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Introduction

You can use Payables Management to maintain information about vendors, enter
and post purchase transactions, and track payments to vendors. Individual posting
accounts can be assigned to each vendor and you can store up to four types of
transaction history for each vendor. Payments and credit documents can be applied
to invoices and debit documents automatically, or individually. Payments can be
generated using computer check runs or tracked after-the-fact as manual payments.

You also can use Payables Management to complete the following tasks:

¢ Create payment schedules that help automate the process of making
installment payments. In addition, you can calculate interest, amortize amounts
and forecast the impact of variable interest rates, payment amounts, and
installment charges.

* Specify vendors that 1099 information must be tracked for. You can print 1099
statements at any time.

* Manage disputes with vendors by placing a Hold status on selected vendor
records. The Hold status prevents vendors from being paid until the hold is
removed. Individual transactions also can be placed on hold. Transactions that
are on hold can’t be applied or paid.

* Manage payables accounts by reporting segments, such as cost center, division,
department, program or fund. You can display a breakdown of your control
payables account by account segment.

* Create one or more sets of reports that can be sorted by calendar or fiscal year.
You can search within reports that are printed to the screen. You can create new
reports, or customize predefined reports Report Writer.

This introduction is divided into the following sections:

What's in this manual

Symbols and conventions

Resources available from the Help menu
Send us your documentation comments

What's in this manual

This manual is designed to give you an understanding of how to use the features of
Payables Management, and how it integrates with the Microsoft Dynamics® GP
system.

To make best use of Payables Management, you should be familiar with
systemwide features described in the System User’s Guide, the System Setup
Guide, and the System Administrator’s Guide.

Some features described in the documentation are optional and can be purchased
through your Microsoft Dynamics GP partner.

To view information about the release of Microsoft Dynamics GP that you're using
and which modules or features you are registered to use, choose Help >> About
Microsoft Dynamics GP.
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INTRODUCTION

The manual is divided into the following parts:

e Part1, Setup and cards, introduces Payables Management and gives detailed
setup instructions.

¢ DPart 2, Transactions, provides information about working with transactions
and payments, and describes the types of transactions available in Payables
Management.

e Part 3, Inquiries and reports, explains how to use inquiries and reports to
analyze payables activity.

e Part4, Utilities and routines, describes procedures you can use to verify
account balances or remove history for a group of vendors. It also lists
procedures you complete on a periodic basis, such as month- or year-end
closing.

Symbols and conventions

For definitions of unfamiliar terms, see the glossary in the manual or refer to the

glossary in Help.
Symbol Description
NV The light bulb symbol indicates helpful tips, shortcuts and

suggestions.

The warning symbol indicates situations you should be especially
aware of when completing tasks.

The multicurrency symbol points out features or procedures that
apply if you're using Multicurrency Management.

This manual uses the following conventions to refer to sections, navigation and
other information.

Convention

Description

Creating a batch

Italicized type indicates the name of a section or procedure.

File >> Print or File >
Print

The (>>) or (>) symbol indicates a sequence of actions, such as
selecting items from a menu or toolbar, or pressing buttons in a
window. This example directs you to go to the File menu and choose
Print.

TAB or ENTER

All capital letters indicate a key or a key sequence.

Resources available from the Help menu

The Microsoft Dynamics GP Help menu gives you access to user assistance
resources on your computer, as well as on the Web.

Contents

Opens the Help file for the active Microsoft Dynamics GP component, and displays
the main “contents” topic. To browse a more detailed table of contents, click the
Contents tab above the Help navigation pane. Items in the contents topic and tab
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are arranged by module. If the contents for the active component includes
an“Additional Help files” topic, click the links to view separate Help files that
describe additional components.

To find information in Help by using the index or full-text search, click the
appropriate tab above the navigation pane, and type the keyword to find.

To save the link to a topic in the Help, select a topic and then select the Favorites tab.
Click Add.

Index

Opens the Help file for the active Microsoft Dynamics GP component, with the
Index tab active. To find information about a window that’s not currently displayed,
type the name of the window, and click Display.

About this window

Displays overview information about the current window. To view related topics
and descriptions of the fields, buttons, and menus for the window, choose the
appropriate link in the topic. You also can press F1 to display Help about the current
window.

Lookup

Opens a lookup window, if a window that you are viewing has a lookup window.
For example, if the Checkbook Maintenance window is open, you can choose this
item to open the Checkbooks lookup window.

Show Required Fields

Highlights fields that are required to have entries. Required fields must contain
information before you can save the record and close the window. You can change
the font color and style used to highlight required fields. On the Microsoft
Dynamics GP menu, choose User Preferences, and then choose Display.

Printable Manuals

Displays a list of manuals in Adobe Acrobat.pdf format, which you can print or
view.

What's New

Provides information about enhancements that were added to Microsoft Dynamics
GP since the last major release.

Microsoft Dynamics GP Online

Opens a Web page that provides links to a variety of Web-based user assistance
resources. Access to some items requires registration for a paid support plan.

Customer Feedback Options

Provides information about how you can join the Customer Experience
Improvement Program to improve the quality, reliability, and performance of
Microsoft® software and services.
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INTRODUCTION

Send us your documentation comments

We welcome comments regarding the usefulness of the Microsoft Dynamics GP
documentation. If you have specific suggestions or find any errors in this manual,
send your comments by e-mail to the following address: bizdoc@microsoft.com.

To send comments about specific topics from within Help, click the Documentation
Feedback link, which is located at the bottom of each Help topic.

Note: By offering any suggestions to Microsoft, you give Microsoft full permission to use
them freely.

PAYABLES MANAGEMENT 5


mailto:bizdoc@microsoft.com

6

PAYABLES MANAGEMENT



PART 1: SETUP AND CARDS




8

Part 1: Setup and cards

You can set up Payables Management so it meets the needs of your business and the
other Microsoft Dynamics GP modules you use. Payables Management setup and
cards information is divided into the following chapters:

e Chapter 1, “Payables Management setup,” describes the setup routine for
Payables Management, so you can prepare Payables Management for use.

e Chapter 2, “Vendor classes,” explains how to group vendors into classes
according to common entries, and the benefits of creating classes.

¢ Chapter 3, “Vendor cards,” describes how to enter vendor records. It's
important to keep this information up to date to reflect your company’s current
activity.

e Chapter 4, “Beginning balances and vendor history,” describes how to enter
beginning, or outstanding, balances owed to each vendor, and how to view
historical balances.

¢ Chapter 5, “Vendor maintenance,” describes how to complete maintenance
procedures for vendor cards.

PAYABLES MANAGEMENT



Chapter 1:

Payables Management setup

One way to set up Payables Management is to follow the setup routine we’ve
provided. It guides you through the various procedures you must complete, in the
order you should complete them, so you can begin using Payables Management.

Setup information is divided into the following sections:

Before you set up Payables Management
Querview of 1099 tracking options
Aging periods

Apply options

Default entries

Passwords

Additional payables options

Setting up payables preferences and default entries
Setting up Payables Management options

Before you set up Payables Management

(S
~

Before you begin setting up Payables Management, be sure to complete the System
Manager and General Ledger setup procedures. See the System Setup or General
Ledger documentation for more information about completing these procedures.

If you're using Multicurrency Management, you also must set up the following
information before you begin:

Currencies
Exchange rates
Exchange tables
Multicurrency access

To print multicurrency versions of the posting journals, mark Include Multicurrency Info in
the Posting Setup window.

Overview of 1099 tracking options

Your business might be required to track the purchases you make from some
vendors and to send a 1099 statement that summarizes your expenditures at the end
of the calendar year.

You can automatically withhold a portion of the payments you make to vendors to
submit to taxing authorities. To do so, you must designate the taxing authority as a
“withholding vendor” using the Vendor Setup Options window (Microsoft
Dynamics GP menu >> Tools >> Setup >> Company >> Company >> Options
button). After you specify a withholding vendor, you can specify whether or not to
automatically withhold a percentage of the payments you make to each of the
vendors that you send 1099 statements to. See Setting up vendor withholding options
on page 31 for more information.
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The following points summarize additional options for working with 1099
statements.

*  You can print multiple types of 1099 statements for the same vendor. For
example, you might need to print a 1099 MISC statement and a 1099 DIV
statement for the same vendor, if you purchase goods or services from a vendor
that is also a stockholder in your company and that receives dividends.

*  You can change box descriptions that are displayed in transaction entry
windows, to make them easier to understand. Changing the box description
won’t change the description printed on the 1099 statements.

*  You can change 1099 amounts.
Aging periods

Use the Payables Management Setup window to select the aging periods to use and
how documents should be aged. Aging is the process of determining how long
you've owed money to specific vendors. You can use up to seven aging periods,
including the current period. Information for the current period and for the
following three aging periods appears on the Aged Trial Balance reports. If you use
more than four aging periods (including the current period), you can add them to
the Aged Trial Balance reports using Report Writer.

You can age vendor records by document date or due date. Assume you have an
invoice dated January 15, with a due date of February 15, and you age documents
on the end of the month (February 28). If you age by document date, this invoice is
44 days old; if you age by due date, this invoice is 13 days past due.

Apply options

You can apply credit documents by document date or due date when you
automatically apply.

Applying by document date

If you apply by document date, the payments and credits are applied first to
documents with the oldest document date.

Document date Payment terms Due date
January 1, 2004* 2% 10 - Net 30 January 31, 2004
January 3, 2004 Net 15 January 18, 2004
January 28, 2004 Net 30 February 27, 2004
* Payment is applied to this document first.

Applying by due date
If you apply by due date, payments and credits are applied first to documents with

the oldest due date.
Document date Payment terms Due date
January 1, 2004 2% 10 - Net 30 January 31, 2004
January 3, 2004* Net 156 January 18, 2004
January 28, 2004 Net 30 February 27,2004
* Payment is applied to this document first.
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Default entries

Use the Payables Management Setup window to enter a default entry for the
Checkbook ID you use for computer check payments; the check format to use for
computer checks; the documents listed on the remittance; and whether previously
applied documents should be listed on the remittance.

Default Summary View Select a summary view to be the default view in the
Vendor Yearly Summary and Vendor Yearly Summary Inquiry windows. Amounts
Since Last Close displays the current summary information for the selected vendor
since the last year-end close. Fiscal Year displays the selected vendor’s summary
information for the fiscal year you enter. Calendar Year displays the selected
vendor’s summary information for the calendar year you enter.

Checkbook ID Enter or select the ID for the checkbook to be displayed as the
default throughout this module. Specify the checkbook that you use most often to
pay vendors. The entry here appears as a default entry for batches created using the
Payables Batch Entry window. You can change this default ID for an individual
batch to use another checkbook.

Check Format Select one of the following check formats.

No Stub, Stub on Top

Stub on Bottom

Stub Top/Bottom - Text

Stub Top/Bottom - Graphical
Stub/Stub/Check

3 per Page/No Stub
User-Defined Check 1

User Defined Check 2

The selection appears as the default entry in the Print Payables Checks and Print
Payables Transaction Check windows.

List Documents on Remittance Choose the default information to appear on
the remittance and on the check stub when you print checks. A remittance shows
the same detail as the check stub and is printed on blank paper after the checks are
printed. The default you select here appears in the List Documents on Remittance
field in the Select Payables Checks and Edit Payables Checks windows.

Print Previously Applied Documents on Remittance Mark this option to
list documents on the remittance regardless of whether you applied them when the
transaction was entered. Use the Payables Check Stub Documents window to
unmark previously applied information.

Passwords

Use the Payables Management Setup window to enter passwords to limit the users
who can complete certain activities in Payables Management. For example, you
might permit only selected users to remove a hold on a vendor record. Use
passwords to limit a user’s ability to complete the following tasks:

e Remove a vendor record hold

e Exceed the maximum invoice amount
e  Exceed the maximum writeoff amount

PAYABLES MANAGEMENT 1
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Additional payables options

Use the Payables Management Setup window to select additional payables options
that affect how Payables Management tracks information.

Override Voucher Number At Transaction Entry If you mark this option,
you can change the default voucher number when entering transactions. If you
don’t mark this option, you can’t change the voucher number during transaction
entry. Set up the default voucher number using the Payables Setup Options
window.

Track Discounts Available In GL If you mark this option, you can track
payment terms discounts available amounts in a separate General Ledger account.
The terms discounts available to your company are posted to the account you
assigned to discounts available in the Vendor Account Maintenance window (or the
account specified in the Posting Accounts Setup window if you haven’t specified a
Discounts Available account in the Vendor Account Maintenance window). If you
don’t mark this option, the terms discounts available amounts aren’t posted to a
separate General Ledger account.

Print Historical Aged Trial Balance If you mark this option, Microsoft
Dynamics GP keeps the transaction history necessary to print the Historical Aged
Trial Balance report. If you don’t mark this option, you might not be able to print the
Historical Aged Trial Balance report for specific vendors, depending on the history
options selected for each individual vendor record.

Delete Unposted Printed Documents Mark this option to be able to delete
an unposted printed document from the Payables Transaction Entry or Payables
Batch Entry windows.

Print Tax Details on Documents Mark this option to include summary tax
information on all documents printed from the Payables Transaction Entry and
Payables Transaction Entry Zoom windows. This information is displayed above
the subtotal field.

Allow Duplicate Invoices Per Vendor Specify whether you can duplicate
document numbers for the same vendor record. If you mark No, you never can use
duplicate numbers. If you mark Yes, you can use duplicate numbers for all
document types. If you mark Recurring Transactions Only, you can use duplicate
numbers only for transactions entered in recurring batches.

Print Dual Currencies If you're using Multicurrency Management, and you
mark Print Tax Details on Documents in the Payables Management Setup window,
you can mark this option to print summary tax information in both the originating
and functional currencies on purchasing documents that include tax details. The
documents will display the exchange rate used for the transaction, the net value of
goods and services at each taxation rate in both currencies, and the amount of tax at
each taxation rate in both currencies.

Age Unapplied Credit Amounts If you mark this option, the Payables
Management aging process will age unapplied credit amounts based on the
document date in relation to the aging date, and how you set up your aging periods
in Payables Management. If you age documents by due date and you mark this
option, the due date for credit documents will be the same as the document date.
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Exclude Expired Discounts from Payments If you mark this option, and
you select checks for a computer check run by using a range for due date\discount
date cutoffs, the discount date for invoices is compared with the apply date entered
in the Select Payables Checks window. If the apply date is after the discount date for
an invoice, the invoice isn’t included in the computer check batch. Refer to Expired
discounts and selecting checks for a computer check run on page 88 for more
information.

Setting up payables preferences and default entries

Use the Payables Management Setup window to set the default entries that appear
throughout Payables Management. These defaults speed vendor record,
transaction, and payment entry.

To set up payables preferences and default entries:

1. Open the Payables Management Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> Payables)

B payables Management Setup Qlﬁ\@\

Fle Edt Took Help sa Fahrikam, Inc, 4{12j2017
Aging Periods: ©iDusDate (O Document Date Password:

Current Period Fram: 0 Te: 0| Remave Vendor Hold ACCESS

1-30 Daps 1 30/ | Exoeed Masimum Invoics Amaunt ACCESS

31 - 60 Days El 60/ | Enceed Masimum Wiiteofl Amaunt ACCESS

&1 and Over 61 538

Options:

Override Youcher Number at Transaction Entry
Track Discounts Awailable in GL

Print Historical Aged Trial Balance

[] Delete Unposted Printed Documents

#pply By © Document Date O Due Date [ Print Tax Details on Documents
[ Age Unapplied Credit Amounts

Defauk: - [ Esclude Expired Discourts fiom Payments

Deefault Summary View Amnounts Since Last Close ~

Checkbaook 1D UPTOWN TRUST Q Allow Duplicate Invoices Per Yendor,

Check Format Stub on Tap v | [O ves

List Documents on Remitance: HlDocumerts % || O No

Print Previously Applied Documents on Remittance (®) Recuring Transactions Only

Optiors | [ Classes | [ 1099 5eup |

80a

2. Specify the aging periods to use. See Aging periods on page 10 for more
information.

3. Specify whether documents should be applied by the document date or due
date. See Apply options on page 10 for more information.

4. Select a default summary view.

5. Enter or select default information for a checkbook ID and check format, and
choose which documents to list on remittances and whether previously applied
documents should be listed on remittances. See Default entries on page 11 for
more information.

6. Enter passwords to restrict user access to certain purchasing activities. If you
leave a password field blank, no password is required for that activity. See
Passwords on page 11 for more information.

7. Mark additional payables options. See Additional payables options on page 12 for
more information about these options.
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10.

11.

12.

To open the Payables Setup Options window, where you can set up additional
options and default entries such as document descriptions, codes, and numbers,
choose Options. See Setting up Payables Management options on page 14 for more
information.

To open the Vendor Class Setup window, where you can set up vendor classes,
choose Classes. See Setting up vendor classes on page 17 for more information.

To open the 1099 Setup window where you can specify the descriptions of
boxes and the tax type for each type of 1099 statement, choose 1099 Setup. See
Setting up 1099 information on page 33 for more information.

To print a Payables Setup List, choose File >> Print.

Choose OK to save the entries and close the Payables Management Setup
window.

Setting up Payables Management options

Use the Payables Setup Options window to set up the options that appear
throughout Payables Management. You can enter a description for each document
type, assign a code, and set up the next document number for vouchers and
payments.

To set up Payables Management options:

1.

Open the Payables Setup Options window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> Payables
>> Options button)

Il Payables Setup Qptions

Type Desciption Cods Next Voucher Humber 0000000000000000%
Invoice Irwvaice INY Next Payment Number 00000000000000001
Finance Charge Finance Charge FIN et Schedule Number SCHEDO0000000001
Misc Charge Misc Charge MIS Tax Schedule [Ds
e Feturn RET Purchase ITEMALL [
Credit Memo Credit Memo CRM Freight FREIGHT =]
Hovmant Payment il Miscelaneous MISC. Q)
Schedule Scheduls SCH

UserDefined 1 Asked Discount?
Next Temp. Yendor ID TEMPOO000000001 User-Defined 2 UserDefined 2
ErEL

Specify default transaction descriptions and codes. The transaction description
is displayed on reports. Use the transaction code when there isn’t room for the
entire transaction description on reports or in windows.

Enter a next temporary vendor ID. A temporary vendor is a vendor with whom
you have a short-term relationship, and for whom you're keeping minimal
information. Use this number to identify a temporary vendor record when you
enter transactions. For more information about temporary vendors, see Vendor
status on page 23.

Enter a next voucher number and next payment number to use in transaction
entry windows.
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Enter default tax schedules for purchases, freight, and miscellaneous charges.
These tax schedules appear in the Payables Transaction Entry window, and you
can change them per transaction. See the System Setup instructions (Help >>
Contents >> select Setting Up the System) for more information about setting
up tax schedules.

Enter user-defined field labels for tracking additional information for vendors.

For example, suppose you keep track of the types of vendors you purchase
from. You might enter Vendor Type in the User-Defined 1 field. In the Vendor
Class Setup window and the Vendor Maintenance Options window, you then
would see Vendor Type as a label for the field that was User-Defined 1. You also
would see Vendor Type as a sorting method on most vendor reports.

Use the User-Defined 2 field to track an additional piece of information for each
vendor; however, this field isn’t a sorting method for reports.

Choose OK to return to the Payables Management Setup window, where you
can save the entries.
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Vendor classes

Use vendor classes to group vendors according to common entries. For example,
you might group vendors by business type, location, or other similar characteristics.

When you make changes to vendor class information, you can roll down those
changes to all the vendors in the class.

Vendor class information is divided into the following sections:

e History options

*  Setting up vendor classes
o Setting up vendor class default posting accounts

*  Entering vendor class Intrastat statistics

History options

You can mark whether to keep fiscal-year, calendar-year, transaction, and
distribution history when you set up vendor classes. You can mark any number of

these options.

The following table describes each of the history options:

History types

What's kept

Benefits of
keeping

More information

Calendar-year

Summarized history of
posted transactions
for each month in the
calendar year.

You can print reports
that accurately reflect
purchasing activity
each month. Use the
resulting reports to
determine whether
you're meeting budget
goals.

If you're required to
print 1099 statements
for vendors, you
should keep calendar-
year history so 1099
amounts are tracked
accurately.

Fiscal-year

Summarized history of
posted transactions
for each fiscal period.

You can print reports
that accurately reflect
purchasing activity in
each fiscal period. Use
the resulting reports to
determine whether
you're meeting budget
goals.

If your fiscal year is
the same as the
calendar year, you
don’t need to keep
both fiscal-year and
calendar-year history.

Transaction

Detailed information
about paid vouchers.

You can print history
reports and view
information about
paid vouchers using
inquiry windows. You
also can print the
Historical Aged Trial
Balance.

If you marked to print
the Historical Aged
Trial Balance in the
Payables Management
Setup window,
transaction history is
kept regardless of
whether you mark this
option.

Distribution

Detailed information
about the posting

account distributions
for each transaction.

You can print
Distribution History
and Check Distribution
reports.

Setting up vendor classes

Vendor classes provide defaults for the data that groups of vendors use. You also
can make changes to groups of vendors quickly by changing the class record and
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rolling down the change to all the vendors in a class. Use the Vendor Class Setup
window to set up vendor classes to group vendors. By setting up vendor classes,
you can easily assign new vendors to specific classes, making it faster and easier to
set up a new vendor record.

To set up a vendor class:

Open the Vendor Class Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> Vendor
Class)

B VYendor Class Setup E||E|E|
EH Save & Clear | X Delete =)
Class ID 3] [ Defaul
Descriplion
Cunency ID = Tax Scheduls 2
Rale Type ID = Shigping Method [
Papment Terms Q Checkbook D Q
Discount Grace Period
Due Date Grace Period Asked Discount?
Paprnent Priority User-Defined 2
Mirirmurm Order Tax Type : Mot a 1099 Vendor ~
Trade Discount FOE: MNone v
Miniraurn Payment O Mo Mirimurm (& Percent O Amount 0.00%
Masimum Invoice Amt C No Wasimum @ Amount $0.00
Credit Limit: O No Credit O Unlimited & Amount $0.00
Wiitsoff O Mot Allowed O Unlimited & Masimum
Revalue Yendar Past Result To: (%) Papables/Discount Acct ) Purchasing Offsat ot
Maintain History:
Calendar Year Transactian
Fiscal Year Distibion
14 4 » #| |byClassiD v iy

Enter an ID for the class, and enter a description that further identifies the class.

We recommend that you enter the class with the most common entries first and
mark this class as the default class. If you mark the Default option, the
information you set for this class appears as the default for every subsequent
class you create. You can have only one default vendor class.

Enter multicurrency information. Enter or select an existing currency as the
default currency for the class. See the Multicurrency Management
documentation for more information about currencies and rate types.

Enter or select an existing rate type for the class. When you enter transactions,
the appropriate exchange rate table is selected based on the currency ID and
rate type you entered.

If a rate type isn’t assigned to a vendor on a multicurrency transaction, the
default rate type you entered for the Purchasing series using the Multicurrency
Setup window appears instead. Therefore, be sure you entered a Purchasing
series default rate type.

Enter document and payment specifications. See the help for more information
about fields.

Mark any or all the available history options.
See Setting up vendor class default posting accounts on page 19 for more

information about setting up default posting accounts, so you can assign
default posting accounts to the class.
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6. Choose Save. To print a Classes Setup List, choose File >> Print.

Setting up vendor class default posting accounts

Use the Vendor Class Accounts Setup window to specify posting accounts for
vendor classes. You can set up posting accounts for each class, so each vendor you
enter can use different posting accounts according to your needs. When you set up
vendor records, use these accounts as default entries and change the accounts as
needed on a per-vendor basis.

You can use the Additional Vendor Accounts window to set up additional purchase
accounts to use during transaction entry when you distribute amounts to posting
accounts.

For example, assume you have two employees working in separate departments
who both purchase office supplies from the same vendor, and the vendor sends you
one invoice for both purchases. By assigning different accounts for each employee’s
department, you can track the expenses by department.

To set up vendor class default posting accounts:

1. Open the Vendor Class Accounts Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> Vendor
Class >> Accounts button)

Il Yendor Class Accounts Setup g|§|@

Class 1D

Description
Use Cash Account fram : () Checkbaok O Vendo
Account Description

Accounts Payable

Tems Discounts Available
Terre: Discounts Taken
Finance Charges
Purchases

Trade Discount

Miscelansous

Fieight

Taw

Wihiteofts

Accued Purchases
Burchase Price Variance

rsifsiysiisifsiysiisiysisiysirelis]
iwlvlvlvivvlvielv[v|e

o
=

E VAT

2. Mark whether to use the Cash account from the checkbook or vendor.
If you're using Bank Reconciliation, we recommend that you use the Cash account from
the checkbook so you can easily reconcile the checkbook balance to the Cash account in

General Ledger.

3. Enter or select the default posting accounts, which will appear as defaults in the
Vendor Account Maintenance window when you're setting up vendor records.
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4. To open the Additional Vendor Accounts window, choose the Purchases field
ellipses button.

& Additional Vendor Accounts g@@l
Class ID 0001
Description
Distribution Type Purchases
Default Account 1000 -0000-0000-2480 -0000
Account 4 ¥ | Description Drefault on Tre
R - - - O ~
-
e

5. Enter the additional purchase accounts to use for this class.
To remove an account, select the row to delete and choose Edit >> Delete Row.

6. Select default purchase accounts. During transaction entry, each account you
marked to appear as a default for transactions is displayed in the Payables
Transaction Entry Distribution window. You also can view a list of purchasing
accounts using the Accounts lookup window during transaction entry.

7. Choose OK to save the accounts and close the Additional Vendor Accounts
window.

8. Choose OK to save the vendor accounts and close the Vendor Class Accounts
Setup window.

Entering vendor class Intrastat statistics

Use the Vendor Class Intrastat Setup window to enter Intrastat information for a
vendor class. You can roll down changes you make using this window to all
vendors in the class.

If you set up Intrastat information for vendors, you don’t need to enter Intrastat

information for individual transactions. However, you can change the information
for a particular transaction using the Payables Intrastat Entry window.

~~- You can enter Intrastat statistics only if you marked to enable Intrastat tracking in the
@ Company Setup Options window.
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To enter vendor class Intrastat statistics:

1. Open the Vendor Class Intrastat Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> Vendor
Class >> Intrastat button)

B Vendor Class Intrastat Setup EHE'E'

Class 1D 0001

Description ‘ |

Country Code o

Transport Mode Q

Transaction Naturs 2

Incaterms g

Procedure/Reqime Q

Port 4

Beion £

Country of Origin Q

T Commodity Code [
Description

e

2. Enter or select country, transport mode, transaction nature, incoterms,
procedure/regime, port, region, country of origin and tax commodity codes for
the vendor class.

3. Enter a description for the vendor class. Choose OK to close the Vendor Class
Intrastat Setup window.

4. In the Vendor Class Setup window, choose Save to save the changes.

Deleting the vendor class deletes Intrastat information, as well.
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The foundation of the Payables Management module is the collection of vendor
cards. Use this information to track the status of vendors and to print reports. It’s
important to keep this information up to date to reflect your company’s current
activity.

You might be able to import the vendor records from your current system directly
into Microsoft Dynamics GP. Automatically importing the vendor data saves you a
considerable amount of time. Contact your reseller for more information.

Vendor card information includes the following sections:

o Vendor status

e Vendor approval workflow

¢ Adding vendor cards

*  Setting up vendor default posting accounts
*  Setting up e-mail options for a vendor

*  Setting up e-mail options for a group of vendors
e Setting up vendor withholding options

¢  Address IDs and taxes

¢ Entering vendor addresses

o Setting up 1099 information

¢ Entering vendor Intrastat statistics

Vendor status

Vendor statuses can be used for categorizing your vendors according to their
business practices. Vendors can be active, inactive and temporary. Each of these
statuses can be used to limit the data that can be entered or posted and places
restrictions on deleting or modifying a vendor card. You can select the vendor status
in the Vendor Maintenance window.

Status

Active

Inactive

Temporary

Definition

An active vendor is a person or
company you have a long-term
relationship with and for whom you
need to keep detailed information.

An inactive vendor is a person or
company you don’t do business
with anymore; typically these are
vendors whose records you can’t
delete because historical
information is kept for them.

A temporary vendor is a person or
company you have a short-term
relationship with and are keeping
minimal information for. You can
change a temporary vendor to an
active vendor or an inactive vendor.

Transaction Entry

You can enter, save and post
transactions and payments and print
checks.

You can’t save or post transactions
and payments, or print checks.

You can enter, save and post
transactions and payments and print
checks. You can void vouchers or
checks as long as the temporary
vendors have not been deleted.

Deletion

You can delete an active vendor
record if the vendor has no current
balance, no 1099 balance, no
transaction or payment history and/or
no open purchase orders.

You can delete an inactive vendor
record if the vendor has no
transaction or payment history, and
no 1099 balance.

You can delete a temporary vendor
record if the vendor has no current
balance, no 1099 balance, and no
open purchase orders in Purchase
Order Processing. This vendor type
can have records in history, and still
be deleted.
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Making a vendor inactive isn’t the same thing as placing a vendor on hold. You
might find it helpful to think of inactivating a vendor record as a permanent change
that reflects you no longer do business together, while placing a vendor on hold
usually is a temporary change to the vendor’s status. If you inactivate a vendor
record, you can’t enter transactions of any kind for the vendor. If you place the
vendor on hold, you can’t make payments to the vendor but you still can apply
vouchers and post transactions for the vendor. For more information about vendor
holds, see Placing or removing a vendor hold on page 43.

Vendor approval workflow

Your company can use the vendor approval workflow feature as part of its business
controls. If you use this feature, you can define an approval process for new vendor
records or modifications to an existing vendor record.

When a vendor record is ready to be approved, approvers can be notified and the
vendor records can be approved, using Microsoft Outlook®, Microsoft Dynamics
GP, or SharePoint®. After a vendor has been approved, you can perform the
following tasks for the vendor.

e Post payables transactions

* Select vendors and vouchers for payment
* Print checks

e Post manual payments

* Post scheduled payments

¢ Print 1099 statements

* Apply documents

e Print purchase orders

e Post Purchase Order Processing invoices

For more information about Workflow, see the System Setup Guide (Help >>
Printable Manuals >> select System >> select System Setup Guide) or the Workflow
Administrator’s Guide (Help >> Printable Manuals >> select System >> select
Workflow Administrator’s Guide).

Adding vendor cards

Use the Vendor Maintenance window to create new vendor cards. Before you begin
entering the first vendors, consider how to arrange the current and future vendor
records. You might want to assign specified groups of IDs to different types of
vendors. You also might want to assign them to different vendor classes.

Once you decide the most appropriate numbering system, be sure that all the IDs
have the same number of characters. Use the system consistently for the best results
when printing reports and using other windows.
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To add a vendor card:

1.

Open the Vendor Maintenance window.
(Cards >> Purchasing >> Vendor)

B vendor Maintenance E‘E‘E‘
Eile  Edt Tools  Options  Help 55 Fabrikam, Inc. 471272017
I Ssave | & Clear | X Delste |[W] ‘wiieLetters o =)
Wendor 1D | 40 CIHeld Status: Active v

Hame
Short Name Class 1D )
Check Mame
Primary ddiess
Address 1D FHFES
Cantact Phone 1
Addiess Phore 2

Phore 2

Far
City
State Tax Schedule =
ZIP Cade Shipging Method 2
Country Code 3 UPS Zone
Counltiy
Address D Wendar Account
Purchase &y
Bemit Ta Q Camment 1
Shin From 5] Comment 2

[ options ][ Addiess ][ Aceounts || Emal [ Proiect |

44 b ¥ |by¥erdorID v @

Some fields in the window will have default values. Some default values are the
same for all vendor information, but others come from the vendor class
information entered in the Vendor Class Setup window and the Vendor Class
Accounts Setup window. Refer to the table for more information.

Selection Default

Status Active

Tax Type Not a 1099 Vendor
Minimum Payment No Minimum
Maximum Invoice Amt No Maximum

Credit Limit Unlimited

Writeoffs Not Allowed
Maintain History All types are marked

Enter a vendor ID and name information. The short name can be used in
circumstances when the vendor name is too long. The check name is the name
that is printed on checks.

Vendor statuses can be used for categorizing your vendors according to their
business practices. Vendors can be active, inactive and temporary. Each of these
statuses can be used to limit the data that can be entered or posted and places
restrictions on deleting or modifying a vendor card. See Placing or removing a
vendor hold on page 43 for information about vendor holds.

Assign the vendor to a class. Once a class ID is entered, much of the information
in this window, the Vendor Maintenance Options window and Vendor Account
Maintenance windows will appear as default values, which can be changed on
a per-vendor basis.

PAYABLES MANAGEMENT 25




PART 1 SETUP AND CARDS

10.

11.

12.

Enter address information. A primary address ID is required if you enter any
address information in this window. (Address information can also be entered
and maintained in the Vendor Address Maintenance window. See Entering
vendor addresses on page 32 for more information.) Internet address information
can also be entered by choosing the Internet Information button. To send
purchase orders and vendor remittances in e-mail, use the Internet Information
window to enter To, Cc, and Bcc e-mail addresses. See the System User’s Guide
documentation (Help >> Printable Manuals) for more information.

Enter phone and fax numbers.

Enter a tax schedule, shipping method and UPS Zone, if you didn’t enter a class
ID for this vendor card, or to change the class defaults.

Enter address IDs for purchases, remitting to and shipping from for this vendor,
if the vendor has different addresses for multiple purposes.

Enter the vendor account number the vendor has assigned to you.

Enter comments. Comments are for your reference and will appear on the
Vendor Setup List.

Choose Options to open the Vendor Maintenance Options window.

B vendor Maintenance Options

Fle Edt Tools Optons  Help sa Fabrikam, Inc, 4/12/2007

Wendar 1D ACETRAVEDNDT

Mame & Travel Company

Cunency ID SR 0 Ten

Hate Type 1D Q Tax Registration

Payment Tems Wet 30 i3 Checkbaok ID 2

Discount Grace Period Type Other Expenses

Due Date Grace Period User-Defined 2

Pagment Priciity 1 Tax Tupe: Wot 21099 Vendar v

Winirmum Order 1099 Box

Trade Digcount FOB: None v
L anguage: None v

Mirirmum Payment @ Mo Minimum O Percent O Amount

Masirnum Irwoice At @ NoMaimum O Amaunt

Credit Limit O Mo Credit & Unlimited O Amourt

Wiiteofts: & Mot Allowed © Unlimited O Maximurn

Revalue Vendor Past Results To: () Papables/Dizcount Aect (O Purchasing Offset Acct

taintain History:

Calendar Year Transaction

Fiscal Year Distribution

e

Enter vendor options, or change vendor options from those that are provided as
default values from the class. When you're satisfied with the entries, choose
OK.

If you marked to print either the Historical Aged Trial Balance in the Payables
Management Setup window or to reprint posting journals in the Audit Trail Codes
Setup window, the system keeps history to print those reports even if you didn’t mark to
keep transaction history or distribution history for vendors. If you didn’t select these
options, the history selections you make for individual vendors are used.

If your business requires it, you can use the Vendor Withholding Options
window to set up automatic withhold a portion of payments to forward to the
appropriate taxing authority. See Setting up vendor withholding options on page 31
for more information.
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13. In the Vendor Maintenance window, save the vendor record or submit the
vendor record for approval, if you are using vendor approval workflow.

To print a Vendor Setup List, choose File >> Print.

Setting up vendor default posting accounts

Use the Vendor Account Maintenance window to change the accounts for a single
vendor. You can set up posting accounts on a per-vendor basis so each transaction
you enter can use different posting accounts according to your needs. When you
enter transactions, amounts are distributed to the accounts you assign to the vendor
using this window.

If you don’t enter default posting accounts for a vendor, the accounts you set up
using the Posting Accounts Setup window are used for all transactions entered for
the vendor. However, you can change distributions during transaction entry.

You can use the Additional Vendor Accounts window to set up additional purchase
accounts to use during transaction entry when you distribute amounts to posting
accounts.

For example, assume that you have two employees working in separate
departments. These employees both purchase office supplies from the same vendor,
and the vendor sends you one invoice for both purchases. By assigning different
accounts for each employee’s department, you can track the expenses by
department.

If you entered a class ID for this vendor, the posting accounts you entered using the
Vendor Class Accounts Setup window appear as default values in the Vendor
Account Maintenance window.

To set up vendor default posting accounts:

1. Open the Vendor Account Maintenance window.
(Cards >> Purchasing >> Vendor >> Accounts button)

Il Yendor Account Maintenance Q|§|@

Wendor D 0001
Name
Use Cash Account Fram: () Checkbook O Wendor

Account Description
Acoounts Payable [ >
Temms Discounts Avaisble [ b
Teims Discounts Taken Q >
Finance Charges 2 >
Puichases (9 Y
Trade Discount 5] EY
Miscelansous 2 >
Fieight (= >
Tax ! >
Wiitents =] >
Accrued Puchases (= >
Purchase Price Y ariance Q >
S0
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2. Mark whether to use the Cash account from the checkbook or vendor.
If you're using Bank Reconciliation, we recommend that you use the Cash account from
the checkbook so you can easily reconcile the checkbook balance to the Cash account in
General Ledger.

3. Enter or change the default posting accounts.

4. Choose the Purchases ellipses button to open the Additional Vendor Accounts
window.

5. Enter the additional purchase accounts to use for this vendor.
6. Select default purchase accounts. During transaction entry, each account you
marked to appear as the default value for transactions appears in the Payables

Transaction Entry Distribution window.

You also can view a list of purchasing accounts using the Accounts lookup
window during transaction entry.

7. Choose OK to close the Additional Vendor Accounts window.

8. Choose OK to save and close the Vendor Account Maintenance window.

Setting up e-mail options for a vendor

Use the Vendor E-Mail Options window to select which documents you want to
send to the vendor. You also can specify message IDs and the document format to
use for the vendor. A message ID is a predefined message that you can assign to a
document that you want to send in e-mail. For example, you can send a holiday
greeting message to a vendor.

You can either send documents as attachments or embed documents in the message
body. If you send documents as attachments, you can select to send multiple
attachments to the vendor and set the maximum file size of the document.

The options available in this window depend on the selections you made in the
Company Setup window and the Purchasing E-mail Setup window. See your
System Setup Guide (Help >> Contents >> select Setting up the System) for more
information.
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To set up e-mail options for a vendor:

1. Open the Vendor E-mail Options window.
(Cards >> Purchasing >> Vendor >> Select a vendor ID >> E-mail button)

B vendor E-mail Options E”E‘E‘

Eile  Edit (<=8 Options  Help 53 Fabrikam, Inc. 4/12{2017

Vendor ID ACETRAYEDDDT Name A Travel Company

Select Document Options

Attachment Options

] Mutiple Attachments per E-mail
[ Set Maximumn File Size

Send Forms as E-mail
Enable Message ID Format

[ Purchase Order
[ “endorRemittance

& @ -_DK -Ean:el

2. Select to send documents as attachments or embed documents in the message
body. The options available depend on the selections in the Company E-mail
Setup window.

3. If you are sending documents as attachments, you can mark to send multiple
attachments for documents of the same document type with the same subject,
message body, address to send replies to, To, Cc, and Bcc address in one e-mail.

4. If you are sending documents as attachments, you can mark to set a maximum
file size limit for attached documents sent to the vendors, and then enter the file
size limit. If this field is unmarked, there isn’t a size limit.

5. Mark the documents you want to send in e-mail. You can select a default
message ID for each document and select the format to send the document.

e If a document is unmarked, it can’t be sent in e-mail. The documents
available to send depend on the documents selected in the Purchasing
E-Mail Setup window.

¢ If you didn’t select a message ID for the document type in the Purchasing
E-mail Setup window, the Message ID field is blank. You can enter or select
a message ID.

* The file formats available to send attachments depend on the formats you
selected in the Company E-mail Setup window.

Word templates for Microsoft Dynamics GP must be enabled in the
Template Configuration Manager window before you can send documents
as DOCX, PDF, or XPS attachments. Standard reports (reports generated by
the Report Writer engine) are sent when you send documents as HTML
attachments.

6. Choose OK to update the selected vendor with the options you entered.
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Setting up e-mail options for a group of vendors

Use the Mass Vendor E-Mail Settings window to assign e-mail settings to multiple
vendor records. You can select which documents you want to send to the vendors.
You also can specify message IDs and the document format to use for the vendors.
A message ID is a predefined message that you can assign to a document that you
want to send in e-mail. For example, you can send a promotional message to your
vendors when sending purchase orders in e-mail.

You can either send documents as attachments or embed documents in the message
body. If you send documents as attachments, you can select to send multiple
attachments to the customers and set the maximum file size of the document.

You can either send documents as attachments or embed documents in the message
body. If you send documents as attachments, you can select to send multiple
attachments to the vendors and set the maximum file size of the document.

To set up e-mail options for a group of vendors:

1. In the navigation pane, choose the Purchasing button, and then choose the
Vendors list.

2. Mark the vendors that you want to set up e-mail options for.

3. Inthe Modify group, click the overflow menu and then select E-mail Settings to
open the Mass Vendor E-mail Settings window.

Mass ¥endor E-mail Settings

Select Document Options

Attachment Options

T Multnle Attachments per E-msi
[ st Masimum File Size

Send Forms as E-mail
Enable Message [0 Format

[0 Purchase Order
[0 vendor Remittance

4. Select to send documents as attachments or embed documents in the body of
e-mail messages.

5. If you are attaching documents, you can select to attach multiple documents per
e-mail and set a maximum file size for the documents.

6. Mark the documents you want to send in e-mail. You can select a default
message ID for each document and then select the format that you want to send
the document in.

e If a document is unmarked, it can’t be sent in e-mail. The documents
available to send depend on the documents selected in the Purchasing

E-Mail Setup window.

e If you didn’t select a message ID for the document type in the Purchasing
E-mail Setup window, this field is blank.
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* The file formats available to send attachments depend on the formats you
selected in the Company E-mail Setup window.

Word templates for Microsoft Dynamics GP must be enabled in the
Template Configuration Manager window before you can send documents
as DOCX, PDF, or XPS attachments. Standard reports (reports generated by
the Report Writer engine) are sent when you send documents as HTML
attachments.

7. Choose OK to save your entries and to close the Mass Vendor E-mail Settings
window.

Setting up vendor withholding options

Use the Vendor Withholding Options window to specify tax withholding for a
vendor.

In Australia, withholding is a way of paying taxes for people who earn money
under contract by providing architectural, building and construction, cleaning,
engineering, motor vehicle repair, and other services. If a vendor is subject to
withholding taxes, you must set up withholding options for this vendor.

In North America, vendor withholding can be used to automatically withhold a
portion of the amount you pay to a vendor to help both your business and your
vendor’s business comply with applicable tax laws. Vendor withholding in North
America is optional.

Before you enter withholding options, you must enter your company’s withholding
rate, withholding vendor ID, and withholding file/reconciliation number
information using the Company Setup Options window. Refer to the
documentation for the Company Setup Options window for more information.

See the GST and Australian Taxes documentation for more information about
setting up Australian taxes.

To set up vendor withholding options:

1. Open the Vendor Withholding Options window.
(Cards >> Purchasing >> Vendor >> Withholding button)

Il Yendor Withholding Options Elﬁl@

“Yendar D Ooo1

Name

Subject To Withholding Deduction

Tupe: W1, W2 Salary, \Wages & Dther Pagments ~
Withholding Tax Rate 0.00c%2

“Wark/Cantract/Emplovment Start D ate 0070040000
Wark /Contract/Employment End Date 00/0040000

Individual's [ ate of Birth 01/mA9v0

Form Type: Individual Non-Business -
Tax File Number Mode: | Tax File Mumber Supplied v

S e ok |

2. Mark Subject To Withholding Deduction.
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10.

11.

Select a withholding type.

Enter the vendor’s tax rate.

If the variance certificate or the deduction certificate expires and the new expiration date
isn’t entered, the standard rate entered in the Company Setup Options window
calculates the tax until a new variance or deduction certificate number is entered.
Enter the starting and ending dates for the period the payee worked during.

Select the type of business the vendor is part of.

Enter the payee’s date of birth. This field is available only if you selected
Individual as the entity type.

Select the type of withholding form the payee must complete for the Australian
Taxation Office (ATO).

Select the status of the Tax File Number (TEN) for the payee.

Select the type of income being reported on the payment summary. Some
options will be available based on other selections you made in this window.

Choose OK to save the information and close the window.

Address IDs and taxes

Calculation of sales taxes depends on the address ID and shipping method specified
for a transaction, along with the tax schedule assigned to the transaction. If the
shipping method requires you to pick up the merchandise, the tax schedule
assigned to the vendor’s address ID is used. If the shipping method requires the
vendor to deliver the merchandise, the tax schedule from your company is used.

Entering vendor addresses

Use the Vendor Address Maintenance window to enter multiple address IDs for an
individual vendor.
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To enter a vendor address:

1. Open the Vendor Address Maintenance window.
(Cards >> Purchasing >> Addresses)

B Vendor Address Maintenance E‘E‘E‘

Eile  Edit ools 55 Fabrikam, Inc, 4f12/2017
I save | & Clear | ¥ Delete =5
Wendar 10 Q
Hame
Address D [ IEE S
Contact Phone 1
Address Fhone 2
Phane 3
Fax
City
State
ZIP Cade Ta Schedule 2
Country Code ‘) Shipping Method 1>
Counliy UPS Zone
44 £y @

2. Enter or select a vendor ID.

If you are using vendor approval workflow, the vendor must have the
workflow status of Approved or No Approval Needed before you can enter or
select a vendor ID. You can enter or select a vendor that is pending approval if
you can approve vendor records.

3. Enter an address ID that appropriately names the address, such as Main,
Shipping, or Billing.

Enter Internet address information, such as an e-mail address, web page URLs,
or FIP sites, by choosing the Internet Information button in the Address ID
field. To send purchase orders and vendor remittances in e-mail, use the
Internet Information window to enter To, Cc, and Bcc e-mail addresses. See the
System Setup instructions (Help >> Contents >> select Setting Up the System)
for more information.

4. Enter address, phone, and fax information.

Setting up 1099 information

Use the 1099 Setup window to specify the 1099 statement box descriptions and the
minimum amounts to track for each box and for each type of 1099 statement your
business prints.
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To set up 1099 information:

1. Open the 1099 Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> Payables

>> 1099 Setup button)

B 1099 Setup [ (=13}

File  Edt  Tools  Help sa Fabrikam, Inc. 4j12jz007

Tax Type:

1093Box  Description MirirnLim Amaunt

1a Ordinary Dividends $10.00 -
1b Qualiied Dividends 41000

2a Capital Gain Dist. $10.00

b Unigcap. 1250 Gain $10.00

2 Section 1202 Gain 41000

2d 28% Rate Gain $10.00

3 Montaxable Dist. $10.00
Federal Tax withheld $0.m
Irvestment Expense $0.m
Foreign Tax Paid 30.m
Cash $600.00 +

EICICIES

e

2. Select a tax type to enter information for a specific 1099 statement: Dividend,
Miscellaneous, and Interest.

3. Enter box descriptions and minimum amounts, as needed, for each box for the
tax type you're setting up.

4. Choose OK to save changes and return to the Payables Management Setup
window.

5. Enter or select a tax schedule, shipping method, and UPS zone for the address.

6. Choose Save to add the address ID. To print a Vendor Addresses List, choose
File >> Print.

Entering vendor Intrastat statistics

Use the Vendor Intrastat Setup window to enter a vendor’s tax registration number.
If Intrastat information was entered for the vendor class and rolled down, that
information appears in this window. Use the Vendor Intrastat Setup window to
change Intrastat information for an individual vendor or to enter Intrastat
information if none was entered for the vendor class.

. You can enter Intrastat statistics only if you marked to enable Intrastat tracking in the
@ Company Setup Options window.
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To enter vendor Intrastat statistics:

1. Open the Vendor Intrastat Setup window.
(Cards >> Purchasing >> Addresses >> Intrastat button)

I Vendor Intrastat Setup EHE'E'

Wendor D

Marme:

Address 1D |

Tax Registration Mumber ‘

Country Cods =

Transport Mode Q

Transaction Naturs ]

Incaterms %1

Procedure/Regime Q

Port 4

Beion 2

County of Origin >

Tax Commodity Cods |Q
Description

@

2. Enter the tax registration number.

3. Enter or select country, transport mode, transaction nature, incoterms,
procedure/regime, port, region, country of origin and tax commodity codes for
the vendor class.

4. Choose OK to close the Vendor Intrastat Setup window.

5. In the Vendor Address Maintenance window, choose Save to save the
information.

Deleting the vendor address ID also deletes Intrastat information.
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Beginning balances and vendor history

If you're setting up Payables Management for the first time, you must enter the
beginning, or outstanding, balances owed to each vendor.

Entering vendor history gives you the historical background you need to use
reports and windows to compare amounts for previous years with the current year.
See Chapter 17, “Utilities,” for information about removing historical information.

Enter beginning balances before entering vendor history so amounts aren’t posted twice.
Beginning balance and history information is described in the following sections:

¢ Entering beginning balances

*  Entering vendor credit summary history
¢ Entering vendor period summary history
*  Entering vendor yearly summary history

Entering beginning balances

Enter beginning balances for each outstanding transaction for each vendor, or enter
beginning balances as one summarized transaction total for each vendor. To enter
beginning balances as a summarized total, be sure to include the payments you
made, along with the outstanding vouchers you owe, when you calculate the
beginning balance total for each vendor. This ensures the beginning balance total is
correct for each vendor.

We recommend that you enter each outstanding transaction for each vendor and that you
create batches instead of using transaction-level posting. You can then print edit lists to
verify the entries before posting.

To enter beginning balances:

1. Open the Posting Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Posting >> Posting)

Il Posting Setup El@l@l
Series: | Purchasing | Ongn: Al v
Create aJoumnal Entry Per:
Post to General Ledger () Transaction
[ Past Through General Ledger Files ) Batch
Allow Tramsaction Posting Pasting Drate From: @ Batch O Transaction
[ Include Multicuriency Info IF Existing Batch O fppend &) Cizate New
[ Verify Mumber of Trs Require Batch Approval
[ erify Batch Amounts Appraval Password
ark Al Unmark Al
Reports: Send To: File
Fiint_ | Fieport 2 |2 T Append/Replacs 2
Path (3
Apply To Posting Jourmal ] ] | ppend v~
Check Register [ ] | tppend v
[] | Checkbook Posting Jaunal o v v
v
S e
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Choose Purchasing as the series and Payables Trx Entry as the origin. Unmark
Post to General Ledger if General Ledger is part of your system. Change the
origin to Payment Entry and unmark the option again.

This ensures that the beginning balance transactions you're entering in Payables
Management won't affect General Ledger account balances. The accounts in
General Ledger might be overstated if you don’t unmark this posting option
before completing this procedure.

Open the Payables Batch Entry window.
(Transactions >> Purchasing >> Batches)

Create a single-use batch (typically called BBAL) for the beginning balances.
Select Payables Trx Entry as the batch origin for transactions, or select Manual
Payment as the batch entry for payments.

Choose Transactions to open the Payables Transaction Entry window or the
Payables Manual Payment Entry window—depending on the batch origin—
where you can enter transaction information.

Enter beginning balance transactions. The actual balances are entered by
entering transactions.

Depending on the information you keep for vendors and records, you enter
different information.

If you plan to keep What you’ll enter

Transaction history in detail Enter each transaction and payment as a
separate entry.

Transaction history in summary Enter one transaction for the entire amount due
for each period or month. Enter one lump sum
payment for each period or month.

Beginning balances only Enter the outstanding transactions and
payments as separate entries.

See Chapter 8, “Transactions,” for more information.

Print an Aged Trial Balance as a record of the beginning balances. It shows the
number of days transactions are outstanding, and any valid discount amounts
already paid on invoices. See Chapter 16, “Reports,” for more information
about printing reports.

After entering and posting the beginning balances for the vendors, return to the
Posting Setup window. Mark Post to General Ledger Files for the Purchasing
series, so regular payables transactions are posted to General Ledger.

Create a backup of the setup options and default values, class and vendor
records, and beginning balances. If a power fluctuation or some other problem
occurs, you can restore the beginning data. See the System Administrator’s
Guide (Help >> Contents >> select System Administration) for more
information about making backups.

If you're required by the US Internal Revenue Service to send 1099 statements
to specific vendors, check the 1099 amounts in the Vendor Yearly Summary
window to be sure the 1099 amount for each vendor is correct. Payables
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Management uses the 1099 amounts displayed in the Vendor Yearly Summary
window when printing the 1099 statements.

Entering vendor credit summary history

Use the Vendor Credit Summary window to enter credit summary history for each
vendor. The Current Balance field and the aging period information are updated as
you enter and post transactions for each vendor. If you marked Age Unapplied
Credit Amounts in the Payables Management Setup window, unapplied credit
amounts also are included in the aging process.

When history has been originated by entering it here or by entering transactions, the
fields in these windows are updated as transactions are posted. Information is
updated in the inquiry windows, as well.

If you're using Multicurrency Management, amounts in this window are displayed
in the functional currency. If transactions were entered in foreign currencies, the
functional equivalents are displayed.

To enter vendor credit summary history:

1. Open the Vendor Credit Summary window.
(Cards >> Purchasing >> Summary)

=

M save | & Clear wiite Letters -
¥endor 1D ool (%] Current Balance $0.00
Mame On Order $0.00
Hurnber Date Amaunt
Last Check 0040040000 $0.00
Last Irnvoice 00/00/0000 $0.00
Balance Unpsid Finance Charqes $0.00
Unapplied Fayment $0.00 First Purchase Date 0040040000
Highest Balance $0.00 Days For Checks to Clear 1]
Aqging Period Amount Average Daps to Pay:
Curent Period $0.00 A~ Yeai to Date 0
31-E0 Daps $0.00 Life to Date: o
61- 90 Daps 30,00
91 and Ower $0.00 Mumnber of Paid Invoices:
$0.00 Tearto Dats 0
$0.00 Life to Date 0
$0.00 4
14 4 » pl| |bpiendor D v _J @

2. Enter or select a vendor ID.

3. Enter last check and last invoice information.
4. Enter the unapplied payment and highest balance amounts.

5. Enter the unpaid finance charges amount, the first purchase date, and the

number of days it typically takes your company’s checks to clear from this
vendor.

6. Enter the average days to pay.

7. Enter the number of paid invoices.
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8. Enter other history types. See Entering vendor period summary history on page 40
and Entering vendor yearly summary history on page 40 for more information.

9. Choose Save. Continue entering other types of history as needed. When you
enter all the history you need, you can choose File >> Print to print a Vendor
Financial Summary Report.

Entering vendor period summary history

Use the Vendor Period Summary window to enter historical amounts per period—
fiscal or calendar. To keep both fiscal and calendar period history if those periods
are different, you must enter each type separately.

To enter vendor period summary history:

1. Open the Vendor Period Summary window.
(Cards >> Purchasing >> Summary >> Select a vendor ID >> Period button)

B Vendor Period Summary
Fle Edt Tools  Help sa Fabrikam, Inc. 4f12f2007
Wendor 1D ACETRAVEDNDT
MName & Travel Company
Display. @ /Calendar ) Fiscal Year 2007|  Month/Period |4 4[>
Arnount Billed $260.00 Terms Disc Avail $0.00
Amount Paid $250.00 Terms Disc Taken $0.00
1099 4mount | $0.00 Terms Disc Lost $0.00
Withhalding $205.00
Finance Charge $0.00 Number of Finance Charges 0
Wwiteoffs $0.00 Mumber of Invoices a
Retumns $0.00
Trade Discounts $0.00
800

2. Mark Calendar or Fiscal, depending on the type of history you're entering.
3. Enter a year.

4. Enter or select the number of the month or period.

5. Enter the amounts for the month or period you selected.

If you posted beginning balances for this vendor, balances might be displayed
for some periods.

Changing the 1099 amount in this window does not affect the 1099 statement amount.

A To change the amounts that are printed on 1099 statements, choose the expansion
button for the 1099 Amount field in the Vendor Period Summary windows to open the
1099 Details window.

6. Choose Save.

Entering vendor yearly summary history

Use the Vendor Yearly Summary window to enter summarized history information.
Amounts might appear if you posted beginning balances for the vendor. You must
select Amounts Since Last Close as the summary view to enter information in this
window.
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If you're using this window to view vendor yearly summary information by fiscal

or calendar year, the amounts in the Year-to-Date and Last Year columns are
calculated using period detail information, based on the year you enter. The year-to-
date and last-year amounts for Amounts Since Last Close were determined during

the most recent year-end closing process.

If you're required by the US Internal Revenue Service to send this vendor a 1099

statement, be sure the vendor’s 1099 year-to-date amount is correct.

Changing the 1099 amount in this window won't affect the 1099 statement amounts. Use

the 1099 Details to change amounts that appear on 1099 statements.

To enter vendor yearly summary history:
1. Open the Vendor Yearly Summary window.

(Cards >> Purchasing >> Summary >> Select a vendor ID >> Yearly button)

File ~ Edit Tools  Help

Summary iew
‘rear

Amount Billed
Amount Paid

1099 Amaunt 3>
Withhalding

Terms Dize Avail
Terrns Disc Taken
Tems Disc Lost
Finance Charges
‘whitgoffs

Retums

Trade Discounts

MNo. Finance Charges
Number Invoices

S0

B vendor Yearly Summary.

Wendor 1D ACETRAVEDDDT
Name & Travel Company

Calendar Year -

EE&

53 Fabrikam, Inc. 4f12f2007

2007 | Period @ al O From [t}
‘Vear to Date Last Year Life to Date
$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

$0.00 30.00 $0.00

$0.00 $0.00 $0.00

$0.00 $0.00 $0.00

$0.00 30.00 $0.00

$0.00 $0.00 $0.00

[1} a a

0 a a

2. Select Amounts Since Last Close as the summary view, if you're entering
vendor yearly summary history.

3. Enter year-to-date, last-year, and life-to-date totals for each category.

4. Select Calendar or Fiscal for the summary view if you want to view the

historical amounts per period. You can change the fiscal/calendar year and

periods to view the amounts for specific time periods. Press Calculate to

redisplay the amounts.

5. To print the Vendor Financial Summary Report, so you can verify the

information you entered for the vendor, choose File >> Print. The report is
printed with the information you're currently viewing in the Vendor Yearly

Summary window.

6. Choose OK.
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Vendor maintenance

This part of the documentation describes the maintenance tasks you encounter
when working in Microsoft Dynamics GP.

Vendor maintenance information is divided into the following sections:

¢ Placing or removing a vendor hold
¢ Inactivating a vendor card

e Modifying a vendor card

*  Deleting a vendor card

¢ Deleting a vendor class

¢ Deleting a vendor address

Placing or removing a vendor hold

During the course of business, you might want to place a vendor record on hold.
For example, if you receive the wrong merchandise from a vendor, you might not
want to pay the vendor until the correct merchandise is shipped. Use the Vendor
Maintenance window to put the vendor card on hold and restrict what information
you can enter for the vendor, or to release the vendor hold.

When a vendor card is on hold, you can’t issue or apply payments. However, you
can enter, post, and apply transactions from the vendor you placed on hold.

A password might be required to remove a hold on a vendor record.

To place or remove a vendor hold:

1. Open the Vendor Maintenance window.
(Cards >> Purchasing >> Vendor)

2. Enter or select a vendor ID.
3. Mark Hold to place the vendor card on hold, or unmark Hold to remove it.

Depending on how Payables Management was set up, a password might be required to
remove a hold on a vendor record.

4. Choose Save.

Inactivating a vendor card

Use the Vendor Maintenance window to inactivate a vendor card. Inactive vendors
are vendors you no longer want to have a business relationship with, but for whom
you can’t delete records because historical information is being kept.

You can’t inactivate a vendor record if it has a current balance, or unposted and
posted transactions.

If the vendor card you're inactivating has a current balance or a 1099 amount, you
must wait to inactivate the card until after you close the Payables Management year.
See Chapter 18, “Routines,” for more information about closing a year.
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To inactivate a vendor card:

1. Open the Vendor Maintenance window.
(Cards >> Purchasing >> Vendor)

2. Enter or select a vendor ID.
3. Select the Inactive status to inactivate the vendor.

4. Choose Save.

Modifying a vendor card

Use the Vendor Maintenance window to modify a vendor card. You may have to
change a vendor’s credit limit or telephone number.

If you are using vendor approval workflow, you must resubmit the vendor card for
approval if you change one of the following fields.

Window Fields
Vendor Maintenance City

State

UPS Zone

Remit to address

Vendor Maintenance Options Payment Terms

Discount Grace Period
Due Date Grace Period
Payment Priority
Minimum Order

Trade Discount

Minimum Payment
Maximum Invoice Amount
Credit Limit

Writeoffs

To modify a vendor card:

1. Open the Vendor Maintenance window.
(Cards >> Purchasing >> Vendor)

2. Enter or select a vendor ID.

You can modify a vendor card that is pending approval if you are the current
approver of the vendor card.

3. To make changes to the vendor card, enter the new information.

4. Save the vendor card or submit it for approval if you are using vendor approval
workflow.
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Deleting a vendor card

Use the Vendor Maintenance window to delete a vendor card, if the card is obsolete
and you're not planning to use it again in the future. You can’t delete a vendor card
if it contains any of the following information:

* A current balance

e A 1099 amount for the current year (United States only)

e Unposted and posted transactions

e Transactions in history; you can delete temporary vendors even if they have
transactions in history

To see whether a vendor has records in the history table, print a Payables
Transaction History Report without removing historical information. If you're
keeping transaction history for the vendor, it appears on the report. You also can use
the Vendor Credit Summary Inquiry window to see whether the vendor has
current-year activity, and the Payables Transaction Inquiry windows to see whether
you're keeping history.

See Chapter 17, “Utilities,” for more information about removing history.

If history is being kept for a vendor you're planning to delete, you must remove
history before deleting the card. Or, you can change the vendor status to Temporary
and delete the card, because you can delete temporary vendor cards when you're
keeping history. Deleting a vendor card for a temporary vendor does not remove
historical information for that vendor.

To delete a vendor card:

1. Open the Vendor Maintenance window.
(Cards >> Purchasing >> Vendor)

2. Enter or select a vendor ID.
3. Choose Delete.
To delete a vendor record with a workflow status of Pending Approval, you

must be the current approver of the vendor card or you must have permission
to act on the tasks of other users during the vendor approval process.

Deleting a vendor class

Use the Vendor Class Setup window to delete a vendor class, if the class is obsolete
and you're not planning to use it in the future.

When you delete a vendor class, the vendor cards assigned to the class aren’t
affected, except that the class ID will be invalid.

You might want to print a Vendor Setup List, sorted by class, to view the vendors
that will be affected by the deletion.
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To delete a vendor class:
1. Open the Vendor Class Setup window.

(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> Vendor
Class)

2. Enter or select a class ID.

3. Choose Delete.

Deleting a vendor address

Use the Vendor Address Maintenance window to delete a vendor address, if the
address is obsolete and you're not planning to use it in the future.

You can’t delete an address ID assigned to a vendor record. To delete an assigned
address ID, first clear the address ID using the Vendor Maintenance window.

To delete a vendor class:

1. Open the Vendor Address Maintenance window.
(Cards >> Purchasing >> Addresses)

2. Enter or select a class ID.

3. Choose Delete.
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Part 2:

Transactions

This part of the documentation includes the procedures you use to complete
payables tasks in your Microsoft Dynamics GP system. Payables Management
transaction information is divided into the following topics:

¢ Chapter 6, “Multicurrency transactions,” describes the effects of using
Multicurrency Management with Payables Management.

e Chapter 7, “Batches and posting,” explains how to use batches to group
purchasing documents for posting.

e Chapter 8, “Transactions,” explains how to enter invoices, credit memos,

returns, finance charges, and miscellaneous charges in Payables Management.

¢ Chapter 9, “Transaction maintenance,” explains how to correct, delete, or void

transactions, or place them on hold.

e Chapter 10, “Payments,” describes the different ways to pay vendors.

e Chapter 11, “Scheduled payments,” describes how to create, edit, and post
payment schedules.

¢ Chapter 12, “Applying,” contains information about assigning specific amounts

to pay all or part of a transaction.

e Chapter 13, “Customer/vendor consolidations,” includes information on
creating customer/vendor relationships and consolidations documents.

¢ Chapter 14, “Multicurrency applying,” contains information specific to
applying and unapplying multicurrency transactions.
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Multicurrency transactions

If you're using Multicurrency Management with Payables Management, you can
choose the currency to enter on transactions.

This information is divided into the following sections:

*  Exchange rate and document date
e Multicurrency account distributions

Exchange rate and document date

If a transaction’s currency ID is not in the functional currency, a rate type and
associated exchange rate table are assigned to the transaction. The rate type is based
on the rate type you assigned to the selected vendor. If a rate type isn’t assigned to
the vendor record, the default rate type for the Purchasing series, which you
specified using the Multicurrency Setup window, is used. You also can choose the
Currency field expansion button to open the Exchange Rate Entry window, where
you can view or modify the default exchange rate.

The document date assigned to a transaction determines the exchange rate to use,
based on the currency ID and associated rate type entered for the transaction. Each
time you change the document date on a multicurrency transaction, the system
searches for a valid exchange rate. If a valid rate doesn’t exist, you can enter an
exchange rate using the Exchange Rate Entry window. If you entered a General
Ledger posting date that’s different from the document date, the exchange rate
expiration date must be after the posting date.

Multicurrency account distributions

For multicurrency transactions, distribution amounts are displayed in both the
functional and originating currencies. However, you can change only the
originating amounts.

When you enter a multicurrency transaction, the originating debit and credit
amounts must balance. If the functional equivalents don’t balance, the difference is
posted to a Rounding Difference account. A distribution type of Round identifies
the distribution amount in the Purchasing Distribution Entry window.
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For example, assume that you've entered a transaction in the euro currency with a
payment amount of 28,755.42 EUR, a trade discount of 586.84 EUR, and a discount
available of 1544.33 EUR, when the exchange rate is 1.0922. The distributions are

calculated as shown in the following table:

Account Euro debit Euro credit US dollars US dollars
debit credit

Accounts 28,755.42 EUR $31,406.67

Receivable

Trade Discount 586.84 EUR $640.95

Discounts 1544.33 EUR $1686.72

Available

Accrued 30,886.59 EUR $33,734.33

Purchases

Totals 30,886.59 EUR 30,886.59 EUR $33,734.34 $33,734.33

Rounding $0.01

Difference

Totals 30,886.59 EUR 30,886.59 EUR $33,734.34 $33,734.34
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Batches and posting

Batches are groups of transactions, identified by a name or a number, that you can
use for identification purposes, and to make the posting process easier. You can use
batches to group similar transactions during data entry, and review them before
posting at a later time. You can identify batches as a group of transactions entered
by a specific employee or on a particular date.

Posting reports will be printed when you post transactions, either individually or in
batches. For more information about posting reports for Payables Management,
refer to Payables Management standard report summary on page 133.

If you are using vendor approval workflow, you can post transactions in a batch
only if the vendors assigned to the transactions have the workflow status of
Approved or No Approval Needed. If you post a batch and a vendor isn’t
approved, transactions for that vendor aren’t posted and remain in the batch. For
more information about vendor approval workflow, see Vendor approval workflow on
page 24.

Batch information is broken into the following sections:

*  Creating a batch
e Payables batch approval workflow

*  Modifying or deleting a batch

*  Posting a batch
*  Posting batches by series

Creating a batch

Use the Payables Batch Entry window to create a batch, or group, of transactions.
You can create batches that you use just one time, or recurring batches for
transactions you enter on a regular basis.

To create a batch:

1. Open the Payables Batch Entry window.
(Transactions >> Purchasing >> Batches)

Il Payables Batch Entry @|E\@
B Save | & Cear | ¥ Delste |4 Post =]
Batch ID &0 Origin: ¥

Comment
Frequency: Miscellaneous ~ Pasting Date 02/10/2004
Recurring Posting 1}
Days to Increment 1] Checkbook 1D 0o Q
Times Posted Last Date Posted

Control Actual
Transactions 0
Eatch Total $0.00 $0.00

User D Approval Date

44PN 1 @

2. Enter or select a batch ID.
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10.

11.

Select the batch origin. The origin identifies the window that transactions for
this batch will be entered in. Since batches can use only one origin, you can have
several batches with the same name, but different origins.

Enter a batch comment.

Select a frequency if the origin is Payables Transaction Entry. Select Single Use
for batches you enter and post only once.

If this batch is a recurring batch, select the frequency to repost the transactions.

Enter the number of times to repeat posting in the Recurring Posting field.
Leave the Recurring Posting field as zero for an unlimited number of postings.
The batch must be posted at the interval you select, but you don’t need to
reenter the transactions in the batch.

If you select Miscellaneous as the frequency, enter the number of days for the
posting date to increment.

If you're using Multicurrency Management and you're planning to enter
transactions involving multiple currencies, select single-use. Multicurrency
batches must be single-use because exchange rates for document dates can’t be

predicted.

Enter a posting date. The user date is the default posting date, but you can
change it to post the batch as of a different date.

The posting date entered here is the date General Ledger files are updated.
Payables Management records are updated according to the date entered in the
Payables Transaction Entry window.

Enter or select a checkbook ID.

Enter currency information, if the origin is Computer Check (otherwise, these
fields are unavailable). Enter a check date to appear on checks in this batch. The

check date also determines the exchange rate to use for checks in this batch.

Enter a currency ID; all computer checks in this batch must use the same
currency ID and have the same check date.

Enter any requirements for posting the batch, such as batch totals.
To print a batch edit list, choose File >> Print.

Choose Save.
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Payables batch approval workflow

If your company uses the Workflow feature among its business controls, batches
might have to be approved before posting. The rules for approving batches can be
defined to fit your organization’s needs. Multiple approvers might be required, or
approval might not be required for batches with few transactions or small currency
amounts. When a batch is ready to be approved, approvers can be notified and the
batches can be approved, using Microsoft Outlook, Microsoft Dynamics GP, or
Office SharePoint Server 2007, or SharePoint Server 2010. After a batch is approved,
it can be posted. For more information about Workflow, see the System Setup Guide
(Help >> Printable Manuals>> select System >> select System Setup Guide) or the
Workflow Administrator’s Guide (Help >> Printable Manuals>> select System >>
select Workflow Administrator’s Guide).

Before you can use the batch approval workflow for Payables Management, you
must turn off the Require Batch Approval feature in Microsoft Dynamics GP. To do
so, open the Posting Setup window (Microsoft Dynamics GP >> Tools > Setup >>
Posting >> Posting) and select the Purchasing series. Unmark the Require Batch
Approval option for batches whose origin is General Entry and Clearing Entry.

Modifying or deleting a batch

Use the Payables Batch Entry window to correct or delete a batch. You can change
or delete unposted batches at any time. Recurring batches are deleted after the batch
has been posted the number of times you specify in the Recurring Posting field.

See Correcting or deleting an unposted transaction on page 71 for information about
changing the transactions in a batch.

To modify or delete a batch:

1. Open the Payables Batch Entry window.
(Transactions >> Purchasing >> Batches)

2. To correct the batch, replace the incorrect information with correct information.
Choose Save to save the changes or submit the batch to workflow. If you use
workflow and you change a transaction, you must resubmit the batch to
workflow.

3. To delete the batch, choose Delete and close the window.

To modify a batch using the action pane:

1. In the navigation pane, choose the Purchasing button, then choose the Payables
Batches list.

2. Select a batch to modify.

3. Choose Edit to open the Payables Batch Entry window.

4. To delete a batch, choose Delete and close the window.

5. To correct the batch, replace the incorrect information with the correct

information. Choose save to save the changes or resubmit the batch for
approval, if you are using workflow.
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Posting a batch

Use the Payables Batch Entry window to post batches you've entered in Payables
Management. You also can view, print an edit list, mark, and post one or more
batches using the Payables Batches list view and the buttons in the action pane.

To post a batch:

1.

Print an edit list and review the transactions in the batch. You can print an edit
list from the Payables Batch Entry window, with the appropriate batch ID
displayed. If you need to make corrections, do so at this time.

Make a backup of your company’s data. See the System Administrator’s Guide
(Help >> Contents >> select System Administration) for more information
about making backups.

Open the Payables Batch Entry window.
(Transactions >> Purchasing >> Batches)

Enter or select the batch ID and origin.

Choose Post. The transaction entries in the batch update vendor summary
information, tax records, and distribution accounts, and become part of your
company’s permanent records.

If you're set up to post to rather than through General Ledger, the batch appears
in the Financial Series Posting and Master Posting windows. You can edit the
transactions in the General Ledger Transaction Entry window before posting
them again. Accounts are updated when you post the transactions in General
Ledger.

If you post through General Ledger, accounts are updated at once and you
don’t need to post the batch again in General Ledger.

Print the posting journals and distribution breakdown registers. Using the
Posting Setup window, you can select posting journals to print according to
your preferences. A Report Destination window might appear for each posting
journal that is printed.

To post a batch using the action pane

1.

Open the Payables Batches list view. From the Purchasing list view, select
Payables Batches in the navigation pane.

Print an edit list for each batch to post and review the transactions in that batch.
In the Reports group on the action pane, choose Print Edit List.

Review the transactions, make any changes necessary and print the edit list
again to verify them. For more information, see Chapter 9, “Transaction
maintenance.”

Save your changes and close the Transaction Entry and Batch Entry windows.

Make a backup of your company’s data. See the System Administrator’s Guide
(Help >> Contents >> select System Administration) for more information
about making backups.
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From the Payables Batches list, mark the batches to post.
Choose to post the selected batches.

If you're set up to post to rather than through General Ledger, the batch appears
in the Financial Series Posting and Master Posting windows. You can edit the
transactions in the General Ledger Transaction Entry window before posting
them again. Accounts are updated when you post the transactions in General
Ledger. If you're using Workflow, and change a batch, you must resubmit that
batch for approval.

If you post through General Ledger, accounts are updated at once and you
don’t need to post the batch again in General Ledger.

Print the posting journals and distribution breakdown registers. Using the
Posting Setup window, you can select posting journals to print according to
your preferences.

Posting batches by series

Use the Purchasing Series Posting window to post Payables batches by series. Series
posting lets you post any batch that’s been entered in the Purchasing series.

To post a batch by series:

1.

Print an edit list to review the transactions. You can print an edit list from the
Payables Batch Entry or Purchasing Batch Entry windows, with the appropriate
batch ID displayed. You must print a separate edit list for each batch. If you
need to make corrections, do so at this time.

Make a backup of your company’s data. See the System Administrator’s Guide
(Help >> Contents >> select System Administration) for more information
about making backups.

Open the Purchasing Series Posting window.
(Transactions >> Purchasing >> Series Post)

Il Purchasing Series Posting, @@
4] Post Fedisplay
Display Batches: @A O Marked Mark Al Unmark All
Batch 1D Origin Status A
Comment User 1D Mo of Tre | Posted Frequency ¥
-~
hd
by Batch 1D v {r @

4. Mark the Status check box for each batch to post. The status changes to Marked,
which indicates to other users that the batch is ready to be posted.
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5. Choose Post. The transactions in the batches update vendor summary
information, tax records, and distribution accounts, and become part of the
company’s permanent records. Your checkbook also is updated if you're using
Bank Reconciliation. Posting journals and distribution breakdown registers
might appear for printing, depending on the options you selected in the Posting
Setup window.

- If you entered batch total requirements or batch approval requirements in Payables

@ Management, and you posted a batch through General Ledger, the batch is posted
through regardless of the batch requirement or approval requirements you selected in
General Ledger.
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Transactions

Invoices, credit memos, returns, finance charges, and miscellaneous charges are the
document types you can enter in Payables Management. (Payments are explained
in Chapter 10, “Payments.”) These types of transactions are entered using the
Payables Transaction Entry window, and are grouped together in this section
according to similarities in the entries.

Transaction information includes the following sections:

»  Transaction entry overview

s Apply options

¢ Entering an individual invoice

¢ Entering invoices in a batch

*  Entering credit memos or returns

*  Entering finance or miscellaneous charges
¢ Transaction distributions

¢ Distributing transaction amounts

¢ Distributing additional taxes and writeoff amounts
¢ Deleting distributions

¢ Distributing tax amounts

s Withholding reports

*  Entering Intrastat trade statistics

Transaction entry overview

When you enter transactions using the Payables Transaction Entry or Payables
Batch Entry windows, you must specify several options, including document date
and account distributions. The following information more fully explains some of
these options.

Document date This is the date when Payables Management records are
updated. This date also determines the exchange rate to use, based on the currency
ID and associated rate type entered for the transaction. You also can choose the
Document Date field expansion button and enter a posting date, which is the date
General Ledger records are updated.

Temporary vendors To enter a temporary vendor for this invoice, place the
insertion point in the Vendor ID field and choose Options >> Temporary Vendor.
The Vendor Maintenance window opens and you can enter as much information as
you need for this temporary vendor. The number to identify the vendor appears as
a default entry from the Payables Setup Options window.

Currency ID If the currency ID is an alternate currency, a rate type and associated
exchange rate table are assigned to the transaction. The rate type is based on the rate
type you assigned to the selected vendor; if you haven't assigned a rate type to the
vendor, the default rate type for the Purchasing series, specified in the
Multicurrency Setup window, is used. To view or modify the default exchange rate
for this transaction, choose the currency ID expansion button to open the Exchange
Rate Entry window. See the Multicurrency Management documentation for more
information about exchange rates.

Payment types When you enter an amount in the Cash, Check, or Credit Card
fields, an additional window opens and you can enter detailed information about
the payment. See Entering and paying an invoice on page 79 for more information.
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Account distributions Amounts are distributed to the accounts set up for the
vendor record. If accounts aren’t set up on a vendor record basis, the accounts
assigned in the Posting Accounts Setup window are used. Choose Distributions to
open the Payables Transaction Entry Distribution window and adjust account
distributions as needed. See Distributing transaction amounts on page 64 for more
information about distributing amounts.

Shipping method and tax schedule ID The shipping method assigned to a
transaction affects how taxes for a transaction are calculated, if your system is set up
to use the shipping method in tax calculations. If the shipping method you choose
requires you to pick up the merchandise, the vendor’s tax schedule is used. If the
shipping method you choose requires the vendor to deliver the merchandise, your
company’s tax schedule is used. For more information about using the shipping
method in tax calculations, see the System Setup documentation.

Apply options

When you post transactions or enter them in a batch, you can choose Apply to
apply the transactions using the Apply Payables Documents window. Use this
window to assign the amount credited or returned to the original transaction, or to
another transaction, to reduce the liability. See Chapter 12, “Applying,” for more
information about the apply process.

The Apply button is available only for functional currency transactions. You must
post alternate currency transactions before you can apply them.

Only posted transactions appear in the scrolling window. You can apply using one
of the following methods:

e To automatically apply the credit memo or return, choose Auto Apply. The
credit memo or return is applied to as many documents as the amount of the
transaction permits.

e To pay specific transactions, mark the check box in front of each transaction to
apply this credit memo or return to. Mark any number of documents until the
entire amount is applied. You also can divide the credit memo or return
between several documents by marking the check box, and changing the
amount in the Amount Applied column for that transaction.

Entering an individual invoice

Use the Payables Transaction Entry window to enter an invoice. An invoice is a bill
for goods or services you received from the vendor. When you receive an invoice
from the vendor, you must enter it into the system to track the invoice and make
payments on it.

Individual invoices are invoices entered without a batch ID. You can enter and post
individual invoices immediately, so records are always up to date. You can’t print
edit lists for transactions that aren’t entered in a batch.
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To enter an individual invoice:

1.

10.

Open the Payables Transaction Entry window.
(Transactions >> Purchasing >> Transaction Entry)

TRANSACTIONS

I Payables Transaction Entry E”E\@
B Save | % Delete 4| Post | Sh Pint =
Voucher No. | 00000000000000005 <3| [7] Intercompany Balch ID BIE
Document Type: Invaice v Doc. Date | 02/10/2004 >
Description EU Transaction
Yendor ID oom Currency [0 usa SN E
Marne Document Number
Address 1D > P.0. Nurher
Pavment Terms A Shipping Method 3
Subject to Withholding Rale 0.00% T Schedule ID Sa >
Purchases $0.00
Trade Discount $0.00 Cash 3000 >
Freight $0.00 Check $0.00| >
Miscelaneous $0.00 Credit Card $0.00| >
Tax $0.00| > Terms Dise Taken 30.00
Total $0.00 On Account 30.00
Intrastat Distibutions [ Pint Check |
4 4 » pl| byBachlD . Status | Unsaved @

Enter or select a voucher number. The default number is taken from the
Payables Setup Options window.

Select Invoice as the document type, and enter a description.

Enter a document date, and enter or select a vendor ID.

Enter or select an address ID, payment terms, and a currency ID.

If you use multiple remit-to address IDs for a vendor, a separate check will be
created for each remit-to address. See Address IDs and taxes on page 32 for
information how address IDs and shipping methods affect sales taxes.

Enter the document number assigned to this transaction by the vendor.

Enter or select a shipping method and tax schedule ID.

Enter invoice amounts in the Purchases field. The trade discount is calculated if
you entered a trade discount for the vendor.

Enter additional amounts in the Freight and Miscellaneous fields, as
appropriate. You can change the default tax schedules for those amounts by
choosing the Tax Schedule ID expansion button and entering that information.

Enter payment information, if you’re making a payment on all or part of the

transaction amount.

Make changes to account distributions, if necessary.

Choose Post. Because this transaction wasn’t assigned a Batch ID, it can’t be
saved and must be posted immediately.

If you are using vendor approval workflow, the vendor must have the
workflow status of Approved or No Approval Needed before you can post the
transaction. If the vendor isn’t approved, you can save the transaction to a
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batch. For more information about vendor approval workflow, see Vendor
approval workflow on page 24.

Depending on how you set up your Microsoft Dynamics GP system, the
Transaction Entry Posting Journal and Distribution Breakdown Register might
be printed when the posting process is complete.

Entering invoices in a batch

Use the Payables Batch Entry window or the Payables Transaction Entry window to
enter transactions in a batch.

You can enter Invoices in batches to post them as a group. Another advantage to
entering invoices in batches is that you can save the invoices, so you can review the
transactions and make corrections before they’re posted. You also can print edit lists
to verify the entries when you enter invoices in a batch.

To enter invoices in a batch from the Payables Batch Entry
window:

1.

Open the Payables Batch Entry window.
(Transactions >> Purchasing >> Batches)

Enter or select a batch ID.
Select Payables Trx Entry as the Origin.

Enter batch information in the Comment, Frequency, Posting Date, and
Checkbook ID fields. See Creating a batch on page 51 for more information.

Choose Transactions to open the Payables Transaction Entry window.
Enter invoice information, including voucher number, document date, vendor

ID, document number, and purchase amounts. See Transaction entry overview on
page 57 for more information.

Choose Save and close the window.
To print an edit list and verify the entries, choose File >> Print.

To post the invoice, you must post the batch using the Payables Batch Entry
window. See Posting a batch on page 54 for more information.

To enter invoices in a batch from the Payables Transaction
Entry window:

1.

Open the Payables Transaction Entry window.
(Transactions >> Purchasing >> Transaction Entry)

Enter or select a voucher number.
Select Invoice as the document type and enter a description.
Enter or select a batch ID. If you create a new batch, enter batch information

using the Payables Batch Entry window, then close the window. See Creating a
batch on page 51 for more information.
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Enter invoice information, including document date, vendor ID, document
number, and purchase amounts. See Transaction entry overview on page 57 for
more information.

Choose Save to save the entries.
To print an edit list and verify the entries, choose File >> Print.

To post the invoice, you must post the batch using the Payables Batch Entry
window. See Posting a batch on page 54 for more information.

Entering credit memos or returns

Use the Payables Transaction Entry window to enter credit memos and returns.
During the course of doing business, you might return merchandise or receive
credit. For example, assume that an office chair you purchased is defective and
needs to be returned. If the voucher recording the purchase already has been
posted, you can’t change the transaction record. You must record the return as a
credit memo or as a return.

A credit memo reduces the amount you owe a vendor on account. A credit on your
credit card statement or on your account with the vendor also offsets the amount of
the transaction.

When you enter a return, you offset the amount of the original transaction by
receiving a credit in the form of cash or a check.

To enter a credit memo or return:

1.

Open the Payables Transaction Entry window.
(Transactions >> Purchasing >> Transaction Entry)

Enter or select a voucher number.

Select Credit Memo or Return as the document type and enter a description.
Enter or select a single-use batch, if you're entering the transaction within a
batch of documents. You must use single-use batches for credit memos and
returns.

Enter a document date.

Enter or select a vendor ID, address ID, and currency ID.

Enter the document number assigned to this transaction by the vendor.

Enter or select a shipping method and tax schedule ID, if you're entering a
return and these fields apply to the return.

Enter the credit memo or return amount.

If you entered a credit memo to reduce your liability to the vendor, you can’t enter
payments or a terms discount. All credit memos are “on account.”
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10.

To open the Apply Payables Documents window, choose Apply. See Apply
options on page 58 for more information. When you finish applying, choose OK
to close the Apply Payables Documents window.

To make changes to account distributions, open the Payables Transaction Entry
Distribution window. See Distributing transaction amounts on page 64 for more
information about distributing amounts.

Choose Save. If the transaction was entered in a batch, you can save the
transaction to post later. You also can print an edit list by redisplaying the
transaction and choosing File >> Print.

If this transaction wasn’t assigned a Batch ID, it can’t be saved, and must be
posted immediately. To post the transaction, you must post the batch using the
Payables Batch Entry window. For more information, see Posting a batch on
page 54.

If you are using vendor approval workflow, the vendor must have the
workflow status of Approved or No Approval Needed before you can post the
transaction. If the vendor isn’t approved, you can save the transaction in a
batch. For more information about vendor approval workflow, see Vendor
approval workflow on page 24.

Entering finance or miscellaneous charges

Use the Payables Transaction Entry window to enter finance charges and
miscellaneous charges. A miscellaneous charge is a charge that isn’t part of the
normal purchasing process. Examples of miscellaneous charges are service charges,
such as installations or repairs of merchandise.

A finance charge is the cost of borrowing money, or a fee for not making payments
on time. Enter finance charges separately to track these charges. You also can enter
the finance charge as part of the miscellaneous or purchase amount of the invoice.

To enter a finance or miscellaneous charge:

1.

Open the Payables Transaction Entry window.
(Transactions >> Purchasing >> Transaction Entry)

Enter or select a voucher number.

Select Finance Charge or Misc Charge as the document type and enter a
description.

The description you enter appears as the reference in the General Ledger
Transaction Entry window.

Enter or select a batch, if you're entering the transaction within a batch of
documents.

Enter a document date.
Enter or select a vendor ID and an address ID.

Enter payment terms, and enter or select a currency ID.
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8. Enter the document number assigned to the transaction by the vendor.
9. Enter or select a shipping method and tax schedule ID.

10. Enter the finance charge you owe in the Finance Charge field or the
miscellaneous charge you owe in the Purchases field. The trade discount is
calculated if you entered a trade discount for the vendor card.

11. Enter additional amounts in the Freight and Miscellaneous fields, as necessary.
You can change the default tax schedules for those amounts by choosing the Tax
Schedule ID field expansion button and entering that information.

12. Enter payment information, if you're making a payment on all or part of the
transaction amount.

To make changes to account distributions, choose Distributions to open the
Payables Transaction Entry Distribution window.

13. Choose Save.

If the transaction was entered in a batch, you can save the transaction to post
later. You also can print an edit list by redisplaying the transaction and choosing
File >> Print.

If this transaction wasn’t assigned a Batch ID, it can’t be saved, and must be
posted immediately. To post the transaction, you must post the batch using the
Payables Batch Entry window. See Posting a batch on page 54 for more
information.

If you are using vendor approval workflow, the vendor must have the
workflow status of Approved or No Approval Needed before you can post the
transaction. If the vendor isn’t approved, you can save the transaction to a
batch. For more information about vendor approval workflow, see Vendor
approval workflow on page 24.

Transaction distributions

When you use the Payables Transaction Entry Distribution window to distribute
transaction amounts, those amounts are distributed to the posting accounts you
assigned in the Vendor Account Maintenance window when setting up vendor
records. If you didn’t assign the accounts when setting up vendor records, the
accounts you assigned using the Posting Accounts Setup window are used. You can
edit the distributions.

If additional purchase accounts were set up to appear as default entries during
transaction entry, those accounts appear in this window.

You can distribute amounts to unit accounts to record sales to non-financial
accounts. The amounts you distribute to unit accounts aren’t totaled with other
distributions. For example, suppose a department set up a unit account to track
fixed assets, and that department bought 10 computer cabinets. You enter 10 as the
debit amount to be distributed. That amount won't affect the currency total.

Your distribution settings depend on the options you marked in the Company
Setup Options window.
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Separate Payment Distributions If you mark this option, Payables
Management can create multiple default distributions with the same distribution
type and account in the Payables Transaction Entry Distribution window for
invoices, finance charges, miscellaneous charges, or returns, with payments entered
using the Payables Transaction Entry window.

Merge Trade Discount Distributions in Purchasing If you mark this
option, distributions show merged purchase and trade discount distributions in this
window for invoices, miscellaneous charges, finance charges, returns, and credit
memos. For example, instead of a $100 purchase distribution and a trade discount
distribution of $15, there would be a single purchase distribution of $85.

Calculate Tax Rebates If you mark this option and a terms discount is taken,
additional distributions are generated for tax rebates for each tax associated with
the purchase.

Distributing transaction amounts

Use the Payables Transaction Entry Distribution window to distribute transaction
amounts.

To distribute transaction amounts:

1. Open the Payables Transaction Entry Distribution window.
(Transactions >> Purchasing >> Transaction Entry >> Distributions button)

il Payables Transaction Entry Distribution Q@@
Wendar 1D Ooo1 Woucher Humber 00000000000000005
Wendor Name Document Type Irwoice
Currency D Usa Functional Amount $0.00
Originating Amaunt $0.00
Co.ID Account 3| Type Debit Credit &
Descriptior Oiiginating Debit Originating Credit ¥
Distribution Feference Comesp. Co. D
PURCH v $0.00 $0.00 A
v $0.00 $0.00
v
Functional Totals $0.00 $0.00
Originating Totals $0.00 $0.00
Fay 7] oK ] [ Delete ] [ Detault ] [ Redisplay

The scrolling window displays the default distributions created based on the
posting accounts assigned to the vendor. You can distribute a transaction to
multiple posting accounts.

2. In the next available line, enter or select another distribution account, choose
the distribution type and enter the next amount.

To use the original distributions if you changed distribution accounts and
amounts, choose Default.

64 PAYABLES MANAGEMENT



CHAPTER 8 TRANSACTIONS

NV If you entered several distributions to one particular distribution type, you can choose
-@- Redisplay to sort the accounts in the scrolling window by distribution type. To track
non-financial quantities, such as square footage, you can distribute amounts to unit

accounts by selecting Unit as the distribution type and entering a debit or credit
amount. The amounts distributed to unit accounts aren’t reflected in the distribution
totals.

3. Continue entering distribution accounts until the transaction is fully
distributed.

Distributing additional taxes and writeoff amounts

Use the Additional Purchasing Tax and Writeoff Distributions window to view total
discounts and unposted discounts, and total writeoffs and unposted writeoff
amounts for a vendor and document. You also can use this window to enter
unposted discounts distributed to GST (Goods and Services Tax, used in Canada
and New Zealand), and unposted withholding writeoffs, used in Australia.

To distribute additional taxes and writeoff amounts:

1. Open the Additional Purchasing Tax and Writeoff Distributions window.
(Transactions >> Purchasing >> Apply To >> Select a record >> Terms Taken or
Writeoff link)

Il Additional Purchasing Tax and Writeoff Distributions

Vendor ID Docurment No.
Name Amount
Posting D ate:

Unposted Discounts Distibuted To GST
Tatal Discounts GST Taken Amount $0.00
Urposted Discaunts 5T Percentage
55T Tax Detai ID >

Tatal ‘writeaffs Unposted Writeafts Distributed To withholding
Unposted Witeoffs Withhalding Amaunt

2. To calculate GST, enter or select the GST Tax Detail ID to use to calculate GST on
this transaction, and then enter a tax percentage or the tax discount amount
taken. Depending on the amount you enter, the other amount is calculated. The
amount entered reduces the amount of tax collected, and the purchase amount
in the Tax Detail Maintenance window.

3. To write off the withholding deduction your company remits to the taxation
office, enter the withholding amount to write off. The amount entered is
distributed to the Writeoff account specified for the vendor.

4. Choose OK to close the window.

After you close the window, the Apply Payables Documents window appears.
If you were in the process of applying a document, complete that procedure.

Deleting distributions

Use the Payables Transaction Entry Distribution window to delete distributions.
You can delete individual distributions if, for example, a mistake is made in the
distributions, or if a discount that’s normally available from the vendor isn’t
available on a particular invoice.
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To delete a distribution:

1. Open the Payables Transaction Entry Distribution window.
(Transactions >> Purchasing >> Transaction Entry >> Distributions button)

2. Select the account to delete.
3. Choose Edit >> Delete Row.

To use the original distributions if you changed distribution accounts and
amounts, choose Default.

Distributing tax amounts

Use the Payables Tax Entry window to enter tax information for the document you
selected in the Payables Transaction Entry window. A tax amount is calculated and
distributed when you enter a transaction using the Payables Transaction Entry
window. This tax amount is then distributed to the posting account assigned to the
tax detail. However, you can edit the tax amount and the distributions. You don't
have to distribute the tax amount to tax details.

Tax details in common between the vendor tax schedule and the default tax
schedule for the transaction are used to calculate tax. Only the first common tax
detail is calculated. The default entry for all other details is zero. Because the details
sort in alphanumeric order, you should name them so they sort in the order you
want. See the System Setup instructions (Help >> Contents >> select Setting Up the
System) for more information about setting up tax details.

Sometimes a purchase includes items that are exempt from input or output tax. You
still must assign a tax detail to exempt items. If necessary, you can use the Tax Detail
Maintenance window to set up appropriate details for tax-exempt transactions.

To distribute tax amounts:

1. Open the Payables Transaction Entry window.
(Transactions >> Purchasing >> Transaction Entry)

2. Enter or select a transaction.
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3. Enter a tax amount in the Tax field and choose the Tax expansion button to open

the Payables Tax Entry window.

Ble Edit Toos Options  Help

Irvoice
212323

Type
Document Hurmber
Pre-Tax Amount
TaxDetal b |24 [ Total Purchases
D escription

SEAM T+ LN

41.000.00

!‘ Payables Tax Entry E”Elgl

sa Fabrikam, Inc. 4/12/2017

$1.000.00

Tax Amount
4[] & Percent/Amaunt
$1.000.00
30,00

Total Taxable Purchases

Lkl

Account
$0.00 A

§0.00 $0.00

$0.00
$25.00

Total Tax Amount
Difference

0K | [ Dpelete | [ Defaut

View or change the total purchases, the total taxable purchases, and the tax

Enter or select a posting account for the tax. The tax amount for the detail is

To delete a tax detail, select the row containing the detail to delete and choose
Edit >> Delete Row. To delete all the tax distributions, choose Delete.

4. Enter or select a tax detail ID.
5.
calculated on the sales.
6.
posted to the account.
7.
A /.
8. Choose OK to save your entries.

Withholding reports

Continue entering tax details until your tax is fully distributed.

To distribute taxes to multiple accounts, change the default amount in the scrolling
window and enter another tax detail and tax amount in the next available line.

Continue entering the transaction.

If you marked Enable GST for Australia/New Zealand in the Company Setup
Options window, you can use the Payables Transaction Entry window to print a
Recipient Created Tax Invoice or Recipient Created Adjustment Note. When you
choose Print in this window, a Recipient Created Tax Invoice is printed instead of
standard invoices, finance charges, and miscellaneous charges, and a Recipient
Created Adjustment Note is printed instead of standard returns and credit memos.
You can print these documents more than once.

To print documents that include taxes in the document amounts, choose Options >>
Print Amounts Inclusive of Tax. When this option is selected, depending on the
document you're entering, the purchases, finance charges, returns, credit memos,
freight, miscellaneous charges, and the subtotal all include tax. The tax amount
appearing in the Tax field is zero. If you don’t select this option, the tax amounts
aren’t included in the document amounts.
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The Print Amounts Inclusive of Tax option is saved on a per user, per window basis.

Entering Intrastat trade statistics

Intrastat is the system for collecting statistics on the trade of goods between
European Union (EU) countries/regions. Intrastat data is required for all items

either bought from EU vendors or sold to EU customers, and must be provided on a
monthly basis. Requirements for Intrastat are similar in all EU countries/regions.

The government uses these statistics as an economic indicator.

Use the Payables Intrastat Entry window to enter the information required to create
the Intrastat Trade Report, which you submit to the government, and the EU Sales
List, which displays cumulative goods value totals by each vendor or customer tax

registration number. You can enter line items along with Intrastat statistics.

If Intrastat information was entered for the vendor’s primary address ID, that
information appears as the default entries in this window. Use the Payables
Intrastat Entry window to change Intrastat information for an individual
transaction, or to enter Intrastat information if none was entered for the vendor.

~~~ You can enter Intrastat statistics only if you marked to enable Intrastat tracking in the

Company Setup Options window.

To enter Intrastat trade statistics:

1. Open the Payables Transaction Entry window.
(Transactions >> Purchasing >> Transaction Entry)

2. Enter the transaction. Be sure to mark EU Transaction. If the country code
assigned to the vendor’s address is designated an EU country/region, this

option is marked.

3. Choose Intrastat to open the Payables Intrastat Entry window.

Type Invoice
Wendor [0 0001

Item Number

Desciiption

Tax Registration
Countiy Code
Tiansport Mode
Transaction Nature
Incoterms
Procedure/Regime
Port

Region

Countiy of Origin
Tax Commaodity Code
D escription

Net Unit Mass
Huantity
Line Mass

@

[eISrerssrerars

0.00
0.00
0.00

Woucher Mumber

Arival/Dispatch

vIa

Supplementary Units 0.00
Traders Reference

Goods Value

Statistical Value

Il Payables Intrastat Entry. E‘E‘@

0000000000000000% |
A

$0.00
$0.00

save | |

Clear | [ Deete | [ Defau

4. Enter or select an item number.

5. Enter or change Intrastat information.
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In the Net Unit Mass field, enter the weight of the goods in kilograms. The
default entry is from the shipping weight of the item. The default weight for
non-inventoried items is zero.

Enter the quantity of the goods being sold.

The line mass displays the total mass per item and is calculated when you press
TAB on the Quantity field. The line mass total is equal to the amount entered in
the Net Unit Mass field, multiplied by the amount entered in the Quantity field.
Enter a supplementary units amount, if applicable. The supplementary units
amount is a second quantity. Supplementary units amounts are required by the

EU Combined Nomenclature for certain goods.

In the Traders Reference field, enter a reference code such as an invoice or
dispatch number, or any other information that identifies the transaction.

Choose Save.
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Transaction maintenance

After you enter transaction information in Payables Management, proper
maintenance of these records is essential to preserving the accuracy of your
accounting information.

This information is divided into the following sections:

o Correcting or deleting an unposted transaction
*  Deleting an unposted printed transaction

¢ Placing or removing a transaction hold

¢ Transaction voids overview

*  Voiding historical transactions

o Voiding open transactions

Correcting or deleting an unposted transaction

Use the Payables Transaction Entry window to correct or delete unposted
transactions. There might be times when a transaction is entered incorrectly, or
when last-minute changes are made to an invoice. Correcting and deleting
transactions is easiest before the transaction is posted. See Voiding open transactions
on page 75 for information about correcting posted transactions.

Errors are easily identified on the Transaction Edit List. If the error involves an
unbalanced distribution, you'll receive an alert message that the transaction can’t be
posted because the debits and credits aren’t equal.

You can’t delete an unposted transaction if the Delete Unposted Printed Documents option
is unmarked in the Payables Management Setup window, and if the document has already
been printed. See Deleting an unposted printed transaction on page 72 for more information.

You must void posted transactions before you can delete them. See Voiding historical
transactions on page 74 and Voiding open transactions on page 75 for information
about voiding vouchers and checks. If a check has been printed for a transaction,
you can’t delete the transaction. You must post the transaction and void the
voucher, or void the payment and then the voucher.

Use the Edit Payables Checks window to correct or delete unposted computer
payments. Use the Payables Manual Payment Entry window to correct or delete
unposted manual payments. Choose File >> Print in these windows to print a
Computer Check Edit List or a Manual Payments Edit List when you finish.

To correct or delete an unposted transaction

1. Open the Payables Transaction Entry window.
(Transactions >> Purchasing >> Transaction Entry)

2. Enter or select the voucher number.
e If you're correcting the transaction, replace the incorrect information with
correct information. Depending on the change, you might need to modify
the distributions using the Payables Transaction Entry Distribution

window. Choose Save.

e If you're deleting the transaction, choose Delete.
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3. Choose Save. To view a corrected transaction, print the Transaction Edit List by
redisplaying the transaction and choosing File >> Print.

If you use the Workflow feature and you change a transaction, you must
resubmit the batch to workflow.

4. To post the transaction, you must post the batch using the Payables Batch Entry
window. See Posting a batch on page 54 for more information.

5. Print posting reports, if necessary.

Deleting an unposted printed transaction

You can’t delete a transaction after it has been printed if the Delete Unposted
Printed Document option in the Payables Management Setup window is unmarked.
You can use the following procedure if you have printed an unposted transaction
and want to delete it. The procedure assumes that you have the Payables
Transaction Entry window open.

To delete an unposted printed transaction

1. In the Payables Transaction Entry window, assign the transaction to a batch if
you haven’t done so already.

2. Close the Payables Transaction Entry window.

3. Open the Payables Management Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Purchasing >> Payables)

4. Mark the Delete Unposted Printed Document option and click OK.

5. Open the Payables Transaction Entry window.

6. Enter or select the voucher number of the transaction that you want to delete.
7. Clear the Batch ID field.

8. Choose Delete.

Placing or removing a transaction hold

Use the Hold Payables Transactions window to place a transaction on hold. You can
place on hold a posted transaction that hasn’t been fully applied or paid. For
example, assume you're not sure whether the monetary value for a particular
transaction amount is correct. You might not want to apply a payment, credit, or
return to the transaction until you're sure of the correct amount.

If you place a transaction on hold, you can’t make any payments for it. When you're
ready to pay the transaction, you can release the transaction hold, and you can
apply documents and issue payments.
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To place or remove a transaction hold:

1. Open the Hold Payables Transactions window.
(Transactions >> Purchasing >> Holds)

F Hold Payables Transactions Q@E‘
AT =)
Yendor ID i
it Mark All Unmatk Al
Document Nurber Type  [Voucher/Payment Number Original Amournt Hod &
Date Currency D Amount Remaining ¥
~
v
14 4 » »l| byVenduID - @

2. Enter or select a vendor ID.

¢ To place transaction holds, mark Hold next to each transaction to place on
hold. To place all the vendor’s transactions on hold, choose Mark All If you
place a transaction on hold, you can’t apply any payments.

e To release a transaction from a hold, unmark Hold next to the specific
transaction to release from a hold. To release all the transactions on hold,
choose Unmark All.

3. To print a Payables Hold Journal showing all the vouchers on hold, choose
File >> Print. After you finish marking or unmarking transactions, choose OK
to close the window.

Transaction voids overview

You can void both historical and open transactions in Payables Management. Use
the Void Historical Payables Transactions window to void historical transactions,
and the Void Open Payables Transactions window to void open transactions.

To void payments using the Void Historical Payables Transactions window, you
must be keeping transaction history for the vendor associated with the payment,
and the payment you're voiding must be fully applied to one or more transactions.

When voiding open transactions, and you marked Allow Negative Debits and
Credits in General Ledger in the Company Setup Options window, the negative
debits and credits are generated in General Ledger. If you marked Calculate Tax
Rebates in the Company Setup Options window, and you're voiding a payment
with a terms discount, any distributions for tax rebates also are voided.

You can void an intercompany transaction in the originating company but you must
make any necessary manual adjustments in the destination companies to reverse
the transaction.

When you void a credit document, you also unapply amounts. If you void a

multicurrency document, any realized gains or losses that originally were posted
also are reversed.
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If a credit memo or return subject to withholding is voided, an invoice is created for
the withholding vendor to offset the credit memo originally created. If any
document is voided that was applied to another document with a withholding
amount taken, a credit memo is created for the withholding vendor to offset the
invoice originally created.

Voiding historical transactions

Use the Void Historical Payables Transactions window to void historical credit
transactions, which include cash, check, or credit card payments, and historical
credit memos and returns. To void a credit transaction, it must have been fully
applied, paid, and posted, after which it’s transferred to history. When you void the
credit transaction, the vouchers it was applied to are unapplied and you can issue a
new payment to it.

To void a historical transaction:

1. Open the Void Historical Payables Transactions window.
(Transactions >> Purchasing >> Void Historical Transactions)

Il Void Historical Payables Transactions E @ @
= 5
Documents: O Al & From CO00000000000002 [# Doc Type: | Payment A4
To: Cr000000000000001 [
M ark &l Upmark &l
Docurnent Murnber Wendar [0 Document Amount Yoid Date Pasting Date aid &
Date Payment Mumber Wendor Name: Currency [D ¥
~
v
o @

2. Select a range of documents to display in the scrolling window, and the
document type. You can display all historical documents, or select a range of
particular documents.

3. Enter a void date or accept the default entry. The date sent to bank
reconciliation is the default entry for the Void Date field.

4. If General Ledger is part of your system, enter the date to appear as the posting
date in General Ledger. Use this for the reversing entries that offset the original
transaction distributions for each document you’re voiding.

5. Mark each document to void. To void all the documents, choose Mark All. You
can print a Void Historical Transactions Edit List to show all the documents that
are marked to be voided by choosing File >> Print.

6. When you're satisfied with the entries, choose Void. When you void a
document, reversing amounts are posted for the distributions posted earlier.
Reports that display historical information indicate voided documents.

You can print the Void Historical Payables Transactions Posting Journal when
you void payments, if you selected to do so in the Posting Setup window.
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If you marked Include Multicurrency Info in the Posting Setup window, the

r‘ multicurrency versions of these reports are printed. The multicurrency versions
include currency and exchange rate information, and functional and originating

debit and credit amounts.

When viewing transactions using the Payables Transaction Inquiry window, a
voided payment has an asterisk (*) by the document’s origin in the scrolling
window.

Voiding open transactions

Use the Void Open Payables Transactions window to void any transaction or
payment that has been posted and is unapplied. You can void invoices for active
and temporary vendors. If you're keeping history and you void a voucher, the
voucher is moved to history along with any distributions and tax information. If
you're not keeping history and you void a voucher, that voucher is removed from
the system.

To void an open transaction:

1. Open the Void Open Payables Transactions window.
(Transactions >> Purchasing >> Void Open Transactions)

Il Yoid Open Payables Transactions Q@g‘
= 5
Yendor ID 4 Wark Al Urimark &1
Woucher Number Document Number Document Amount Woid Date Fosting Date  Woid £
Date YWendor Mame Currency [0 ¥
~
v
TR @

2. Enter or select the vendor ID. Vouchers in the open table for the vendor are
displayed in the scrolling window.

3. Enter a void date or accept the default entry in the Void Date field. The default
entry is the date the document was sent to bank reconciliation.

4. If General Ledger is part of your system, enter the date to appear as the posting
date in General Ledger for the reversing entries. Use this to offset the original
transaction distributions for each document you're voiding.

5. Mark each voucher to void. To void all the vouchers, choose Mark All. You can
print a Void Open Payables Transactions Edit List to show all the vouchers that
are marked to be voided by choosing File >> Print.

6. When you're satisfied with the entries, choose Void. When you void a voucher,
reversing amounts are posted for the distributions posted earlier. Reports
indicate voided vouchers.
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The Void Open Payables Transactions Posting Journal might be printed when
you void vouchers, if you selected to do so in the Posting Setup window. This
journal lists the vouchers that were removed.

r& If you marked Include Multicurrency Info in the Posting Setup window, the

multicurrency versions of these reports are printed. The multicurrency versions
include currency and exchange rate information, and functional and originating
debit and credit amounts.

When viewing transactions using this window, a voided voucher has an
asterisk (*) by the document’s origin in the scrolling window.
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You can make payments to vendors using different methods. You can enter a
payment at the same time you enter the transaction it’s associated with; you can
enter a manual payment to account for credit card or cash payments; and you can
process a computer check run.

Payment information is contained in the following sections:

*  Payments overview

*  Entering and paying an invoice

¢ Paying individual invoices by check

s Entering manual prepayments

*  Entering computer check prepayments

¢ Entering manual payments

e Modifying individual checks

¢ Modifying multiple checks in a batch

¢ Check selections overview

*  Expired discounts and selecting checks for a computer check run
®  Selecting checks for a computer check run

o Computer checks posting options

*  Printing computer checks as part of a check run
¢ Printing individual computer checks

o Correcting or deleting unposted payments

Payments overview

All payments that you enter in Microsoft Dynamics GP have certain common
elements, such as posting journals and payment options.

Currency ID

If the currency ID that you select for a payment amount is an alternate currency, a
rate type and associated exchange rate table are assigned to the transaction. The rate
type is based on the rate type you assigned to the selected vendor; if you haven't
assigned a rate type to the vendor, the default rate type for the Purchasing series,
specified in the Multicurrency Setup window;, is used. To view or modify the default
exchange rate for this transaction, choose the currency ID expansion button to open
the Exchange Rate Entry window. Close the window when you finish.

Document date

The document date you enter is the date Payables Management records are
updated. This date also determines the exchange rate to use, based on the currency
ID and associated rate type entered on the transaction.

Journals and registers

When you post a payment, posting journals and distribution breakdown registers
are printed depending on the selections in the Posting Setup window. When posting
is complete, a Report Destination window appears for each posting journal you
selected to print.

If you entered a payment in a batch, you can save the batch and post it later. You
also can print an edit list after saving the transaction to view the entries. To post the
invoice, you must post the batch using the Payables Batch Entry window. See
Posting a batch on page 54 for more information.
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Amounts and payment methods

When you enter an amount, another window opens, where you can specify a
checkbook or credit card. Cash amounts are posted to Cash accounts. Credit card
amounts are posted to the Credit Card Vendor Payables account. See Paying
individual invoices by check on page 80 if you're paying by check.

You can mark one of the following payment methods:

Check If you mark Check, you can enter or select the checkbook ID for the
checkbook to be updated for this prepayment. The document number appears as a
default value from the checkbook.

Cash If you mark Cash, you can enter or select the checkbook ID for the
checkbook to be updated for this prepayment. The document number appears as a
default value from the Payables Setup Options window.

Credit card If you mark Credit Card, you can enter or select the credit card ID in
the field next to the payment method. A checkbook will be debited or an invoice
will be created, depending on whether the credit card selected has been set up as a
credit card or check card using the Credit Card Setup window (Microsoft Dynamics
GP menu >> Tools >> Setup >> Company >> Credit Cards). The document number
appears as a default value from the Payables Setup Options window.

Payment date

The payment date is the date when payables records are updated. If you're using
Multicurrency Management, the date also determines the exchange rate to use for
this payment, based on the currency ID and associated rate type on the payment.

Account distributions

After you enter payment information, you can make changes to account
distributions using the Payables Transaction Entry Distribution window. Amounts
are distributed to the accounts set up for the vendor record. To view the original
distributions, choose Default in the Payables Transaction Entry Distribution
window. See Distributing transaction amounts on page 64 for more information. Close
the window when you finish.

Apply options

If you entered a withholding vendor using the Company Setup Options window
and this payment is auto-applied to a debit document subject to withholding, a
withholding amount is taken if this payment fully pays off the debit document.

Multicurrency transactions have restrictions on documents that you can apply,
depending on whether the currency is the functional or an alternate currency. You
can’t apply alternate currency documents. You must post alternate currency
documents before you can apply them.

A multicurrency payment is applied to documents with the same currency ID using
the originating amounts for the transaction as the basis for the apply process. If the
functional equivalent amounts don’t match, a realized gain or loss is calculated and
the gain or loss is posted when you close the window.
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Remit-to addresses

You can enter and use more than one address for sending payments to a single
vendor. If you specify different remit-to addresses on purchasing transactions from
a single vendor, a separate check will be created for each remit-to address.

Remit-to address IDs are stored on transaction documents—not on checks. If a
vendor’s remit-to address changes between the time you post a purchase
transaction and the time that you pay it, you must change the address information
using the Vendor Maintenance window to include the new address on the check. If
the vendor address changes the transaction is posted, the address can be changed in
the Payables Transaction Entry window.

If you transfer funds electronically using European Electronic Funds Transfer, the
remit-to address specified in the Vendor Maintenance window will always be used
for the transfer transaction.

Entering and paying an invoice

Use the Payables Transaction Entry window to enter and pay an invoice at the same
time, if you paid the vendor at the time you made the purchase.

If you are using vendor approval workflow, the vendor must have the workflow
status of Approved or No Approval Needed before you can post the transaction.
For more information about vendor approval workflow, see Vendor approval

workflow on page 24.

To enter and pay an invoice:

1. Open the Payables Transaction Entry window.
(Transactions >> Purchasing >> Transaction Entry)

2. Enter or select a voucher number, select the document type, and enter a
description.

3. Enter or select a batch ID. See Creating a batch on page 51 for more information.
4. Enter a document date.
5. Enter or select a vendor ID.

To enter a temporary vendor for this invoice, place the insertion point in the Vendor ID
field and choose Options >> Temporary Vendor.

6. Enter or select an address ID, payment terms, and a currency ID. See Address
IDs and taxes on page 32 for information how address IDs and shipping
methods affect sales taxes.

7. Enter a document number. This number is the transaction number assigned by
the vendor.

8. Enter or select a shipping method, a tax schedule ID, and purchase amounts.

The trade discount is calculated if you entered a trade discount for the vendor
card.
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9. Enter amounts in the Freight and Miscellaneous fields, if necessary. You can
assign tax schedules to those amounts by choosing the Tax Schedule ID
expansion button and entering that information.

10. Enter the amount you're paying by cash, check, or credit card.

To make changes to account distributions, choose Distributions to open the
Payables Transaction Entry Distribution window. Close the window when you
finish.

11. Choose Post if you entered an individual transaction.

Paying individual invoices by check

Use the Payables Check Entry window and the Print Payables Transaction Check
window to pay an invoice by check. If you pay an invoice by check, print a check to
give the vendor. You also can print a remittance and send the remittance in e-mail.

If you are using vendor approval workflow, the vendor must have the workflow
status of Approved or No Approval Needed before you can post the transaction or
print a check. If the vendor isn’t approved, you can save the transaction in a batch.
For more information about vendor approval workflow, see Vendor approval

workflow on page 24.

To pay an individual invoice by check:
1. Complete steps 1 through 9 of Entering and paying an invoice on page 79.

2. Enter the amount you're paying. When you enter an amount, the Payables
Check Entry window opens, where you can specify a checkbook.

ki Payables Check Entry Q‘El@

Checkbook ID 0om [
Check Number 00000000000000000001

Date 02/10/2004

Payment Nurnber 00000000000000001

9w

Verify that the information is correct; then choose OK to close the window. This
amount is posted to a Cash account.

3. Choose Print Check to open the Print Payables Transaction Check window.

i Print Payables Transaction Check Qlil@l

Checkbook I onot Currency 1D USh
Check Date 02/10/2004

Check Number 00000000000000000001 Check. Format Stub on Top A

[] Separate Remitance
Print: ) Stub Alignment Form (% Check

If you choose not to print the check, Payables Management considers the check
a manual check when it’s posted.

4. Enter a check number, and mark to print a check.
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5. Mark Separate Remittance to print a remittance separately from the check. A
remittance shows the same detail as the check stub and is printed on blank
paper from the Print Payables Remittance window after the check is printed.

To print a remittance, you must mark this option and print the remittance from
the Print Payables Remittance window. You can’t reprint a remittance.

6. Choose Print to print the check and close the window.

After the check has been printed, the Print Payables Remittance window opens
if you have selected to print a separate remittance.

B print Payables Remittance

Fle Edt Toos Help sa Fabrikam, Inc. 4/12/2017

Process:

(&) Remittance Alignment Form ) Remittance Form
Destination:

Print Documsnt

“wu

7. In the Print Payables Remittance window, select the Remittance Form option.
8. Select to print, send the remittance in e-mail, or both.
9. Choose Process to print, send the remittance in e-mail, or both.

10. After processing the remittance, return to the Payables Transaction Entry
window. Choose Post if you entered an individual transaction.

Entering manual prepayments

Use the Payables Manual Payment Entry window to make prepayments.
Prepayments, sometimes referred to as deposits, are payments made before
merchandise is received and an invoice is recorded. Prepayments are applied after
the invoice has been entered, so you won't apply the payment at this time.

If you are using vendor approval workflow, the vendor must have the workflow
status of Approved or No Approval Needed before you can post the payment. If the
vendor isn’t approved, you can save the payment in a batch. For more information
about vendor approval workflow, see Vendor approval workflow on page 24.
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To enter a manual prepayment:

Open the Payables Manual Payment Entry window.
(Transactions >> Purchasing >> Manual Payments)

i Payables Manual Payment Entry. E||E|E|
n Save ¥ Delete Auto Apply 1@ Post g
Payment Number 00000000000000002 £30)  BatchiD £ >
Date 02/10/2004 > Batch Total $0.00
Vendor ID ) Curency|D | USA 2>

Check Name

Payment Methad: @® Check. O Cash ) Credit Card

Checkbook 1D Q Amaount

Document No. Unapplied $0.00
Amount $0.00 Applied $0.00
Comment Total $0.00
Tems Discount Taken §0.00 Wiiteott $0.00
Terms Discount Available $0.00 Withhalding $0.00
4 4 F M by Batch ID hd iy @

Enter or select a payment number and date.

Enter or select a batch. Batches are optional for prepayments. See Creating a
batch on page 51 for more information.

Enter or select a vendor ID and currency ID.

Mark a payment method.

Enter the amount of the prepayment.

To make changes to account distributions, choose Distributions to open the
Payables Transaction Entry Distributions window. Close the window when you
finish.

Save the payment, if you entered a batch ID.

To print an edit list and verify the entries if you entered a batch ID, choose
File >> Print. Choose Post if you entered an individual transaction.

Entering computer check prepayments

Use the Edit Payables Checks window to make a prepayment—a payment on
account you make before you receive merchandise—to a vendor. When you make a
prepayment, you first enter the payment, then apply it after the invoice has been

recorded.
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To enter a computer check prepayment:

1.

Open the Edit Payables Checks window.
(Transactions >> Purchasing >> Edit Checks)

i Edit Payables Checks EEx
=]

EH Save | X Dolete Auto Apply

Payment Number 00000000000000003 &3 Checkbook 1D ZLANADA

Batch ID GYR 1 Cunency 1D CANADA >
Batch Total Cng 0.00 Apply Date 02/10/2004
Vendor ID G Amount

Check Name Unapplied Cn$0.00
Applied Cr$ 0.00
Comment Check Cn$ 0.00

List Documents on Remittance: &l Documents v

Soit Documents on Remittance by: Date v,

Termes Discount Taken Cn§ 0.00)  ‘Writeoft Cn$ 0.00
Teims Discount Available Cn$ 000  withholding $0.00

Check Stub || Apply || Distribution || Puint Checks |

M 4 b k| [byBatch D - Status | Unsaved 7@

Enter or select a payment number and a batch ID.
Enter the check information and remittance options.

To view or change any distributions, choose Distribution to open the Payables
Transaction Entry Distribution window. Close the window when you finish.

Choose Save to save the payment.
To print a Computer Check Edit List, choose File >> Print. To print a check to

the vendor, choose Print Checks to open the Print Payables Checks window. See
Printing computer checks as part of a check run on page 91 for more information.

Entering manual payments

Use the Payables Manual Payment Entry window to record manual payments—
payments charged to credit cards, cash payments, or manually written checks. If
you regularly write checks or pay by cash or credit card, we recommend you record
those payments to ensure a duplicate payment isn’t made during a computer check
run.

If you are using vendor approval workflow, the vendor must have the workflow
status of Approved or No Approval Needed before you can post the payment. If the
vendor isn’t approved, you can save the payment in a batch. For more information
about vendor approval workflow, see Vendor approval workflow on page 24

To enter a manual payment:

1.

Open the Payables Manual Payment Entry window.
(Transactions >> Purchasing >> Manual Payments)

Enter or select a payment number and date.

Create or select a batch. Batches are optional for manual payments. See Creating
a batch on page 51 for more information.

Enter or select a vendor ID and currency ID.
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5. Mark a payment method.

Payments made with credit cards are treated as accounts payable amounts. The
credit card company acts as a vendor to you in this instance, since you'll pay
them for the goods and services you purchase with the card.

6. Enter the amount of the payment and apply the payment. See Chapter 12,
“Applying,” for more information about applying.

7. To make changes to account distributions, choose Distributions to open the
Payables Transaction Entry Distribution window. Close the window when you
finish.

8. Save the payment if you entered a batch ID.

9. To print an edit list to verify the entries if you entered a batch ID, choose File >>
Print. Choose Post if you entered an individual transaction.

Modifying individual checks

Use the Edit Payables Checks window to modify individual checks in an existing
batch. You can add additional checks to the batch or change the amount of a
payment for a specific vendor. If a vendor ID or voucher number isn’t within the
ranges that you entered in the Select Payables Checks window, you can enter the
vendor ID or voucher number in the batch using the Edit Payables Checks window.

To modify individual checks:

1. Open the Edit Payables Checks window.
(Transactions >> Purchasing >> Select Checks >> Edit Check button)

2. Enter or select a payment number.
If you are using vendor approval workflow, you can enter or select a payment
number if the vendor assigned to the payment has a workflow status of

Approved or No Approval Needed.

3. Enter or select a vendor ID. If you select an existing payment number, the
correct vendor ID appears and you can’t change it.

To add a temporary vendor, place the insertion point in the Vendor ID field and
then choose Options >> Temporary Vendor.

If you are using vendor approval workflow, the vendor must have the
workflow status of Approved or No Approval Needed before you can enter or
select a vendor ID.

4. Enter a comment for the payment.

5. Enter an unapplied payment or prepayment amount in the Unapplied field to
pay more than the transaction amount.

6. Select remittance options.

7. To apply the payment, choose Auto Apply or Apply.
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If you choose Apply to pay specific transactions, the Apply Payables
Documents window opens.

8. Mark the check box in front of each transaction to pay with this payment. Mark
any number of documents until the entire amount is applied.

To divide payments between several documents, mark the check box, and
change the amount in the Apply Amount column for that transaction.

9. Choose OK to close the Apply Payables Documents window.

10. Choose Check Stub to open the Payables Check Stub Documents window.

Ei Payables Check Stub Documents g@g|
Payment Number 00000000000000005 Check Amount Cng 285 000 0710.00
Wendor 1D 1021 Cunency ID CANADA >
Print | Type | Youcher Number Doc Date Arnount Amount Paid

INV - [Wv025 124151938 Cn§ 285 000 000.00 Cnd 285 000 000.00 A
v
e

11. Unmark any vouchers that you don’t want to print on the check stub. Choose
OK to close the window.

12. Choose Save and redisplay the payment number. To print an edit list to verify
the accuracy of the entries, choose File >> Print.

13. Close the Edit Payables Checks window to redisplay the Select Payables Checks
window.

When the Select Payables Checks window reopens, the entries you made are
cleared. The information you previously entered is saved; you don’t need to
enter another range of checks.

Modifying multiple checks in a batch

Use the Edit Payables Check Batch window to modify more than one payment at a
time. This window displays all the vendors and their vouchers and indicates the
vouchers that will be paid in the specified check batch. You can add additional
vendors and documents to this check batch, unmark documents that are marked to
be paid, or mark additional documents to be paid.

If you are using vendor approval workflow, vendors must have the workflow status

of Approved or No Approval Needed before you can add vendors or documents to
the batch.
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To modify multiple checks in a batch:

1. Open the Edit Payables Checks Batch window:
(Transactions >> Purchasing >> Select Checks >> Edit Check Batch button)

5 Edit Payables Check Batch fEX
=

‘/ oK | Redizplay |

BalchID | Q) Checkbook ID
Currency 1D +| Checkbask Currency |01
Batch Total Balance befors checks

Apply Date 441242007 = Ealance after checks

Waoucher Number | Due Date Amaunt Remaining |&mount Paid

|

~

@ Indicates that a credit document is applied.

@ Edit Check Prirt Chscks

2. Mark a vendor in the Vendors list to include a payment to that vendor in the
check batch. To remove all the payments for a vendor, unmark the check box for
that vendor in the Vendors list.

3. To include additional documents in the check batch, select a vendor from the
Vendors list. The documents for the vendor will be displayed and documents
that are included in the batch will be marked with a check mark. To include
additional documents, mark them in the Documents list. To remove documents
from the check, unmark them.

4. Choose OK to save your changes and close the window.

Check selections overview

Selecting checks is the first step in making computer check payments, also called
completing a check run. You can apply unapplied payments, credit memos, and
returns. Depending on how you set up Payables Management, the amounts are
applied first to documents having the oldest document date or due date. You also
can include vouchers that become due on a specified date.
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Before you select checks, print an Aged Trial Balance or Cash Requirements report.
Use these reports to decide the payments to make, so you can take advantage of
discounts, avoid late payments, and determine the cash required for these
transactions.

Withholding

If you entered a withholding vendor using the Company Setup Options window
and the document being paid off is subject to withholding, Microsoft Dynamics GP
computes a withholding deduction during the select checks process. You can verify
the withholding amount by selecting the document being paid off using the Apply
Payables Documents window, and choosing the Terms Taken or Writeoffs links. You
also can print a Withholding Deduction Report showing withholding deduction
information for the selected batch by choosing Options >> Print Withholding
Report.

Apply options

You can automatically apply any available payments, credit memos, and returns to
vouchers in the batch you're creating. (You can individually apply specific
documents later in the check run process.)

You also can restrict the automatic apply process to match currency options. The
options change depending on whether the currency assigned to the batch is the
functional or an alternate currency.

If you mark the Take Non-Qualifying Discounts option in the Select Payables
Checks window, all discounts are calculated for the vouchers, regardless of the
discount date and whether you're qualified for the discount. If you don’t mark this
option, only discounts available on or before the check date are taken.

If you mark Pay Only Minimum option in the Select Payables Checks window, the
minimum payment you entered in the Vendor Maintenance window is used to
calculate the check amount for each vendor in the batch. If Pay Only Minimum is
unmarked, the check is printed for the total amount of the vouchers included in the
batch.

If the batch uses an alternate currency and there is a minimum payment specified in
the Vendor Maintenance window (minimum payments always are specified in the
functional currency), the alternate equivalent of the minimum payment is
calculated based on the exchange rate of the batch paid. For example, if you have a
minimum payment of $10 US and a Canadian check with an exchange rate of
0.7415, you would pay the vendor $13.49 Canadian, rather than $10 US ($10/0.7415
= $13.49).

Multicurrency document selections

If you're using Multicurrency Management, you can specify a document currency
range in the Select Payables Checks window to narrow the group of documents to
pay. The Automatically Apply Existing Unapplied options change depending on
whether the currency ID assigned to the batch is the functional currency or an
alternate currency.

See Currency selections and auto-applying on page 115 for information about how
currency selections affect auto-applying.
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Expired discounts and selecting checks for a computer
check run

You can exclude vouchers with expired discounts when selecting checks for a
computer check run by using a range for due date\discount date cutoffs. A voucher
isn’t included in the computer check run if the apply date entered in the Select
Payables Checks window is after the discount date for a voucher.

You can use the Payables Management Setup window to select the Exclude Expired
Discounts from Payments option to exclude expired discounts from payments.
Review the following examples to see how expired discounts are excluded or
included during the select check process.

Example 1

If a due date cutoff of 1/22, a discount date cutoff of None, and an apply date of
1/20 was entered in the Select Payables Checks window, the following vouchers are
included or excluded in the check batch.

Voucher Discount date Due date Setup option marked Setup option unmarked

1 1/15 1/22 Included, no discount Included, no discount

2 118 1/22 Included, no discount Included, no discount

3 1/21 1/22 Included, discount amount taken | Included, discount amount taken
4 1/24 1/22 Included, discount amount taken | Included, discount amount taken
5* No discount 1/22 Included Included

* The voucher is included or excluded in the check batch depending on the due date of the voucher.

Example 2

If a due date cutoff of 1/22, a discount date cutoff of All, and an apply date of 1/20
was entered in the Select Payables Checks window, the following vouchers are
included or excluded in the check batch.

Voucher Discount date Due date Setup option marked Setup option unmarked
1 1/15 1/22 Excluded Included, no discount
2 118 1/22 Excluded Included, no discount
3 1/21 1/22 Included, discount amount taken | Included, discount amount taken
4 1/24 1/22 Included, discount amount taken | Included, discount amount taken
5* No discount 1/22 Included Included
Example 3
If a due date cutoff of 1/22, the discount date cutoff of 1/21, the apply date of 1/20
was entered in the Select Payables Checks window, the following vouchers are
included or excluded in the check batch.
Voucher Discount date Due date Setup option marked Setup option unmarked
1 1/15 1/22 Excluded Included, no discount
2 118 1/22 Excluded Included, no discount
3 1/21 1/22 Excluded Included, discount amount taken
4 1/24 1/22 Excluded Included, discount amount taken
5* No discount 1/22 Included Included
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Selecting checks for a computer check run

Use the Select Payables Checks window to select the checks to print for a specific
group of vendors and vouchers. You can use the Edit Payables Check Batch window
to select additional vendors or documents to pay.

If you are using vendor approval workflow, vendors must have the workflow status
of Approved or No Approval Needed to be included in the ranges you specify
when selecting vouchers for payment.

To select checks for a computer check run:

1.

Open the Payables Batch Entry window.
(Transactions >> Purchasing >> Batches)

Enter or select a batch. See Creating a batch on page 51 for more information.

Select Computer Check as the origin. Select Single Use as the frequency.

Enter or select a checkbook ID to use for all checks in the batch.

Choose Transactions. Choose Select Payables Checks from the Go To window to
open the Select Payables Checks window.

B Select Payables Checks E]@gl

Fle Edt Tools Optons Help

7 BuldBatch | & Clear
Batch D
Batch Tatal
Select Wendar [0
@ Al O From:
To
Restrictions:

One Check Per: Wendar

Automatically &pply Existing Unapplied:
Papments Credit Memas
() Functional Currency Only

Remittance:

All Documents
Date

List Documents:

Sort Documents by:

O Al Cunencies

v
v

sa Fabrikam, Inc. 4/12j2017

>
$0.00

Checkbook 1D
Cunency ID

S50

[ Take Mon-Qualiving Discounts
[ Pay Only Minimurn
Apply Date

Returns
anzent &

Print Checks
Edit Check Batch
Edit Check

v

Print Previously Applied Documents

Specify the group of vendors and vouchers you want to include in the batch by
selecting the type of range you want to include, and then enter restrictions for
the range. You can insert a range of each type into the Restrictions list.

e If you select Due Date\Discount Date Cutoff as a range, you can select a
due date cutoff so vouchers due on or before the date you specify are
included in the batch. You also can select a discount date cutoff so vouchers
with a discount date on or before the date you specify are included in the

batch.

e If you select Document Currency as a range, the Automatically Apply
Existing Unapplied options change depending on whether the currency ID
assigned to this batch is the functional currency or an alternate currency.
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7. Select automatic apply and payment options.
8. Select remittance and check stub information.

9. Choose Build Batch to create the batch of checks to process. Depending on the
size of the batch, this process might take some time. You'll know when the batch
is created when an amount appears in the field below the Batch ID field, and the
Build Batch button changes to Add to Batch. You also can check the progress
using the Process Monitor window.

The information you enter in this window is saved. The checks in the batch are
ready to be edited or printed. You also can add additional ranges to the batch.
You can print an edit list by redisplaying the batch ID and choosing File >>
Print.

The next step in the computer check process is modifying the checks you
created. See Modifying individual checks on page 84 or Modifying multiple checks in

a batch on page 85 for more information.

Computer checks posting options

When you print computer checks as part of a check run, you can choose one of
several posting options in the Post Payables Checks window.

Void checks To void a check because it was incorrect, select Void Checks and
enter a range of checks to void. To void just one check, enter that check number in
both the From and To fields. Choose Process. Voided checks aren’t posted to
General Ledger.

Print stub alignment To print a stub alignment form to check the printer
alignment before you start printing checks, select Print Stub Alignment. Enter a
starting check number and choose Process.

Reprint checks To reprint checks because of a printer malfunction or other
problem, select Reprint Checks and select a range of checks to reprint. To reprint
just one check, enter that check number in the From and To fields. Enter a starting
check number and choose Process. The original checks are voided.

Post checks To post checks when you're satisfied with the check amounts, select
Post Checks. Enter the posting date to use for the checks you just printed and
choose Process.

If you're posting a batch of multicurrency checks, the posting date must be before
the exchange rate expiration date.

If you entered a withholding vendor using the Company Setup Options window
and the document being posted is subject to withholding, the withholding amount
is computed during the select checks process. You can verify the withholding
amount by selecting the document being paid off using the Apply Payables
Documents window and choosing the Terms Taken or Writeoffs links. You also can
print a Withholding Deduction Report showing withholding deduction information
for the selected batch by choosing Options >> Print Withholding Report.

After you post the information, you can’t reprint checks or print alignment forms. If
you marked Separate Remittance in the Print Payables Checks window, have zero
amount checks in the batch or if the stub information will be printed on more than
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one check stub, the Process Payables Checks window opens. You can print the
remittance forms from that window.

You can void posted checks individually using the Void Historical Payables
Transactions window. When you void the check, the vouchers it was applied to are
unapplied and you can issue a new payment. See Voiding historical transactions on
page 74 for more information.

Printing computer checks as part of a check run

Use the Print Payables Checks window to print a batch of computer checks. Once
you create the batch of checks, edit any payments, or add any payments, you're
ready to print the checks. You also can print separate remittances and send the
remittances in e-mail. When the checks have been printed, you have the option to
reprint or void checks that have already been printed. If the printed checks are
correct, you can print the Computer Check Register.

To print checks when you are using vendor approval workflow, the vendors must have the
workflow status of Approved or No Approval Needed. If a vendor isn’t approved, checks for
the vendor aren’t printed.

Before you can print checks, you should print a Computer Checks Edit List. To print
a Computer Checks Edit List, open the Select Payables Checks window, the Edit
Payables Checks window, or the Edit Payables Check Batch window, enter the
appropriate batch ID, and choose File >> Print. See Correcting or deleting unposted
payments on page 94 if you identify errors on the edit list. After you verify the
accuracy of the entries, you're ready to print the checks.

The Computer Checks Edit List will not include check numbers. Check numbers
won't be assigned to checks until you choose Print.

To print computer checks as part of a check run:

1. Print a Computer Checks Edit List, if you didn’t do so as part of the editing
checks procedure. Do so before printing and posting checks to verify that the
correct vendors and vouchers were selected.

Be sure to back up your company’s data before printing and posting checks.

2. Open the Print Payables Checks window.
(Transactions >> Purchasing >> Print Checks)

il Print Payables Checks E”§|g|
& Pint | & Clear =)
Batch ID =1 Checkbaok ID
Batch Total $0.00 Currency 1D
Check Number
Check Date 02/10/2004
Check Comment
Sort Checks By: Payment Mumber v [] Separate Remitance
Check Format: Stub on Top ~ Pint: O Alignment Form (2 Checks
IR Iy @

3. Enter or select the check batch to print, and a check number. The check date is
the date that appears on the checks.
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4. Choose how to sort the checks, and select the format to use to print the checks.

5. Mark Separate Remittance to print a remittance separately from the check. A
remittance shows the same detail as the check stub, and is printed on blank
paper from the Process Payables Remittance window after the checks are
printed.

To print a remittance, you must mark this option and print the remittance from
the Process Payables Remittance window. You can’t reprint a remittance.
S~ A remittance form is printed automatically if you have a zero amount check in the batch
@ or if you’re paying more than 12 vouchers with one check.
6. Mark to print an alignment form, so you can ensure that the check forms are
properly aligned in the printer. Xs and 9s are printed in place of the actual check
information. You can print this form using either the Print Payables Checks

window or the Post Payables Checks window. Be sure to insert check forms into
the selected printer.

Checks that you use as alignment forms automatically are voided.

7. When you're ready to print the checks, mark Checks in the Print options and
choose Print.

After the checks have been printed, the Post Payables Checks window opens.

il Post Payables Checks
Batch D GvR 4 Checkbook ID Z-CANADA
Posting Date 02/09/2004 Name Checkbook for Canada
Frocess: Rieprint Checks A4 Currency ID CANADA, >
Check Date 02/03/2004
“aid or Reprint Flange: (@] & From: [
To )
Starting Check Number 00000000000000000002
£y @ Process ] [ Process Later ] l Clear ]

8. Select a posting option.
If you didn't select to print a separate remittance and you post checks, posting
journals and distribution breakdown registers are printed. A Report

Destination window appears for each posting journal you chose to print.

If you have selected to print a separate remittance, the Process Payables
Remittance window opens.

B Process Payables Remittance E]@I@l

Fle Edt Tools Optons  Help sa Fabrikam, Inc. 4/12/2017
Batch ID TEST il

Comment test

Process:

O Remittance &lignment Form @ iFemittance Fom O Post
Destination

Print Document [[] Send Document in E-mail (Print if mail cannat be sent.]
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9. In the Process Payables Remittance window, select the Remittance Form option.

10. Select to print, send the remittance in e-mail, or both.

11. Choose Process to print, send the remittance in e-mail, or both.

12. After processing the remittance, select Post and then the Process button in the
Process Payables Remittance window. Posting journals and distribution

breakdown registers are printed. If you are sending a remittance in e-mail, you
can print the Send Remittance Exception Report.

Printing individual computer checks

Use the Edit Payables Checks window to print individual computer checks. You
also can print a separate remittance and send the remittance in e-mail. You can print
individual computer checks for instances when you wouldn’t enter a manual
payment or include a check in a computer check run.

To print checks when you are using vendor approval workflow, the vendors must have the
workflow status of Approved or No Approval Needed. If a vendor isn’t approved, checks for

the vendor aren’t printed.

To print an individual computer check:

1. Open the Edit Payables Checks window.
(Transactions >> Purchasing >> Edit Checks)

2. Enter or select a payment number.

3. Create a batch for the payment. Checks must be entered in single-use batches.
Select Computer Check as the origin and enter date and currency information.
See Creating a batch on page 51 for more information about entering batch
information.

4. Enter or select a vendor ID.

To add a temporary vendor, place the insertion point in the Vendor ID field and
choose Options >> Temporary Vendor.

5. To pay more than the transaction amount, you can enter an unapplied payment
or prepayment amount in the Unapplied field.

6. Select remittance options and apply the payment.

Multicurrency transactions have restrictions on documents that you can apply,
depending on whether the currency is the functional or alternate currency.

7. Choose Check Stub to open the Payables Check Stub Documents window.

Unmark any vouchers you don’t want to print on the check stub. Choose OK to
save the changes and close the window.

8. Choose Save. Redisplay the payment number and choose File >> Print to print
an edit list and verify the accuracy of the entries.

Close the Edit Payables Checks window.
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9. Open the Print Payables Checks window.
(Transactions >> Purchasing >> Print Checks)

10. Enter or select the batch you created for this payment.

11. Accept or change the default check number and date. Enter a comment to print
on the check. Select a check format and mark whether to print a separate
remittance.

12. Mark to print checks and choose Print.

13. After the check has been printed, the Post Payables Checks window opens.
Select Post Checks in the Process list and choose Process.

If you didn’t select to print a separate remittance, you can print any posting
journals that appear for printing.

If you have selected to print a separate remittance, the Process Payables
Remittance window opens.

14. In the Process Payables Remittance window, select the Remittance Form option.
15. Select to print, send the remittance in e-mail, or both.
16. Choose Process to print, send the remittance in e-mail, or both.

17. After processing the remittance, select Post and then the Process button in the
Process Payables Remittance window. Posting journals and distribution
breakdown registers are printed. If you are sending a remittance in e-mail, you
can print the Send Remittance Exception Report.

Correcting or deleting unposted payments

Use the Edit Payables Checks window to correct or delete unposted computer
checks. As with transactions entered using the Payables Transaction Entry window,
you can easily correct or delete unposted payments. You must void posted
payments. You might find instances when unposted payments need to be changed,
as well.

Use the Payables Batch Entry window to delete all the payments in a batch by
deleting the entire batch. You also can delete payments for vendor, or add or
remove documents that are included in a check batch using the Edit Payables Check
Batch window. See Modifying multiple checks in a batch on page 85 for more
information.

To correct or delete an unposted payment:

1. Open the Edit Payables Checks window.
(Transactions >> Purchasing >> Edit Checks)

2. Enter or select the payment number to correct or delete.
¢ To delete the payment, choose Delete and close the window.

¢ To change the payment, make the necessary changes.
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¢ To unapply the amount, choose Apply to open the Apply Payables
Documents window and unmark the check box next to the transaction to

unapply.

If a change involves altering the unapplied amount, you must adjust the
payment distributions. Choose Distributions to open the Payables Transaction
Entry Distribution window. Distributions appear according to how the posting
accounts were set up for the vendor record. To view the original distributions,
choose Default in the Payables Transaction Entry Distribution window. Change
the distribution amounts to match the current totals. Return to the Edit Payables
Checks window when you finish.

Choose Save.

Redisplay the payment and choose File >> Print for an edit list to verify the
changes.
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Chapter 11:

Scheduled payments

When you make large purchases from vendors or make purchases that are delivered
over time, you might want to spread payments out. This documentation describes
options for setting up payment schedules.

Scheduled payments are available only to businesses in North America.

This information is divided into the following sections:

e Scheduled payments overview

¢ Creating payment schedules

o Viewing amortization schedules

*  Posting Payables scheduled payments
*  Deleting unposted payment schedules
o Editing posted payment schedules

e Voiding posted payment schedules

Scheduled payments overview

You can choose the interest rate, payment frequency, and other information when
you create a payment schedule, and you can create a payment schedule using any
posted document. Payment schedules are created from documents. Payment
schedules may vary based on the vendor or the kind of goods or services that are
being purchased. You can edit any information on unposted payment schedules, as
well as the interest and number of payments for posted payment schedules.

When you create payment schedules, you select specific accounts to distribute the
interest and principal portions between. The following chart shows what accounts
to use and how they are debited and credited.

Account Debit Credit

Accounts Payable Debited with the scheduled Credited with the total schedule

posting account payment amount, including amount, not including interest,
principal and interest, when an when the payment schedule is
individual payment is posted posted using the Payables
using the Post Payables Scheduled | Scheduled Payments Entry
Payments window. window.

Payables Offset posting | Debited with the total schedule Credited with the scheduled

account amount, not including interest, payment amount, not including
when the payment schedule is interest, when an individual
posted using the Payables payment is posted using the Post
Scheduled Payments Entry Payables Scheduled Payments
window. window.

Interest Expense Debited when you post a payment | Credited with the interest portion

posting account schedule. of the scheduled payment amount

when an individual payment is
posted using the Post Payables
Scheduled Payments window.

For example, if you use the Payables Scheduled Payments Entry window
(Transactions >> Purchasing >> Scheduled Payments) to enter a scheduled payment
with a schedule amount of $2,400.00 using 10% simple interest and 12 monthly
payments, the amount due each month is $220.00.
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When you post the payment schedule, your accounts will be updated using the
following debits and credits.

Account

Debit Amount

Credit Amount

Accounts Payable

$2,400.00

Payables Offset

$2,400.00

When you use the Post Payables Scheduled Payments window (Microsoft
Dynamics GP menu >> Tools >> Routines >> Purchasing >> Post Scheduled
Payments) to post one of the 12 individual payments for $220.00, your accounts will
be updated using the following debits and credits.

Account Debit Amount Credit Amount
Accounts Payable $220.00

Payables Offset $200.00

Interest Expense $20.00

When you pay the vendor $220.00 and use the Payables Manual Payment Entry
window (Transactions >> Purchasing >> Manual Payments) to enter the payment,
your accounts will be updated using the following debits and credits.

Account Debit Amount Credit Amount

Accounts Payable $220

Cash $220

Creating payment schedules

Use the Payables Scheduled Payments Entry window to enter payment schedules.
When you are creating a payment schedule, the information from the original
invoice will appear in several fields in the window.

To create a payment schedule:

1. Open the Payables Scheduled Payments Entry window.
(Transactions >> Purchasing >> Scheduled Payments)

I Payables Scheduled Payments Entry E“El@
B save | & Cear  d7] Post Delete S
Schedule Number SCHEDDOODOO0DODT |23 [ 1) Interest Tppe: (&) Compound O Simple
Schedule Description
Driginal Document Humber 1 Schedule Interest Rate 0.0000c%
Original Document Type Number of Payments
“Wendor [0 Payment Frequency tonthly w
Wendor Name Calculated Payment Amount
Schedule Document Date First Invoice D ocument Date
Schedule Amount First Invoice Due Date
Currency ID
Posting Accounts
Accounts Payable ] >
Payables Offset 3 hd
Interest Expense e >
14 4 ¥ pl| |Schedule Humber v ir e

2. Enter a schedule number and description.
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3. Select the original document number. Default entries will appear in multiple
fields in this window after you have selected a document.

4. Verify the date in the Schedule Document Date field. The default entry comes
from the original invoice and is the general ledger posting date.

5. Enter the schedule amount. The default entry in this field is the total schedule
amount, and it is equal to the amount remaining on the original invoice.

6. Mark either compound or simple interest. Enter the rate in the Schedule Interest
Rate field. If you enter 1, the interest rate will be 1%.

S~ Simple interest is calculated from the first payment rather than the schedule date. If a
payment schedule is created from an existing invoice, the interest is calculated from the
date of the original invoice.

7. Enter the number of payments for the payment schedule.

8. Enter or select the payment frequency. This field is used to define how often
payments will be made.

9. Select the dates, and verify and enter the accounts for the payment schedule.
The default entries are from the original document.

10. Choose Calculate to update the amount displayed in the Calculated Payment
Amount field.

11. Choose Amortization to open the Payables Amortization Schedule window,
where you can view the payment schedule’s amortization schedule and edit the
due date and the payment amount for each line.

12. Choose Save to save the payment schedule or Post to post it.

If you are using vendor approval workflow, the vendor must have the
workflow status of Approved or No Approval Needed before you can post.

If you post the transaction, the Payables Scheduled Payments Posting Journal,
Payables Posting Journal, Distribution Breakdown Register - Detail, and
Distribution Breakdown Register - Summary will print when you close the
window.

Viewing amortization schedules

Amortization schedules are created when you choose the Calculate button in the
Payables Scheduled Payments Entry window. You can view any unposted invoice
within a payment schedule in the Payables Amortization Schedule window. Posted
invoices within a payment schedule can be viewed only by printing the Payables
Amortization Schedule Report.

To view an amortization schedule:

1. Open the Payables Scheduled Payments Entry window.
(Transactions >> Purchasing >> Scheduled Payments)

2. Enter or select a schedule number.
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3. Choose Amortization to open the Payables Amortization Schedule window.

Il Payables Amortization Schedule = | Ead
Schedule Murmber SCHEDOO0D00000M Schedule Amount $4.299E7
Scheduie Desciption | Schedule Interest Fiate | 0.0000% |
Yendar ID | Papment Frequency Monthiy
‘endor Mame | First Invoice Document D ats ‘ 11/10/1938 |
Payment Due Date Payment Amount ‘ Principal ‘ Interest ‘ Principal B alance

~
v
0@

If there is no interest, you can edit the Due Date and Payment Amount fields by
entering the appropriate information in those fields.

4. Choose OK to save the changes.

Posting Payables scheduled payments

Use the Post Payables Scheduled Payments window to post payments. You can post
payments individually or many at one time.

To post a Payables scheduled payment:

1. Open the Post Payables Scheduled Payments window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Purchasing >> Post

Scheduled Payments)
il Post Payables Scheduled Payments
4| Fost Fedisplay | @) Cancel
Range | Schedule Number » @al O From _
Due D ate Cutoft
Display @Al O Marked Mark All Unmak All
Marked | Yendor ID | Sicherhe Numher |oenae [=]
Payment Amount | Description =
-
~
Schedule Mumber - N7

2. Select Vendor ID or Schedule Number.

3. Mark All to view all scheduled payments or enter range restrictions to post a
subset of the available schedule.

4. You can enter a date in the Due Date Cutoff field to restrict the scheduled
payments displayed in the scrolling window to those entered prior to the cutoff

date.
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Choose Display All or Marked. Choosing Marked will limit those payments to
ones that were marked, and choosing All will show both marked and
unmarked payments within the selected range.

Select Schedule Number or Vendor ID from the Sort by dropdown list.

Mark the documents individually if you want to post only specific scheduled
payments. If you want to post all the payments, you can choose the Mark All
option.

Choose Post to post the marked payments.

Close the window. If you chose to post the marked payments, the Payables

Posting Journal, Distribution Breakdown Register - Detailed, and Distribution
Breakdown Register - Summary will print.

Deleting unposted payment schedules

Use the Payables Scheduled Payments Entry window to delete unposted payment
schedules. Posted schedules can’t be deleted.

To delete an unposted payment schedule:

1.

Open the Payables Scheduled Payments Entry window.
(Transactions >> Purchasing >> Scheduled Payments)

Select a payment schedule.
Choose Delete.

A message will ask you to confirm the removal of the payment schedule you're
deleting; choose Yes.

Editing posted payment schedules

You can edit the individual due dates and payment amounts only if there is no
interest applied to a payment schedule.

To edit a posted payment schedule:

1.

4.

Open the Payables Scheduled Payments Entry window.
(Transactions >> Purchasing >> Scheduled Payments)

Select or enter a schedule number.
Enter the interest rate and payment amounts for a posted payment schedule
with interest. If there is no interest, you can also edit the due date and payment

amount.

Choose OK to save the changes.

Voiding posted payment schedules

Posted payment schedules are permanent. If you want to void a payment schedule,
you must post all of the invoices and void each invoice individually. If there are
many payments, you can choose to change the number of payments to one, and
then you can void a single invoice.
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To void a posted payment schedule:

1. Open the Payables Scheduled Payments Entry window.
(Transactions >> Purchasing >> Scheduled Payments)

2. Select or enter a schedule number.

3. Enter 1 as the number of payments.

4. Choose Post to create an open voucher that can be voided.
5. Void each individual invoice.

Refer to Chapter 9, “Transaction maintenance,” for further information on
voiding posted transactions.

6. After you have posted and voided all the individual invoices, you can void the
payment schedule.
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Applying

Applying is the process of assigning specific amounts to pay all or part of a
transaction.

To apply documents if you are using vendor approval workflow, the vendor must have the
workflow status of Approved or No Approval Needed.

Applying is explained in the following sections:

Applying overview

How the apply posting date updates General Ledger
Auto-applying transactions

Applying a specific transaction

Applying a specific amount

Unapplying transactions

Applying overview

You can apply the following types of documents using the Apply Payables
Documents window:

*  Apply credit memos or returns as they’re entered by choosing Apply in the
Payables Transaction Entry window to open the Apply Payables Documents
window.

* Apply manual payments as they’re entered by choosing Apply in the Payables
Manual Payment Entry window to open the Apply Payables Documents
window.

* Apply computer payments as they’re entered by choosing Apply in the Edit
Payables Checks window to open the Apply Payables Documents window.

* Apply posted credit memos, returns, and payments by opening the Apply
Payables Documents window. If you applied a credit memo, return, or payment

to a posted transaction, you also can unapply it using this window.

If the credit memo, return, or payment completely pays off the invoice it's applied to,
these transactions are moved to history when you close this window.
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When you apply documents, a tax rebate is calculated when the following
conditions are met:

You marked Calculate Tax Rebates in the Company Setup Options window
A payment, credit memo, or return is applied to a purchases document
The date of the payment matches the discount date

The terms discount is available

If you entered a withholding vendor using the Company Setup Options window
and the document being applied is subject to withholding, you might encounter the
following restrictions:

¢ The withholding amount is taken when applying two documents. The
withholding amount is taken only if the debit document is fully paid. You can
override this by manually entering a withholding amount.

*  You can't apply a credit document subject to withholding to a debit document
not subject to withholding.

*  You can apply a debit document subject to withholding to any credit document.

*  When you mark the apply check box or you enter an apply, terms taken, or
writeoff amount that fully pays off the debit document, withholding is
calculated and entered in the Writeoff field. When you choose the Writeoff link,
the Additional Purchasing Tax and Writeoff Distributions window displays the
amount being withheld.

How the apply posting date updates General Ledger

If you enter an apply posting date and apply amounts, the amounts are posted to
General Ledger using the date you entered. (The Apply Date field displays the date
you apply a document.) Discounts, writeoffs, realized gains, and realized losses are
posted to General Ledger using the apply posting date.

If you apply amounts, and then change the apply posting date and apply amounts
again, the first amounts are posted to General Ledger using the previous apply
posting date while the latter amounts are posted using the new apply posting date.

For example, if you enter January 15 as the General Ledger apply posting date and
you partially apply a document, the applied amounts are posted using the January
15 date. If you apply the rest of the document on January 20, those amounts are
posted as of the January 20 apply posting date.

Auto-applying transactions

Use the Apply Payables Document window to auto-apply a transaction. Auto-
applying applies the transaction to as many documents as the amount being
applied permits, unless you're using multiple remit-to addresses. If you're using
multiple remit-to addresses for a vendor, payment, credit, and return documents
will be applied to debit documents with the same remit-to address.
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The way that you open the Apply Payables Documents window can have an effect
on how documents are applied, as indicated in the following table.

Open Apply Payables Documents
by...

Effect on remit-to addresses

Choosing Transactions >> Purchasing >>
Apply To

Credits and returns will be applied across remit-to
addresses

Clicking the Apply button in the Edit
Payables Checks window

Credits and returns will be applied only to debit
documents the same remit-to address

If you auto-apply transactions, any discount is taken if the discount is still available
as of the apply date, and if the unapplied amount is large enough to pay off the
transaction. Alternate currencies are applied using the originating amount. If the
transaction balance is zero after applying, the transaction is transferred to history.
When you close the Apply Payables Documents window, the changes to discounts
available, discounts taken, realized gains or losses, rounding, and writeoffs are

posted.

To auto-apply transactions:

1. Open the Apply Payables Documents window.
(Transactions >> Purchasing >> Apply To)

il Apply Payables Documents

Wendar 10 Q
Mame

Apply Date 02/10/2004

Original &mount

Apply to Document Due Date:

Apply Ta Currency 1D Exchange Rate

4 4 » ¥ |by¥endorID

v 0K @k Find |@E] Unapol Auto Apply

Type | Original Document Amt Discount Date | Tems &vailable Temms Taken Writenff

Document Mo, 4 P i)
Document Type: Papment v
Apply From Currency ID
Apply Posting Date 02/10/2004
$0.00 Unapplied Amount $0.00
Amnount Riemsining Al Amount 2
Wiiteoff ¥
Calculation Method Realized Gain/Loss
~
v
@

2. Enter or select a vendor ID.

3. Enter or select the document to apply or unapply.

4. If General Ledger is part of your system, enter the date for the posting date in
General Ledger. Only discounts taken and writeoff amounts are posted.

5. Choose Auto Apply to apply the credit memo, return, or payment to all or as
many documents as the document being applied permits.

The document is applied to documents having the oldest document date or due
date, depending on what’s chosen in the Payables Management Setup window.
Any discount is taken if the discount is still available as of the user date, and if
the unapplied amount is large enough to pay off the transaction.

6. Choose OK to close the window.
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If you entered any Terms Taken or Writeoff amounts, a Payables Apply
Document Journal might be printed when you close the window, depending on
the options you selected in the Posting Setup window.

Applying a specific transaction

Use the Apply Payables Documents window to apply a specific transaction. You can
mark any number of documents until the payment, return, or credit memo is fully
applied.

You also can use this window to unapply any transactions. You might want to
unapply a payment, credit memo, or return if it was applied to the incorrect
document. For example, assume you applied a prepayment to an invoice and then
you decide to return the merchandise; you would unapply the prepayment.

If the transaction balance is zero after applying, the transaction is transferred to
history. To print a check stub with a transaction that has a zero balance after
applying, apply the document using the Edit Payables Checks window. When you
close the Apply Payables Documents window, the changes to discounts available,
discounts taken, realized gains or losses, rounding, and writeoffs are posted.

To apply a specific transaction:

1. Open the Apply Payables Documents window.
(Transactions >> Purchasing >> Apply To)

2. Enter or select a vendor ID.
3. Enter or select the document to apply or unapply.

4. If General Ledger is part of your system, enter the date for the posting date in
General Ledger. Only discounts taken and writeoff amounts are posted.

5. Mark the check box next to each transaction you want this document applied to;
to unapply a document, unmark the check box.

e If the transaction is fully applied, all available discounts are taken.

¢ To apply only a part of a document, enter the amount to apply in the Apply
Amount field. You also can enter amounts in the Terms Taken and Writeoff
fields.

To enter amounts to write off a GST discounts taken (used in Canada and New
Zealand) or a withholding (used in Australia) amount, choose the Terms Taken,
Terms Available, or Writeoff links to open the Additional Purchasing Tax and
Writeoff Distributions window, where you can enter these amounts. Close the
window when you finish.

6. Choose OK to close the window.
You can print an Apply Documents Posting Journal if you entered discount or

writeoff amounts. This audit trail report is optional; you can select to print audit
trail reports when you set up your system.
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Applying a specific amount

Use the Apply Payables Documents window to apply a specific amount. By
applying a specific amount you can apply only a part of a document, or apply a part
of the document to one transaction and a part to another transaction.

If the transaction balance is zero after applying, the transaction is transferred to
history. When you close the Apply Payables Documents window, the changes to
discounts available, discounts taken, realized gains or losses, rounding, and
writeoffs are posted.

To apply a specific amount:

1. Open the Apply Payables Documents window.
(Transactions >> Purchasing >> Apply To)

2. Enter or select a vendor ID.
3. Enter or select the document to apply or unapply.

4. If General Ledger is part of your system, enter the date for the posting date in
General Ledger. Only discounts taken and writeoff amounts are posted.

5. Enter the amount to apply in the Apply Amount field.
6. Choose OK to close the window.

An Apply Documents Posting Journal might be printed if you entered discount
or writeoff amounts. This audit trail report is optional; you can select to print
audit trail reports when you set up your system.

Unapplying transactions

Use the Apply Payables Documents window to unapply a document. Unapplying a
document reverses the entries that applied amounts to the document. You can use
the Apply Payables Document window to unapply a document without voiding it.
If you unapply a credit memo, return, or payment, the current transaction amount
for the debit document is increased. You also unapply amounts when you void a
credit document.

To unapply transactions:

1. Open the Apply Payables Documents window.
(Transactions >> Purchasing >> Apply To)

2. Enter or select a vendor ID.

3. Enter or select the document to unapply.

4. To unapply all the documents in the scrolling window, choose Unapply. To
unapply specific transactions, unmark the check box next to the transactions to
unapply. To unapply specific amounts, delete the amount in the Apply Amount
field. Discount amounts that were applied are unapplied, as well.

When you close the Apply Payables Documents window, the changes to

discounts available, discounts taken, realized gains or losses, rounding, and
writeoffs are posted.
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Customer/vendor consolidations

Over the course of a business relationship, some customers become vendors and
some vendors become customers. You can use Customer/Vendor Consolidations to
transfer information between Receivables Management and Payables Management,
s0 you can create a customer record using information that’s already in your system
in a vendor record, and vice versa.

Using Customer/Vendor Consolidations, you can consolidate balances in payables
and receivables for a single company when you work with that company as both a
customer and a vendor. You can assign relationships between existing customers
and vendors and then apply open debit and credit documents against each other to
consolidate the current balances.

This information is divided into the following sections:

*  Setting up customer/vendor consolidations

o Creating customer/vendor relationships

*  Auto-creating customers or vendors

*  Consolidating customer and vendor documents
¢ Using the cross-module link

Setting up customer/vendor consolidations

Use the Customer/Vendor Consolidation Setup window to create default entries for
Customer/Vendor Consolidations. You can set up default entries for a suspense
account, payables description prefix, next payables document number, and
receivables description prefix.

To set up customer/vendor consolidations:

1. Open the Customer/Vendor Consolidation Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> Company >> Customer/
Vendor Setup)

I Customer/V¥endor Consolidation Setup E]\E|g|
Default Suspense Account 1000-0000-0000-2480-0000 i+
D escription Promotions Payable
Defaults
Payables Description Prefix BALTRAMSFER
Payables Next Doc. Number CONS0000000000001
Receivables Description Prefix BALTRAMNSFER:
Auto-create Customers/endors
WVendors
Default Vendos Class 1D >
1D Option: “endor ID=Customer 1D v
Next Default Vendor D
Customers;
Default Customer Class 1D Q
1D Option: Cuztomer [D=vendar 1D v
Next Default Customer ID
“u

2. Enter or select a posting or allocation account as the default suspense account.
The Description field will contain the default entry from the Account
Maintenance window.
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10.

Enter a payables description prefix. Both this prefix and the receivables
document number will be combined during the consolidation process. This
information will become the transaction description for all the payables
consolidations transactions.

Enter a payables next document number or accept the default entry. If you enter
the number, it must be a number that can be incremented. For example, you
could not use 10008PM because it ends in a letter. You could use PM10008
because it ends in a number.

Enter a receivables description prefix. Both this prefix and the payables
document number will be combined during the consolidation process. This
information will become the transaction description for all the receivables
consolidations transactions.

Verify that the Auto-create Customers/Vendors option is marked. If you mark
this option, you can automatically create a new customer record from an
existing vendor record or a new vendor record from an existing customer
record. If this option isn’t marked, you'll have to create new customer and
vendor records manually.

The information that you enter in this field will replace any information that
might have been entered in the same field in the Refund Checks Setup window.

Select one of these ID options from the drop-down list:

e If you want the vendor IDs to match the customer IDs, select Vendor
ID=Customer ID.

¢ If you want the vendor IDs to be the next available vendor ID, select Vendor
ID=Next Default Vendor ID. You also must enter a default vendor ID to use,
which increments by 1.

The information that you enter here will replace any information that might
have been entered in the same field in the Refund Checks Setup window.

If you marked Auto-create Customers/Vendors, you can enter or select the
default customer class ID. This information is used to automatically add the
default accounts when you use the auto-create capability to create new vendor
records in the Customer/Vendor Relationships window.

Select one of these ID options from the drop-down list:

¢ If you want the customer IDs to match the vendor IDs, select Customer
ID=Vendor ID.

¢ If you want the customer IDs to be the next available customer ID, select
Customer ID=Next Default Customer ID. You also must enter a default

customer ID to use, which increments by 1.

Choose OK to save your changes and close the window.
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Creating customer/vendor relationships

Use the Customer/Vendor Relationships window to link a customer to a vendor or
a vendor to a customer. These relationships will be used when you consolidate the
balances of the customer and vendor.

To create a customer/vendor relationship:

1. Open the Customer/Vendor Relationships window.
(Cards >> Purchasing >> Customer/Vendor)

Il Customer/Vendor Relationships @@@
Customer [0 £.4) Yendor ID £.4) Cunency D 4 Bate Type 1D [
Customner Name Wendor Name
0001 0001 usa ~

v
8o

2. Enter or select a vendor and a customer. You can create more than one
customer/vendor relationship at a time in this window by entering multiple
customers and vendors.

3. Verity that the default currency IDs for both the customer and vendor are the
same. If the default currency is not the functional currency, you must select a
rate type.

If you have Multicurrency Management registered and have entered a default currency
for the customer, the Currency field will display that currency. You can change the
currency.

4. Choose OK to create and save the customer/vendor relationship and close the
window.

Auto-creating customers or vendors

Use the Customer/Vendor Relationships window to automatically create customer
records from existing vendor records and vendor records from existing customer
records. This process will create a new customer or vendor record without changing
the existing record. You must have the Auto-create Customer/Vendors option
marked in the Customer/Vendor Consolidations Setup window. For more
information, refer to Setting up customer/vendor consolidations on page 109.

To auto-create a customer or vendor:

1. Open the Customer/Vendor Relationships window.
(Cards >> Purchasing >> Customer/Vendor)

2. Enter or select a customer or vendor. This procedure requires you to use an

existing customer or an existing vendor, but you don’t need to have both an
existing customer and vendor.
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5.

6.

Verify that the default currency ID is correct. If the currency isn’t the functional
currency, you must select a rate type.

Choose the Create Customer or the Create Vendor button to open the Customer
Maintenance window or the Vendor Maintenance window. The default
accounts come from the class ID that you entered in the Customer/Vendor
Consolidation Setup window.

Make any changes that are needed to the vendor information and choose save.

Choose OK to save the relationship and close the window.

Consolidating customer and vendor documents

Use the Customer/Vendor Consolidations window to create consolidation
documents to transfer the balance for a customer account to the related vendor
account or from the vendor account to the related customer account.

To consolidate customer and vendor documents:

1.

Open the Customer/Vendor Consolidations window.
(Transactions >> Sales >> Customer/Vendor Transactions)

Il Customer/Vendor Consolidations Q@@l
=]

& Ckear |47 Post Freview

Select (3) Customer ) Vendor
Customer 1D 3|

Yendor ID @

Lunrency 1D UsA 0>

Transter Date 02/1042004

(&) Transfer to Payables (O Transfer to Receivables () Consolidate Documents

tark Module
Type Cunency 1D

Document Humber
Due Date

Customer /Y endor At Femaining Transfer Amt

Doe. Date Dise. Date Terms Available Terms Taken

TR

Customer Tatal §0.00 30,00
Wendor Tatal $0.00 $0.00
Net Difference §0.00

Modules >DueDater>Document Number R Status | Unposted

e

Mark Customer to display the customer ID first or Vendor to display the vendor
ID first.

Enter or select the customer or vendor ID. The related customer or vendor will
appear in the window.

Verify the default currency ID that was set up in the Customer/Vendor
Relationships window. You can enter or select the functional currency even if it
isn’t the default currency.

If you select the functional currency, you can view all the transactions including
transactions entered in the alternate currency. For more information on setting

up the default currency for the customer/vendor relationship, refer to Creating
customer/vendor relationships on page 111.
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Accept the default transfer date or enter a different date. If you enter the date, it
must be in an open period in Receivables Transaction Entry and Payables
Transaction Entry.

If you have Multicurrency Management registered for Payables Management
and Receivables Management, the sub-module revaluation must be greater than
the last revaluation date for both the customer and vendor. For more
information, refer to the Multicurrency Management documentation.

Mark to display either the National Account or the Specific Customer view
option. These options will be enabled if the customer ID is the parent of a
national account.

Mark the Receivables option, Payables option, or both options. Then mark the
documents you want to transfer or consolidate. You can view the customer and
vendor transfer totals in the Customer Transfer Total and the Vendor Transfer
Total fields to verify your document transfer.

If you choose Preview, the consolidation document information for both
payables and receivables will be displayed in the Consolidation Transaction
Preview window. The transactions that will be created will be displayed along
with the net charges to the customer’s or vendor’s balance.

Choose Post. Posting will create the consolidation documents and consolidate
the balances in payables and receivables.

Using the cross-module link

You can link the selected receivables consolidation document to the corresponding
payables consolidation document, and you can link the selected payables
consolidation document to the corresponding receivables consolidation document.
Using this capability you can quickly verify information about a specific transaction
in both Payables Management and Receivables Management.

To use the cross-module link

Open the Payables Transaction Inquiry - Vendor window.
(Inquiry >> Purchasing >> Transaction by Vendor)

Il Payables Transaction Inguiry - Vendor E@@

W 0K Redisplay - 5

“Wendor D Q
Narne

Dacuments: by Document Number v (@ Al ) From
Ta:
Include: work Open History

Origin | 1| Document Mumber Typs |Doc Dats | Original Amount Unapplied Amount >
Vousher/Fayment Number DuDale | Disc Date | Transaction Description Cunency 1D

2|

14 4 » bl| |byvendor D - e

2. Select a consolidation document. Consolidation documents will have the prefix

that you assigned in the Customer/Vendor Consolidation Setup window.
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3. Click the Document Number link to open a linked window.
4. Choose the Description expansion button to open the related window.
If the linked window you were viewing was in payables, then the related linked

window would be for receivables. If the linked window you were viewing was
in receivables, then the related linked window would be for payables.
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Multicurrency applying

You can apply and unapply multicurrency transactions using the same windows
and procedures as transactions that involve only one currency, but you should be
familiar with how applying differs when using multicurrency transactions.

This information is divided into the following sections:

»  Existing unapplied credits and auto-applying

*  Currency selections and auto-applying

*  Posted multicurrency transactions

*  Multicurrency transactions applied to manual checks

*  How currency amounts are displayed in the scrolling window
*  Realized gains and losses

¢ Multicurrency rounding during posting

*  Multicurrency auto-applying

*  Multicurrency unapplying

*  Posted multicurrency payment amounts applying overview
o Applying posted multicurrency payment amounts

Existing unapplied credits and auto-applying

You can apply unapplied payments, credit memos, and returns for the selected
vendors to vouchers in the batch. You also can specify the currency in the
documents that are automatically applied. Depending on whether the batch
currency is the functional currency or another currency, the currency field labels
change.

When the batch currency ID is the functional currency, the following information
applies.

Field label Value

Functional currency only Automatically applies only credit documents in the functional
currency

All currencies Automatically applies credit documents in any currency

When the currency ID is another currency, the following information applies:

Field label Value

Batch currency only Automatically applies only credit documents in the same
currency as the batch

Batch and functional currency | Automatically applies credit documents in the same currency as
the batch or in the functional currency

Currency selections and auto-applying

If you're using Multicurrency Management and you automatically apply a
functional currency batch, only documents that also use the functional currency are
applied using the originating amounts for the transaction as the basis for the apply
process. If the functional amounts don’t match, a realized gain or loss is calculated,
and the gain or loss is posted when you close the Edit Payables Checks window.

You can apply the batch currency or functional currency credit documents
automatically only to batch currency or functional currency debit documents.

PAYABLES MANAGEMENT 115




PART 2

TRANSACTIONS

You can print individual computer checks for instances when you wouldn’t enter a
manual payment, or include a check in a computer check run, by using the Edit
Payables Checks window to enter payments for a single voucher or vendor.

When you're creating checks manually and you auto-apply multicurrency
transactions, functional currency checks and credit documents are automatically
applied to functional currency documents. Multicurrency checks are automatically
applied to documents that use the same currency.

When you apply specific multicurrency transactions or amounts, you can apply
functional currency checks to all documents. You can apply other posted credit
documents in the batch or functional currency only to documents using the batch or
functional currency. You can’t apply other posted credit documents in the batch
currency or the functional currency to debit documents that aren’t in the batch or
functional currency.

Information on check stubs and remittance forms is displayed in the originating
currency of the check.

Posted multicurrency transactions

You must post transactions that aren’t in the functional currency before you can
apply them. During the apply process, if the originating amounts for the debit and
credit documents are the same but the functional amounts aren’t the same, a
realized gain or loss is calculated and posted when you close the Apply Payables
Documents window. A realized gain is recognized when the amount applied in the
functional currency is greater than the document’s original amount in the functional
currency. A realized loss is recognized when the amount applied in the functional
currency is less than the document’s original amount in the functional currency.

With revaluation, a realized gain or a realized loss might be reversed when you
apply. If a credit document (credit, return, or payment) that’s been revalued is
applied to a debit document that’s been revalued, and both documents have an
unrealized gain or loss attached to them, the unrealized gain or loss for each
document is reversed and recorded as a realized gain or loss. If a realized gain or
loss is attached to the transaction as a result of revaluating and if, at the time of
settlement, the exchange rate changed from the last revaluation, an additional gain
or loss is realized.

Auto-applying applies the document to as many documents as the amount being
applied permits. If you entered multicurrency transactions, payments, credit
memos, or returns are applied to documents with the same currency ID, using the
originating amounts for the transaction as the basis for the apply process.

When applying a specific transaction or amount for a multicurrency document, the
apply-from and apply-to currencies must be the same, or the apply-to currency
must be the functional currency, to be applied. For functional currency amounts,
you can apply any apply-to document.

Multicurrency transactions applied to manual checks

When you auto-apply multicurrency transactions for checks created manually,
functional currency checks and credit documents are automatically applied to
functional currency documents. Multicurrency checks are applied automatically to
documents that use the same currency.
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When you apply specific multicurrency transactions or amounts, you can apply
functional currency checks to all documents. You can apply other posted credit
documents in the batch or functional currency only to documents using the batch or
functional currency. You can’t apply other posted documents in the batch or
functional currencies to debit documents that aren’t in the batch or functional
currencies.

How currency amounts are displayed in the scrolling
window

In the scrolling window of the Apply Payables Documents window, the Apply
From Currency ID field displays the currency ID of the credit document you're
applying to another document. The currency ID displayed in this field determines
how amounts are shown in the scrolling window, according to the following
currency rules:

¢ If the apply-from currency ID displayed is an originating currency, all amounts
are shown in the originating currencies.

¢ If the apply-from currency ID displayed is your company’s functional currency,
all amounts for that document are in the functional currency as of the most
recent revaluation.

¢ If a document you're applying to is in the functional currency, all amounts for
that document are in the functional currency as of the most recent revaluation.

The documents being applied to are displayed in the currency amounts they will be
applied in. The apply currency depends on the apply-from currency. The apply
currency always is the apply-from currency, except when the document you're
applying from uses a non-functional currency and the document you're applying to
uses the functional currency. In this case, the apply currency is the functional
currency.

Realized gains and losses

In multicurrency transactions, if the originating currency amounts match but the
functional currency amounts don’t match because the payment and debit document
were entered using different exchange rates, a realized gain or loss is calculated and
displayed in the Realized Gain/Loss column in the functional currency. That
amount is posted when you close the window. The Accounts Payable account is the
offset account.

For example, assume that your company’s functional currency is US dollars. You
posted the following invoice in October and the payment in November, both in
euros, using a multiply rate calculation method, as is shown in the following table.

Invoice amount in originating currency 1000EUR
Payment amount in originating currency | 1000EUR
Exchange rate in October 0.6696
Exchange rate in November 0.6734
Invoice amount in functional currency $669.60
Payment amount in functional currency $673.40
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When the payment is applied to the invoice, a realized loss of $3.80 is calculated
because the functional equivalent of the invoice ($669.60) is $3.80 less than the
functional equivalent of the payment ($673.40).

When the realized loss is posted, the Accounts Payable account assigned to the
vendor is credited to offset the Realized Loss account you entered in the
Multicurrency Posting Account Setup window.

Multicurrency rounding during posting

When applying documents, if the originating debit and credit amounts balance but
the functional equivalents don’t balance, the difference is posted to the Rounding
Difference account. This also is true when the functional amounts are zero but
amounts remain in the originating currency.

Multicurrency auto-applying

If you entered multicurrency transactions, payments, credit memos, or returns are
applied to documents with the same currency ID, using the originating amounts for
the transaction as the basis for the apply process. If the originating amounts don’t
match, a realized gain or loss is calculated and the gain or loss is posted when you
close the Apply Payables Documents window.

Multicurrency unapplying

If you void a multicurrency document, any realized gains or losses originally posted
also are reversed. Use the Void Historical Payables Transactions window to void
historical credit transactions and to unapply the vouchers. Use the Void Open
Payables Transactions window to void any transaction or payment that’s been
posted and is unapplied.

Posted multicurrency payment amounts applying
overview

When you apply posted multicurrency payment amounts using the Apply Payables
Documents window, you must specify several options, such as apply posting date
and apply method. The following information more fully explains some of these
options.

Currency ID

When you select a document to apply, the currency ID assigned to that document
appears in the Apply From Currency ID field. This field is the reference for the
documents in the scrolling window you can apply. The exchange rate used to
calculate the functional equivalent is displayed in the scrolling window.

Apply and apply posting dates

If General Ledger is part of your system, you can enter the date for the posting date
in General Ledger. Only discounts taken, writeoff amounts, and realized gain and
loss amounts are posted.

If you enter a posting date and apply amounts, amounts are posted to General
Ledger using the date you entered. If you apply amounts, and then change the
posting date and apply amounts again, the first amounts are posted to General
Ledger using the previous posting date while the latter amounts are posted using
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the new posting date. For example, if you enter January 15 as the General Ledger
posting date and you partially apply a document, the applied amounts are posted
using January 15 as the General Ledger posting date. If you apply the rest of
document using January 20 as the new posting date, those amounts are posted
using January 20 as the posting date.

Apply options
You can choose one of three methods: auto-applying, applying specific transactions,
or applying specific amounts.

Auto-applying Choose Auto Apply to apply the payment, credit memo, or
return to documents that have the same currency ID as the apply-from document.
As many documents that meet the requirement are applied based on the oldest
document date or due date, depending on the selection in the Payables
Management Setup window. If you use Auto Apply, any discounts are taken if the
discount is still available as of the user date, and if the unapplied amount is large
enough to pay off the transaction. Alternate currencies are applied using the
originating amounts.

Applying specific transactions To apply the document to specific
transactions, mark the check box next to each transaction. For functional currency
documents, you can apply any apply-to document. For alternate currency
documents, the apply-from and apply-to currencies must be the same, or the apply-
to currency must be the functional currency to be applied. Continue marking
documents until the credit memo or return amount is fully applied. If you use this
method, all available discounts as of the user date are taken.You also can enter
amounts in the Terms Taken and Writeoff fields.

Applying specific amounts To apply part of the document to one transaction
and part to another transaction, or to apply only part of the document, enter the
amount to apply in the Applied Amount field. For functional currency documents,
you can apply any apply-to document. For alternate currency documents, the
apply-from and apply-to currencies must be the same; or the apply-to currency
must be the functional currency to be applied.

Unapplying

To unapply all the documents in the scrolling window, choose Unapply. To unapply
specific transactions, unmark the check box next to the transactions to unapply. To
unapply specific amounts, delete the amount in the Apply Amount field. Discount
amounts that were applied also are unapplied. If the originating amounts match but
the functional amounts don’t match because the payment and debit document were
entered using different exchange rates, a realized gain or loss is calculated and
displayed in the Realized Gain/Loss column in the functional currency. That
amount is posted when you close the window, and the Accounts Payable account
the offset account.

Example

Your company’s functional currency is US dollars. You posted the following invoice
on October 4 and the payment on November 11, both in euros, using a multiply rate
calculation method, as is shown in the following table.
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Invoice amount entered in 1000 EUR
originating currency

Exchange rate on October 4, 2004 0.6696
Invoice amount in functional currency $669.60
Exchange rate on November 11, 2004 0.6734
Payment amount in functional currency $673.40

When the payment is applied to the invoice, a realized loss of $3.80 is calculated
because the functional equivalent of the invoice ($669.60) is $3.80 less than the
functional equivalent of the payment ($673.40) When the realized loss is posted, the
Accounts Payable account assigned to the vendor is credited to offset the Realized
Loss account you entered in the Multicurrency Posting Account Setup window.

If the transaction balance is zero after applying, the transaction is transferred to history.
When you close the Apply Payables Documents window, the changes to discounts available,
discounts taken, realized gains or losses, rounding, and writeoffs are posted.

Applying posted multicurrency payment amounts

Use the Apply Payables Documents window to apply payments, prepayments,
credit memos, and returns that use alternate currencies. Multicurrency transactions
not in the functional currency must be posted before you can apply them.

If you applied a credit memo, return, or payment to a posted transaction, you also
can use this window to unapply it. You might want to unapply a payment, credit
memo, or return if it was applied to the incorrect document. For example, assume
you applied a prepayment to an invoice and you then decide to return the
merchandise. You would unapply the prepayment.

To apply a posted multicurrency payment amount:

1. Open the Apply Payables Documents window.
(Transactions >> Purchasing >> Apply To)

2. Enter or select a vendor ID, and enter or select the document to apply or
unapply.

3. Enter an apply posting date (optional).

To enter amounts to write off a GST discounts taken (used in Canada and New
Zealand) or write off a withholding (used in Australia) amount, choose the
Terms Taken, Terms Available, or Writeoff links to open the Additional
Purchasing Tax and Writeoff Distributions window, where you can enter these
amounts. Close the window when you finish.

4. Apply the document.

The multicurrency version of the Apply Documents Posting Journal might be
printed if you entered discount or writeoff amounts. This option is set up in the
Posting Setup window. This audit trail report is optional; you can select to print
audit trail reports when you set up your Microsoft Dynamics GP system.
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Part 3: Inquiries and reports

With Payables Management, you can view important information about vendor
activity on-screen using the inquiry windows. These windows provide detailed and
summarized Payables Management information.

You also can use Payables Management reports as records of vendors when you edit
setup or transaction entries, and to find aging, posting, and history information.

This information is divided into the following chapters:

¢ Chapter 15, “Inquiries,” explains how to view important information about
vendor activity and payables transactions.

e Chapter 16, “Reports,” shows you how to use Payables Management reports to
analyze vendor activity and identify errors in transaction entry.
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Analyzing vendor records and transactions is an important part of your Microsoft
Dynamics GP system. You can view important information about vendor activity
on-screen using the Inquiry windows, which provide detailed and summarized
Payables Management information.

Payables inquiry information is divided into the following sections:

e Multicurrency inquiries

*  Reporting currency

*  Viewing vendor information

o Viewing vendor purchasing information

»  Viewing vendor period activity

*  Viewing vendor yearly activity

o Viewing payables summary information

*  Viewing payables transaction detail information
*  Viewing vendor transaction information

o Viewing payables documents as they originally were entered
o Viewing payables payment entries

*  Viewing payables applied amounts

Multicurrency inquiries

While viewing information using certain Payables Management windows, you can
view multicurrency amounts in the originating, functional, or reporting currency.
Choose View >> Currency >> Functional, Originating, or Reporting while viewing
an inquiry window. The option is saved on a per user, per window basis.

You also can use the currency list button in the windows that support changing the
currency view. The View menu and currency list button are available in the
following Payables Management windows:

e Payables Payment Terms Zoom

Payables Payments Zoom

Payables Transaction Entry Zoom
Payables Transaction Inquiry - Document
Payables Transaction Inquiry - Vendor

The first time you open these windows after registering Multicurrency
Management, transactions are displayed in the originating currency. If you change
the currency view, the option you used last is the default view the next time you
open that window.

Reporting currency

A reporting currency converts functional or originating currency amounts to
another currency on inquiries and reports.
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During the reporting currency setup in Multicurrency Management, you must set
up a reporting currency and enter a default exchange rate and rate calculation
method. Depending on how your system is set up, you might be able to override the
default reporting currency exchange rate or rate calculation method on inquiries
and reports. To change the default reporting currency exchange rate, choose

View >> Currency >> Modify Reporting Rate to open the Modify Reporting Rate
window.

See the Multicurrency Management documentation for more information about
reporting currency.

Viewing vendor information

Use the Vendor Inquiry window to view demographic and other account
information you entered for a particular vendor record using the Vendor
Maintenance window.

To view vendor information:

1. Open the Vendor Inquiry window.
(Inquiry >> Purchasing >> Vendor)

B vendor Inquiry E\E\@
File Edt Tooks Help sa Fabrikam, Inc. 4/12/2017
v 0K
Werndor D I £ Status
Narne: Class ID
Short Hame
Check Name
Primary &ddress
Addiess ID =
Contact Phone 1
Addiess Phane 2
Phone 3
Fax
City
State
2ZIP Code Tax Schedule
Country Code Shipping Methad
Country UPS Zone
Address [Ds: Wendor Account
Purchase
Remit ko Comment 1
Ship From Comment 2
4 4 » plbyVendoriD v @

2. Enter or select a vendor ID.

3. To open the Vendor Inquiry Options window, where you can view the
additional options entered for the vendor in the Vendor Maintenance Options
window, choose Options.

There are no inquiry windows you can view from this window. However, you
can choose the Vendor ID link to open the Vendor Maintenance window, where
you can make changes to the vendor record.

Viewing vendor purchasing information

Use the Vendor Credit Summary Inquiry window to decide when to pay a vendor,
or when you're checking on the current balance total. This window displays
financial information about the purchases you made from the selected vendor.
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The current balances fields and the aging period information were updated as you
entered and posted transactions for each vendor. If you marked Age Unapplied
Credit Amounts in the Payables Management Setup window, unapplied credit
amounts also were included in the aging process.

To view vendor purchasing information:

1. Open the Vendor Credit Summary Inquiry window.
(Inquiry >> Purchasing >> Vendor Credit)

I Vendor Credit Summary Inquiry. EI@'E'
AT
Wendor D <y Curtent Balance
Narme: On Order
Number Date Amount
Last Check.
Last Inwoice
Balance Unpaid Finance Charges
Unapplied Payment First Purchase Date:
Highest Balance Days for Checks to Clear
Aging Period Amount Average Days to Pay
*~ “ear to Date
Life to Date:
Humber of Paid Irvoices:
‘rear to Date
Life to Date
v
14 4 ¥ M| byVendo D v iy e

2. Enter or select a vendor ID.

To open the Payables Transaction Inquiry - Vendor window, which displays a
list of transactions entered, choose the following links:

¢ Unpaid Finance Charges
e Unapplied Payment

e Aging Period
¢ Amount

Viewing vendor period activity

Use the Vendor Period Summary Inquiry window to analyze trends in purchasing
activity over a number of fiscal periods.

You can view purchasing activity with a vendor by fiscal or calendar period.
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To view vendor period activity:

1. Open the Vendor Period Summary Inquiry window.
(Inquiry >> Purchasing >> Vendor Period)

i | Vendor Period Summary Inquiry Q‘El@

AT

Vendor 1D 2
Hame

Display: & Calendar O Fiscal Year 2004|  Month/Period 4 20

Amount Billed Terre: Dise Avail

Amount Paid Terrmns Disc Taken

1093 Amount Tems Disc Lost
‘withholding

Firnance Charge Number of Finance Charges
“ritenffs Number of Irvoices
Retums:

Trads Discounts

4 4 » | [byVendoriD v i@

2. Enter or select a vendor ID.

To open the Vendor Maintenance window, where you can make changes to the
vendor record, choose the Vendor ID link.

Viewing vendor yearly activity

Use the Vendor Yearly Summary Inquiry window to compare your purchasing
pattern for the current year, last year, and life to date for a particular vendor. You
can select one of the following summary views:

Amounts Since Last Close Displays current summary amounts for the
selected vendor.

The information that is displayed in the Vendor Yearly Summary Inquiry window
when you select Amounts Since Last Close in the Summary View list might not
represent actual fiscal year totals if you close the fiscal year before or after the last
day of the fiscal year. For example, the amounts in the Year to Date column might
continue to increase as transactions are posted after the last day of the fiscal year;
then when you close the fiscal year, the amounts in the Last Year column will
include those transactions posted after the last day of the fiscal year that you closed.

Fiscal Year Displays summary amounts for the selected vendor for the fiscal year
you enter.

Calendar Year Displays summary amounts for the selected vendor for the
calendar year you enter.

Closing the fiscal year will not affect the information that is displayed in the Vendor
Yearly Summary Inquiry window when you select Fiscal Year or Calendar Year in
the Summary View list. The amounts displayed for those selections are dependent
on the year and periods you enter to display.
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1. Open the Vendor Yearly Summary Inquiry window.
(Inquiry >> Purchasing >> Vendor Yearly)

I Vendor Yearly Summary Inquiry E‘E‘@

L &
Wendor ID 3
Marme: %
Summary Yiew Amaunts Since Last Close v

‘f'ear to Date Lastrear Life to Date

Amount Billed
Amount Paid
1033 Amount
“Withhalding
Tems Disc Avail
Terms Disc Taken
Terms Dise Lost
Finance Charges
Witeoffs
Retums
Trade Discounts
No. Finance Charges
Mumber Invoices
14 4 » pl| byVendorID v {r @

2. Enter or select a vendor ID.

3. Selecta summary view. The default summary view was selected in the Payables
Management Setup window.

4. If you selected either Fiscal Year or Calendar Year as the summary view, enter a
valid fiscal year or calendar year to view information for. Then, mark to view
information for all periods, or enter a range of periods.

5. Choose Calculate to redisplay the information according to your settings.

6. To print the Vendor Financial Summary Report, which includes the information

you're currently viewing using the Vendor Yearly Summary Inquiry window,

choose File >> Print.

Viewing payables summary information

Use the Payables Summary Inquiry window to view the total number of documents
for each of the document types in Payables Management, along with the total
amount for each type. This inquiry might be useful when comparing the original
amounts for each document type with the unapplied amounts.

The current balance fields and the aging period information were updated as you
entered and posted transactions for each vendor. If you marked Age Unapplied
Credit Amounts in the Payables Management Setup window, unapplied credit
amounts also were included in the aging process.
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To view payables summary information:

1. Open the Payables Summary Inquiry window.
(Inquiry >> Purchasing >> Payables Summary)

I Payables Summary Inquiry ._‘@‘E‘
A Calculste =1
Vendors | byVendor ID v®a O Fom | [

To | 21
Number Type Original Amount Unapplied &mount
Invaice
Finance Charge
Misc Charge
Return
Credit Memo
Payment
Accounts Payables Balance
Paiind | famount
~
v
(7]

2. Select an option and enter range of vendor IDs to display information in the
window.

Viewing payables transaction detail information

Use the Payables Transaction Inquiry - Document window to view unposted
(work), posted (open), and paid transactions (history) by document type.

To view payables transaction detail information:

1. Open the Payables Transaction Inquiry - Document window.
(Inquiry >> Purchasing >> Transaction by Document)

Il Payables Transaction Inquiry - Document (= B[]
AT Redisplay - 5
Docurments: by Document Date v O al @ From 02/10/2004
To: 12/3142004
Origin ‘DocumentNumber |Type |Doc.Dale [vendor D ‘DnginalAmount |k
VoucherFayment Number |DueDate | Dise Date | Unapplied smount | | Currency 1D |#
~
v
{r @

2. Select an option and enter a range of documents to limit the view.

3. To print a report of the information displayed in this window, choose File >>
Print.
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Viewing vendor transaction information

Use the Payables Transaction Inquiry - Vendor window to view unposted, posted,
and paid transactions by vendor.

To view a vendor’s transaction information:

1. Open the Payables Transaction Inquiry - Vendor window.
(Inquiry >> Purchasing >> Transaction by Vendor)

il Payables Transaction Inguiry - Yendor, g@g|
OK Fiedisplay - 5
Wendar 1D Q
Mame
Duocurents: by Dacument Number v @ Al O From
Ta:
Include: Yotk Open Histary
Origin | IC| Document Wumber Type |Doc. Date Original Amount Unapplied Amount >a
Woucher/Payment Number Due Date Disc. Date Transaction Description Currency 1D ¥
~
hd
14 4 » M| byVendwID A iy e

2. Enter or select a vendor ID. The transactions for the vendor appear in a scrolling
window. (When viewing transactions using this window, a voided document
has an asterisk next to the document’s origin in the scrolling window.)

3. Select an option and enter a range of documents to limit the view.
4. Specify whether to view documents in the work, open, or history tables.

5. To print a report of the information displayed in the Payables Transaction
Inquiry - Vendor window, choose File >> Print.

Viewing payables documents as they originally were
entered

All the inquiry windows except for the Payables Summary Inquiry window use
links so you can view the information entered when a vendor record, transaction, or
payment was added, or when a transaction or payment was applied.

For example, you can select a vendor ID in the Vendor Inquiry window, then open
the Vendor Maintenance window to view the posting accounts, vendor addresses,
and other information entered when the record was created.

To view a payables document as it originally was entered:

1. Open the Payables Transaction Inquiry - Document or the Payables Transaction
Inquiry - Vendor window.
(Inquiry >> Purchasing >> Transaction by Document or Transaction by Vendor)

2. If you're using the Payables Transaction Inquiry - Vendor window, enter or
select a vendor ID to display information in the window.
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3. Select a transaction in the scrolling window and choose either the Document
Number or Voucher/Payment Number link. The Payables Transaction Entry
Zoom window opens.

Il Payables Transaction Entry Zoom Eﬂi\@
v 0K | S Bt A
Waucher Mo, 00000000000000074 ] % Batch 1D BEG BAL
Document Type Irvoice Intercompany Doc. Date B¢/26/2003 >
Description MEALS/ENT-SERVICE Date Voided 040/0000
P.0. Number
Vendor ID ACETRAVENDDT Currency D Z-U5%
Name A Trawel Company Document Number 1000
Address 1D PRIMARY Shipping Method OWERNIGHT
Remit-To 1D Tax Schedule 1D COMPANYPUR £l
Payment Terms Net 30 >
1093 Amant $0.00
Purchases $548.07
Trade Discaunt $0.00 Total Payments $600.00
Freight $0.00 Terms Disc Taken $0.00
Miscellaneous $0.00 On Account $57.68
Tax $10961 | >
Total $657.68
Revabiation |( #pply | Distibuions |

The transaction as it was originally entered is displayed. You can open several
other windows from the Payables Transaction Entry Zoom window, as is listed
in the following table:

Field or button Window that opens
Document Date expansion button Payables Date Entry Zoom
Payment Terms expansion button Payables Payment Terms Zoom

Currency ID expansion button (if you're using | Exchange Rate Entry Zoom
Multicurrency Management and the
transaction was entered in a foreign currency)

Tax Schedule ID expansion button Payables Tax Schedule Zoom

Tax expansion button Payables Tax Inquiry

Revaluation button Payables Transaction Revaluation Zoom
Apply button Payables Apply Zoom

Distributions button Payables Distribution Zoom

Viewing payables payment entries

Use the Payables Payments Zoom window to view all the entries originally made
for a payment entered using the Payables Manual Payments window or the Edit
Payables Checks window.

To view payables payment entries:

1. Open the Payables Transaction Inquiry - Document or the Payables Transaction
Inquiry - Vendor window.
(Inquiry >> Purchasing >> Transaction by Document or Transaction by Vendor)

2. If you're using the Payables Transaction Inquiry - Vendor window, enter or
select a vendor ID to display information in the window.

3. Select a transaction in the scrolling window whose origin is history and choose
the Document Number or Voucher /Payment Number link.
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The Payables Payments Zoom window or Payables Transaction Entry Zoom
window opens, depending on the transaction you selected.

5 Payables Transaction Entry Zoom (=13
v Ok | S Pint [
“oucher No 00000000000000074 B k Batch ID BEG BAL
Document Type | Irwoice Intercampany Doc. Date 6/26/2003 >
Description MEALS/ENT-SERVICE Date Woided 0/0/0000
P.0. Humber
Wendor D ACETRAVEODM Currency D Z-US$
Name & Travel Company Document Number | 1000
Address 1D PRIMARY Shipping Method OVERNIGHT
Femit-To D Tax Sehedule 1D COMPENYPUR Y
Payment Terms | Net 30 B
1099 Amount $0.00
Puichases $542.07
Trade Discount 50.00 Total Payments $500.00
Freight $0.00 Terms Disc Taken $0.00
Miscellaneous $0.00 On Account $57.68
Tax $10961 |3
Total $657.68
Revaustion || Apply ][ Distibutions |
L @

The payment as it was originally entered is displayed. You can open several
other windows from the Payables Payments Zoom window as listed in the
following table:

Field or button Window that opens

Date expansion button Payables Date Entry Zoom

Revaluation button Payables Transaction Revaluation Zoom
Apply button Payables Apply Zoom

Distribution button Payables Distribution Zoom

See Viewing payables documents as they originally were entered on page 129 for
information about the windows available from the Payables Transaction Entry
Zoom window.

Viewing payables applied amounts

Use the Payables Apply Zoom window to view all the documents applied to a
particular document.

All the inquiry windows except for the Payables Summary Inquiry window use
links so you can view the information entered when a vendor record, transaction, or
payment was added, or when a transaction or payment was applied.

To view payables applied amounts:

1.

Open the Payables Transaction Inquiry - Document or the Payables Transaction
Inquiry - Vendor window.
(Inquiry >> Purchasing >> Transaction by Document or Transaction by Vendor)

If you're using the Payables Transaction Inquiry - Vendor window, enter or
select a vendor ID to display information in the window.
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3. Select a transaction in the scrolling window and choose the Unapplied Amount
link. The Payables Apply Zoom window opens.

Il Payables Apply Zoom
Woucher Number 00000000000000003 “Wendor D
Document Number AMERON Name | |
Document Type Irevoice
Document Amaurnt $4.299.67|  Cunency ID usa
Document Number Type Doc. Date  Original Amount Applied Amount ’;l
Voucher/Pymt Number DueDate  Disc. Date  Transaction Desciption CurencyD | ¥|
Py
v
Amount Remaining 4429967
L@

4. Choose OK to close the window when you finish.
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You can use Payables Management reports to analyze vendor activity and identify
errors in transaction entry. Use this information to guide you through printing
reports, and working with report options. For more information about creating and
printing reports and the various reporting tools that you can use with Microsoft
Dynamics GP, refer to your System User’s Guide (Help >> Contents >> select Using

The System).

Reports information is divided into the following sections:

*  Payables Management standard report summary

*  Specifying a Payables Management report option

*  Microsoft SQL Server® Reporting Services reports for Payables Management

Payables Management standard report summary

You can print several types of reports using Payables Management. Some reports
automatically are printed when you complete certain procedures; for example,
posting journals can automatically be printed when you post transactions,
depending on how your posting options are set up. You can choose to print some
reports during procedures; for example, you can print an edit list when entering
transactions by choosing the Print button in the batch entry window. In order to
print some reports, such as analysis or history reports, you must set up report
options to specify sorting options and ranges of information to include on the
report. For more information, see Specifying a Payables Management report option on
page 135. Reports printed using Purchase Order Processing are printed using many
of the same windows. See the Purchase Order Processing documentation for
information about reports printed in that module.

The following table lists the report types available in Payables Management and the
reports that fall into those categories:

Report type

Report

Printing method

Setup reports (Reports
>> Purchasing >> Setup/
Lists)

Vendor Summary List*t

Vendor Setup List

Vendor Addresses List

Vendor Financial Summary
Report*t

Payables Management Setup List
Classes Setup List

Quick Vendor Setup List

Choose File >> Print in the setup
windows or create report
options in the Purchasing Setup
Reports window.

Trial Balance Reports
(Reports >> Purchasing
>> Trial Balance)

Aged Trial Balance*t

Aged Trial Balance with Optionst
Historical Aged Trial Balance*t
Quick Aged Trial Balancet

Create report options in the
Payables Trial Balance Reports
window.

Analysis reports
(Reports >> Purchasing
>> Analysis)

Vendor Summary (Summary)t
Vendor Period Analysis (Period)t
Cash Requirementst

Vendor Year-To-Date Summary
(Calendar Year)t

Create report options in the
Purchasing Analysis Reports
window.

* Indicates reports that you can print with multicurrency information displayed.
T Indicates reports that you can assign to named printers. See “Printers” in the System
Administrator’s Guide (Help >> Contents >> select System Administration) for more information.
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Report type

Report

Printing method

Check Information
(Reports >> Purchasing
>> Check Information)

Vendor Check Register
Check Distribution

Create report options in the
Check Information Reports
window

Posting reports (Reports
>> Purchasing >>
Posting Journals)

Payables Transaction Posting
Journal*t

Manual Payments Posting
Journal*t

Computer Checks Posting
Journal*t

Distribution Breakdown Register*t
Apply Documents Posting
Journal*t

Void Historical Payables
Transactions Posting Journal*t
Void Open Payables Transactions
Posting Journal*t

Computer Check Register*t
(Checks Journal)

Transaction Check Register*t
(Checks Journal)

Choose File >> Print in the
window you use to complete the
procedure. Some are printed
when you complete the
procedure.

History reports (Reports
>> Purchasing >>
History)

Distribution History - Detail Report
Distribution History - Summary
Report

Transaction History - Detail Report*
Transaction History - Summary
Report*

Transaction Distribution History
Report

Vendor Check Register*

Create report options in the
Purchasing History Reports
window.

Edit lists

1099 Edit List

Computer Checks Edit List*
Manual Payments Edit List*
Payables Transaction Edit List*
Void Historical Transactions Edit
List*

Void Open Payables Transactions
Edit List*

Choose File >> Print in the
window you used to complete
the procedure.

1099 reports

Vendor 1099 Details Monthly
Report

Vendor 1099 Details Yearly Report
Update 1099 Information Preview
Report

Update 1099 Information Audit
Report

Choose File >> Print in the 1099
Details window or the Update
1099 Information window.
Choose Process in the Update
1099 Information window to
print the Update 1099
Information Audit Report.

Utility reports

GL Distribution Removal

Payables Hold Journal*

Reconcile Balances Report
Transaction History Removal
Report*

Vendor Mass delete Report
Payables Calendar/Fiscal Summary
Removal Report

These reports are printed when
you complete the corresponding
procedure.

Processing reports

1099 Statements

Payables Currency Summary
Aging Report*

Year-End Closing Report

These reports are printed when
you complete procedures.

* Indicates reports that you can print with multicurrency information displayed.
T Indicates reports that you can assign to named printers. See “Printers” in the System
Administrator’s Guide (Help >> Contents >> select System Administration) for more information.
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Report type Report Printing method

Inquiry reports Transaction Inquiry* Choose File >> Print in the
Payables Summary Inquiry Journal | corresponding inquiry window.
Transaction by Document Inquiry*

* Indicates reports that you can print with multicurrency information displayed.
T Indicates reports that you can assign to named printers. See “Printers” in the System

Administrator’s Guide (Help >> Contents >> select System Administration) for more information.

Specifying a Payables Management report option

Report options include specifications for sorting options and range restrictions for a
particular report. In order to print several Payables Management reports, you must
first create a report option. Each report can have several different options so that
you can easily print the information you need. For example, you can create report
options for the Trial Balance that show either detailed or summary information.

A single report option can’t be included in multiple reports. If you want identical options for
several reports, you must create them separately.

Use the Purchasing report options windows to create sorting, restriction, and
printing options for the reports that have been included with Payables
Management.

To specify a Payables Management report option:
1.  Open a Purchasing reports window. There are separate windows for each report
type.
(Reports >> Purchasing >> Setup /Lists)
(Reports >> Purchasing >> Trial Balance)
(Reports >> Purchasing >> Analysis)
(Reports >> Purchasing >> Check Information)
(Reports >> Purchasing >> Posting Journals)
(Reports >> Purchasing >> History)
(Reports >> Purchasing >> Groups)

2. Select a report from the Reports list.

3. Choose New to open the report options window. Your selection in step 2
determines which report options window appears.

4. Name the option and enter information to define the option. The name you
choose for the option won't appear on the report. The selections available for
defining report options vary, depending on the report type you've selected.

5. Enter range restrictions. The Ranges list shows the available options for each
report. The available ranges vary, depending on the type of report.

You can enter only one restriction for each restriction type. For instance, you can insert
one Vendor ID restriction (Associat0001 to Teleconn0001) and one Vendor Class
restriction (CAN-ALL-C to USA-US-C).

6. Choose Insert to insert the range in the Restrictions list. To remove an existing
range from the list, select the range and choose Remove.
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7. Choose Destination to select a printing destination. Reports can be printed to
the screen, to the printer, to a file, or to any combination of these options. If you
select Ask Each Time, you can select printing options each time you print this
report option.

8. To print the report option from the report options window, choose Print before
saving it. If you don’t want to print the option now, choose Save and close the
window. The report window will be redisplayed.

Microsoft SQL Server® Reporting Services reports for
Payables Management

You can view Payables Management Reporting Services reports from the Reporting
Services Reports list. If you are using Reporting Services 2008, Purchasing metrics
for your home page also appear in the Reporting Services Reports list. You can
access the Reporting Services Reports list from the navigation pane or from an area
page in the Microsoft Dynamics GP application window. This report list appears if
you specified the location of your Reporting Services reports using the Reporting
Tools Setup window. See your System Setup Guide (Help >> Contents >> select
Setting up the System) for more information.

The following Reporting Services reports are available for Payables Management.
Aged Trial Balance — by Document Date Historical Aged Trial Balance

Aged Trial Balance Details Subreport —by  Transaction Detail
Document Date

Cash Requirements Vendor Summary

To print a Payables Management Reporting Services

report:

1. In the navigation pane, choose the Purchasing button, and then choose the
Reporting Services Reports list.

2. Mark the Payables Management report that you want to print.
3. Inthe Actions group, choose View to open the Report Viewer.

4. In the Report Viewer, select the specifications for the report and choose View
Report.

5. After viewing the report, select a format and print the report.
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Part 4: Utilities and routines

This part of the documentation explains how to maintain Payables Management

data. Be sure to back up your accounting data before performing procedures that
remove historical data from your system. See the System Administrator’s Guide

(Help >> Contents >> select System Administration) for more information.

The following topics are discussed:

e Chapter 17, “Utilities,” explains how to reset balance totals or delete a group of
vendors or history. Once you decide how much historical information is
necessary, you can remove the information you no longer need.

e Chapter 18, “Routines,” describes routine procedures you should complete at
the end of either your calendar or fiscal year.
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There might be times when you need to reset balance totals, or delete a group of
vendors or history.

Payables utilities information is explained in the following sections:

*  Reconciling payables accounts

®  Deleting a group of vendor cards

s Modifying 1099 information for a range of vendors and transactions
*  History removal overview

*  Removing transaction history

*  Removing distribution history

*  Removing period history

*  Removing journal history

*  Removing Intrastat history

*  Removing tax history

Reconciling payables accounts

Use the Reconcile Payables Accounts window to reset the unapplied payments,
unpaid finance charges, and current balance totals in the Vendor Credit Summary
window to reflect the posted payments and transactions.

You might reconcile a current year to ensure the amounts on an aged trial balance

report match the amounts on vendor lists. You can reconcile the summary amounts,

fiscal-year amounts, or calendar-year amounts:

e If you reconcile summary amounts, unapplied payments, unpaid finance
charges, current balance totals, and on-order amounts are reconciled for the

selected range.

e If you reconcile fiscal-year amounts, fiscal-year period summary information is
reconciled for the year you enter.

* If you reconcile calendar-year amounts, calendar-year period summary
information is reconciled for the year you enter. You can reconcile all amounts,

only 1099 amounts, or all amounts except 1099 amounts.

Running reconcile in certain circumstances can result in your data being inaccurate.
These situations include:

*  When transaction history has been removed for the selected year
*  When history wasn’t kept for the selected range

* When a payment that crossed calendar years and that was applied to an invoice
with a 1099 amount has been voided
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If you are using vendor approval workflow, you can reconcile the workflow status
and priority for active and inactive vendor records. This option is available if
Workflow is activated and you have marked the Reconcile option.

Before reconciling, back up all your company’s accounting data. See the System
Administrator’s Guide (Help >> Contents >> select System Administration) for more
information about making backups.

To reconcile payables accounts:

1. Open the Reconcile Payables Accounts window.
(Microsoft Dynamics GP menu >> Tools >> Utilities >> Purchasing >>
Reconcile)

B Reconcile Payables Accounts E”E‘El

Eile  Edit Tools Help sa Fabrikam, Inc. 4/12j2017

v ®al O Fom
Ta

Fieconcile
@ Summary
O Fiscalvear
(O Calendar vear
(O Batches
O workflow Status

Options
Recaoncile Print Repart

2. Select an option and enter a range, or mark All.

3. Mark whether to reconcile summary, fiscal-year, calendar-year amounts or
workflow status, if you are using vendor approval workflow. If the vendor has
no transaction history or open records, the vendor’s period summary
information will be zeroed.

If you mark Fiscal Year or Calendar Year, enter a year for which to reconcile the
summary information against the detail information.

If you mark Calendar Year, mark whether to reconcile all amounts, only 1099
amounts, or all amounts except 1099 amounts.

4. Mark Print Report to print a Reconcile Balances Report, which lists the vendor
records and the unapplied payments, unpaid finance charges, and current
balances that were reconciled during the process.

Mark Reconcile to reconcile the amounts for the vendors you selected.
N To print the Reconcile Balances Report to verify the information before reconciling,
@ mark only Print Report. If you are reconciling workflow status, the Vendor Status

Reconcile Error Report is printed.

5. Choose Process to print the Reconcile Balances Report, reconcile amounts, or
both.
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Deleting a group of vendor cards

Use the Mass Vendor Delete window to remove multiple vendor cards in one step.
To delete any vendor card, it must first meet several conditions. A vendor card can’t
be deleted if it contains any of the following information:

* A current balance

A 1099 amount for the current year (United States only)

Unposted and posted transactions

* An Active or Inactive vendor status and transactions in the history table

You can delete temporary vendor cards even if they have historical transactions.

If you aren’t sure whether you can delete vendor cards, you can find out whether
they have any balances or transactions in history by printing a Vendor Mass Delete
Report or by printing a Payables Transaction History Removal Report without
removing historical information. The cards appear as deleted on the report but they
aren’t actually deleted until you complete the process.

To delete a vendor record with a workflow status of Pending Approval, you must
be the current approver of the vendor card or you have permission to act on the
tasks of other users during the vendor approval process.

If you find that transaction history is being kept for the vendor cards you're
planning to delete, you must remove history before deleting them. See History
removal overview on page 143 for more information. If you don’t want to remove the
history, you can choose to inactivate the vendors. See Inactivating a vendor card on
page 43 for more information.

If the vendor cards you're planning to delete have current balances or 1099
amounts, you must wait to delete them until after you close the year. See Closing a
calendar year on page 155 for more information about closing a calendar year.

To delete a group of vendor cards:

1. Open the Mass Vendor Delete window.
(Microsoft Dynamics GP menu >> Tools >> Utilities >> Purchasing >> Mass
Vendor Delete)

Range |byVendor D v Oal @ Fom

Il Mass Vendor Deleie L E
%
4

To
Print Report

S0

2. Select an option and enter a range, or mark All.
3. Mark Print Report.
You can print a Vendor Mass Delete Report for the vendor cards you chose to

delete by choosing File >> Print before deleting. If the range includes cards you
don’t want to delete, redefine the range you created.
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4. Choose Process to delete the selected cards. If you selected to print the report,
the Vendor Mass Delete Report is printed after the process is complete.

Vendor cards in the range that don’t meet the criteria for deletion are not
removed.

Modifying 1099 information for a range of vendors
and transactions

Use the Update 1099 Information window to change the 1099 statement box number
and tax type for a range of vendors, for a range of 1099 transactions, or both. If you
change 1099 transaction information, that information is updated for transactions in
both the Open and History tables. Using this window affects only 1099 vendors and
transactions that include 1099 amounts.

To modify 1099 information for a range of vendors and
transactions:

1. Open the Update 1099 Information window:
(Microsoft Dynamics GP menu >> Tools >> Utilities >> Purchasing >> Update
1099 Information)

-] Update 1099 Information Q@@

Fle Edt Took  Help sa Fabrikam, Inc. 4j12j2007
Updats: (& fiendar () 1093 Transactions O Vendor and 1099 Transactions

Fram Tao

Tax Type Al v Tax Type Dividend v

1099 Box Mumber | &l ~ 1099 Box Mumber 1aOrdinary Dividends ~ »

Ranges:  |Wendor ID ~ | From: 5]
To Q
&850

2. Select the type of information to update. Select Vendor to modify the default
1099 form type (tax type) or 1099 box number on the vendor cards for the
selected range of vendors. The corresponding information on transactions for
vendors in the selected range will remain unchanged.

To modify the tax type or 1099 box number for a range of transactions while
leaving information on vendor cards unchanged, select 1099 Transactions.

3. Enter a range of vendors, tax types, or transactions to modify information for.
You can enter multiple ranges.

4. Choose File >> Print to view a report that lists the changes without changing
your data.

5. Choose Process to make the changes. When processing is complete, the Update
1099 Information Audit Report is printed.
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History removal overview

AN\

History records provide useful information for audit purposes. If you're keeping
one of the types of history available in Payables Management, you can keep these
records for an unlimited number of years.

When you choose to remove history records, the system removes records for only
the year you specify. Normally, history is removed before the year-end closing
process; however, at other times during the accounting cycle, you might find it
necessary to remove ranges of history that are no longer useful.

When you remove history, any corresponding multicurrency information is
removed, as well.

Before removing history, back up your company’s accounting data. See the System
Administrator’s Guide (Help >> Contents >> select System Administration) for more
information about making backups.

Removing transaction history

Use the Remove Payables Transaction History window to remove transaction
history. If you're keeping transaction history, detailed information has been kept for
all transactions that were posted and paid during the year.

If you remove transaction history, complete information also might not be available
to print Historical Aged Trial Balances or reprint posting journals in the future.

To remove transaction history:

1. Open the Remove Payables Transaction History window.
(Microsoft Dynamics GP menu >> Tools >> Utilities >> Purchasing >> Remove
Transaction History)

Il Remove Payables Transaction History g@@
Ranges: Voucher Number | Fram:
Ta:
Restrictions:
Remove:
Transactions Freport
Distributions

2. Select an option and enter a range restriction.
3. Choose Insert; the range restriction is displayed in the Restrictions list.

You can enter only one restriction for each restriction type. For instance, if you
enter a restriction specifying that only voucher numbers 100 through 300
should be removed, you can’t enter another restriction for voucher numbers 500
through 800. To clear multiple ranges of history, you must clear each range
separately.
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4. Mark the Transactions option. If you also mark Distributions, any distributions
for the transaction history records you're removing also are removed.

5. Mark the Report option to print the Transaction History Removal Report after
history has been removed.

To print the Transaction History Removal Report without removing history,
unmark both Transactions and Distributions and choose Process.

6. Choose Process to begin removing history.

Removing distribution history

Use the Remove Payables Distribution History window to remove distribution
history. If you're keeping distribution history, a detailed record has been kept of
how Payables Management transactions have affected the balances of posting

accounts.

If you remove distribution history, you might not have all the information needed to
reprint posting journals in the future.

To remove distribution history:

1. Open the Remove Payables Distribution History window.

(Microsoft Dynamics GP menu >> Tools >> Utilities >> Purchasing >> Remove
Distributions)

&l Remove Payables Distribution History: E@@
Flanges: Segment 1D - Segment 1D 5]
From:

To
Description
Restrictions;
Femave FRieport

Select an option and enter a range.

Choose Insert; the range restriction is displayed in the Restrictions list.

You can enter only one restriction for each restriction type. For instance, if you
enter a restriction specifying that only voucher numbers 100 through 300
should be removed, you can’t enter another restriction for voucher numbers 500

through 800. To clear multiple ranges of history, you must clear each range
separately.

Mark Remove when you're ready to remove history.

Mark Report to print the Distribution Removal Report after history is removed.
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To print the Distribution Removal Report without removing history, unmark
Remove and choose Process.

6. Choose Process to begin removing history.

Once history has been removed, can’t print the Distribution History Reports for
the ranges of information you removed.

Removing period history

Use the Remove Payables Calendar /Fiscal History window to remove history for a
calendar year or fiscal year. If you're keeping calendar-year history, vendor
information has been recorded in a month-by-month format. If you're keeping fiscal
year history, the same information has been recorded according to the fiscal period
format you specified in the Fiscal Periods Setup window.

To remove period history:

1. Open the Remove Payables Calendar/Fiscal History window.
(Microsoft Dynamics GP menu >> Tools >> Utilities >> Purchasing >> Remove

Period History)
&l Remove Payables Calendar/Fiscal History E|@|g|
Surmary Type: (&) Calendar O Fiscal
Ranges Wendor D | From )
To &3
Restrictions:
Remove History Print Repait
o®

2. Mark the type of history to remove.

3. Select an option and enter a range restriction.

4. Choose Insert; the range restriction is displayed in the Restrictions list.
You can enter only one restriction for each restriction type. For instance, if you
enter a restriction specifying that only vendor IDs 100 through 300 should be
removed, you can’t enter another restriction for vendor IDs 500 through 800. To
clear multiple ranges of history, you must clear each range separately.

5. Mark Remove History when you're ready to remove history.

6. Mark Print Report to print the history removal report after history is removed.
To print history removal reports without removing history, unmark Remove
History and choose Process.

Choose Process to begin removing history.

7. Once history has been removed, you can’t print the history removal reports for
the ranges of information you removed.
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Removing journal history

Use the Remove Payables Journal History window to remove journal history. If
you're keeping journal history, you can reprint posting journals for Payables
Management transactions.

Posting journals are valuable audit trail tools that include the audit trail codes
assigned to transactions during the posting process. Using posting journals, you can
trace any transaction to the point it was entered in Microsoft Dynamics GP. If that
information is no longer useful for transactions that have been moved to the history
tables, you can remove that information.

To remove journal history:

1. Open the Remove Payables Journal History window.
(Microsoft Dynamics GP menu >> Tools >> Utilities >> Purchasing >> Remove

Journal History)
Il Remove Payables Journal History g@g|
Ranges Audit Trail Code - From
To
Restrictions:
Remove History Piint Report
2w

2. Select an option and enter a range restriction.

3. Choose Insert; the range restriction is displayed in the Restrictions list.
You can enter only one restriction for each restriction type. For instance, if you
enter a restriction specifying that only batch IDs 100 through 300 should be
removed, you can’t enter another restriction for batch IDs 500 through 800. To
clear multiple ranges of history, you must clear each range separately.

4. Mark Remove History when you're ready to remove history.

5. Mark Print Report to print the journal history reports after history is removed.
To print journal history reports without removing history, unmark Remove
History and choose Process.

Choose Process to begin removing history.

6. Once history has been removed, you can’t reprint posting journals for the
ranges of information you removed.

Removing Intrastat history

Use the Remove Intrastat History window to remove Intrastat history records that
are no longer necessary. Only the Intrastat records for the range you specify are
removed. Once history has been removed, you can’t print the Intrastat removal
reports for the ranges of information you removed.

146 PAYABLES MANAGEMENT



CHAPTER 17 UTILITIES

To remove Intrastat history:

1.

6.

Open the Remove Intrastat History window.
(Microsoft Dynamics GP menu >> Tools >> Utilities >> Company >> Remove
Intrastat History)

I Remove Intrastat History. E]@gl

Ranges: Custormer 1D/ endor ID + | From:
Ta
Restrictions:

Irsert »>

Remave:
Transactians Print Repart

ve

Select an option and enter a range.
Choose Insert to display the range in the Restrictions list.

You can enter and insert additional ranges. However, you can enter only one
range for each range type. For example, if you enter a restriction specifying that
history should be deleted for customer IDs COMPUTERO0003 through
GRAHAMARO0001, you can’t enter another restriction for customer IDs
CONTINENO0001 through EXECUTIV0001.

Mark Transactions to remove the range of information you specified.
Mark Print Report to print the Intrastat removal reports for the range of
information you specified. Print these reports to retain a permanent record of

past Intrastat records after you clear history.

To print the Intrastat removal reports without removing history, mark only
Print Report and choose Process.

Choose Process to remove history.

Removing tax history

N\

Use the Tax History Removal window to remove tax detail transactions. Only the
tax history for the range you specify will be removed. Once tax history has been
removed, the tax details in the range you’'ve removed won't be printed on tax
reports.

Before removing history, back up your company’s accounting data. For more information on
making backups in Microsoft Dynamics GP, refer to the System Administrator’s Guide
(Help >> Contents >> select System Administration).
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To remove tax history:

1. Open the Tax History Removal window.
(Microsoft Dynamics GP menu >> Tools >> Utilities >> Company >> Remove

Tax History)
I Tax History Removal El@lﬁl
Options:
(®) Remove Detail Tax Transactions and Print Tax History Fremoval Report
O Remove Tax Detal Transactions
) Print Tax History Removal Repart
Ranges.  |TaxDetal ID v Fom | &l
To | )
Restrictions:
Inseit >>

2. Select whether you want to remove tax detail transactions and print the Tax
History Removal Report, remove the tax detail transactions, or print the Tax
History Removal Report.

3. Enter or select a range of tax history to remove or print a report of.
4. Choose Insert to insert the range.

5. Choose Process to remove tax history. If Print Tax History Removal Report was
marked, the Tax History Removal Report will print.
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The routine procedures include those you should complete at the end of either your
calendar or fiscal year.

Routine procedure information includes the following sections:

*  Printing 1099 statements

*  Year-end closing overview

*  Using year-end procedures checklists
e Printing a VAT return

e (losing a calendar year

¢ (Closing a fiscal year

Printing 1099 statements

Use the Print 1099 window to print 1099 statements for vendors at any time and for
a year other than the current year, as long as you have historical information for that
year.

If you are using vendor approval workflow, vendors must have the workflow status of
Approved or No Approval Needed before you can print 1099 statements for them.

Collecting and tracking 1099 information

To print a 1099 statement for a vendor, you must use the Vendor Maintenance
Options window to designate the appropriate 1099 form type (tax type). If you find
during a year that you need to print a 1099 statement for a vendor that’s not
designated as a 1099 vendor, you still can do so. Use the Vendor Maintenance
Options window to specify the 1099 tax type, then use the 1099 Details window to
enter the amounts that should print on the statement.

Windows that display 1099 information

Because you can print 1099 statements at any time, it's sometimes helpful to be able
to view or change the 1099 amounts that are tracked for a vendor. This information
is available in a number of windows.

Window name How to open What you can do in the window
Vendor Period Summary Cards >> Purchasing >> Summary >> select a Enter period history for a vendor. You also can
vendor >> Period button view or change information for specific months or

fiscal periods for the selected vendor record.

Vendor Yearly Summary

Cards >> Purchasing >> Summary >> select a View or modify a vendor’s yearly activity.
vendor >> Yearly button

1099 Details

Cards >> Purchasing >> 1099 Details View or change 1099 transaction amounts for a
This window also can be opened using expansion | period or calendar year.

buttons on the 1099 Amount fields in the Period
Summary window and the Vendor Yearly
Summary window by clicking the expansion
button for the 1099 Amount expansion button in
either window.

Update 1099 Information

Microsoft Dynamics GP menu >> Tools >> Utilities | View or change 1099 form (tax type) or box
>> Purchasing >> Update 1099 Information numbers for a range of vendors, 1099 transactions

or both.

Payables 1099 Entry

Transactions >> Purchasing >> Transaction Entry View or select a tax type and 1099 box number for
>> 1099 Amount expansion button the specified transaction.
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Window name

How to open

What you can do in the window

Payables 1099 Inquiry

Inquiry >> Purchasing >> Transaction by Vendor >>
Document Number link >> 1099 Amount expansion

View the tax type and 1099 box number for
payables documents that contain a 1099 amount.

button

1099 statement box reference

The following table lists selected fields where the information that prints in 1099
statement boxes appears in Microsoft Dynamics GP.

1099 fields

Microsoft Dynamics GP window

Payer’s name, street address,
city, state, and ZIP code

Taken from the Company, Address, City, State, and Zip Code
fields in the Print 1099 window.

Payer’s Federal Identification
Number

Taken from the Payer’s Federal ID Number field in the Print 1099
window.

Recipient’s name, address,
and Zip code

Taken from the Primary Address fields in the Vendor
Maintenance window.

Recipient’s identification
number

Taken from the Tax ID field in the Vendor Maintenance Options
window.

Account number

This field is optional. Manually enter the account number.

1099 boxes that list amounts

Amounts are taken from the Amount fields in the 1099 Details
window.

To print the 1099 Edit List to review the information that appears on the 1099
statements, click the printer icon button in the upper-right corner of the window.
This list displays each vendor’s name and the amount reported for that vendor. You
might want to print this list before and after printing the 1099 statements.

You can use the first report for editing and keep the second as part of your

company’s permanent records. Choose File >> Print while the Print 1099 window is
displayed to print this edit list.

To print 1099 statements:
1. Open the Print 1099 window.

150

(Microsoft Dynamics GP menu >> Tools >> Routines >> Purchasing >> Print

1099)

B print 1099 CEX

File [ Tools  Help sa Fabrikam, Inc. 4{12/2007
& Bint | & Cear 5
Company Sbikam. nc]
Addiess ID Frimary [#]
Address 4277 Wast Dak Parkway
City Chicago
State IL
ZIP Code BOB01-4277
Fhaone [312) 436-2671 Ext. 0000
Payer's Federal ID Mumber
1099 Year 2007
1093 Type Miscellaneous v Form Type Continuous v
WVendors Vendor ID v | @ Al O From
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Frirt: Order:
@ 1099 Form Yendar ID v
O alignment Form
Ly @
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2. Enter the payer’s information, including the address ID and the payer’s Federal
ID number, which is your company’s tax registration number.

3. Enter the year to print the 1099 statements for. The calendar-year summary
amounts for the year you enter will be totaled for the selected vendors. The
amounts are displayed in the 1099 Details window.

4. In the 1099 Type field, select Miscellaneous, Dividend, or Interest as the 1099
type. If you need more information about the type of document to print, refer to
the instructions provided by the US Internal Revenue Service.

5. Select one of the following form types:

* Select Continuous if you're printing the 1099 forms on a dot-matrix printer
using continuous (attached) forms.

* Select Single Feed if you're printing the 1099 forms on a laser printer (or
similar printer) and you use forms printed on separate pieces of paper.

6. Select a range type from the Vendors list. Mark whether to print a 1099
statement for all vendors of the 1099 type chosen, or for a selected range of
vendors.

If you opted to print 1099 statements for a selected range of vendors, enter the
range restriction.

7. Select printing options.

¢ To print an alignment form before printing the 1099 forms, mark Alignment
Form. The alignment form ensures the amounts are printed in their proper
places on the forms. For information about adjusting the alignment of
forms, refer to your Report Writer documentation.

e To print the 1099 forms, mark 1099 Form.

8. Select the order to print the 1099 forms in, whether by Vendor ID, Vendor
Name, Vendor Class, or Type.

9. To print the 1099 Edit List, choose File >> Print.

10. When you're ready to print the 1099 forms, mark 1099 Form and choose Print.

Year-end closing overview

There are two closing procedures for Payables Management—fiscal year and
calendar year. Closing the calendar year transfers the current-year 1099 amounts to
last year’s balance for all vendors. Closing the fiscal year transfers all current-year
balances, except 1099 amounts, to last year’s balances.

The year-end closing procedures move the amounts from the Year to Date column
to the Last Year column in the Vendor Yearly Summary window. The amounts in the
Year to Date column are updated when a payables transaction is posted, regardless
of the posting date or transaction date. These amounts will be incorrect if
transactions for the closed year are posted after the year has been closed, or if
transactions for the new year are posted before the previous year has been closed.
This also affects the amount shown on the 1099 statements for vendors.
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You can close both the calendar and fiscal years at the same time if your fiscal year
ends on December 31.

We recommend that you post all transactions for the calendar year before closing the year. To
enter future-period transactions before closing the year, create a batch with new transactions
but don’t post it until after the year has been closed.

Before you close the year, make a backup of all company data. As long as you have
a current backup, you can restore information, if necessary.

Calendar year-end closing procedures

Be sure to complete the following procedures in this order to close your company’s
calendar year:

Post all transactions for the calendar year Before closing the year, post all
transactions for the calendar year. To enter future period transactions before closing
the year, create a batch with new transactions, but don’t post it until after the
previous year has been closed.

Make a backup Make a backup of all data for your company’s permanent
records. This gives you a record of the company’s financial position at the end of the
year and you can restore it later, if necessary.

Make a backup Make a second backup of all data for your company’s
permanent records.

Close the calendar year Use the Payables Year-End Closing window to close
the calendar year or, if your calendar and fiscal years coincide, both years. See
Closing a calendar year on page 155 for more information.

Close the sales tax periods for the year Use the Tax Year-End Closing
window to close the sales tax periods and print the Tax Year-End Closing Report.
You should complete this procedure only after you complete the year-end closing
procedures for all sales and purchasing modules.

Make a final backup Make a final backup of all data for your company’s
permanent records.

Fiscal year-end closing procedures

Be sure to complete the following procedures in this order to close your company’s
fiscal year:

Post all transactions for the current fiscal year Before closing the year,
post all transactions for the fiscal year. To enter future period transactions before
closing the year, create a batch with new transactions, but don’t post it until after the
previous year has been closed.

Make a backup Make a backup of all data for your company’s permanent
records. This gives you a record of the company’s financial position at the end of the
year and you can restore it later, if necessary.

Close the fiscal year Use the Payables Year-End Closing window to close the
fiscal year or, if your calendar and fiscal years coincide, both years. For more
information, Closing a fiscal year on page 155.
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Close all fiscal periods (optional) Use the Fiscal Periods Setup window to
close any fiscal periods that are still open for the year. This keeps transactions from
accidentally being posted to the wrong period or year. Be sure you posted all
transactions for the period and year for all modules before closing fiscal periods. If
you later need to post transactions to a fiscal period you already closed, you must
reopen the period using the Fiscal Periods Setup window before you can post the
transaction.

Close the sales tax periods for the year Use the Tax Year-End Closing
window to close the sales tax periods and print the Tax Year-End Closing Report.
You should complete this procedure only after you complete the year-end closing
procedures for all sales and purchasing modules.

Make a final backup Make a final backup of all data for your company’s
permanent records.

Using year-end procedures checklists

Use the Purchasing Checklists window to guide you through the tasks you need to
complete to close the year.

To use year-end procedures checklists:

1. Open the Purchasing Checklists window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Purchasing >>
Checklists)

Il Purchasing Checklists

Frequency: Calendar vear v
Rautine Date Time: User 1D

Piint 1099 00/00/0000 12.00:00 &M -~ Add
“earEnd Close 000040000 12:00:00 A

v

T

2. Select a frequency.
* Choose Calendar Year if you're closing the calendar year.
* Choose Fiscal Year if you're closing the fiscal year.
3. Select the first task in the list and choose Open to open the appropriate window.

4. Complete all the routines in the Purchasing Checklists window and close the
window.
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Printing a VAT return

Use the VAT Return window to print VAT reports, which you might need to submit
to the government. You can print summary and detailed VAT information for a
specified period.

You also can save VAT report IDs and reprint reports at a later time.

To print a VAT return:

1. Open the VAT Return window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Company >> VAT
Return)

| VAT Return =3}
Caouate | [l Save | & Clear
VAT Report ID )0
Deseription
Start Date 00000000
End Date 00./00/0000
WAT due inthis period on salkes and ather outputs: $0.00
WAT due in this perind on acquisitions from EL states: 30.00
Tatal VAT due: $0.00
WAT reclaimed in this period on purchazes and other inputs: $0.00
MetYAT to be paid to Customs of reclaimed: 30.00
Tatal value of sales and all other outputs: $0.00
Tatal valus of purchases and all other inputs: $0.00
Tatal value of all supplies of goods and related services,
excluding any YAT. to other EU member states: $0.00
Tatal value of all acquisitions of goods and related services,
excluding any VAT, from ather EL) member states: $0.00
14 4 » pl| VAT Repot|D v J (7]

2. Enter or select a VAT report ID and description.

3. Enter starting and ending dates for the report. Each VAT Report ID you create
must have a unique starting date.

4. Choose Calculate to display VAT Return information in the window.

5. Choose Save. You must calculate VAT information before you can save the
Report ID, and save the Report ID before you can print the report.

6. To print the report, choose Print. The VAT Return Print Options window opens.
7. Mark the reports to print.

8. Choose Print to print the reports.
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Closing a calendar year
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Use the Payables Year-End Closing window to close a calendar year. Before closing
the calendar year, you should print an Aged Trial Balance With Options Report to
show the status of each vendor account. If you're closing the fiscal year along with
the calendar year, you also should print the Vendor Period Analysis and Vendor
Year-to-Date Summary reports for your permanent records because these amounts
are transferred to last year during the year-end closing process.

Before you close the year, make a backup of all company data. As long as you have a current
backup, you can restore information, if necessary.

To close a calendar year:

1. Open the Payables Year-End Closing window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Purchasing >> Year-
End Close)

Il Payables Year-End Closing Q|E\@

“fear ta Close:

@Al O Fiscal O Calendar
Print Report
Last Closing Date:

Fiscal
Calendar

2. Mark the year to close. If the calendar year coincides with your fiscal year, mark
All If they don’t coincide, close the fiscal year separately. See Closing a fiscal year
on page 155 for more information about closing a fiscal year.

3. Mark Print Report to print the Year-End Closing Report after the closing process
is complete. This report lists the amounts transferred to last year for each
vendor. The Year-End Closing Report is part of the audit trail and should be
saved with your company’s permanent records.

4. Choose Close Year to begin the closing process. The Year-End Closing Report is
printed after the year has been closed, if you selected to print the report.

Closing a fiscal year

Use the Payables Year-End Closing window to close a fiscal year. Closing the fiscal
year transfers all amounts other than 1099 amounts to last year. You should
complete this procedure before you begin entering transactions for a new fiscal year.
The starting and ending dates of a fiscal year are entered in the Fiscal Periods Setup
window (Microsoft Dynamics GP menu >> Tools >> Setup >> Company >> Fiscal
Periods).
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Before closing a fiscal year, print an Aged Trial Balance With Options Report to
show the status of each vendor account. Keep this report with your permanent
records as part of the audit trail. If you're closing the fiscal year along with the
calendar year, we recommend you print the Vendor Period Analysis and Vendor
Year-to-Date Summary reports for your permanent records because these amounts
are transferred to last year during the year-end closing process.

We recommend that you post all transactions for the fiscal year before closing the year. To
enter future-period transactions before closing the year, create a batch with new transactions
but don’t post the batch until after the year has been closed.

Before you close the year, make a backup of all company data. As long as you have
a current backup, you can restore information, if necessary.

To close a fiscal year:

1. Open the Payables Year-End Closing window.
(Microsoft Dynamics GP menu >> Tools >> Routines >> Purchasing >> Year-
End Close)

2. Mark Fiscal to close the fiscal year. If your calendar and fiscal years coincide,
you can close them at the same time by marking All.

3. Mark Print Report to print the Year-End Closing Report after the closing process
is complete. This report lists the amounts transferred to history for each vendor.
The Year-End Closing Report is part of the audit trail and should be saved with
your company’s permanent records.

4. Choose Close Year to begin the closing process. The Year-End Closing Report is
printed after the year has been closed, if you selected to print the report.

5. You can close the fiscal periods for the year using the Fiscal Periods Setup
window. This prevents transactions from being posted to the closed year. See
the System Setup documentation for more information.
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1099 Statement
A report required by the US Internal
Revenue Service for each vendor from whom
goods and services worth $600 or more have
been purchased within a calendar year.
There are three possible formats for a 1099:
miscellaneous (1099-MISC), interest (1099-
INT), and dividend (1099-DIV).

Account alias
A “short name” for a posting account in the
chart of accounts. If the account format has a
large number of segments, using aliases can
speed data entry.

Active vendor
A vendor with whom business is being
conducted on a regular basis.

Aging
The process that determines an account’s
maturity, or the number of days the account
has been outstanding. Aging places each
posted transaction in the appropriate current
or past-due aging category. You can age
accounts either by invoice date or due date.

Aging period
A specified number of days to age accounts
by. For example, aging periods of 30 days
would be set up as follows: 0-30 days, 31-60
days, 61-90 days, and so on. Transactions are
then grouped by these aging periods.

Alert message
A message that appears when inappropriate,
inadequate, or unclear data or instructions
are issued, when data is not accessible or
when a confirmation is sought.

Alignment form
A document that ensures text will be
properly aligned when statements are
printed.

Applying
The process of linking the payment amount
to amounts from one or more documents
being paid.

Audit trail
A series of permanent records that track a
transaction to the point where it was
originally entered in the system. You can use
the audit trail to verify the accuracy of
financial statements by outside accountants
or auditors.

Audit trail code
A series of alphanumeric characters that
provide a precise record of each transaction
and where it has been posted within
Microsoft Dynamics GP.

Auto-apply
A selection that automates the apply process.
See also Applying.

Background processing
A processing system users can continue
working on while transactions are being
posted or reports are being printed.

Backing up
The process of storing data on a secondary
medium—usually on diskettes or magnetic
tape—to minimize the difficulty of
recovering from data loss. Backups should
be performed routinely.

Batch
A group of transactions identified by a
unique name or number. Use batches in
computerized accounting to conveniently
group transactions, both for identification
purposes and to speed up the posting
process.

Batch approval
Permits users to choose whether to approve
batches of transactions before posting. If
you're using batch approval, the ID of the
user who approved the batch and the
approval date will appear on posting
reports.

Batch controls

Values for both the number of transactions in
a batch and the total currency amount of the
batch. As transactions are entered, the actual
totals will be displayed. You can verify these
totals periodically as transactions are entered
to ensure the required number and amount
of transactions match the actual number and
amount that were entered.

Batch frequency
A selection in the Batch Entry window that
specifies how often a recurring batch will be
posted, such as weekly, monthly, or

quarterly. See also Recurring batch.

Batch inquiry
A window that shows the users who is
currently working with batches and the
statuses of those batches.

Batch-level posting
A posting method in which you can save
transactions in batches and post them
whenever convenient. There are three types
of batch-level posting: batch posting, series
posting, and master posting. See also Series

posting.
Beginning balance

Account balances entered during the setup
of your Microsoft Dynamics GP system.

Calendar year
An accounting period running from January
1 to December 31.

Calendar-year history
Transaction history records kept in a
calendar-year format.
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Cash requirements
The amount of cash a business needs during
a given period to pay vendors.

Check number
A number assigned to a check. In Payables
Management, check numbers are assigned
automatically but you can change them.

Check Register Report
A record of computer, manual, and voided
checks issued within a given month or fiscal
period.

Checkbook
An account that keeps a currency balance
and tracks the receiving and disbursing of
cash. See also Check number.

Class
Permits customers, vendors, users, or items
to be grouped according to common
characteristics. For example, a vendor class
could be created to group vendors according
to payment priority or location.

Comma-delimited fields
The standard comma-separated ASCII
character format used when exporting a
report so that database programs can read it.

Credit memo
A document that reduces the amount owed
to a vendor.

Default value
A value that is displayed in a window
automatically, and that will be used unless a
different value is entered.

Detailed report
A report that displays detailed transaction
information for each account.

Discount available
A reduction in the amount payable, typically
offered if the payment is made by a certain
date.

Discount date
The date an invoice must be paid for a
discount to be valid.

Discount taken
A valid discount applied to a vendor
document. See also Discount available.

Distributing
The process of allocating to separate
accounts a percentage or part of transaction
amounts.

Distribution account
Accounts designated to receive a percentage
or part of a posted transaction.

Distribution history
A record of the debits and credits for each
document that was distributed to individual
posting accounts.
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Document type
A selection that identifies a document’s
purpose and how document amounts will be
posted. In Payables Management, the
document types include invoices, credit
memos, returns, finance charges,
miscellaneous charges, and checks.

Edit list
A list of transactions in an unposted batch
that you can print to verify the accuracy of
transactions before posting. You can print
edit lists from batch or transaction entry
windows, as long as a batch ID has been
entered.

EOM (End of Month)
Payment terms requiring payment at month-
end for all purchases made during that
month.

Error message
See Alert message.

Exchange rate
The rate of exchange between two currencies
on a particular date and time.

Exchange rate table
A table that stores exchange rates for a
unique combination of currencies and rate
types. These tables also define selections for
determining the exchange rate to use when
the currency for a table is entered on a
multicurrency transaction.

Financial year
See Fiscal year.

Fiscal periods
Divisions of the fiscal year, usually monthly,
quarterly, or semiannually, when you can
summarize transaction information and
prepare financial statements.

Fiscal year
An annual accounting cycle of up to 54
consecutive periods, ordinarily beginning
with the first day of a month and ending on
the last day of the twelfth month. In
Australia and New Zealand, this is referred
to as a financial year.

Fiscal-year history
A record of purchases, payments, and other
transactions for a historical year.

Functional amount
The equivalent transaction amount in the
functional currency for a transaction amount
that was entered using an originating
currency. This amount sometimes is referred
to as the functional equivalent of the
originating amount.

Functional currency
The primary currency a company keeps its
financial records in. Typically, the functional
currency is the currency for the country/
region where the company is located.

Functional equivalent
See Functional amount.

Grace period
A period of days added to end-of-month
payment terms to extend the payment due
date. With a grace period of five days, for
example, a purchase made on December 26
or later would not be due until January 31.

Group printing
Creating and printing report options in
groups. For example, you could use a report
group to print all the financial statements
and the Trial Balance before closing a month,
quarter, or fiscal year.

GST (Goods and Services Tax)
A federal tax on the consumption of goods
and services used in Canada, New Zealand,
and other countries/regions.

Hold
A restriction that prevents certain types of
payables transactions from being entered for
a specified record. Holds are commonly
placed on vendor documents when there is
an unresolved dispute over an account.

Inactive vendor
A vendor with whom business isn’t being
conducted. Typically, these vendors can’t be
deleted because historical records are being
kept.

Inquiry
Permits users to view current-year and
historical information.

Invoice
The bill provided by the seller to the buyer
for items that have been purchased.

Lookup window
A window that displays a list of accounts,
customers, jobs, or other items in the
Microsoft Dynamics GP system. Lookup
windows for a specific field are displayed by
clicking the lookup button next to the field.

Manual payment
Any payment made using means other than
a computer-printed check. Manual payments
can be credit card payments, cash payments,
and manually written checks.

Mass delete
A procedure that deletes a specified group of
vendor records.

Master posting
A posting process where you can post
marked batches from different series
simultaneously.

Miscellaneous charge
A charge that isn’t part of the normal
purchasing process. A miscellaneous charge
might be a service charge such as installation
or merchandise repair.
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Module

An application that you can use to complete
a specific set of tasks. Modules are combined
to form a series. For example, the Payables
Management and Purchase Order Processing
modules are members of the Purchasing
series. See also Series.

Note

Attaches messages to windows and fields
throughout the Microsoft Dynamics GP
system. The Note button also shows whether
a note is attached to a window. You can edit
notes and reattach, delete, or print them.

Open transaction

A transaction that’s posted but not fully
applied.

Origin

A transaction entry window within a specific
Microsoft Dynamics GP module; also the
code representing each origin. You can select
certain options, such as verifying batch
controls and closing fiscal periods, for each
transaction origin. Also, the transaction
origin will appear as part of the audit trail
code on all posting reports in Microsoft
Dynamics GP.

Originating amount

The transaction amount in the currency the
transaction was entered in. Originating
amounts are posted along with their
corresponding functional amounts, also
referred to as functional equivalents.

Originating currency

The currency a multicurrency transaction
was conducted in.

Payment number

A number assigned to a payment. Payables
Management assigns a default number to
each payment. You can override the default
number, but you can’t post the same number
twice.

Payment priority

The order vendors are paid in. You can
assign priority based on when payments are
due, when discounts expire, and whether
finance charges will be added for late
payments.

Payment terms

Conditions for payment agreed upon when a
purchase transaction takes place. For
example, a vendor might extend a discount if
payment is received within a specified time
period.

Postal code

See ZIP code.



Posting
A procedure to make temporary transactions
a part of permanent records or to update
accounts by transaction amounts. In manual
accounting, posting transfers journal entries
to the proper accounts in a general ledger.

Posting account
A financial account that tracks assets,
liabilities, revenue, or expenses. These
accounts will appear on the financial
statements and on other reports created in
the Financial series.

Posting journal
A report printed following the posting
process that shows the detail for each
transaction that’s been posted. Posting
journals also include the audit trail code,
which is a precise record of where each
transaction has been posted within Microsoft
Dynamics GP.

Prepayment
A certain monetary amount paid for
merchandise before the merchandise is
received. The prepayment is entered but not
applied. Unapplied payment is another term
for prepayment.

Process server
An application that permits users to direct
the processing of some accounting functions
and maintenance procedures to another
computer on a network. No additional
actions are required by the user. Once tasks
have been sent to a process server, users can
begin other tasks immediately.

PST (Provincial Sales Tax)
A tax for the Canadian provinces that is set
by each province.

QST (Québec Sales Tax)
The Provincial Sales Tax for the province of
Québec.

Range
A selection that narrows the number of
records that will be printed on a report. For
example, a selected range of vendor IDs
could be those between 5000 and 6000.

Rate calculation method
A mathematical operation (multiply or
divide) specified for calculating functional
and originating equivalents on a transaction,
or for displaying amounts in summary or
inquiry windows. The exchange rate on the
exchange rate table is used in the calculation.
The operation calculates a functional
currency amount from the originating
currency amount using a specified exchange
rate.

Rate frequency
The frequency to enter new exchange rates at
for an exchange rate table. The rate
frequency determines the length of time an
exchange rate will be valid. For example,
you can mark a rate as valid for a single day,
week, month, quarter, or year. The rate
frequency will determine the expiration date
for each rate, based on the day the rate is
entered.

Rate type
A selection that identifies different exchange
rate tables for one currency that is used for
different purposes. For example, you might
set up exchange rate tables with a Buy rate
type for sales transactions and a Sell rate
type for purchasing transactions. You also
can use rate types to distinguish the posting
accounts to use for realized gains and losses
and rounding differences.

Rate variance
A range you can specify to limit the amount
the exchange rate can fluctuate when you
enter a new exchange rate in an exchange
rate table or during transaction entry. For
example, if the default exchange rate is
0.68450 and the rate variance is 0.01000, you
could enter an exchange rate between
0.67450 and 0.69450.

Real-time posting
See Transaction-level posting.

Realized gain
Gain realized in the functional currency due
to the difference in exchange rates between
the transaction date and the settlement date
for a multicurrency transaction.

Realized loss
Loss realized in the functional currency due
to the difference in exchange rates between
the transaction date and the settlement date
for a multicurrency transaction.

Reconciling
A procedure that verifies that Payables
Management data is accurate. The reconcile
process verifies—and recalculates, if
necessary—the accuracy of the account
balances and document ages in each aging
period. Reconciling is often performed after
rebuilding a table, and is necessary after
changing fiscal periods.

Recurring batch
A batch that will be posted repeatedly,
according to the selected frequency. An
example of a recurring batch would be one
to record monthly rent expense. In Australia
and New Zealand, transactions entered in a
recurring batch are referred to as standing
transactions.

GLOSSARY

Remittance
A document showing what specific
transaction or transactions are being paid.
Remittance forms often are issued with
checks using a “no-stub” format.

Remove history
A procedure that erases ranges of historical
information that are no longer useful.

Report option
A collection of entries that specifies the
amount or type of information that will
appear on a report. You can create multiple
report options.

Return
A transaction that records the return of
merchandise after the invoice for the sale has
been posted. Returns are applied to the
original invoice (for open item customers) or
to the customer’s balance (for balance
forward customers).

Rolldown
The process of applying changes made in
one vendor class to all vendor records
assigned to that class.

Sample data
Data that you can use to practice Microsoft
Dynamics GP procedures by entering the
information listed in each online lesson. You
can use sample data using the lesson
company.

Series
A group of Microsoft Dynamics GP modules
that form an interrelated set of applications.

Series posting
A posting process where you can post
batches from the same series simultaneously.

Setup routine
A series of procedures that you can use to
open the windows where options and
defaults for a specific module are modified
or set up.

Shipping method
The shipping or freight company, and type
of service, that sends goods from a vendor.

Short name
A shortened version of a company name that
you can print on checks.

Single-use batch
A batch that is created, posted once, and
then deleted from the system automatically.

Sorting
A method of arranging data based on the
order of specified information. For example,
records sorted by class would list all records
within a class before moving to records in
the next class.
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Source document code
A code that identifies the type of journal or
entry that you can examine for more
information about a specific transaction. For
example, you could use the source document
code GJ for general journal entries, and
BBAL for beginning balance entries.

Standing transactions
See Recurring batch.

Tab-delimited fields
The tab-separated ASCII character format
used when exporting a report so that
worksheet programs, such as Microsoft
Excel®, can read it.

Tax detail
A definition of a tax that might apply to
vendors. Tax details are grouped into
schedules. See also Tax schedule.

Tax schedule
Groups of tax details that define each tax that
might apply to vendors. When tax schedules
are assigned to vendors, the applicable taxes
will be calculated during transaction entry.

Temporary vendor
A vendor used on a one-time or occasional
basis. An example might be a caterer for a
company party. In Payables Management,
you can delete temporary vendors even
though history is being kept.

Text-only format
A file format that saves reports as text
without formatting. Use this format when
exporting reports to applications that are
unable to read other formats available in
Microsoft Dynamics GP.

Trade discount
A discount given by a vendor. The rate is
calculated at the time of a purchase and is
added to payment terms discounts that also
might be offered.

Transaction date
The date a transaction occurred; not
necessarily the date it was entered in the
system.

Transaction history
A record of a fully applied transaction.

Transaction-level posting
A posting method in which you can enter
and post transactions without having to
create a batch. Also known as real-time

posting. See also Batch-level posting.

Trial Balance
A report of Payables Management account
balances showing the outstanding balances
and the aging periods for each vendor
account.

Unapplied payment
See Prepayment.
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Unapply
A procedure reversing the entries that apply
amounts to documents.

Unit account
An account that tracks statistical or non-
financial quantities, such as the number of
customers with past-due balances or the
number of invoices generated over a specific
time period.

Unrealized gain
Gain due to the difference in exchange rates
between the transaction date and the
revaluation date for an account with
multicurrency activity.

Unrealized loss
Loss due to the difference in exchange rates
between the transaction date and the
reevaluation date for an account with
multicurrency activity.

Variance
A lower rate for the withholding levied in
Australia. A contractor who applies for the
lower rate receives a variance certificate.

VAT (Value-Added Tax)
A tax used in Europe and elsewhere in the
world.

Vendor
A person or company providing goods or
services in return for payment.

Vendor ID
An alphanumeric identification assigned to a
vendor in the Vendor Maintenance window.
You can use the vendor ID to sort
information for reports.

Voiding
The process of recording an equal and
opposite transaction to reverse the effects of
a posted transaction.

Voucher
A record of a vendor transaction, including
the vendor’s name and address, description
of goods or services received, document
number, terms of payment, due date, and
amount due.

Voucher number
The number assigned to a voucher. Payables
Management assigns voucher numbers
automatically, but you can override the
default.

Writeoff
An amount that a business chooses not to
pay on a vendor account. A writeoff is
deducted from the account total.
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Year-end closing
In Payables Management, a process that
prepares the system for a new fiscal year by
transferring all summary current-year
information for each vendor to last year.
Users in the United States should print 1099s
before closing a calendar year. See also 1099
Statement.

ZIP code
In the United States, the postal code assigned
to business and residential addresses. In
other countries/regions, it might be referred
to as post code or postal code.
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action pane, correcting batches in
Payables Management 53
action pane in Payables Management,
posting batches 54
active status, for vendor records 23
Additional Purchasing Tax and Writeoff
Distributions window
displaying 65
distributing additional taxes and
writeoff amounts 65
Additional Vendor Accounts window
displaying 20
entering additional purchase
accounts 28
setting up additional purchase
accounts 20
addresses, entering vendor addresses 32
aging
defined 10
unapplied credit amounts 12
vendor records 10
alignment forms
printing for 1099 statements 151
printing for check stubs 90
amortization schedules, viewing
amortization schedules 99
Apply Payables Documents window
applying posted multicurrency
payment amounts 120
applying specific amounts 107
applying specific transactions 106
auto-applying transactions 105
displaying 105
how currency amounts are displayed
117
unapplying transactions 107
applying in Payables Management
see also auto-applying
auto-applying transactions 58
based on currency 115
by document number 10
by due date 10
calculated tax rebates 103
computer payments 103
credit memos 103

applying in Payables Management
(continued)
credits during check runs 115
manual payments 103
multicurrency transactions
auto-applying 118
multicurrency transactions to checks
116
options 58
overview 103
payment entry options 78
posted multicurrency transactions
116
posted payments 103
posting dates 104
returns 103
specific amounts 107
specific transactions 106
unapplying multicurrency
transactions 118
unapplying transactions 107
viewing applied amounts 131
approval
for batches in Payables Management
53
for vendors in Payables Management
24
auto-applying in Payables Management
credit memos 58
credits during check runs 115
multicurrency checks 86
multicurrency transactions 118
returns 58
transactions 104

batch posting in Payables Management
posting batches 54
posting batches using the action pane
54
vendor approval 51
batch workflow, in Payables Management
53
batches in Payables Management
beginning balances 38
correcting 53
creating 51
deleting 53
editing individual checks 84
editing multiple checks 85
editing transactions 54, 55
entering invoices 60
modifying with the action pane 53
posting 54
posting using the action pane 54
printing check runs 91
selecting multicurrency documents
87
series-level posting 55
vendor approval 51
workflow 53

beginning balances
entering for vendors 37
posting to General Ledger 37

C

calendar years
closing 153
year-end closing 152
calendar-year history, keeping for vendor
classes 17
cards, default entries 25
changes since last release, information
about 4
check stubs, setting up default
information 11
checkbooks, setting up default IDs 11
checklists in Payables Management,
year-end closing 153
checks in Payables Management
applying credits during check runs
115
applying multicurrency checks 115
applying multicurrency transactions
to checks 116
computer check posting options 90
computer check prepayments 82
computer check runs 89
correcting unposted check payments
94
deleting unposted check payments 94
editing existing payables batches 84
editing multiple checks 85
excluding expired discounts 13
expired discounts 88
manual payments 83
paying invoices 80
posting 90
printing check remittances 92
printing check runs 91
printing check stub alignment forms
90
printing computer checks 91
printing individual computer checks
93
reprinting checks 90
selecting checks 89
sending check remittances in e-mail
92
setting up default payables check
formats 11
voiding payables checks 75
classes, assigning to vendors 25
Classes Setup List, printing 19
credit memos in Payables Management
applying open credit memos 103
applying posted credit memos 103
auto-applying 58
entering credit memos 61
voiding 74, 75
currencies in Payables Management
account distributions 49
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currencies in Payables Management
(continued)
applying credits during check runs
115
applying overview 118
applying posted payment amounts
120
applying posted transactions 116
auto-applying transactions 115
exchange rates 49
how amounts are displayed 117
multicurrency inquiries 123
payment entry 77
printing dual currencies 12
realized gains 117
realized losses 117
reporting currencies 123
rounding during posting 118
selecting documents 87
transaction entry 57
transactions applied for checks 116
unapplying overview 118
vendor classes 18
current installation instructions, accessing
on the Web 4
current upgrade information, accessing on
the Web 4
Customer/Vendor Consolidation Setup
window
displaying 109
setting up Customer/Vendor
Consolidations 109
customer/vendor consolidations
auto-creating customers 111
consolidating documents 112
creating relationships 111
setting up consolidations 109
viewing cross-module documents 113
Customer/Vendor Consolidations
window
consolidating customer and vendor
documents 112
displaying 112
Customer/Vendor Relationships window
creating customer/vendor
relationships 111
displaying 111
mapping customer cards to vendor
cards 111

D

default entries, for vendor cards 25
default summary view, setting up 11
deposits

computer check prepayments 82

manual prepayments 81
discounts

merging trade discount distributions

63

tracking terms discounts available 12

Distribution Removal Report, printing 144
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distributions
account distributions 58
additional taxes and writeoff
amounts 65
calculating tax rebates 63
deleting distributions 65
merging trade discount distributions
63
multicurrency account distributions
49
payment entry 78
removing payables history 144
separate payment distributions 63
tax amounts 66
transaction amounts 64
transaction distributions 63
document dates
and exchange rates 49
payment entry 77
transaction entry 57
documentation
accessing on the Web 4
symbols and conventions 3
documents
consolidating customer and vendor
documents 112
deleting unposted payables
documents 12
listing on check remittances 11
printing on check remittances 11
setting up payables document codes

viewing cross-module documents 113

viewing original documents 129

viewing payables applied amounts
131

viewing payables summary
information 127

viewing payables transaction detail
information 128

E
Edit Payables Checks Batch window,
editing checks in existing batches 85
Edit Payables Checks window
correcting or deleting unposted
payments 94
displaying 83
editing checks in existing batches 84
entering computer check
prepayments 82
printing individual computer checks
93
e-mail
setting up options for a group of
vendors 30
setting up options for a vendor 28
exchange rates, and document dates 49
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F

finance charges
entering 62
voiding 75
fiscal years, closing in Payables
Management 155
fiscal-year history, keeping for vendor
classes 17

G

Goods and Services Tax (GST), calculating
65

help, displaying 3
Help menu, described 3
Historical Aged Trial Balance, keeping
transaction history 12
history
not keeping, effect on reconcile 139
history in Payables Management
entering credit summary 39
entering vendor period summary
history 40
entering vendor yearly summary
history 40
history removal overview 143
keeping for vendor classes 17
removing distribution history 144
removing Intrastat history 146
removing journal history 146
removing period history 145
removing tax history 147
removing transaction history 143
types of history 17
Hold Payables Transactions window
displaying 73
placing or removing transaction
holds 72
holds in Payables Management
placing on vendor cards 43
placing transaction holds 72
removing from vendor cards 43
removing transaction holds 72

icons, used in manual 3
inactive status, for vendor records 23
installation instructions, accessing on the
Web 4
Intrastat statistics
entering for vendor classes 20
entering for vendors 34
entering statistics 68
removing history 146
invoices in Payables Management
duplicate numbers per vendor 12
entering in batches 60
entering individual transactions 58
entering invoices 79
paying invoices by check 80
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(continued)
voiding 75

J

journal history in Payables Management
described 17
removing history 146

L

lookup window, displaying 4

M
mapping, customer records to vendor
cards 111
Mass Vendor Delete window
deleting groups of vendor cards 141
displaying 141
Mass Vendor E-mail Options window,
displaying 30
miscellaneous charges
entering charges 62
voiding charges 75

navigation, symbols used for 3
new features, information about 4

P
passwords
described 11
setting up preferences 11
Payables Amortization Schedule window,
displaying 99
Payables Apply Zoom window
displaying 132
viewing payables applied amounts
131
Payables Batch Entry window
correcting or deleting batches 53
creating batches 51
displaying 51
entering beginning balances 38
entering invoices in batches 60
posting batches 54
selecting checks for computer check
runs 89
Payables Check Entry window
displaying 80
paying individual invoices by check
80
Payables Check Stub Documents window
displaying 85
editing checks in existing batches 85
printing individual computer checks
93
Payables Intrastat Entry window
displaying 68
entering Intrastat trade statistics 68
Payables Management Setup window
displaying 13

Payables Management Setup window
(continued)
setting up preferences and default
entries 13
Payables Manual Payment Entry window
displaying 82
entering manual payments 83
entering manual prepayments 81
Payables Payments Zoom window
displaying 131
viewing payables payment entries
130
Payables Scheduled Payments Entry
window, displaying 98
Payables Setup List, printing 14
Payables Setup Options window
displaying 14
setting up Payables Management
options 14
Payables Summary Inquiry window
displaying 128
viewing payables summary
information 127
Payables Tax Entry window
displaying 67
distributing tax amounts 66
Payables Transaction Entry Distribution
window
deleting distributions 65
displaying 64
distributing transaction amounts 64
Payables Transaction Entry window
correcting or deleting unposted
transactions 71
displaying 59
entering and paying invoices 79
entering beginning balances 37
entering credit memos or returns 61
entering finance or miscellaneous
charges 62
entering individual invoices 58
entering invoices in batches 60
Payables Transaction Entry Zoom
window
displaying 130
viewing payables documents as they
originally were entered 129
Payables Transaction History Report,
described 45
Payables Transaction Inquiry - Document
window
displaying 128
viewing payables applied amounts
131
viewing payables documents as they
originally were entered 129
viewing payables payment entries
130
viewing payables transaction detail
information 128
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Payables Transaction Inquiry - Vendor
window
displaying 129
using the cross-module link 113
viewing payables applied amounts
131
viewing payables documents as they
originally were entered 129
viewing payables payment entries
130
viewing vendor transaction
information 129
Payables Year-End Closing window
closing calendar years 155
closing fiscal years 155
displaying 155
payments in Payables Management
account distributions 78
apply options 78
applying computer payments 103
applying credits during check runs
115
applying manual payments 103
applying multicurrency transactions
to checks 116
applying posted payments 103
computer check prepayments 82
computer checks 89
correcting or deleting unposted
payments 71
correcting unposted payments 94
creating a payment schedules 98
deleting unposted payments 94
distribution breakdown registers 77
document dates 77
editing individual checks 84
editing multiple checks 85
expired discounts 88
manual payments 83
manual prepayments 81
multicurrency payments 77
overview 77
paying invoices 80
payment date entry 78
payment dates 78
payment methods 78
payment schedules 97
payment types 57
posting journals 77
selecting checks 86
separate payment distributions 63
viewing payment entries 130
voiding historical transactions 74
voiding open transactions 75
voiding payments 73
periods
removing history 145
viewing vendor period activity 125
Post Payables Checks window
displaying 92
printing computer checks 92
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Post Payables Checks window (continued)
printing individual computer checks
94
Post Payables Scheduled Payments
window, displaying 100
posting accounts in Payables
Management
vendor class default entries 19
vendor default entries 27
posting dates, updating General Ledger
104
posting in Payables Management
apply posting dates 104
batches 54
beginning balances to General Ledger
37
checks 90
computer check posting options 90
multicurrency rounding 118
scheduled payments 100
series-level posting 55
Posting Setup window
displaying 37
entering beginning balances 37
print 1099 statements
displaying 1099 information 149
printing an alignment form 151
tracking 1099 information 149
using the Print 1099 window 150
where box information comes from
150
Print 1099 window, displaying 150
Print Payables Checks window
displaying 91
printing computer checks as part of
check runs 91
printing individual computer checks
93
Print Payables Transaction Check window
displaying 80
paying individual invoices by check
80
product documentation, accessing on the
Web 4
purchases taxes
calculated rebates 103
calculating rebates 63
distributing additional amounts 65
distributing amounts 66
Purchasing Checklists window
displaying 153
using year-end procedures checklists
153
Purchasing Series Posting window,
displaying 55

rate types
described 49
vendor classes 18
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realized gains
example 119
multicurrency transactions 117
realized losses
example 119
multicurrency transactions 117
Reconcile Balances Report, printing 140
reconcile in Payables Management
inaccurate data 139
workflow status and priority 139
Reconcile Payables Accounts window
displaying 140
reconciling payables accounts 139
reconciling in Payables Management,
payables accounts 139
remittances
printing previously applied
documents 11
printing remittances 92
sending in e-mail for an individual
check 81
sending in e-mail for computer
checks 92
setting up default information 11
Remove Intrastat History window
displaying 147
removing Intrastat history 146
Remove Payables Calendar/Fiscal
History window
displaying 145
removing period history 145
Remove Payables Distribution History
window
displaying 144
removing distribution history 144
Remove Payables Journal History
window
displaying 146
removing journal history 146
Remove Payables Transaction History
window
displaying 143
removing transaction history 143
removed history, effect on reconcile 139
report options, creating options 135
reporting currencies, described 123
Reporting Services reports
Payables Management reports 136
printing Payables Management
reports 136
reports, Reporting Services Payables
Management reports 136
reports in Payables Management
Classes Setup List 19
Distribution Removal Report 144
Historical Aged Trial Balance 12
Payables Setup List 14
Payables Transaction History Report
45
Reconcile Balances Report 140
restricting options 135

PAYABLES MANAGEMENT

reports in Payables Management
(continued)
sorting options 135
specifying options 135
summary 133
Transaction History Removal Report
144
Vendor Addresses List 34
Vendor Financial Summary Report
127
Vendor Mass Delete Report 141
Vendor Setup List 27
Vendor Status Reconcile Error Report
140
withholding reports 67
Year-End Closing Report 155
required fields, described 4
resources, documentation 3
returns in Payables Management
applying open 103
applying posted 103
auto-applying 58
entering 61
voiding historical transactions 74
voiding open transactions 75
voiding overview 73
routines in Payables Management,
year-end closing 153

S

scheduled payments
creating payment schedules 98
defined 97
deleting unposted schedules 101
editing posted schedules 101
overview 97
posting payment schedules 100
viewing amortization schedules 99
voiding posted schedules 101
Select Payables Checks window
currency application 116
displaying 89
selecting checks for computer check
runs 89
series posting in Payables Management,
described 55
setup in Payables Management
before you set up 9
default entries 13
preferences 13
setting up options 14
shipping methods, transaction entry 58
status, vendor 25
symbols, used in manual 3
system requirements, accessing on the
Web 4

T

tax details in Payables Management
distributing amounts 66
printing dual currencies 12



tax details in Payables Management
(continued)
printing on documents 12
removing history 147
tax history, removing history in Payables
Management 147
Tax History Removal Report, printing 148
Tax History Removal window, displaying
148
tax schedules in Payables Management
setting up default entries 15
transaction entry 58
tax type for 1099 statements, setting up 33
taxes, removing history in Payables
Management 147
temporary status, for vendor records 23
temporary vendors
defined 14
deleting cards in Payables
Management 141
entering on computer checks 84
setting up 57
terms discounts, tracking terms discounts
available 12
tracking options, for 1099 payments 9
transaction history in Payables
Management
described 17
removing history 143
Transaction History Removal Report,
printing 144
transactions, changing 1099 amounts 142
transactions in Payables Management
account distributions 58
correcting unposted transactions 71
deleting printed transactions 71
deleting unposted printed
transactions 72
deleting unposted transactions 71
distribution amounts 64
distributions overview 63
document dates 57
entering 61
entering credit memos 61
entering finance charges 62
entering Intrastat statistics 68
entering invoices 58
entering miscellaneous charges 62
multicurrency transactions 57
payment types 57
placing holds 72
removing holds 72
removing transaction history 143
setting up descriptions 14
shipping methods 58
tax schedules 58
transaction entry overview 57
viewing applied amounts 131
viewing documents as they were
entered 129

transactions in Payables Management
(continued)

viewing payables summary
information 127

viewing payment entries 130

viewing transaction detail
information 128

viewing vendor transaction
information 129

voiding historical transactions 74

voiding intercompany transactions 73

voiding open transactions 75

voiding overview 73

U
unapplying
by voiding documents 107
multicurrency transactions 118
transactions 107
Update 1099 Information window,
displaying 142
upgrade information, accessing on the
Web 4
user-defined fields, setting up field labels
in Payables Management 15

Vv
Value-Added Tax (VAT), printing returns
154
VAT Return Print Options window,
printing VAT returns 154
VAT Return window
displaying 154
printing VAT returns 154
Vendor Account Maintenance window
displaying 27
setting up vendor default posting
accounts 27
Vendor Address Maintenance window
deleting vendor addresses 46
displaying 33
entering vendor addresses 32
vendor addresses, deleting classes 46
Vendor Addresses List, printing 34
vendor cards, default entries 25
Vendor Class Accounts Setup window
displaying 19
setting up vendor class default
posting accounts 19
Vendor Class Intrastat Setup window
displaying 21
entering vendor class Intrastat
statistics 20
Vendor Class Setup window
deleting vendor classes 45
displaying 18
setting up vendor classes 18
vendor classes
assigning to vendors 25
currency IDs 18
default vendor classes 18

PAYABLES MANAGEMENT

INDEX

vendor classes (continued)
deleting classes 45
described 17
entering Intrastat statistics 20
history 17
multicurrency information 18
rate types 18
setting up classes 17
setting up default posting accounts 19
Vendor Credit Summary Inquiry window
displaying 125
viewing vendor purchasing
information 124
Vendor Credit Summary window
displaying 39
entering vendor credit summary
history 39
Vendor E-mail Options window,
displaying 29
Vendor Financial Summary Report,
printing 127
Vendor Inquiry window displaying 124
Vendor Intrastat Setup window
displaying 35
entering vendor Intrastat statistics 34
Vendor Maintenance Options window
displaying 26
entering vendor options 26
Vendor Maintenance window
adding vendor cards 24
deleting vendor cards 45
displaying 25
inactivating vendor cards 43
placing or removing vendor holds 43
Vendor Mass Delete Report, printing 141
Vendor Period Summary Inquiry window
displaying 126
viewing vendor period activity 125
Vendor Period Summary window
displaying 40
entering vendor period summary
history 40
Vendor Setup List, printing 27
vendor status
active status described 23
inactive status described 23
temporary status described 23
using 25
Vendor Withholding Options window
displaying 31
setting up vendor withholding
options 31
Vendor Yearly Summary Inquiry window
displaying 127
viewing vendor yearly activity 126
Vendor Yearly Summary window
displaying 41
entering vendor yearly summary
history 40
vendors, changing 1099 amounts 142
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vendors in Payables Management voiding (continued)
adding cards 24 transaction overview in Payables
assigning e-mail addresses 26 Management 73
auto-creating customers 111 voucher numbers, overriding voucher
creating customer relationships 111 numbers 12
deleting cards 45
deleting groups of cards 141 W
deleting vendor addresses 46 what’s new, accessing 4
deleting vendor classes 45 withholding for 1099 payments 9
deletion restrictions 45 withholding in Payables Management
duplicate invoice numbers 12 distributing additional amounts 65
entering addresses 32 printing reports 67
entering beginning balances 37 vendor options 31
entering credit summary history 39 writeoffs 65
entering Intrastat statistics 34 workflow
entering period summary history 40 batch approval in Payables
entering yearly summary history 40 Management 53
inactivating cards 43 vendor approval in Payables
modifying cards 44 Management 24
placing holds 43 Y

posting batches and approval 51
reconciling workflow status and
priority 139
removing holds 43
resubmitting for approval 44
setting up default posting accounts 27
setting up e-mail options for a group
of vendors 30
setting up e-mail options for a vendor
28
temporary vendors 84
using statuses 25
viewing amortization schedules 99
viewing period activity 125
viewing purchasing information 124
viewing vendor information 124
viewing vendor transaction
information 129
viewing yearly activity 126
withholding options 31
workflow 24
Void Historical Payables Transactions
window
displaying 74
voiding historical transactions 74
Void Open Payables Transactions window
displaying 75
voiding open transactions 75
voided payment across calendar years,
effect on reconcile 139
voiding
checks in Payables Management 90
historical transactions in Payables
Management 74
intercompany transactions in
Payables Management 73
open transactions in Payables
Management 75
payments in Payables Management
73

year-end closing in Payables Management
calendar years 155
fiscal years 155
overview 151
printing VAT returns 154
procedures checklists 153
Year-End Closing Report, printing 155
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