Vendors and Payables Management Window - Screenshot
The Vendors and Payables Management window can be used to add/edit Vendors, review Totals due or paid to Vendors, AlDI¢o naviga
general payables tasks available in the program. To open this window, clfektloes and Payables Managemeitihk on the Navigation/Home
window. The next few pages on this instruction document will describe the features on this window.
%l El @k |vendor Lists |addfEdit Bils = |Checks | Or Seleck To Pay = |Cash Balances |Transaction Ledgers = |Wendor Forms = |Eilker Records = 57 8 Remove Filker/Sork -

Vendors and Payables Management Add Mew Payahles Bil | = B |l B | Home | X
Find “endor Code-»  |AMEX - American Express =
Find Mame-> American Exprass - AMEX -
Double Click on “endor Code, Name, Phone, etc., to open Wendor Setup. Double Click on Amounts to open Detail behind the amounts.
Armount Due These may include invoices with future dates!
Select Axbotive Az OF Selected Unpaid Paid Total
Task  VendorCode _Add New Yendor || e ContactMamels]  Office Phone  B/25/2008 | TO PAY
P |5elect - | American Express & SUPPLIER (B00Y 492-5468 $0.00 £0.00 $0.00 £19 569,69 $19,569,69
Tazk
Select j.ﬁ.MEXOPTI AMEX Optima A OVERHEAD $0.00 $0.00 $0.00 $2,751.22 $2,751.22
T azk,
Select ~|ARROYO  |Arroyo Framing & |SUB- Len Arroyo (5171 693-2632 | $27,406.23 $0.00 | $27,406.23 £33, 623,40 $61,029,63
| |Task CONTRACT
Select v |ATABERAR  ATA/Bexar Taxidermy & |OVERHEAD $0.00 $0.00 $0.00 4$539,91 $539,91
Tazk
Select j.ﬁ.LIDIO'-.I'ID Audio Video A SUE- 40,00 $0.00 $0.00 $1,522.00 $1,522.00
| |Task Environments COMTRACT
Select v |AUSBLDG  Austin Building & SUPPLIER (517} #51-9290 {$609,521 $0.00 {$609,52) $5,609.52 45,000,00
| |Task Producks
Select j.ﬁ.USBUSJO Auskin Business I OVERHEAD $0.00 $0.00 $0.00 $408.00 $408.00
| |Task Journal
Select ~ |AUSCOUNT | Austin Counkertops & |SUB- {5121 §35-5100 $0.00 $0.00 $0.00 0,00 0,00
| |Task CONTRACT
Select j.ﬁ.USF‘ROF Austin Professional A SUPFLIER (512) 246-1100 $0.00 $0.00 $0.00 $114.50 $114.50
| |Task Couriers
Select j.ﬁ.LISSTAR ALSTIM STAR A SUE- Tom Davis (512) 333-4444 40,00 $0.00 $0.00 $23,965.04 $23,965.04
L Tazk ROOFING COMTRACT
Select jAUSWROUG ALUSTIN WROUGHT A SUE- Reece lackson (512} §45-9931 £0,00 £0.00 £0.00 $514.25 $814.25
| |Task IROM CONTRACT
Select jBP.NKOFP.M Bank of America A OVERHEAD (583) 449-2273 $0.00 $0.00 $0.00 $52,956,91 $52,956,91
T azk,
Select  |BATCITY  |Bat City Productions I OVERHEAD Joseph Maloukis | (S12) 280-0755 $0.00 $0.00 $0.00 $5200.00 $5200.00
Tazk
Select +|BEAUCHAM  Kenneth D. & SUB- Kenneth D. {4500,007 $0.00 {$500,00) $0.00 {£500,00)
| |Task Beaucharnp COMTRACT Beaucharp
Select jBETTERBB Better Business A OVERHEAD (512) 445-4745 £0.00 $0.00 $0.00 $295.00 $295,00
| |Task BureaujCentral Texas
Select - [BETTIS Biettis Service & SUPPLIER (517 454-0501 0,00 0,00 $0.00 40,00 40,00
| |Task Comparry, Inc.
Select jBINGHF\MJ Jennifer Bingham A OVERHEAD (1113 111-1111 $0.00 $0.00 $0.00 $595.00 $395.00
Tazk
Select - |BOACC Bank of America & SUPPLIER: (B85 449-2273 $0.00 0,00 $0.00 $90,21 $90,21
| |Task Business Card
Select  |BRIGHTOM  Brighton Custom Paint & SUPPLIER (517 740-6800 $0.00 $0.00 $0.00 $3,650.00 4$3,650,00
Tazk
§E|§Ct - |BROWNJP.C JACk aND JILL A PAYOR Jack and Jill (583) 553-5333 £0.00 $0.00 $0.00 $0.00 $0.00
| $47,059.59 | +0.00 | $47,059.59 | $395,974.,64 | $443,034.23 |




Opening the Vendors and Payables Management Window

To open the Vendors and Payables Management window, click the Payables button on the
Navigation/Home window. OR, just type AP into the Index text box and press the Enter key

on your keyboard.

Iy Te e - Accounts Pavable Management

-l

ACCOUNTING Management Window (AC)

COST CODES Management Window (CC)
Cost Codes, Master Pricing, General Matls and Labor Check Lists

JOBS Management Window (J0O)
Jobs and Job Lists

B Yendor Bills Due Date

Enter Due Date For the Bills Due Column

|Er'|ter D Date: | 09,/20,06 |

Continue ‘

Enter DATES uzing 6 numenical digits. Example: For December 31,

Ezzape key on your kevboard and ty again.

Chart of Accounts, Financials, Trial Balance, Transactions, Journal Entries

CVENDOQRS and PAYABLES Management Window (AP)
Miqm. Payables Transactions, 1099's, W ance Audits

CUSTOMXKRS / PAYORS and RECEIVABLES Mgt Window (AR)

2006, enter 123106, If there iz any problem entering the date, press the\ \

Management Windows

When the Payables button is clicked, the first window to
pop up can be used to enter a Due Date for displaying the
balance of bills due as of the date. The Vendors and
Payables Mgt Window will display totals for bills due for
each vendor as of the date entered here.

This window will default to today’s date. Just click the
Continue button (or press your Enter key) if the date
does not need to be changed.

™ Please read the note about how to enter dates.



Find a Vendor on the Vendors and Payables Management Window

To Find a Vendor by its Vendor Code, start typing the Vendor Code into the ‘Find Vendor
Code’ text box. Vendor Codes that match will auto fill into the field as you type. When
the Vendor Code is found, just press the Enter key on your keyboard.

OR, use the ‘drop down’ button to scroll through a Tip! Your F4 key
list of vendors. Click on the desired vendor. will trigger a drop
/ down list.

Vendors and Payables Management
Find %endaor Code-» DAMZE - Danze & Daviz Architectz, Inc)

Fird M arne-» COOPERCI - Cindy Cooper Y
- CustomSe - Custom Seamless Gutters
Double Click on Vel cUSTQUAM - Custarn Quality Marble, Ine. '3|

DAMZE - Danze & Dawviz Architects, Inc.
Sl DBLGDAY - Double G Diowwall, 0.
sl DEDUCTTEST - DEDUCTION YENDOR TO TEST

Task  Vendor Cod ot

DEMHAM - Denham Owerhead Door Co., Ine.

—

To Find a vendor by its Name, start typing the name of the vendor into the ‘Find Name’ text box.
Vendor names that match what you are typing will auto fill into the field as you type. When the
vendor name is found, just press the Enter key on your keyboard.

OR, use the ‘drop down’ button to scroll through a
list of vendors. Click on the desired vendor.

Vendors and Pg&ahles Management /
Find Yendor Code-» |D.-'1'-.N2E - Danze & Dawviz Architects, Inc. 7
Find Mame-> D anze & Daviz Architects, Ine. - DANLE .
Double Click on e Cuztom Guality Marble, [nc. - CUSTOUARM Fs

Custom Searmless Gutters - CustomSe

Danze & Davis architects, Inc. - DANZE
Select DEDUCTION YEMDOR TO TEST - DEDUCTTEST
Task  “endor Codd Denbam Overhead Daoor Co., Inc. - DEMHAM b

Ficesle Toeemnic. DCRIRIIT

—



Select Task for One Vendor

To the left of every Vendor in the Vendors list, there is a ‘Select Task’ field. Use the drop down button to see
tasks related to the vendor. Then click on the desired task. Tasks related to vendors on the VVendors and

Payables Mgt window are briefly described below.
Vendors and Payables Management

Find Yendor Code->  JARROYO - Araya Framing

Find Mame-> Arraypo Frarning - .-*-.HHD'T'EI/

Double Click on %endor Code, Marme

Select
Tazk

A-dchive

New Vendor |-Inactive

Yendar Code A

Select j.ﬂ.MEx merican Express & SUPPLIER.
T azk
Select v |AMEMEPTL  AMEX Optima & (OWERHEAD
Tazk
| 3 = [ARROYO Arroyo Framing & SUE-

| NTRACT
ActiviiesMates For Yendaor ERHEAD
Drelete Yendor
Documents -

| EditVendaor NTRACT
Lizt af Checksz PLIEFR.
Purchaze Orders And Costs Management
Tranzactions ERHEAD

Activities/Notes For Vendor- Opens the Activities/Notes window and displays all activities/notes related to the selected vendor. See Help documel

one, etc., to open e

Leo

Tip! Use the F4 key on your
keyboard to trigger the drop
down list for ‘Select Task’.

Delete Vendor- Pops up a window to use for deleting vendor. See Help documents about deleting vendors.

Documents- Opens the Documents file cabinet with a list of PDF documents that have been stored and tagged with the associated vendor.

Edit Vendor - Opens the Add/Edit Vendor window for the selected vendor. See Help documents on that window. The Add/Edit Vendomvalstow ca

be opened by double clicking on the Vendor Code or Name.

List of Checks- Opens a window that displays a list of checks posted to the selected vendor. That window can be used to drill detan bethied

the checks. See Help documents on that window.

Purchase Orders and Costs ManagementOpens a window that lists purchase/work order AND actual job cost totals for the selected vendor.

Transactions- Opens a ‘Vendor Transactions and Ledgers’window that displays all transactions for the selected vendor. The saraeMactaorsTr
window can also be opened by double clicking on an unpaid or paid total displayed on the Vendors Management windovwociesenéddal the

‘Vendor Transactions and Ledgers’ on that window.



Using ‘Double Click’ to Edit Vendor or Review Vendor Transactions

“Double Click” - Hold your cursor over desired vendor or amount and quickly click your mouse button twice.

Double click on a Vendor Code, Vendor Name, or other Vendor information Double click on an amount in the ‘Selected to Pay’, ‘Un-
paid’, ‘Paid’, or “Total’ column to open the “Vendor Trans-
actions and Ledgers” window. The window will open
displaying the invoices that total to the amount clicked.

to open the window to Edit that vendor.

Select jnrﬂ OPTI
Tazk

Select j.ﬁ.RRO‘fO
_Task

Select ijBExAR
T ask
Select jnumowm
Tazk
Select j.ﬁ.USBLDG
Tazk
Select j.ﬁ.LISBLISJO
T ask
Select jnuscoum
T aszk
Select j.ﬁ.USPROF
Tazk
Select j.ﬁ.LISST.ﬁ.R
T ask
Select jnuswmue
T aszk
Select jsnmkomm
_Task

Select jamcxw
Tazk
Select jBE.ﬁ.LICHP.M
Tazk

Gelert

- IFFTTFRER

Record: 14 |

Select
Task  Wendor Zode
b |Select - |amEx
Tasgk

Iﬁym

Add Yew Vendor | N

Americag Express
AMEX Pptima

arroya Framing, Inc,
ATABexar Taxidermy

Audio video
Ervironments

Bustin Building
Products

Auskin Business
Journal

Austin Countertops

Bustin Professional
Cauriers

ALUSTIM STAR
ROOFIMG | TOM
AUSTIM WROUGHT
IROM

Bank of America
Bat City Productions
Kenneth D,

Beauchamp
Frtker Fiisiness

| of 130

SLE-
COMTRACT

CVERHEAD

aLE-
COMTRACT

SUPPLIER

CVERHEAD

aLE-
COMTRACT

SUPPLIER

SUE-
COMTRACT

SLE-
COMTRACT

CYERHEAD
CWVERHEAD
SLE-

CONTRACT
OWFRHF AN

Lea Arroya

Torn Davis

Reece Jackson

Joseph Maloukis

kKenneth D.
Beauchamp

(=]

Office Phone
{B00) 492-5465

(512) B93-2632

(512) 251-9290

{512) §35-5100
{512} 246-1100
(512) 333-4444
{512) §45-9931
(E55) 445-2273

(512) 280-0755

(B12 445-4745

Arount Due Theselmay inclufle invoices with flture dates!
Az Of Selected Unpaid Paid Tatal
1042342006 T0O PAY
$0.00 +0.00 $0.0 $19,560,69 $19,569,63
$0.00 +0.00 $0.0 $2,751.22 $2,751.22
$0.00 $0.00 $0.00 $20,372.27 $20,372.27
$50.00 +0.00 $50.00 $539.91 $589.91
$222.00 $0.00 $222.00 $1,300.00 $1,522.00
$0,00 40,00 $0,00 $5,609,52 $5,609,52
$100.00 +0.00 $100.00 $408.00 $508.00
$257.43 $257.43 $257.43 $0.00 $257.43
$0,00 40,00 $0,00 $114.50 $114.50
$3,923.80 &,923.80 L3,923.an $11,800.00 $15,723.80
$0.00 $0.00 $0.00 $814.25 $514.25
$48,169,94 40,00 | $48,169.94 $4,707.69 §52,877 .63
$0.00 +0.00 $0.00 $520.00 $520.00
$0.00 $0.00 $0.00 $0.00 $0.00
0.0 +01.100 0100 29500 +205 1N
| $94,009.40 | $32,956.16 | §96,364.20 | $224.586.93 | §320,951.13 |

Tip! You can use the ‘Navigation’ buttons at the bottom of the window to move from record to record!

&



Buttons on the Window / Save to Excel or Word
Documents Pop Up

*Send Data To Excel, Word, File Cap.  Calculator Tutorial Help Documents
etc. (explained below) a‘\wovie Info /
T

Vendors and Payables Management Add MNew anahm\@ B = ‘é Home | X
Find Yendor Code->  JARROYD - Aroya Framing -
Fird M amne-» Arrawo Framing - ARROY0 -

Double Click on Vendar Code, Name, Phone, etc., to open “endor Setup. Double Click an Amounts t@open Detail behind the amounts.

Am?f%?ﬁ% Tha=ze may irmlude invoices with future dates!

Select A-Achive
Task Wendar C Add New Vendor l-Inactive Contact Mame(z]  Office Phaone E&@ﬂﬂ@r

P — checks. Fam——— " PRy —— PRy

T~ lauaey - PR ST

Opens window for settlng up a new vendor.

*Send Data to Excel, Word, etc- Use the

button that looks like an open folder to save After selecting a folder to save the file to, type

the data displayed on the window as an Excgh an appropr?ate name for the file. Then C>|lin:k NOTE TOREMOTEUSERS:
or Word file. To save as an Excel file, select the OK button. IF you save afile to ‘My Documents
one of formats that end in .xIs. To save as a o on the Remote Server, you will not be
Word file, use the Rich Text Format (*.rtf). The file will save to the selecteq folder and able to open it until it is downloaded
you can use it with the appropriate Excel orto your own computer. Please follow
Word program. the instructions in the ‘Remote User
Guide’about downloading files from
the server to your own computer.

Output To

Select Format:

£ Server Pages & /Iﬂtep j‘d:" @‘XE

IF you navigate to your own com-
dgetDataForFormOutput.s puter to save the file, then _download-
S RptaLCha\OFAccts. xls ing as mentioned above will not be
JRthDbsVar ncesubCostsWwithackualFast, <ls necessary._ HOWEVER, it CAN be
2 TestReportFApmMissionServer . xls faster to quickly save to My Docu-
ments on the server and then down-
load later. This will avoid waiting for
Save as bype: |Microsoft Excel (*.xs) the program to calculate AND down-
load at the same time.

WML el

£ b

File name: — {vendorist xls




Toolbar on Vendors and Payables Management Window

See Brief Toolbar Descriptions below.For Quick Selectionof a button on a toolbar, try holding down the Alt key on your keyboard and
pressing the underlined letter shown on the button. If there is a drop down of selections associated
with the button, just press the underlined letter for your selection on your keyboard.

%l il dh |vendor Lists |Add/Edit Bills = |Checks | Or Select To Pay = |Cash Balances |Transaction Ledgers = |Vendor Forms = |Filker Records = =7 ¢ Remove Filker/Sort

| Vendors and Payables Management Add Mew Payables Bil | = 1B =il B

R A-Z Sort - Sort records shown on the window in ascending order (Ato Z, 1 to whatever, etc.). First decide
which column should be used for the sort. Then click on anything in that column. Then use the sort button
on the toolbar.

Z-A Sort - Sort records shown on the window in descending order (Z to A, whatever to 1, etc.). First decide
which column should be used for the sort. Then click on anything in that column. Then use the sort button
on the toolbar.

e Binoculars (Find) - Use binoculars to find data within a column. First click in the column you want to
search. Then click the binoculars. Type in what you are searching for. Then click the ‘Find Next’ button.
If a match was found, it will be highlighted on the list of records. Click the Cancel button when you are
finished searching.

Example: Click on any vendor name in the vendor name column. Then click the binoculars on the toolbar.
To find vendors that have the word *cabinet* in the name, use asterisks on either side of the word.

Find l Replace ]
e
Find What:  [*cabinet* ~|(] Findmext |
R
Cancel
Lok In: |AP_YENDOR_MAME -]
Match: |'-.-'-.-'h|:||e Figld ﬂ
Search: all -
[ Match Case |_\Sear|:h Fields &s Faormatted
AN

N
Hint: It can help to uncheck the ‘Search Fields as Formatted’ box first.

Continue to next page for more toolbar information.



Toolbar on the Vendors and Payables Management Window - continued

Filtering Records : . , . , : :
g Filter Records->Filter By Selection- Use this button to filter and display only records with

|Eilker Recards = | W Remove FikerfSort the same data that is in the field where the cursor is on the screen. The number of filtered

Tz Filter By Selection — rgcords will be displa_lyed on th_e bottom left of the screen with th(_e word “Filtered” in parenthe-
sis. To remove the filter and display all records, click fRerfove Filter/Sort’ toggle button

on the Toolbar.

Filter Excluding Selection

Filter Records->Filter Excluding Selection- Use this button to filter and display only records
that do NOT have same data that is in the field where the cursor is on the screen. The number
of filtered records will be displayed on the bottom left of the screen with the word “Filtered” in
parenthesis. To remove the filter and display all records, clickRbebve Filter/Sort’ toggle

button on the Toolbar.

Example:
Step 1 - To display only vendors with the SUPPLIER type, click on ‘SUPPLIER” in the Type column for one of the vendors.
DRI P U] e
Task  VendorCode Add New vendor ||70C0E% Cfrtact Namefs]  Office Phone 104297200
[ [Select v |cAMPBELL  |Campbell Floors A SUPPLIER. (800} 794-3494 0,0
T ask.
| [Select = |cAPFLOOR | Capital Floars A SUB- 0.0
| |Task CONTRAS
Select jc.ﬁ.RSON arson and Bush & SUPPLIER (5120 442-0990 $0.C
| |Task Surveyars, Inc,
Select + |CASHDEDUC CASH DEDUCTIONS A OVERHEAD $0.0
T azk T
N §e|e_|:t - |CENTTXI"-'15 Central Texas A 5UB- Kevin Wissen (512) 695-7476 $0.C

Step 2 - Click Filter Records, Then Filter by Selection
After clicking ‘Filter By Selection’, only the SUPPLIER vendors are displayed. The
Filter Records = | T Remove Fiter/Sort bottom of the window will show how many “filtered” records are displayed. To return all

, Eiter By Selection vendors to the window, use tlieemove Filter/Sort’ button.
- ) This feature can be used on any data in any column. For example, you could click on a zero
ECEI0

Fileer Exclucing el amount in the ‘Amount Due’ column, and (Riter Excluding Selectionto display only
vendors that do NOT have a zero in the ‘Amount Due’ colymn.

A-pctive Az r 4
-|hactive Contact Mame(z]  Office Phone 10429,/2006

&~ 3UPPLIER (300} 794-3494 $0.00

Select
Tazk  “endor Code Add Ne

Select jCAMPBELL Campbell Floors

Tazk

Select jC.ﬁ.RSDN Carson and Bush & " SUPPLIER (512} 442-0990 $0.00
Tazk Surveyors, Inc,

Select jCITY.ﬁ.LIS ity af foskin Ltilities A NSUPPLIER (5121 494-9401 $0.00
T azk,

[l P} L=t v imeman TL- ~Lbo C aheean L SHmm T ek LN Tl B Ll ] AC Cm

Record: 14 T o» e of 41 (FilterD




Toolbar on the Vendors and Payables Management Window - continued

Vendor Lists

%l El @& |vendor Lists

Vendor Lists - Good
for Excel Export -
Opens window to print
vendor lists based on
selected criteria, OR to
send vendor data to an
Excel spreadsheet.
Help documents are
available on the win-
dow.

REPORTS-> |Sorted Lists = |Grouped Lists = |Vendor Expirations List |Go To Yendor/Payables Management

ey
Vendor Lists - Criteria and Reports (VLI in Index)
lUse the Toolbar at the top of the window to views CHS Yendor List Reports,

Save As Excel
Spreadshest

From View All__|
VENDOR L MEY, - [ZURICH ~| Reset | [TYPE AGENT - [SUPPLIER - | Resar
COST CODES 0~ 9999 ~ | Reset | [ACTIVE? ACTIVE - fINacTIvE - | Resat
DEPARTMENTS |CH - [5PEC - | Reser

|T|:| rmake changes to the Yendot's setup record, Double Click on the Edit Field for a Wendar in the list below, |

“endor Code | Edit | “endor Mame | Status | Type |Custu:umer #| Street 1
L ARER Edit | AMERICAM EXPRESS A SUPPLIER American Express, 5
| |AMEROPTI Edit | AMEX OPTIMA A OYERHEAD American Express, 5
| |ARROYO Edit | ARROYO FRAMIMG A SUB-CONTRACTOR PO Box 41611
| |ATABEXAR |Edit | ATABEXAR TAXIDERMY A OYERHEAD
| [AUDICYID Edit | AUDIO WVIDED EMVIROMMENTS A SUB-CONTRACTOR 3456 MAIN ST,
P i LTI D T D T i T T bkl U o

Other buttons on Vendors And Payables Management toolbar
Use other buttons on the toolbar to navigate to other features in the program. Help instructions for the windows that open

will be available on those windows.

Add MNew Vendor Bill
Edit/Review Bills

Recurring Yendor Bills

|&ddfEdit Bills = | |Checks | Or Selec

Print Batch of Checks

|Checks | Or Seleck Ta Pay = | [Cash Balances

Add Mew Bill(s) and Quick, Check
Select Individual Bills bo Pay
Select Groups aof Bills To Pay

Lisks

af Checks

Yoid Checks

| Transaction Ledgers = | |Yendor Forms =

Pavables Aging Reports
Inpaid Eills Reports

Wendaor Transaction Ledgers

|vendor Forms = | |Eilker Recor

1099's

Bid Requests
Blank Info Eorm
Insurance Audits

Waivers of Lien




