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SECTION 1
INTRODUCTION

The Manager's Assistant™ Payables adds sophisticated cash management
functions to The Manager's Assistant™ Chacking Accounts fundion. The
Managers Assistant™ Payables function allows you to monitor amounts
owed vendors, to choose invoices to pay, ko pay port of aninvoice, to hold
disputed invoices, to pay invoices subject to dating terms, and to separately
recondle vendors' monthly statements to the invoices entered. The system
easily handles vendors that bill using open item method and vendors that
billusing balance forward methed, even when their cutoff date is otherthan
the end of the month.

The Maonager's Assistant™ Payables will permit you to enter your unpaid
invoices as you receive them while recording the payment terms.

C.A.R.S. users note: RAs you use the C.A.R.S. receive Function, the
system will automaticolly enter the invoice for the parts received
into Accounts Payable.

Payables will assist in paving the invoices before the discounts are lost or
before the invoices become overdue. Using Accounts Payable involves
three major steps: entering invoices, selecting invoices for payment and
printing checks.

The Manager's Assistant™ Payables can maintain the following quantities
of information.

Information Capadity
Vendors 500
Invoice entries 16000
Disbursement Accounts 1009

Besides the obvious purpose of paying your bills on time and keeping your
creditin good standing, an accounts payable system is designed to record
the expense when the benefit is received. For example, when items are
purchased on account, the benefit is received when the item is delivered to
you. Without an accounts payable system, the expense would typically be
recorded in the following month when the bill is pald. That's why o good
accountant asks for a list of the bills you cwe at the end of the month.

An accounts payable system forces the recording of the expense at the
time the benefit is received. For example, when items are purchased from
a vendor on account, purchases are inadeased at the time the item is
received. Also, at that time, the system records your debt to the vendor.
Accountants coll this a fiability. The following month when the bill is paid,
writing the check does NOT record the expense; it pays off the debt.
Paying off a debt is not o business expense!

Sometimes, even When using an accounts payable system, you cannot
cause the expense to be recorded when the bensfit Is received. For
example, when the electric bill is received, you are already late in recording
the expense because the benafit of the electridty was received last month,
€ntering the electric bill into an accounts payoble system does not correct
the fact thak the benefit was received prior to recording the expense. Of
course this does not prevent you from entering such bills into an accounts
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THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 1
INTRODUCTION

payable system. You still have the benefit of dosely monitoring which bills
ate due, keep track of how much you owe, to pay early enough se you can
get any prompt payment discount offered by the vendor ond to pay the
bills as they become due. (This allows you to have a higher daily balonce
in your checking account. This will minimize bank service charges through a
higher average account balance.)

Precision tip: You are still responsible for mailing the checks
early enough so that the vendor receives poyment by the
actual due date.

The instruction manual wiltiead you through alithe necessary steps needed
to implement and use the system. The manual waos written to be used as
a tutorial manuat and as a reference manual. You will find the instructions
organized in a step-by-step manner. Reading the manual before using the
Payables system will provide an ovenview that will make the system easy
to use.

Section 2 details the information you must have to prepare the Payables
system for use and explains how that infermation is entered, Sedions 3.9
through 3. 7 exploin the day-to-day use of the system.

The words "vendor' and "payes” are used interchangeably.
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SECTION 2
SETTING UP THE SYSTEM

The Manager's Assistant™ Payables function is found on The Manager's
Rssistant™ - Checking Accounts menu.

Your Company Name
Manager’s Assistant (tm) Cheeking accounts - Wenu
Monday, July 27, 1998

<P> Print checks
<k> Manual entriss
<D= Display checks

<R> Reports

<¥> Vendor accounts

<A> Accounts payable

<B> Balance checkbook

<E> Eraze clearsd checks
<$» System status

«<*> Exit Checking accounts

»»> Your selesction : 2

Payables menu To get into The Manager's Assistant™ Payables function, press (A, The
Manager's Assistant™ Payables Menu will appear:

Your Company Hame
Manager's Assistant (tm) Payables - Nenu
donday, July 27, 1997

<¥> Vendor accounts

<I> Invoites

<G> Choost invoices to pay
<P> Print payables checks
<f> Reports

<> Delete paid invoices
<S> Systsm status

<*> Exit Payables

»»> Your selection ! ﬁ
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THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 2
SETTING UP THE SYSTEM

Vendor Accounts The Monager's Rssistant™ Payables uses the same vendors as those used
by the Chedding Accounts fundion. However additional information is
needed spedfically for the Payables fundion. Setting up The Managers
Assistant™ Payables function consists of adding additional vendors {if
necessany) and adding the payment terms for each vendor,

Precision tip: €ntering the information for the payables
system, such os the terms can only be done through Vendor
accounts function on the Payables menu. The Vendor
accounts function on the Checking account menu will not give
you access to this information.

To add or update vendor accounts To add vendor accounts or to add payment terms for existing vendors,

press at The Manager's Assistant™ Payables menu. The Vendor
accounts screen will appear.

Nanager’s Assistant (tm) Payables - Vendor accounts
Vendor code: JOES Last check #¥: 1193
Date: 07723788
Name: Joe’s Parts Store Amcunt ; 413,50

Address Line 1:

Address Line 2: 555 East Avenus Paid NTD: 413.50
City, State, Zip: Your Town, US 11111 Y102 823,68
Message on check: Account FAI209 Phone: {[11) 555-1234
Comment: Prompt payment discount if paid by 10th

Terms: Glosing day: © (Use only if vendor bills Balanse Forward)
Discount percentage: 0.000
Discount lost day: 0 (Invoice date plus days)
Invoice due day: O ({Invoice date plus days)

4.7,D. Y.T.D. Last Year

Prior year balance brought farward: 0.00
Purchases & credits: 0.00 0.00 0.00
Payments & debits: Q.00 6.00 9.60

Balance due: 0.00

»>»» Your selection : ¥
<H>-Hext <P>-Previous <8>.Search <T>.Turn page <Ax-Add <E>-Edit
<F>-Find <HA>-Aenunber <§>-Delete «<C»-Choose invoices to pay <*»-Exit
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THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 2
SETTING UP THE SYSTEM

To add a new vendor, press {2,

Manager’s Assistant (tm) Payables - Vendor accounts

Vendor code: Last check ¥:
Date:

Name: Amount:

Address Line 1:

Address Line 2: Faid NTD:
CGity, State, Zip: YT0:
Message on check: Phons
Comment:

Terms: Closing day: {Uss only if vendor bills Balance Forward)
Discount percentage:
Discount lost day:
Invoice due day:

Y.7.0. Last Year

Prior ysar balance brought forward:
Purchases & credits:
Payments & debits:

Ealance due:

{ the <ESC> key to cancel )

€nter the Vendor code. The Vendor code moy consist of one to four letters,
numbers and punctuation marks. If the vendor already exists, the vendor
will be displayed. If the vendor does not exist, it will be created. Pressing
[€sc] while in the vendor code field will retum you to the vendor accounts
mini-menu.

As you enter the information, it will be treated as successive fields. You
may use the editing fundions described in Sedion 1 of the Pradsion Main
Menu manual to correct mistakes. €nter the vendor's name exactly as you
wishit to appear on checks written to this vendor, Use comrect capitalization,
punctuation and spading. Pressing [Esc] while entefing the vendor name or
any subsequent information will cancel what you have entered and return
you to the vendor code field.

€nter the vendor's mailing address as you wish it to appear on chedks
written to this vendor. As with entering the vendors name, use comred
copitalization, punctuation and spadng.

€nter a standard message that willbe printed on any checks written to this
vendor. (For example, you can use this space to wite your account
number.)

This space is provided so the system can display the information. €ntering
this information is not necessary. You may enter the month-to-date
payments and year-to-dote payments made to the vendor.
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THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 2
SETTING UP THE SYSTEM

€nter the phone number for the vendor or press [Enter] to skip the phone
number.

You may enter a comment about this vendor or press [Enter] to skip the
comment.

The Terms section of the Vendor account screen is used to describe to the
system how the vendor bills his accounts and the details of the payment
terms he allows.

A vendor bills their customers using eitherthe open item or balance forward
method. The balance forward method is identical to the way you are billed
for purchases made on your personal bank credit card. The statement
shows your account balance as of the start of the biling period. It then lists
the ttems you purchased and the payments you made during the billing
period. The statement also shows your current account bolonce. The
curent account bakance is brought forward ko next month's statement and
becomes the account balonce as of the start of thot biling period.
individual purchases and payments from one month never appear on the
statement for the following month. Only the balance is brought forward.
Payments are not applied to individual purchases, but are subtraded from
the whole balonce due.

Vendors who bill using the open item method list on the statement all
purchases you made during the billing period plus all purchases you made
during prior billing period that you have not yet paid for.

Vendors whe bill using the balance forward method cut off their accounting
at some spedific paint in the month, This is the dosing day. Typical dosing
days are the 25th or the last day of the month although the dosing days
may be any day the vendor chooses. If the vendor bills you using the
balkonce forward method, enter the dosing day. If the vendor bills you
using the open item method, enter a zero.

If the vendor allows you to take a discount for prompt payment, enter that
percentage here. If the vendor does not allow a discount for prompt
payment, enter a zero.

In order to be entitled to a prompt payment discount the vendor must be
paid earlier than normal. The date which the amount must be paid to get
the prompt payment discount must be entered here. If the vendor bills you
using the balonce forward method enter the -day of the month the
statement must be paid by to get the prompt payment discount. If the
vendor bills you using the open item method enterthe number of days after
the Involce date that the Invoice must be pald for you to get the prompt
payment discount.

After entering the discount lost day the system wilt ask you if the number
just entered is the Qu ofthe month or the [Davoice date plus days. [fthe
vendor bills balance forward, press {2J to tell the system that the number
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SECTION 2
SETTING UP THE SYSTEM

entered is the day of the month. I the vendor bills open item, press L to
tell the system that the number entered is the number of days post the
invoice date before the discount is lost (open item method).

If the vendor bills balance forward, enter the day of the month the
statement balance is due. If the vendor bills open item, enter the number
of days past the invoice date payment is due for invoices.

If you still owe the vendor any money from the prior calendar year, enter
the amount here.

This is historical information and not actually used by the system. If the
information is available you may enter the amount you have purchased
from this vendor so far this month (M.T.D.), so far this year (¢.T.D.) and for
all of last year.

This is historical information and not actually used by the system. Ifthe
information is available you may enter the amount you have paid this
vendor so far this month (M.7.D.), so far this year (Y.T.D.} and forall of last
year.

The system will store a standard invoice detail entny for each vendor. This
standard invoice is used as your starting point when adding an invoice
using the Invoices addfinquirefedit fundion. The system will store the
Disbursement account numbers and €ntry descriptions used when entering
an invoice for the vendor.

danager’s Assistant (tm)} Payables - Vendor accounts
Vendor code: JOES Last check #: 1193
Date: 07/23/98
Nams: Joa’s Parts Store Amount: 413.50
Address Lines i:
Address Line 2: 555 East Avenue Paid MTD: 413.80¢
City, State, Zip: Your Town, US 11111 ¥YTD: B23.88

St 'o:o:»:o:co:cp:h %
AL S

Stat'.e-ent

>»> Your selection : ‘s
<N>-Next <P>-Previous <S=>-Search «T>-Turn page <A>-Add <E»-Edit
<F=-Find <A>-RAenumber <#>.Delete <C>-Choose invoices to pay <">-Exit
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SECTION 2
SETTING UP THE SYSTEM

To enter the standard invoice information, press [urn page to disploy the
standard inveice information, then press Eloit. €nter the disbursement
account number to which you wish to charge the disbursement amount.
€ntering the number of a disbursement account notin the system will couse
the system to ask "New account ? (Y/N)", IFthe system asks if this is a new
account and the account is not a new account, you have incorrectly entered
the account number. Pressing N will allow you to enter another account

number. Pressing Y will allow you to add the account. The system will ask
for the account description, type in the description and press [Enter]. The
name of the account will appear in the Account description,

Next, enter the entry description to be used when entering an invoice for
the vendor. Pressing [€sc] when asked for an account number will store the
vendor information.

Precision tip: The Account description will be displayed on
the screen but cannot be edited.

To enter the terms for a vendor already in the system, at the Payables
menu, prass M. search for the vendor which you would like to odd the

terms. Press [Eldit. Use the [Enter] or [Down arow] to move to the Terms
section. Enter the terms as desaibed above.

The "Information seif-management” feature of the system allows your to tell
the system how long you would like to keep paid Payables invoices before
they are erased. The system is supplied with the number of months set at
99 (o little of 8 years). If you would like the system to retain the paid
Payables invoices for less than 99 months you must change the number of
months to some other value.

Precision tip: The number of months the information is
retained is set in The Monager’s Assistant™ - Utilities -
Company setup - Information self-management screen. See
The Manager's Aissistant™ manual for more information.

Precision tip: The maximum number of invoice entries the
system will hold is 16,000, If you run out of space before the
number of months you have set, use the Delete paid invoices
Function described later in this manual.

After the number of months You have set the system for have pasted the
"€nd-of-month” function will erase any invoices that are older than that
time period. For example, if you have set the system to retain paid
Payabiesinvoices for 24 months, when the paid Payables invoices are 25
months old the “€nd-of-month” function will erase them.
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SECTION 3.9
THE MeNU

The menu The Manager's Assistant™ Payables main menu looks like this:

Your Coupany Name
Wanager’s Assistant (tm) Payables - ienu
Wonday, July 27, 1957

<V> Vendor accounts

<I» Invoices

<> Choose jinvoices to pay
«<P> Print payables checks
<R> Reports

<#> Delets paid invoices
<5 System status

<*> Exit Payables

»>>> Your selection : §

System date The system date is displayed at the top of the screen. The system date
should always be the actual calendar date. It is important to use the
correct dake because the system date is used as a posting date. [Fthe
date is incorredt, exit the program to the Precision Main Menu by pressing
. Then go to the [@tities menu. Use the Elnter cument date and time
to chonge the date.

Description of each fundtion The menu displayed on the saeen is your access door to the Payables
system. Briefly, here is what each choice will do:

Vendor accounts
The Vendor accounts function allows you to setup, add, delete or
edit vendor accounts for the payables system.

Invoices
The Invoice function will allow you to enter invoices and examing or
correct previously entered invoices.

Choose invoices to pay
Choose invoices to pay allows you to telt the system which invoices
to pay.

Print payables checks
The Print payables checks wiill print the checks for the invoices you
have chosen to poy.

© 1997 - 98 by Robert Pallock
Page 9



THE MANAGER'S ASSISTANT~ - PAYABLES

SECTION 3.0
THE MENU

Reports
Allows you to print an Advice of payment for a previously printed
chedk, to print a list of Disbursements sub-totaled by account, a list
of invoice for a Single vendor, o list of any Invoices using selection
criteria, a list of invoices posted on a spedfic date, a list of Vendors
and a list of Vendors showing the balance due.

Delete paid invoices
Deletes old paid invoices.

System status
Displays the date of the lost deposit made to each chedking
account, the number of the last check written on each account, the
current bakance of each account (as calculated by the computer),
the amount owed on Accounts payable and the amount of space
left in the system.

&xit Payables
Petums you to the Checking accounts main menu.
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SECTION 3.1
SYSTEM STATUS

To display the system status, press ). The System status display will
appear.

Your Gompany Name
Wanager's Assistant (tms) Payables - System status
Wonday, July 27, 1998

Account Last Last Account
Number Dsposit date Check nuaber Balance

C First bank 07725198 1242 8552.38
¥ Second bank 07124798 4336 2210.50

Total 10762.88

Accounts payable balance due : 600.03

Space available for 93 check entries
and 990 invoice entries.

=»> Press <ENTEA> to continue <<<

The System status will show the account name, lost deposit date, last check
number written from the account and the account balance.

Beneath the checdking account information the System status will show the
Accounts payable balonce due.

The amount of space available for checks and adjusting entries and
Accounts payable invoice entries are shown near the bottom of the system
status display. A check or an invoice requires wo entries plus one entry for
each disbursement. Note that a check orinvoice will count as at least three
entries, two for the check or invoice and one for each disbursement. A
check or invoice with twelve disbursements will count as fourteen entries.

To return to the Payables menu, press [Enter].

© 1997 - 98 by Robert Pollock
Page 11



THE MANARGER'S ASSISTANT~ - PAYABLES

SECTION 3.1
SYSTEM STATUS

@ 1997 - 98 by Robert Pollock
Page 12



Invoices addfinquire/edit

€ntering Invoices

Add invoices
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SECTION 3.2
INVOICES

The Invoices addfinquirefedit function allows you to add, renumber, edit,

delete and review invoices. To enter the Invoice function, press L1 ot the
Manager's Assistant ™ Payables menu. The Invoices addfinquire/feditscreen
will appear.

Manager’s Assistant (tm) Payables - Invoices add/inguire/edit

Vendor code: Invoice ¥:
Inveice date:
Name : Total:

Address Line 1:
Address Line 2: Invoice dus date:
City, State, Zip: Discount:
L

T e R »:w:A:-'-.W-:-'\-:-*E:i-s'i:--
A T R e S R T R

>>> Your selection : ‘?
<N -Next <P>-Previous «<§>-Ssarch <F>-Find <E>-Edit
<A>-Add <f>-Renumber <¥>-Delete <*>-Exit

Vendor invoices may be entered into the system using The Manager's
Assistant™ Payables - Invoices function described immediately below or
through the C.A.R.S. Receive function descibed at the end of this chapter,

The add invoices fundtion is used to enter vendor invoices from within The
Manager's Assistant™ Payables. To add an invoice to the system, press
L .

€ntering o vendor <ode will enable you to either enter an invoice to
previously entered vendor or allow you to simultaneously enter a new
vendor and enter the first invoice for that vendor. €nter the code that
corresponds to the vendor for which you wish to enter the invoice. If the
vendor is not found, the system will ask "News vendor ? (YN )". Pressing
will add the vendor to the system. Pressing (N will allow you to re-enter
the vendor code.

Precision tip: IF this vendor is already in the system and you
have entered standord disbursements for this vendor, the
invoice detail will appear. {See Section 2 for information on
setting vup vendors.)

If you are adding a new vendor to the system, the invoice detail will be
stored as the "standard" disbursements for that vendor.

Precision tip: The standard disbursements and the standard
check are interchangeable.
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SECTION 3.2
INVOICES

You moy enter the invoice using the vendor information as displayed or edit
any of the information shown. Use the functions described in Section 1 of
the Predsion Main Menu manual. Comections to the nome or address will
be stored as the invoice is recorded.

€nter the invoice number from the vendor's invoice. Note: If the invoice
number begins with letters, omit them. If the invoice number contains more
than six digits, enter just the lost six digits.

After you enter the invoice number the system will check the invoice
numbers of the invoices previously entered for that vendor. [f the system
finds an invoice previously entered that has the some invoice number, the
system will display the warning: "Duplicate invoice numberl €nter another

anyway?". To enterthe invoice, press [. To enter anotherinvoice number,
press {N].

The system allows duplicate invoice numbers to accommodate dating. for
example, if your vendor sold you a karge quontity of goods with the
understanding that you may pay one third of it next month, one third of it
the month after that and the final third the month ofter that, you must enter
the invoice three times. The due dates must comespond to the dates that
the individual payments are due and the total dollar amount of the three
invoices must equal the dollar amount on the vendors original invoice.

Enter the date from the vendor's invoice. It is veny important to enter the
date actually printed on the invoice. The date on the invoice determines the
date the payment is due. This dote also determines when the invoice must
be paid to get any prompt payment discount.

Once the invoice date is entered, the system will figure out when the invoice
dua date should be and when the discount lost date should be. Theinvoice
due date will be displayed in the Inveice due date field. The discount lost
date will be displayed in the Disc. lost date field.

If the invoice due date is corredt, press [Enter]. If this date is wrong, enter
the correct invoice due date. If you are entering an invoice while
simultansously entering a new vendor, the system can not figure out the
due date. Therefore you must enter the Invoice due date.

IFthe vendor gives a prompt payment discount, enter it here. If the discount
is a percentage of the total invoice, enter the percentage followed by o
percent sign B3, IFthe discountis @ spedific dollar amount, enter the dollar
amount.

Ifthe vendor gives a prompt payment discount, enter the date by which the
invoice must be paid to get the discount.

IF the discount lost date is comrect, press enter. If this date is wrong, enter
the correct discount lost date. If you are entering on invoice while
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THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.2
INVOICES

simultaneously entering o new vendor, the system can not figure out the
discount lost date. Therefore you must enter the Disc. lost date.

The invoice may be divided into as many as twelve separate
disbursements. €ach disbursement requires a disbursement account
number and an omount. The €ntry description is optional.

€nter the number of the disbursement account to which you wish to charge
the disbursement amount. €ntering the number of a disbursement account
not in the system will cause the system to ask "New account ? (YN Y. IF
the system asks if this is o new account and the account is not a new
account, you have incorrectly entered the account number. Pressing (8] win

allow you to enter another account number. Pressing LY will allow you to
add the account. The system will ask for the account description. Type in
the description and press [Enter]. The name of the account will appear in
the Account description.

The Entry description will appear on the check stub and on the reports, You
have 18 characters in which to enter a description. The €ntry description
may be useful to record information about unusual transactions. €xamples
are "parts for tow truck”, "core charge” and "eart returmned".

€nter the gross amount of the disbursement. The system will automatically
calculate the discount, if any, when writing the check for this invoice.

After entering the twelith disbursement, the system will total the invoice. IF
you enter less than twelve disbursements, total the invoice by pressing [€s¢]
when an account number is requested.

The Search function is used to display a particular vendor's invoices. To
search for an invoice, enter the vendor code. Next, if you are searching for
a particulor inveice, enter the invoice number and press [Enter]. The invoice
will be displayed.

To review all invoices entered for this vendor, press [€nter] when asked for
the invoice number. The most recent invoice will be disployed.

After you have displayed an invoice for the vendor, using (Elrevious allows
you to view the invoices for the vendor which were entered prior to the
invoice curently disployed.

Afer you have displayed an invoice for the vendor, pressing Mext allows
you to view the invoices for this vendor which were entered ofter the invoice
currently displayed.

The Find function allows you to display a poarticular invoice without knowing
the vendor code. Press [F, the system will ask for the invoice number.
€nter the invoice number and press [€nter].
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Delete an invoice

Reversal invoice
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SECTION 3.2
INVOICES

it is possible for the system to contain more than one invoice with the same
invoice number., (Invoices with identical invoice numbers may be produced
by each vendor and "reversal” invoices will use the same numbers os the
invoices they reverse.) Use the Find function to display other invaices with
the same invoice number, After pressing [, enter the invoice number. IF
the wrong invoice is displayed, press L) again, then press [€nter] ancther
invoice with the same number will be displayed.

If you have used the Search function and the wrong invoice is displayed,
press [P until the comedt invoice is displayed.

Pressing L&l (edit) will allow you to make changes and corrections to the
information contained on the invoice.

Precision tip: [f the invoice is from o previous month, you
must do a reversal entry and then enter the invoice the
correct way.

IF you have acddentally entered the wrong invoice number, using the
Renumber function will allow you te correct the invoice number as recorded
in the computer. To renumber an invoice, press. €nterthe corred invoice
number, then press [Enter].

To "Delete” an invoice, press . Only invoices posted in the curent month
may be deleted. To "Delete” an invoice from a previous month, a "reversal’
invoice must be entered using the Invoices Rddfinquire/edit function.

When entering o "reversal’ invoice, the invoice must be entered exactly as
the invoice it is reversing was entered except that all positive dollar amounts
must be entered as minus dollar amounts. Al minus dollar amounts must
be entered as positive dollar amounts.

Precision tip: If the invoice was entered with discount of o
dollar amount instead of a percentage, you MUST also enter
the discount amount with a minus sign on the reversal.

© 1997 - 98 by Robert Pollock
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Vendornvoice #

Invoice number

Invoice date

lnvoice due date

THE MANAGER'S ASSISTANT~ PAYABLES

SECTION 3.2
INVOICES

Entering invoices through C.A.R.S. Receive

IF your system incdudes the Precision Parts Manager the payables invoices
may be automatically created by propertly entering the information into the
C.A.R.S. Receive function.

€nter your Manager's fAssistant™ Payables Vendor abbreviation. IFthe
vendor abbreviation is less thon four characters long, enter a blank space
after the abbreviotion. Ao enter the involce number on that same line.
Note: If the invoice number begins with letters, omit them. If the invoice
number contains more than six digits, use the last six digits.

Enter all line items from that vendor's invoice. After the lost item has been
entered, press [€sc]. The question "Enter last invoice into M.A. Accounts
Payable ?" willappear. IFthis purchase was not made on your account with
this vendor (i.e. you already paid for this invoice), press (8. IFthis purchose

was made on your account with this vendor, press . The Manager's
Assistant™ Payables - Invoices add/finquirefedit screen will appear.

IFthe vendor abbreviation wos recognized by the system the vendor name
and address will be shown. If the vendor was not recognized you will be
allowed to enter the corredt abbreviation. If this vendor has not yet been
putinto the system you will not be allowed to enter the invoice. It must be
entered through The Managers Assistant™ Poyobles - Invoices as
explined above. Pressing [€sc] will cancel the invoice entry.

After the system recognizes a valid vendor code the cursor will be placed
on the invoice number field. If the invoice number is comrect, press [Enter].
IFit is not correct, type in the correct number and press [Enter].

Precision tip: Chonging the vendor code or the invoice
number does not change the information stored in Precision
Parts Manager.

Once the invoice number has been entered the cursor willbe placed on the
invoice date field. The system ossumes that the vendors invoice is dated
with today's date. Itis veny important to enter the date adwally printed on
the invoice. The date on the invoice determines the date the payment is
due. This date also determines when the invoice must be paid to get any
prompt payment discount.

Once the invoice date is entered, the system will figure out When the invoice
due date should be and when the discount lost date should be. The invoice
due date will be displayed in the Invoice due date field. The discount lost
date will be disployed in the Disc. lost date field.

IF the: inveice due date is comred, press enter, IFthis date is wrong, enterthe
cofrectinvoice due date. If you are entering an invoice while simultaneously
entering a new vendor, the system can not figure out the due date.
Therefore you must enter the invoice due date,

© 1997 - 98 by Robert Pollock
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Discount

Discount lost date

Invoice disbursements

Total the invoice

Speeding uUp entries

THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.2
INVOICES

IFthe vendor gives a prompt payment discount, enterit here. If the discount
is o percentoge of the total invoice, enter the percentage followed by a

percent sign (. iFthe discountis a spedific dollar amount, enter the dollar
amount.

Ifthe vendor gives a prompt payment discount, enter the date by which the
invoice must be paid to get the discount.

If the discount lost date is comect, press enter. If this date is wrong, enter
the comect discount lost date. If you are entering an invoice while
simultaneously entefing a new vendor, the system can not figure out the
discount lost date. Therefore you must enter the Disc. lost date.

As the items were received the system figured out what amount should be
entered into which disbursement accounts. This information should not be
changed unless the items received are an exception. For example, if the
invoice contains parts that were purchased to repair your service truck you
would change the account number to the account you use to track the
expense of maintaining your senice vehicle.

All kems purchased from vendors are not necessarily received in CA.RS..
I for example the invoice just entered contains shop supplies as well as
parts the shop supplies would have to be entered onto the invoice as a
separate disbursement entry.

Precision tip: If you are entering the invoice through C.A.R.S.
you will not be able to add a new disbursement account.

After entering the twelfth disbursement, the system will total the invoice. If
you enter less than twelve disbursements, total the involce by pressing [€sc]
when an account number is requested. The system will ask "Are all entries
correct?". Verify that the invoice date and total shown onthe screen agrees

with the information printed on the invoice. Pressing Y will allow you to
make comrections. Pressing Y) will record the invoice.

Two features within the system help speed the entry of information. When
receiving the part in C.A.R.S. entering the vendor code in the AP abbr field
will cause the system to pre-enter the vendor code in the Vendor/nvoice#
field. Ifallitems in a group are generally purchased from one vendor, enter
the vendor code in the Payables abbreviation field in that group definition.
This will automatically enter the vendor code into the A/P abbr field and the
Vendor/invoice# field when receiving new parts to that group.
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Choosing invoices to pay

Choose invoices to pay - Vendor accounts

Up Arrow, Down Arrow

Page Up, Page Down

Pay Gross

SECTION 3.3
CHOOSE INVOICES TO PAY

This fundtion will allow you to choose the invoices you would like to pay at
this ime. There are two methods of choosing invoices: the Choose invoices
to pay found under Vendor accounts and Choose invoices to pay function
on the Payables menu.

The Choose invoices to pay function in Vendor accounts is useful if you are
matching the invoices to pay with a monthly statement. Only the unpaid
invoices for this vendor will be displayed. To use this method, go to

[Mendor accounts and {Slearch for the vendor you would like to choose

invoices for. UWith the vendor displayed, press 8. The following will
appear:

Your Company Name
Payables - Vendor accounts - Choose involces - ASC Auto Parts
18 Unpaid invoices 854.00 Gross amount
2 Selected invoices 7.08 Discounts taken
. 451 Dzdcg,equ:lrcd cash

07704798 07/08/68 Pay NET amount
7L060 41

o7/08/88  07/13/
96/20/98 . 07/08/98 07/13/98
06/30/98 . orroeree 07/14/98
08/30/98 . 07/09/98  07/14/98
07/02/98 189. or/i2fo8  07/17/98
07/03/98 f 0771398 07/18/98
07/03/98 124, 07/13/98 07/18/88
07/03/98 143.64 07713798 O7/18/98
07705798 74.32 07716798 07721/98
07 /05/98 270.45 07716798 07721788
07/06/98 49.62 07717798 07122798
077106798 10,23 O7/17/98  07/722/98

<G>-pay Gross <H>-pay Net <P>-pay Part <L>-pay Later <H>.Hold
<Up-Arrow> <Down-Arrow= <Pagelp> <Pagelown> <*>-Exit

The upper left section of the screen will show the number of unpaid
invoices, selected invoices and held invoices for this vendor. The upper right
section shows the gross amount of the invoices, the discounts taken and the
required cash to pay the selected invoices.

The [Up Arrow] and [Down Arrow] will allow you to scrolt through the
invoices one at a time.

The [Page Up] and [Page Down] will allow you to scroll through the invoices
one page ot a time.

Precision tip: The direction the [Up Arrow], [Down Arrow],
{Page Up] and [Page Down] keys work may be changed at

any time by pressing [Ctrl]-.

To pay the gross amount of the invoice regardless if there is o discount

entered, press [E. The stotus of the invoice will show: "pay GROSS
amount™.
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Pay Net

Pay Part

Pay Later

Hold

Choose invoices to pay fundtion

THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.3
CHOOSE INVOICES TO PAY

To pay the invoice with the discount deducted, regardless if you are paying

the invoice on time, press (4. The stotus of the invoice will show: "oay NET
amount”,

If you would like to make a portial payment on the invoice, press (. The
system will ask "How much?" with the amount of the invoice flashing. Type
in the amount you would like to pay at this time and press [€nter]. The
status of the invoice will show: "Pay only" and the amount you have
entered.

If you have chosen an invoice for payment and then decide not to pay it at

this time, highlight the invoice and press [E. The status for this invoice wil
be blank.

When you have an invoice which is be disputed and you would like to hold

off paying it until a later time,, press [H. The status of the invoice will show:
"HOLD until later".

The Choose invoices to pay fundion on the Poyables menu will show you
all unpaid invoices for all vendors. This allows you to tell the system which
invoices to pay for which vendors. To choose invoices to pay, press & at
the Poyables menu. The following wilt appear:

Your Company Name
The Manager’s Assistant (tm) Payables - Choose invoices to pay
67 Unpaid invoices 1866.61 Gross amount
8 Selected invoices 14.84 Discounts taken

ST e 40378 Required cash
F Rt e ; i e %}%é :fﬁg' i3

e
R

Loy 72897  08/01/98 200.00 06/21/98 0§/26/98 Pay NET amount
1232 06/04/58 235.00 06/25/38 07/04/98 Pay NET amount
1337 08/04/98 200.00 06/25/98 07/04/98 Pay NET amount
06714790 73.05 07703798 07/0B/98  Pay NET amount
a6/25/98 354,00 07/04/98 07/09/96  Pay NET amount
06/14/98 B2.80 --/f--/-- ©07/14/386 Pay GROSS amount
06/14/98 123.68 --f--/-- 07114/98 Pay GAOSS amount
06713798 25.50 O7/05/98 07/16/88 HOLD until later
06/14/98 123.60 07/03/98 07/10/98
06/27 /98 300.00 QFy07/0B  07/11/98  Pay only 160,00
06/28/98 72.00 07/07/98 O7/11/98
Loy Fa002 06729798 78.00 07708/98 07713/98

<G>-pay Gross <N>-pay Het <P>-pay fart <L>-pay Later <H>-Hold
<Up-Arrows <Down-Arrow> <Pagelp> <Pagelown> <*>-Exit

The Choose invoices to pay function on the Payables menu works in the
same manner as the Choose invoices to pay function in the Vendor
accounts. (See above for more information.}
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Print Payables Checks

Check alignment test

Aligning the chedks

SeCTION 3.4
PRINT PAYABLES CHECKS

After you have chosen the invoices to be paid, the next step is to print the
checks. The "Print payables checks" Function will prink the checks for all
vendors which have invoices marked for payment. There willbe one check
for each vendor.

To print the payables checks with the system, press . You will be asked
which account you wish to use. Press to write chedss using the

Commerdial Account or press (¥ to write checks using the Miscelloneous
Account., The following will appear:

Your Company Name
Manager’s Assistant (tm) Payables - Print payables checks - Your Bank
Monday, July 27, 1988

Check alignment text ( Y/N )

{ the <ESC> key to cancel )

Precision tip: IF you are only using the Commerdal account,
you can prevent the system from asking which account to
use. €nter the words "DO NOT USE" or "NOT IN US€* into the
account description for the Miscellaneous account information
in the Company setup. See Section 2 of the Manager's
Assistant™ manual for more information.

Precision tip: Maoke sure the checks are loaded in the printer.
The printer must be set to print in 10 characters per inch (10
CPI).

A check alignment test will print a test pattern which you will use to adjust
the position of the checks in the printer. To run o printer alignment test,

press [¥.

The ":" prints directly to the left of your company name at the top of the
check. The next line which prints, will look like this:

90/00/09 ol ] TOTALS LINE XXN0C. 00 00RO XX 000000 XX
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Storting check number

THE MANARGER'S ASSISTANT™ PAYABLES

SECTION 3.4
PRINT PAYABLES CHECKS

This line should print on the "TOTALS" line ot the bottom of the voucher
section (top half) of the check. The P9/ 00/ 0P should print in the box
marked "DATE". The six zeros should print in the box marked "CONTROL
NUMBER". The X's should print below the titles "AMOUNT", "DEDUCTION"
and "NET AMOUNT",

The system will then print a fine showing the word VOID' fifteen times. This
line should print just above the "DATE", "CONTROL NO." and "AMOUNT" on
the check. The system will then print the following fine:

<

== Pay to the order cf line

This ine should print to the right and just below the "PAY TO THE ORDER OF"
printed on your cheds.  After the checdk alignment is corredt, press M.

The system will show the following:

Your Company Name
Hanager’s Assistant (tm} Payables - Print payables checks - Your Bank
Monday, July 27, 1998

Start printing with check nusber 1243

Date to appear on checks : 07/27/98

Print checks required for all vendors 7 { YN )

( the <ESC> key to cancel }

The system will supply the check number. (Check to make sure this is the
comrect check number.) IFthe number is incorrect enter the cormedt number,
Next, the system will supply the current date for the chedks. Press [Enter]
to accept the date.

The system will now ask "Print checks required for all vendors 7°. Press
to print checks for all vendors with invoices chosen for payment. If you
would like to print a check forjust a single vendor, press M. The stystem will
then ask for the Vendor abbreviation. Type in the Vendor abbreviation for

the vendor you want the chedk for and answer Y to *Are all entries comrect
"
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Advice of payment

All advices of payment

Separate advices of payment

THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.4
PRINT PAYABLES CHECHS

An Advice of payment is a report of what you are paying for. This report
i5 sent ko the vendor with the chedk. The vendor will use the report to
update his records. IF you are paying 12 invoices or less, the Advice of
payment will print on the check stub. If you are paying more than 12
invoices, the Advice of payment will not At on the chedk stub. It must be
printed on separate paper after the checks are printed.

After the chedks print, you will see the following:

Your Company Name
Manager’s Assistant (tm) Payables - Advice of payment
flonday, July 30, 1998

Print :

<A> All advices of payment
<G> Beparate advices of payment
«<*> Exit

»>»> Your selection : i

Choosing (A1l advices of payment will print an Advice of payment for each
check. €ach Advice of payment will show the "Paid to" information
(company name and address), the message line from the chedk, the check
number, date and total amount. The report also shows the check stub
detail: Date, Entry description, Gross amount, Discount (Deduct.) amount
and the Net amount.

Choosing eporote advices of payment will print an Advice of payment for
only the checks which had more than 12 check stub entries. It will show the
same information as listed above.
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Description

Prink reports

SECTION 3.5
REPORTS

Al invoices entered into the system may be included in printed reports. All
reports are ptinted in 132 column format. The following reports are
available:

Rdvice of payment
A report showing the date, description, gress amount, discount
amount and net amount of each invoice paid on a chedk.

Disbursement by account
A summan of Payables disbursements by disbursement account.

Single vendor
Prints q list of invoices for a single vendor.

Invaices
Lists invoices (all invoices, held invoices, unpaid invoices, invoices
chosen for payment or paid invoices). These reports may be
arranged four different ways.

Posted invoices
Prints a list of all invoices posted on particular date. (The posting
date Is the date of the last Shift checkout.)

Vendors
Prints a list of vendors.

Balance due
Prints o list of vendors showing the balonce owed them.

In most cases, Yyou may limit the amount of information printed to meet the
needs of the moment.

To print reports, press [B at The Manager's Assistant™ main menu.
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Advice of payment reports

Payoble disbursements by account

Complete report

Selected report

THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.5
REPORTS

fifter a moment, the reports menu will appear.

Your Company Name
Manager’'s Assistant (ta) Payables - Reports
Wonday, July 27, 1998

Print report :

<A> Advice of payment

<b> Disbursemsnt by account
<S> 3ingle vendor

<I> Invoices

«<P> Posted invoices

<¥> Vendors

«<B> Balance due

<*> Exit reports

=>> Your selection : ﬁ

The Advice of payment report will print a report listing all items paid to one
vendor on one check. It prints the "Paid to" information (company name
and address), the message line from the check, the check number, date
and amount. The report also shows the check stub detail: Date, €ntry
desdription, Gross amount, Discount (Deduct.) amount and the Netamount.

To print an Advice of payment, press B ot the Reports menu. The system
will ask for the vendor abbreviation and the chedk number,

The Payable disbursements by account report will provide the detailed
information supporting the Payables totals in the Disbursement Summary
report obtained through the Manager's Assistant™ reports function. (See
section 3.3 of the Managers Assistant™ manual for more information.)
The report will list Payables invoices entered into disbursement accounts
subtotaled by disbursement account.

To print a Payable disbursements by account report, press 6] ot the
Reports menu. The system will ask if you wont a Complete or Selected
report.

The Complete report will print all disbursement accounts from account 1929
account 9989, regardless of date. To print the Complete report, press

]

The Selected report will allow you to select a date range and a range of
disbursement accounts. To print the Selected repoart, press 8. Then enter
the date range and account range.
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Single vendor list

THE MANAGER'S ASSISTANT™ PAVABLES

SECTION 3.5
REPORTS

The Single vendor lisk wilt print a list of invoices for a single vendor. To print
a Single vendor list, press [l at the Reports menu. The following will
appear:

Your Company Name
Nanager’s Assistant {te) Payables - Single vendor list
Wonday, July 27, 1988

Print which invoices :

<A> ALl invoices

<H> Held invoices

<i)> Unpaid invoices

«<I> Invoices chosen for payment
<P> Paid involces

<*> Exit Invoice reports

»>> Your selection : %

The system gives you the choice of which invoices to print on the report.

All invoices
Lill print all of the invoices for this vendor regardless of their status.

Held invoices
Will print only the invoices which have been marked "Hold".

Unpaid invoices
Will print @ list of invoices which have not yet been paid for.

Invoices chosen for payment
Wil print a list of invoices marked for payment at this time.

Paid invoices
Uil print @ list of only those invoices which have been paid for.

© 1997 - 98 by Robert Pollock
Page 26



Subtotal report by

THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.5
REPORTS

ARter you have chosen which type of invoices you would like to print the
system will show the following:

Your GCompany Name
Manager’s Assistant {tm} Payables - Single vendor list
Sonday, July 27, 1988

Subtotal single vendor list by :

<¥> Vendor

<I> Invoice due date
<P> Posting date

<D> Discount lost date
<G> Check number

»»» Your selection : %

[ the <ESC> key to cancel )

You now have a choice of how the report should be subtotaled.

Vendor
Will prevent the invoices from being subtotaled.

Invoice due date
Will subtotal the invoices by their due date.

Posting date
Will subtotal the invoices by the date they were posted to the
system.

Ciscount Jost date
Will subtotal the invoices by the date the discount will be lost.

Chedk number
Wil subtotal the invoice by the check number on which they were
paid.
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Vendor abbreviation

Selected printing

Selected printing defaults

Detailed report

THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.5
REPORTS

The system will allow you to limit the invoices printed on the report. After
you have chosen the way the report should be sub-totaled the following
will be disployed:

Your Company Hame
Kanager’s Assistant (tm) Payables - Single vendor list
Honday, July 27, 1998

s

Vendor abbr 3

Envoice date : 01/01/80 t2/31/68
Posting date : 01/01/80 t2/3t/768

Due date : 01/01/80 12/31/68
Discount date : 01/01/80 f2/31/68
Check number : L] 999999

Frint detail ? No

{ the <ESC> key to cancel )

Enter the abbreviation for the vendor whose invoices you would like to print
and press {Enter].

Selected printing will allow you to target particular invoices by Invoice date,
Posting date, Due date, Discount date, Check number or their Payment
date. You also have the choice of whether or not to print o detailed report.

The selected printing aiteria will default to the broadest possible range
thereby avoiding selection by that criteria. The defaults are:

Invoice date p1/01/80 12/31/68
Posting date o1/01/89 12/31/68
Due date P1/91/80 12/31/68
Discount date 91/91/80 12/31/68
Check number ] 999999
Payment daote Q1/01/80 12/31/68
Print detail No

Precision tip: The built-in dates range from January 1, 1980
to December 31, 2068,

The detailed report will show the Vendor abbreviation, invoice number,
discount date, check number, status, date posted, invoice date, discount
amount, gross amount, deduction amount, net amount, disbursement
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Invoices report

Subtotal report by

THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.5
AREPORTS

account number and name, entny description and gross amount of each
disbursement.

If you answer Mo to a detailed report the report will show only the total
amounts forthe invoice. It will not show the individual disbursements on the
invoice.

The Invoices report will prink a list of invaices from the system without regard
to vendor. To print an Invoices report, press [0 at the Reports menu. The
system gives you the choice of which invoices to print on the report.

Al invoices
Will print a list of all invoices for all vendors regardless of their
status.

Held invoices
Will print only the invoices which have been marked "Hold".,

Unpoid invoices
UJill print a list of invoices which have not yet been paid for.

Invoices chosen for payment
Will print a fist of invoices marked for payment at this time,

Paid invoices
Wil print a list of only those invoices which have been paid for.

You now have a choice of how the report should be subtotaled.

Vendor
Will subtotal the invoice by Vendor abbreviation.

Invoice due date
Will subtotal the invoices by their due date.

Posting date
Will subtotal the invoices by the date they were posted to the
system.

Discount lost date
Will subtotal the invoices by the date the discount will be lost.

Chedk number
Will subtotal the invoices by the check number on which they were
paid. '

Payment date
Wil subtotal the invoices by the date on which they were paid.
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THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.5
REPORTS

Posted invoices report The Posted inveices report will print a list of invoices posted on the date you
have chosen. To print the Posted invoices report, press [ at the Reports
menu. The following will appear:

Your Company Name
Manager’s Assistant (tm) Payables - Posted inveices report
MHonday, July 27, 1898

Print invoices posted on : GF7afiud

Print detail 7 No

»»> Ars all entries correct ? { YIN )

Enter the posting date of the invoices you would like to print and press
[€nter]. IFyou would like a detailed report, press [, IFyou do not want the
detailed report, press [,

Vendors list To print & Vendor listing, press ¥ ot the Reports menu. The system will ask
"Complete or Abbreviaked listing ? (/A )"

Complete listing To print the complete vendor listing, press f€l. The Complete listing will print
a report of all vendors (payees) in vendor code order. The report wil
include the vendors nome ond address, phone number, the message
automatically printed on their checks, the comment line, the terms, last year
(LY) purchases and payments, month-to-date (Mtd) purchases and
payments, balance forward, year-to-date (Yid) purchases and payments
and the balance due.

Abbreviated listing To print the abbreviated vendor listing, press (&, The Abbreviated listing will
print a report of all vendors (payees) in vendor code order. The report wil
incude the vendar's nome and address, phone number, the messoge
autormatically printed on their checks and the comment line.

Balance due report The Balance due report will list the Vendor abbreviation, vendor name, the
balance fonward, year-to-date purchases, year-to-date payments andthe
balance due them. To print the Balance due report, press &l at the Reports
menu. The system will ask "Exdude zero balance accounts 7 (Y/N)". IFyou
would ke all vendors listed whether or not they have a balance, press [,
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THE MANAGER'S ASSISTANT™ PAYABLES

SECTION 3.5
REPORTS

iF you do not want vendors with a zero balance to appear on the report,
press [,

© 1997 - 98 by Robert Pollock
Page 31



THE MANRGER'S ASSISTANT™ PAYABLES

SECTION 3.5
REPORTS
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Delete Paid invoices

SECTION 3.6
DELETE PAID INVOICES

It is necessary to delete paid invoices when you need the room for new
Payables invoices. Remember that the space for Payables invoice storage
can be inareased through System €xpansion. To delete the paid invoices
from the invoice file, press (L at The Manager's Assistant™ Payables menu.
The following will appear:

Your Company Name
Nanagar's Assistant (tm) Payables - Delete paid inveoices
Monday, July 27, 1998

Delete paid invoices that were paid before S7IB74HE

{ the <ESC> key to axit )

The system will ask "'Delete paid invoices that were paid through. The
system will erase all items which have been paid, with dates up to and
including the date you enter.
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SECTION 3.6
DELETE PARID INVOICES
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APPENDIX A
SAMPLE REPORTS

Your Company Name
13857 S. Kostner Ave. Date : Wednesday, June 23, 1997
Crestweood, IL. 60445
Paid teo: HEALTH & LIFE INS CO
DEPT. 1012
100 S. FIRST STREET
YOUR TOWN, US 12345-1012

Mstr Grp# 100000, Grp# 11111

Check number 17056 dated 01/23/97 for $987.75

Date Description Gross  Deduct. Net
01/15/97 Reference 197182 987.75 987.75
987.75 0.00 987.75

Page {( 1 } - Advice of payment
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THE MANAGER'S ASSISTANT™ - PRYABLES

APPENDIX A
SAMPLE REPORTS

Your Company Name
13957 5. Kostner Ave. bate : Wednesday, June 25, 1997
Crestwood, IL. 60445
Account [ Description
Invoice# Date Abbr  Pay to the order of Descriptioen Amount

1050 - Officer BONUS

11297 01/18/97 CASH  Your Bank Name Your Name 71.60
4003 - 0il
41285 01/18/97 0OOC Ocean 0il Company 0il & grease 387.75
4005 - Equipment
21310 01/05/97 LOU Loy's Parts & Supplies Credit return -11.00
75649 01/05/97 DEB Debhie's Parts House Parts 77.00
100705 01/18/97 BBAP Best Break Auto Parts Parts 1091.00
100842 01/18/97 BBAP Best Break Auto Parts Parts 174.00
100844 01/18/97 BBAP Best Break Autc Parts Parts 743.00
101232 01/18/97 BBAP Best Break Auto Parts Parts 2751.00
181851 01/10/97 Lov Lou's Parts & Supplies Parts 365.00
308617 01/13/97 LOU Lou's Parts & Supplies Engine 1548.00
340136 01/13/97 ABC ABC Aute Parts Parts 17.72
341334 01/18/97 ABC ABC Auto Parts Parts 35.55
375015 01/01 /97 MONA Monarch Auto Parts Brakes . 265.58
396047 01/13/97 ABC ABC Auto Parts 59.80
492069 01/10/97 MONA  Monarch Auto Parts Parts 218.27
587294 01/13/97 MONA Monarch Auto Parts Parts 145.73
656132 01/18/97 MONA  Monarch Auto Parts Parts 231.33
657430 01/18/97 MONA  Monarch Auto Parts Parts 102.68
697197 01/18/97 MONA  Monarch Aute Parts 458.08
849910 01/10/97 LOU Lou's Parts & Supplies Credit for return -365.00
Sub total for 4005 7907.74
4006 - Batteries
42107 01718797 INTE Interstate Batteries 260.00
42107 01/18/97 INTE Interstate Cable ends 17.40
Sub total for 4006 277 .40
4007 - Accys./Supply
61297 01/18/97 MIRR Mirrors Are Us Mirror 99.80
340136 01/13/97 HUB Hub Caps to Go Ford hub caps 67.71
587294 01/13/97 BBAP Best Brake Auto Parts Running boards 214.50
718496 01/01/97 TRI Tri-state Products Bed liner 286.56
719037 01701797 TRI Tri-state Products Tie downs 55.44
Sub total for 4007 724.1
4009 - Sublet
375065 01/01/97 MRR M & R Radiator Radiator 115.91
4017 - Freight-In :
75649 01/05/97 DEB Debbie's Parts House Shipping-in 7.08
100705 01/18/97 BBAFP Best Break Auto Parts Shipping-in 25,96
i00842 01/18/97 BBAP  Best Break Auto Parts Shipping-in 7.64
100844 01/18/97 BBAP Best Break Auto Parts Shipping-in 10.22
101232 c1/18/97 BBAP Best Break Auto Parts 55.29
181851 01/10/97 LoOU Lou's Parts & Supplies Shipping-in 11,45
308617 01/13/97 LOU Lou's Parts & Supplies Shipping-in 34.72

Page ( 1 ) - Payable disbursements by account
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THE MANAGER'S ASSISTANT™ - PAYABLES

APPENDIX A
SAMPLE REPORTS
Your Company Name
13957 5. Kostner Ave, Date : Wednesday, June 25, 1997
Crestwood, IL. 60445
Abbr Inv. # DiscDate Check# Status Posted Inv.Date Discount Gross  Deduct. Net
| Account number [ Name Entry description Gross |
Due date - 02/06/97
BBAP 656132 02/06/97 = ------ 01/18/97 01/16/97 0,000% 231.33 0.00 231.33
| 4005 Parts Parts 231.33 |
BBAP 657430 02/06/97 = ------ 01/18/97 01/16/97 0.000% 102.68 G.00 102.68
| 4005 Parts 102.68 |
Subtotal for 02/06/97 334.01 0.00 334.01
Due date - 02/08/97
BBAP 697187 0Q2/08/97 = -=---- M /18797 01/18/97 0.000% 458.08 0.00 458.08
| 4005 Parts 458.08 |
Grand total for 02/06/87 to 02/08/97 792.09 0.00 792.09

Page ( 1 ) - Single vendor list

© 1997 - 98 by Robert Pollock

Page 37



THE MANARGER'S ASSISTANT™ - PAYABLES

APPENDIX A
SAMPLE REPORTS

Your Company Name

13957 8. Kostner Ave. Date . Wednesday, June 25, 1997
Crestwood, IL. 60445

Abbr  Inv. # DiscDate Check# Status Posted Inv.Date Discount Gross  Deduct. Net Date Pd. Amt. Paid
| Account number / Name  Entry description aross |
Due date - i2/0ases TR
ooc 85 12/04/96 14815 Gross 11/02/86 11/02/96 0.000% 61.06 0.00 61.06 03/02/95 61.06
i'ibéé'."éii ................ 6ii.i.éééééé ........... éi.éé.i

Due date - 12/21/96
BBAP 28332 12/21/96 14863 Gross 02/20/97 12/01/96 0.000% 359.00 0.00 359.00 12/21/96 359.00

Due date - 01/08/97
DEB 340554 01/08/97 14646 Gross 12/12/96 12/09/96 0.000% 317.49 0.00 317.49 01/04/97 317.49

| 4005  Parts 313,65 |
| 4017 Freight-In Freight 3.84 |
Due date - 01/11/97
COM 122894 01/11/97 14661 Gross 12/27/96 12/28/96 0.000% 79.44 0.00 79.44 01/10/97 79.44
| 5500 Utilities Electric 79.44 |
Due date - 01/12/97
MONA 25502 01/12/97 15651 Gross 01/02/97 12/28/96 0. 000% 190.85 0.00 190.85 01/04/97 190.85
| 4007 Accys Accessories 190.85 |

] 4005 Parts Parts 1354.98 |
| 4007 Accys Accessories 109.80 |

Uooc 163353 01712797 14664 Gross 01708797 01705/97  0.000% 4.8  0.00  64.80 01/10/97 64.89
14003011 ................ 011&gr'ease ........... 6489]

Subtota1f0r01/12197 ..................................................... e Son i e

Due date - 01/14/95
TRI 97350 O01/13/97 14668 Net O%/11/97 01/03/97 1.000% 115.85 1.16 114,69 01/11/97 114.69

| 4007 Accys. 83.36 |
| 4005 Parts 23.94 |
| 4017 Freight-In 8,55 |
CITY 3957 01/14/97 14662 Gross 01/03/97 12/31/96 0.000% 16.73 0.00 16.73 01/10/97 16.73
| 5500 utilities Water & Sewer 16.73 |

..iéﬁ.-.é&ééi;-‘éi;i;}é%".;;ééé- -Gross 12/19/96 12/15/96 0.000% 1354.98 G.00 1354.98 01/10/97 1354.98

Page ( 1 ) - All invoices
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THE MANAGER'S ASSISTANT™ - PAYABLES

APPENDIX A
SAMPLE REPORTS

Your Company Name

13957 5, Kosther Ave. Date : Wednesday, June 25, 1997
Crestwood, IL. 60445

Abbr  Inv. # DiscDate Check# Status Posted Inv.Date Discount Gross  Deduct. Net
Due date - O1/17/97 . mnmmmmmmmmmmmmmmmmTeTes

LouU 21310 01/317/97 eeeaan 01/05/97 12/28/96 0.000% -11.00 0.00 -11.00
Due date - 02702797

BBAP 100844 02/02/97 Hold 01/18/97 01/17/97 0.000% 753.22 0.00 753.22

MIRR 61207 02/02/97 Hold 01/18/97 01/12/97 0.000% 592,07 0.00 592,07
Subtotal for 02/02/97 1345.29 0.00 1345.29
Due date - 02/03/97

BBAP 101232 02/03/97 = ------ 01/18/97 01/18/97 0.000% 2806.29 0.00 2806,29
Due date - 02/04/97

BBAP 100705 02/04/97 @ ------ 01/18/97 01/18/97 0.000% 1116.96 0.00 1116.96
Due date - 02/06/97

BBAP 656132 02/08/97 = a-ea-. 01/18/97 01/16/97 0.000% £231.33 0.00 231,33

BBAP 657430 02/06/97 00 oaeeac. 01/18/97 01/16/97 0.000% 102.68 0.00 102,68
Subtotal for 02/06/97 334,01 0,00 334.01
Due date - 02/07/97

371 60797 02/07/87  aea--- 01/18/97 0O1/0G7/97 0.000% 234.95 0.00 234.95

NIG 62397 02/07/87  --r--- 01718797 01/20/97 0.000% 7.49 0.00 7.49
Subtotal for 02/07/97 242,44 0.00 242 .44
Due date - 02/08/97

BBAP 697197 02/08/97 = ------ 01/18/97 01/18/97 0,000% 458,08 0,00 458,08
Grand total for 01/17/97 to 02/08/97 6282.07 G.00 6292 .07

Page { 1 ) - Unpaid invoices
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THE MANRGER'S ASSISTANT™ - PAYABLES

APPENDIX A
SAMPLE REPORTS

Your Company Name

13957 S. Kostner Ave, Date : Wednesday, June 25, 1997
Crestwood, IL. 60445

Abbr  Name Address line 1 GComment

Phone Address line 2 City, State Zip code Message on check
Terms LY purchases LY payments Mtd purchases Mtd payments Balance Twd Ytd pu;éﬁéses Ytd ﬁégﬁéﬁts Baia&éé'&ﬁé
111 Phone Company P.0 Box 1111 o

(800) 111-0G600 Your Town, US 60000-1111 700 555-6555 111 1
Net 2126.76 2126.78 234,95 o0 0.0 1321.50 1086.65 234,95
941  Your Bank Bank Address

{ 1} - Your Town, US 12345
Net 0.00 0.00 0.00 o.00 o.00 0.00 o.00 0.00
ABC  ABG Auto Parts 12345 Any Street

{ ) - Your Town, US 12345
Napr e oo .- pgS 6.66 .......... 6.00 ...... 6.60 SaeTT 6.66.. . .6.66
BBAP Best Break Auto Parts 3737 W. Third st.

( ) 555-8500 Your Town, US 12345
ﬁei .................. 6'66 ......... 6'66 ........... 6.66. SRFSSSLLEAAEL 6‘66 ........ SESSIRREE oo e
DEB  Debbie's Parts House 1500 E. First

[ ) 555-1400 Your Town, US 12345-1111
&é{ ............... 6'66 ....... Fea T Ven 0.60 ...... 6.60 oo oo oo
HUB  Hub-Caps to Go 737 W. 17th St.

{ )} 555-8600 Your Town, US 12345
ﬁéi ........................... 6.66 ......... o 6.66 .......... 6:00 ..6.66. oo 0o oon
INTE Interstate Batteries

{ ) - Your Town, US 12345
ﬁéi ........................... 6'66 ......... 6.66 ........... aea T 6:66 ....... oes oon oo oon
LOU Lou's Parts & Supplies 1826 §. Fox Glove

{ ) 855-7722 Your Town, US 12345
ﬁé{ ........................... 6.66 ......... 6'66 ....... CanT Voo Do oo oo oon
MIRR Mirros are Us #1350 S. Harlequin

{ } 555-3752 Your Town, US 12345
ﬁéé ........................... 6.66... 5 06 ........... 6'66 ....... oo oon oo 0os oo

Page ( 1 )} - Complete Vendor listing
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THE MANAGER'S ASSISTANT™ - PAYABLES

APPENDIX A
SAMPLE REPORTS

Your Company Name

13957 S. Kostner Ave, Date : Wednesday. June 25. |
Crestwood, IL. 60445 ¥ , 1997

Abbr  Name Address line 1 Comment
Phone Address line 2 City, State Zip code Message on check
111 Phone Company P.O Box 1441 TTTIITTTImTmITTmmmmmmmmmmmmmmemsmommemees
{800} 111-0800 Your Town, US 60000-1111 708 B55-65585 111 1
941  Your Bank Bank Address TTTITTTITImmmmmmmmmmemmmmmmmmmmmmmesseomees
{ 1} - Your Town, US 12345
940  Your Bank Bank Address For filing federal unemployment tax
{ 1} - Your Town, US 12345 Fed'l unempl. tax 36-0000000
Al A-1 Printing 10000 §. Church Kim & Joseph
(111) 555-7002 Your Town, US 12345
ABC  ABC Auto Parts 12345 Any Street
{ ) - Your Town, US 12345
ACME Acme Lock & Key #1222 8. Tumbler Ave.
(111} 555-7300 Your Town, US 12345
AERE Aereo Contractor P.0C. Box 555
- Your Town, US 12345 Inv¥ 150908
ALLW  All Way Communications Svos. P.0O. Box 1222 Automated# (800) 555-5555
(800) 783-2020 Chicago, IL 60000-1222 Acct# 0129212121
AMB  Americana Business Major Acts Div. Dept. 100 Acct Rep: Don Smith  x1111, Fax# (800) 555-7464
{800} 555-1000 P.0. Box 2000 Your Town, US 12345-2000 Cust# 123/5655-0005, Inv#
AMEA American Fax & Copy 12544 cClitton John Jones Agent
{111) 555-1277 Your Town, US 12345 Acct# 100-111-608 37
AMYX  American Express Suite 0001
{800) 555-211i2 Chicago, IL. 60000-0001 Account No.: 3000-100052-11000
BBAP Best Break Auto Parts 3737 W. Third $t.
{ } 555-8500 Your Town, US 12345 Vendor# 27675
DEB  Debbie's Parts House 1500 E. First
( } 555-1400 Your Town, US 12345-1111%
HUB  Hub Caps to Go 3737 W. 17th St.
{ ) 555-8600 Your Town, US 12345
INTE Interstate Batteries
{ ) - Your Town, US 12345
Loy Lou's Parts & Supplies 1826 S. Fox Glove
{ ) 555-7722 Your Town, US 12345
MIRR Mirrors are US 1350 S, Harlequin
( ) 555-3752 Your Town, US 12345

Page { 1 )} - Abbreviated Vendor listing
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THE MANAGER'S ASSISTANT™ - PAYABLES

APPENDIX A
SAMPLE REPORTS

Your Company Name

13857 S. Kostner Ave, Date : Wednesday, June 25, 1997
Crestwood, IL, 60445

Abbr Name Balance fwd Ytd purchases Ytd payments Balance due
ABC  ABC Auto Parts 0.00 1321.50 1086.55 234.95
BBAP EBest Break Auto Parts 0.00 4858.11 181.64 4676.47
DEB Debbie's Parts House G.00 6183.66 5591.59 592.07
HUB Hub Caps to Go 0.00 419.52 412.56 6.96
Lou Lou's Parts & Supplies 0.00 16278.93 15778.22 500.71
MIRR Mirrors are Us 0.00 5621.72 4829.63 792.09

Total due : 6803.25

Page ( 1 ) - Balance due report
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P@E‘@ ISION 19957 . ostner avenve

crestwood, illinois 60445
Data Systems, Inc. (708) 371-6555

UPGRADE AP 10-21-00

The Manager's Assistant™ Accounts Payable
October 21, 2000

VIEWING REPORTS

This upgrade adds the ability to view reports on the screen. Generally, the message “Load continuous paper
into printer” has been replaced by the following:

AL Wan M (R
S “Thursday. Oclober 12, 209

i
e A s Rl

{ the <ESC> key to cancel )

Precision tip: If you have the Printer port assignment fo \ rts set to “Write to disk” the

prompt For “Screen or Printer” will NOT appear.

Pressing [B) will cause the report to print immediately. Pressing (8] will cause the report to be displayed on
the screen.

When the report appears on the screen, You can press the arrow keys to scroll (move) the report around
on the screen to see different parts of the report. [Page up] and [Page down] will scroll the information up
and down a screen-full at a time. Pressing [Home] will scroll to the left side of the report. Pressing [€nd] will
scrolt to the right side of the report. Pressing [Eard copy will print the report on the printer and exit the
reports viewer. Pressing any other key will exit the reports viewer without printing the report.

( OVER )

** PLEASE INSERT THIS ADDENDUM INTO YOUR MANUAL **

** FOR FUTURE REFERENCE ** Page 1 of 2
computer systems for the automotive service industry



AP 10-21-00

Precision tip: To reverse the action of the Arrow and Page keys press [CTRL]-E.

Precision tip: Reports printed from the reports viewer by pressing [flard copy will print on the
printer designated as the reports printer in Precision Main Menu - Utilities - Printer port
assignments.

REPORTS

All reports listed on the “Reports” menu may be printed on paper or printed to the sareen. See Viewing
Reports above for more information.

The following upgrades should appear on your PDSLOG.DITA file:

SM ¢1-07-00 MM 01-13-00 AP 03-17-09 FD 95-20-090 CA 99-29-00
MA 01-08-00 PI 92-19-0@ AP 93-30-00 MA 05-21-0¢0 AP 10-02-00
AP 01-09-00 CA 02-20-00 CA 03-31-00 MM 05-22-0¢ MM 10-06-00
CA 01-190-900 FD §2-25-0¢ CA 94-01-9¢ CA ¢9-15-99 PI 19-13-00
FD @1-11-90 CA 902-29-90 SM 05-05-00 FD 99-16-00 MA 190-20-00
TL §1-12-00 PI 93-01-00 CA ©05-19-9090 SM §9-17-00

NOTE: Upgrade disks issued prior to purchasing your system will not appear. Also, upgrades for parts of
the system you have not purchased will not appear.

++ PLEASE INSERT THIS ADDENDUM INTO YOUR MANUAL **

Page 2 of 2 *+ FfOR FUTURE REFERENCE **



