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Productivity Software
For Your
Commodore Plus/4

A complete easy-to-use Accounts Payable Syste .fjd-f_]i'
your Commodore Plus/4 |

Improves cash management by
efficiently using discounts, cash
requirements, and computerized
checks
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COMMODRORE BUSINESS MACHINES

COMMODORE BUSINESS ACCOUNTING SYSTEM
FOR THE COMMOPORE PLUS/4

ACCOUNTS PAYABLE OPERATOR'S GUIDE

Version 1.0

For the Commodore PLUS/4

The Commodoars Business Accounting System was developed
by Info Dasigns, Inc., Birmingham, Michigan for
exclusive distribution by Commodore Business Machines.

The computer software programs arce copyright (& 1384
Info Designs, Inc. No part of the program disk(s) or

manual{s) may be reproduced, stored in a retrieval
system or transmitted in any form or by any means,
electronic, mechanical, photocopying, recording or
otherwlise, without the prior permission of

Info Designs, Inc. (Program disks are copy protected:

backup copies may be obtained directly from Comnmodore
Business Machines.)

(© Copyright 1984 Commodore Rusiness Machines, Inc.
1200 Wilson Drive — West Chester, PA 19380

319701
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LIMITED WARRANTY

EXCEPT AS STATED BELOW IN THIS SECTION, THIS PROGRAM IS
PROVIDED "AS 1S" WITHOUT WARRANTY OF ANY KIND, EITHER
EXPRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TC,
THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS
FOR A PARTICULAR PURPOSE. THE ENTIRE RISK AS TO THE
QUALITY AND PERFORMANCE OF THE PROGRAM IS WITH YOQU.
SHOULD THE PROGRAM PROVE DEFECTIVE, YOU (BND NOT
INFO-DESIGHNS, INC. (IDI) OR COMMODORE BUSINESS
MACHINES, INC. (CBM) OR AN AUTHORIZED DEALER) ASSUME
THE ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR OR
CORRECTION. SOME STATES DO NOT ALLOW THE EXCLUSION OF
IMPLIED WARRANTIES, SO THE ABOVE EXCLUSION MAY NOT
APPLY TO Y¥YOU. THIS WARRANTY GIVES YOU SPECIFIC LEGAL
RIGHTS AND YOU MAY BALSO HAVE OTHER RIGHTS WHICH VARY
FROM STATE TO STATE.

Neither 1IDI or CBM warrants that the functions
contained in the Program will meet your requirements or
that the operation of the Program will be interrupted
or error free.

CBM does warrant as the only warranty provided to you,
that the diskette(s) on which the program is furnished,
will be free from defects in materials and workmanship
under normal use for a period of ninety (920) days from
the date of delivery to you as evidenced by a copy of
your receilipt.

LIMITATIONS OF REMEDIES

CBM's entire liability and your exclusive remedy shall
be:

the replacement of any diskette not meeting the
"Limited Warranty" and which 1s returned to CBM or an
authorized dealer with a copy of your receipt.

IN NO EVENT WILL IDI OR CBM BE LIABLE TO YOU FOR ANY
DAMAGES, INCLUDING ANY LOST PROFITS, LOST BSAVINGS OR
OTHER INCIDENTAL OR COMNSEQUENTIAL DAMAGES ARISING OUT
OF THE USE OR INABILITY TO USE SUCH PROGRAM EVEN IF IDI
OR CBM OR AN AUTHORIZED DEALER HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY
OTHER PARTY. ‘

SOME STATES DO NOT ALLOW THE LIMITATION OR EXCLUSION OF
LIABILITY FQR INCIDENTAL OR CONSEQUENTIAL DAMAGES 50
THE ABOVE LIMITATION OR EXCLUSION MAY NOT APPLY TC YOU.

IN NO EVENT WILL IDI OR CBM BE LIABLE TO YOU FOR ANY
DAMAGES TO YOQUR DISK DRIVE ARISING OUT OF YQUR ATTEMPT
70 COPY OR DUPLICATE THE PROGRAM DISK, EVEN IF IDI OR
CBM OR AN AUTHORIZED DEALER HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY

OTHER PARTY.
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I. INTRODUCTION

Overview

The Commodore BAS PLUS/4 Accounts Payable System is an
extremely powerful accounting system adapted from
larger sophisticated systems and implemented on the new
Commodore PLUS/4 microcomputer system.

The system has virtually unlimited capacity, since
manageable groups of vendors and invoices are stored
and processed at one time. The system utilizes a set
of floppy disks for record storage of vendor accounts
and open invoices,

The exact capacity configuration is as shown in the
following table:

Maximum Records Storage Capacity(per disk)

CBM
1541
Maximum Vendors 100
Maximum Invoices 375
Maximum Transactions 50

Larger files of vendors and invoices may easily be
handled by segmenting vendor files alphabetically and
using a set of floppy disks for each group.

The system provides these advanced capabilities:

. easy data entry of vendor billing information
. automated aging of vendor invoices and
discount calculation

. option to apply credit memos to balance due

. automatic posting of transactions toc vendor
file and invoice file

. aged open item report for all vendors or
selected group

. automatic checkwriting capability

. on-line status inquiry to determine a vendor's
current account balance, total y-t-4 volume,
and previous year's volume
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This Accounts Payable System 1is part of a total
Business Accounting System which includes an Inventory
Control Module, Accounts Receivable Module, Payroll
Module and General Ledger Module. The &A/P System, A/R
System and P/R System will automatically interface to
the General Ledger when installed. But each sub-system
can be 1mplemented 1in a modular fashlon independently
of all others.

The balance of this document contains information
essential to  the smooth conversion  and ongoing

effectiveness of the Accounts Payable application,
including:

- 8ystem Conventions, which highlights Kkey technical
and operating characteristics of the BAS PLUS/4
application that are used to provide consistency of
operation across all Commodore applications (see
Section I1I-B)

- System Functions, which describes the purpose, timing
and features of each accounting function performed by
the application (see Section II)

- System Start-Up, which provides guidelines on how to
initialize your equipment and files to prepare for
day to day operations (see Section III)

- Management Reports, which describes the purpose,
timing, execution and format of those
reports/documents produced by the system to control
your pavables operation {(see Section V)

- Troubleshooting Guide, which descrilbes particular
error conditions, their probable cause and requiresd
action to resolve the errors that may occur in day to
day processing (see Section VI)

- Using Telephone Consulting Assistance, which
describes an optional Telephone Consulting Assistance
program provided by the Commodore BAS Support Center,
and guidelines for placing orders for additional
products and services (see Section VII)

These and remalning sections of this operator's guide
will significantly contribute to the future success of
your operation. Please take an appropriate amount of
time to read them. The decisions you make 1in  these
areas are 1nstrumental to a sound accounting and
financial reporting system that 1s essential to the
ongoing management of your operation.

-
=
=
o
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System Conventions

In

order to simplify the description of how certain

information 1is entered inte the system, the following
conventions are used 1n the documentation:

l.

2.

Special typewriter keys

There are only two special keys to use other than
the normal typewriter keys. These keys are
indicated by the use of this symbol <KEY NAME> to
differentiate the name of the key from actually
typing the word.

Keys Furpose .
<RETURN> Use after entering information

{see next paragraph)
<INST/DEL> Deletes last character

{SHIPFPT> Hever used., aAll information 1is
entered in "lowercase" letters.
All reports are automatically
printed cut in CAPS.

<RETURN> key

When the computer displays asterisks (***¥***) it
indicates it 1s wailting for an input from the
operator.

I1£f the alpha or numeric information does not fill
all the positions 1ndlcated by the asterisks, then
you must press the <RETURN> key after entry.

Example: When the computer asks for vendor number,
the screen looks like this:

Vendor MNumber 1 KEExARE
Notice that the blinking cursor tells you where
your characters will type. This 1s 1indicated by an
underscore { } in this documentation. You would
type v/n 1234 as:

* F ok k ok ok

1234 <{RETORN>

because the number 1s less than the number of
asterisks (six). If the v/n were 123456, then you
would type:

L ]

123456

the computer will automatically advance to the next
field.

I-3
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Remember, when your input fills all the asterisks,

then you do not have to press the <RETURN> key.
With a little practice, this convention will become
almost second nature.

When entering data, the <RETDRN> key can be used to
skip a field. Just press <RETORN> and the program
will skip to the next field. For the first field of
a new screen, pressing the <RETURN> key without any
data allows you to return to the previous menu. As
a general rule, when in doubt about where you are
in the program or how to get to a different
operation, just press <RETURN> until you get to the
correct menu.

Prompting messages

The computer will remind you what information it is
expecting by "prompting" messages. These messages
will also "flash" when you have made an error.
This flashing will alsoc alert you to re-enter the
information correctly.

These messages appear directly under the screen
title. Example:

ENTER A/P TRANSACTIORNS
Enter Vendor Number

Disk errors

The system wutilizes floppy magnetic disks for
storage of all data. Occasionally, a disk may drop
data and cause an error. For this reason, IT IS
IMPERATIVE THAT AT LEAST TWO (2) BACKUDP DISKS ARE
MAINTAINED FOR FACH DISK FILE. See V-6 for Disk
Backup Procedures.

If the following conditions occur, 1t means a disk
error has occurred:

- 1541, Right most light turns red and blinks

A listing of all disk errors may be found in your
Commodore Floppy Disk User's Manual and is
reprinted in Section VI of this guide. When an
error occurs, the system will return to the main
menu. Re-insert the disk(s), and try the program
again. If repeated tries do not work, then - you
probably have a bad disk and must go to one of your
back-up disks.

VEREREREREEEEREEREREEERES
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Additionally, there are a series of special error
messages concerning the operation o©of the Accounts
Payable System. Please refer to the
Troubleshooting Guide Secticn VI.

Note: There are several things the user can do to
avoid disk data errors. They include:

a. Handle the diskette with care

. Write on labels first, then affix them to the
diskette

. Do not touch the exposed surface of the
diskette

. When not being used, keep the diskette 1in
their protective jackets and store them in a
cool dry area
DO NOT remove diskette from drive durilng
operation

b. Use high quality disks

¢. Have your disk drive serviced periodically
to ensure that it is clean and operating
according to specified tolerances

Program Disk and Data Disk

Your master program disk is wused to hold the
programs which make up this accounting system. No
specific information relating to your company Or
business is ever stored on the program disk. All
such "data"™, 1s stored on a data disk. When
running the system, vyou will be prompted to remove
and 1insert either your program or data disk.
Simply follow the prompts as indicated. If vyou
accidently insert the wrong disk, you will ©be
warned with a flashing error message. Just
continue with the correct disk.



PLUS & ACCOUNTS PAYABLE

Equipment Reguirements
The BAS PLUS/4 Accounts Payable System has been
designed to allow significant flexibility in

configuring your hardware. Of major importance 1is the

capability to process the application using 1 or 2 disk
drives.

Specific equipment requirements are:
- Commecdore PLUS/4 Computer
- Color or Monochrome Monitor
- Disk Drives
. L or 2 1541's or 1551i's
- Printers
- 1526, MPS 801, MPS 802, or DPS 1101
Install and check-out your eguipment by following

the equipment operating instructions provided by
Commocdore Business Machines.

AEELELLE

L R

j
__



HOH O H N W NN N W W

PLUS 4 ACCOUNTS PAYABLE

II. SYSTEM FUNCTIONS

The Commodore Business
Payable System 1is a

operations.

"menu-driven"
literally a menu of critical accounts payable functions
that have been computerized toc support your day to day
To execute the functioens,

Accounting

to select the appropriate menu item.

PLUS/4
system. The

"menu"

you merely have

The menu includes the following functions:

&ﬂCOUNTS PAY&BLE MAIH MEKH

u00  Bas System
'  ;5Henu o

02, Print a/p

'“T;ansactisns DR

'394  Update A/P
: Files -

.06 Calculate - ="

Payments:

08 Print

io A/P Infn.
fFlle

12 qut
Pxoaesszng

various
selectiaon

Furthermore,
for precise
operations.

Following 1is a brief
sub-menu function.

sub-menus are

description

61

07

09

11

of essential

11-1

of

Enter A/P

Sactlons

Maint. A/P

ahsactions

- Reporkts

Print _
Payment Reg.

=Maint./Disp.

VYendors

Config, Pile

_Maintenance

Select
{RETURN)

provided to allow
accounting

each

Accounts

mend and
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00) BAS SYSTEM MENU

Purpose: The Systems Menu is

selected by entering 00.

The Systems Menu allows you to run any of these

other system modules.

These other systems may

be purchased separately from your dealer:

01" “General
- bLedger -

03 -Accounts
- .Paya§1e L

?ﬁfagffiﬁ§eﬁtbry

07 Quit
.o Processing .

06 Disk Backup function is
included with your system,
any data disk.
DATA DISK.

Program disks are

copy protected

02

. ”éeiect" .
| CRETURN> - -

very important and is

It allows you to duplicate
As mentioned
THAT YOU HAVE AT LEAST TWO (2)

above, IT IS IMPERATIVE
BACK-UP COPIES COF EACH

and will not copy.

You may obtain security coples from Commodore Business

Machines.

I1-2
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01) ENTER A/P TRANSACTIONS

Purpose:

Whenz:

Sub-Menu:

To enter wvendor 1involces, credit memos,

debit memos . Initializing vendor
balances, and invoice changes or
deletions.

Daily or when needed. (Note: System

allows a maximum of 50 transactions to be
entered before an update must be run.)

1) Enter New Invcice (enter information
for new vendor invoices)

2) Delete An Invoice (to cancel an
invoice which has been previougly
updated to the invoice file and posted
to the vendor file)

Note: As a safety precaution when
deleting an invoice you will need to
enter the delete code "del®

3} Modify An Invoice (to change an
invoice which has been previously
updated to the invoice file and posted
to the vendor file)

4) Enter Credit Memo (to enter a credit
memo transaction)

5) Enter Debit Memo (to enter a debit
memo transaction)

Note: If invoice fields for a vendor
have been set up . {See 09
Maintain/Display Vendors 11-12),
automatic formatting and insertion of
the Invoice Date, Age Date, Invoice
amount, and/or G/L Account Number will
be made. Whenever vyou enter a New
Invoice, Credit Memo, or Debit Memo.
If desired, these supplied fields may
be overridden.

Note: The system maintains two dates:
Invoice Date and Age Date, The Age
Date is used on all aging reports and
should ke used to determine if
discounts are applicable. Invoice
Date appears on the itemized check
stub. Today's Date, entered in 10 A/p
Information File, will be supplied to
these fields if <RETURN> is pressed
when prompted.

TI-3
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02)

PRINT A/P TRANSACTIONS

Purpocse:

When:

Sub-Menu:

Transactions that were entered in 01
Enter A/P Transactions may be printed out
in this routine before they are updated

to the 1invoice file and posted to the
vendor file,

Optionral, but suggested frequency is
daily or after each session when you use
transaction entry. This report may also
serve as a Purchase Journal of all

Invelce  transactions that day. This
report also shows the general ledger
distribution for all invoice
transactions. Note: transactions are

automatically erased aTter 04 Update A/p
Flles"ngmwfﬁﬁT“”fﬁg?gTQEEinmgiquEw_EEiHEJ

transFctions betore Updating.

Report Types:

1) Detail (print out of each transaction)
2) Summary (summary statistics only)

Report Groups:

1) All Transactions {prints all entries
on file)

2} New Invoices {only '"prints new
invoices)

3) Delete Transactions (only prints
"delete" transactions)

4} Modify Transactions (only prints
"modify" transactions)

5) Hew Credit Memos {only prints new
credit memos)

6) New Debit Memos (only prints new debit
memos)

Record Print Range

Specify first and last transaction

numbers or enter: a<RETURN> {for all
transactions).

I1-4
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03) MAINTAIN A/P TRANSACTIONS

04)

Purpose:

When:

Procedure

To make necessary corrections or void

transactions before running 04 Update A/P
Files.

As needed. (Usually after an error is

detected from reviewing printed
transactions.)

Enter transaction number to be modified.
Then, enter line number to change data.

UPDATE A/P FILES

Purpose:

When:

Procedure:

This routine automatically posts all
involice transactions to the vendor file.
Note: You must update before calculating

payments. This creates inveice records
and updates the vendor record with
current information. If you are

interfacing with the General Ledger
System, then general ledger transactions
are alsc created. * (Note: Detailed
interface instructions are included with
the General Ledger System.)

suggested frequency is weekly. = For a
heavy wveolume of transactions, you may
want to update more. For wvery light
volumes, you may want to update on a

monthly basis. It is advised to perform
the update function after accumulating 40
to 50 transactions.

Press: 1 (to begin processing). The
system will now sort transactions and
update vendors.

IT1-5
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- If G/L account numbers for Accounts/Payable and
Cash have been entered in 10 A/P Information File
{(p.II-13), an A/P Update G/L Transactions report is
produced reflecting the amounts distributed to G/L
accounts during the update. If interfacing with
the Commodore G/L System, this report provides an
additional audit trail. JIf not, it can be used as
a worksheet when reconciling accounts.

- The system allows for a maximum of 150 G/L
distribution accounts per transaction batch. That
is an average of 3.5 accounts per transaction when
processing a full batch of 50 records. If this
maximum is reached while updating, the system will
flash "G/L Acct Capacity Reached” and continue with
update processing. Additional debits and credits
will be accumulated in G/L accounts 99999.8 and
99999.9, respectively. I1f this condition should
arise when interfacing with the G/L System, manual
G/L transactions will have to be made to adjust the
proper accountg.

II-6




PLUS 4 ACCOUNTS PAYABLE

05) PRINT REPORTS

T I U I

Purpose:

When:

Sub-Menu:

This 1is a very powerful report generator
function. It produces aged vendor
payables reports for all vendors or any
one vendor. You may request only “cpen
items™ (unpaid invoices) or "closed
items" (paid invoices). Reports may be
printed on a detail or summary level,

Print an open item report with aging
(Report 01} prior to each check run for
all wvendors, On a selective basis, vyou
can print out an aging report for a
single vendor only.

Note: You can also do a status ingquiry
into the vendor file to get up-to-date
account information. Use Menu 09
Maintain/Display Vendors.

Report Format Code

1)} Open Items- prints "unpaid invoices"
with total age in days

2) Closed Items- prints “paid invoicesg"

Note: When you select this option, the
computer will ask:

Delete During Closed Item Listing? *

It i1s a good idea to type y (for vyes)
to delete paid invoices while printing
out the report. This will keep the
Invoice File down to a manageable
size, A maximum of 375 closed (paid)
invoices can be deleted during one
execution of this report using this
option.

Report Type Code

1} Detail Report- prints one 1line item
for each invoice for all vendors

2} Summary Report- prints vendor totals
only for all vendors

3) Single Vendor Report- prints invoice
detail for one vendor only

I1-7
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Involice Range

Enter beginning invoice date or ending invoice
date. Press: a<RETURN> to get all invoices for the
report specified.

06} CALCULATE PAYMENTS

Purpose: This program calculates payment totals
for invoilces you wlish to pay. The checks
are actually printed in 08 Print Checks.

When: Run for every check payment cycle; be
sure that 04 Update A/P Files has been
run before calculating payments.

Procedure:
Enter: 1 (to begin)

Indicate the Payment Date to be printed
on the checky. Then indicate the number
of handwritten c¢hecks that have been
used; this increments the Next Check
Number to the appropriate check number.

Note: Checks should bke pre-numbered for
security and contreol purposes. You will
normally have to allow at least two
checks to be wasted 1in order to load
checks 1in the printer and align for
printing. Therefore, yocu should consider
this when specifying the number of
handwritten checks so that the Next Check
Number represents the first good
continuous check form.

Sub-Menu:

After the first time you calculate
payitents, the message Clear Present Check
File? (Y/N) will appear. Enter: y if you -
have already printed out the previous o
checks and do not want to print .again.
Enter: n 1if you want to calculate more
checks and add to the present check file.
Normally, you would enter vy.

I1-8
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There are two payment methods ava:.able:
1l Pay by Vendor, and 2 Pay by Invoice.
When using 1, you enter the Vendor number
range that you want; then the computer
will automatically pay (calculate a check
tor} all open invoices for vendors within
the range specified. When using 2, you
enter each Vendor number separately, then
enter each Invoice number separastely. Up
to 50 vendor numbers may be entered but
they must be entered in ascending
sequence; up to 13 of each vendor's
first 50 involces may be entered.

Note: When applying credit memos tc the
unpald balance, the sequence of entering
invoice/credit memo numbers 1s  very
significant! A credit memo may be
partially or completely applied against
the account balance based on the balance.
This 1s determined by the computer in the
following way: the credit applied from
each credit memo will be the lesser of:

(a) the un-applied balance on
the credit memo
OR
(b) the cumulative positive
amount for the check

The following example will illustrate the
polint. Let's take a hypothetical Vendor
number 1000 with the following open
ltems:

Invoice/CM § Date Amount
65123 04/01/81 $100.00
65422 04,/15/81 200.00
CM123 04/23/81 140.00 CR
Check Balance: $160.00
I1-9
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The balance on this account is $160.00 if
the credit memo 1is applied against the
account balance,. In Calculate Payments,
by entering the credit memo after all
invoices, the entire credit will be
applied since ($140.00 CR) 1is less than
the cumulative positive amount ($300.00).

Notice in the following sequence of
entries, that the check balance is
5200.00. This is calculated because the
credit memo was entered after Invoice
65123, and therefore the cumulative
positive balance at that point was $100.
Therefore, the credit was partially
applied (only 8100 of the $140).

Inveice,/CM # Date Amount

65123 04/01/81 5100.00
CM123 04/23/81 140.00 CR

(appl.5100.00)

65422 04/15/81 280.00
Check Balance: $200.00

The computer will maintain the un-applied
portien of each c¢redit memo. In the
above example, CM123 would now contain an
un-applied value cf $40.00 CR.

Paying a Partial Invoice - To pay only
a partial invoice, you must create two
invoices first. Use 01 Enter A/p

Transactions, 03 Modify an Invoice to
change the original invoice amount to the
amount you wish to pay, then use (01 Enter
New Invoice to add a new invoice (same
number with a unique suffix) for the
balance due. Now, 1n Calculate Payments,
you can pay the original invoice number
(which will now be a partial payment).

If you are interfacing with the General
Ledger System, then general ledgerx
transactions are also created. (Note:
Detailed interface instructions are
included with the General Ledger System.)

I1T-10
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07) PRINT PAYMENT REGISTER

08)

Purpose: To print a register of checks created in
06 Calculate Payments.

When: After running 06 Calculate Payments to
verify payment totals before printing
checks.

Procedure:
Enter 1 to begin, Then enter first
register number (check number) and last
register number for report or enter:
a<RETURN> to include all checks.

PRINT CHECKS

Purpose: This function prints computer-generated
checks on customized continuous check
forms (Deluxe 1002). The check contains
a voucher section which itemizes which
items are included in the check total.

When: Suggested frequency is bi-weekly or
monthly. May be run on any frequency
desired. Nete: Before running Print
Checks, you must run 06 Calculate
Payments.,

Procedure:
Press: 1 (to begin processing).

Then load printer with continuous check
forms. When prompted to enter first
check register number (check number)
enter: Cc<RETURN> (for «check alignment
pattern).

Bfter checks are aligned properly, either
enter: a<RETURN> (for all checks) or the
actual range of check register numbers to
be printed. This feature allows you to
re-print a given check if it should be
reqguired.

IT-11
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09) MAINTAIN/DISPLAY VENDORS

Purpose: Allows for the adding, changing, deleting
and printing of wvendor records, as well )
as processing Year-end accumulations.,
When: As needed, and at year end.
Sub-Menu: 1) Add - allows adding new vendors to
file
—
2) Change - allows changing any

information on an existing vendor.
Also permits you to delete a vendor by
entering 4 then the delete code del.
Note: vendor balance must be zero to
delete the file.

3) Print - prints listing of vendor file
in one of two formats

-
——
l-Activity - Provides one line listing s
of all vendors, current
account balance, and o
last activity.
2-List - Provides a master list of =
vendor number, name and
. N
-
3
~a

address, telephone
number, etc.

4) Yr End - run at year end only; zero's
out 7 Purchases This Year and moves
totals to &6 Purchases Last Year. The
computer automatically maintains these
two fields.

Note: Mo Pay Amt, Day/Paymnt, and G/L Acct
fields can be used for recurring vendor
invoices to simplify transaction entry
(See p.I1I-1). Entry of any or all of
these fields in the vendor's reccord will e
result 1in automatic insertion of the e
following fields when entering a new
invoice, credit memo, or debit memo .
transaction:

vendor field transaction field -
Mo Pay Amt Invoice Amocunt ===
Day/Paymnt Involce Date & Age __

Date (from A/PIF) -
G/L A ] 1buti I
/S cct G/L Distribution o
Account

II~-12 ~
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10) A/P INFORMATION FILE

Purpose: Enter or change the Company, Password,
Next Check Number, G/L Accounts, and
Aging periods.

When: Daily (for date):; as needed for other
data.

Procedure:
There are several special feature ccdes
in the A/P Information File which provide
the system additiocnal capabilities:

Field Allowable codes Comments

Company Enter your company
name and address

Systems date The date is auto-
matically updated
with date vyou
entar when you
first turn the
system on

Password Enter yvyvy This field instructs
¥yYyyYy=4 character and sets the user
password pasaword (initialized
pass)
Gen'l Ledger Enter the account G/L accounts are
Accounts code as XXXXX.X needed only if vou

are interfaced with
the G/L System

(Leave QO000.0 if Complete

not interfaced documentation and
with G/L System) coding 1s found in
the General Ledger
system
Aging Enter aging days Provides for variable
Pericds normally 30, 60, aging
90, 120

Note: If you are not interfacing with the BAS PLUS/4
G/L System but want to produce the A/P Update
G/L Transactions Report (See 04 A/P Update
P.II-5), you must enter G/L Accounts here
using the Osborne numbering convention: A/P
must be a liability account number, such as:
21111.0 cCash must be an asset account number,
such as 11120.0. When prompted, Interfacing
with G/L System ?, enter n.

II-13
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11) CONFIGURATION FILE MAINTENANCE

Purpose: Provides the capability to describe the
specific equipment configuration ¢to the
BAS PLUS/4 Accounts Payable application,
including the ability to change it if
your equipment changes. (e.g. Add a
second disk drive)

nnn

When: For one disk unit (e.g. 1 1541)

. Whenever you change disks or printers.

i

For two disk units (e.g. 2 1541's)

. Every time you turn your hardware on
you will have to change the unit number
of your second disk unit

Note: This routine will do that
automatically

. Whenever you change disks or printers.

Sub menu: 0) Quit Processing, after configuration is
defined

1} Change Configuraion, to define or change
the current configuration

FIELD ALLOWABLE CODES
Monitor color 40-column
bisk 80 = 1 1541
90 = 2 1541's
Printer M = Standard Commodore
Printer
Q = Printer with no line
feed
F = Printer with a line
feed

II-14
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2)

Change Unit Number, to assign unit numbers when two

disk units are used. Note: Be sure secondary disk
is turned off (e.g. the disk unit to be used for
data files) before selecting Sub Menu item 2.

The system will prompt you to turn the primary unit
{i.e., unit used for program disk) off and the
secondary unit on. Then press <RETORN> to change
the secondary drive to unit 9.

Technical note: The system assumes that the main
drive is pre-set to device number §.

User note: It is recommened that you attach a label
to each disk device, as follows:

-Unit 8/Drive 0 (primary)
-Unit 9/Drive 1 {secondary)

Note: Change Unit Number is not required if you

have your dealer permanently change your disk drive
unit number to unit 9.

I1-15
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For Two Drive Systeas

When making a back-up copy on a brand new disk, you
will have %0 use *the New command 2. This commani
will place formatting information or a new disk in
drive 1 (left drive) so that it can then copy fron
drive 0, After the back-up copy 1is complete, =he
computer will check that a good copy wzs made. E
not, a message will inform you "BAD COPY - RE-DOM
and you should try copying again. If after two {21
tries, you still get a bad copy, then try using
another disk (in drive ) to copy on. Under
certain circumstances, it 1is possible <that the
operating disk (in drive 0} is pad, and %o recover
you will have to use a previous back-up file.

Just follow the spec:iflc instructions on the screer
when you use BAS Systems Menu functions.

For One Drive Systems

[
ct

The back-up can still be performed. However,
will involve six separate passes, each of which
will require removing and inserting the original
and back-up diskettes, Ffurthermore, if You are
backing up to a new 4isk, you will nave to forma+
the disk first., To format the disk, ex1t the system
and do the feollowing:

HEADER"diskname" ,DP, I+ <RETURN>

The diskname is the file name you wan: o
assign to  the Jdiskette $  is a +wo
character id number,

Example:

HEADER"DATA DISK",DP,1p3
<RETURN>

Note: When you are prompted for an id
number, enter a 2-digit number that is
different than the i4 number You assigned
for your AP Data disk,.

After the disk has been formatted, relioad
the application program and:

Press: <SHIFT> <RUN/STOP)>, simultaneously,

I1-16
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12) Quit Processing

Purpose: Allows vyou to guit your current, session with
the Accounts Payable Program.

When: Az Desired.
Sub Menu: You will be asked "Are you sure? {(y/n}"
"y": Will return you te PLUS/4 Basic.

"n": Will return you to the Accounts Payable
Menu,

I11-17
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IIT. SYSTEM START-UP

Overview

The following procedure should be used to start-up
the system at the beginning of the day.

Initializing the System for first use

The following sequence should be used when you
first implement the system:

— Read this manual

- Install Equipment as indicated in
Commodore installation manuals

- Prepare an Operating copy of an A/P Data Disk

. Place a new high quality disk in drive 0
. Enter:

HEADER"A/P DATA DISK",D#, 181 <RETURN>
Note: use the numbers one (1) and zero (f)

(If you get a file open error, repeat)
. Disk will start spinning
. Walt until disk drive light goes off
- Remove the disk and label 1it.
-~ Start system up as indicated above in Par., B,
- Select 10 A/P Information File to create
a BA/P Information File on your new A/P

Data Disk (see Section II-13)

- Assign vendor numbers and enter vendors as
indicated in Section IV, Par. B.

- Now follow Daily Accounts Payable Cycle as
indicated in Section IV, Par. B

I1I-1
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Daily Start-up Sequence

1)

2)

3)

4)

5)

6)

7)

Disconnect any peripheral equipment not used by
the BAS PLUS/4 application (e.g. Joy sticks,
game cartridges, cassette units)

Turn on Commodcre PLUS/4, floppy disk drives,
and Printer.

Note: If there are two drives, turn the
primary drive on only

Insert A/P Program Disk, side 1, in Drive O
Press <SHIFT> <RUN/STOP>, simultaneously.

Read copyright notice carefully. Note that it
is unlawful to <copy, duplicate, sell or
distribute unauthorized copies of this software
product disk—-— violators will be prosecuted to
the full extent of the law.

After the copyright message, you will be
prompted to enter the current date. Enter the
date using the format: MMDDYY

(Month-Date—-Year).

Note: The system will automatically update the
A/P Information File, If you do not want to
change the date currently in the AP
Information File, just press <RETURN>.

Enter: pass (or whatevep your password is)

Note 1l: Though you enter the password at this
peint, it will be verified again as each
application module 1s executed, Review vyour
password entry carefully prior to responding
Y-ves to the screen prompt.

Note 2: The password can be changed by using 10
A/P Information File (refer to page II-13).

Now vyou may execute any of the functions
specified in Section II - System Functions.

Note: 1If you have more than 1 disk unit (e.g.

two 1541's) you must execute 11 Configuration
File Maintenance first.

I11-2
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Turning coff the System

Note: Before turning off the system, you should
press <RETURN> until you get the BAS Systems Menu.
Then, remove disk(s) and turn off all components.

NEVER TURN THE SYSTEM OFF OR ON WITH FLOPPY DISKS
IN THE DRIVES. THIS CAN CAUSE PERMANENT DAMAGE TO
THE FLOPPY DISKS AND POSSIBLE LOSS OF DATA.

Special Considerations

The Commodore Accounts Payable System provides you
with expandable capacity for almost any small
business by splitting vendors and invoices on
several data disks. You may also use the system
for several small companies by setting each company
up on a separate data disk.

To split vendors onto several disks, decide what
grouping you will use:

. Alphabetical

. Product category
. Service type

. etc.

For example, to split alphabetically, create a
separate A/P Data Disk for each vendor grouping:

A - M Group 1 (Disk 1)
N - Z Group 2 (Disk 2)

This will provide you with double the capacity of
vendors and invoices over one disk. Obviously, you
may split your vendors to any number of different
disks to provide virtually unlimited capacity.

ITI-3
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IV. ACCOUNTING PROCEDURES
Qverview

All accounting systems have specific c¢ycles for
data entry, updating and reporting. The BAS 64
Accounting System is very flexible in design. The
Accounts Payable file may be updated as frequently
as desired to obtain current information on your
vendors.

This section presents a guide for following
appropriate manual accounting procedures and the
proper execution of computer procedures. We
recommend that initially you follow this sequence
exactly until you have developed experience on the
system. 0f course, vyou have the option of
developing your own internal procedures once you
are intimately familiar with the operation of the
system.

Daily Accounts Payable Cycle

paily, or less freguently, you should run the
following types of transactions:

. Process Inveoices/Credit Memos
. Vendor Inguiry
. Vendor File Maintenance

Toe start-up the computer, see Section III - System
Start-up.

1} Processing Invoices

Accounting Procedure

a) Assign Vendor Number to all vendor invoices
and General TLedger account distribution.
(Note: Detailed Chart of Account
information 1is described in the General
Ledger System documentation.)

b) Maintain standard accounting procedures to
verify that incoming invoices are valid.
Normal procedure dictates that invoices be
matched against a purchase order  AND
matched against a Shipper or Receiver as
proof that the material ordered was in fact
received., Invoices should also be approved
by an appropriate individual BEFORE they
are entered in the system as a payable.

Iv-1
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Computer Procedure

a} Use @1 Enter A/P Transactions to enter invoice
transactions from the invoice document.

b} Enter required information.

There are some very important conventions that
must be followed when entering invoices,
debits, and credits.

Check Number must be @ or blank for the system
to consider the invoice or debit memo open or
unpaid. If you put a number in the Check
Number field, the computer will therefore
assume the invoice has been paid.

Age Date is the date used to age this invoice
on all reports. Normally it will be the same
as Invoice Date. Some firms use the Age Date
as the latest date for which the discount can
be taken. This provides an easy mechanism for
ensuring that inveices are paid on time -- to
take advantage of discounts, Whatever
convention you establish for Age Date, you
should be consistent.

Stamp each invoice ENTERED XX/XX/XX with a date
stamper to control what documents have been
entered intoc the computer. Then file invoices
in a chronological file. You may still wish to
file a copy of the invoice by Vendor to provide
a ready reference of all purchases by vendor.

¢) Use #2 print A/P Transactions to verify that
your data was entered correctly (ref 11-3).

d) If you detect any errors, use #3 Maintain A/P
Transactions (ref II-4) to make corrections.
Note: this function will correct the
transactions before you update the A/P file.
You will alsc have the opportunity to veoid a
transaction before updating. Enter transaction
number to change. Press <RETURN>. Enter
operation code @4 void this transaction.

e) File computer reports in your A/P Binder in
chronclogical order by date.

2) Processing Vendor Credits or Debits

All vendor credits or debits should be controlled
and processed exactly the same as Invoices.

Iv-2
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Vvendor Inquiry

4)

This function allows you to do a random access
inquiry *to the wvendor Ifile to inguire to the
status of that account. Note: the file will
only be current up through the last A/P update.

a} Use 09 Maintain/Display Vendors (xref
Ir-12). Use 2 Change to access vendor
record. The press <RETURN> after viewing
record, This will write the record back to
the file urchanged.

Vendor Malntenance

This function allows you to add new vendors to
the A/P Vendor file, change information on
exisiting vendors, or delete existing vendors
from the file,

a) Use 09 Maintain/Display Vendors (ref
I1-12) -

b) To add a new vendor to the file, manually
assign a vendor number

Note: It is good practice to assign vendor
numbers in alphbetical sequence and allow
gaps between the numbers for future use.
That way, all A/P reports will be printed
alphabetically by vendor number. Vendor
numbers have six (6) characters.

use Add command 01

¢} To Change or Delete use 2 Change command.
Delete code 1is "del™

Note: vendor balance must be zero to
delete the file.

DAILY, AFTER PERFORMING ABOVE
OPERATIONS, THE DATA SHOUOLD BE
BACKED-UP TO A BACK-UP DISK. SEE
PROCEDURES BELOW.

IvV-3
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Weekly Accounts Payable Cycle

Weekly, or more frequently, you should run the
following computer functions:

. Update A/P File

. Print "A/P Open Invoice Listing"

. Calculate Payments, Print Payment Register,
Print checks

. Back-up disks

To start-up the computer, see Section III - System
Start-up.

1) Updating A/P File

a) Use 04 Update A/P Files (ref II-5 to
update the Accounts Payable files. Note,
this program will update the Vendor file
with the new account balance, and create
invoices on the Invoice file,

b) File update report in your A/P Binder in
chronoclogical order by date.

2) Printing A/P Open Invoice Listing

a) Use 05 Print Reports (ref II-7) to get an
updated listing of the "A/P Open Invoice
Listing". In addition, other reports can

be run.

This is a key report., It provides a
turnaround mechanism for specifying which
open items (unpaid invoices) should be paid
in this check run. The report should be
reviewed by the Treasurer or appropriate
management individual to determine which
vendor's inveices to pay. Invoices to pay
should be annotated in RED ink for the
appropriate individual to enter into the
system for payment calculation.

V-4

I nnnnnny

il

[

i



HHHHANMHHHHHNMNMEHNHMEHN N MMM M NN N NS

PLUS & ACCOUNTS PAYABLE

3) Calculate and Print Checks

4)

aj)

b)

c}

Use 06 Calculate Payments (ref I1-8), then

press 1 to begin. If you have already
printed the previous check run, enter ¥ to
clear the present check file. I1f not,

enter n. Now enter the Payment Date to
appear on checks, and the number of
handwritten checks.

The recommended mode of payment is 2 Pay by
Invoice, This assures that you specify
exactly what 1invoices you want paid. Use
the "A/P Open Inveice Listing"” (annotated

with which invoices to pay). Enter the
vendor number, then each invoice number 1in
sequence. When entering a c¢redit memo,

make sure to enter after all invoices if
you want the maximum credit applied (see
1I-8 for detailed explanation).

After all vendors have been entered, press
<RETORN>, then enter 0 to Calculate or 1 to
Restart (1f you made an error). The
computer will now calculate the payments
and indicate what check number is next.

If you are interfacing with the General
Ledger System, the computer will prompt to
lnsert the General Ledger transaction disk.
(Detaliled G/L interface instructions are
provided in the General Ledger System
documentation.)}

Print Payment Register and Checks

aj

b)

Use 07 Print Payment Register, then press 1
to begin. Enter: a<RETURN> to print a
register of all payments calculated.

Use 08 Print Checks, then press 1 to begin.
Now 1load printer with continuous check
forms (Form No. 1002). Enter: c<RETURN> to
check printing alignment; when checks are
aligned, enter: a<RETURN> to print all
checks or the actual range of check
register numbers to be printed.

IV-5
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5) Back-up Disks

a) Return to A/P Maln Menu, then enter 00 to
get to the BAS Systems Menu.

b) Use sub-menu function Disk Backup 06 and
follow instructions. Perform weekly or
after each payment run

Note: You should make a backup copy, at
the close of each working day, of
any data disks you used during that
day.

Yore should also make a backup copy
of your data disk before closing a

month or financial period.
(Especially year-end.)
Manual Check Writing and Monthly Bank

Reconciliation

Even with computerized checks, there will be a need
to mailntalin a manual check system for vendors from
whom only single purchases are made and for cash
purchases. To assist 1in controlling these manual
checks alcng with computerized checks, use the A/P
Manual Check Register form provided below.

.Y MAﬂUAL CHECK REGISTER

| -g_gq {PE!,’ .ls.m.“".

TISBLMISE AM‘I’ DG‘FCEIW

s‘mwa A8

h 2?& 25
jS‘?S? o0

/00,00

'"j?%éfiy? _

5-.&}9571Q0

8,622,000

ﬁf 7/0 25

éf}?'}'l, 0'0 .
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It is suggested that you use the same computerized
checks (in sequence) for your manual checkwriting.
(Eliminate your checkbook provided by the bank.)
This approach will simplify control.

For each manual check used, record the Date, Check
Number, Payee, Account Distribution and Amount on
the Manual Check Register.

For each auntomated check run, record the Date,
Range of Checks wused, "A/P Check Run™ for the
Payee, and the Total Amount of the check run from
the "A/P Payment Register".

For each deposit, record the Date, Deposit
Description, and Amount on the Manual Check
Register.

This register provides total audit contrcl of all
computerized checks, manual checks, and deposits.
It also provides a running account balance and
serves as your "checkbook" stub.

Monthly, use this Manual Check Register to
reconcile your computer and manual records with the
bank statement.

MONTHLY, AFTER PERFORMING ALL MONTH-END WORK, BOTH
DISKS SHOULD BE BACKED-UP WITH THE MONTH BACK-UP
SET OF DISKS.

Year-End Processing

At year-end, produce a "Year-End" BACK-UP set of
disks. Then zero out the current year fields on the
vendor file using 09 Maintain/Display Vendors, 4
Year End. The system will now be re-initialized
for a new year.

Iv-7
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V. SAMPLE REPORTS

This section contains sample reports from the BAS
PLUS/4 Accounts Payable System.

Each report has been photo-reduced and included as
an example of the key control decuments you will
use 1in managing and controlling your operation.
Additionally, a brief profile of each report has
been prepared to describe its purpose, menu item to
be selected and frequency of preparation,

The index of reports is as follows:

Report Title Page

List of Vendors.ieeiviirtesionsarsaceseasV = 2
Vendor Activity Report..i..ieeececanceena .V =3
A/P Transaction File Listing...... I ¢ L
A/P Transaction Summary RepPOrt...ceeeeessV - 5
A/P File Update REPOIrt.c.sescesnvessseses¥ — 6
A/P Upd G/L TransactionS.....vcecveeceas.V -7
A/P File Update SUMMATLYeceseanes GCoooc ...V - B
A/P Open Invoice Listing....eeeevessannne v -9
A/P QOpen Invoice SUMMATYYesvsssrnovsaassae¥ ~—10
A/P Closed Invoice Listing.....ce.eeeoe.. v =11
A/P Closed Invoice SUMMAIY.cervsvansseeeasV 12
Single Vendor RepOrt..eeeeenenessea vevsss V. -13
A/P Payment Register........... ceesrssanaV =14
Manual Check RegIStEY.iiuwsweseoreorrnenans v -15

Computerized CheCKS.vseaesssersssnrsaaarass¥ =16
A/P Information File......eeeernreenneeseV =17
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Report Title:

Purpose:

How:

When:

List of Vendors

Provides a master list of all
vendors, addresses, and telephone
numbers.

09 Maintain/Display Vendors
3 Print 2 List

As required

o O O O B
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Report Title:

Purpose:

How:

When:

Special Codes:

S

Vendor Activity Report

Provides a master 1list of all
vendor names only, last activity,
current year's volume, and last
year's volume.

09 Maintain/Display Vendors
3 Print 1 Activity

As required

The following can be used for
recurring vendor invoices to
simplify transaction entry.

G/L ACCT - General Ledger

Distribution Account
MO PAY AMT - Monthly Pay Amount
DY - Day Of Payment

. e

43310.0  $100.60 15 = s4
435980,0  5500.00 30

43590.0  $57.00 61
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Report Title:

Purpose:

How:

When:

A/P Transaction File Listing

Provides an audit trail of all
transactions not yet updated

02 Print A/P Transactions

Should be run before A/P Update

(
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Report Title:

Purpose:

How:

When:

A/P Tramsaction Summary Report

Provides summary statistics for
the Transaction File Listing

02 Print A/P Transactions

Should be run before A/P Update
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Report Title:

Purpose:

How:

When:

Special Codes:

A/P File Update Report

To highlight the 1impact each
transaction had on your vendor
file.

04 Update A/P Files

Each time the A/P update 1s
processed

Type of Transaction

1 New Invoice
2 Credit Memo
3 Debit Memo

Operations Code

1:
2
3
4
5

New/Add
Delete
Modify
Enter a Credit Memo
Enter a Debit Memo
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Report Title: A/P Upd G/L Transactions
Purpose: To provide an audit trail of
General Ledger transactions

generated by Accounts Receivable

How: 04 Update A/P Files

When: Automatically generated as part
of A/P Update, if General Ledger
interface 1is used
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Report Title:

Purpose:

How:
When:

Special Codes:

A/P File Update Summary

To highlight, by transaction
type, the impact of payable
transanctions.

04 Update A/P Files

Whenever the update is run

ER - Shows number of Errors (if
any occurred)

General Ledger Postings show
total amounts posted for credit

and debit transactions.

- ABC ASSOCIATES
P FILE UPDATE SUMMARY
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Report Title:

Purpose:

How:

When:

A/P Open Invoice Listing

To provide a 1list of wunpaid
invoices by vendor to be reviewed
prior to making payment decision.
Report shows balance and age on
all open invoices. This report
should be used by the Treasurer
or authorized management
individual to determine which
invoices to pay. The report is
used as a turnaround-document for
entry to 06 Calculate Checks.

05 Print Reports
1 Open Items or 2 Closed Items,
then press 1 Detail Report

Run before each check preparation
cycle.
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Report Title:

Purpose:

How:

When:

A/P Open Invoice Summary

To provide management with an
overall status of their payables
position, including aging, to
assist in cash planning
activities. Report summarizes
and ages open balance for vendor
account included on the report.

Note: This report is
automatically producad when
detail report is requested.

05 Print Reports

As required.
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Report Title:

Purpose:

How:

When:

A/P Closed Invoice Listing

Serves as an audit trail of all
paid invoices. Prints all
"closed" (or paid) invoices,
including option to delete these
"closed" invoices during
reporting since they are not
needed any more.

05 Print Reports 2 Closed Item
Format

As required.
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Report Title:

Purpose:

How:

When:

A/P Closed Invoice Summary

Summarizes and ages closed
balances for all vendor accounts
on the report

05 Print Reports, 2 Closed Item
Format

As required
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Report Title:

Purpose:

How:

When:

Single Vendor Report
To provide a mechanism to review
a single vendor's activity as a

total and summary basic.

05 Print Reports

Run as required.




PLUS & ACCOUNTS PAYABLE

Report Title:

Purpose:

How:

When:

A/P Payment Register

To verify total number of checks
created and total cash
disbursements.

07 Print Payment Register

Run after 06 Calculate Payments
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Report Title:

Purpose:

How:

When:

Manual Check Register

Use to log all manual checks,
computerized check runs, and cash
deposits. Provides a current
checking account balance. Use at
month end to reconcile with bank
statements.

Manual Form

As required
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Report Title: Computerized Checks

Purpose: Prints computerized check with
full invoice detail on voucher

How: 08 Print Checks
When: Run after printing Payment
Register
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Report Title:

Purpose:

A/P Information File

Shows parameter information used
by the system during normal
operations.

10 A/P Information File

As required
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V1. TROUBLESHCOOTING GUIDE

Most of the diagnostic error messages that appear on
the screen are edit messages and provide the operator
with a warning that there 1is an error condition
present. These errors are self-correcting since they
lock out an incorrect function or command. It is
possible for an unexpected error to occur which the
system may not be able to recover.

The following pages contain a list of posssible errors,
probable causes and appropriate actions. They should
be used as a reference guide in the event an error

accurs.
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2-19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
39
50
51
52
60
61
62
63
64
65
66
67
70
71
72
73
74

SUMMARY OF CBM FLOPPY DISK ERROR MESSAGES

OK, no error exists.

Files scratched response. Not an error condition,
Unused error messages: should be ignored.
Block header not found on disk.
Sync character not found.

Data block not present.
Checksum error in data.

Byte decoding error.
Write-verify error.

Attempt to write with write protect on.
Checksum error in header.

Data extends into next block.
Disk id mismatch.

General syntax error.

Invalid command

Long line.

Invalid filename.

No file given.

Command file not found.

Record not present.

Overflow in record.

File too large.

File open for write.

File not open.

File not found.

File exists,

File type mismatch.

No block.

Illegal track or sector.
Illegal system track or sector.
No channels available,
Directory error.

Disk full or directory full.

Power up message, or write attempt with DOS mismatch.
Drive not ready,
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TELEPHONE SUPPORT SERVICE

As a subscriber of our Telephone Support Service Plan,
you can call the Commodore BAS Support Center at {(313)
334-9882, anytime during regular business hours about
any questions or assistance you may need for vyour
software.

We have had four years of experience supporting over
100,000 users of our software, OQur team of Customer
Support Representatives are ready to serve you. We can
effectively handle questions relating to software

functions and procedures, as well as many hardware and
interfacing questions.

When you register your software over the telephone, you
will receive a support ID number, which you will want
to record in your manual to use whenever you call for
support.

Telephone Support Subscription Fee
Price Schedule

$25.00 provides one hour of technical assistance for
each software module for up to six months.

Enrollment can be initiated by your call with a Vi=za,

MasterCard or American Express Card. If you want to
subscribe with a check, please make your check payable
te "IDI - Customer Service®, or just call us for the

necessary informaticn.
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USING TELEPHONE CONSULTING ASSISTANCE

Before you call - check the following:

[

]

Review the operator's manual first, your answer
may be there

- Look at Section 11 - System Functions
- Look at the Troubleshooting section

If you have a probklem, try to re-create the
problem

Before vyou call, please have the following
information available:

Your name and phone number
- Your subscription number or charge card

- Your hardware (eg: Commodore PLUS/4 with 1541
drive and 1526 printer)

- Your software module (eg: Accounts
Receivable/Billing)

- Brief description of your preoblem (eg: Not
able to access customer records)

To save you time and wmoney, provide this
information immediately to your Customer Support
Representative, as soon as regquested.
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INDEX
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Files Open Error...veeeseeeesenss »aIII-1

FloppyY DISKeLLe .. ieeietnennnnrannnn I-1, I-4
Header.,.ieenernnaea st r e e aan ees-..11-16, III-1
Insert/Delete Key.iiieinereennas verel=3
Invoice,/Credit Memo Humber.........II-9

INVe1Ce Fille .. e. e e eeneeisoeanenaesa II-4

List of Vendors..oeereeeeeans et V-3

Maintain A/P TransactionNS........ s II-5
Maintain/Display Vendors.....c...... 11-7, 11-12

Maximum G/L Distribution Accounts..II-6
Maximum Records Storage Capacity...I-1
Modify an InvoilCe.seereveeanonnaseall=10

New InvOiCe...eavrsescnnneanaanns R I

Numeric Information....ceececoaeee... -3

PasSsSWOrd. .. oeuiceesaeseas terea oo «.I1I-13, 111-2

Paying a Partial Invoice......ue... II-10

Posting Transactions....... e I1-5

Print ReportS..isveveessanaans oo LI=7, II-12

PrinterS.sseecaeassnnas vt e eanal—6

Printing A/P Open Invoice.......... IV-4

Print A/P TransactionsS...e.eees.. ve.l1I-4, IV-4

Print ChecKSeeeeasroereneeans e e I1-8, 11-11, IV~5

Processing Vendor Debits........... 1V-2

Processing Vendor Credits....... .. IV-2

Program DisSK..issesweesnaoonssnseesel=D

Prompting MesSsages. . v.eeeeen. e e 1-4, 11-7, 1I~-17

Return Key...eovuveeaa-. s e e e r e veesI-3, T1I-3, I11I-2

CShift><RUN/StopPY . n e neenns B

Special Typewriter KeyS...ueceeeoa. .I-3, I1-3, 1I-16
Iv-3 ’

Sub MenuUS...vsss.en... e re e ee.11-1, II-4, II-14

System ConventionS....,svevennaasesl=2

System Functions..... t e e e e anaa I-2

System Start-upP....evenereeeanennan I-2

Transaction Entry..eeseeesacsneeasalI=3, TI~4
Troubleshooting Guide...v.v.ou .. veesI-5, VI-1
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Unit Number Changes....seeseeeaseaalI=15
Update BA/P FlleSi..iereeeerensnnas .1I-5,

Vendor BalanNCl .. ueeseeeseescoesenaall=12

Vendor INQUITY.eseeoessosennnan e IV=3
Vendor INVOlCES . i .ot eesnonnsanmeseas II-3,
Vendor MaintenanCe.ie.eeerroeseeesalV=3
Vendor Number..... Gt e n e seresessl—3,
Vendor TransactionsS. ...eeeeeene... vealI=3,
Voiding Transactions...... O B
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Directions for your easel
binder set-up.

1. Fold upper panel on
binder downward.

ILTTITITIINGT

2. Fold support tab back.

0y

[\

3. Fold locking tab down to
engage with support tab.
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