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AR Module Overview

This document outlines the Accounts Receivable module for Accounting Core. The AR module supports
the creation of AR customers using the Accounting Core hierarchy along with multiple contacts for each
customer.

The AR module has an Invoice Dashboard tab to show invoices that are queued for printing, generating
or emailing. The dashboard also gives the user the ability to create recurring invoices from user defined
templates.

Some additional features include:

1. Drill down into data. Right-click on any invoice grid and directly print, preview or email the
invoice or display a complete invoice showing Line Item detail and any applied payments.
Right click on a payment and view or print the payment information.

Finance Charge calculation based on user configurable rules.

Automatic creation of Early Payment Discounts by Line Items.

Fast data entry for payments.

AR Reports that can be printed or sent to PDF or Excel.

Robust invoice searching.

N o wu ks wnDN

Accounting Core Hierarchy
Accounting Core has three levels of grouping.

1. Enterprise
2. Company
3. Property

When Accounting Core is opened, it defaults to the last Enterprise, Company, or Property you were
working on. For example, if you were working on the property Courtyard Bridge, that property will be
your default selection when you exit and come back in. The purpose of this hierarchy is to provide
grouping of information that matches various business models. The hierarchy also allows information to
be “rolled up” for reporting. Most reports show subtotals for Enterprise, Company, and Property levels.

When adding a AR customer at the Company level, the customer can be associated with the Company or
property level. If the customer is added at property level, that customer will only be associated with
that property.

Since AR invoices are entered by customer and customers are attached to a selected level, the invoices
are inherently linked to the same structure. This structure prevents data from one company/property
from seeing data from another company/property.
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General

e There is always an enterprise selected.

e Properties are set up at the company level (i.e. there must be a company)
Customer

e AR Customers can be attached to the company or property level. They cannot be attached to the
Enterprise level. When at the Enterprise Level, the New and Edit button are disabled. Enterprise level is
for reporting purposes only.

e If an AR customer is setup at the property level, the company level can still have access to that
customer.

Invoices

e When creating an invoice at the Company Level, the Line ltem master drop down will include Line Items
for the selected Company and properties within that company. Line Item types are available for all
companies and properties.

e When creating an invoice at the Property Level, the Line Item master drop down includes only the Line
Items for the selected property.

e Invoices are set up by customers (the customer list will vary according to the selected level). Since
companies cannot be at the Enterprise level and invoices are by customer, invoice therefore cannot be
at the enterprise level.

e If at the company level, the customer selection list on the invoice screen will show all customers for all
properties under the selected company.

e If at the property level, the customer selection list on the invoice screen will show only the customers
for the property level you are on.

Administration/Application Settings

e The settings tab is at the Company and property levels. The property’s settings tab will be the same as
the company associated to that property. The GL dropdowns at the Company level should include the
company and all properties GL accounts associated with that company. Property GL dropdowns should
only contain GL accounts for the property.

e When at the Company level, on the first tab (Application Settings), you will not have any property level
information.

e On the Line Item Master, the Line Items can be at the company and property levels. At the property
level, you should only see the lines item master for the company and the property you are in. At the
company level, you will see all the Line Item Masters for the company and all properties associated with
it.

e You can select the Daily Report option at the Company level; however, the user is warned that this set
up is only available at the property level.

Example 1 - Enterprise Level

When at the Enterprise level, users can only view Customers and Invoices. The New and Edit tabs are
disabled. The Application Settings tab is not visible at the Enterprise level. Reports can be run at the
Enterprise level.

Example 2 - Company Level

When at the company level, the customer list on the customer tab shows all customers under that
company and includes any customers for the properties under that company. When the user clicks on
the Invoice tab, the invoice list shows all open invoices for that company and properties.

Example 3 - Property Level

At this level, the customer list on the customer tab shows all customers associated with that property.
On the invoice screen, the list will show invoices for the customers at the selected property level.
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Accounts Receivable Workflow

The following diagram shows the workflow through the AR module.

Set up The Create Customers

Administration Tab

e Enter customer
information

eEnter Contacts.

¢ Application
Settings.

eContact info.

*Email Settings

eline Item
Category
¢ Line Iltem Master

Invoice Dashboard Post Invoices

* Generate
recurring invoices.

*Post the open,
pending invoices.
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Create Invoices

*Add invoices to
customers using
Line Items set up
in the Line ltem
Master table.

eCreate Credit
memos.

Invoice Dashboard

*Print invoices
*Email invoices
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Security and Privileges

Accessibility to different actions in Accounting Core is driven through individual privileges that a user can

be granted. The permissions are available through Accounting Core by going to the Maintenance menu/
User Manager.

On the Roles tab, the Role Name dropdown allows the user to switch between roles, and user

membership to those roles can be set up in the list boxes below that. Privileges are not granted on a
user-specific basis, they are granted to a role, and every user with that role will have access. If a user
does not have access to permission, the related functionality will be unavailable.

The screen below is an example of the list of privileges that can be granted to the AR module.

Privileges

‘-3 Accounts Receivable
Use
Edit and Save
Delete
Setup
iew Reports
Post Invoices
Fost Payments
Print Invoices
Email Invoices
Edit and Save Account History

Accounts Receivable will have its own privileges, detailed as follows:

Use - Access to the module.

Edit and Save - Add/Edit any records (customers, contacts, invoices).

Delete - Delete any records (customers, contacts, invoices).

Setup - Access to the Administration tab, where a user can setup application settings, Line Item
types, and master Line Items.

View Reports - This would give access to all reports.

Post Invoices - Ability to post an invoice.

Post Payments - Ability to post a payment.

Print Invoices - Print invoices to be sent to customer. When an invoice is printed or emailed, it
is considered to be processed.

Email Invoices - Email an invoice to contact(s). When an invoice is printed or emailed, it is
considered to be processed.

Edit and Save Account History
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Application Settings - (Setup) Before you begin

Before using the AR module, you must go to the Administration tab to enter setup information. The
setup information is required in order to create invoices, calculate finance charges and early payment
discounts. The posting process uses the setup information for tracking by general ledger accounts or
daily report items.

General Ledger

This system will allow the user the ability to map each Line Item master to a General Ledger AR Account.
When posting an invoice, each Line Item has an attached GL account. This GL account will be debited or
credit in the Accounting Core General Ledger module.

Daily Report - **Only at Property Level**

This system will allow the user the ability to map each Line Item to the Accounting Core Daily Report
module. Each item can be mapped to an item in the Daily Report and the items will be committed to
the Daily Report. There is a Daily Report Setup dropdown on the Line Item Master screen to select the
Daily Report Item that each Line Item should update.

General Ledger vs. Daily Report
Detailed financial information is maintained using these two methods: 1) General Ledger Accounts or 2)
Daily Reports. The user can use one or both methods.

Report Logo — Constant must be setup
The system will allow Images to be attached to AR Statements, Invoices, and Collection letters. Please
note images will need to be added as an Image Constant under Maintenance > Constant > New > Image.

Companies Constants Accounts Receivable

Customer: | J

Customers] Cnnta:ts] Invoice Dashboard} Invoices  Administration l

& Application Settings lContact Info | Email Settings | Collection Letters | B Line Item Category | ] Line Item Master |

Company Application Settings/Opticns

Annual Interest Rate (%) 0.0 When posting invoices, the detailed information is posted to
the General Ledger (using the GL Setup). By selecting the

. . heck box bel | it details into the Dail
Al e EEwE a;jcmtox elow, you can also commit details into the Daily

. ¥ Post Line Item Information Using the Daily Report Setu
Grace Period (days) I:I 2 o R C

Finance Charge Line Itemn: |FC j

Posting Information

Bank Account: |Dep05itory - FaB j

General Ledger AR Account: |1.E|EIUEI.EIUEI - Managers Account ﬂ

[” Post Applied Payments to the Cash Management Register

Report Logo Setup

MName: ‘Lugu j

Image:

Apply to Reports |
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Annual Interest Rate
The annual interest rate is used when finance charges are calculated. The rate should be entered as a

decimal number. For example, if the interest rate is 8.75%, enter it as 8.75. While this information
represents an annual rate, it is converted into a monthly rate using the following formula:

Monthly Rate = (Annual Interest Rate/100)/12

Minimum Finance Charge
This field specifies the minimum amount the customer balance should be before a finance charge is

generated. For example: If the customer has a balance of $4.00, that is how much the calculated finance
charge must be in order for a finance charge invoice to be created. Therefore, if a customer has a
calculated finance charge of $5.00 and the minimum is set to $10.00, a finance charge invoice will not be
created.

Grace Period

The grace period field specifies the number of days to allow in passing before a finance charge can be
assessed. For example, if the field is set to 60 days, that means that only invoices that have an
outstanding balance over 60 days should be included in the calculation.

Finance Charge Line Item
Before this item can be added in the Application Settings screen, the user MUST set up a description on

the Line Item Master tab for Category FC type under the Iltem Name and description field. The user
cannot change the Type from FC but, they can add in their desired description. After the FC description
is added, the Line Item Master for FC can be set up. The Finance Charge Line Item pulls from the Line
Item Master grid. This item is used when a finance charge invoice is created and is used as the detailed
Line Item for the invoice. The added Line Item has a quantity of one and an amount equal to the amount
of the finance charge.

Posting Information

Bank Account
This dropdown shows a list of bank accounts for the selected company. This selection is used when a

payment is made. Each company bank account has an associated GL Cash (CR) Default Account #. When
a payment is made, the bank’s cash account is debited. See the diagram below for the complete list of GL
transactions for posting invoices and payments.

General Ledger AR Account

This drop down shows a list of all GL Accounts for the selected company. This selection is debited when
an invoice is posted and credited when a payment is applied. See the diagram below for the complete
list of GL transactions for posting invoices and payments.

Report Logo Setup

User will select Name of Logo from drop down list, this list is populated of the available images that has
been added as a constant under Maintenance > Constants. After selecting Logo Image name user will
select “Apply to reports” button and check which options of reports, statements, invoices, etc. to attach

the Logo to.
Feport Mame
Note: Do this assignment at both the [T {A/R Aging Summary
company and property levels, should the ™ |A/R Audit Log Report
newly set logo not display on the selected I™ | Colestion Letter

[ 1 of 13 | b B oK Cancel

reports.
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GL Account Transactions

e Invoices:
o Invoices are posted to GL through the “Post Invoice” button on the invoices tab.

‘Company: AR MNew Company

Custormer: ITest for DR j

Customersl Contacts Invoice Dashboard Invaices |Administrati0n'

Invaoice #: 3119 stomer Mame: ITest for DR Armount: (50,00
Delivery Method: IEma|I Invoice Type: (Manual
Invoice Date: 9/12/2012 Due Date: 9/23/2912 Invoice Printed? [T
Description: Inyoice Emailed? -
I Recurring Invaice 54
{l I

i
Search E-y:IIn\mice Murnber ‘ j y ' Find | Invioice Number:ljl
Show Details I J] Post Invuicesl Receive Paymentsl Post Fayment GL _

Invoice ‘ Delivery ‘ Due
Type Method Date

Invoice Invoice

Date ‘ Description

‘ Printed ‘ Ernailed ‘ Posted ‘ Voided |

| W |imManual

e Early Payment Discounts:
o The EPD invoice is automatically posted to GL. The EPD payment will never post to GL.
However, if the EPD was created in error, it can only be cleared by voiding the invoice.

2012-08-0006 |Inv::||n:e #EPD3I044 for Customer: H|Itn:|r|

e Payments:
o Payments are first entered in the “Receive Payments” button window.
o When the “Receive Payments” screen is closed, payments will not automatically be
posted to GL.
o The payments must be posted manually via the “Post Payments” button on the invoice

screen. Post Payrment GL

o If payments if not been posted to GL they can be applied and unapplied without
affecting the GL. They can also be edited or deleted.

o Upon clicking the “Post Payment GL” button, all pending transactions for the current
day and any previous days are posted.

Post Transactions to GL? E Transactions Have Posted E

@ T.h;igl}ggllng? dates have payments thet wil post o G @ &ll pending transactions have posted bo GL,
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o For payments received (excluding Early Payment Discounts (EPD) and Credit Memo (CM)
payments):
1. Asingle pending GL Journal Entry is created in the GL for the specified day.
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o Ifthe Company/Property is set up to use Cash Management:
1. Asingle pending GL transaction deposit record is created for the specified day in
the Cash Management Register.

Posting Information

Bank Account:

2. GL Deta

2012 [Frorm AR Received Payments for

The AR Application Settings Bank Account is used that is setup under the
Administration Setup.

IBank George-1 Account j

il records:

A GL Detail entry is created for each “Post Payment GL” payment
transaction posted for “Received Payments” Example: Added 4
Payments received on 10/1/12 for 4 different vendors. The posting to
Cash Management is a sum of all 4 payments.

Bank: |Bank Isaac-2 Account : Bank Bank Isaac-2 : 10 ﬂ

Deposit

Sub Type:l

=] pate: [10/1/2012 = <] Amount: $250,00

Description: IFrDI‘n AR Received Payments for 10/1/2012

Motes: I
Status:

Entered by: m3ac-mckaye

Browse Shaw,..

109,000 Accounts Receivable

Post

250.00

M3 | Enterprising Hospitality
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Contact Info:

The information in this tab determines the information that will pull into the return address on the
Customer Statements, Invoices, Collection letters and Finance Charge Report.

If Company or Property is chosen, this information pulls from Maintenance Companies/Properties.

Company 5 Addvanced. ..
ID: jo1s
Mame: Cormpany-Bravo-1 Title: IMr. 'I First: Greg
Address 1: 05675 Tango Street Last:
Address 2: Fhone: I(ZlD) 131-3000 Ext:
City: Indianapolis Al [ 3 - Ext:
State: Impostal Code:|4625|j-_ Fax: |(113) S35-1110
Country: IUnited States of Armerica LI EMail:
Motes:

**NOTE** Web site will always pull from the Contact Info screen in AR Module. It is not stored in
Maintenance Companies.

Customer: | J

Customers] Contacts] Invoice Dashbnard] Invoices Administration l

£ Application Settings Contact Info lEmaiI Settingsl Caollection Lettersl B Line Item Categnr\;] #] Line ttem Master]
Contact Info Settings

Mame to print on Accounts Receivable reports: |C0m|:rar|y j

AR Contact Information

Company Name:

|
|
Address 2: | |
City: | | Locality: |_/ J

Postal Code: L = Caountry: |L.|*ite:| States of .-'-n'ueﬁ:-J

Email:: |

Address 1:

Phone: (

Web Site: |

Fax: ( 3

You have selected Company for your AR Cantact Info. This information will pull from Maintenance/Companies.

**Note** If the Company has multiple properties, the Contact Info must be Company or AR Contact
Info. The user will see the following message:

J| AR. Contact Info Settings E

@ ‘ou have selected ko use Property address For a company that has multiple properties, You must use a company address when the company has more than one property,
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If AR Contact Info is chosen, the information typed into the AR Contact Information screen is used.

Contact Info Settings

Name to print on Accounts Receivable reports: | ap contact Info

AR Contact Information

Company Mame: |Robin Company, AR Contact Info.|

Address 1: |888 Sunset Ln |

Address 2: | |

City: |St Pete Beach | Locality: [p |

Postal Code: W Country: |United States of Americ;ﬂ %

Email: |r0bin@m335.cnrr| Phone: |(555] 555-5555
Web Site: |www.rnbin.cnm Fax:

|(222) 222-2222

Email Settings:

The Email Settings need to be filled in before the user can email statements or invoices to the customer.
Setting this up just creates a default email. You will always see an email preview and be able to edit it

before any emails are sent.
Custnmers] Cnntacts] Invoice Dashboard] Invoices Administration ]
5 Application Settingsl Contact Info Email Settings lCollection Lettersl B Line Iitem Categoryl 7] Line 1tem Masterl
Email Settings

Reply To Email Address:

|acnunting@m335.com |

% Email Subject: |Su|:j&:t line will be set automatically based on the report being emailed |

Email Heading:

Email Body:

|T0 whaom it may concern,

Email Closing:

This is the body of the message. ~
b
Sincerely, ~
b

M3 | Enterprising Hospitality
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Line Item Types
When you create individual master Line Items, you have to set each Line Item master type. The types

are user configurable.

Customer: |H0IidEn,-r Inn Express - Downtown j

Customers] Contactsl Invoice Dashbuard] Invoices Administration l

£ Application Settingsl Contact Infol Email Settingsl Collection Letters % Line Item Categuryél :l Line Item Master

Line Item Types

Type |Elank Line Item |

I
Description b ~

FVEEEY Description
snktimeem |

Citrix Monthly Citrix Fees

CM Credit Memo

EPD Early Payment Discount
FC Finance Charge

Other Charge Other Charge

Service Service

There are two fields for each type: Note** FC, EPD and CM types cannot be changed. These types are
defaults in the system. The user can change the description but not the Type for these three types.

1. Type —This field is a short abbreviation for the type. The AR module has the following default
type abbreviations:

a. EPD —This type is used by the Early Payment Discount process. When an Early Payment
invoice is created, a Line Item is added to the invoice for the amount of the discount.
The Line Item must be set up in the Line Iltem master and marked as EPD. See Creating
Early Payment Discount for more details.

b. FC-Finance Charges are created as a separate invoice. Like EPD items, a Line ltem is
added to the finance charge invoice for the amount of the finance charge. A Line Item
master must be set up and marked as FC. See Creating Finance Charge Invoices for more
detail.

c. CM - This type is for Credit Memos. When an invoice is created with a negative
amount, a credit memo is created. This credit can be applied during the payment

process.
2. Description — This field holds the actual description that appears on the invoices for EPD and FC
Line Items.

As described above, the types are used to allow the user to configure meaningful text for auto created
Line Items for EPD and FC invoices.

M3 | Enterprising Hospitality



M3

Line Item Master
This tab allows you to create the list of Line Items that are selectable when creating invoices. The
following fields are defined for each Line Item:

Customersl Contactsl Invoice Dashboardl Invoices  Administration |

a fipplication Settingsl Contact Infol Email Settingsl Collection Lettersl B Line ltem Category :| Line Item Masterl

Line Item

Category | 1 j Ttern Name || 2 |

Description | 6 |

General Ledger Set Daily Report Setup Early Payment Discount
GL Account: Ttem 9
7 j | 8 | ¥ Eligible for Earty discount

Must access AR from Discount: §

Property Level to Setup

Property 3 | Mame 7 | Description 6 | Category | Unit Price D ‘ Item Code 4 | EPD 9| Daily Report Mame 8 | GL Account 7 =

&R HI Property | EFD dge Training:G... |Training Seminar ] 450 £10.00

AR Payment ... |ACCE Fee Acknowledge fee Service $50.0000 | ACCK 12345 40,00

&R HI Property | Accknowledge Training Mew E... |Setup & Access Right.., | Service 4850.0000 |402168765 40,00 |No Shows 1700.000 - Guest Se..,

AR HI Property | Accknowledge Training Mew E... |License fee for acces... | Service $1,200.0000 | 320249874 $0.00 j
1 of 53 [ b M | 7 Fist: v '

1. Category Type — This drop down is filled with the available types that were set up in the Line
Iltem Category tab. It allows user to categorize the Line Items by type.

2. Item Name — This is the name of the item that appears in the selectable drop down when
adding item to an invoice.

3. Property — This drop down is disabled when you are at the Property level. If you are at the

Company level, the drop down is enabled and allows the user to select a Property under the

select Company.

Item Code - Enter a user defined code to uniquely identify a Line Item.

Unit Price — Enter the default amount for the Line Item.

Description — This is the user defined description that appears on the Invoice.

GL Account — GL Account assignment — select default GL account for Line Item

© N v s

Daily Report Name — Daily Report Item name association with Line Item. To use this
functionality you must have the Application settings turned on under the “Application Settings”
tab and you must be accessing the AR Module setup at the Property Level to select the Daily
Report Setup options otherwise this section of the Line Item Master is greyed out and cannot be
modified.

wohen posting invoices, the detailed informmation is posted to
the Senceral Ledger fu=sing the SL Sstup). By =s=lecting the
check box belaw, vyvou can alsa caommit details inta the Daily
Report.

I+ Post Line Itermnm Infomation Using the Dailvy Report Setup

9. EPD - Early payment Discount Amount — select if Line Item is eligible and enter the discount
amount.
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Link to General Ledger
This box allows you to select an account for each Line Item master. You must map an account for every
Line Item master. If one is not set, you will not be able to save the Line Item.

GL Account:

10.000 - FETTY CASH BANKS 7|

When an invoice is posted, two journal entries are created:
1. Adebit to the selected AR account from the application settings tab.
2. Acredit to the assigned general ledger account for each Line Item.

Link to Daily Report

This box allows you to select a Daily Report Item for each Line Item master. You can only do this at the
property level. When you select commit to DR on the invoice screen, the Daily Report is updated with
amounts based on invoices you have posted with Line Items linked to items on the Daily Report.

Craily Report Setup

Itermn

Bangquets j

Early Payment Discounts (EPD)

Each Line Item Master can optionally be set to qualify for an Early Payment Discount. If this check box is
selected, you must enter an amount. When entering a payment, a system check is performed for all
open invoices in the payments list. This system check reviews all Line Items in the open invoice to see if
the invoice contains any items that qualify for Early Payment Discount. An Early Payment Discount
invoice is created for each open invoice that contains one or more qualifying items. The EPD amount is
calculated by multiplying the quantity on the invoice times the discount amount for the item. See
Creating Early Payment Discount for more information.

. Early Payment Discount u}

¥ Eligible for Early discount

Discount: # 10.00

| Unit Price | Ttern Code e | GL_
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Customers Tab

Use the “Customers” tab to add, edit, or delete AR customers.

Custorner: IAR Test j

Contacts' Invaice Dashboard' Invoices' F\dministration'

Custorner Number:  [TestAR1 1 3|- Tnactive 4 [" suspend 5 T Do Mot Allow Finance Charges
Custorner Narme (DBP.)|P|R Test 2 |6 [ Credit Limit ISUUU.DU fecount Activity | ] 3

Customer Details ShowLess *-&.
fddress 1 7 |1521 Mayberry Street | Address 1 |1521 Mayberry Street |
Address 2; ‘ ‘ Address 2; ‘ ‘
City: 8 Mayberry Locality: IGP. 'I City: Mayberry Locality: IGF'. 'I
Postal Code: |3U402'_ Country: |United States of Americej Postal Code: |3U402'_ Country: |United States of Americej

Notes: : -
- — Delivery Method: |Email M
This section is for notes ! I 10 J
9 Property: |Proper‘ty-Echo-2 ] ] j
¥ ] 2 ¥ Shipping Address Same #s Billing Address

The “Customers” tab has the following fields:

1. Customer Number — A user define field that uniquely identifies a customer

2. Customer Name — The name of the customer that appears in reports

3. Inactive — This checkbox is used to “Hide” a customer. You cannot inactivate a customer if they
have an outstanding balance. This option is useful for hiding a customer in the displays and
reports without actually deleting them.

4. Suspend - If this box is checked, invoices can no longer be applied to the customer. Payments
can be applied to the customer and EPD invoices. The only invoices that can be applied and
posted are Finance Charges. If an invoice is added for a suspended customer, the user will see

the warning message: F
[

Q The selected custamer is currently suspended. Invoices cannot be created.

5. Do Not Allow Finance Charges — If this box is checked, the customer will not receive Finance
Charges.

6. Credit Limit — To set a Credit limit, check this box and enter a credit limit for the customer. If
the customer’s balance goes over the set credit limit, the customer will be automatically
suspended.

**Note if a posted invoice forces the customer’s balance over their credit limit the following

message will appear: “This customer is now over the predetermined credit limit. Their account has

been automatically suspended. You must manually release the accoutn via the Customers tab.”
Account Suspended

@ This customer is now over their predetermined credit limit, Their account has been automatically suspended. You must manually release the account via the Customer tab.
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8. City, Locality, Country and Postal Code — If there is no Country set, the Locality field remains
blank.

9. Notes — Users can enter any customer specific notes.

10. Delivery Method — Print or Email. This determines how the invoice for this customer is to be
sent.

11. Property — Customer can be seen and used at the property level.

12. Shipping Address Same As Billing Address — Checking this box auto fills in the shipping address
to match the Billing address.

13. Show Less/Show More — Click this button to collapse or expand the information on the
customer screen.

The Customer Drop Down Selection

The customer drop down is at the top of the AR Module. It allows you to change the Active customer.
When you change the active customer, the current tab refreshes the invoice grid for invoices for that
customer. If you are on the customer tab, the active customer is highlighted in the customer list.

|Cor‘r‘|pahv: Morgamn Hotel and Suites

Customer: |mal3dslallclgs] vI
Fak. Inn Property number 601
FMMak Stars and Stripes

MMakenzie Inns Properksy —

Zustormer I ; Ae

Zustomers I

Custorner RMame {DBF\.}lFaith Lodge Property one

When user selects an invoice from the Invoice tab, the active customer in the drop down menu changes
to match the customer from the invoice grid.

Creating and Deleting AR Customers
Use the customer tab to add, edit, or delete AR customers.

Customers |Cnnlacts Invoics Dashboard | Invoicss | Administration |

Customer Number: 333 = Inactive
Custormer Name (DBA)‘SSS | ¥ | Shipping Address Same s Billing Address
Address 1: I | Address 1: I |
Address 2: [ | Address 2: [ |
Gity: [ ] ecality [ax -] city: Locality: [4 =
postal Cade: | - Country: [Inited states of Americi 2] Postal Code: | - Country: [United States of Americ, ]
Description: Delivery Method: [Email | -
Praperty: [ =l
ha = Do ot Allow, Finance Charges
Generate Finance Charges |
(EihD GUEEmETS Show Inactive ||| Acoount Activity: All Invaices for fiseal years 2011 to 2012 _+__j| - | |
CusiErmer T | Balance DIy st e = | M Trx Type Description Credit Amount Invoice Amount
: 12 Payment f
203N (BiE ERFaFE o 2B 7/18/2012 Manual 725.00
Aging -7885.00 | Dial Corporati... 47455 77672012 pe— i a0.00
b -320.00 | Dial Corporati... | 21 Hotels e 7/18/2012 Early Payment Disc... | EFDZ777 Early Fayment Disc... 0.00
Beach Inn 5 ~18008.40 | Dial Corporati... | Cancun Hotel |11 76/2012 Payment [ 26.00
<) 4604.07 | Dial Corporati... |20 Hotels e 7/18/2012 Payment EPDZ777 Payment created fr.. 2.00
Caneun La Playas 113513 15 | Dial Corporati... | Cancun Hotel  [5678 NNrresz012 payment 26 725.00
e (el 3 FERE B | (e EEMATE o, (2 7/24/2012 Payment cM2937 Payment created fr.., 250.00
Costa Del Har -14.,00 | Dial Corporati... |Jamaica Hotel  |654564 /242012 p—— o 000
Days Inn 7262.00 | Dial Corparati... | acck fee prop... | 8745 E— Credit Morma oo oon
Dema Customer 2533.13 | Bial Corporati... 547 Total Lou7o0 p——
Dunns River - Jam Property... 7155381 | Dial Corporati... | Jamaica Hotel | 006 Balance 252.00
o 250.00 | Dial Corporati... |Jamaica Hotel ~ |565656
go again -2620.00 | Dial Corporati.. 444
Hilton -1141.12 | Dial Corporati... 3467978 .
< | >|_I

The customer tab has the following fields:
1. Customer Number — A user define field that uniquely identifies a customer
2. Customer Name — The name of the customer that appears in reports
3. Address 1 and Address 2 — Shipping Address if different from billing
4. City, Locality, Country and Postal Code - If there is no locality set, this field remains blank.
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5. Delivery Method — Print or Email. Determines how the invoice for this customer is to be sent.

6. Notes — Users can insert any customer specific notes

7. Inactive — This option is useful for hiding a customer in the displays and reports without deleting

them. You cannot inactivate a customer if they have an outstanding balance. Note this does not

prevent invoices from being created or payments being received for the customer.

8. Property — assign customer to Property to allow property users to view and use this customer

9. Do Not Allow Finance Charges — Check box to not allow finance charges to be invoiced for this

customer.
Deleting an AR Customer

Customer with any activity cannot be deleted. This includes any contacts that may have been set up. If a

customer has any invoices, payments or contacts, they are considered as having activity. Otherwise,

make sure the correct customer is selected in the grid and click “delete” in the menu bar.

Note: When saving a customer, the fields are not validated.

Contacts Tab

Customer contacts are used on the invoice, statement, and Delinquent Accounts reports/letters.

Customer: |Faith Lodge Property one

-~

Customers Contacts |Im-'|:|ice Dashboard  Invoices | Administration

Title: |Mr. j First:IJuhn

Ext:

Ext:

Legal: [1=

I Ernail Type:
I— * To
& CC

 Mone

Last: ISmith

Phane: ||:321) 321-3213
Alt: ||:321) 321-3213
Fax: |(321) 321-3213
Ernail: I

Description: Faith property anly

[Tl Inac

Show Inactive |

Active Contacts

Title | First | Last
John

The contacts tab has the following fields:

Title — Mr., Mrs., or none

vk N e

appear anywhere on the reports).

Fax —Fax humber

First and Last Name — First and Last Name

| Phone | Ernail

(321 321...

Legal Name — enter customer Legal Name vs DBA Name
Phone Number and Extension — Main phone number with optional extension
Alternate Phone Number and Extension — Alternate phone number (currently this does not

7. Email address — email address to be used for email invoices.
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8. Email Type — This determines where the email address is to be used. If the associated customer
has a delivery method of “Email” set, you must have at least one contact that is marked as the

IITOII .

9. Notes — Place for any general contact notes

The Customer Account Activity
The customer tab also contains a balance sheet like view of their activity on the lower right side of the
screen. As you click on each customer on the grid, the Account Activity is displayed. This display is in

chronological order oldest to newest. To add or remove Fiscal years select the | or _I

Acoount Activity: All Invoices for fiscal years 2011 to 2012 ;I
Date | Trx Type | Mumber | Description | Credit Arnount | Invoice Amount
00
7ile/2012 Payment EPCZ2777 Payment created fr... 2.00
TALE2012 Payment 7z 725.00
7/18/2012 Manual 2772 725.00
Fi1efz2012 Manual 2770 30.00
7/18/2012 Early Payment Disc.., |[EPD2777 Early Payment Disc... 0.00
7f18/2012 Payrment 33256 28.00
TR 2012 Manual 2911 0.00
2442012 Payment CMZ937 Payment created fr.., 250.00
7f2df2012 Credit Memo CM2937 0.00
Q52012 Manual 3111 250.00
9/11/2012 Manual 3118 250,00
Q262012 Payment 343434 300.00
Total 1,307.00 1,255.00
Balance -52.00

By right-clicking on the activity section, you can view either the invoice or a payment.
selected row, the context menu will show the appropriate “View” options.

ment

9500

9500

98.00

‘ment

CM5756

Fayrment cre...

0.00

snce Cha... |FC13592

ment

Finance Char...

Depending on the

wal 137 Yiew Payment Details
‘ment Wiewy Invoice Details 100.00
Total 228 00

Payment Details Screen — shows below details of selected payment

ﬂ Payment Details [x]
Check: 28675 Drate: 1/23/2012
Cugtomer; |455 Haspitality-Doubletree T anytown |
Amaunt: $386.45 Unapplied  $0.00
Comments: |
FPayment Breakout
Payment | Invoice Invoice ust \woice D i Payment
Date Mumber Date Ustomer nwaice Lescription Amaunt
1/23/20121 160967 1M/2012 | 455 Hospitaliby-Doubletree Tamytawn Accounts Receivable 288.45

PFrint " OK
_m |
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Payment

$}| Wiew Payment Details

P t t ted f
w ‘_] View Invoice Details M
Credit Merno TS

Manual 3111

Invoice Details Screen — shows below details of Invoice

i Invoice Details >

Invoice Mumber: [2311 | Customer: 333 |
Invoice Date: Diue D ate: Address: | |

D ezcription: | |

ik | | Localiky:

Arnount: | $D.DD| Postal Code: | - |

FPayrents: | $D.DD| Irwoice has been: Emailed

B alance: | $D.DD| Last Printed on: Mewer

Irvoice Tepe: kManual Delivered: MAA E mailed on: TAZEA201 2

P AI D To: Unknown
Itermn Code Line ltem D escription Cluantiky LInit Cost T atal
BEFR 245 Breakfaszt for room EFD 1 -£30.0000 -$30.00
EFR 245 Breakfaszt for room EFD 1 $20.0000 +30.00
FPayments bade ta Invaice
ﬁt?ncbker Egigi{ved Custorer Check Comments E:IE
< | | >
Pint. | [ OK |
Invoice and Payment details can both be printed and exported.

Invoice Number: 3206 Customer: Ml

Invoice Date: 10/1/2012 Due Date: 10/15/2012 Address: 123 Street

Description:

City: City Locality: Ak
Postal Code: 123456739

Amount; $300.00 Invoice has been: Mot Printed ar Emailed

Payments: $0.00 Last Printed On:

Balance: $300.00 Last Emailed On:

Invoice Type: Manual To:

Delivered: Manual Invaice

Line ltems

Quantity tem Code

1 & ccknowledye Service Fee

M3 | Enterprising Hospitality
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AR Invoices

With the Customer and Contact information set up, invoices can now be created. By default, the invoice
grid is loaded with the search by invoice number 0, which yields no invoices. You can change the list of
invoices shown by using the invoice search bar described in the next section. In the invoice tab you can
add, edit, or delete invoices. To create an invoice select “New” under functions.

\Eile Select  Functions  Modules  Reports  Mainkenance  Administration  Help

ijﬂew ﬂgdit o Save b Close o Print X Delete Cancel

Invaice #: 2772 Customer Name: |333 Amount: |725.00
Delivery Method: |Email ¥ Invoice Type:

Invoice Date: I 7/18/2012 7| Due Dates I g e Invaice Printed? I”
Invoice Emailed? I

Description:

" Recurring Invoiee. %, Setup

ateFromi| 6/ 1/2012  v| DateTos | s/1sz01z 7]

Bnavtoe\ce lnafee | Printed ‘ Emnailed | Posted | Yoided ‘ Current Custormer Name _I@\;z\ce az\ti':rsgv Ly
Manual Email 0 g

8/2/2012 1343 r ¥ v ™ Jennifer Dial Manual Email 8/16/2012 7500.00 7500.00
7/242012 FC2919 r 17 ¥ [ Daysnn Finance Charge | Email 7/24/2012  |Finance Char... z.00 200 ]
6/24/2012 ERDZ776 r r it ¥ Early Payme... |Email 78/2017  |Early Pavme.., -2.00 000
6/7/2012 EPDZE0G r r ¥ ¥ | Marriott Beachside Early Payme... |Print 6/7/2012  |Early Payme... -2.00 0.00
6/15/2012 2641 r I ¥ " new customer for daniel Manual Print 6/29/2012 30.00 30,00
BT 2999 r ¥ ¥ 7 |Costa Del Mar Manual Email g/8/2012 30.00 0,00
7/23{2012 EPDZ300 r r 7 ¥ o Early Payme... [Email /23f2012  |Early Payme.., -2.00 0.00
62072012 EPD2640 r r Ird ¥ | Jen Customer for EFDs Early Payme... |Email E/A9/2012  [Early Payme.., 2,00 0.0
6/7/2012 EPDZ612 r r v " |Marriott Beachside Early Payme... |Print g/7/2012  |Early Payme.., -2.00 0.00
6/14/2012 1561 v r ¥ " | 2am Prop added at Company Manual Print &/28/2012 5000.00 3969.00
7242012 FC2914 ¥ r ¥ ™ Demo Customer Finance Charge | Print 7/24/2012 |Finance Char... 713 7.13
7/29/2012 893 r 7 ¥ [T | cancun La Playas Manual Email g/1z/2012 2500.00 2500.00
7/3/2012 2723 r ¥ ¥ [ |Costs Del Mar Manual Email 7/23/2012 25.00 0.00
6/7/2012 EPDZE07 r r ¥ [T | Marriott Beachside Early Payme... |Print 6/7/2012  |Early Payme... -2.00 0.00
6/15/2012 EPD2842 r r v ¥ new customer for daniel Eatly Payme... |Print 6/15/2012 |Early Payme.., -2.00 0.00
6/7/2012 2609 r ¥ ¥ 7 |Costa Del Mar Manual Emnail 8/21/2012 30.00 0.00
6/1/2012 2571 r ¥ ¥ ™ | Dunns River - Jam Praperty level added Manual Email 6/15/2012 1845.00 1845.00
6/22/2012 EPDZEEZ r r ¥ ¥ | Jen Customer for EFDs Early Payme... |Email 6/19/2012  |Early Payme... -2.00 0.00 |,

The invoice tab has the following fields for entering an invoice:
1. Invoice Number — Automatically gives the next number to the invoice
2. Customer Name- Automatically set to the currently selected customer. Cannot change once in
new or edit mode
Delivery Method- Email or Print, determines how the invoice will be sent
Invoice Date- The date on which the invoice was created. User configurable
Due Date- Usually 15 days after Invoice Date but is user configurable
Description- Optional description of the invoice
Amount- Automatically updated when Line Items are added
Invoice Type- All are manual unless a credit memo, finance charge or EPD (more on those later)

W X N UL AW

Recurring Invoice- Check this box to create a recurring template for an invoice that recurs
periodically. Use the setup button to set up when the invoice will recur.
10. Line Item Grid- Where you add Line Items to the invoice (next section)
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Line Item Grid

Customner IJen added 0130 j
Customersl Contac’(sl Invoice Dashboard Invaices |Admimstration|

Invaice #: [ ] Customer Hare: [z added 0130 Amount; [50D.0000D00000000000

Delivery Method: IPrmt v Invoice Type:

Invoice Date: |1Df 2/2012  ¥| Dus Date: |10/16/2012 v Invoice Frinted? [©

Description: Invaice Emailed? 7

™ Recurring Invoice % Setup

Search By:IInvmce Murmber j PJ Find | Invoice Mumber: o

Order | Line Item Quantity ItemCode Description Price Eacl
z Finance Charge 1 FC 123 Finance Charge

1 EPD Accknowledge Training:Group Training ik TE551320 Training Seminar =11
3 EPD Accknowledge Training: Group Training j 1

-

Accknowledge Training New Emp:Setup & Access Rights

Accknowledge Training Mew Emp:Setup & Access Rights:PMS Setup Fe
Blank Line Ttern

Breakfast DR Item

Cars

Desk Items

epd ha

Al »
N 43 of3 | B B[R K |2 First: N

Select a Line Item (setup under “Line Item Master” in Application Settings) from drop down menu and
edit quantity of the item, price, and optionally add a description. Click the plus (+) sign at the bottom of
the screen to add another line to the grid or simply tab, selecting the X will delete the selected line.

The amount of each Line Item is automatically calculated based on the quantity and price of the item
and the total invoice amount is automatically calculated based on the amounts of each Line Item.

The order of each row of how it will appear on the invoice can be modified by clicking in the cell under
the “Order” Column and changing the order number.

A blank Line Item can be used to spread out Line Items on an invoice report. Enter blank Line ltems
without a price or description to allow for spacing in the printed or emailed invoice.

An invoice must have at least 1 Line Item that is mapped to the GL in the “Line Item Master” before it
can be saved.

Accounting Periods and Dates

Accounting periods are setup in the company maintenance section under the advanced button. When
an invoice is created, the user enters an Invoice Date. This date can be any date as dates are not verified
against the accounting Periods at this point in the process. After an invoice is created and saved, the
invoice can be posted.

Posting Invoices

Once an invoice has been created, it must be posted in order to print or email to the customer. When
posting an invoice, only invoices that have an invoice date that is in an open accounting period can be
posted and invoices that are not in an open period will display in Red in the “Post Invoices” window.

On the Invoice Tab, click the Post Invoice button to display the invoice posting screen of
pending/unposted invoices.
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j Fost Invoices

i Post Invoices [_ O]
Date From: [ 2/ 1/2012 =] Date Te: | 4/18/2012

Irevoice Invoice

Invaoice Date Mumber Custormer Mame T Cue Date Drescription Amaunt Balance
[l 2/26/2012 12879 Tulips tManual | 24702012 E5.00 ER.00
- 2/29/2012 13663 CO Lewvel tanual | 34152012 061 061
] 22652012 12220 Tulips tanual | 4/8/2012 E5.00 ER.00
r 35272012 138189 UAT Testing Manual | 4/10/2012 E5.00 E5.00
[ 3A272mz2 12221 Ch and epd customer tManual | 4/10/2012 520.00 520.00
r 41/2012 2592 Jennifer Adding Custarner Manual | 4/15/2012 This is recurring 25.00 2500
] 4/1/2002 2627 Makenzie Inns Property tManual | 44152012 Fe0.00 720.00
— 4/2012 2588 Hope Inns/property Manual | 4/15/2012 test recurring invoice F5.00 75.00
- 472012 137743 CO Lewvel tanual | 4/21/2012 apiil 7 and it's closed E5.00 E5.00
B [of o [ B Bl | & Fist: TN Post  Cancel |

Use the “Search By” to load unposted/pending invoices based on search/filter criteria.

ﬂ Post Invoices

Search By: [Unpaid Balance by Date Range j 5 ' Find |

Invoice Mumber

fereen=tell ]t Cuistomner By Unpaid Balance

Irvoice Mumber / Cuztomer Unpaid Balance
T |lnvoice Number Range
Ireoice Date
Ihvoice Date Range

|Fvoice Amount Bange
v Inpaid B alance by Date Range
Cuztomer Mame

The Search Bar operates the same way as the one on the Invoice tab. When the list of unposted/pending
invoices is displayed, the list can cross over multiple accounting periods. Any invoice that has a date that
falls within a closed accounting period is displayed in Red and cannot be posted until the accounting
period is open.

Based on user selected “Search By” option, the search criteria filter options change in the top portion of
the screen.

Example: “Search By” Customer Name user has filter options for Customer and Date Range.
ﬂ Post Invoices

Seaich By: | Cusloner Name Customer Bobs Deii +  Daefom| 8 /2012 x| DaeTo 10772012 |

Example: “Search By” Invoice Number user has filter field to enter invoice number.

ﬂ Post Invoices
|nvaice Mumber: Ijl

The first column in the grid allows you to select/unselect which invoices are to be posted. If you try to

Search By I Irwoice Mumber

select an invoice that is displayed in red, the following message is displayed.

Post Invoice E

@ This invoice's date is in a closed period. You cannot select it For posting.
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Creating a Recurring Template
To create recurring invoices a template must first be created on the “Invoices” tab and then the invoices
can be generated from the “Invoice Dashboard” tab. Create a template like entering a normal invoice.

Customer: IAR HI Custarner j
Customers | Contacts | Invaice Dashboard  Invoises | Administration |

Invaice #: l:l Customer Name: |AR HI Custorner Armaunt;

Delivery Method: [erme =] Inveice Type:

Invoice Date: 10/ 2/2012 ~| DueDate: [10/16/2012 - \ Inveice Printed? I

- [ voies Emailedz

¥ Fetlirfing invoice % Setup |

Search By:llnvoice Murnber ﬂ Find | Inwoice Murmber:| o

Order | Line Iterm | Quantit | ItemCode | Description | Pricd
1

Then, check the “Recurring Invoice” option and click on the Setup button. Clicking “Setup” brings up a
window that has 3 options:

1. Frequency -how often the invoice will occur; Monthly, Quarterly, or Annually

2. Starting month -month the first invoice will occur

3. Billing day -the day of each month, quarter, or year that the invoice will occur
Select “Save” to save the Recurring Invoice scheduling setup.

ﬂ Scheduling Setup
—Scheduling
Frequency: (TR |
Starting kanth; IFEI:uruar_l,l j
Biling Day: |20 4
Save | Cancel |
4

Creating Credit Memos

Credit memos are simply invoices with negative amounts. When saving an invoice, the amount is
checked for a negative amount. If the amount is negative, the following message is displayed to let you
know a credit memo is being created. If by chance the amount is negative by accident, you can answer
No and edit the invoice to a positive amount or continue editing other invoice fields.

Save Invoice as Credit Memo? E

@ This invoice has a negative amount and will be saved as a Credit Memo.

If you answer Yes, the invoice is created as a Credit Memo and can be later used as a payment. See
Using Credit Memos and Early Payment Discounts as Payments under Adding Payments.

M3 | Enterprising Hospitality



M3

Creating Finance Charge Invoices

Finance Charges can be generated from the “Customers” Tab. As previously described, the “Application

Settings” tab has configurable parameters for determining finance charges. Clicking on the “Generate
Finance Charges” button or by right clicking in the customer grid will bring up the screen to Generate

| Generate Finance Charges l *__

Active Customers

Show Inactive I

Custarmer Mame Balance Campany Prnpe;
CM and epd customer -75.00 |Morgan Hotel ...
-22323.27 |Morgan Hatel ...
nght Click v -535.20 | Morgan Hotel ... | Faith L
Options from
Customer Generate Finance Charges
el ... |Faith L
Screen - o
Views Accounkt Ackivik
: \"III El ... |Hope I
IJen add | 8578.06 [Morgan Hotel ... | Maken

Finance Charges for all applicable customers or option to View Account Activity for selected customer.

ﬂ Generate Customer Finance Charges as of 4742012

VI | Compaty Property Customer Mame %ELE%'" aslaiisg Ell,? :[t;;"" [FDI?ZEE/OB] Last Finance Charge
tdorgan Hobel an... CO Lewvel 265200 149,55 | 2A16/2012 10:00 &bd
r torgan Hotel an... testing inactivating E5.00 1.98
- tdargan Hotel an... | Faith Lodge Faith Lodge Property GE31.00 24992 | 262012 10:00 AM
r torgan Hotel an... | Faith Lodge Faith Lodge Property one 1001.00 5205 | 2A6/2012 10:00 AM
- Morgan Hotel an... | Faith Lodge Faith anly cuztomer 532.00 2317 2A6/202710:00 AM
r taorgan Hotel an... | Hope lnns Hope Innz/property 243.00 911 | 24642012 10:00 AM
- torgan Hotel an... | Mak and Mo'win... | JJ a270.00 27966
r Morgan Hotel an... | Mak and Mo'Win... | Winter Lodging One 3309.00 174,40 2A16/2012 10:00 A
r Morgan Hotel an... | Makenzie Inns Jen Add 137595.00 B88.96 | 2116/2012 10:00 Ak
r targan Hotel an... | Makenzie Inns tdak Inn Property number G071 2820.00 12240 2A16/2012 10:00 Ak
- Morgan Hotel an... | Makenzie Inns I akenzie Inng Property 33625.00 177794 | 2A16/201210:00 AM
[ 1 af 11 | b Bl | & First: oNF
[rate to Generate Finance Charges: Im Refresh | Generate | Catcel

The Generate Finance Charges screen list all customers who are due to have a finance charge generated.
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Using the “Application Settings” set up under Administration, the actual amount past due and the
charge itself is shown. Using the check boxes, you can select which customers to generate charges for.
Once customers are selected select the “Generate” button at bottom of screen to generate the fiancé
charges.
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Each selected customer generates a separate finance charge invoice. Using the “Master Line Item” type
of FC, a Line Item is added to the past due invoice in the amount of the finance charge. Finance charges
are calculated only on past due invoices. Past invoices marked as Finance Charge that has already been
generated are not included. In other words, the finance charge is not compounded on past finance
charges. After the finance charges are generated, they must be posted from the invoice screen before
they can be paid.

General Ledger Posting
Activity is posted to the General Ledger module when invoices are posted, payments are received, and
EPD discounts are voided. In the GL Module the View Posted grid shows all postings for the selected

Company or Property. In the GL Module click Show Detail for the selected journal entry to see debits

and credits to the correct accounts based on what was set up in the administration tab for Line Items
and application settings.

Posting Invoices

Rev/Cash General Ledger

Credit Line Item GL Account from Line Iltem Master
Setup (Link to GL section)

AR General Ledger
Debit General Ledger AR Account
from the Application Settings tab.

Receiving Payments

Company Bank Account

Unapplied Cash General Ledger

Debit the Bank account in
Maint>Companies>Advanced>Bank
Acct

Credit the Unapplied Cash Account from the
Application Settings tab.

Unapplied Cash General Ledger

Unapplying Payments
AR General Ledger

Debit Unapplied Cash Account from
the Application Settings tab.

Credit the Bank accountin
Maint>Companies>Advanced>Bank Acct

Posting EPDs and Credit Memos

AR General Ledger

Rev/Cash General Ledger

Credit General Ledger AR Account
from the Application Settings tab.

Debit Line Item GL Account from Line Item Master
Setup (Link to GL section)

AR General Ledger

Voiding EPDs
Rev/Cash General Ledger

Debit General Ledger AR Account
from the Application Settings tab.

Credit Line Item GL Account from Line Item Master
Setup (Link to GL section)

**See Using Credit Memos and Early Payment Discounts as Payments under Adding Payments.**
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Daily Report Posting

Custamer: H =]
Customers' Contacts  Invaice Dashboard  Invoices |Administration'
Invoice #: Customer Name; ICustUrner Z1 Amount: (200,00
Invoice Date: 10/24/2011 -1 Due Dates |11x /2011 r Invoice Printed? ™
Description: Inwvaice Emailed? T
I” Recurring Invoice Setup |
Search By:llnvnice Humber j - Find | Invoice Numbar:l:l
Shaw Details l \j Post Invoicesl Receive Paymentsl Post Payment GLl ] Cornmit to DR_
. . Current . . -
Inwoice Involce . . Inwolce Delivery Due P
Date Printed Ernailed Posted g:;:gmer Tme Method Diate Description Arnount Balance

10/24/2011 62 M |custorner 21 |[Manual Ernail 11/8/2011 200.00 200.00
12/1/2011 2728 r r [T |custorner 21 |Manual Ernail 12/15/2011 100,00 100,00
l1smaimnia [57ae | r | r I~ P [ | [ it [1r12mn15  lundatad inon | e P—

*Note, this functionality is only available at the Property level***

Use the Commit to DR button on the Invoices screen to commit the day’s activities that are linked to the
Daily report. Click on the button to see the below message:

Daily Report Posting Date
€

i EIKl
_ Cocd |

| Braasomz =l
Canicel

Click OK:

Bl Post to Daily Report

@ Daily Report activity has been posted for 6242012,

The Line Items that are mapped to the Daily Report will populate in the Daily Report/Input module for
the current date the Daily Report is sitting on.

Invoice Dashboard

Once invoices are created and posted, you can email them or print them to be mailed to the customers
from the Invoice Dashboard tab. The dashboard shows invoices within the date range at the top to be
printed and emailed and recurring invoices to be generated.

**Note: EPD invoices DO NOT pull onto the Invoice Dashboard screen. To print or email these types of
invoices, this will need to be processed on the Invoices screen.**
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ﬂ AccKnowledge - LS1

Elle  Select  Fumctions  Modules  Reporks  Maintenance  Options  Administration  Help

Ilew Edit = Save g Close Print Delete Cancel

Modules X

|Compam\/: Morgan Hotel and Suites

Customer: ICM and epd custormner j

AModules

Custnmers' Contacts  Invoice Dashboard |Invn|ces| Admlnlstrat\nn'

= From: | 2/ 1/z012 =] 7o [ s/so/zoiz |

&

o

il
Custamer Invaice

@

& Warme Date ‘ Amount Balance

]

c

Z

nEj Mak Stars an... |2/14/2012 EPD13781 Early Paymen... | 3/26/2012 Early Payment Discount for Invoice #13780 -10.00 0.00

=
pij 37172012 13666 Manual 3/15/2012 105.00 3000

5
Test epds 3/1/2012 15728 Manual 3/15/2012 65.00 0.00
Test epds 3/19/2012 EPD13738 Early Paymen... |3/21/2012 Early Payment Discount for Invoice #13737 -10.00 0.00
Teat and 14701 15726 Manal 4447201 A5.001 nnonl T
H 1 of 20 [ b Bl | 7 First: '

Ernail Invoices

ﬁau;;:gmer IDnavtoe\ce Il\lnuvn?vg::r InvoiceType Due Date Description Armount Balance =
Tulips 2/1/2012 CM13857 Credit Memo 2/15/2012 Feb 1 CM -1250.00 0.0o
Tulips 2/1/2012 13874 Manual 2/15/2012 25.00 0.00
Tulips 2/1/2012 EPD13570 Early Paymen... | 3/27/2012 Early Payment Discount for Invoice #13869 -10.00 0.0a
CO Level 2/14/2012 13782 Manual 2/28/2012 65.00

o a/201 ERN13884 Earl Bauman 04201 Early Pavment Discount for 1o 1 000
[ M 4 s of 27 [ b bl | o First: e
Generate Recurring Inwoices

Custormer Invoice . N 1=

Narme ‘ Date | InvoiceType Frequency Due Date Description Arnount Balance

Faith Lodge P... |3/1/2012 Recurring Te... |Monthly 3/15/2012 Recurring set to due date 15 12.00 1z.00
Jen Add 3/7/2012 Recurring Te... |Monthly 3/21/2012 Recurring on the 7th 365.00 365.00
Jen Custorner... | 3/1/2012 Recurring Te... | Monthly 3/15/2012 This will be a recurring one 125.00 125.00
Mak Inn Prop... |3/6/2012 Recurring Te... |Monthly 3/20/2012 365.00 365.00
Mal Ton o 1 701 o ino T, monthl 1o701 n oo nonl T
H |1 of s | b bl | o Firsty v

Invoices to be printed
Invoices for customers whose delivery method is set to print will show up in the Invoices to be Printed
grid. Clicking on “Print Invoices” will bring up the second window below.

A Cusztarmer Ir:ltr?'uib‘::r D ezcription =

J 13EES due 21

% Fak Stars and Stripes 13781 E arly Papment Digcount for Invoice #13720

= J 136EE

I Test epds 13728

I Tezt epdz 13738 E arly Payment Dizscount for lhvoice 313737

I Test epds 13726

I Test epd=s 13727 E arly Payment Discount for Invoice #13726

I Test epd=s 13730

| Test epds 13731

% Test epds 13732

| o Test epds 13733 E arly Pavment Discount for Invoice #137231

¥ | Testepds 13734 o

I Test epds 13735

I Teszt epdzs 13736 E arly Payment Dizscount for Invoice 313734

I Test epd=s 13737

— va L = =
[ 1 of z0 | B Bl | & Firsk: " Frint Cancel :
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Once “Print Invoices” is clicked select which invoices to print using check boxes. Click “Print” in bottom
right corner of window.

There will then being a pop up asking if the invoices printed successfully. If they did, click “Yes” and the
invoices will no longer appear in the Invoices to be Printed grid. If they did not, click “No” and the

Print Successful? [ ]

@ Did the inwoice(s) print successFully?
] w |

Invoices for customers whose delivery method is set to email will show up in the Invoices to be Emailed

invoices are still there to be printed again.

Invoices to be emailed

grid. Once you click “Email Invoices”, you can select which invoices to email using check boxes. Clicking
“Preview” in the bottom right hand corner to generate the emails.

8 Email Invoices
FRT e ustomer imvoce Descrpion
v Test for DR 2064
7 Test for DR 2067
1 ofz [ b Bl |~ First: s Preview Cancel :

This will bring up the Compose Email box. The user can edit the heading, body and closing. Click OK to
send emails.

ﬂ Email Prewview
E rnail
E mail Subject: Inwoice Report for Invoice e |
E mail Heading: |
E mail Body: Pleaze view the attachment and do the required actions 85581 A|
E mail Clozing: Sincerely, - I
U= at k43 2]
Ok I Cancel I
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Recurring Invoices

If the user has defined a recurring invoice template, this means the invoice should be re-generated on a
regular basis. The frequency, starting month and billing days are user defined on the Invoice tab,
however they must be generated from the Invoice Dashboard. If a recurring invoice needs to go out
within the date range at the top of the dashboard and has not yet been generated, the invoice will show

up in the Recurring Invoices grid.

Recurming Invai Generate Recurring Invoices

ﬁsﬁgmer En:tgce IvoiceType | Frequency  DueDate | Description Amount Balance -
Fath Lodge ... Recurring Te... | Monthly JsaL 150000 1500.00
Fath Lodge P 3//2012  Recurrng Te..,  Monthly 352012 [Recurnng set o dus date 15 1200 1200
Jen Add e Recurring Te.. | Monthly Y2012 Recurring on the 7Hh 365,00 365,00
Jen Customer.., 32012 Recurng Te..,  Manthly Y5201 This wil be & recurring ane 12500 125,00 E
Male Inn Prop.., |3/6/2012  Recurring Te.., | Monthly janfat 365.00 36500
_M_a]{_hnj;nn 29019 Dwmlg_ﬂpnﬂwhr 2L {017 290 00 23000 j

‘1 ufﬂ‘v W Fist V

Once you click generate recurring invoices, you can select which invoices you would like to generate
using check boxes. Click generates. Once you have generated them, they no longer appear in this grid
but are on the Invoice tab and must be posted and treated as a regular invoice.

ﬂ Generate Recurting Invoices
vET ﬁt;snggmer £ Invoice Date Eggtb:f D Frequency Due Dte Description fmount Balance
nFaithLadgePrap... nam 3 Morthly nsim2 150000 150000
[ FaihLodge Prop.. 312012 3 Marthly aam? Recurming st to due date 15 1200 1200
C Jenkdd e 3 Honthly ynam? Recuring on the 7th 500 500
I Jen CustomerMa.. | 172012 3 Manthiy a2 This wil be: & recuring one 12800 12800
[ Mak I Propeny... | 36/2012 1 Honthly a2 3500 3500
[ MakIon Propeny.. | 31/2012 1 Honthly nsiam? 23000 23000
T Tulps 425/m2 2 onthly B2 £5.00 £5.00
T WinterLodging 0. 36/2012 3 Manthly Iy Recuring Template il il
1 o8| b W | Frst 7 Generate Cancel
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Payments

To make payments, go to the invoice tab. Right-click on the invoice grid and select Receive Payments or
click on the Receive Payments button beside the post invoice button.

Customersl Contactsl Invoice Dashboard Invoices |.¢\dministration'

Inwoice #!:

[ ]

Customer Name: I

Delivery Method: IPrint

Invoice Date:

=l
IlZ.-" a/z2010 'I Due Date: IlZ.-" /2010 'l

Description:

Search By:IInvoice Mumber

i VI a FindlInvoice Murmber: a

Show Details li! PostIn\micesI

Receive Paymentsl Post Payrment GL _

i

Receive Payments

f f Current .
Invaoice Invaoice p p Invaoice Cr
Date ‘ + Printed Ernailed Pasted | Customer Tyme M
Mame
Wiew Invoice Detalls
Prink Preview Invoice
Right Click ; .
Options from Ernail Ireoice
Invoice Tab

This selection brings up the payments screen. The payment screen will open to show the available

credits and open invoices for the customer selected in the invoice screen.

Once this screen displays, you can search for the invoices you want displayed with the search bar at the
top just like on the invoice grid. The Search defaults to Invoice Number. The payment screen will
populate with the customer’s open invoices and available credits that you had as the focus on the

Invoice screen.

Invoice Payments

Search By [Invoice Mumber ] | Invoice Number: [ 0] 7 Done
I Includs Zera Balance Payments |7 Edt|  Delete] | [Payment Detaits 3 aad] ||
Fasted TDaie [Type T Humber T Customer [ Emourt [Urappled Cutomer.[Soc i |
Typs B =
V¥ 2/3/2mz2 CHE Dunns River - Jam Property level added H000.00 500 FEE | J
Hurber: Date: [27 sremiz =
[ 22202012 CHEK 8745 Dunns River - Jam Firoperty level added 55,00 ] | o |
Comments: [Payment created fiom Eatly Fapment Discount
[ 3/19/2012 CHK 1 Dunns Fiver -Jam Praperty level added 1100.00 110000 EPDRI
[ 3/19/2012 CHK 1 Dunns Fiver - Jam Praperty level added 101.00 101.00 Fagment Amourt
[ 3/20/2012 CHK 2 Dunns Fiver -Jam Praperty level added 201.00 201.00 P
[ 342142012 CHK Duris Pives - Jam Property lsvel added 1500.00 150000
Unapplied Amount
[ 3/21/2012 CHK a1 Duris Fiver - Jam Property lsvel added 244,00 41400
[ 3/21/2012 CHK 3 Dunis Fives - Jam Property lsvel added 301.00 301 00
[ 6/4/2012 CHK 06042012 Duris Fiver - Jam Property lsvel added 504,00 50400
[ 7/30/2012 CHK 7302012 Dunis Fives - Jam Property lsvel added 120000 120000
I0 [oF11 | b Bl | R v | gl Auto Aoply

Open Invaicels)

E\vm:e Irvoice Invaice Tpe F— Due Original Other This Erding =
ate Number Date Amount Payments Payment Balance
gl2rieme | 2s:m Manual Dunng River -Jam Property lev... | 61072012 200.00 $32.00 768.00
2/27/202 1222 Manual Durins River - Jam Property lev... | 2/27/2012 12000 $0.00 0.00 12000
nFamz | nde Manual Durins River - Jam Property lev... | 3/31/2012 300,00 $0.00 0.00 300,00
3/29/2012 | 2021 Manual Durns River -Jam Property lev... | 4/12/2012 2445.00 $0.00 0.00 2445.00
3M/2m2  |FCa44 Finance Charge Durns River -Jam Property lev... | 3/1/2012 8637 $0.00 0.00 8637
BA/2012 | 2571 Manual Durns River - Jam Property lev... | 6/15/2012 1845.00 40.00 0.00 1845.00
B/22/2012 1333 tanual Durnz River -Jam Property lev. | 9/6/2012 2500.00 0.00 0.0 2500.00
2/32m2 |4 anual Dunns River -Jam Property lev. | 2/18/2012 1250000 | $12.435.00 0.00 5.00
2/28/2M2 | 1254 tanual Dunns River - Jam Property lev. | 3/14/2012 2500.00 30.00 0.0 2500.00
10/22/20... | 1335 anual Dunns River -Jam Property lev. | 11/5/2012 2500.00 $0.00 0.00 2500.00
BM/2M2 | 2530 Manual Durns River - Jam Property lev... | 6/18/2012 202000 $0.00 0.oo 202000
g/2z2/2012 1334 Manual Durins River -Jam Property lev... | 10/6/2012 2500.00 0.00 0.00 250000 | -

I

Jof33 [ b bl | 7 First
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Important Note: Payments can only be applied to posted invoices. Therefore, the payment screen is

limited to showing only posted invoices.

Payments Panel

The payment panel displays all payments with unapplied amounts for the customer in the invoice list.

Payments are attached to customers. So, to get the list of payments, the invoice list is scanned and a

customer list is made. The payments data is then pulled for the list of customers. The payments panel

has a checkbox that allows you to view all payments, even if they have no unapplied amounts.

nvoice Payments

Search By: IInvoice Mumber j /'; Find | Inwaice Mumber: EI
[ Include Zero Balance Payments Ei| Editl 7 Delete |
Posted | Date | Type | Mumber | Customer | &mount | Unapplied
v 21302m: CHE. Durig River - Jam Property level added 5000.00 h.00
I 212222 CHE 8745 Diunmg River - Jam Property level added 55.00 55.00
v 319/202 CHE. 1 Durig River - Jam Property level added 1100.00 1100.00
v 3A19/2mz CHE 1 Dunng River - Jam Property level added 101.00 101.00
¥ 200202 CHE. 2 Durig River - Jam Property level added 201.00 201.00
v ya2msz CHE Dunng River - Jam Property level added 1500.00 1500.00
¥ ¥A2m2 CHE. 444 Durig River - Jam Property level added 444,00 444,00
v yazmz CHE 3 Dunns River - Jam Property level added 301.00 301.00
I B/d/22 CHE DED42012 Dunng River - Jam Property level added £04.00 £04.00
v 0202 CHE. 07a02m2 Durig River - Jam Property level added 1200.00 1200.00
[ 1 of 11 [ b b | 7 First: e

Payments Detail Panel

When you click on a payment from the payment panel, the details of that payment is displayed in the

details panels. To add new payments, click on the Add button. This enables the panel for data entry.

FPapment 0 etailz Sdd |
Custorner: IFaith Lodge Property j
Type: I CHE, j
Mumber  [10003 Date: | 4/ 472012 =]
Comments:  |Imvoiceft1 3635

Fayment Amont; 1500.00

Applied Amount;

IInapplied Armount; 1500.00

L

%] Cancel

3 Auto Apply |

You must select a customer to attach the payment to. Enter the check number, the check date, any

comments, and the check amount. At this point the payment can be saved. Once saved, the payment

will need to be applied to an invoice(s).
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If you click on the Done button without applying all the payments, the following message is displayed.

. ||

You have one or more payments that have unapplied credits,
Are you sure vou want to close the payments dialog?

720z ) S [

Payment Details ] Add |
Custamer: IEh:ul:u's Dreli j
Type: IEHK j

You can click on Yes and the payment is saved with unapplied amounts. If you click No, you can continue
to add more payments and/or apply the amounts.

Applying a Payment to One or More Invoices
Select the payment in the payment grid that you would like to apply. There are two ways to apply this
payment.

1. Click the Auto Apply button in the payment details panel to apply the entire unapplied amount
(if possible) to the first invoices in the invoice grid. You can control what invoices the amount is
auto applied to by using the filter options at the bottom of the invoice grid.

2. Manually enter the amount you want applied to each invoice using the “this payment” column
in the invoice grid.

Due Original Other Thiz Ending -
Date Aot Faymentz FPapment Balance
11430420... 5.00 $0.00 0.00 5.00
143042012 4E.40 $0.00 0.00 4E.40
124642011 180.00 $0.00 0.00 180.00
2MEB/2012 E5.15 $0.00 0.00 E5.15
11842012 46.25 $0.00 0.00 46.25
12M5/20... 3000.00 $0.00 0.00 3000.00
11430420... 510.00 $0.00 0.00 510.00
2M15/2012 1500.00 0.00 0.00 1500.00
11430420... 5.00 0.00 0.00 5.00
1A15/2012 1500.00 70.00 0.00 1430.00 =
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Creating Early Payment Discounts

When a payment is entered, a check is made to see if any of the listed invoices contain one or more Line
Items that qualify for an early payment discount. This function uses the Line Item master set up to
determine the early payment eligibility and if so, how much. This event happens when the payment is
applied to an invoice. The user will be prompted for an early payment discount if the customer is paid in
full with no outstanding balances and the payment pays the current invoice in full. Also, the user will be
prompted with an early payment discount if the payment received is equal to: (invoice amount eligible
EPD amount). If there is an Early Payment Discount available, the following message is displayed:

Early Payment Discount Posting Date

Inwoice #13954 qualifiez for an early payment discount in the amount of -$10.00,

Would you like to create an Early Pagment Dizcount credit?

Select a date to recard the posted EPD: I B 22012 ;I

QK. | Cancel |

When an Early Payment Discount invoice is created, it uses the Line Item from the invoice that is eligible
for an early payment discount.

**NOTE: The date for the EPD payment and invoice will be the date the user selects when applying the
EPD. If the user chooses a date that is in a closed fiscal period, an informative box containing a list of
open fiscal periods will appear.
@ 0pen Fiscol Periods M= 3|
This papment's date iz in a closed fiscal period.

The open fizzal penods are dizplaved below:

Fram Tao =
14/2m2 1431422 I
2A/2m2 2/29/2M2
/2mz2 as2mz
41/2m2 47304202
BA/2m2 RAa1/2mz2
EA/202 E/30/2012
7A2m2 Fiasemaz
841/2m2 8/31/202
94/2m2 9/30/202 -

Cloze |

4

**NOTE: This box is informational only. The user can view the open periods only. After clicking on
Close, the user fills in the appropriate date in the Early Payment Discount Posting Date box.

wWhen posting invaoices, the detailed information is posted to
the General Ledger {using the GL Setup). By selecting the
check box below, you can also commit details into the Daily
Report.

¥ Post Line Itemn Infomation Using the Daily Repart Setup
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If the above Application Settings is checked to post items to the Daily Report, the user will not be able to
select a date to post the EPD if the date they select has already been rolled over and committed in the

Daily Report module. The user will receive the message:
nvalid Date S

& ‘ou hawe selected a date that has already been rolled ower in the daily report. Select an alternate date,

QK |

Once the user clicks on OK, they are prompted to enter another date.

Open Invoices
The payments screen shows the list of invoices specified by the search at the top of the screen. This list
displays the following columns of information:

Original Other Thiz Ending
Amount Papments Fayment Balance
1. 200.00 $200.00 0.on 0.oo
1. 80.00 $20.00 0.oo 0.oo
1. 1000.00 £0.00 1000.00 0.oo
2 15.00 $15.00 0o 0.oo

Original Amount
This is the original amount of the invoice as it was originally created.

Other Payments and This Payment

The payment panel (upper left) list all payments for the customers. As each payment is selected,
payment details panel is updated and the column called This Payment show how much of the current
payment is applied to each of the invoices. The Other Payments column shows how much of other
payments are applied. The method for displaying the payment amount is done this way to show various
scenarios. For example, a payment can be split across multiple invoices and a single invoice can have
multiple payments.

Ending Balance
This column shows the ending balance of the invoice. This is done by using the original amount and
subtracting other payments and this payment.

Using Credit Memos and Early Payments Discounts as Payment

Credit Memos and Early Payment Discounts automatically appear in the payment panel of the receive
payments screen just like check payments. The difference is they say either EPD or CM instead of CHK in
the type column.

j Editl }'\Deletel

| Unapplied

“ Include Zero Balance Payments

Posted | Date | Type
44342012
B/7/2012 CHE 3000

| mount

| Customer
M arrintt Beachside

| Mumber

v Marmott Beachside 30.00 200
r BA72012 EPD EPDZE12 Marriott Beachside 200 200
v BA11/2012 CHE 300000 Marriott Beachside 30.00 30.00
¥ BA2/2012 CHE 54654654 Marriott Beachside 2500.00 2500.00
v 74342012 CHE a0 Mariott Beachside a0.00 30.00
£ r 9/28/22 CM CH3290 Marmiott Beachzide 250.00 250,00

payment: selecting the payment you want to apply and either using Auto Apply or the “this payment”
column in the invoice grid.
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Unapplying Payments

There are two ways to unapply a payment that has been applied to one or more invoices. One way is to
right click on the payment in the payments panel and select “Clear Applied Amounts.” This clears the
payment from all invoices (not just the ones in the panel) whether the payment has been completely
applied or only partially. The other way would be to manually change the amount you want applied
from the selected payment in the “this payment” column of the invoice panel.

| Original Other This Ending
Amount Payments Payment Balance
D... 200.00 $200.00 0.00 0.00
L. 80.00 $80.00 | 0.00| 0.00
h.. 1000.00 | $000| 100000| 0.00
2 15.00

$15.00 |

0.00 |

0.00

Unapplying Payments that created an EPD invoice and Payment:

When the user right clicks on a payment and chooses clear applied amounts, and this payment created
an early payment discount and invoice the user will be prompted with:

Clear Applies =0l

@ Are wou sure wou want to clear the applies For this Payment?

o |

Click No, and the Clear Applies box closes and the payment remains the same.
Click Yes, and the user is prompted with:
EPD Payment Has Been Applied

>

@ Invoice #13956 has received an Early Payment Discount #EPD13957 and will be removed. Do you want ko continue?

o |

Click No, and the EPD Payment Has Been Applied text box closes and the payment remains the same.

Click on Yes, and the user is prompted with:

Fleaze zpecify a date to woid Early Papment Dizcount #EPDT3957,

Select a date to record the voided EPD: | §/ 2/2012 =l

Ok, | Cancel

The user needs to enter a date for the Early Payment Discount void.

If the user chooses a date that is in a closed fiscal period, an informative box containing a list of open
fiscal periods will appear.
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4 open Fiscal Periods M=] B3 |

Thiz payment's date 1z in a cloged hecal period,

The open fizzal penods are dizplaved below:

Fram Tao =
14/2m2 1431422 I
2A/2m2 2/29/2M2
/2mz2 as2mz
41/2m2 47304202
BA/2m2 RAa1/2mz2
EA/202 E/30/2012
7A2m2 Fiasemaz
841/2m2 8/31/202
94/2m2 9/30/202 -

Cloze |

4

**NOTE: This box is informational only. The user can view the open periods only. After clicking on
Close, the user fills in the appropriate date in the Early Payment Discount Posting Date box.

when posting invoices, the detailed information is posted to
the General Ledger (using the GL Setup). By selecting the
checlk box below, you can also comrmit details inta the Daily
Report,

™ Post Line Iterm Infornation Using the Daily Report Setup

If the above Application Settings is checked to post items to the Daily Report, the user will not be able to
select a date to post the EPD if the date they select has already been rolled over and committed in the
Daily Report module. The user will receive the message:

nvalid Date X

& ‘fou have selected a date that has already been rolled over in the daily repart, Select an alternate date,

QK |

Once the user clicks on OK, they are prompted to enter another date.

The EPD will be removed from Accounts Receivable, and it will be marked as voided in the General
Ledger. The journal entry created for the voided EPD will have a type of ARVD. This voided payment will
not show on the customer statement, customer balance or on invoice reports. **It will show in the
transaction detail report and it will be included in the commit to daily report and in the Daily Report
Activity report.

**NOTE: The EPD invoice that was created will remain on the invoice screen and will be marked as
voided.

If the EPD payment has already been applied to an invoice, the user will receive the message:
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annot Unapply Payment *

Invaoice #13961 has received an Early Payment Discount #EFD13963 that is currently
: applied to the following invoiceds), vou will need to remove the applied amount from these
invoices before you can continue,

Details... |

Click on OK, and the user is returned to the payment screen. Click on Details and a report will display
showing the invoices the EPD payment was applied to.

Early Payment Discount Applied to These Invoices

Early Payment Discount #EPD3044 applied to the following invoices:

Customer Hame Invoice Humber Applied Amount
Dunns River - Jam Property level added 257 2.00
:Number of Invoices paid by Early Payment Discount #EPD3044 1

**NOTE: Once the EPD payment is unapplied the user can clear the check that created the EPD
payment and invoice. If the EPD is applied and has not been cleared, the check that created the EPD
cannot be cleared regardless if it was applied to the same invoice or a different invoice.

Once the EPD amounts have been cleared from the invoices, the user can proceed with the void.

Early Payment Discount Yoid Date

Fleaze zpecify a date to woid Early Papment Dizcount #EPDT3957,

Select a date to record the voided EPD: | §/ 2/2012 =l

Ok, | Cancel
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Reports

All reports provide a Customer list for selecting which customers to report on using the Accounting Core
system Hierarchy.

At the Enterprise Level: Select customers from list of companies/properties for Enterprise.
At the Company Level: Select customers from list of Company or Property selection.
At the Property Level: Select customers from list of Property selection.

Customer Statement Report

The Customer Statement Report shows the activity for a customer and the balance of the customer in
the date range specified. From the first screen you can choose Show Report to view the report or
Distribute to either print or email the report to the customer based on the customer’s delivery method.

M4 Customer Statement Report X
VT Customer EAEI:;EE,I Property Balance =
33 Prink -52.00
V¥ |Again Print 39977.80
V¥ |Aging Print -7885.00
I BeachlnnS | Emai ¥5453.53
V¥ BeachInn 5. | Prirt JJ Hotelz -320.00 =
Ve Print JJ Hotels 4560.04
I CancunLa ... |Emai Cancun Hotel 25391141
v Company le... | Prink 140519.94
¥ Coszta Del Mar | Email Jamaica Hatel -14.00
v Dallas Cowb... | Emnail JJ Hotels -2.00
v Daws [nn Emnail acck fee property 727934
¥ |DemoCusto... | Print 2544.29
v Diurinz River... | Prirt Jamaica Hatel 14994E.99 -
[ 1 of 35 | b B |~ First: ' ;
[ate Range
’7 Start Date: m End D ate m
Show Report | Distribute | % Cancel |
4
{8 Customer Statement Report
FET | custorer Dol Propety
v Ducks United Email
i Propery Owners Email Charlene's Property
|t ofz | b Bl |2 Fist: '

Date Range
’7 StatDate: [ 27 22mz =] EndDate [ 2/ 32012 =]

Show Repar | Ditibute| % Conoel |
4
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1. The company or property
address, phone, fax, and
logo (depending on what

level is selected) pulls from The statement date

Accounts Receivable pulls from the end date

Contact Info.

of the date range.

Ik statement Report

[y | =Print... g Export... \D 0 \Qj |J’; | BT oA - \@ B e "E;‘gackward Z Errward
E The Aging at the bottom of the report uses
Charene's Company | Statement / the invoice date to determine how old the
Add uno
e Dare invoice is and which column it should be
City, GA 90518.7532 py—
added to. The Current column only has a
SFRT balance of activity for the Statement Date
Ducks Uniter )
123 Duck Lans (explained above). The 1-30 days column
Clearwater, GA 305159-7532
1 shows a balance for all activity from 1-30
Phone Faxi Accounting@m3as.com | Amount Due | Amount Enc.
e o | w000 B days BEFORE the Statement Date etc.
Date Transaction Arnount Balance|
27201 Balance Brought Foreard $0.00)
s | e 1355 oy e / i.e. | ran this for 2/28/2012. Therefore:
W28/2011 Invoice 13647 $400.00/ $1,050.00
/2011 Invoics 5572 $500.00 §1 55000
005011 | ies 164 w0 imm 2. The 1-30 says column has a balance
11282011 | Invoice 13650 550,00 52,150.00 . L .
|t ol e for all activity with invoice dates
1240012 | Invoice EPDAN3S 1000 %.290.00
12402012 Invoice 3026 5219000 58.450.001 -l from 1/29 to 2/27
11242012 Invoice 3028 §2,190.00 58 480,00
i | ol I 3. The 31-60 days column has 2
12412012 Payment 5476 52500 $8 955 00 o L i
1242012 Payment ERD3034 $66.00 $8.900.00 balance for all activity with invoice
1242012 Payment 3658 §700.00 5 20000
112412012 Payment 1867 550000 ¥ 700,00
2472012 F‘aimen:ﬁ?& $70.00 $7 30,00, dates from 12/30 to 1/28
12472012 Payment EPD3025 $105.00 ¥ 525,00
1242012 Paymen E -
[Pamtz | e a7 g 517209 4. The 61-90 days column has a
12472012 Payment 5421 $500.00 § 575 00 - s .
12472012 Payment 1245 $3,000 00 $3 67500 balance for all act|V|ty with invoice
12412012 Payment 4567 550000 §3,175.00
s | o nmo dates from 11/30 to 12/29.
(21872012 Invoice 5875 $500.00/ $3,700.008
b1z Payment 1335 5 1000 $360000 5. The over 90 days column has a
T3 DAYS PAST 3160 DAYS PAST T80 DATS FASTT OVERGIDATE | Amoun Die .. L .
CRRET 1 e oUE DU Pastove | “"° balance for all activity with invoice
500.00 450.00 150.00 500,00 1850.00 $3450.00
Run on 2/28/2012 at11:53 AM Page 1 dates bEfore 11/30'
u O
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A/R Audit Report

Select the A/R Audit report from the reports drop down, this pop up (below) would ask what date range the user is
looking for. Select the dates and click show reports.

|/ & /R Audit Log

[rate Range
( StatDate | E/16/2012 x| EndDate | 816/2012 =]

| oy Show Hepu:urtl #  LCancel |

4

It produces a report showing all accounts receivable activity logged for the selected company or
property within the time period noted.

AR Audit Log

Date Range 8/16/2012 to 8/16/2012

Date User Activity

SME2012 80823 AM  m3ac-nuttc Updated customer 'z&ging Test!, #5535,
SME2012 0546 AM  m3ac-nuttc Updated customer "Aging Test', #3533,
BHE20M2 30553 M m3ac-nuttc Updated customer 'z0ucks United', #12121212,
SMER02 81033 AM  m3ac-nuttc Updsted customer 'Ducks United' #12121292,
SME2012 81046 AM  m3ac-nutc Updated customer test| #.

BHE20M2311.22 M m3ac-nuttc Updated customer Ducks United' #12121412,
SME201211:40049 AW m3ac-nuttc AR At Log' generated.

SHE201211:41:02 AW m3ac-nuttc AR At Log' generated.

Number of Actvities B

If on enterprise level, all activity will be displayed on the report. If on company level, all activity entered
at company level or at properties beneath the current company will be displayed. If at property level,
only the activity entered at the current property will appear.

M3 | Enterprising Hospitality



M3

This is a list of all the items that the Audit Log report keeps track of.

Activity (what can be done) Description (what shows on the report)

Admin Screen Accessed The Admin Setup screen was accessed

Clear Invalid Email Address From Contact | The invalid email address flag has been removed from
[First Name] [Last Name], email address '[Email Address]'.

Create Contact Created new contact, [First Name] [Last Name].

Create Credit Memo Created Credit Memo [Invoice Number] for [Customer
Name], [Invoice Amount].

Create Customer Created customer [Customer Name], [Customer Number].

Create EPD Created EPD [Invoice Number] for [Customer Name],
[Invoice Amount].

Create Finance Charges Created Finance Charges [Invoice Number] for [Customer
Name], [Invoice Amount].

Create Invoice Created invoice [Invoice Number] for [Customer Name],
[Invoice Amount].

Create Admin Application Settings Created new Application Settings.

Create Admin Collection Letter Created new Collection Letter, [Template Name].

Create Admin Contact Info Created new Contact Info, [Contact Info].

Create Admin Email Settings Created new Email Settings.

Create Admin Line Item Master Created new Line Item Master, [Line Item Name].

Create Admin Line Item Type Created new Line Item Type, [Line Item Type Name].

Create Payment Created check [Check Number] for [Customer Name],
[Check Amount].

Delete Contact Deleted contact [First Name] [Last Name]

Delete Credit Memo Deleted Credit Memo [Invoice Number] for [Customer
Name], [Invoice Amount].

Delete Customer Deleted customer [Customer Name], [Customer Number].

Delete EPD Deleted EPD [Invoice Number] for [Customer Name],
[Invoice Amount].

Delete Finance Charges Deleted Finance Charges [Invoice Number] for [Customer
Name], S[Invoice Amount].

Delete Invoice Deleted invoice [Invoice Number] for [Customer Name],
[Invoice Amount].

Delete Admin Application Settings Deleted Application Settings.

Delete Admin Collection Letter Deleted Collection Letter, [Template Name].

Delete Admin Contact Info Deleted Contact Info, [Contact Info].

Delete Admin Email Settings Deleted Email Settings.

Delete Admin Line Item Master Deleted Line Item Master, [Line [tem Name].

Delete Admin Line Item Type Deleted Line Item Type, [Line Item Type Name].

Delete Payment Deleted check [Check Number] for [Customer Name],
[Check Amount].

Email Bounce back Process Executed Email Bounceback Process has executed, [Records
Processed] emails processed.

Email Invoice Invoice [Invoice Number] for [Customer Name] emailed to
[Email Address].

Email Customer Statement Customer Statement for [Customer Name] emailed to
[Email Address].

Email Report Report [Report Name] emailed to [Email Address].

Error Captured [Error Text].

Log Off [User ID] logged off.
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Log On

[User ID] logged on.

Payment Applied

Applied check [Check Number] to [Customer Name],
[Applied Amount].

Payment Auto Applied

Auto-Applied check [Check Number].

Payment Cleared

Cleared check [Check Number] from [Customer Name]
invoice [Invoice Number], [Applied Amount].

Post Invoice to GL

Cleared check [Check Number] from [Customer Name]
invoice [Invoice Number], [Applied Amount].

Post Payment to GL

Posted check [Check Number] to GL for [Customer Name]
on [Post Date], [Check Amount].

Post Payment to Cash Management

Posted check [Check Number] to Cash Management for
[Customer Name] on [Post Date], [Check Amount].

Print Invoice

Printed invoice [Invoice Number] for [Customer Name].

Print Report

Printed report [Report Name].

Print Statement

Printed statement for [Customer Name].

Report Generated

Report [Report Name] generated. // Report Criteria?

Update Contact

Updated contact, [First Name] [Last Name].

Update Credit Memo

Updated Credit Memo [Invoice Number] for [Customer
Name], [Invoice Amount].

Update Customer

Updated customer [Customer Name], [Customer
Number].

Update EPD

Updated EPD [Invoice Number] for [Customer Name],
[Invoice Amount].

Update Finance Charges

Updated Finance Charges [Invoice Number] for [Customer
Name], [Invoice Amount].

Update Invoice

Updated invoice [Invoice Number] for [Customer Name],
[Invoice Amount].

Update Admin Application Settings

Updated Application Settings.

Update Admin Collection Letter

Updated Collection Letter, [Template Name].

Update Admin Contact Info

Updated Contact Info, [Company Name].

Update Admin Email Settings

Updated Email Settings.

Update Admin Line Item Master

Updated Line Item Master, [Line Item Name].

Update Admin Line Item Type

Updated Line Item Type, [Line Item Type Name].

Update Payment

Updated check [Check Number] for [Customer Name],
[Check Amount].

Post to Daily Report

Posted to Daily Report for [Post Date].

Set Customer Inactive

Set customer [Customer Name] inactive, [Customer
Number].

Void EPD

Voided EPD [Invoice Number] for [Customer Name],
[Invoice Amount].
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Aging Report

The Aging Report shows the amount due for each customer in a grid organized by number of days

BEFORE the START date. It is broken down into companies and properties and is ordered A to Z. Report

is broken down into properties from the company level and into companies and properties from the

enterprise level.

WIZT | Customer

Praperty

il o R Aging Summary

r Aging Test

v Ducks United

- Property Dwhers

Charlene's Property

i o4 |z af3 | b b

# First:

Date
’7 Start D ate: I 2/28/2m2 'I

i AR Aging Summary

L-CD | =) Print... @Expnr‘t... |D | |L:j |§U.': | |£ o

#  LCancel

| ran this report for 2/28/2012. Therefore:

The current column has a balance
for all activity with the invoice date
2/28/2012

The 1-30 says column has a
balance for all activity with invoice
dates from 1/29 to 2/27.

The 31-60 days column has a
balance for all activity with invoice
dates from 12/30 to 1/28.

The 61-90 days column has a
balance for all activity with invoice
dates from 11/30 to 12/29.

The over 90 days column has a

balance for all activity with invoice
dates before 11/30.

= Forward
A/R Aging Summary
Transaction Date As of 2/28/2012
Charlene’s Company 1Currem 2 1-30 3 31-60 4 51-50 5 =90 Total
Ducks United $500.00 $450.00 $150.00 $50000  $1,850.00 §3,450.00
Subtotal: $500.00 $450.00 $150.00 $50000  §1,850.00 §3,450.00
Charlene’s Property
Property Owners $0.00  -§14,500.00 $0.00 $0.00 $0.00 -§$14,500.00
Charlene’s Property Subtotal: §000  $14,500.00 $0.00 $0.00 $0.00 ~§14,500.00 T
Charlene’s Company Subtotal: §50000  -§14,050.00 $150.00 F50000  §1,550.00 -§11,050 00
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Collection Letter
There are 3 provided collection letter templates. One other than the defaults can be created via the
administration > Collection Letter tab.

When running the report...
o Alist of criteria will appear to make selections: Which customers to include, and how far
overdue the payments are required to be for a collection letter to be sent.

:ﬂ@:tollection Letters [ X]

Choose Recipients:

—Include:

—Limit letters to customers with payments overdue by

1 day ar more ©1-30days
31 days or maore 31 -60 days
&1 days or more € B1-90 days

91 days or maore

# Cancel | Mest > |

4

e Next, a list of templates to select which includes the 3 we provide as well as any custom
templates that that were created from the admin> collection letter tab.

ﬂ Collection Letters
| | Template

Formal Collection
'@ Friendly Collection
I Harsh Collection

# Cancel | <4 Back | et = |

A

e Next, a list of customers who meet the criteria entered with the amount overdue will be
displayed, and delivery method. From here the user can show the report or distribute.
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f# sending Friendly Collection to Active customers having overdue payments of 61 days or more X
M Amaunt "
Custarner Property Dvechis Deliveny Mg
v Baob's Deli 300.00 Prirt
¥ | Testfor DR 150.00 Emai
4| | »
|1 ofz | b Bl | & First: N :
2 Cancel | << Back | Distribute I -y Show Report I
4

e If distribute is selected, the letter can be previewed and modified. The system will the ask if the

collection letters are ready to be sent.

4 Email Preview

E mail Subject: D elinguent [nsw

Template Mame: |Friend|_l,l Caollection |
Header Infarmatiorn: |F'u||ed from Contact Info tab under Administration tab |
Address Block: Fulled from Contacts tab

Letter Greeting: IDear << Titlex» <<Lasztkame:.

Letter Opening: Juigt a friendly reminder that pou have <<0verduslnwCount: > overdue invoice[z], with an

overdue balance of <z0werduelnwTatalz>. If you have any questions about the amount
nou owe, please give us a call and we’ll be happy to discuss it If you've already sent
pour payment, pleaze dizregard this reminder.

Owerdue Invaice ltems: I Display list of overdus invoices, including inv #. date, dus date, amount, balance

Letter Closing: A2 appreciate your continuing business, and we look forward to hearing from you
zhartly.

Salutation: |Sinc:ere|_l,l,

Signature: |

Ok I Cancel |

e If show report is selected, a report with a letter for each chosen customer will generate.
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1. The company or property
addresses (depending on what is
in Accounts Receivable Contact
Info)

The Customer address

The Contact name

Pulled from the email settings
on the administration tab

1
January10
3326 Lake Ridge Bend
Suite 10
Spring, TX 77380
B5-4321321
242972012

1 January Company Customer
3 Attn: John First Contact

114 The Falls Parkway Suite 123
Duluth, A 30019-5574

E-mail Address: jenniferm3accti@yahoo.com 4

To Whom It May Concern:4

We have made several atternpts to contact you with no resolution to the outstanding invoices. The following
invoices are long overdue:

Number Date Due Date Amount Balance
13587 2132012 2/28/2012 $50.00 $50.00
13583 2132012 2/28/2012 $50.00 $30.00
FCE85E 24202012 2/29:2012 $4.69 $4.69

NET TERMS 15 DAYS
Please contact us immediately regarding this situation.

Unless we receive payment from you in SEVEN(T) days, all subscription services will be suspended and your
account will be turned over to collections. Obviously, this is an action we do not wish to perform, as your
business is very impartant to us. Your outstanding balance is $54.69.

YWe must hear from you in SEVEM(7) days or be forced to take action. Once your account is turned over to our
collection agency do not contact M3 accounting.  All correspondence and payments will be handled by our
collection agency once an account is handed aver, so please send your payment in full or call us to discuss the
matter.

Please note that failure to pay finance charges will result in suspension of services as well; if payment in full is

received then you may call and request us to remove the finance charges. |f payment is not received you can

expect suspension of services without further notice and there will be a $50.00 reconnection fee per user! This
is your final notification before your services will be suspended|

Jennifer 4
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Finance Charge Report
The Finance Charge Report shows an invoice report of all the finance charges for each customer for the

given date range.

Address, phone and fax
from company or property
(depending on which level
is selected) from Accounts
Receivable Contact Info.

R

[FEC Cutome  (Propey 1]
W
IV |Bob'sDeii
¥ Hampton Customer
v Hampton Customer
1= New January Customer
e of S| b bl |~ Frst: ~INE oK Caneel |

Date
’7 StatDate: | 1/ 92012 x| EndDate: [ 2/ 9v2012

Date pulls from end
date on the date
range entered

M3 | Enterprising Hospitality

A
a ent Repo -0
| pint. @epert. |1 0 [ & |2 E 2|4 FE L | Seaon Frorwerd
Autornatic Test Company 3 Finance C rge
Date Invoice
2/852012 FCH36
Bill To:
Harnpton Customer
123 Hampton Street
Searcy, GA
Phone # Fax# Email Address Terms
[ [ charlene@mIas.com
Description Balance|
Finance Charge for Invoice #9256 due on 8A7/2011 with overdue balance of 300.00 $2.50
Total §2.50
Payment/Credit $0.00
Balance $2.50

x
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Customer Balance Detail Report

The Customer Balance Detail Report gives the details of all the invoices for each customer for the given
date range. It shows all transactions, even pending. The report pulls the past balance forward and keeps
a running balance for the customer.

FET Custamer Property Balance
Aging Testing ($786.30)
[T | Charlene Customer # 1 $645.00
[ | Charlene Customer # 2 $28,635.00
[T | chiis test $0.00
™ | Chiis Test Custamer $484.27
[~ | Custamer for EPD Testing $3.600.00
™ | Email Check Santa Land $0.00
[T | Groundhog Dap $200.00
T [Hamy Number Santa Land $0.00
™ | Howel $0.00
I |den Santa Land $0.00
[T | new customer Santa Land $0.00
| Hone $0.00
" |Snow Man Santa Land $0.00
[[1 lof 14 | b Bl | 5 Fist: e

Date Range

( StatDate | 3/ 82012 x| EndDae | 3782012 x| ‘i ShowRepart| 3 Cancel

Customer Balance Detail
Transaction Date from 382012 to 382012

AR Payments
Transaction
Customer Date Humber Type Description Amount Balance
Balance Brought Forward -B377.00
Ading Testing IEe012 13702 [EIE] 100,00 SF2TT.00
Ading Testing 3012 13706 [ENE] F200.00 =§rT.on
Aging Testing 332012 Chi13703 Payment Payment crested from Credit Memao -5a0.00 -F57.00
HCM13703.
Aging Testing SM2012 Ch13704 Payment Payment crested from Credit Mema -§20.00 -§177.00
FCWTET04.
Aging Testing 332012 Chi13705 Payment Payment crested from Credit Memao -F10000 -FE7.00
#CM13705.
Customer Totak F190.00 -F187.00
Transaction
Customer Date Humber Type Description Amount Balance
Balance Brought Forward $5,106.25
Charlene Customer # 1 SM2012 Ch13704 Payment Payment crested from Credit Mema -F30.00 F8 07625
FCWTET04.
Customer Totak -530.00 F2076.25
Total: F160.00 F7.880.25
ARPayments Total: F160.00 F7880.25
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Sales by Item Detail

The Sales by Item Detail report shows the details of all the sales in the date range but organizes them in
the report by Line Item. On the first screen the user will also have a choice of what type of invoices are
expected on the report.

l#l Sales by Item Detail Report X

aster Ling [tems

VIV | Property Mame Descrption
Santa Land Accknowledge Fee Accknowledge Fee Per number of users |
i blank line itern
~ Char Test
~ cou CO Ling Item test with GL 10.000
I Credit Mema
i EFD
v epd charge epd here
v Finance Charge Finance Charges
¥ | Santaland Jen Code Jen added
¥ |Santaland k3 F.ee : : MBS.er\nce Fn.ee. : _ ThlS VieW Only ShOWS
V M3Link:M3 Link Svc Fee - Apple/Basic Testing description pulling anto the invoice
I|7 Santa Land test this iz interesting | posted tra nsa CtlonS
A
|1 of12 | b bl | 2 First 7 because that is what is
Select type(z] of Invoices to report on: m SeleCted'

Start Date I 1/ 942012 'I EndDate | 2/ 3/2012 'I ™ Show Summary Oniy

[l sales by Item Detail Report
LED | =Print.. g Export... |D D |I—Tj |:'.U.': | 33

Invaice Date Range
’7 Show Beport

. Cancel |

4

J-) Backward = Forward

[>]

Sales by Item Detail
AR Payments
Invoice Posted Date: 1/9/2012 - 2972012

Status Gty Sale Price Arnount

Company: AR Payments

jank line item

Invoice 2950 1/16/2012 Charlene Custorner Pos 1 $500.00 $500.00
Invoice 2986 172372012 Custamer for EPD Testing Posted 1 $50.00 $50.00
Invoice 2971 172372012 Custamer for EPD Testing Posted 1 $100.00 $100.00
H Invoice CM2985 172372012 Custamer for EPD Testing Posted 1 -$50.00 -$50.00
This should be Invoice 2959 172372012 Charlene Custorner Posted 1 $0.00 $0.00
ordered by customer Invnice 2958 12352012 Charlene Customer Posted 1 $6 347.00 $6 347.00
L < Invoice 2989 172372012 Custamer for EPD Testing Posted 1 $50.00 $50.00

A to Z within each Invoice 2935 142352012 Charlene Customer Posted 1 §20.00 §20.00 7
. Invoice 2965 172372012 Custamer for EPD Testing Posted 1 $10.00 $10.00
section. Invoice 2962 1/23/2012  Charlene Customer Posted 1 $30.00 $30.00
Invoice 2960 172372012 Charlene Custorner Posted 1 $35.84 $35.84
Invoice 3025 172472012 Charlene Custormer Posted 1 $30.00 $30.00
\ Invoice 3022 172472012 Charlene Custorner Posted 1 $50.00 $50.00
Invoice 5735 143052012 Elf Land Posted 1 $10.00 $10.00
Line ltem Type Subtatal 14 §7 26284

Then these st

Invoice 3026 172472012 Charlene Custorner Posted 1 $90.00 $90.00
are Ato Z. Invnice 6713 1302012 Charlene Customer Posted 1 $800.00 $800.00
Line ltem Type Subtatal 2 $8,172.84

Cradit mermo IL[

il 3
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Labels

The Labels report generates printable address labels for each customer based on the company and
property that is selected

ﬂ Customer Labels X
WI¥T™ | Customer Property
Aging Test
v Ducks United
g Property Owners Charlene's Property
| 1 of 3 | B Bl | & First: i'd Ok Cancel
Label Size: [#wery 5161 Maiing Labels 1'% 4" x] =y ShowHeport| # Cancel |
4
I Customer Labels [_[O] =
L-|:|j | =iPrint... @ Export,.. |D 3 |I-TJ |;‘.”.‘; | = | =t oR i Ilfl | = Backward % Forward

vl

Aging Test Ducks United
GA - 123 Duck Lane
United States of America Clearwater GA 30519-7532

United States of America et

Property Owners

123The Best Foad

Inthe world

The Good Town GA 30519-7532
United States of America
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Line Item Master Report

This report shows the details for each Line Item. It [SHOULD] show the property name in the heading

not a column for every Line Item). It also shows for every Line Item the name, description, category,
unit price, item code, EPD, daily report and GL account.

e Item Master Report

Property | Dezcription | Categomy | Unit Price | Itemn Code

=m0 $0.00
Early Payment Discount EPD $30.00
Finance Charge FC $5.00
Fiandom Charges Other Charge $500.00
Service Fee Service $50.00

| | i
|1 of 5 | ¥ Wi | 7 First: '

Show Report  Cancel

i Line Item Master Report

= : : i S = -
g | Sjprint). ¢l Export.. |D 0 DR E s | |1/1 | i Backward 15 Forward
ry
Line Item Master Report
Property Hame Description Category Unit Price ltem Code EPD Daily Report Hame GL Account
Credit Memo M §0.00 §0.00 32,000 - Char company
accournt
Eatly Payment EPD §30.00 §5.00 32,000 - Char company
Dizcourt account
Finance Charge FC $5.00 $0.00 32.000 - Char company
account
Random Charges Cther Charge $500.00 1000 32000 - Char company
account
Service Fee Service §50.00 §0.00 32,000 - Char company ]
accournt
b
1l W™
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Transaction Detail Report
The Transaction Detail report shows all the detailed transactions and a running balance for an entire

company or property for the given date range. The report is ordered by Date and time entered starting
with the start date in the date range. The report available at company and property level and show
Accounts Receivable and Cash beginning balance at both levels.

Add a column to show the status of @ 1+ ansaction Detail
the transactions (pending or posted
. . [ate Range
etc.). It will show all transactions by
default but will have a filter on the StatDate | 3/ 6/2012  »| EndDate | 3/ 6/2012 x|
report set up window. - . Cancel |
» e

i Transaction Detail Report

L-|:|j | = Print... 'Jﬂ Export., =i Backward = Eorward
B
AutoTest12
Transaction Detail
Date Range 3/9/2012 to 3/5/2012

Type Date Humber Custormer Description Amount Balance
Accounts Receivable §.00
Manual 3E2m2 1449 Test GL Activity Report F20.00 F20.00
Paymert 35E012 123 Test GL Activity Report -§10.00 $10.00
Total: $10.00 $10.00
Payments Received -F410.00
Payment 3E2m2 123 Test GL Activity Report F10.00 -§400.00
Total: $10.00 -F400.00
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Using the Search Bars:
Invoice screen search bar:

rch By:llnvnice Murmber

Murmb

show DI ctomer By Unpaid Balance IILE:
- Invoice Number / Custormer Unpaid Balanc
QIc&  Invoice Number Range Po
& Invoice Date
Invoice Date Range
Invoice

Invoice Amount Range

Unpaid Balance by Date Range

Custarmer Name

Emailed {Sent) Invoices by Date Range
Ernailed (Pending) Invaices by Date Range
Printed Invoices by Date Range

Printed (Pending) Invaoices by Date Range

Invoice number: The invoice number entered along with any other invoices the customer may have.

Customer By Unpaid Balance: Prompt for a Customer name and the search will return all open invoices
for that customer.

Invoice Number/Customer Unpaid Balance: Returns the invoice number entered along with any other
open invoices the customer may have.

Invoice Number Range: Prompt the user for an invoice number range and a date range and will return
all invoices within those ranges.

Invoice Date: Return all invoices for the date the user enters.
Invoice Date Range: Return all invoices in the date range the user enters.

Invoice: Prompt the user for Type, Date range and amount range and will return the invoices that match
the search criteria.

Invoice Amount Range: Prompt the user for amount range and date range and will return the invoices
that meet the search criteria.

Unpaid Balance By Date Range: Return all unpaid balances in the date range the user enters.

Customer Name: Prompt the user for a customer name and a date range and will return all invoices for
that customer in the date range.

Emailed (Sent) Invoices By Date Range: Return all emailed invoices in the date range specified by the
user.

Emailed (Pending) Invoices By Date Range: Return all invoices ready to be emailed in the date range
specified by the user.

Printed Invoices By Date Range: Return all invoices in the date range that have been printed.
Printed (Pending) Invoices By Date Range: Return all invoices in the date range that need to be printed.

The Post Invoices Search Bar:

M3 | Enterprising Hospitality



M3

**Note: Only unposted invoices will appear on the Post Invoices screen.**

ﬂ Post Invoices

Search By ILlnpain:I Balance by Date Hange ] ) Find |
|

lrvioice Mumber

Cuztomer By Unpaid Balance

Irevoice Mumber / Customer Unpaid B alance
lrvioice Mumber Hange ‘
lrvioice D ate

lrrveaice Date Hange

lrvioice

lrrvoice Armount Bange

Unpaid Balance by Date Range
Cugtorner Mame

MR ‘

Invoice number: The invoice number entered along with any other invoices the customer may have.

Customer By Unpaid Balance: Prompt for a Customer name and the search will return all open invoices
for that customer.

Invoice Number/Customer Unpaid Balance: Returns the invoice number entered along with any other
open invoices the customer may have.

Invoice Number Range: Prompt the user for an invoice number range and a date range and will return
all invoices within those ranges.

Invoice Date: Return all invoices for the date the user enters.
Invoice Date Range: Return all invoices in the date range the user enters.

Invoice: Prompt the user for Type, Date range and amount range and will return the invoices that match
the search criteria.

Invoice Amount Range: Prompt the user for amount range and date range and will return the invoices
that meet the search criteria.

Unpaid Balance By Date Range: Return all unpaid balances in the date range the user enters.

Customer Name: Prompt the user for a customer name and a date range and will return all invoices for
that customer in the date range.
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The Post Payments Invoices Search Bar:

Invoice Payments

Search Bu: [ Invoice Mumber j .-r." Firﬂ

[voice Mumber —

[T Include| Custamer By Unpaid B alance

Foeted [voice Mumber / Custamer Unpaid Balance —
oste

lrevoice Date

[rrvoice Date Range

Invoice

[Frvoice Amount Hange

IUnpaid Balance by Date Range
Cugtorner Mame

Invoice number: The invoice number entered along with any other invoices or open credits the
customer may have.

Customer By Unpaid Balance: Prompt for a Customer name and the search will return all open invoices
and open credits for that customer.

Invoice Number/Customer Unpaid Balance: Returns the invoice number entered along with any other
open invoices and open credits the customer may have.

Invoice Number Range: Prompt the user for an invoice number range and a date range and will return
all invoices within those ranges. This search will return all open credits for all customers.

Invoice Date: Return all invoices for the date the user enters and will display all open credits for all
customers.

Invoice Date Range: Return all invoices in the date range the user enters and will display all open credits
for all customers.

Invoice: Prompt the user for Type, Date range and amount range and will return the invoices that match
the search criteria. **Note, the only type available on the payment screen is Manual** All open credits
for all customers will be displayed.

Invoice Amount Range: Prompt the user for amount range and date range and will return the invoices
that meet the search criteria and all open credits for all customers.

Unpaid Balance By Date Range: Return all unpaid balances in the date range the user enters and all
open credits for all customers.

Customer Name: Prompt the user for a customer name and a date range and will return all invoices for
that customer in the date range and all open credits for that customer.
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Utilizing the Filter option:

On the bottom of each grid, there is a filter option:

W
This option can be used to drill down into the data on the grids.

Each grid filter has a default option. This can be changed by clicking on the filter and choosing the
search option.

For example: On the customer grid, the filter defaults to Begins with in the column Customer Name

_|Filter using Begins With in colurmn Customner Namer

You can change the filter by clicking on the cone.

o Customer Mame #

Balance 3
Campary 3
Property 3

= Customer Mo,

Once you choose what you want to search on, you have the options:

Email Preview and Bounceback:

Email Preview:

A user can choose to email statements and invoices. The following screen will appear:

E mail Subject:

E mail Heading:

E mail Body: This is the body of the message. AI

E mail Clozing: k42 Accounting Services, lnc.
wWells Fargo Building

240 Jeszze Jewell Plwyw SE
Suite 5O0

Gainesville, G 20501
FEO-297-1925 eqt BB

lf L

Ok I Cancel I

This information is pulled from the Administration/Email Settings screen. The user can change The
Heading, Body and closing of the email.
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Email Bounce Backs

From the Reports menu, choose Email Bounceback. The user is prompted with:

3 Bounceback Details E

Date Range
’7 Start Date |E£28.f'2012 "I End Date I /28,202 'l

5 Show Hepnrtl #  Cancel |

Enter a date range to run the report.

Bounceback Report

9/28/2000 - B8/28/2012

Customer Hame Contact Hame Contact Email Phone Email Subject Date of Email Contact Updated Updated By
Costa Del Mar Jo Schinoe MIACCTDDDEY AHOO Undeliverable: Invoice Repart Fi2arm2 Fi262012 9:44:09  m3ac-dialj
COhd for Invoice #2723 31836 Ph
Costa Del Mar Jo Schimoe MIACCTDDDEY AHOC. Undeliverable: Invoice Report Ti25/2012 FI262012 2:44:09  m3ac-disl
COhd far Invaice #2723 3:19:06 Phi
Costa Del Mar Jo Schimoe MILCCTODDEY AHOC. Undeliversble: Invoice Report Ti25/2012 FI26/2012 3:44:09  m3ac-dial
COhd far Invoice #2733 319:43 P AM
Costa Del Mar Jo Schimoe JENMIFER3E@MIAS. Undeliversble: Invoice Report Ti2E/2012 FI26/2012 3:44:09  m3ac-dial
COhd far Invoice #2939 94251 AM AM
Costa Del Mar Jion Schimoe JENMIFER3E@MILS. Unddefiversble: Irvoice Report Ti26/2012 TI26/2012 2:44:09  m3ac-disl
COb for Invaice #2723 9:43:20 A A
Total Humber of Bouncebacks
When a Contact has an email bounceback, the contact screen alerts the user:
Custormers Contacts || Invoice Dashboard I Invoices  Administration
This contacthas a potentially invalid email address. Please update the email address.
Title: | v First: 1o
Last: ISchmoe Legal:
FPhone: I(_) - Ext: I Ernail Type:
alt: [ — Ext: | & To
& CC
Fau: I P B { Mone
Ermail; IjenniferS@mSas.com
Motes:
™| Iniacti:
| Show Inactive | &t

Title | First
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