Manual AR Documents


MANUAL AR DOCUMENTS
This process is used to maintain any Invoices or Credit Notes which you wish to print and/or post in the Accounts Receivable system.  
If you are using the Job Costing system, this process may be used to Invoice and Close Jobs in the one process.  Provision is made for entry of Job Numbers on the first screen, and if entered further details for the document will default from the Job details.  If a Job Costing Quote is associated with the entered jobs, the quote billing details will appear automatically. 
Fields indicated as mandatory (Red Label) require data input where the other fields indicated with a Black Label do not necessarily require input, but any default entries in any of these field can be changed if necessary.
To access Help for all fields – position cursor in the field and press F1 or click on [image: image1.png]


Help button.

To access Search for fields that have Search available – position cursor in the field, Click on [image: image2.png]Search



Search Button, or right click and select Search option. 

DOCUMENTS - HEADER SCREEN
· Document Type – This will automatically default to Tax Invoice but can be changed to Credit Note if required.
· Entity – This will default to the code for the current Entity you are in.
· Document No – May be automatically created after you have entered details into the Document and have clicked the Save button. Document Number allocation depends on the setting in AR Parameters – Document No Allocation option.  Valid options are Entity Specific, Global or Order Entry/Invoicing.
· Job No – If you are using Job Costing system, enter the Job Number that this Document relates to, otherwise leave blank. You can only enter a Job Number for the current entity here.
· Close – Check for Yes to close the Job indicated in the previous field.  Leave blank if no Job Number has been indicated in the previous field.
· Subs – Will only be asked if the Job indicated has not been closed, and you are now closing the job and the job has sub jobs, but the sub jobs have not been closed and the open jobs are not manufacturing jobs.  If you check this option all of the sub jobs that are non manufacture sub jobs will be closed.
Continue to enter more Jobs, if required, by clicking on the + button at the bottom of the table.
The following fields are only used when a Job has been indicated previously.  They record details of costs previously transferred, amount to transfer now, Budgeted Cost and Total Costs to the Jobs indicated.
· Transferred – Indicates the costs already transferred to the Jobs indicated.
· Transfer Now – Indicates costs to Transfer Now to the Jobs indicated.
· Total Transferred – Indicates Total transferred to Jobs Indicated.
· Budget Cost – Indicates Budgeted Cost from Job.
· Total Costs – Indicated Total Costs Transferred to Jobs indicated.
If a Job has been indicated, the remaining details on this screen will default from the Job screen, otherwise enter the information in each of the following fields   
· Deliver to – Enter the Code for the Customer that this transaction will be delivered to.
· Street Address – Enter the first line of the delivery address for this transaction.
· Suburb – Enter the Suburb of the delivery address for this transaction.
· State – Enter the State of the delivery address for this transaction.

· Invoice to – Enter the Code for the Customer that will be invoiced for this transaction.  It can be different to the Delivery to Address, but in most cases it will be the same.

· Transaction Date – Enter the actual date of this transaction.

· Due Date – The Actual Due date of this document taking into account the Account Terms for the Invoice to Customer. Account Terms are set in the Customer File, Terms Code field.
· Discount Date – This is the date up to which the discount % may be claimed for this transaction, if applicable.
· Customer Order – If the Customer has supplied an Order for this transaction, enter it here, otherwise leave this field blank.

· Salesman – Select the Salesman code from available list.  Used to identify the Salesman entering this transaction.
· Print Flag – Is a display field only.  This field will be checked if/when the Document has been printed.  

[image: image3.png]OP

Back _Search

e test er wal AR Documents {ARDOCENT}

O B 2 4 S

Forward _Calculator_Calendar _Settings __Print

9 3

e Cache

Document Type

Document No

e o e o7 GG

Q000 + 2 X

Deliver to
Strest Address
Suburb

state

Invoice To

‘salesman

Nosekcion =]

Postcode

“This is the actual Document Number and may be automatically assigned when saving the Document

Transaction Date | 29/03/10
Due Date 29/03/10
Discount Date 29/03/10
Customer Order

Brint Fag (]

Tansered [

Transfer Now

Total Transferred

Budget cost [
Toalcoss [

P Do To e ]

| Marjorie Kenna





Figure 1: AR Document - Header Screen
DOCUMENTS - DETAILS SCREEN

If, on the previous screen, you have entered a Job Number, and that Job Number had a Quote associated with it, you will find that the Details screen will be completed with the details from the Job Costing Quote.
However, if there was no Job Number being referenced on the previous screen, you will be required to enter the details on this screen.
· Delivery by – Select deliver by option from this transaction.
· Delivery Date – Enter Delivery date for this transaction.
· Delivery Doc No – Enter the Delivery Document No – if one is available.
· Bill Code – Select the Bill Code for this transaction.  
· Bill Entity – Select Entity Code that will be charged with this transaction
· Amount – Enter the GST Free amount of the transaction.
· Tax Rate – Select the appropriate Tax Rate for this transaction
· Text Code – Select the Text Code if necessary.
· Description – Enter the Description associated with the Bill Code or select the Text Code from the previous field.
You will have a description associated with the Bill Code being used on each line of the table.  If you want that description to print on your Invoice, enter it here.  
However, if the Bill Code description does not fully describe the Bill Code here, you can set up a more detailed description by selecting the Text Code and having the Description associated with the Text Code appear on your Document.   

To add details to appear in the Text Code field:
· Position cursor in the Text Code field.

· Right click with the mouse.

· Select Maintain. You will be taken to the Document Text (armDocText) process.
· Create a Text Code. Enter the Text to be associated with the Text Code.

· Check the Transfer box associated with each line if you want that Text to be transferred to the Document.

· Click Save. 

· Click Exit to return to the AR Document process.

Select the Text code you have just created, for the Description associated with the Text Code to appear on the printed document.

If you want text to appear beside each line of the document, you must enter text in the Description field.  
· Qty – Enter the Qty associated with the Bill Code.
Continue to enter more entries in this table, if necessary.
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Figure 2: AR Documents - Details Screen
DOCUMENTS - JOB DISTRIB. SCREEN

This screen allows you to enter Job Numbers and Activity Codes, and enter a dollar figure for each Job/Activity if you have entered one or more jobs on the document.  
The details are used to generate Job Costing Transaction when the documents are posted.  If more than one job has been entered then you must enter data in this screen to determine how much of the Invoices go to each Job.

If no Job Number is entered, then leave this screen blank.

· Job – Make your selection from drop down list.  Will only be populated with Job/Jobs that have been entered on the Header screen of this process.  

· Activity – Enter the code for the Activity for the Job Costing transaction.
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Figure 3: AR Documents - Job Distrib Screen
Don’t forget to Save your work on a regular basis.

PRINT DOCUMENTS
This screen allows you to print a single or a range of documents. Only those documents that have not been printed (and not posted) will be included for selection by this process.
· Starting Document No – Enter the first document number to be considered here.
· Ending Document No – Enter the last document number to be considered here.
Care should be taken when entering a range of Documents to print.  Eg. It you enter 1 as the Starting Document No and enter 200 as the Ending Document Number (but you meant to enter 20 as the ending Document Number), the system will Print every document that has not been printed from 1 to 200 that is currently unprinted in the system.
· Invoice or Credit Notes – Select the document type eg. Invoice or Credit.
· Batch for User –  Will default with the current user (if you have Transaction Batches turned on – Accounts Receivable Parameters – Transaction Batches) 
If you have Transaction Batches turned on and you want to print a Document that was entered by another user, you can delete the current user name and either, enter the other user code, or simply leave this field blank to select documents for All Users.
[image: image6.png]Back  Search Forward _Calcuator

Colendsr_Settings __Prnt___Help __ Cache

Starting Document No. 1]

Ending Document o 99999995

Invoice or Creit Notes | Tax Invoice.

No tip available.





Figure 4: Print Documents Screen
REPRINT DOCUMENTS

This screen allows you to reprint a single or a range of documents. Only those documents that have previously been printed (and not posted) will be included for selection by this process.

· Starting Document No – Enter the first document number to be considered here.

· Ending Document No – Enter the last document number to be considered here.

Care should be taken when entering a range of Documents to reprint.  Eg. It you enter 1 as the Starting Document No and enter 200 as the Ending Document Number (but you meant to enter 20 as the ending Document Number), the system will reprint every document that has been reprinted from 1 to 200 that is currently printed in the system.

· Invoice or Credit Notes – Select the document type eg. Invoice or Credit.

· Batch for User –  Will default with the current user (if you have Transaction Batches turned on – Accounts Receivable Parameters – Transaction Batches) 

If you have Transaction Batches turned on and you want to print a Document that was entered by another user, you can delete the current user name and either, enter the other user code, or simply leave this field blank to select documents for All Users.
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Figure 5: Reprint Documents Screen
UNPRINT DOCUMENTS

This process can be used to "unprint" a document. 
In usual circumstances a document can NOT be amended once it has been printed but with this process it can allow you to perform such a task.

· Document Type – Select type of Document to be unprinted eg. Invoice or Credit
· Document No – Enter Document Number to be unprinted. 
Click Save.   

Click Exit to return to the Menu.
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Figure 6: Unprint a Document Screen
You can then amend the Invoice as required.

DOCUMENT EDIT LIST

This process prints an Edit List of the Documents that have been processed in the AR Documents Menu.  An Edit List can be run as many times as you wish. An Edit List is run to check on the accuracy of transactions, prior to them being posted.
· Only list Printed Documents – Check for Yes to only List Printed Documents.  If this field is not checked (eg No) an Edit List will print for ALL documents that are unposted in the system at the present time.  
· Batch for User –  Will default with the current user (if you have Transaction Batches turned on – Accounts Receivable Parameters – Transaction Batches) 

If you have Transaction Batches turned on and you want to print a Document that was entered by another user, you can delete the current user name and either, enter the other user code, or simply leave this field blank to select documents for All Users.
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Figure 7: AR Document Edit List Screen
POST DOCUMENTS
This process will produce a numbered Journal.  The entries that are stored in the Accounts Receivable files will be updated to the General Ledger and the Job Costing files as well as the relevant Customer files.  

· Only post Printed Documents – Check for Yes to only post Printed Documents.  If this field is not checked (eg No) the Journal Post will be processed for ALL documents that are unposted in the system at the present time.  

· Batch for User –  Will default with the current user (if you have Transaction Batches turned on – Accounts Receivable Parameters – Transaction Batches) 

If you have Transaction Batches turned on and you want to print a Document that was entered by another user, you can delete the current user name and either, enter the other user code, or simply leave this field blank to select documents for All Users.
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This process produces a numbered journal, posts the entries stored in the Accounts
Recelvable documents file and updates the relevant Customer files. It may also update
the General Ledger and/or Job Costing files if those options are selected.

If the Job Costing system is being used, then the job being invoiced may be
automatically closed at this time.
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Figure 8: Post AR Documents Screen
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