and advances to the next consecutive month. Only the statements that are transacted by the Month Close process can be viewed in the G/L reports and the financial statements.





� XE "Month Close:accessing" �Accessing Month Close

Click Month Close in the G/L �EMBED MSDraw   \* mergeformat���



Accenta posts the reverse entries of all transactions from the current month to the G/L file and advances to the next consecutive month.  The end of the process is marked by a message and the next consecutive month is displayed as the current month.







Special Journal� XE "Special Journal" �

The Special Journal summarizes data that belong to similar transactions. The Special Journal is usually selected for certain specific entries that you want to categorize.





� XE "Special Journal:accessing" �Accessing Special Journals

Click G/L in the Ledger Tool Set � to access the G/L transaction icons in the Transaction Tool Set.

Click Special Journal in the Transaction Tool Set �EMBED MSDraw   \* mergeformat��� to access the Special Journal option.



Click the entry type of the journal entry.



By default, the standard entry type is selected.  The entry types areas follows:





Standard Entry �EMBED PBrush \s  \* mergeformat���

The standard entry type is for regular entries to the G/L.  Accenta allows entry of past, current, and future transactions for regular entries.  The default is the Standard entry type.



Reverse Entry �EMBED PBrush \s  \* mergeformat���

Click to enter reverse transactions that will have a reverse result in the accounts of the G/L.  Accenta does not accept reverse entries from past months as reverse entries for each month are posted to the G/L by the month close process.



Click the list value button of the document reference number to access the list of document reference numbers pertaining to the recurring entries.



Enter the following reference details:



<Document Reference Number> (20 Characters):  Enter a unique document reference number.  Accenta does not accept invalid or duplicate entries of the document reference number.



<Description> (30 characters):  Type the description of the document.  Accenta saves the entry if the description is entered.



<Date>:  Type the transaction date.  The default value displayed is the current date.



<Transaction Type> (20 characters):  Select the transaction type.  Accenta lists the transaction types available.  The debit and credit entries appear in the accounts of the recurring entry.  This entry is optional.



Double-click the account code cell to access the Choose Account Code dialog box.



Select the account code and click OK of the dialog box.



Click the debit or credit box of the account and type the amount.



There should be at least one debit and one credit entry and the figures should be greater than zero.  The totals appear below the debit and credit columns.  The transaction is posted if total debits equal total credits.

Click OK to save and continue.



Click Cancel to close.



�Accounts Payable (A/P)� XE "Accounts Payable (A/P)" �

Welcome to the Accounts Payable module, the section that handles the purchases, payments and expenses of the firm. The A/P section transacts the expenses, federal charges and purchases made by the firm, and handles information about vendors with reference to the firm. Accenta provides information to managers for strategic planning and decision controls.  The A/P module includes sections for Setup, Transactions, and Reports.







� XE "Accounts Payable (A/P):setup" �Setup

This section deals with the setup options - A/P Defaults and Vendor Information - which are required to handle all A/P transactions. A/P Defaults, also known as A/P Account Posting Information, links the G/L accounts to the A/P account types to post certain transactions. Vendor Details is for the setup and maintenance of vendor information.







Account Posting Information� XE "Accounts Payable (A/P):account posting information" �

Account Posting Information is used to set up the accounts required for posting A/P transactions to the Ledger. The account setup requires the selection of G/L account codes for the A/P account (used in the transactions that have inventory details) and Discount account (for adjustments in payments).





Setting Up Account Defaults� XE "Accounts Payable (A/P):setting up account defaults" �

Click Account Posting �EMBED MSDraw   \* mergeformat��� on the toolbar or select A/P Defaults from the Setup menu.



Select the G/L accounts for the different account types:



A/P Account:  The account used to post inventory entries in invoices, credit and debit memos. Click the list button. The account codes of the Chart of Accounts appear in the Choose Account code dialog box. Select the G/L account code of the 'Current Liabilities' account type and click OK of the dialog box. The G/L account code is displayed in the A/P Account edit box.



Discount Account:  The account for posting the journal for adjustments in check transactions. Select the G/L account code of the Cost of Goods Sold account type.



Click OK to save and exit.





See also:

Vendor Details







Vendor Details� XE "Accounts Payable (A/P):vendor details" �

The vendors are dealers or suppliers from whom the company purchases items. Accenta records the list of vendors, and maintains information about vendor payment terms and the status of purchases that reflect the strong rapport the company has built with its suppliers. In Accenta, you can add or remove vendors and view information about transactions with the vendor. Once the details are saved, they can be accessed when editing the transaction details of the A/P Ledger. Accenta allows you to delete vendors that do not have transactions on file or payments owing.





� XE "Vendor Details:adding" �Adding New Vendor Details

Click Vendor Details �EMBED MSDraw   \* mergeformat��� on the toolbar to access the Vendor Details screen.



Enter the following Vendor details:



<Vendor ID> (20 characters):  Enter an alphanumeric vendor ID.  The vendor ID should not contain spaces or special characters.  Accenta does not allow duplicate entry of the vendor ID.



<Vendor Name> (24 characters):  Type the name of the vendor.



<Address>:  Type the address of the vendor complete with city, state and zip.



<Telephone> (10 digits):  Type the contact number of the vendor.



<Y-T-D Purchases> (9 digits):  Enter the total value of the year-to-date purchases made with the vendor.



<Y-T-D Payments> (9 digits):  Enter the total payments made to the vendor for the current year till date.



<Y-T-D Discounts> (9 digits):  Enter the total discount amount taken in the current year.



<M-T-D Purchases> (9 digits):  Enter the total value of the purchases for the current month-to-date.



<M-T-D Payments> (9 digits):  Enter the total payments made to the vendor for the current month-to-date.



<M-T-D Discounts> (9 digits):  Enter the total value of the month-to-date discounts taken.



<Federal ID>:  Type the Federal ID of the vendor.



<Report 1099>:  Click Yes to generate the report for the vendor.



<Payment Held>:  Click the payment status of the vendor.  The payment status indicates whether payment is held towards the vendor.



<Payment Terms>:  The payment terms agreed upon between the vendor and the firm.  Selecting the payment terms is required to save the vendor details.  The terms selected for a vendor apply for all the invoices of that vendor.



Click OK to save and continue.



Click Cancel to exit.





Note:  To change the vendor details, enter the vendor ID. Accenta displays the details of the vendor. Enter the new details and click OK to save. 





� XE "Vendor Details:deleting" �Deleting a Vendor

Click Vendor Details �EMBED MSDraw   \* mergeformat��� on the toolbar to access the Vendor Details screen.



Click the list button of the vendor ID to access the Choose Vendor dialog box.



To select the vendor ID, click the ID from the list.  Click OK select and display the vendor details.



Click Delete �EMBED MSDraw   \* mergeformat��� to remove the vendor.



A message appears confirming the deletion.  Click Yes or press <Y> to confirm the deletion of the vendor details.



Click Cancel to exit.









Transactions� XE "Accounts Payable (A/P):transactions" �

A/P transactions record purchases, payments, and expenses made by the firm. The transactions of the A/P module include:





�	Bills			� 	Apply Open Credit



�	Check			� 	Open Credit



�	Debit Memo		� 	Recurring Invoice



�	Credit Memo

Overview� XE "Accounts Payable (A/P):overview" �





Bills

A bill is a written record, or evidence, of a transaction. The Bills module collects the transaction details and posts the transaction to the G/L as per the default accounts specified in Account Posting Information. The transaction details can relate to inventory purchases or the transaction journals. Accenta makes an on-line update of items purchased to Inventory Information.





Check Payment

Check Payment transacts the check payment details of invoices made to the vendor. The Check Payment module generates computerized checks or accepts manual check details for payments made on invoices. Accenta has a stop payment option which is transacted to the payment amount of the invoice, and the module allows for partial payment of invoices. The payment selection report for Check Payment lists the invoices selected for payment.





Debit Memo

The Debit Memo is a written record sent by the vendor informing the firm about increment changes in the invoice value due to discrepancies that were discovered while editing the invoice. The debit memo is given when the net amount printed in the invoice is lesser than the actual invoice amount. Accenta transacts debit note details to the invoice value and posts the transaction as per the default accounts setup in the Account Posting Information. Debit Memo in A/P accepts the details as adjustments of the inventory purchase or as the journal of the transaction.





Credit Memo

The Credit Memo is a note sent by the vendor indicating adjustments (decrement) in the invoice value of the bill due to discrepancies occurred while editing the bill. Credit memo collects the transaction details as of adjustments of inventory purchase or in terms of the journal of the transaction and transacts the credit note value to the invoice balance amount.













Apply Open Credit

The Apply Open Credit transacts deposits and prepayments on invoices due for payment. Accenta updates the balance invoice amount and the total open credit value of the vendor with the open credit applied. Open credit can be applied to invoices due for payment to the vendor.





Open Credit

Open Credit records the prepayments and deposits made with the vendor. Accenta updates the total open credit value of the vendor and posts the journal edited in the transaction to the G/L. Debit memos of the Open Credit decrease the total open credit value of the vendor while Credit Memos increase the total open credit value.





Recurring Invoice

Accenta saves details of bills that recur in time and provides access to the bills when required. The bill details do not include transaction date and due date, as they may vary. Options are provided to delete unnecessary recurring invoices.







Bills� XE "Accounts Payable (A/P):bills" �

The Bills module collects the transaction details and posts to the G/L. The transaction details relate to inventory purchases or transaction journals. For inventory details, Accenta makes an on-line update of items purchased to Inventory Information.





� XE "Bills:posting an entry" �Posting an Entry to Bills

Click A/P in the Ledger Tool Set �.  The transaction icons of A/P appear in the Transaction Tool Set.



Click Bills in the Transaction Tool Set �EMBED MSDraw   \* mergeformat���



The Bills window appears on the Accenta screen. The bill details include vendor information, payment terms applied on the invoice and the invoice value depicted in terms of journal or inventory purchase from the vendor.



To enter the vendor, click the lens � button of the vendor ID.



The current vendor IDs and names are listed in the Choose Vendor dialog box.



Select the vendor and click OK.  The name of the vendor appears in the Name edit box.



Enter the invoice details:



Invoice Number (20 characters):  Type a unique invoice number.  For a recurring invoice, click the list button of the invoice number.  Accenta displays the invoice numbers setup in the recurring invoice module.  Double click to choose the number and to display details of the invoice selected.  Entry of the invoice number is mandatory.



Invoice Amount (10 digits):  Type the amount incurred in the invoice.



Net Invoice Amount (10 digits):  Type the net amount of the invoice and the amount including discounts, taxes, and miscellaneous charges.  The Invoice amount can be greater or lesser than the Net Invoice amount; however, both amounts must be greater than zero.



Due Date:  Type or select the due date limit for the payment of the invoice.  By default, Accenta displays the due date as per payment terms applied to the invoice.  The due date does not appear if the payment terms applied to the invoice is Prepaid.



Notes (20 characters):  Type the remarks about the invoice.



Payment Terms:  Click the list button of the payment terms to display the Payment Terms dialog box.  Specify the payment terms agreed between the vendor and the firm.  By default, the payment terms setup for the vendor apply for all the invoices of that vendor, but the system allows you to setup payment terms for a particular invoice.  See section on Selecting the Payment Terms.



Select the entry type.  Accenta provides you with two entry types for bills:



Inventory Item:  The details of the transaction are entered in terms of items purchased.



Non Inventory Item:  The details of the transaction are entered in terms of accounts or statements.



Details for either entry type can be entered in an invoice. You can switch between the entry types while editing the bill. The details of the current entry type are cleared if the other entry type is selected.







Inventory Bill� XE "Accounts Payable (A/P):inventory bill" �

Accenta collects details of the inventory purchases and makes an on-line update of the transaction to Inventory Information and to the G/L. The Inventory Item section is displayed when the circle of Inventory Item option is filled.





� XE "Inventory Bill:selecting" �Selecting the Item

Double click the item code cell to access the current list of items in the Choose Item dialog box.



Select the item and click OK of the dialog box.



The item code and description appear in the inventory details.



For the next item, click the item code cell and choose the item from the dialog box.



Click Cancel to close the dialog box.





� XE "Inventory Bill:entering inventory purchase details" �Entering Inventory Purchase Details

How do we get into this section?

Enter the following purchase details:



Quantity (8 digits):  Type the quantity of the item purchased.  The quantity entered must be greater than zero.



Amount (8 digits):  Type the total cost incurred for the purchase of the item.  The amount entered must be greater than zero.



Account Code:  Select the account associated with the item.  The default value is the account setup with the item in the inventory item details.  To select an account, double click the account code cell.  The list of account codes and descriptions appear.  Double click the account code to select it.  The account code and the description are displayed for the item.



Accenta displays the net amount of the inventory purchase.  The total amount of inventory should be equal to the net amount of the invoice.



Click OK to save the bill details and continue.



See also:

Non-Inventory Bill







Non-Inventory Bill� XE "Accounts Payable (A/P):non-inventory bill" �

The Non-Inventory section depicts transaction details in terms of accounts or statements of the double-entry system.





� XE "Non-Inventory Bill:entering" �Entering Amounts

Click the arrow button of the transaction type to access the list of transaction types created in the Transaction type setup drop down.



Click the transaction type to select.



The accounts of the transaction are displayed in the journal of the bill.



Double-click the account code cell in the Choose Account Code dialog box to select account code.



Double-click to choose the account.  The account code and the description appear in their respective cells.



Enter the account figures:



Debit (9 digits):  Type the amount debited against the account.



Credit (9 digits):  Type the amount credited against the account.



The entry should consist of at least one debit and one credit, and amounts must be greater than zero.  Accenta displays the total debits and total credits.  Accenta does not save the details if total debits do not equal total credits, or if the total amount is not equal to the net amount to the invoice.



Click OK to save and continue.







Payment Terms� XE "Accounts Payable (A/P):payment terms" �

Payment Terms is the setup of payment conditions agreed upon by the vendor and the firm prior to making a transaction. The payment term can be selected for a particular vendor as well as for a particular bill. By default, the payment term selected for a vendor applies for all the invoices transacted for that vendor.





� XE "Payment Terms:selecting" �Selecting the Payment Term

Click Payment Terms �EMBED MSDraw   \* mergeformat��� to access the Payment Terms dialog box.



Select from the following available terms:



Prepaid:  Pay cash before the transaction is through.



Cash on delivery:  Pay cash  after the delivery of items within the specified due period.



Discount terms:  Accenta allows you to create discount programs on payments.



None:  No specific payment terms applied. The default payment option is None when no payment terms are selected in the customer details.



Enter the discount rate if applicable.



Click the period for which the discount is valid.  Choose one of the following:



End of Month



Next End of Month



Day of Month



Number of Days



For day of month and number of days options enter the final day that the discount offer is valid.



Click the due period when the payment is to be made.



The due period options are the same as those of the discount period.



Click OK to apply the payment terms.







Check Payment� XE "Accounts Payable (A/P):check payment" �

Check Payment generates checks and records manual (handwritten) check payment details on invoices transacted in the Bills module. Check Payment handles partial payments of the invoices, open credit applied on payments, and stop payments. The module includes the payment selection report which lists the invoices selected for payment.





Entering� XE "Check Payment:entering" � a Check Payment

Click A/P � in the Ledger Tool Set to access the transaction icons.



Click Check � in the Transaction Tool Set to access the Check Payment screen.



Entry of payment details from vendor invoices is necessary for issuing a computerized check or recording manual check details.  Accenta either issues a check or accepts details of manual checks for payment towards a vendor.



Double-click the Due Date edit box to access the calendar dialog box.



Select the date and click OK.



The date appears in the due date edit box.  Accenta selects the invoices whose payments fall due on or before the specified due date.



Select a vendor from the Available Vendors for Payment box, which gives you a list of vendors due for payment, and click the Add button.



The vendor appears in the Selected Vendors for Payment box.  The options for selecting the vendor include:



Click Add All �EMBED MSDraw   \* mergeformat��� to select all the vendors for payment.



Click Add � to add the highlighted vendor of the Available Vendors for Payment box to the Selected Vendors for Payment box.



Click Remove �EMBED MSDraw   \* mergeformat��� to remove or deselect the highlighted vendor from the Selected Vendors for Payment box.



Enter the Check Payment details:



Apply Open Credit:  Click Yes to apply open credit on the payment made to the vendor.



Transaction type:  Click the arrow button.  Accenta lists the transaction codes which have a valid document number and a cash account credited in the transaction.  The entry of the transaction type is mandatory.



Transaction date:  Enter the date of the payment transaction.  The default value is the current date.



Double-click the vendor in the Selected Vendors for Payment box to select invoices for payment.



The invoices due for payment within the specified due date are displayed in the invoices section.  The invoices section also displays the following:



Invoice Number:  The number of the invoice selected for payment.



Invoice Date:  The transaction date of the invoice.



Invoice:  The original invoice amount.



Balance:  The net amount due for payment to the vendor.



Payment Term:  The terms of payment agreed upon between the vendor and the firm.



Discount Available:  The discount available on the invoice amount.



Discount Date:  The last day the discount is valid.



Enter the payment details:



Amount to Pay:  Type the payment made on the invoice.  By default, the balance amount of the invoice is displayed in the cell.  The amount entered should not be greater than the balance amount of the invoice.  Accenta selects the invoices for payment whose Amount to Pay value is greater than zero.



Discount:  The discount taken on the invoice. The discount amount should not be greater than the amount entered in the Amount to Pay edit box.



Net Amount:  The total payment for the invoice. 





Note:  In the Invoice section the Accenta allows you to edit only the Amount to Pay and Discount values.



Check payment display for the total value of payments made to the vendor.  The following values are displayed:



Total Amount:  The sum of the Amount to Pay values of the invoices selected for payment.



Total Discount taken:  The total discount taken on the invoices selected for payment.



Check Amount:  The total payment made to the vendor.



Click Update Information � to save the payment details.



Update information saves the invoice payment details in a temporary file.  The payment details are not updated if you click Cancel without generating the check.



To issue a check, click Generate Checks/Accept Hand Check Particulars.



The Generate Check option is active after the payment details of the invoice have been saved.  The check number is the value of the next document number of the selected transaction type.





� XE "Check Payment:other options" �Other Check Payment Options

These options are active only before or after the entry of the invoice payment details:

Click Void Payment � to issue stop payment on checks. 



The void payment is not enabled during the entry of payment details.



Click Generate Checks/Accept Handcheck Particulars � to generate computerized checks for payment on invoices, and save manual check information along with invoice payment details.



Generate Check/Accept Handcheck Particulars is enabled only after the payment details have been saved.



Click Payment Selection Report � to display the invoices selected for payment.



Information is available in the Payment Selection report immediately following the entry of payment details in the invoice.





See also:

Manual Check Entries





Manual Check Entries� XE "Accounts Payable (A/P):manual check entries" �

The details of the Manual check should be entered along with the invoice payment details of the vendor.





� XE "Manual Check Entries:entering" �Entering Manual Check Information

Click Hand Check Option.



The option is enabled when a check mark appears on the box.



Enter the following Manual Check details:



Check No:  The number on the manual check.  Check payment does not allow duplicate or invalid check numbers.



Check Date:  The transaction date of the manual check.  By default, the system displays the current date.



Check Amount:  The amount entered in the check.  The amount should be equal to the total of the payment made for the selected invoices of a vendor.



Click the Update Info button.



The payment details of the invoice and the check are saved in a temporary file.  The details are not saved, if the check amount displayed by the system is not equal to the check amount of the manual check.



Click the Accept Manual Check button �EMBED MSDraw   \* mergeformat���.



The payment details are saved and is updated in the vendor payment information.  The payment details are lost if the Cancel button is clicked without clicking the Accept Manual Check button.





Note:  The due date criteria should be setup before the selection of vendors. When a vendor is selected from the Available Vendors for Payment box, the system selects the invoices that are due for payment on or before the specified due date. Also, the Generate Checks/Accept Hand Check Particulars button is used for generating computerized checks as well as accepting the particulars of manual checks. The computerized check will not be generated if the manual checks particulars are entered along with the payment details.







Bills Selection Report � XE "Reports:bills selection" �

The Bills Selection Report displays the list of invoices selected for payment grouped under the current vendor.





� XE "Bills Selection Report:displaying" �Displaying Selected Invoices for Payment

To create the Bills Selection Report, click A/P � in the Ledger Tool Set.



Click Check Payment � in the transaction Tool Set to access the Check Payment screen.



Enter and update the invoice payment details.



Click Display Selected Invoices �EMBED MSDraw   \* mergeformat��� in the Check Payment module to access the Bills Selection Report.



Enter the following report information:



Invoice Number:  The Invoice of the vendor selected for payment.



Invoice Date:  The transaction date of the invoice.



Invoice Amount:  The net amount of the invoice.



Discount:  The discount taken on the invoice.



Amount to Pay:  The value of the payment made on the invoice.



Net Amount:  The total value of the payment made on the invoice.



Click Close � to exit.





Note:  Accenta displays a message if none of the invoices have been selected for payment. To select invoices for payment, click the automatic selection to select all the invoices pertaining to a vendor. To select a particular invoice, enter the details of the invoice in the manual selection routine of check transaction.

See also:

Void Payment



Payment Selection Report

Need description for this!







Void Payment� XE "Accounts Payable (A/P):void payment" �

Accenta allows you to issue stop payment on checks that have been generated. The payment of the void check is updated to the balance amount of the invoices of the vendor.





� XE "Void Payment:issuing a stop payment" �Issuing a Stop Payment

Click Void Payment � to access the Void Payment dialog box.



To enter the Vendor ID, click the List button of the Vendor ID to view the current list of vendors.



Select the vendor and click OK.



The vendor ID and the name of the vendor appear in the Void Payment dialog box.  Accenta displays a message if no check entries are recorded against the selected vendor.



Click the List button of the Check Number to select the check number.



The check numbers that have been issued for payment appear in the Choose Check dialog box.



Select the check and click OK.



The check details and related invoice details appear in the Void Payment dialog box.



Enter the following information:



Transaction date:  Type or select the date of the void payment transaction.  The default value is the current date.  The transaction date may not be displayed if a void payment has been issued on check; the status value ‘void check' will be displayed instead.



Accenta displays the invoice payment details of the check.  The invoice details cannot be edited:



Invoice Number:  The invoice for which the check has been passed.



Invoice Date:  The transaction date of the invoice.



Invoice Amount:  The total invoice amount.



Amount Paid:  The payment amount of the invoice.



Click OK to issue the stop payment.



Accenta does not allow you to issue a stop payment on a void check.







Debit Memo� XE "Accounts Payable (A/P):debit memo" �� XE "ebit memo" �

A Debit Memo is a written record, provided by the vendor, informing the firm about adjustments (increment) that have been made due to discrepancies that were found when editing the bill.





� XE "Debit Memo:entering" �Entering a Debit Memo

Click A/P � in the Ledger Tool Set to access the Transaction Tool Set.

Click Debit Memo �EMBED MSDraw   \* mergeformat��� in the transaction Tool Set to access the Debit memo screen.



The debit note includes details of the vendor, the amount debited by the vendor, and details of the transaction.



Click the vendor list button to select the vendor.



The current list of vendors appears in the Choose Vendor dialog box.



Click the vendor and click OK.



The vendor ID and name appear in the Debit Memo screen.



Type or double-click the invoice number.



Accenta lists the invoices due for payment to the vendor.  The list displays the invoice number, description, and balance amount for the invoices that are due for payment



Enter the following Debit Memo details:



Amount (10 digits):  Type the amount of  the debit note.  The amount should not be greater than the invoice balance amount or lesser than zero.



Notes (20 characters):  Type the remarks about the Debit note.



Date:  Type or select the transaction date.  By default, Accenta displays the current date.



Select the entry type of the Debit Memo by clicking one of the following:



Inventory:  Edit the item adjustments of the Debit Memo.



Non Inventory:  Edit the journal of the Debit Memo transaction.



Double-click Item Code to select an inventory entry type.



The items available in the Inventory information appear in the Choose Item dialog box.



Click the item and click OK.  The item code and description appear in the Inventory details.

Enter the following inventory details:



Quantity (8 digits):  Type the quantity adjustment figure.



Amount (8 digits):  Type the adjustment amount for the item.





Note:  Both values must be greater than zero.



For a non-inventory entry type, select the transaction type by clicking the arrow button.



Select the transaction type from the drop down list.



The accounts of the transaction type appear in the Debit Memo screen.  Entering the transaction type is optional.



Double-click the account code cell of the item to access the Choose Code dialog box.



Choose the account for the item.



By default, the account selected for the item in the inventory item details is displayed.



Click Cancel to close the dialog box.





Note:  Accenta calculates and displays the net amount of the inventory items.  The details are saved if the total amount of the inventory is equal to the amount of the debit note.  Accenta does not collect the transaction details if the account code is not entered.



Enter the following transaction details:



Debit/Credit (9 digits):  The debit or credit figures of the account.  The transaction must have at least one debit and one credit entry, and both figures must be greater than zero.



Total debits and credits appear below the debit and credit columns respectively.  The column totals should match and be equal to the amount of the debit memo.



Click OK to save and continue.









Credit Memo� XE "Accounts Payable (A/P):credit memo" �



� XE "Credit Memo:entering" �Entering a Credit Memo

Click Credit Memo �EMBED MSDraw   \* mergeformat��� in the A/P ledger to access the Credit Memo screen.



Type the vendor ID or click the list button to select the vendor that produced the Credit Memo.



Accenta list the vendors available in the vendor information.  



Select the vendor and click OK in the dialog box.



The vendor ID and vendor name appear in the Credit Memo screen.



Click list to view the list of invoices.  



The list displays the invoice number, description, and balance payment amount of the invoice.



Select the invoice number and click OK.



Enter the following Credit Memo details:



Date:  Type or select the transaction date.  The default value is the current date.



Amount (10 digits):  Type the amount of the credit note. The amount should not be zero or greater than the current balance due amount of the invoice.



Notes (20 characters):  Type the remarks about the credit note.



Select the Credit Memo entry type:



Inventory:  Details of item adjustments regarding the credit note are entered.



Non Inventory:  Invoice adjustments that do not include inventory items are entered.



For an inventory item, click the inventory type.



The option is enabled if  the circle is filled and the inventory edit section appears in the Credit Memo screen.  By default, the Inventory entry type is enabled.



Double-click the item code cell.



Accenta list the codes and descriptions of the item available in the inventory item details.



Click the item and click OK.



The item code and description appear in the inventory of the Credit Memo.



For the next item code click the item code cell and choose the item from the dialog box.



Click Cancel to close the dialog box.



Enter the following Inventory details:



Quantity (8 digits):  Type quantity adjustment figure. The quantity should be greater than zero.



Amount (8 digits):  Type the amount adjustment figure for the item. The amount should be greater than zero.



The Credit Memo displays the net amount of the inventory adjustments.  The details are saved if the total inventory amount equals the amount of the credit note.



For a non-inventory item, click the non-inventory type.



The entry type is enabled when the circle to the left is filled.  The accounts edit screen appears on the Credit Memo screen.



Click the arrow button of the transaction type and select the transaction type from the drop down list.



The accounts of the transaction appear in the Choose Account dialog box.  Entering the transaction type is optional.



To change or add accounts double-click the account code cell.



Accenta lists the G/L accounts in the Choose Account in the dialog box.



Select the account and click OK.



The account code and description appear in the accounts of the Credit Memo.



For the next account, click the next account code cell and choose the account from the dialog box.



Click Cancel to close the dialog box.



Enter the following account figures:



Debit/Credit (9 digits):  The debit or credit figures of the account.  The transaction must have at least one debit and one credit entry, and both figures must be greater than zero.  Total debits and credits appear below the debit and credit columns respectively.  The details are not saved unless the column totals match and equal the amount of the credit memo



Click OK to save and continue.







Apply Open Credit� XE "Accounts Payable (A/P):apply open credit" �

Prepayments and deposits made to the vendor are applied on the invoices of the vendor. Accenta transacts the open credit applied to the payment value of the invoice. Open credit can be applied on invoices due for payment to the vendor.





� XE "Apply Open Credit:entering" �Entering an Apply Open Credit Transaction

Click Apply Open Credit �EMBED MSDraw   \* mergeformat��� in the transaction Tool Set to access the Apply Open Credit window.



Type the vendor ID or click the list button of the vendor ID.



Accenta lists the current vendors in the Choose Vendor dialog box.  Apply Open Credit works if the vendor ID is valid and the total open credit value of the vendor is greater than zero.  Apply Open credit displays the name and the total open credit value of the vendor.



Type or choose the invoice number by clicking the list button of the invoice number.



The invoices due for payment are listed in the Choose Invoice dialog box.



Click the invoice and click OK in the dialog box.



The invoice number must be valid and pertain to the selected vendor.  The entry of the invoice number is mandatory for applying the open credit.



The details of the invoice appear on the Invoice Particulars of the Apply Open Credit screen:



Invoice No:  The invoice number.



Invoice Date:  The transaction date of the invoice.



Invoice Amount:  The original invoice amount.

Balance Amount:  The payment amount due to the vendor on the invoice.



Enter the following Apply Open Credit Details:



Date:  Type or select the date of apply open credit transaction. The default value is the current date.



Amount (10 digits):  Type the open credit amount applied on the invoice. The open credit applied on the invoice should be lesser than or equal to the invoice amount and also lesser than or equal to the total open credit value of the vendor.



Reference (20 characters):  Type the journal number with reference to the transaction. The entry of the reference number is essential to save the apply open credit details. The reference number should be unique.



Notes (20 characters):  Type the remarks about the Apply Open credit transaction.



Click OK to save and continue.



Accenta updates the value of the invoice and the total open credit value of the user according to the open credit amount applied on the invoice.









Recurring Invoices� XE "Accounts Payable (A/P):recurring invoices" �







� XE "Recurring Invoices:entering" �Adding a Recurring Invoice

Click A/P � in the Ledger Tool Set to access the A/P transaction icons in the Transaction Tool Set.



Click Recurring Invoices �EMBED MSDraw   \* mergeformat��� in the Transaction Tool Set to access the Recurring Bills screen.



Type the vendor ID or click the list button to display the current list of vendors available.



Select a vendor by double-clicking it or highlight the vendor and click OK.



The name of the selected vendor is automatically displayed.  If you want to add a new Vendor, click New.  See the section on Adding a New Vendor for more information.



Enter the following Recurring Invoice details:



Invoice No (20 characters):  Type a unique invoice number.  This entry is mandatory.



Amount (10 digits):  Type an invoice amount greater than zero.



Net Amount (10 digits):  Type the net amount of the invoice which includes the invoice amount, discount, taxes, and miscellaneous charges.



Notes (20 characters):  Type the remarks about the recurring invoice.



Payment Terms:  Select the terms of payment for the recurring invoice.  By default, the payment terms selected for the vendor apply to the recurring invoice.



Click the entry type of the invoice.  By default the Inventory entry type is active:



Inventory:  Edit details of items in the recurring invoice.



Non Inventory:  Edit the journal of the recurring invoice.

For an inventory entry type, double-click the item code cell.



The current list of items appears in the Choose Item dialog box.  



Click the item and click OK in the Choose item dialog box.



The item code and description are displayed in the Inventory of the Recurring Invoice.



For the next item, click the item code cell and choose the item from the dialog box.



Click Cancel to close the dialog box.



Enter the following Inventory details:



Quantity (8 digits):  Type the quantity of the item purchased.



Amount (8 digits):  Type the total amount incurred for the purchase of the item.





Note:  Both values must be greater than zero.



To choose an account, double-click the account code cell.



The G/L accounts appear in the Choose Account dialog box.  The account code and description of the account selected appear for the item.  The account for an item is required to post the inventory purchase of an item in the G/L.  The default value is the account assigned to the item in Inventory Item information.



Recurring Invoice displays the net amount of the inventory.  Accenta saves the details if the total amount is equal to the net amount of the invoice.



For a non-inventory entry type, click the arrow button of the transaction type.



The list of available transaction types drop down.  The entry of the transaction type is optional.  Accenta displays the journal of the selected transaction type in the accounts of the non-inventory section.



Enter the following transaction details:



Debit (9 digits):  The amount debited against the account.



Credit (9 digits):  The credit amount of the account. 



Accenta displays the total amounts for debits and credits and saves the details if the totals match.  The value of the total amount should be equal to the net amount of the invoice.



Note:  Both values must be greater than zero.



Click OK to save and continue.





� XE "Recurring Invoices:deleting" �Removing a Recurring Invoice

Click A/P � in the Ledger Tool Set to access the A/P transaction icons in the Transaction Tool Set.



Click Recurring Invoice � in the Transaction Tool Set to access the Recurring Invoice screen.



Click the lens � button of the Vendor ID.



The current vendors are listed in the Choose Vendor dialog box.  



Click the vendor and click OK.



The vendor ID and vendor name appear in the Recurring Invoice screen.



Type the recurring invoice number pertaining to the Vendor or click the list button to select.



The Choose Recurring Invoice dialog box appears.  The dialog box lists the recurring invoices of the selected vendor.



Double-click the invoice to access the details of the recurring invoice.



Click Delete �EMBED MSDraw   \* mergeformat��� to remove the recurring invoice.



A message appears confirming the deletion.  Click Yes or press Y to confirm the deletion of the recurring invoice.



Click Cancel to exit the module.







Open Credit� XE "Accounts Payable (A/P):open credit" �

 The open credit records the deposits and prepayments made with the vendor, prior to making the transactions.





� XE "Open Credit:entering" �Entering an Open Credit

Click A/P �EMBED MSDraw   \* mergeformat��� in the Ledger Tool Set to access the A/P transaction icons in the transaction Tool Set.



Click Open Credit �EMBED MSDraw   \* mergeformat��� in the Transaction Tool Set to access the Open Credit screen.



Type the vendor ID or click the list button to choose the vendor.



The Choose Vendor displays the current list of  vendors available in the Vendor information.



Select a vendor by double-clicking it or highlight the vendor and click the OK button.



The name of the selected vendor is automatically displayed. The transaction is not saved if the vendor ID is invalid or not edited.



Enter the following Open Credit details:



Open Credit Reference:  Type a unique journal reference number of the open credit transaction.  The reference number must be entered to save the details.



Date:  Type or select the transaction date.  The current date is the default value for the transaction date.



Open Credit Amount (10 digits):  Type the amount applied to the vendor.  The Open Credit amount must be greater than zero, and must be less than the total open credit value of the vendor if the open credit is applied on the Debit Memo.



Notes (20 characters):  Type the remarks about the open credit transaction.



Transaction Type:  Select the transaction type from the drop down list.  This entry is optional.  The journal of the transaction type is displayed in the accounts of the Open Credit.  By default, the open credit value is distributed in the journal entry if the journal of the transaction type consists of a single debit and a single credit entry.



Select the option for the Open Credit:



Debit Memo:  Decrements the total open credit value of the vendor.  The Debit Memo option is disabled if the total open credit value of the vendor is zero.



Credit Memo:  Increments the total open credit value of the vendor.



Double-click the account code cell.



Accenta lists the G/L accounts in the Choose Account in the dialog box.



Select the account and click OK.



The account code and the description appear in the Open Credit box.



For the next account, click the next account code cell and choose the account from the dialog box.



Click Cancel to close the dialog box.



Enter the following Open Credit details:



Debit (9 digits):  The debit amount of the account.



Credit (9 digits):  The credit amount of the account.



Accenta displays the total amounts for debits and credits and saves the details if the totals match.  The value of the total amount should be equal to the Open Credit amount.





Note:  Both values must be greater than zero.



Click OK to save and continue.



Open Credit updates the total open credit value of the vendor according to the option and amount applied.







Reports� XE "Accounts Payable (A/P):reports" �

The following reports are generated in the A/P module:





Check Register:  Details of check payments made by the firm.



Open Invoice Report:  Details of invoices, credit notes, debit memos and open credits transacted by each vendor.



Purchase Journal:  The information of purchases made by the firm.



Vendor List:  The current information of the vendors.





� XE "Reports:running" �Running a Report

Select the A/P option in the Reports Menu.



The A/P Reports dialog box opens up.  The dialog box prompts the user for the report name.



Click the list button of the Report Name edit box.



The Open Report dialog box appears.  The dialog box displays the library in which the report is located and the list of A/P reports.



Select a report and click OK to choose the report and close the dialog box.



The name of the report appears on the Report Name edit box.



Click Run to view the report.



A/P Reports provides options to view the report on screen, print the report, or transfer the information to another form (e.g., worksheet).



Click the required destination.













Report Format� XE "Accounts Payable (A/P):report format" �

The Report contains the name of the firm followed by the Report Name and date. The format of the information in the report varies between each report. The information may be grouped under sub-headings with their subtotals and displayed under respective fields of the reports. On the screen, Accenta displays a single page of information at one time.







Toolbar Options� XE "Report Functions:toolbar" �

�



The screen view of the report has a toolbar which allows to perform various functions, such as switching between pages, zooming in and out, and printing the report. Following is a list of all the options:





�	Display a magnified view of the report.



�	Display a diminished view of the report.



�	Displays the previous page.



�	Displays the next page.



�	Displays the first page.



�	Click to view the end of the report.



�	Click to print the report.



�	Close the report and return to the Accenta screen.











Check Register� XE "Reports:check register" �

The Check Register displays information on checks that have been issued to the vendors to date. The check details are grouped under the cash account against which the payment transactions have been credited. The invoice details are grouped under the check if the payment has been made for the respective invoices.



The Check Register report includes the following information:





Account Name:  The cash account against which the check payment transaction has been credited.



The following details are included for each cash account:



Check Number:  The unique number that represent the check details.



Check Date:   The date of the check.



Check Amount:  The amount for which the check has been generated.



The following invoice details are displayed for each check:



Invoice No:  The invoice number for which the payment has been made.



Invoice Date:  The transaction date of the invoice.



Discount:  The discount amount taken on the invoice.



Amount:  The payment made on the invoice.



Status:  The status of the check.



Total:  The total payment made on the invoices of the check.  The total amount is equal to the check amount.







Open Invoice Report� XE "Reports:open invoice report" �

The Open Invoice Report gives you information about invoice transactions that affected the invoices for each vendor. The transaction details are grouped and displayed in order of vendors. The Open Invoice Report includes the following information:





Document:  The type of transaction effected (e.g., invoice, debit or credit memo, open credit etc.)



Doc No:  The journal reference number that uniquely represent the transaction.



Date:  The transaction date.



Amount:  The amount incurred in the transaction.



Balance amount:  Amount due on the invoice.



Open Credit:  The open credit amount of the vendor.



Total:  The net amount to be paid to the vendor.





Note:  The open credit applied on invoice is reflected in the balance amount of the invoice and is not shown as a separate transaction. The debit memo and credit memo transactions though displayed in the report, its transaction amount is calculated on the invoice and reflected as balance amount in the invoice.







Purchase Journal� XE "Reports:purchase journal" �

The Purchase Journal Report shows the list of purchases made by the firm from each vendor. The report includes the following details:





Date:  The transaction date of the invoice.



Invoice No:  The unique invoice number.



Vendor ID:  The identification number of the vendor from whom the purchase was made.



Vendor Name:  The name of the vendor.



Reference:  A brief description of the invoice.



Invoice Amount:  The transaction amount of the invoice.



Total:  The net amount the firm has to pay to its vendors.









Vendor List� XE "Reports:vendor list" �

The Vendor List Report gives you the current list of vendors. The report includes the following information regarding the vendor:





Vendor ID:  The identification number of the vendor.



Vendor Name:  The name of the vendor.



Telephone:  The telephone number of the vendor.

�Accounts Receivable (A/R)� XE "Accounts Receivable (A/R)" �

Welcome to Accounts Receivable, the module that deals with the transactions pertaining to the sales of the company. The objectives of A/R are to analyze customers’ payment behaviour and determine their credit limits, analyze the performance effected by salespeople, and manage the aging of receivables and bad debts accounts. The A/R module is designed to provide senior- and middle-level management with the information necessary to make decisions. For example, a decision to improve production methods and sales strategies may be based on the sales history information that is viewed by managers from various levels.







� XE "Accounts Receivable (A/R):setup" �Setup

The Setup section deals with customer maintenance, sales persons, taxes, and sales accounts. These items are required for any transaction in the A/R module. A/R Defaults sets up the G/L accounts for the A/R account types. The journal of A/R transactions is posted to the G/L accounts selected in the A/R Defaults module.







� XE "Accounts Receivable (A/R):overview" �Overview

This following information is included in the A/R Setup section:





Customer Details

The A/R Customer Details module keeps track of customer information for a company. Accenta collects details of the customer, tax and discount permits, assigned sales people, credit limits, and month-to-date sales figures. This module maintains updated information on open credits, deposits, balances, finance charges, and the transaction value per month for each customer.















Sales Person Details

A/R Sales Persons includes the name, address, and month-to-date sales and payment figures for each sales person. The functions in this module include:



Collecting previous sales figures of the sales person;



Maintaining updated performance data of the sales person; and



Deleting sales person details not required by the user.





Sales Tax Details

AR Sales Tax deals with the setup and maintenance of taxes charged on invoices.







� XE "Accounts Receivable (A/R):setting up A/R defaults" �A/R Defaults

A/R Defaults sets up G/L account codes for the A/R account types, as well as the grace period and the rate for finance charges. The selected G/L accounts are applied on the A/R transactions. 





Entering Default Information

Click A/R Defaults � on the toolbar or choose A/R Defaults from the Setup Menu to access the A/R Default screen.



Select the default information from the following Account Setup details.  (Note that the G/L account codes for the respective account types are available for selection):



<Receivable>:  For posting transactions that affect the payments by the customer.



<Deposits>:  For posting deposits applied on invoices.



<Sales Discounts>:  For posting discounts allowed on invoices and cash receipts.



<Finance Charges>:  For posting adjustment and payment transactions on finance charges.



<Freight Charges>:  For posting freight charges on invoices.



<Additional Cost>:  For posting miscellaneous charges on the invoice.



<Debits and credits>:  For posting debit and credit note transactions.



<Cash Checking>:  For posting payments made on invoices into cash accounts.



<Bad Debts>:  For posting write-off amounts on invoices of cash receipts transactions.



To select a G/L account code for an A/R account type, double-click the G/L account code cell.  Double-click the account code or highlight the account code and click OK.



Enter the following Finance Charges details:



<Rate/month>:  Enter the rate per month for finance charges calculated on the payment due from a customer.



<Grace period>:  Enter the number of days allowed for the customer to make the balance payment.  The finance charge is calculated if the balance payment is not made within the specified grace period.



Click OK to save and close.







Customer Details� XE "Accounts Receivable (A/R):customer details" �

Customers are the major sources and recipients of data. The data regarding customers is of great importance in the growth of the company, since the quality and production of a company may be attributed to customer sales. Accenta computes the sales per month for each customer, thereby recording the sales history of each customer.



A/R Customer Details allows you to add new customer information. The module collects the address, tax permits, sales person, balance payment, and total sales value of the current month-to-date for the customer. Options relating to the customer include setup of payment terms, shipping address, open credits, balances, deposits, financial charges, and previous transactions of the customer.

You can also delete customers who do not have transactions on file or any balance payments to be made.





� XE "Customer Details:entering" �Entering New Customer Information

Click A/R Customer � on the toolbar to access the A/R Customer Details screen.



Enter the following customer details:



<Customer> (12 characters):  Enter a unique and valid customer code.  This entry is required to save the information.



<Name> (30 characters):  Type the name of the customer.



<Address>:  Type the billing address of the customer.  Specify the exact location of the customer in edit boxes Addr1, Addr2, City, and Country.



<Contact> (30 characters):   Type the name of the contact person.



<Region> (15 characters):  Type the location.



<Comment> (30 characters):  Enter any remarks concerning the customer.



<Sales Rep>:  Select the sales person for the customer.  Accenta displays the current list of sales people.



<Notes> (30 characters):  Type any remarks about the customer to be displayed when editing the bill.



<Balance Forward>:  Click the check box to initialize the opening balance of the future month with the total invoice due by the customer.



<Finance Charge>:  Calculates the finance charges on the payment due by the customer



<Track Sales History>:  Maintains up-to-date information of the previous sales figures.



<Credit Hold>:  Applies any available credit to the balance payment when editing the invoice.



<Subject to tax>:  Click to charge tax on the invoices.



<Tax Code>:  Select the tax charged on the customer from the list of sales tax codes and descriptions.  The tax code edit box is active if purchase is subject to tax.



<Exempt No>:  Type the Exempt Number for the exemption of tax charges on the purchase. The Exempt Number edit box is active if the Subject to Tax option is disabled.



<Discount %> (2 digits):  Enter the discount percentage allowed for the customer.



<Credit Limit> (7 digits):  Enter the maximum credit limit of the customer.



<Balance> (7 digits):  Type the total payment due by the customer.



<MTD Sales> (7 digits):  Type the month-to-date sales figures of the customer.  The balance and the month-to-date sales figures cannot be modified after the customer details have been updated.



<Price Level>:  Enter the price level assigned to the customer.





� XE "Customer Details:other options" �Other New Customer Options

Click Payment Terms � to open the Payment Terms dialog box.



This is where you set up the payment terms agreed upon between the customer and the firm.



Click Shipping Address � to access the Shipping Address dialog box.



This is the address to which the invoiced items will be delivered.  Enter the name and address.



Click OK to save the details.



Click Initial Balances � to access the Initial Balances dialog box during the setup of customer details.



This is the setup option of the customer's open credit, deposit, balances, and financial charges.  The Customer details module maintains the updated information and does not allow the user to manipulate the figures.



Click History � to collect transaction details of the current and previous years for the purposes of analyzing customer payment behaviour.



Click OK to save and continue.



The item details are updated to the Inventory Information.  Accenta does not save item details if the item code has not been entered.





See also:

Editing an A/R Invoice



Selecting the Payment Term



Setting Up Initial Balances



Adding Customer Sales Details



Removing a Customer





� XE "Customer Details:deleting" �Removing a Customer

Click A/R Customer Details � on the toolbar to access the A/R Customer Details screen.



Type the customer code or click the list � button to access the list of current customer codes.



Click the customer and click OK to display the customer code.



The customer code should be valid and the balance of the customer should be zero.



Click Delete � to remove the customer.



A message appears confirming the deletion of the customer.  Click Yes or press <Y> to confirm the deletion.  A message stating that the customer details cannot be deleted may be displayed if the balance amount is greater than zero.



Click Cancel to exit.



See also:

Entering New Customer Information



Adding Customer Sales Details



Entering Payment Terms



Setting Up Initial Balances



Editing an A/R Invoice







Payment Terms� XE "Accounts Receivable (A/R):payment terms" �

The Payment Term is the term of payment agreed upon between the customer and the firm prior to making a transaction. The payment term can be selected for the customer as well as for a particular invoice. By default, the payment term selected for a customer applies to all the invoices transacted by that customer.





� XE "Payment Terms:entering" �Entering Payment Terms

Click Terms � to access the Payment Terms dialog box.



Choose one of the following payment terms:



Prepaid:  Pay cash before the transaction is complete.



Cash on delivery:  Pay cash upon delivery of the goods.



Discount terms:  Customized discount programs on payments.



None:  No specific payment terms applied.  This is the default payment option when no payment terms are selected in customer details.



Enter the discount rate.



Choose one of the following discount periods.  (For the day of month and no. of days options enter the last day the discount offer is valid):



End of Month;



Next end of Month;



Day of month; or



Number of Days



Choose the due period when the payment is to be made.  The due period options are same as those of the discount period.



Click the Cash on Delivery option and click the Due period when the payment is to be made.



For the day of month and no. of days option enter the day limit by when the net amount is to be paid. If the None option is clicked, the net amount is to be paid when the goods are delivered:



None;



End of Month;



Next end of Month;



Day of month; or



Number of Days



Click OK to save the payment terms.







Initial Balances� XE "Accounts Receivable (A/R):initial balances" �

Initial Balances records the details of the customer's balance, deposits, and open credit limits. The initial balances are entered during the setup of customer details. After the customer details are added, Accenta maintains up-to-date information of the customer's status which can be viewed but not edited by the user.



� XE "Intial Balances:setting up" �Setting Up Initial Balances

Click Initial Balances �EMBED PBrush \s  \* mergeformat��� in A/R Customer Details to access the Initial Balances dialog box.



Enter the following Initial Balance details:



<Open Credit> (7 digits):  The total open credit value of the customer.



<Deposit Amount> (7 digits):  The total value of the deposits or prepayments made by the customer.



<Last Paid Amount> (7 digits):  The value of the last payment made by the customer.



<Last Paid Date>:  The date of the last payment transaction.



<Last Sale Amount> (7 digits):   The value of the last sale transaction made to the customer.



<Last Sale Date>:  The transaction date of the last sale made to the customer.



Click OK to save and continue.



The OK button is active if the Initial Balances is entered during the customer details setup.







Customer Sales Details� XE "Accounts Receivable (A/R):customer sales details" �

The transaction history allows the entry of the previous sales figures during the setup of the customer details. Accenta maintain the transaction figures after updating the customer details.





� XE "Customer Sales Details:entering" �Adding Customer Sales Details

Click Sales History � in the A/R Customer Details module to access the A/R Transaction History dialog box.



Enter the following Sales History details:



<Current Year> (7 digits):   Type the transaction figures for the current financial year.



<Previous Year> (7 digits):  Type the transaction figures for the months of the previous financial year.



Click OK to save the details.







A/R Sales Person Details� XE "Accounts Receivable (A/R):sales person details" �

The sales persons are the vital link between the customers and the firm. The firm's growth in the market can be attributed to the skills and the sales achieved by the sales representatives. Details regarding the sales representatives are of utmost importance to the firm. Accenta computes the sales achieved by each representative, enabling management to monitor the performance of each representative and the overall quality and production capabilities of the firm.



The details of the sales persons working in the firm are recorded in A/R Sales Person Details. Once the details are recorded, Accenta takes care of maintaining the sales completed by the sales persons for each month. Users may view completed sales details by invoking the Sales History module. Sales details should be entered prior to or during the setup of Sales Person Details.





� XE "Sales Person Details:entering" �Adding Sales Persons Details

Click A/R Sales Person �on the toolbar to access the A/R Sales Person screen.



Enter the following Sales Person details:



<Rep Code> (10 characters):  Type a unique sales person code.  Accenta does not allow the entry of spaces or special characters in the sales person code.



<Name> (30 characters):  Type the name of the sales person.



<Address>:  Specify the complete address with the postal/zip code in the edit boxes of Addr1, Addr2, city and zip.



<Phone> (10 digits):  Type the telephone number of the sales person.



<MTD Sales> (8 digits):  Type the month-to-date sales figures of the sales person



<Payments Received> (7 digits):  Enter the total payment amount received for the sales completed for the current month.



<Commission Details>:  Type the commission setup for the salesperson.  The Commission Details allows up to two break points (see next item).



<Break Point> (7 digits):  Enter the sales target for a specific commission.



<Percentage> (2 digits):  Type the percentage of commission allowed for the break point.





� XE "Sales Person Details:other options" �Other A/R Sales Person Details Options

Click History � to display the Sales Transaction History dialog box to enter the sales achieved by the sales person.



Click OK to save and to continue.





See also:

Removing Sales Person Details



Setting Up Sales History Details





� XE "Sales Person Details:deleting" �Removing Sales Person Details

Click A/R Sales Person � on the toolbar.



Type the sales person code or click the list button to access the codes and names of the current sales people.

Double-click a code to choose it.



Accenta displays the details of the sales person if the rep code is valid.



Click Delete �EMBED MSDraw   \* mergeformat��� to delete the sales person.



A message appears confirming the deletion.  Click Yes or press <Y> to confirm the deletion.  The sales person's details are removed from the A/R Sales Person module.



Click Cancel to exit.



Sales Person Sales History Details� XE "Accounts Receivable (A/R):sales person sales history details" �

A/R Transaction History permits the entry of previous sales figures during the setup of sales person details. Accenta maintains the updated sales figures of the current sales persons.





� XE "Sales Person History Details:setting up" �Setting up Sales History Details

Click Sales History � in the A/R Sales Person details module to access the A/R Transaction History dialog box.



Click on a particular sales person to enter the prior sales figures of that sales person.



Enter sales history details for the sales person:



<Current Year> (7 digits):  Type the sales figures achieved in the current year.



<Previous Year> (7 digits):  Type the sales achieved by the sales person in the previous financial year.



Click OK to record the sales figures.





See also:

Adding Sales Person Details







Sales Tax� XE "Accounts Receivable (A/R):sales tax" �

The core concept of the A/R Sales Tax section is to give the user details regarding taxes that are currently charged on purchases. It allows the user to modify the existing tax details, add new taxes, and remove those that are no longer necessary. Accenta provides the option to keep track of the total tax charged in transactions each month.





� XE "Sales Tax:applying" �Applying Sales Tax

Click Sales Tax � on the toolbar to access the A/R Sales Tax window.



Enter the following New Tax details:



<Tax Code> (6 characters):  Enter a unique tax code.  Accenta does not allow the entry of spaces or special characters.  The tax details are not saved if a duplicate or no tax code is entered.



<Description> (30 characters):  Type the description of the tax.



<G/L account>:  Select the account code for the tax.  Accenta lists the account codes of the liability accounts.  The journal for the tax charged on the invoice is based on the G/L account.



<Account Description>:  The description of the G/L account.  Accenta displays the account description and this information cannot be edited.



<Freight Taxable>:  Click to charge tax on miscellaneous and freight charges on the invoice.



<MTD Total Sales> (7 digits):  Type the total sales for the current month-to-date.



<MTD Taxable Sales> (7 digits):  Type the total sales amount of the current month for which the tax was charged.



<MTD Tax Charged> (7 digits):  Type the total amount of tax charged for the current month.



<Break Point> (7 digits):  Type the range for which the tax rate is applicable.  For example, a tax rate of 1.5% may be applied to invoices whose totals are less than $200.  The break point here is $200.



<Entity> (2 digits):  Type the tax percentage charged on the purchase pertaining to a certain state, city, or town.



<Tax rate>:  Type the total percent of tax charged for the Break Point.



Click OK to add the tax code.



See also:

Removing Sales Tax



Entering Sales Tax History





� XE "Sales Tax:deleting" �Removing Sales Tax

Click Sales Tax � on the toolbar to access the A/R Sales Tax window.



Click the list button of the Tax code to access the Choose Code dialog box.



Click the tax and click OK in the dialog box.



The details of the tax selected appear on the screen.



Click Delete �EMBED MSDraw   \* mergeformat��� to remove the sales tax.



A message appears confirming the deletion of the sales tax.  Click Yes or press <Y> to confirm the deletion of the tax details from the Sales Tax module.



Click Cancel to exit.







Sales Tax History� XE "Accounts Receivable (A/R):sales tax history" �

The Sales History section of the sales tax module handles the setup of the tax charges of current and previous financial years. The tax history should be entered during the setup of sales tax details. Accenta maintains up-to-date information of the amount of sales tax charged per month; this information may be viewed but not edited.





Entering� XE "Sales Tax History:entering" � Sales Tax History

Click Sales Tax � to access the A/R Sales Tax window.



Accenta collects the history details only during the setup of sales tax details.  See Information on Adding Sales Tax

Click History � to access the A/R Transaction History dialog box for the sales tax.



Enter the following Tax History details:



Current Year:  Type the amount charged of the tax in the current year.



Previous Year:  Type the tax charged for the months of the previous year.



Click OK to save the details.





See also:

Removing Sales Tax







Transactions� XE "Accounts Receivable (A/R):transactions" � 

The A/R module consists of Setup, Transactions, and Reports. In this chapter, you will become familiar with the transaction division of the A/R. The module includes the following transactions:





�	Invoice			� 	Apply Open Credit



�	Credit Memo		� 	Apply Deposit



�	Debit Memo		� 	Apply Cash Receipts







Overview� XE "Accounts Receivable (A/R):overview" �

Invoice

An invoice is a written record or an evidence to a transaction. The Invoice processing module collect the details of the transaction and posts it to the A/R Ledger in terms of default accounts defined in the A/R accounts setup. The invoice module processes information about the mode of payment, the payment terms and the payment due by the customer. The details of the transactions edited by the user can be in terms of items purchased by the customer (Inventory Item) or in terms of accounts to be posted in the A/R Ledger (Non-Inventory Item).





Debit Memo

The Debit Memo is a written record sent by the vendor informing the firm about increment changes in the invoice value due to discrepancies that were discovered while editing the invoice. The debit memo is given when the net amount printed in the invoice is lesser than the actual invoice amount.  Accenta provides you with options to apply the debit memo to invoices, open credits, and deposits. The debit memo applied on deposit and open credits is transacted to setup the deposit and open credit limits of the customer. The debit memo includes details of the invoice (if applied on the invoice), date, and amount applied.





Credit Memo

The Credit Memo is a written record given to the customer indicating decrement changes made to the invoice value, due to certain discrepancies that were found while editing the invoice. You have the option to apply credits on deposits, financial charges, open credits, and cash refunds. The credit memo applied on deposits and open credits is transacted to setup the deposit and open credits limits on the customer. Credit can be applied on financial charges if they have been charged on the customer.





Apply Deposit

Apply Deposit transacts the deposit made by the customer on the invoices due for payment. Options are provided to issue cash refunds and transact payments on financial charges from the total deposit value of the customer. Apply Deposit makes an on-line update to the customer's deposit payment values.





Apply Open Credit

Accenta transacts payments made on the invoices with the available open credits of the customer. The open credit can be applied if the customer’s open credit is greater than zero. You can apply credit on the invoice, cash refund, and financial charges. Open Credit can be applied on financial charges if they have been charged on the customer.





Apply Cash Receipts

Payments made by the customer for invoices due are transacted in the Apply Cash Receipts module. The module includes details of the due invoices being paid, mode of payment, and financial charges incurred due to late payment. Accenta maintains up-to-date information on partial payments made by customers.







A/R Invoices� XE "Accounts Receivable (A/R):invoices" �

An invoice is a record or evidence of a transaction. The A/R invoice includes details about the customer, inventory purchases, taxes, miscellaneous charges, and payments. The invoice provides options to setup the payment terms and shipping address, and for viewing information on the current status of the customer.



For inventory bills, the details of the items sold to the customer and the discount and tax charged on the item is edited in the inventory section of the bill. The default entry type of the bill is inventory entry type. The inventory invoice is active if the Non-Inventory check box is not marked. The Non-Inventory Bill accepts the details of transactions in terms of accounts. The Non-Inventory Bill is displayed when a check mark appears on the Non Inventory option.















� XE "Invoices:editing" �Editing an A/R Invoice

Click A/R � in the Ledger Tool Set to access the Transaction Tool Set.

Click Invoice �EMBED MSDraw   \* mergeformat��� in the transaction Tool Set to access the invoice screen.



The bill shows customer information, payment details of the invoice, and the invoice value in terms of journal or inventory purchases of the customer.



Click the lens button or type the customer code in the customer edit box to access the Choose Code dialog box.



Click the customer and click OK.



The name, sales person, invoice notes, and tax information of the customer appear on the invoice screen.  By default, the payment terms and the shipping address of the customer are applied on the invoice.



Enter the following invoice details:



<Invoice Number> (10 characters):  Enter a valid and unique invoice number.



<Invoice Date>:  Type the transaction date of the invoice.



<Purchase Order Number> (10 characters):  Type the purchase order number given by the customer.



<Purchase Order Date>:  Enter the date of the Purchase Order Note.  The default is the current date.



<Description> (40 characters):  Type the description of the invoice.



<Non-inventory>:  The check box allows you to switch between inventory and non-inventory bills.  The inventory item details and the statements of a transaction can be edited for a particular invoice.



<Taxable Invoice>:  Click to charge tax on the invoice.  By default, the option is activated if the customer is taxable and the tax code selected is applied on the invoice.  To select a tax value, click the list value button.  The list of current sales tax codes and their descriptions are displayed.  Double click to choose the sales tax code, or select the tax code and click OK.



<Sales Rep>:  Select the name of the sales person who has sold the product.  By default, Accenta displays the name of the sales person assigned to the customer.  To choose a sales person, click the list button.  Select the sales person from the list displayed and click OK.



<Notes> (20 characters):  Type the remarks to be printed on the customer’s invoice.  By default, the remarks edited in customer details are displayed on the invoice.



The details of the transaction can be edited in terms of the journal or the inventory purchase of the customer.  By default, Accenta accepts the inventory purchase details, which are updated to the inventory information, and the transaction is posted to the A/R Ledger.



For Inventory Bills, enter the following Inventory details:



<Item Code>:  Select the item purchased in the invoice.  The inventory details cannot be edited, if the item code is not entered.  To select the item code, double click the item code cell.  The Choose code displays the list of items of the sales category in the inventory item details.  Double click to choose the item.  The item code and the description are displayed.  Click Cancel to close the dialog box.  Accenta displays the description, unit measure, and price of the item; the description and the unit measure cannot be edited.



<Quantity> (7 digits):  Type quantity of the item sold.  The quantity must be greater than zero.



<Price> (6 digits):  The unit price of the item.  By default, the price is displayed according to the price level selected for the customer and price level setup for the item in the inventory item details.



<Discount %>:  The discount percentage allowed on the item.  The highest percentage that can be entered is 99.



<Total>:  The net amount of the item sold to the customer.  Accenta displays the total amount and this amount cannot be edited.



<Tax>:  Double click to charge tax on the item.  The tax is charged if the taxable option is enabled and the tax amount has been chosen for the invoice.



Double-click the account code cell to access the Choose Code dialog box.



Click the account and click the OK button of the dialog box.



The account code and description appear in the invoice.



Enter the following details:



<Amount> (7 digits):  Type the amount credited towards the account code. The amount should be greater than zero.



<Tax>:  Click to charge tax on the account.



Accenta displays the sum of the Net amount in the Inventory section or the sum of the Amount column in the Non-Inventory section.



Enter the following charges details:



<Miscellaneous Charges> (7 digits):  Miscellaneous charges on the invoice.



<Freight> (7 digits):  Type the Freight charges on the invoice.



<Sales Tax>:  The total tax charged on the invoice as per the tax applied on the invoice.  Sales Tax is the total of the tax rate applied on the subtotal, miscellaneous, and freight charges.  The tax is calculated on the freight charges if the tax applied is freight taxable.  The sales tax cannot be edited or modified by the user. 



Enter the following payment details:



<Amount Paid> (7 digits):  Type the amount paid on the invoice. The default value if the total invoice amount. The Amount Paid value can be edited, if the payment terms applied on the invoice is other than None or Prepaid.



<Check #>:  Type the check number.



<Cash Account>:  Select the cash account to which the payment is credited. Accenta list the account codes of the Assets account type setup in the Chart of Accounts.  By default, the payment is credited to the G/L account of Cash Checking account type of the A/R Defaults.



<Discount> (7 digits):  Enter the discount allowed on the invoice.



<Invoice Total>:  The Net amount of the invoice. The net amount is calculated totaling the sub total, taxes, miscellaneous and freight charges and deducting the discount amount entered. Accenta displays the net amount and cannot be edited.



<Deposit> (4 digits):  The deposit made by the customer on the invoice. Accenta does not accept a value greater than the current deposit value of the customer. The edit box of the deposit is disabled if the payment terms of the invoice is None or Prepaid.



<Due Amount>:  The payment amount due by the customer on  the invoice.  Accenta displays the due amount on the invoice and cannot be edited.





� XE "Invoices:other options" �Other A/R Invoice Options

Click Delete � to delete the selected row of the inventory or non-inventory details.



Click Payment Terms �EMBED MSDraw   \* mergeformat��� to change the payment terms and the shipping address for a particular invoice.



The payment term of the customer applies for all the invoices of the customer.  See section on Selecting Payment Terms.



Click Address �EMBED MSDraw   \* mergeformat��� to display the Ship to Address dialog box.  



Enter the name and shipping address of the inventory purchased by the customer in the invoice.



Click OK to save the details.



By default, the shipping address of the customer in the A/R Customer details applies for all the invoices. 



Click Customer Status � to display the current information on customer's credits, open credits, balances, finance charges and deposits.  The information of the customer status cannot be edited.



Click Item Status � to display the current stock levels and G/L accounts for the current selected item.  The data of the Item Status cannot be edited or modified.



Click OK to save and continue.



Click Cancel to close.





See also:

Selecting Payment Terms



Entering or Changing Customer Status Information







Payment Terms� XE "Accounts Receivable (A/R):payment terms" �

The Payment Term is the term of payment agreed upon between the customer and the firm prior to making a transaction. The payment term can be selected for the customer as well as for a particular invoice. By default, the payment term selected for a customer applies for all the invoices transacted by that customer.  The following payment terms are available:





Prepaid:  Pay cash before the transaction is through.



Cash on delivery:  Pay cash on delivery of goods.



Discount terms:  Accenta allows you to create discounts on payments.



None:  Applies the prepaid payment term.







� XE "Payment Terms:entering" �Entering Payment Term Details

Enter the following Discount term details:



<Discount Rate> (2 digits):  The discount rate calculated on the invoice.



<Discount period>

End of Month:  Discount is valid, if the payment is made within the end of the month the invoice was transacted.



Day of month:  Discount valid till the day of the month specified. The day entered should be lesser than last day of the month in accordance to the invoice date.



Number of Days:  Date limit calculated as per number of days entered .



<Due Period>

End of Month:  Due date is the end of the month with reference to the invoice date.



Next End of Month:  Balance Invoice Amount to be paid within the next end of month in accordance to the invoice date.



Day of Month:  Last date for payment is the specified day of the month with reference to the invoice date. The day of the month should be lesser than or equal to the last day of the month.



Number of Days:  The due date is calculated as per the number of days entered.	



Click the Cash Delivery option.  Enter the due period details:



<End of Month>:  Due date is the end of the month with reference to the invoice date.



<Next End of Month>:  Balance Invoice Amount to be paid within the next end of month in accordance to the invoice date.



<Day of Month>:  Last date for payment is the specified day of the month with reference to the invoice date. The day of the month should be lesser than or equal to the last day of the month.



<Number of Days>:  The due date is calculated as per the number of days entered.







A/R Credit Memo� XE "Accounts Receivable (A/R):credit memo" �

The Credit Memo is the written record given to the customer indicating decrement changes made to the invoice value, due to certain discrepancies that were found while editing the invoice. Accenta's credit memo provides you with options to apply credits on deposits, financial charges, open credits, and cash refunds. The credit memo includes details of payment due, credit note amount, and the journal entry. The credit memo applied on deposits and open credit is transacted to setup the deposit and open credits limits on the customer. Credit can be applied on financial charges if they have been charged on the customer.





� XE "Credit Memo:entering" �Entering A/R Credit Memos

Click A/R Credit Memo �EMBED MSDraw   \* mergeformat��� in the A/R ledger to access the A/R Credit Memo screen.



The A/R Credit Note transacts adjustments made to the invoice, deposit, open credit, and financial charges and saves the details about cash refunds made to the customer.



Click the list box or type the customer code in the customer edit box to access the Choose Code dialog.



Click the customer and click OK.



The name of the customer appears on the Credit Memo screen.  The entry of the Customer code is mandatory and the code must be valid.



Click the item on which the credit memo is applied.  The items to which the credit memo can be applied are:



<Invoice>:  The credit memo applied on an invoice reflect the adjustments (decrement the invoice value) made to the invoice due to discrepancies occurred while editing the bill.



<Open Credit>:  Click to credit the open credit of the customer.



<Deposit>:  Updates the deposits made by the customer.



<Finance Charges>:  The credit memo applied on Finance Charges decreases the value of the total finance charge of the customer.  The finance charge option is active, if the finance charge of the customer is greater than zero.



<Cash Refund>:  Click to update the cash refund made to the customer.



Enter the following Credit Memo details:



<Journal No> (10 characters):  Type the journal reference number of the transaction.  The journal number is necessary to save the details.  The journal number should be unique and valid.



<Transaction date>:  Type or select the date of the credit memo.  The default value is the current date.



<Amount> (8 digits):  Type the amount of the credit note.  The amount of the credit note should be greater than zero and lesser than or equal to the invoice amount.



<Notes> (30 characters):  Type the remarks about the credit memo.



<Invoice Number> Select the invoice for which the credit note is transacted.  The invoice number edit box is active, if the credit note is applied on the invoice.



Click the list button of the Invoice Number.  Accenta lists the invoice number, description, and amount of the invoices due for payment by the customer.



<Inv. Amount>:  The amount due for payment by the customer on the invoice. The invoice amount cannot be edited.



<Check #> (10 digits):  Type the Check number.  The check details is accepted by Accenta if the credit memo is applied on cash refund.



<Cash Account>:  The G/L account credited in the transaction. Cash account is enabled if the credit memo is applied on cash refund.



Click the list button of the cash account to access the list G/L account codes and descriptions of the current assets account type.



To choose the account, select the account and click OK.





� XE "Credit Memo:other options" �Other Editing Options

Click Customer Status � to display the current information on customer's credits, open credits, balances, finance charges and deposits.  The information of the customer status cannot be edited.



Click OK to save and continue.



Click Cancel to close.







A/R Apply Open Credit� XE "Accounts Receivable (A/R):apply open credit" �

Accenta transact payments made on the invoices with the open credits available of the customer. The open credit can be applied if the open credit value of the customer is greater than zero. The system provides options to issue cash refund to the customer and transacts payment to the financial charges from the open credit available. Open credit can be applied on financial charges, if there are financial charges charged on the customer.  





� XE "Apply Open Credit:entering" �Applying A/R Open Credits

Click Apply Open Credits �EMBED MSDraw   \* mergeformat��� to access the A/R Apply Open Credits screen.



Apply Open Credit handles payment of invoices, cash refunds, and adjustments of the financial charges of a customer.



Click the list box or type the customer code in the customer edit box to access the Choose Code dialog box.



Click the customer and click OK.



The name of the customer appears on the Apply Open Credit screen.  The entry of the Customer code is mandatory and should be valid.



Enter the Apply To details.  Apply To refers to the option on which the open credit is applied:



<Invoice>:  Click to apply the open credit on the due payment amount of the invoice. The amount applied is the payment made on the invoice from the open credits of the customer.



<Financial Charge>:  Click to deduct the financial charges with the open credit.



<Cash Refund>:  Click to issue cash refund from the Open Credit of the customer.



Enter the following Credit Memo details:



<Journal Number>:  Type the journal reference number of the transaction.  The details are saved if the journal number is unique and valid.



<Transaction Date>:  Type the transaction date of the credit memo.  By default, the current date is displayed.



<Amount>:  Type the open credit amount applied.  The amount applied on the invoice should be lesser than or equal to the invoice amount and the total open credit value of the customer.



<Invoice Number>:  Select the invoice on which the open credit is applied.  The invoice number edit box is active if the credit note is applied on the invoice.



Click the Invoice Number list value button to access the invoice number, description, and due payment amount of the invoices due for payment.  Double-click the invoice to select.  The balance payment of the invoice appears in the Invoice Amount edit box.



<Check #>:  Type the Check number. The check details is accepted by Accenta if the open credit is applied on cash refund.



<Cash Account>:  Select the G/L account credited in the cash refund transaction. The Cash account is enabled, if the open credit is applied on cash refund.



Click the list button of the cash account to access the list of G/L account codes and descriptions.



To choose the account, select the account and click OK.





� XE "Apply Open Credit:other options" �Other A/R Open Credits Options

Click Customer Status � to display the current information on customer's credits, open credits, balances, finance charges, and deposits.  The information of the customer status cannot be edited.



Click OK to save and continue.



Click Cancel to close.







A/R Apply Deposit� XE "Accounts Receivable (A/R):apply deposit" �

A/R Apply Deposit transact the payments from the deposit amount of the customer. Accenta deducts the financial charges and the payments on the invoice from the deposit amount of the customer. Cash can be issued to the customer from the deposit available.





� XE "Apply Deposit:entering" �Entering A/R Apply Deposits

Click A/R icon in the Ledger Tool Set.

Click A/R Apply Deposit �EMBED MSDraw   \* mergeformat��� to access the A/R Apply Deposit screen.



A/R Apply Deposit collects details of the transaction, the deposit applied, and the cash account and check number(deposit applied on the cash refund).



Click the list box or type the customer code in the customer edit to access the Choose Code dialog box.



Click the customer and click OK.



The name of the customer appears on the Apply Deposit screen.  The customer code should be present in the customer details and the open credit value of the customer should be greater than zero.



Enter the Apply To details.  Apply To refers to the option on which the deposit is applied. The default option is “invoice”:



<Invoice>:  Click to apply deposit on the payment amount of the invoice. The amount applied is the payment on the invoice from the deposit available of the customer



<Financial charge>:  Click to apply the deposit on the financial charges. The financial charges is deducted from the deposit amount of the customer



<Cash Refund>:  Click to issue the cash refund from the deposit of the customer.



Enter the following Apply Deposit details:



<Journal No> (10 characters):  Type the journal reference number of the transaction. The journal reference should be unique and valid.



<Transaction date>:  Type or select the date of the transaction. By default, the current date is displayed.



<Amount> (8 digits):  Type the amount of deposit applied. The amount should be lesser than or equal to the total deposit available of the customer. If the deposit is applied on the invoice, the amount should be lesser than or equal to the payment amount of the invoice.



<Invoice Number>:  Select the invoice number on which the deposit is applied. The invoice number is active, if the deposit is applied on the invoice.



Click the list button of the Invoice Number to access the Choose Code dialog box.



A list of invoices due for payment appears showing the invoice and description for each invoice.



Double-click the invoice to select.



The balance payment appears in the Invoice Amount edit box of the A/R Apply Deposits screen.



<Check #>:  Enter the Check number.  Accenta accept the check details if the credit memo is applied on cash refund.



<Cash Account>:  Select the G/L account credited in the transaction.  The Cash account is enabled if the deposit is applied on cash refund.



Click the list button of the cash account to access the list of G/L account codes and descriptions.



To select the account highlight the account code and click OK.





� XE "Apply Deposit:other options" �Other A/R Apply Deposit Options

Click Customer Status � to display the current information on customer's credits, open credits, balances, finance charges and deposits.  The information of the customer status cannot be edited.



Click OK to save the details and continue.







A/R Debit Memo� XE "Accounts Receivable (A/R):debit memo" �

The Debit memo in the A/R is a written record given to the customer indicating the change (decrement) in the invoice value due to discrepancies that occurred while editing the invoice. The debit memo is given to the customer, when the net amount printed in the invoice is lesser than the actual invoice amount. Accenta provides you options to apply the debit memo on invoices,  open credit and deposits. The debit memo applied on deposit and open credit is  transacted to setup the deposit and open credit limits of the customer. The debit memo includes details of invoices(if applied on invoice), the date and the amount applied.





Entering� XE "Debit Memo:entering" � A/R Debit Memos

Click Debit Memo � to access the Debit Memo screen.



Debit Memo collects the details of adjustments made to invoices, deposits, and open credits available for a particular customer.



Click the list box or type the customer code in the customer edit box to access the Choose Code dialog box.



Click the customer and click.



The name of the customer appears in the A/R Debit Memo screen.  The customer code should be valid and the customer's open credit should be greater than zero.  The entry of the customer code is mandatory.



Enter the following Apply To details.  Apply To refers to the option for which the debit note is transacted.  The default option is invoice:



<Invoice>:  The debit note applied for the invoice reflects the adjustments (increment) made to the invoice value due to discrepancies that occurred while editing the invoice.



<Open Credit>:  The debit note applied on the open credit decreases the total open credit value with the value of the debit note.



<Deposit>:  The adjustments made on the deposit is reflected on the total deposit value of the customer.



Enter the following Debit Memo details:



<Journal No> (10 characters):  Type the journal reference number of the transaction. The journal number should be unique and valid.  The entry of the journal number is mandatory.



<Transaction date>:  Enter the transaction date of the credit memo. By default, the current date is displayed.



<Amount> (7 digits):  Type the amount of the debit note.  The debit note applied on the deposit or open credit should have the amount lesser or equal to the customer's deposit or open credit.



<Invoice No>:  Select the invoice for which the credit note is transacted. The invoice number edited should be valid. The invoice number is active, if the credit note is applied on the invoice.



Click the list value button of the Invoice Number to access the Choose Code dialog box.



The list shows the invoices due for payment by the customer and the description for each invoice.



Double-click the invoice to select.



The balance payment of the invoice appears in the Invoice Amount edit box of the A/R Debit Memo screen.





� XE "Debit Memo:other options" �Other A/R Debit Memo Options

Click Customer Status � to display the current information on customer's credits, open credits, balances, finance charges and deposits.  The information of the customer status cannot be edited.



Click OK to save and continue.



Click Cancel to exit.







A/R Apply Cash Receipts� XE "Accounts Receivable (A/R):apply cash receipts" �

Cash Receipts handle payments made by the customers on the due invoices. The payment details include the payment made on the invoices, the financial charges levied on the invoices and the details of cash refund to the customers. Accenta also handles the partial payments made by the invoices.





� XE "Apply Cash Receipts:entering" �Entering A/R Apply Cash Receipts

Click Cash Receipts � in the A/R Ledger to access the A/R Cash Receipts screen.



Click the list box or type the customer code in the customer edit box to access the Choose Code dialog box.



Click the customer and click.  The name of the customer appears in the A/R Cash Receipts screen.



Enter the following transaction reference details:



<Description> (20 characters):  Type the remarks of the cash receipt transaction.



<Journal No> (10 characters):  Enter the journal reference number for the transaction. The journal reference number should be unique and valid.



<Amount> (7 digits):  Enter the payment made by the customer. The payment amount should be greater than zero.



<Date>:  Type or select the transaction date of the payment made by the customer. The default value is the current date.



<Check #> (10 characters):  Enter the check number if the payment is made by check.



<Cash account>:  Select the G/L account debited in the cash receipt transaction.



Click the list button the list of account codes and their descriptions in the Choose Account Code dialog box.



Double-click the account code to select.



The description of the account code is displayed in the cash account.



Enter the following Invoice Payment details.  The payment details are accepted if the sum of Applied Amount, Discount, and Write-Off is lesser than or equal to the Total Amount due of the invoice:



<Invoice>:  Select the invoice for which the payment is made.



To select the invoice, double-click the invoice cell to access the list of invoices due for payment in the Choose Code dialog box.  Double-click the invoice number or highlight the invoice number and click Transfer.  Click Cancel to close the dialog box.



<Due Date>:  The final date for the payment of the invoice.  The due date is displayed for an invoice as per the payment terms applied for the invoice.  The date cannot be edited.



<Amount Due>:  The due payment amount on the invoice.  The amount due is calculated taking into account open credits and/or deposits applied, partial payments made, and amounts of credit and debit notes.



<Total Due>:  The net amount due for payment on the invoice.  The net amount is calculated by deducting the discount on the invoice from the payment amount of the invoice.  The total amount due cannot be edited.



<Applied Amount> (7 digits):  Enter the payment made by the customer on the invoice.  Accenta accepts partial payment on the invoice.  The applied amount should be less than the total due amount of the invoice and greater than zero.



<Discount> (6 digits):  Enter the discount taken on the invoice.  By default, the discount is shown as per the discount percent of the payment terms applied on the invoice.



<Applied Total>:  Accenta displays the net amount paid on the invoice by the customer.



<Cash Refund> (7 digits):  Enter the balance amount paid to the customer.



<Fin. Charge> (7 digits):  Enter the payment amount for the finance charges of the customer.  The amount should lesser than or equal to the total finance charge of the customer.



The sum of the Applied Total, Cash Refund and Finance charge should be equal to the payment amount of the customer.





� XE "Apply Cash Receipts:other options" �Other A/R Apply Cash Receipts Options

Click Customer status � to display the current information of the customer's credit limits, deposits, and balance payments.



Click Delete � to delete the current selected invoice from the Cash Receipts screen.



Click OK to save the cash receipt details and continue.



Click Cancel to exit the module.





Note:  The transaction is posted to the A/R Ledger file. The payment amount is credited to the G/L account selected in the Cash Receipts module. The Applied Total and Cash Refund amounts are debited to the G/L accounts in Receivables and Cash Checking respectively as specified in A/R Defaults.







Customer Status� XE "Accounts Receivable (A/R):customer status" �

The customer status provides the current information of the customer with reference to the firm. The data in the customer status cannot be changed. 





� XE "Customer Status:entering" �Entering or Changing Customer Status Information

Enter the following Customer Status details:



<Open Credits>:  The total open credit value of the customer.



<Deposit>:  The total value of the deposits made by the customer.



<Finance Charge>:  The total finance charge value charged on the customer.



<Balance Due>:  The total payment to be made by the customer.



<Limit>:  The credit limit of the customer.



<Available>:  The total credit available to the customer.



<Last Paid>:  The transaction date of the last payment made by the customer.



<Paid Amount>:  The value of the last payment made by the customer.



<Check #>:  The check number of the last payment transaction.



<Sales Rep>:  The sales person assigned to the customer.



<Sales Tax>:  The sales tax charged on the customer.



<Last Sales>:  The transaction date of the last sale done to the customer.



<Sale Amount>:  The value of the last sale done to the customer.



<M-T-D Sales>:  The total value of the sales for the current month till date.



<Price Level>:  The price level setup for the customer.



<Discount %>:  The discount percent allowed for the customer.



Click Close to exit.











Item Status� XE "Accounts Receivable (A/R):item status" �

The Item Status dialog box displays the stock level and the accounts of the current selected item. The modifications made to the values in the Online Item Status are not saved.





� XE "Item Status:entering" �Entering or Changing Item Status Details

Enter the following Item Status details:



<Unit Cost>:  The rate of each unit of the item.



<On Hand Quantity>:  The current stock level of the item.



<On Order Quantity>:  The quantity of item ordered.



<Unit Measure>:  The unit of measure of the item.



<Asset>:  The G/L account setup for the asset inventory account type.



<Revenue>:  The G/L account selected for the revenue inventory account type.



<COGS>:  The G/L account for the Cost of Goods Sold for the item.



<Bin Location>:  The place the item is stored.



Click Cancel to exit.







Reports� XE "Accounts Receivable (A/R):reports" �

The reports of the A/R module include:





Credit Limit Report:  Presents the credit limits and the payment details of the customer.



Customer Worksheet:  Presents the net balance, payments and sales made by each customer.



Deposit Report:  Displays the customer details and the current deposit value of the customer.



Open Credit Report:  Displays the current information on customer's balance, financial charges and open credits.



Open Invoice Report:  The report present the current status information of each invoice of the customer.



Sales Rep Report - Detailed:  A checklist of salesperson presenting the commission target points, and the sales and payments effected.



Sales Tax Report - Detailed:  Sales tax checklist with the month and year-to-date sales and tax figures along with the tax rates  specified for the commission.



Tax Rate List:  The checklist displays the breakpoints and tax rates of the sales taxes.



Transaction Register - Invoice:  The checklist of the invoices generated to the customer.





� XE "Reports:selecting A/R reports" �Selecting Reports

Select the A/R option from the Reports menu to access the Receivable Reports dialog box.



Click list in the Selected Report edit box to access the Open Report dialog box.



The dialog box displays the library in which the report is located, as well as the list of A/R Reports.



Select a report and click OK.



Select from the following report options:



Include:  Display all or a selected range of data in the report.



Output to:  Preview the report on screen or send the report to the printer.



Transaction month:  Specify the month transactions to be viewed in the report.  The default value is “All”; this value spools all transactions saved in the program from installation to the current month.



Export:  Allows reports to be exported to another database or spreadsheet.



Click Run







Open Invoice Report� XE "Reports:open invoice report" �

The report present the current status information of invoices of each customer. The report provides invoice information grouped in the order of customers and presents the net amount due from each customer and the total amount due together from all the customers.



The invoice information of each customer includes:



Invoice #:  The identification number of the invoice.



Date:  The transaction date of the invoice.



Description:  The description of the invoice.



Due Date:  The final date for the payment of the invoice beyond which the finance charge is calculated.



Original Amount:  The net amount of the invoice



Invoice Amount:  The payment amount due on the invoice.



The customer total (the total payment due from all invoices), the open credit (the total open credit value for the customer), and the net balance Due (the net amount due by the customer) are displayed for each customer.



The end of the report displays the net balance due for all the customers.







� XE "Reports:deposit" �Deposit Report

The Deposit Report presents the customer details and the current deposit value of the customer. The report includes the following information:





Customer / Name:  The identification code and the name of the customer.



Contact / Tel:  The contact name and the telephone number of the customer.



Balance:  The total payment amount due by the customer.

Deposit:  The total deposit value of the customer.







� XE "Reports:open credit" �Open Credit Report

The Open Credit Report gives the current information on customer's balance, financial charges and Open Credits. The report includes the following information:





Customer:  The customer ID.



Name:  The name of the customer.



Balance:  The net payment due by the customer.



Finance Charge:  The financial charges incurred on the customer.



Open Credit:  The total open credit value of the customer.







� XE "Reports:credit limit" �Credit Limit Report

The report presents the current credit status and payment details of the customer. The report includes the following information:





Customer / Name:  The identification and the name of the customer.



Balance:  The total payment due by the customer.



Credit Limit:  The total credit value of the customer.



Credit Available:  The total credit amount available to the customer.



Last Payment:  The details of the last payment made by the customer.



Date:  The transaction date of the last payment made by the customer.



Amount:  The last payment amount of the customer.





� XE "Reports:transaction register invoice" �Transaction Register Invoice

The report is a checklist of invoices generated to the customers. The report includes the following information:





Invoice # / Description:  The identification number and the description of the invoice.



Customer / Sales Representative:  The customer-id to whom the invoice was generated and the identification of the sales person assigned.



Invoice Date:  The transaction date of the invoice.



Invoice Total:  The total transaction amount of the invoice.



Sales Tax:  The total amount charged in the invoice as sales tax.



Freight:  The total freight charges in the invoice.





The end of the report shows the report (or net invoice) total, the total sales tax amount, and the total freight amount from all the invoices.







� XE "Reports:customer worksheet" �Customer Worksheet

The Customer Worksheet displays current information on net balance, payments, and sales made by each customer. The report includes the following information on active and frequent customers:



Customer:  The customer ID.



Name / Contact / Tel:  The name, the contact person and the telephone number of the customer.



Customer Information:  The customer information presents the Net balance, last payment date and amount and the last sale date and sale amount.











Sales Rep Report - Detailed� XE "Reports:sales rep - detailed" �

This report is a checklist presenting detailed information on the sales person. The report includes the following information:



Code / Address:  The sales person ID and address.



Tier Level:  The commission break points for the sales person.



Percentage:  The commission percentage allowed for the sales person.



Sales:  The month-to-date and year-to-date sales figures of the sales person.



Payments:  The month-to-date and year-to-date figures of the payments received.







Sales Tax Report - Detailed� XE "Reports:sales tax - detailed" �

This report is a sales tax checklist that presents detailed information on G/L accounts, month- and year-to-date tax figures, and the break points specified for the charge. The report includes the following information:



Tax Code / Description:  The tax ID and description.



G/L Account / Description:  The credit G/L account and its description of the tax charges.



Total Sales:  The year-to-date and current date figures for sales.



Taxable Sales:  Taxable sales figures for year-to-date and current date.



Tax Charged:  The year-to-date and current date figures of the tax charged in sale transactions.  The report also specifies the break points and the entity levels for the tax charge.



Break point:  The break points for the tax charge.  The break point is the upper limit of the sale amount to which the tax rate applies.



Entity:  The tax charge rate for each entity of the break point.







Tax rate List� XE "Reports:tax rate list" �

The sales tax checklist displays the breakpoints and the tax rates for the specified break points. The report includes the following information:



Tax code:  The tax ID.



Description:  The tax description.



Break point:  The break points for the sales tax.



Tax Rate:  The tax rates for the user-specified break points.

�Inventory Stock Management Handouts� XE "Inventory Stock Management Handouts" �

The function of the Inventory is to keep track of the stock level of items. The Inventory maintains the purchase and sales data so as to project for further demand and desired inventory level. Accenta maintains the stock depending upon the three levels - the maximum level, the reorder level, and the minimum level. The maximum level is the maximum quantity of an item. The minimum level is the minimum available quantity of  an item  that  should be maintained. The final level is the reorder level which informs the user of the items that are to reordered. 



The Inventory module of Accenta consists of the Setup, Transactions and the Reports.







Setup� XE "Inventory Stock Management Handouts:setup" �

The Inventory Setup module consists of Inventory Defaults and Inventory Item Details. The entries in the Inventory item details and Inventory Defaults are necessary for the transactions of the Inventory module.



Inventory Defaults is used to setup G/L accounts for the Inventory account types and specify product categories. The accounts selected for used as default entries for the items in Inventory details.



Inventory Item Details sets up and maintains item information, such as the current stock level, unit rate, unit of measurement, and the maximum, minimum, and reorder levels. It is used to setup vendors, price levels, and components for the item, and it also maintains the previous sales and purchase data to analyze the rate of movement of the item.





See also:

Entering Inventory Setup Defaults



Adding Inventory Item Details









� XE "Inventory Stock Management Handouts:entering inventory setup defaults" �Entering Inventory Setup Defaults

Click Inventory Defaults � on the toolbar to access the Inventory Default screen.



Inventory Defaults consists of the account setup and product categories.



Account Setup is for selecting the G/L account for the inventory account type. The inventory account types include:



Asset:  The account for posting inventory items. The G/L account codes of current and fixed asset account types are available for selection. The asset account is required to post all inventory transactions.



Adjustments:  The account for posting inventory adjustments. The list of G/L account codes for fixed assets and cost of goods sold account types is displayed for selection. The G/L account code selected is the default entry in the account setup of an inventory item.



Expense:  The account for posting inventory adjustments and receipts.  The G/L account codes for current liabilities and expense account types are listed for selection.  The account code selected is the default entry for a purchase item in Inventory Item details.



Revenue:  The account for posting invoices that contain inventory item details.  The account codes for sales and expense account types are listed for selection.  The account code selected is the default entry for sales and service item in Inventory Item details.



Cost of Sales:  The account type for Issues and Issues returns.  The list of G/L account codes for the cost of goods sold account type is displayed.  The account is available for inventory, sales, and purchase items.

Double click the G/L account code cell to access the list of account codes available for the A/R account type.



Double click the account code or highlight the account code and click OK.



The account description for the G/L account code selected is displayed.



Product Categories is the setup of properties of an item essential for inventory item details.  In Inventory Item Details, values are edited against the categories specified for the item.  A maximum of four categories may be entered.





Inventory Item Details include:





Adding Inventory Item details;



Setting up the accounts for the item;



Setting up price levels for the item;



Analyzing previous transaction values of the item;



Assembling the components of the item;



Assigning vendors to the item; and



Deleting an item.





� XE "Inventory Stock Management Handouts:adding inventory item details" �Adding Inventory Item Details

Click Inventory Details � on the toolbar to access the Inventory Item Details screen.



Enter the following item details:



<Item Code> (12 characters):  The alphanumeric code of the item. The item code must be unique and valid, and must not include spaces or special characters.  The entry of item code is required to save the item details.



<Description> (30 characters):  The name or description of the item.



Select the item properties from the following list.  Click the check box for all the options that apply to a particular item.  By default, if none of the options are selected, the inventory option is assigned to the item:



Inventory:  Items manufactured and components necessary to assemble an item.



Purchase:  Items purchased from the vendor.



Sales:  Items sold to the customers.



Taxable when sold:  Items on which taxes are charged on the invoice.  The option is active if the sales option is selected.



Service:  Items that are liable for servicing.



Enter the following item quantitative details:



<Unit Measure> (15 characters):  The unit of measure for the item.



<Unit Weight> (15 characters):  The weight of the item.



<On Hand> (7 digits):  The current stock level of the item.  Inventory details allows the entry of the quantity on hand only during the setup of item information.



<Unit Cost> (7 digits):  The cost of each unit of the item.  The entry of item rate is enabled only during the setup of item details.



<Bin Number>:  The location bin number where the item is present.



<On Order> (7 digits):  The quantity ordered of the item.



<Back Ordered> (7 digits):  The quantity to be received as per the Purchase Order.



<Minimum> (7 digits):  The minimum quantity to be available for the item.



<Maximum> (7 digits):  The maximum stock level of the item.



<Reorder> (7 digits):  The quantity level when the item should be ordered from the vendor.  Accenta maintains the stock levels in terms of maximum, minimum, and reorder levels.

<Comments> (30 characters):  The remarks about the item.





� XE "Inventory Stock Management Handouts:other options" �Other Inventory Item Options

Click Account � to access the Inventory Account Setup dialog box.



You can set up the default G/L accounts for the inventory account types of the item in the dialog box.  The inventory account types available for an item depend on the options selected for an item.



Click Price Info �EMBED MSDraw   \* mergeformat��� to display the Item Pricing Structure to setup the price levels for the item.



The price levels can be setup if the item is a sales item.



Click Vendor � to display the Inventory Vendor Details dialog box to setup the vendors for the item.



Vendor information may be setup if the item is a purchase item.



Click Build Item �EMBED MSDraw   \* mergeformat��� to access the Build Item dialog box.



You can set up the components necessary for building the item in the dialog box. The setup of components is enabled if the item is an inventory item.



Click History �EMBED MSDraw   \* mergeformat��� to display the Inventory Transaction History dialog box.



You can enter previous purchase and sales values of the item in the dialog box.  The setup of previous transactions figures is allowed during the setup of item information.



Click �EMBED MSDraw   \* mergeformat��� Delete to remove an item from Inventory Details.



Click OK to save and continue.



The item information is added to the Inventory Item Information.



Click Cancel to exit.







Inventory Account Setup� XE "Inventory Stock Management Handouts:inventory account setup" �

Inventory Account Setup handles the accounts used to post the journal of the inventory transactions. It is for the setup of the inventory account types with the G/L account codes selected by the user.





� XE "Inventory Account Setup:entering" �Entering Inventory Account Information

Click Account � in Inventory Item Details to access the inventory accounts screen.



The accounts can be setup when editing the details of the item and depend on the options selected for the item.  Inventory accounts is the setup of inventory account types with the G/L account codes of the Inventory Defaults section by default.



Enter the following Inventory Account Type details:



<Asset>:  Account type for an inventory item.  The G/L account codes of current and fixed asset account types are available for selection.  The asset account is required for posting all inventory transactions.



<Adjustments>:  The account for posting inventory adjustments.  The list of G/L account codes of fixed asset and cost of goods sold account types is displayed for selection.  The account is saved if the item is an inventory item.



<Expense>:  The account for posting inventory adjustments and receipts.  The G/L account codes of the current liabilities and expense account types are listed for selection.  The account is saved if the item is a purchase item or a purchase and a sales item.



<Revenue>:  The account for posting invoices that contain inventory item details.  The account codes of sales and expense account types are listed for selection.  The account selected is saved if the item is a sales item

<Cost of Sales>:  The account type for issues and issues returns.  The list of G/L account codes of the cost of goods sold account type is listed for selection.  The account is available if the inventory, sales and purchase options of the item is selected.



Double-click the G/L account code cell to access the list of account codes available for the A/R account type.



Double-click the account code or highlight the account code and click OK to select an account code.



Click OK to save the details.







Vendor Information� XE "Inventory Stock Management Handouts:vendor information" �

Vendor Information is for the setup of vendors for an item. The details are set up when editing the details of the item. A maximum of two vendors may be assigned to the item. The vendor details can be invoked for a purchase item.





� XE "Vendor Information:entering" �Entering Vendor Details

Click Vendor �EMBED MSDraw   \* mergeformat��� in Inventory Item Details to access the Vendor dialog box.



Details of vendors assigned to an item are entered in the dialog box.



Click the list button of the Vendor code to access the current list of vendors in the Inventory - Vendor Details dialog box.



Click the Vendor and click OK to select.



Enter the following Inventory-Vendor details:



<Vendor Part> (20 characters):  Type the item code maintained by the vendor.



<Lead Time> (15 characters):   Type the expected time to deliver the items.



Click OK to save the information.

Note:  The Next �EMBED MSDraw   \* mergeformat��� and Previous �EMBED MSDraw   \* mergeformat��� buttons are used to enter and/or view the current and previous vendor information respectively.







Inventory Transaction History� XE "Iventory Stock Management Handouts:inventory transaction history" �

Accenta maintains the purchases and sales data for the current year for each item to project the desired inventory level for future demand. The purchases and sales entries can be made only during the setup of item details.





� XE "Iventory Transaction History:entering" �Entering Transaction History

Click History �of the Inventory Item to access the Transaction History dialog box.



The transaction history of the Inventory Item helps to analyze the stock movement and project the desired inventory level for further demand by collecting previous sales and purchase values of the item.



Enter the following purchase and sales history details:



<Purchase Quantity> (7 digits):  Enter the value of the total quantity purchased for the month.



<Value> (7 digits):  Enter the amount incurred in the purchase.



<Sales Quantity> (7 digits):  Type the quantity sold for the month.



<Value> (7 digits):  Type the total sales value for the month.



Click OK to save the details.









Build Item� XE "Inventory Stock Management Handouts:build item" �

Accenta allows you to setup the components of an item manufactured by the company. The components you specify for building an item should be classified under the inventory items category. This helps the system to keep track of the stock level of the components that are necessary for building the item.





� XE "Build Item:entering" �Entering Component Information

Click Inventory Item Details � on the toolbar to access the Inventory Item Details screen.



The components of an item can be setup when editing the item details.



Type or select the item code from the current list of items available.



The entry of the item code is required to setup the components of the item.  The item details are displayed if the item code is valid.



Click Build Info BMP HERE to access the Inventory Component dialog box.



Build Info is enabled if the item is an inventory item.



Double click the item code cell to access the list of current items.



Double click the item to display the item code and description in the edit boxes.



Enter the following component details:  ARE THERE MORE THAN JUST “QUANTITY”



<Quantity> (5 digits):  Type the quantity of the component required to build the item. The quantity should be greater than zero.



Click OK to save the information.









Delete Item� XE "Inventory Stock Management Handouts:delete item" �

Accenta allows for the deletion of items that do not have transactions on file. The item to be deleted must show the current quantity on hand as zero.





� XE "Delete Item:deleting" �Deleting an Item

Click Inventory Item Details �EMBED MSDraw   \* mergeformat��� on the toolbar to access the Inventory Item Details window.



Type the Item Code or click the list button of the item code to access the Choose Code dialog box.



Select the item and click OK.



The details of the item appear in the Inventory Item window.  The entry of the item code is required to remove the item.



Click Delete �EMBED MSDraw   \* mergeformat��� to remove the item.



A message appears confirming the deletion.  Click Yes or press <Y> to confirm the deletion.  A message stating the inability to delete the item may appear if the current stock level is not at zero.







Transactions� XE "Inventory Stock Management Handouts:transactions" �

The transactions of the Inventory module include Item Issues, Item Receipts, Issue Returns, Item Adjustments, Assemble Item and Disassemble Item.



Assemble Item collects the details of components necessary to assemble or manufacture the specified units of the item. Item Issues transacts the issue of items made and accordingly updates the stock level of the item. Item Receipts handles the information of items received and makes an on-line update to the current available quantity of the Item. Disassemble Item transacts the number of units of the item not manufactured and accordingly updates the current stock level of the components and the item.





See also:

Inventory Adjustments



Inventory Transaction Receipts



Inventory Issues



Inventory Returns



Assemble Item



Unbuild Item







Inventory Adjustments� XE "Inventory Stock Management Handouts:inventory adjustments" �

The Inventory Adjustments module transacts the details when the quantity on hand figure recorded is different from the actual quantity on hand. The quantity adjustment figures is reflected in the quantity on hand of the items in the inventory information. 





� XE "Inventory Adjustments:entering" �Adjusting Inventory

Click Inventory Adjustments � in the transaction tool set to access the Inventory Adjustments screen.



Enter the following Inventory Adjustments reference details:



<Journal No> (20 chars):  The document number with reference to the Inventory Adjustments.  The journal number should be unique and valid.



<Date>:  Enter the transaction date.  The default value is the current date.  The date should be within the current financial year.



<Memo> (25 chars):  The remarks about the inventory adjustments.



Double click the item code cell to display the list of current items and descriptions.



Double-click the item code to select.  For the next item entry select another item from the Choose Code dialog box.



Click Close to close the dialog box.



Enter the following item adjustments:



<Quantity> (7 digits):  Type the number of units adjusted.  The quantity adjustment figure should be greater than zero.



<Unit Cost> (7 digits):  Type the rate of each unit of the item.  By default, the unit rate of the item in the inventory information is displayed.



The total value of adjustments made to an item is displayed in the Extended edit box.  The Extended value for an item cannot be edited or modified.





� XE "Inventory Adjustments:other options" �Other Inventory Adjustment Options

Click Delete � to delete the current item entry from Adjustments transaction screen.



Click Item Status �to display the current stock level, unit rate, and the G/L accounts for the inventory account types of the item.



Click OK to save and continue.



Click Cancel to exit.





















Inventory Issues� XE "Inventory Stock Management Handouts:inventory issues" �





� XE "Inventory Issues:entering" �Adding Inventory Issues

Click Inventory � in the Ledger tool set to access the inventory transactions in the transaction tool set.

Click Inventory Issues � in the Transaction tool set to access the Inventory Transaction - Issues window.



Enter the following inventory issues details:



<Journal Number> (20 characters):  Enter the journal reference number of the Issues transaction. The entry of the Issues reference number is mandatory. The journal number should be unique and valid.



<Date>:  Enter the transaction date. By default, the current date is displayed.



<Memo> (25 characters):  Type the remarks about the Inventory Issues transaction.



Double click the item code cell to access the Inventory Item Information in the Choose Code dialog box



Enter the following item details:



<Quantity> (7 digits):  Type the quantity of the item issued.  The quantity issued should be greater than zero.



<Unit Cost> (7 digits):  Type the unit cost of the item issued.  By default, the unit cost of the item setup in the Inventory Item Details is displayed.  The unit cost of the item should be greater than zero.



Accenta displays the net cost for which the item was issued, in the Extended Value edit box.  The Extended value for an item cannot be edited.









� XE "Inventory Issues:other options" �Other Inventory Issues Options

Click Delete � to delete the current item entry.



Click Item Status � to display the current stock level and G/L accounts selected for the inventory account types of the item.



Click OK to save the details.







Assemble Item� XE "Inventory Stock Management Handouts:assemble item" �

Assemble Item handles the information regarding the quantity of parts taken for building the item. Assemble Item collects the details of the item to be built, only if the parts are setup in the Build Information of the Inventory Item Details. The Inventory Assemble item module collects the number of units of the item to be built and accordingly displays the components of the item and its number of units.





� XE "Assemble Item:entering" �Entering Information in Assembled Item

Click Build Item � in the Transaction tool set. 



Double click the item code cell to access the Inventory Item Information in the Choose Code dialog box.



The item should have components for the entry of details in the Build Item.  The description and the current stock level of the item are displayed.



Enter the following Build Information details:



<Date>:  The transaction date



<Journal Number> (20 characters):  The journal reference number of the transaction.

<Notes> (25 characters):  The remarks about the Assemble Item transaction.



<On Hand>:  The current stock level of the item.



<Number of. units> (7 digits):  The number of units to be assembled.



Accenta displays the component item details necessary for building the item.  These details cannot be edited:



Item Code:  The item code of the component item.



Description:  The description of the component item.



Unit:  The unit of measurement for the component item.



Available:  The current available quantity of the component.



Required:  The number of units of the component required to assemble the specified units of the item.



Short of:  The number of units of the component available to assemble the specified units of the item.



Click OK to save the details.



Accenta displays a message for inadequate quantity of the component item.



Click Yes or press <Y> to proceed.



Assemble Item updates the current stock level of the item and its components.



Click Cancel to close.







Inventory Transaction Receipts� XE "Inventory Stock Management Handouts:inventory transaction receipts" �

Click Inventory � in the Ledger tool set to access the transaction icons in the Transaction tool set.



Click Inventory Receipts � in the transaction tool set to access the Inventory Transaction -Receipts screen.

Enter the following Receipt reference details:



<Journal No> (20 chars):  The journal reference number of the Inventory Receipts. The journal reference number should be unique and valid.



<Date>:  The transaction date of the Inventory Receipts. The default value is the current date.



<Memo> (25 chars):  The remarks about the Inventory Receipts.



Double click the item code cell to access the Choose Code dialog box.



Select the item code and click OK to display the description and unit cost of the item in the Item Receipts.



Enter the following Item Receipts details:



<Quantity> (7 digits):  Type the number of units received. The quantity received should be greater than zero.



<Unit Cost> (7 digits):  Type the cost for each unit of the item. The unit rate by default has the value of the unit cost of the item in the inventory details.



The total value of the Receipts for each item is displayed in the Extended edit box. The value of the Extended cannot be edited or modified.





� XE "Inventory Transaction Receitps:other options" �Other Inventory Transaction Receipts Options

Click Delete � to delete the current item entry of the Inventory Receipts transaction screen.



Click Item Status � to display the current stock information and G/L accounts for the inventory account types of the item.



Click OK to save the details and continue.



Inventory receipt updates the stock level and the unit rate of the item according to the quantity and unit price edited.



Click Cancel to close.







Unbuild Item� XE "Inventory Stock Management Handouts:unbuild item" �

The Unbuild Item module transacts the number of disassembled units of an item and accordingly updates the stock level of the item and its components.





� XE "Unbuild Item:updating" �Updating Unbuild Item

Click Inventory � in the Ledger tool set.



Click Unbuild Item � in the transaction tool set to access the Inventory Unassemble Item screen. 



Double click the item code cell to access the Choose Code dialog box.



The item should have components for the entry of details in the Unbuild Item. The description and the current stock level of the item are displayed.



Enter the following Unbuild Item details:



<Journal Number> (20 characters):  The journal reference number of the Unbuild Item transaction.  Accenta does not allow duplicate or invalid entries of the journal number.



<Date>:  Type the transaction date.  The default value is the current date.



<Notes> (25 characters):  The remarks about the Unbuild Item transaction.



<On Hand>:  The current number of units available of the item.



<Number Of Units> (7 digits):  Type the number of disassembled units of the item.  The number of units should be greater than zero and lesser than the current stock level of the item.



Unbuild Item displays the details of components returned to the stock.  These details cannot be edited:



Item code:  The item code of the component.



Desc:  The description of the component.



Unit:  The unit of measurement for the component.



Available:  The current number of  units in stock



Returns:  The number of units returned to the stock.



Total:  The net number of units available for the component after the returns.



Click OK to save and continue.   



Click Cancel to exit.







Inventory Returns� XE "Inventory Stock Management Handouts:inventory returns" �

The Inventory Returns updates the details of returns from customers or dealers. Inventory returns makes an online update to the current quantity on hand of the item and post the transaction to the General Ledger according to the accounts' setup in the Inventory defaults.





� XE "Inventory Returns:entering" �Entering Inventory Returns

Click Inventory � in the Ledger tool set to access the Inventory transaction icons in the Transaction tool set.



Click Inventory Returns � in the transaction tool set to access the Inventory Transaction Returns screen.



Enter the following Returns Reference details:



<Journal Number> (20 characters):  The document reference number of the Issue Returns transactions.  Accenta does not accept duplicate entries of the reference number.  The journal number is necessary to save the Item Returns details.



<Date>:  The date of the transaction.



<Memo> (25 characters):  The remarks about the Issue Returns transaction.



Enter the following Item details:



<Item Code>:  The item returned to the stock.



Double click the item code cell to access the Choose Code dialog box.



Select the item code and click OK to display the description and unit cost of the item is displayed in the Item Returns.



<Quantity> (7 digits):  Type the number of units returned.  The number of units should be greater than zero. 



<Unit cost> (7 digits):  Enter the price for each unit of the item.  The default value is the unit rate of the item in the Inventory details.  The total value of an item returns is displayed in the Extended edit box which cannot be edited or modified by the user.





� XE "Inventory Returns:other options" �Other Inventory Returns Options

Click Delete � to delete the current item entry of the Inventory Returns.



Click Item status � to display the current stock level and G/L account codes for the inventory account types of the current selected item.



Click OK to save and continue.



The total units of the item returned is updated to the current quantity on hand of the item.



Click Cancel to close.







Reports� XE "Inventory Stock Management Handouts:reports" �

The A/R module generates the following reports:





Component List



Cost List



Item List - Detailed



Item List - Summary



Low Stock Report



Overstock Report



Stock Status Report

�Order Processing� XE "Order Processing" �

The Order Processing module keeps track of the orders received from the customers and records the sales and returns of items. The module handles every aspect of the order process, from giving quotations to the customer to receiving returns. The module contains the following transactions:





�	Quote

Quotation details given to the customer.



�	Order Entry

Sales Order details with reference to the Purchase Order placed by the customer.



�	Sales Invoice

Sales Invoice details given to the customer.



�	Sales Returns

Returns given by the customer.







Overview� XE "Order Processing:overview" �

Quotes

The Order Processing module starts with Quotes which is related to the quotations presented to the customers. Quotes collects customer, inventory, and tax details, and presents the total value of the quotations. Quotes provides options to record the shipping address, modify payment terms, and delete unwanted quotations.





Order Entry

The Order Entry section follows the Quotes. Order Entry handles the details of the Sales Order with reference to the Purchase Order given by the customer. The Sales Order information includes customer, transaction, and payment details. The details of the transaction are expressed in terms of inventory sales or accounts that represent the financial nature of the transaction. The Order Entry presents the total taxes charged, miscellaneous charges and the total value of the Sales Order. The module allows for entry of shipping address, payment terms, and new customer details.  Existing sales orders can be modified and deleted, but duplicate entries are not allowed.





Sales Invoice

The Sales Invoice is similar to the Order Entry. The Sales Invoice collects the details of the customer, the transaction, the payment made and presents the total tax charges, the total Invoice value and the total due amount in the Sales Invoice. The details of the transaction can be in terms of the inventory purchase made by the customer or in terms of the accounts that represent the financial nature of the transaction. Entry of payment, shipping address can be made in the Sales Invoice. The Sales Invoice allows entry of new customer details.





Sales Returns

Sales Returns records the details of items returned by the customer and makes an on-line update to the inventory details.  Modifications cannot be made to the sales returns updates.  Accenta records the sales returns against the respective sales invoice and collects item details that were delivered to the customer as per the respective invoice.







Quotes� XE "Order Processing:quotes" �

Quotes handles the quotations given to the customers. Quotes collects the item information, the payment terms, the taxes charged and calculates the value of the quotation.





� XE "Quotes:entering" �Entering Quotes

Click Order Entry � in the Ledger Tool Set to access the Order Processing transaction icons in the Transaction Tool Set.



Click Quotes � in the Transaction Tool Set to access the Quote screen.



Click the Lens � button of the customer edit box to access the Choose Customer dialog box.



Select a customer and click OK in the dialog box.



The customer code appears on the Quotes screen.  By default, the payment terms and the sales person of the customer are applied on the quotation.



Enter the following Quote details:



<Quote Reference>:  The quotation reference number should be unique and valid, and no longer than 25 characters.  This entry is mandatory.  Accenta does not allow duplicate quotation reference numbers.  If the number already exists, the program asks if you want to modify the existing quotation details requiring a Yes/No response.



<Quote>:  Enter or select the transaction date of the quotation.  The default value displayed is the current date.



<Tax>:  Click the taxable option to charge tax on the customer.  The taxable option is if a check mark appears in its box. Click the Lens button to access the Choose Tax dialog box.  Select the tax from the list of current sales taxes and click OK.



<Payment Terms>:  The terms of payment agreed upon between the customer and the firm.  The default terms applied is the payment terms of the customer. See Select Payment Terms.



<Choose the Sales Rep>:  Click the Lens � button of the sales representative edit box to access the Choose Sales Rep dialog box.  Select the sales person and click the OK button.  The name of the salesperson appear on the Sales Rep edit box.



<Notes> (20 characters):  Enter the comments to be printed in the quotation.  By default, the comments specified in the customer details is specified.

<Description> (20 characters):  The description of the quotation.



Double click the item code edit cell to access the Choose Item dialog box.  



Select the item and click OK.  The description, the unit of measurement and the unit price of the item is displayed.



Enter the following details:



<Quantity> (6 digits):  The quantity of the item required by the customer. 



<Price> (6 digits):  The unit cost of the item. The default value is the unit rate specified for the item in the Inventory Details module.



<Discount>:  The discount percent available on the item.  The total amount for the item appears against the item in the Total Amount cell.



<Tax>:  Double click to charge tax on the item. A multiplication mark appears on the tax cell.



The total value of the items in the quotation appears in the Sub Total edit box below the Item details. The Total tax calculated for the items that are taxable is displayed in the Sales Tax edit box. The tax rate applied varies upon the tax selected for the Customer. Accenta also displays the account credited for the sale of item and the tax charged for each item. Use arrow keys for navigation within the item particulars and also to view the account and the tax charged for each item.



Enter the following Quotation details:



<Misc. Charges> (9 digits):  Type the miscellaneous charges charged in the Quotation.  Accenta calculates the tax for miscellaneous charges independent of the taxes applied.  The rate of the tax selected for the quotation applies for the miscellaneous charges and the tax amount is displayed next to the edit box. 



<Freight> (9 digits):  Type the freight amount charged in the Quotation.  The tax applied on the freight charges depend on the Tax selected for the Quotation.  The tax amount is displayed next to the Freight edit box.



<Discount> (9 digits):  Enter the discount allowed.  Accenta displays the net amount of the quotation.  The net amount includes the value of the items, miscellaneous charges, freight charges and the tax charged in the quotation.





� XE "Quotes:other options" �Other Quotes Options

Click Delete � to delete the current selected quotation.



Click Address � to display the Ship to Address dialog box for the entry of shipping address of the items.



Enter the name and the address.  Click OK of the dialog box to save.



Click Clear� to refresh the Quote screen.



Click OK to save the quotation details and continue.





Note:  Accenta allows modification of existing quotation details. Select the customer and the document number referring to the quotation. Enter the details and click OK. Quotes module displays requests an answer to modify the details. Click Yes to continue. The details are updated in the quotation file. 





� XE "Quotes:deleting" �Deleting a Quotation

Click Order Processing � in the Ledger Tool Set to access the Order Processing icons in the Transaction Tool Set.



Click Quotes � in the Transaction Tool Set to access the Quote screen.



Quotes collects the details of new quotations, updates necessary changes to the existing quotations, and deletes unnecessary quotations requested by the user.



Click the list � button in the Customer edit box to access the Choose Customer dialog box.



Select the customer and click OK.



The customer name, sales person, and payment terms are applied on the quotation.



Enter the <quotation reference number> or click list � for the reference number you want to choose.



The reference number and the description of the quotations saved against the customer are listed in the Choose Quotes dialog box.



Select the quote and click OK.



The details of the quotation appear in the Quotes screen.



Click Delete � to confirm the removal of the quotation details.



Click Yes or <Y> to continue.



Quotation details that have been deleted cannot be retrieved.



Click Cancel to exit from the module.







Order Entry� XE "Order Processing:order entry" �

The Order Entry handles the details of the Sales Order with reference to the Purchase Order given by the customer. The Sales Order information include details of customer (name, sales person, tax charged, payment terms etc.,), the transaction details and the payment details. The Order Entry presents the total taxes charged, miscellaneous charges and the total value of the Sales Order. The entry of shipping address and payment terms are allowed in the Order Entry. The Order Entry provides entry of new customer details in the AR customer details module.





� XE "Order Entry:entering" �Inputting Order Entry Details

Click Order Processing � in the Ledger Tool Set to access the Order Processing module.



Click Order Entry � in the Transaction Tool Set to access the Order Entry window.



Click the Lens � button of the customer edit box to access the Choose Customer dialog box.



Select the customer and click OK.



The customer code appears in the customer edit box.  By default, the payment terms, Sales persons, and customer notes are applied in the order entry.



Enter the following Order Entry details:



<Quote Number>:  Click the lens � button to access the list of current quotation numbers assigned to the customer in the Choose Code dialog box.  Choose the quotation number from the list.



<Order No>:  Enter an unique and valid identification number for the sales order.



<Order Date>:  Enter the transaction date of the sales order.  By default, the current date is displayed.



<Purchase Order Number>:  Type the identification number on the purchase order given by the customer.



<Purchase Order Date>:  Type or select the date of purchase order given by the customer.



<Taxable>:  Click the check box to enable tax charges in the sales order.  By default, the tax selected for the customer is applied on the invoice.  Click the lens button to access the Choose Tax dialog box.  Select a tax and click OK.



<Terms>:  Click the Lens � button to select the payment terms.  By default the payment terms of the customer are applied on the sales order.  See Select Payment Terms.



<Non-Inventory>:  The option allows you to switch to Inventory or Non-Inventory details.  By default, the order collects the inventory details.  The non-inventory details can be entered if a check mark appears for the Non-Inventory option.



Enter the following Inventory Item details:



<Item Code>:  Double click the Item code cell to access the Choose Inventory dialog box.  Select the item and click OK.  By default, the description, unit of measurement, and unit rate of the item selected are displayed in Inventory Details.



<Quantity> (6 digits):  Enter the quantity of the item required by the customer.



<Price>:  Type the unit cost of the item.  The default value is the unit rate specified for the item in the Inventory Details module.



<Discount>:  The discount percent available on the item.  The total amount for the item appears against the item in the Total Amount cell.



<Tax>:  Double click to charge tax on the item.  A multiplication mark appears on the tax cell.



The total value of the items in the Sales Order appears in the Sub Total edit box below the Item details.



Enter the following Non Inventory Item details:



<Account code>:  Double click the account code cell to access the Choose Account code dialog box.  Select the account and click OK.  The account code and description appear in the Non-Inventory details.



<Amount>:  Type the amount credited against the account.

<Tax>:  Double click to charge tax on the account.



The total of the amount of the accounts is displayed in the Sub Total edit box. 



Enter the following Sales Order details:



<Sales Representative>:  Select the sales person for the order of the customer.  By default, the sales person selected for the customer in the A/R Customer details is displayed.



<Description>:  Type the description of the sales order.



<Miscellaneous Charges> (7 digits):  Enter the miscellaneous charges assigned to the customer.



<Freight> (7 digits):  Type the freight charged on the customer.



<Discount> (7 digits):  The total discount allowed for the customer.



<Amount Paid> (7 digits):  Type the value of the payment made by the customer.  The payment should not exceed the total amount of the order.



<Check Number>:  Enter the check number if the payment is made by check.



<Cash Account>:  Select the cash account against which the payment is to be credited.





� XE "Order Entry:other options" �Other Order Entry Options

Click Delete � to delete the current Sales Order.



Click Address � to display the Ship to Address dialog box.



Enter the name and shipping address for the item(s).



Click OK to save the details.



Click Clear � to refresh the Order Entry screen.



Click OK to save and continue.





Note:  Accenta allows modification of Sales Order details. Select the customer and enter the order number that refers to the Sales Order. Enter the necessary details and click the OK button. A message is displayed to confirm the updating of sales order details.





� XE "Order Entry:deleting" �Deleting a Sales Order

Click Order Processing � in the Ledger Tool Set to access the Order Processing module.



Click Order Entry � in the Transaction Tool Set to access the Order Entry window.



Click the Lens � button of the customer edit box to access the Choose Customer dialog box.



Select the customer and click OK.



The customer code appears in the customer edit box.  By default, the payment terms, Sales persons, and customer notes are applied in the order entry.



Click the Lens �EMBED MSDraw   \* mergeformat��� button to select the Sales Order or type the order number to display the list of Orders pertaining to a particular customer.



Select the Sales Order and click OK to display the order details in the Sales Order screen.

Click Delete � to delete the Sales Order.



A message appears confirming the deletion.  Click Yes or <Y> to confirm the deletion of the Sales Order.  The details are removed from the Sales Order information.



Click Cancel to exit the Sales Order entry module.







Sales Invoice� XE "Order Processing:sales invoice" �

The Sales Invoice collects the details of the customer, the transaction, the payment made and presents the total tax charges, the total Invoice value and the total due amount in the Sales Invoice. The details of the transaction can be in terms of the inventory purchase made by the customer or in terms of the accounts that represent the financial nature of the transaction. The entry of payment terms and shipping address can be made in the Sales Invoice. The Sales Invoice allows the entry of new customer details.





� XE "Sales Invoice:entering" �Entering a Sales Invoice

Click Order Processing � in the Ledger Tool Set to access the Order Processing module.



Click Sales Invoice � in the Transaction Tool Set to access the Sales Invoice screen.



Click the Lens � button of the customer edit box to access the Choose Customer dialog box.



Select the customer and click OK.



The customer code appears in the customer edit box.  By default, the payment terms, Sales persons, and notes of the selected customer are applied in the Sales Invoice.



Enter the following Sales Invoice details:



<Order/Quote Number>:  Enter an unique and valid identification number for the sales order.  The quotation number can be entered for the order number.  To choose the quotation number click the lens button.  The quotations given to the customer is listed in the Choose Code dialog box. Choose the quotation number from the list.



<Order Date>:  Enter the transaction date of the sales order. The default value is the current date.



<Purchase Order Number>:  Type the identification number on the Purchase Order given by the customer.



<Purchase Order Date>:  Type or select the date of the Purchase Order placed by the customer. The default value is the current date.



<Invoice Number>:  Enter the sales invoice number. Accenta does not allow invalid or duplicate entries.



<Invoice Date>:  The transaction date of the Sales Invoice. The default value is the current date.



<Taxable>:  Click to charge tax on the invoice.  By default, the tax selected for the customer is applied on the invoice.  Click the lens  button to access the Choose Tax dialog box.  Select a tax and click OK.



<Terms>:  The terms of payment agreed upon by the customer and the firm.  Click the lens button to select the payment terms.  By default the payment terms of the customer are applied on the Sales Invoice.  See Select Payment Terms.



<Non-Inventory>:  The option allows you to switch to Inventory or Non-Inventory details. By default, the Sales Invoice collects the inventory details. The non-inventory details can be entered if the Non-inventory option is enabled.



Enter the following Inventory details:



<Select Item Code>:  Double click the Item code cell. The current item codes and descriptions are listed in the Choose Inventory dialog box. Select the item and click the OK of the dialog box. By default, the description, unit of measurement, and the unit rate of the item are displayed in the Inventory Details.



<Quantity> (6 digits):  The quantity of the item required by the customer.



<Price> (6 digits):  The unit cost of the item. The default value is the unit rate specified for the item in the Inventory Details module.



<Discount>:  The discount percent available on the item.  The total amount for the item appears against the item in the Total Amount cell.



<Tax>:  Double click to charge tax on the item. A multiplication mark appears on the tax cell if tax is charged on the Sales Invoice of the customer.



The total value of the items in the Sales Invoice appears in the Sub Total edit box below the Item details.



Enter the following Non-Inventory details:



<Select account code>:  Double click the account code cell. The current list of accounts appear in the Choose Account code dialog box. Select the account and click OK. The account code and description appear in the Non Inventory details.



<Amount>:  Type the amount credited against the account.



<Tax>:  Double click to charge tax on the account.  The net amount of the Non - Inventory details is displayed in the Sub Total edit box. 



Enter the following Sales Invoice details:



<Sales Representative>:  Select the salesperson for the invoice.  By default, the sales person selected for the customer in A/R customer details is displayed.



<Notes>:  Enter the comments to be included in the sales invoice.  By default, the notes included in A/R customer details pertaining to the selected customer are displayed.

<Description>:  Type the description of the sales invoice.



<Freight> (7 digits):  Type the freight charged on the customer.



<Discount> (7 digits):  Enter the total discount allowed for the customer.



<Amount Paid> (7 digits):  Type the value of the payment made by the customer.  The payment should not exceed the total amount of the sales invoice.



<Check Number>:  Enter the check number if the payment is made by check.



<Cash Account>:  Select the cash account against which the payment is to be credited.



<Deposit>:  Enter the deposit made by the customer.  Accenta updates (decreases) the total deposit value with the deposit made by the customer.





� XE "Sales Invoice:other options" �Other Sales Invoice Options

Click Address �EMBED MSDraw   \* mergeformat��� to display the Ship to Address dialog box.



Enter the name and shipping address of the customer.  Click OK to save the details.



Click Clear � to refresh the sales invoice screen.



Click OK to save and continue.



Click Cancel to exit.







Payment Terms� XE "Order Processing:payment terms" �

The Payment Terms is the setup of payment conditions agreed with the customer prior to making a transaction. The payment term can be selected for a particular customer as well as for a particular invoice, order or quotation. By default, the payment term selected for a customer, applies for all the transactions of the customer.





� XE "Payment Terms:selecting" �Selecting Payment Terms

Click the Payment terms lens � button to access the Payment Terms dialog box.  The following payment terms are available:



Prepaid:  Pay cash before the transaction is through. 



Cash on delivery:  Pay cash after the delivery of items within the specified due period.



Click the Due period when the payment is to be made.



The due period options are End of Month, Next End of Month, Day of Month and Number of Days.  For the day of month and number of days options enter the last day the net amount is to be paid.



Discount terms:  Accenta allows you to create discount programs on payments.



Click the period for which the discount is valid.



The discount periods are End of Month, Next End of Month, Day of Month, and Number of Days.  For the day of month and number of days options enter the last day the discount offer is valid.



Click the Due period when the payment is to be made.  The due period options are same as those of Discount period.



None:  No specific payment terms are applied.  The default payment option is None when no payment terms are selected in customer details.



Click OK to apply the payment terms.







Sales Returns� XE "Order Processing:sales returns" �

Sales Returns transacts the returns of items made by the customers and makes an on-line update to the inventory items.

� XE "Sales Returns:selecting" �Selecting Sales Returns

Click Order Processing � in the Ledger Tool Set to access the Order Processing icons.



Click Sales Returns � in the Transaction Tool Set to access the sales returns screen.



Sales Returns collects customer and invoice details, and transacts the value of returns and charges.



Click the lens � button of the customer to access the Choose Customer dialog box.



Select a customer and click OK.



Customer details such as the sales person are applied in Sales Returns.



Click the list � button of the invoice edit box to access the Choose Invoice dialog box.



The dialog box displays the lists of invoices pertaining to the selected customer.



Select the invoice and click OK.



Invoice details such as notes, description, tax, and other charges appear in Sales Returns.



Double click an item from the Choose Item dialog box.



The item quantity, price, and tax details are applied on Sales Returns.  Tax cannot be selected or charged in sales returns if the taxable option of the invoice is not enabled.  The tax and discount figures cannot be edited for the item.



Enter the following sales return details:



<Miscellaneous Charges>:  The miscellaneous charges of sales returns.  The tax for the charges is calculated and displayed.



<Freight Charges>:  The freight charges has the default charges value of the Sales Invoice.  The tax for the Freight is according displayed as per the change.  Accenta takes into account the value of the item returns and the charges, and displays the total value of the sales returns accordingly.



Click OK to save and continue.

�Purchase Order Processing� XE "Purchase Order Processing" �

The Purchase Order Processing module handles the entry of Purchase Orders (POs) handed over to the vendors and the receipts of items as per the order. The transactions of the Purchase Order Processing include:





� Purchase Order



� Purchase Order Receipts







Purchase Order Entry� XE "Purchase Order Processing:purchase orders" �

The Purchase Order Entry module collects the details of the PO placed with the vendor. The module includes item details, status of the order, final date for the delivery of the items, and buyer information. Purchase Order Entry provides options for entering the shipping and billing address and selection of payment terms.





� XE "Purchase Order:creating" �Creating a Purchase Orders

Click Purchase Order Processing � in the Ledger Tool Set to access Purchase Order Processing.



Click Purchase Order � in the Transaction Tool Set to access the PO window.



The transaction records the details of the PO to be placed with the vendor.



Click the lens � button in the Vendor edit box to access the Choose Code dialog box.



Select the vendor and click OK.



The payment terms and shipping address of the vendor are applied in the PO transaction.



Enter the following PO details:



<PO Number>:  This entry is mandatory.  If a duplicate PO number is entered, the corresponding PO details are displayed.  Any changes made will update the same PO.



<Date>:  The transaction date of the PO.



<Sales Order Number>:  The Sales Order number placed by the vendor.



<Description>:  The description of the PO.



<Type>:  Click the Type of the PO.  By default, the PO type is normal.



<Status>:  The Status of the PO.  Open denotes an active purchase order.  Closed represents an inactive or canceled PO.  POs that have a full receipt of items are also marked as closed.



<Taxable>:  Select (click) the option if tax is charged on the PO.



<Exempt Number>:  The exemption number for tax not being charged.  The exemption number becomes available if the taxable option is not selected.



Enter the Item details:



<Select items>:  Double click the item code edit to access the Choose Code dialog box.  Select the item and click OK.  The description, unit of measurement, and the unit cost of the items are applied in the Inventory details of the PO.  For the next item, click the next item cell and choose the item from the Choose Code dialog box.  After selecting the items, click Cancel to close the Choose Code dialog box.



<Order Qty>:  The quantity ordered for the item.



<Unit Cost>:  Type the unit rate of the item.  By default, the unit rate of the item in the Inventory details is displayed.  The value of the order quantity and the unit cost should be greater than zero.  Accenta displays the total purchase value of the item as per the order quantity and unit cost entered.



<Cancel>:  Cancel represents the number of units cancelled against the order of the item.  Cancel units can be modified, but the new value must be less than the current value.



<Need by>:  Enter the date that the items must be delivered.



<Last Date>:  Enter the final date the items may be delivered.



<Order Total>:  The total value of the PO.  To change the Order Total setup, click the list button of the Order Total to access the PO dialog box.  The details in the dialog box include:



Subtotal:  The value of the inventory purchase.  This is the default value.



Tax %:  The percent of tax charged in the PO.



Sales tax:  The sales tax amount charged in the PO.



Discount:  The discount amount allowed in the PO.



Deposits:  The deposit amount applied in the PO.  The deposit should be lesser than or equal to the Open Credit value placed with the vendor.



Click OK in the dialog box to apply the calculations in the PO.



Click OK to save and continue.















� XE "Purchase Orders:other options" �Other Purchase Order Options

Click Delete � to delete the current highlighted item of the PO.



Click Item Status � to access the On-line Item Status dialog box which displays the information of the current highlighted item of the PO.



Click Address� to access the Shipping Information dialog box to record the shipping and billing address of the customer.



Click Terms� to access the Payment Terms dialog box to select the payment terms for the PO.



By default, the payment terms selected for the vendor apply for all the POs of the vendor.







Accenta Payment Terms� XE "Purchase Order Processing:payment terms" �

The Payment Term is the rule of payment agreed upon between the vendor and the firm prior to making a transaction. The payment term can be selected for the vendor as well as for a particular PO. By default, the payment term selected for a vendor applies to all the POs transacted by the vendor.



The following payment terms are available:





Prepaid:  Pay cash before the transaction is through.



Cash on delivery:  Pay cash on delivery of goods.



Discount terms:  Accenta allows you to create discounts on payments.



None:  Applies the prepaid payment term.

� XE "Payment Terms:entering" �Entering the Payment Term

Enter the discount term details:

<Discount Rate> (2 digits):  The discount rate calculated on the PO.



<Discount period>:



End of Month:  Discount is valid, if the payment is made within the end of the month the PO was transacted.



Day of month:  Discount valid till the day of the month specified. The day entered should be lesser than last day of the month in accordance to the purchase order transaction date.



Number of Days:  Date limit calculated as per number of days entered .



<Due Period>:



End of Month:  Due date is the end of the month with reference to the purchase order transaction date.



Next End of Month:  Balance Amount to be paid within the next end of month in accordance to the purchase order transaction date.



Day of Month:  Last date for payment is the specified day of the month with reference to the purchase order transaction date. The day of the month should be lesser than or equal to the last day of the month.



Number of Days:  The due date is the resulting date of the sum of the number of days with the PO date.



Click the Cash on Delivery option and choose the applicable due period:



End of Month:  Due date is the end of the month with reference to the purchase order transaction date.



Next End of Month:  Balance Amount to be paid within the next end of month in accordance to the purchase order transaction date.



Day of Month:  Last date for payment is the specified day of the month with reference to the purchase order transaction date. The day of the month should be lesser than or equal to the last day of the month.



Number of Days:  The due date is calculated as per the number of days entered.







Purchase Order Receipts� XE "Purchase Order Processing:purchase order receipts" �

The Receipts deals with the delivery of items from the vendor. Accenta records the items' receipt against the respective PO. Accenta allows complete or partial cancellation of items. However, the program does not allow the selection or addition of items in PO Receipts.





� XE "Purchase Order Receipts:entering" �Entering a Purchase Order Receipt

Click Purchase Order � in the Ledger Tool Set to access the PO transactions in the Transaction Tool Set.



Click Purchase Order Receipts � in the Transaction Tool Set to access the PO Receipts window.



Click the list � button of the PO Number to access the list of POs in the Choose Code dialog box.



Select the PO and click OK.



PO details, including the inventory purchase information, are displayed in the PO Receipts screen.



Enter the following PO Receipt details:



<Description>:  The description of the PO Receipts. By default, the description of the PO appears for the Receipts.



<Journal No>:  The journal reference number of the transaction. The entry of the Journal No is mandatory and should be valid.



<Date received>:  The date of the item receipts of the selected PO.



Enter the following item details:



<Open>:  The due quantity to be received for the item against the PO. The Open value cannot be edited.



<Received>:  Enter the number of units received for the item.



<Unit Cost>:  Type the rate of each unit of the item. The default value is the unit rate specified for the item in the AR Inventory Details.



<Extended>  The total value of the item receipt displayed by Accenta. The value cannot be edited or modified.



<Cancel>:  Enter the number of units of the item canceled against the PO. The sum of the units received and units canceled should not exceed the Open quantity.





� XE "Purchase Order Receipts:other options" �Other Purchase Order Receipts Options

Click Full Receipts � to display the open quantity in the received box for each item.



The open quantity indicates the full receipt of items against the PO.



Click OK to save and continue.



�Table of Contents



� TOC \o "1-3" �Introduction	� GOTOBUTTON _Toc355521877  � PAGEREF _Toc355521877 �
1
��

Objectives of the System	� GOTOBUTTON _Toc355521891  � PAGEREF _Toc355521891 �
1
��

Icons and Tool Sets	� GOTOBUTTON _Toc355521892  � PAGEREF _Toc355521892 �
1
��

Getting Started	� GOTOBUTTON _Toc355521893  � PAGEREF _Toc355521893 �
2
��

Initializing the Accenta Database	� GOTOBUTTON _Toc355521894  � PAGEREF _Toc355521894 �
3
��

User Access Privileges	� GOTOBUTTON _Toc355521895  � PAGEREF _Toc355521895 �
4
��

User Password	� GOTOBUTTON _Toc355521896  � PAGEREF _Toc355521896 �
5
��

Chart of Accounts	� GOTOBUTTON _Toc355521897  � PAGEREF _Toc355521897 �
6
��

Account Types	� GOTOBUTTON _Toc355521898  � PAGEREF _Toc355521898 �
7
��

Accenta Code Style	� GOTOBUTTON _Toc355521899  � PAGEREF _Toc355521899 �
8
��

Company Maintenance	� GOTOBUTTON _Toc355521900  � PAGEREF _Toc355521900 �
9
��

Transaction Types	� GOTOBUTTON _Toc355521901  � PAGEREF _Toc355521901 �
10
��

Starting Balances and Historical Data	� GOTOBUTTON _Toc355521902  � PAGEREF _Toc355521902 �
11
��

Creating Vendor Details	� GOTOBUTTON _Toc355521903  � PAGEREF _Toc355521903 �
12
��

Account Defaults Setup	� GOTOBUTTON _Toc355521904  � PAGEREF _Toc355521904 �
12
��

Inventory Defaults	� GOTOBUTTON _Toc355521905  � PAGEREF _Toc355521905 �
15
��

Product Categories	� GOTOBUTTON _Toc355521906  � PAGEREF _Toc355521906 �
16
��

Customer Details	� GOTOBUTTON _Toc355521907  � PAGEREF _Toc355521907 �
17
��

Transferring Books to Accenta	� GOTOBUTTON _Toc355521908  � PAGEREF _Toc355521908 �
21
��

Initial Balances and Historical Data	� GOTOBUTTON _Toc355521909  � PAGEREF _Toc355521909 �
21
��

Budget Amounts	� GOTOBUTTON _Toc355521910  � PAGEREF _Toc355521910 �
22
��

General Ledger	� GOTOBUTTON _Toc355521911  � PAGEREF _Toc355521911 �
24
��

Setup	� GOTOBUTTON _Toc355521912  � PAGEREF _Toc355521912 �
24
��

Chart of Accounts	� GOTOBUTTON _Toc355521913  � PAGEREF _Toc355521913 �
24
��

Introduction to Account Codes	� GOTOBUTTON _Toc355521914  � PAGEREF _Toc355521914 �
25
��

Transaction Types	� GOTOBUTTON _Toc355521915  � PAGEREF _Toc355521915 �
28
��

Maintain Department	� GOTOBUTTON _Toc355521916  � PAGEREF _Toc355521916 �
30
��

Maintain Budgets	� GOTOBUTTON _Toc355521917  � PAGEREF _Toc355521917 �
32
��

Maintain Initial Account Balances	� GOTOBUTTON _Toc355521918  � PAGEREF _Toc355521918 �
33
��

Transactions	� GOTOBUTTON _Toc355521919  � PAGEREF _Toc355521919 �
33
��

Significance of Different Types of Journal Entries	� GOTOBUTTON _Toc355521920  � PAGEREF _Toc355521920 �
34
��

General Journal Entries	� GOTOBUTTON _Toc355521921  � PAGEREF _Toc355521921 �
35
��

Cash Disbursements	� GOTOBUTTON _Toc355521922  � PAGEREF _Toc355521922 �
37
��

Cash Receipts	� GOTOBUTTON _Toc355521923  � PAGEREF _Toc355521923 �
39
��

Purchase Entries	� GOTOBUTTON _Toc355521924  � PAGEREF _Toc355521924 �
41
��

Sales Entries	� GOTOBUTTON _Toc355521925  � PAGEREF _Toc355521925 �
42
��

Inventory Accounts	� GOTOBUTTON _Toc355521926  � PAGEREF _Toc355521926 �
44
��

Payroll Entries	� GOTOBUTTON _Toc355521927  � PAGEREF _Toc355521927 �
45
��

Recurring Entries	� GOTOBUTTON _Toc355521928  � PAGEREF _Toc355521928 �
47
��

Access to Recurring Entries	� GOTOBUTTON _Toc355521929  � PAGEREF _Toc355521929 �
49
��

Month Close	� GOTOBUTTON _Toc355521930  � PAGEREF _Toc355521930 �
50
��

Special Journal Entries	� GOTOBUTTON _Toc355521931  � PAGEREF _Toc355521931 �
50
��

Reports	� GOTOBUTTON _Toc355521932  � PAGEREF _Toc355521932 �
52
��

Report Functions	� GOTOBUTTON _Toc355521933  � PAGEREF _Toc355521933 �
53
��

Report Format	� GOTOBUTTON _Toc355521934  � PAGEREF _Toc355521934 �
53
��

Toolbar Options	� GOTOBUTTON _Toc355521935  � PAGEREF _Toc355521935 �
54
��

Journal Detail Report	� GOTOBUTTON _Toc355521936  � PAGEREF _Toc355521936 �
54
��

List of Transaction Types	� GOTOBUTTON _Toc355521937  � PAGEREF _Toc355521937 �
55
��

Trial Balance (Detailed)	� GOTOBUTTON _Toc355521938  � PAGEREF _Toc355521938 �
55
��

Payroll Entries	� GOTOBUTTON _Toc355521939  � PAGEREF _Toc355521939 �
56
��

Recurring Entries	� GOTOBUTTON _Toc355521940  � PAGEREF _Toc355521940 �
58
��

Access to Recurring Entries	� GOTOBUTTON _Toc355521941  � PAGEREF _Toc355521941 �
60
��

Month Close	� GOTOBUTTON _Toc355521942  � PAGEREF _Toc355521942 �
60
��

Special Journal	� GOTOBUTTON _Toc355521943  � PAGEREF _Toc355521943 �
61
��

Accounts Payable (A/P)	� GOTOBUTTON _Toc355521944  � PAGEREF _Toc355521944 �
63
��

Setup	� GOTOBUTTON _Toc355521945  � PAGEREF _Toc355521945 �
63
��

Account Posting Information	� GOTOBUTTON _Toc355521946  � PAGEREF _Toc355521946 �
63
��

Vendor Details	� GOTOBUTTON _Toc355521947  � PAGEREF _Toc355521947 �
64
��

Transactions	� GOTOBUTTON _Toc355521948  � PAGEREF _Toc355521948 �
66
��

Overview	� GOTOBUTTON _Toc355521949  � PAGEREF _Toc355521949 �
67
��

Bills	� GOTOBUTTON _Toc355521950  � PAGEREF _Toc355521950 �
68
��

Inventory Bill	� GOTOBUTTON _Toc355521951  � PAGEREF _Toc355521951 �
70
��

Non-Inventory Bill	� GOTOBUTTON _Toc355521952  � PAGEREF _Toc355521952 �
71
��

Payment Terms	� GOTOBUTTON _Toc355521953  � PAGEREF _Toc355521953 �
72
��

Check Payment	� GOTOBUTTON _Toc355521954  � PAGEREF _Toc355521954 �
73
��

Manual Check Entries	� GOTOBUTTON _Toc355521955  � PAGEREF _Toc355521955 �
77
��

Bills Selection Report	� GOTOBUTTON _Toc355521956  � PAGEREF _Toc355521956 �
78
��

Void Payment	� GOTOBUTTON _Toc355521957  � PAGEREF _Toc355521957 �
79
��

Debit Memo	� GOTOBUTTON _Toc355521958  � PAGEREF _Toc355521958 �
80
��

Credit Memo	� GOTOBUTTON _Toc355521959  � PAGEREF _Toc355521959 �
83
��

Apply Open Credit	� GOTOBUTTON _Toc355521960  � PAGEREF _Toc355521960 �
85
��

Recurring Invoices	� GOTOBUTTON _Toc355521961  � PAGEREF _Toc355521961 �
87
��

Open Credit	� GOTOBUTTON _Toc355521962  � PAGEREF _Toc355521962 �
90
��

Reports	� GOTOBUTTON _Toc355521963  � PAGEREF _Toc355521963 �
92
��

Report Format	� GOTOBUTTON _Toc355521964  � PAGEREF _Toc355521964 �
93
��

Toolbar Options	� GOTOBUTTON _Toc355521965  � PAGEREF _Toc355521965 �
93
��

Check Register	� GOTOBUTTON _Toc355521966  � PAGEREF _Toc355521966 �
93
��

Open Invoice Report	� GOTOBUTTON _Toc355521967  � PAGEREF _Toc355521967 �
94
��

Purchase Journal	� GOTOBUTTON _Toc355521968  � PAGEREF _Toc355521968 �
95
��

Vendor List	� GOTOBUTTON _Toc355521969  � PAGEREF _Toc355521969 �
95
��

Accounts Receivable (A/R)	� GOTOBUTTON _Toc355521970  � PAGEREF _Toc355521970 �
97
��

Setup	� GOTOBUTTON _Toc355521971  � PAGEREF _Toc355521971 �
97
��

Overview	� GOTOBUTTON _Toc355521972  � PAGEREF _Toc355521972 �
97
��

A/R Defaults	� GOTOBUTTON _Toc355521973  � PAGEREF _Toc355521973 �
98
��

Customer Details	� GOTOBUTTON _Toc355521974  � PAGEREF _Toc355521974 �
99
��

Payment Terms	� GOTOBUTTON _Toc355521975  � PAGEREF _Toc355521975 �
103
��

Initial Balances	� GOTOBUTTON _Toc355521976  � PAGEREF _Toc355521976 �
104
��

Customer Sales Details	� GOTOBUTTON _Toc355521977  � PAGEREF _Toc355521977 �
105
��

A/R Sales Person Details	� GOTOBUTTON _Toc355521978  � PAGEREF _Toc355521978 �
106
��

Sales Person Sales History Details	� GOTOBUTTON _Toc355521979  � PAGEREF _Toc355521979 �
108
��

Sales Tax	� GOTOBUTTON _Toc355521980  � PAGEREF _Toc355521980 �
109
��

Sales Tax History	� GOTOBUTTON _Toc355521981  � PAGEREF _Toc355521981 �
111
��

Transactions	� GOTOBUTTON _Toc355521982  � PAGEREF _Toc355521982 �
111
��

Overview	� GOTOBUTTON _Toc355521983  � PAGEREF _Toc355521983 �
112
��

A/R Invoices	� GOTOBUTTON _Toc355521984  � PAGEREF _Toc355521984 �
113
��

Payment Terms	� GOTOBUTTON _Toc355521985  � PAGEREF _Toc355521985 �
118
��

A/R Credit Memo	� GOTOBUTTON _Toc355521986  � PAGEREF _Toc355521986 �
120
��

A/R Apply Open Credit	� GOTOBUTTON _Toc355521987  � PAGEREF _Toc355521987 �
122
��

A/R Apply Deposit	� GOTOBUTTON _Toc355521988  � PAGEREF _Toc355521988 �
124
��

A/R Debit Memo	� GOTOBUTTON _Toc355521989  � PAGEREF _Toc355521989 �
126
��

A/R Apply Cash Receipts	� GOTOBUTTON _Toc355521990  � PAGEREF _Toc355521990 �
129
��

Customer Status	� GOTOBUTTON _Toc355521991  � PAGEREF _Toc355521991 �
131
��

Item Status	� GOTOBUTTON _Toc355521992  � PAGEREF _Toc355521992 �
133
��

Reports	� GOTOBUTTON _Toc355521993  � PAGEREF _Toc355521993 �
133
��

Open Invoice Report	� GOTOBUTTON _Toc355521994  � PAGEREF _Toc355521994 �
135
��

Deposit Report	� GOTOBUTTON _Toc355521995  � PAGEREF _Toc355521995 �
135
��

Open Credit Report	� GOTOBUTTON _Toc355521996  � PAGEREF _Toc355521996 �
136
��

Credit Limit Report	� GOTOBUTTON _Toc355521997  � PAGEREF _Toc355521997 �
136
��

Transaction Register Invoice	� GOTOBUTTON _Toc355521998  � PAGEREF _Toc355521998 �
137
��

Customer Worksheet	� GOTOBUTTON _Toc355521999  � PAGEREF _Toc355521999 �
137
��

Sales Rep Report - Detailed	� GOTOBUTTON _Toc355522000  � PAGEREF _Toc355522000 �
138
��

Sales Tax Report - Detailed	� GOTOBUTTON _Toc355522001  � PAGEREF _Toc355522001 �
138
��

Tax rate List	� GOTOBUTTON _Toc355522002  � PAGEREF _Toc355522002 �
139
��

Inventory Stock Management Handouts	� GOTOBUTTON _Toc355522003  � PAGEREF _Toc355522003 �
140
��

Setup	� GOTOBUTTON _Toc355522004  � PAGEREF _Toc355522004 �
140
��

Inventory Account Setup	� GOTOBUTTON _Toc355522005  � PAGEREF _Toc355522005 �
145
��

Vendor Information	� GOTOBUTTON _Toc355522006  � PAGEREF _Toc355522006 �
146
��

Inventory Transaction History	� GOTOBUTTON _Toc355522007  � PAGEREF _Toc355522007 �
147
��

Build Item	� GOTOBUTTON _Toc355522008  � PAGEREF _Toc355522008 �
148
��

Delete Item	� GOTOBUTTON _Toc355522009  � PAGEREF _Toc355522009 �
149
��

Transactions	� GOTOBUTTON _Toc355522010  � PAGEREF _Toc355522010 �
150
��

Inventory Adjustments	� GOTOBUTTON _Toc355522011  � PAGEREF _Toc355522011 �
150
��

Inventory Issues	� GOTOBUTTON _Toc355522012  � PAGEREF _Toc355522012 �
152
��

Assemble Item	� GOTOBUTTON _Toc355522013  � PAGEREF _Toc355522013 �
153
��

Inventory Transaction Receipts	� GOTOBUTTON _Toc355522014  � PAGEREF _Toc355522014 �
155
��

Unbuild Item	� GOTOBUTTON _Toc355522015  � PAGEREF _Toc355522015 �
156
��

Inventory Returns	� GOTOBUTTON _Toc355522016  � PAGEREF _Toc355522016 �
157
��

Reports	� GOTOBUTTON _Toc355522017  � PAGEREF _Toc355522017 �
159
��

Order Processing	� GOTOBUTTON _Toc355522018  � PAGEREF _Toc355522018 �
160
��

Overview	� GOTOBUTTON _Toc355522019  � PAGEREF _Toc355522019 �
160
��

Quotes	� GOTOBUTTON _Toc355522020  � PAGEREF _Toc355522020 �
161
��

Order Entry	� GOTOBUTTON _Toc355522021  � PAGEREF _Toc355522021 �
165
��

Sales Invoice	� GOTOBUTTON _Toc355522022  � PAGEREF _Toc355522022 �
170
��

Payment Terms	� GOTOBUTTON _Toc355522023  � PAGEREF _Toc355522023 �
173
��

Sales Returns	� GOTOBUTTON _Toc355522024  � PAGEREF _Toc355522024 �
174
��

Purchase Order Processing	� GOTOBUTTON _Toc355522025  � PAGEREF _Toc355522025 �
177
��

Purchase Order Entry	� GOTOBUTTON _Toc355522026  � PAGEREF _Toc355522026 �
177
��

Accenta Payment Terms	� GOTOBUTTON _Toc355522027  � PAGEREF _Toc355522027 �
180
��

Purchase Order Receipts	� GOTOBUTTON _Toc355522028  � PAGEREF _Toc355522028 �
182
��

�



��Index



� INDEX \e " • " \h "A" \c "2" ��A

Accenta

about • 1

objectives • 1

opening • 2

Account Codes

adding • 25

deleting • 26

other options • 26

Account Defaults

finance charges • 15

selecting a G/L account code • 14

setting up A/P defaults • 13

setting up A/R defaults • 13

Accounts Payable (A/P) • 63

account posting information • 63

apply open credit • 85

bills • 68

check payment • 73

credit memo • 83

debit memo • 80

inventory bill • 70

manual check entries • 77

non-inventory bill • 71

open credit • 90

overview • 67

payment terms • 72

recurring invoices • 87

report format • 92

reports • 92

setting up account defaults • 63

setup • 63

transactions • 66

vendor details • 64

void payment • 79

Accounts Receivable (A/R) • 97

apply cash receipts • 129

apply deposit • 124

apply open credit • 122

credit memo • 120

customer details • 99

customer sales details • 105

customer status • 131

debit memo • 127

initial balances • 104

invoices • 113

item status • 133

overview • 97, 112

payment terms • 103, 118

reports • 133

sales person details • 106

sales person sales history details • 108

sales tax • 109

sales tax history • 111

setting up A/R defaults • 98

setup • 97

transactions • 112

Apply Cash Receipts

entering • 129

other options • 131

Apply Deposit

entering • 125

other options • 126

Apply Open Credit

entering • 85, 123

other options • 124

Assemble Item

entering • 153

B

Bills

posting an entry • 68

Bills Selection Report

displaying • 78

Budget Amounts

entering current year amounts • 21

other options • 22

Build Item

entering • 148

C

Cash Disbursements

entering • 36

Cash Receipts

posting • 38

Check Payment

entering • 73

other options • 76

Company Maintenance • 9

account defaults • 12

adding a new account code • 9

changing account code details • 9

customer details • 17

inventory defaults • 15

product categories • 16

starting balances • 11

transaction types • 10

vendor details • 11

Credit Memo

entering • 83, 120

other options • 122

Customer Details

deleting • 102

entering • 100

new • 17

other options • 18, 101

Customer Sales Details

entering • 105

Customer Status

entering • 132

D

Debit Memo

entering • 81, 127

other options • 128

Delete Item

deleting • 149

E

ebit memo • 80

G

General Journal Entries

entering • 34

General Ledger • 23

access to recurring entries • 48, 59

account codes • 24

cash disbursements • 36

cash receipts • 38

chart of accounts • 23

general journal entries • 34

inventory accounts • 43

journal entries • 33

maintain budgets • 31

maintain departments • 29

maintain initial account balances • 32

month close • 49, 59

payroll entries • 45, 55

purchase entries • 40

recurring entries • 46, 57

reports • 51

sales entries • 41

setup • 23

special journal entries • 49

transaction types • 27

transactions • 32

H

historical data • See starting balances. See starting balances

I

Initializing the Database

company parameters • 3

Intial Balances

setting up • 105

Inventory Account Setup

entering • 145

Inventory Accounts

entering a transaction • 43

Inventory Adjustments

entering • 150

other options • 151

Inventory Bill

entering inventory purchase details • 70

selecting • 70

Inventory Defaults

account setup • 15

Inventory Issues

entering • 152

other options • 153

Inventory Returns

entering • 157

other options • 158

Inventory Stock Management Handouts • 140

adding inventory item details • 142

assemble item • 153

build item • 148

delete item • 149

entering inventory setup defaults • 141

inventory account setup • 145

inventory adjustments • 150

inventory issues • 152

inventory returns • 157

inventory transaction receipts • 154

other options • 144

reports • 159

setup • 140

transactions • 150

unbuild item • 156

vendor information • 146

Inventory Transaction Receitps

other options • 155

Invoices

editing • 114

other options • 117

Item Status

entering • 133

Iventory Stock Management Handouts

inventory transaction history • 147

Iventory Transaction History

entering • 147

M

Maintain Budgets

entering gigures • 31

other options • 31

Maintain Departments

adding • 29

copying department accounts • 30

deleting • 29

Maintain Initial Account Balances

entering • 32

Manual Check Entries

entering • 77

Month Close

accessing • 49, 60

N

Non-Inventory Bill

entering • 71

O

Open Credit

entering • 90

Order Entry

deleting • 169

entering • 166

other options • 168

Order Processing • 160

order entry • 165

overview • 160

payment terms • 174

quotes • 161

sales invoice • 170

sales returns • 175

P

Payment Terms

entering • 103, 119, 181

selecting • 72, 174

Payroll Entries

other options • 46, 57

posting • 45, 56

Product Categories

entering information • 16

Purchase Entries

posting • 40

Purchase Order

creating • 177

Purchase Order Processing • 177

payment terms • 180

purchase order receipts • 182

purchase orders • 177

Purchase Order Receipts

entering • 182

other options • 183

Purchase Orders

other options • 179

Q

Quotes

deleting • 164

entering • 161

other options • 164

R

Recurring Entries

creating • 47, 57

deleting • 48, 58

posting • 59

posting a recurring transaction • 48

Recurring Invoices

deleting • 89

entering • 87

Report Format • 53

Report Functions • 52

running a report • 52

toolbar • 53, 93

Reports

bills selection • 78

check register • 93

credit limit • 136

customer worksheet • 137

deposit • 135

journal detail • 54

open credit • 136

open invoice report • 94, 135

purchase journal • 95

running • 92

sales rep - detailed • 138

sales tax - detailed • 138

selecting A/R reports • 134

tax rate list • 139

transaction register invoice • 137

transaction types • 54

trial balance (detailed) • 55

vendor list • 95

S

Sales Entries

posting • 41

Sales Invoice

entering • 170

other options • 173

Sales Person Details

deleting • 107

entering • 106

other options • 107

Sales Person History Details

setting up • 108

Sales Returns

selecting • 175

Sales Tax

applying • 109

deleting • 110

Sales Tax History

entering • 111

Setup

account types • 6

chart of accounts • 6

code style • 7

initializing the database • 3

user access privileges • 3

user password • 5

Special Journal • 60

accessing • 49, 60

Starting Balances

entering • 11, 20

T

Tool sets • 1

ledger • 1

transaction • 2

Toolbars • 2

Transaction Types

creating • 10, 27

deleting • 28

entering gebit and credit accounts • See

Transferring Books to Accenta • 20

budget amounts • 21

starting balances • 20

U

Unbuild Item

updating • 156

User Access Privileges

adding a new user • 4

deleting a user • 4

other options • 5

User Password

changing • 5

V

Vendor Details

adding • 64

deleting • 66

entering • 12

Vendor Information

entering • 146

Void Payment

issuing a stop payment • 79

��



� PAGE �
186
�								Accenta





Accenta								� PAGE �
185
�












