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Accounts Payable Training

ﬁ Click icon to open this entire document in Adobe Portable Document Image (PDF) format.

Apply Payables Document

If there has been a manual check entered into Great Plains, or a check was created without an invoice,
the check will need to be applied to an invoice. The invoice must be entered into the system prior to
this step. This can also be used on Credit Memo’s to adjust for returns and adjustments.

Once an invoice has been applied to a payment/credit memo, both items will move to a status of history
in the system, if fully applied. This is the finalization of the process.

[E Movers Custom Programs - Apply Payables Documents _ 1Ol x|
/ 1] 4 | M Find |£| Unapply | Auto Apply |
Wendor 1D iooooooieienn [ Document No. Y
MHame A+ Property & Fumiture Rehab Diocument T ppe: Payment -
Apply From Currency [0
Apply Dafe 1152008 Appdy Posting Dafe 2/19/2008
Original Amount $15.000.00 Unapplied Amount $15,000.00
| Apply to D ocurnent | Due D ate Branich Amount Bemaining | Apply Amaunt F3
Type | Original Diocument Amt | Dizcount Date | Terms Aevailable |Terms Taken |Writeoff ¥
Apply To Currency 1D | Exchange Rate Calzulation Method | Realized Gain/Loss
[l &PPLY DOC 14172008 LTI $15.000.00 $0.00 |
I < 1 |l |byWendor D - iy @

To apply a payables document, go to:

Transactions> Purchasing> Apply Payables Documents

Enter the Vendor ID for the payment that is to be applied.

In the dropdown for the Document Type, select payment, or credit memo.

Click on the right arrow, directly above the field for document type, to find the document that is not yet
applied.

Make sure the apply date is correct.

The invoices that are available to be applied to a document will display in the lower Apply to Document
area. There is a checkbox on the left. If the invoice is to be applied, check the box.
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The original amount (displayed about the middle of the window) will show and the unapplied amount
should change to “0.00”, if the invoices clear the amount of the payment/credit memo.

Checking Distributions in Accounts Payable

To check the distributions on a Payables document, go to Inquiry> Purchasing > Transaction by Vendor
Enter the VendorID. Find the document that the distribtuions are needed for. Click on the line to
higlight. Click on Document Number above to open the Zoom Window.

Bl Payables Transaction Inquiry - ¥Yendor - |I:I|5|
/ 1] 4 | Redisplay | g

Yendar 1D 1142511091400

M arme Arwkind Handyman Service, LL.C.

Documents: by Diocurment kumber - | Al " From:

T

|niclude: I ok ¥ Open ¥ Histary

Origin | IE| Diocument Murmber | Type |Doc. Date Original Amount napplied Amount b2

Waucher/Pavment Mumber [Due D ate Dizge. Date Tranzaction Description Currency 10 w*

OFPEM z 1/ 13 $5.000.00

OPEM (][ 123456729 MW | 3/28/2007 $120.00 $120.00
wiRE || 266959 PMT | 4/18/2003 $5,000.00 $0.00
HIST | 269024 PMT | 4M12/2007 $11.765.00 $0.00
HIST [ 7ra MY | 41002007 $11,765.00 $0.00
wiRE || MEXTOME MY (101042007 $52 23016 $52 23016

4 4 ¢ » |bwVendorlD - J @

The Payables Zoom window will open. The window will be dififerent for payment and for invoice.

Both windows will have the apply and Distribution Buttons. Click on Distribution.
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Accounts Payable Training

=101 %]

Payment Ma. 05135 D Batch 1D 411075F
Cate 441242007 D ate Yoided 0040000
Wendor D 1142511091400 Currency (D ]
Check Mame Anpkind Handyman Service, LL.C.
Payment tMethod: #® Check {7 Cash " Credit Card
Checkbook 1D OP-LvL Arnourt
Cocument Mo. 23054 Unapplied £0.00
Armounk $11.765.00 Applied $11.765.00
Caomment Tatal $11.765.00
Terms Discaount Taken $0.00 Writeoff $0.00
Termns Dizcount &yvailable $0.00
Apply Diistribution
O e

The Payables Distribution Zoom will display the distributions for the transaction.

Click on the Blue chevron down to see the account descriptions. Click on the one up to bring back to a

single line per account.
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iEl Parables Distribution Zoom =10l x|
YWendaor D 142511091400 Paprment Murmber 05135
M ame Arwkind Handyman Service, LL.C Document Type Payment
Currency 1D Functional &mount $11.765.00
Originativg Amaust $11.765.00
- | |
CO.ID % |Account 2% Type Dekit Credi | |2
Dezcription Originating Drebit Criginating Credit I *
Digtribution Reference L
$0.00
LINT 01-01-21000000-00 PAY $11.765.00 $£0.00
Functional Tatals $11.765.00 $11.765.00
Hates | Originating Totalz $0.00 $0.00
e OF.
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Checking Vendor Totals for Year End

There are 3 reports you can run, if the 1099 flag was (or wasn’t) set. These can help you verify the 1099
totals you should report for the drivers and sales persons.

Run the Historical Trial Balance in Purchasing

Reporks Cards Extras ‘Windows Help

Report List

y sstem e oa|Rod|sB x| ey
- Company 3
Einancial 3 |
. .
3 Trial Balance & Clear |§ Eritt |
Invenkory » Hiskory
Payroll 3 Analysis Reports:
Customized Check Information Historical &ged Trial Balance -
Combined Group Posting Journals
- ) SetupiLists L
Letker Wriking Assistant s Options:
= | A/PBALANCE s 55 |
Ly (=i Report List Driver Cormm
T Sales Remave |

Reports> Purchasing> Trial Balance

In the dropdown select Historical

E Movers Custom Programs - Payables Trial Balance Report Options -10] x|

I Save |(£ Clear |X Delete |§ Prirt |H Iy Reports |

i Cirivver Comm) - Report | Historical Aged Trial Balance ¥ In Detail

SortVendors: | Wendor (D = Sort Documents: Document D ate -

Branch: @ 4l € Individual

PrintAfge as of: Enter Date - | g8/8/2007

Select Tranzactions For Repart Using: " GL Posting D ate & Document Date

Exclude :

[~ Credit Balance ¥ Zem Balance ¥ Unposted Applied Credit Documents

¥ Fully Paid Documents W Mo Activity V¥ Multicurrency Infa

Print Currency |n: & Functional £ Reparting Exchange Fate 00000000
Frate Calculation kMethod: FAultiply -

Ranges: Yendor [0 = From:

To

Restrictions:
Insert »> D ate From First Date To 8/8/2007

4' endor Class From DRIVER Ta DRIVER
Fiemoye | Destination |

e

Make a title in the Option.
Leave Branch as all.

Select a Range, Vendor Class — enter the class the drivers or sales persons are part of. Click insert.
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Select a Range, Date. From 1/1/07 to 12/31/07.
Destination set to print where the report needs to print. Click Print.

Run the Summary

Cards Exfras Windows Help

. Swstem >| = 2 @ H[:E
3

-  FEinancial
Sales 3 I
Purchasing Yendor
- Iowentary  k Addresses
Payrall 4 Surmary
0 Euyers
Custornerendaor

To see a summary, go to Cards> Purchasing> Summary

_inix]
H Save | & Clear | Write Letters v| 5
Vendor /7| 1142511091400 Current Balance $120.00
Mame Anykind Handyman Service, LLC O Order $0.00

Humber Date Armaunt
Last Check. 269054 4122007 $11.765.00
Last Invoice 123456789 9/28/2007  H $120.00
Balance Unpaid Finance Charges
Unapplied Payment First Purchase D ate 4/10/2007 =
Highest Balance $11.765.00 Days For Checks ta Clear
Aging Period Arnaunt Average Days to Pay:
Current Period $0.00 & | “rear to Date 2
3 - 60 Days $0.00 Life to D ate 2
£1-90Daps $0.00
91 and Ower $120.00 Mumber of Paid Invoices:
$0.00 ‘Year to Date 1
$0.00 Life ta Date 1
$0.00 '+ |
Penod
4 4 » M by¥endor D -

Enter the Vendor ID. Tab.
The screen will populate with amounts in summary.
Click on Yearly for totals, including anything that has been recorded as a 1099.

Make sure the year is right. Click calculate, if it wasn’t correct.
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E Yendor Yearly Summary

Wendor D 1142511031400

M amne Apgkind Handyman Service, LLC.

Summary Wigw Calendar r'ear -

“ear 2007 | Perind @ Al " From

Ta

r'ear to Date

Amount Billed $11.885.00

Amount Paid $11,765.00

1093 Arnowt

Withholding

Historical Commission Statement

In Movers Suite, go to Accounting Tools> Commission Statement

Under Tools on the window, select Build Historical Statement

i =
£ Commission Statement Management

Eile | Toaols

Build Histarical Statement

Lazt vear

Accounts Payable Training

=101 x|

0 Calculate |

Life to Date
$11.885.00
$11.765.00

Lreate atatement

endor Class: I j Due Diate: I 'I Create Mew Statement |
Wendor Class & [+ Date Created & | Due Date Final
Agents R/8/2007 B/8/2007 ]
Diriver 2/8/20068 2/8/2008
Diriver 2/21/2006 2/22,/2008
Diriver 34842008 3/8/2006
| PR e Rialal e Tnlylnd aRiata W ialelnlnd a

{2 Build Historical Statemenk 101 =l
—FReport Parameter.
Yendor Class: IDriver ﬂ
Wendor. |2211807152500 |

Beginning Dus Date: [1.1/2006 |

Ending Due Drate:

Build Statement | Cloze |

Enter the parameters and click Build Statement.

The Summary for the year will display. The detail for each order will be below the summary.
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1(11011916051800)

Accounts Payable Training

Commission Statement Summary ;

for Driver from 01/01/2006 to 12/31/2006

Llary
Shipper Name Revenue Amount Commission Amount After Split Amount Paid

5 50.00 50.00 50.00 (536,.831.83)
BILLEETTY HENTHORN §12,037.12 $8.263.83 $8.263.83 $8,263.83,
WILLIAM APPLING $623.01 542524 $425.24 $425.24
MAJEL TALBOT §1,193.51 5767.97 §767.97 §767.97
MITCHELL BERNSKOETTER. §2,147.20 50.00 50.00 50.00
JEFFREY OVERTON §7,380.82 5408754 5408754 §4.987.54
JAMES CROWELL $10,110.28 $3,435.00 $3,453.00 $3.453.00
JEFF NELSON $10,388.23 $6,807.16 $6.807.16 $6,807.16
HECTOR PULIDO 54.666.10 5291286 5291286 5291286
JOSE HECTOR PULIDO §1321.84 5090.28 5090.28 5090.28
MARK LUKE 5275995 5164480 51,644.80 51,644 80
ERIC LENARZ 5631786 §3,659.33 §3.659.33 §3,639.33
CHANGLIU $1,337.83 579336 §795.56 §793.56
MICHAEL ANDERSON §2,524.02 §1,675.33 §1.675.33 §$1.673.33
GREGG COLLINS $8.733.36 $3,779.92 $3,779.92 $3,779.92
DEAN PHILLIPS $3472.84 $2.208.40 $2,208.40 $2.208.40
SHERYL PIERCE 5416246 §2226.93 §2.226.93 $2,226.93
NATHAN MCFARLAND 5404657 5237416 5237416 $2,374.16
MIKE LASSNER. §7,.991.73 §3,757.38 §3,757.38 §3,757.38
MICHAEL MASTON 5763962 5479746 5479746 5479746
PASQALE RULLI 5443226 5267704 $2.677.04 $2.677.94
20 Orders $104,757.64 $64,207.71 $64,207.71 $7,275.88

1 (110110160518010)
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Edit Check Batch

The Edit Check batch window shows the invoices have been selected to be paid based on the
parameters that were entered on the Select Payables Checks Window. Click on the Edit Check Batch
button to open the window. It can also be used to build a batch without using Select Checks.

il
v~ 0K |[2] Rediply | =
Baich D TEST Checkbook ID OP-LYL

Curency 1D H Checkbook Curency 1D

Batch Tatal $33,903.54 Balance before checks [$3.431.468.61)
Apply Date 11418/2007 i Balance after checks [$3.531.378.45]
Wendaors st Columns o pay for vendor:

Yendor D Tatal Amount Paid 017471 nnetter, Jare:

[~ 1142511091400 $0.00 | <) Woucher Mumber | Due Date Amount Bemaining | Amount Paid

[~ | 11011916051800 $0.00 v | MSSWCHOOOO233 8A16/2007 $0.00 $4.92 =
¥ | 1105142315180 $1,041.68 ¥  MSSYCHOODOD233 841642007 $0.00 1513

[vw 1181319201800 $11,837.10 v | M55YCHOOO0231° 8/14/2007 $0.00 $18.95 <E|
W | 12012318051401 $10.540.00 ¥  MSSWCHODOD2336 841742007 $0.00 $36.65

v 1301414052000 $335933 | | MSSYCHOOOD2336 8417/2007 $0.00 #4104

I_ 130514091400110 $0.00 v  MSSWCHOODO233t 8A16/2007 $0.00 34518

v | 13090423051903 $194.14 ¥ | MSSYCHOOOD233f 841722007 $0.00 35646

v | 13152205181300 $1.450.24 v  M5SYCHOOO0233t 8A17/2007 $0.00 36412 .
[~ | 14011601000701 $0.00 v | M5SYCHOOO0231: 8/14/2007 $0.00 77.28

W | 15192301120400 $4,958.76 v MSSYCHOOOOZ233¢ 8/17/2007 $0.00 $151.39

v | 18052514151202 $205.10 | - v | MSSWCHOOOO231: 8A14/2007 $0.00 200.00 -

El Indicates that a credit document iz applied.
@ EdtCheck |  Frint Checks |

When using Select Checks, the items that are selected have a check mark next to the Vendor ID, on the
left side of the screen. When there is a check mark, the Total Amount Paid Column will have a dollar
amount. This gives a quick view of the total amount to be paid.

To see detail on the invoices being paid, click on the Vendor number and look to the window on the
right. It will show Voucher number, amount remaining and amount paid.

Selecting Invoices - When looking at the Window that shows the invoices (on the right part of the
screen), items can be unchecked that are not to be paid. If the invoices are removed, the amount
paid on the vendor will change in the display.

***The distribution for the check will not update the amounts. This will need to be changed by
going into Edit Check and fixing the distribution®*****

Credit Memos - Placing a checkmark on the vendor will cause the credit memos to auto apply to the
invoices. If the vendor was checked during the select check process, uncheck and the credit memos
will unapply. Highlight the vendor number. The box to the left will “ghost”. Then click on the items
on the right that are to be paid. No credit memos will be applied.

<jE| |ndizates that a credit document iz applied.
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To see more detail on the Invoice, click on the Amount in blue. A window will open showing credit
memos (CRM) and the payment (PMT) that will be made with this batch.

E Applied Yendor Credits

Yaucher Mumber

Document Murnber

M5 SVCHO00023114
428-917-71

Yendor 1D

Mame

13011414052000

b annetter, Jared

Accounts Payable Training

=10l x|

Docurment Mumber Type |Qriginal ArnoLnt Applied Amount Currency D
MS5WCHO00023357 191379741 CRM $6.02 $6.02
O

Click OK to close the window.

If the window is closed or OK is clicked on the Edit Batch Window, go back to Transactions> Purchasing>
Select Checks to use Select Checks.

Mover’s Suite Software, LLC
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Edit Payables Check

To pay one vendor, a partial payment on a vendor, or to pay an amount without an invoice, use Edit
Check.

IEl Edit Payables Checks o [ 54
B save | ¥ Delet= | Buto Apply | Sh
Fasment Nomber 006710 i3] Checkbook (D
Batch /D il > Currency |D IZI
Batch Total $0.00 Appl Pafe 5/19/2008 H
Serdor i7 Aot
Check Name Unapplied $0.00
Applied $0.00
Camment Check. $0.00
List Documents on B emittance: All Documnents -
Sort Documents on Remittance by Date =
Terms Dizcount Taken $0.00 writeoff $0.00
Tems Discount Available $0.00
Check Stub Apply Diistribution | Print Checks |
4 4 » M |byBatchID S Status | Unsaved Ly @

To get to Edit Check,

Transactions> Purchasing> Edit Check

Microsoft Dynamics GP

i ) Doyouswant to add this batch?

Lancel |

Each check will need to be part of a batch. Type in the Batch ID and tab. There will be a prompt to add
the batch. Click on Add.
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i
I save | & Clear | X Delete [X7 Fos | =
Btk 1D 020108TEST 20 Lhrigire Computer Check
Cormment |
Frequency: Single Uze Fosting Date 5/19/2008
Check Date 0700000
Recuring Posting ] -
[Days to | nerement 0 Lhorkieok i
Currency [ - D|” |
Times Posted Last Date Posted
Caontrol Actual
Transactions
Batch Tatal $0.00 $0.00
Uszer T Approval Date
I~ Approved Tranzactions |
Select the Checkbook ID to be used.
Type or Lookup the checkbook.
Click on Save
Bl Edit Payables Checks o ] [ |
IH Save | K Delete | Auto Bpply | §
Pagmert Number 00E710 i3]  CheckbookID TMC OPS
Bk 1D 020108TEST Q > Currency D |Z|
Batch Total $0.00 At Pate 5/19/2008 i
Viror 1D 0215040140500 Amount:
Check Name Bodine Inc. Unapplied $800.00
Applied $0.00
Cornmerit Paying a flat armount Check $500.00
Lizt Documents on Femittance: jall Documnents -
Sort Documents on Remittance by Date -
Terms Dizcount Taken $0.00 *afrikenff $0.00
Terms Discount Available $0.00
Check Stub Apply Distribution | Frint Checks |
4 4 ¥ ¥ | byBatchID - Statuz | Unsaved ir @

Accounts Payable Training

Select the Vendor ID and tab through to the Unapplied Amount. Use this field if there is no invoice to
select, or anytime an unapplied payment is to be made.

Mover’s Suite Software, LLC
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I Movers Custom Programs - Apply Payables Documents )

v, Ok |84 Find |@5 Unepoly %] Autodpply |

=10 x|

Vendor ID 1142511031400 Document No. E] E@
Name Angkind Handyman Service, LLC. Document Type: Payment b
Apply From Currency |D | E
Apply Date 5/19/2008 Apple Posting Date 5/19/2008
Original Amount $000  Check Amount $0.00
| Aol to Document |Due Date Branch | Amount Remaining | Apply Amount A
Type | Original Document Amt | Discount Date | Terms Available TemsTaken | Wiiteoff v
Apply To Currency ID lE:ochange Rate Calculation Method ]Redzed Gain/Loss
O 12312412 1/23/2008 $0.00 $0.00 -
[ 123456783 9/28/2007 $120.00 $0.00

Accounts Payable Training

If there is an invoice, click on apply and the Apply Payables Documents Window opens. Select the

invoice.

If only paying a partial amount on an invoice, click on the zero on the right of the invoice amount. Type
in the amount to be paid. Click tab. This will set the amount.

Click OK.
[ Payables Transaction Entry Distribution - IEllil
Wendor 1D 021504031 40500 Fayment Humber 006710
Wendor Name Bodine Inc. Document Type Payment
Currency ID Functional Amaunt $500.00
Originating Armount $0.00
Co D [ [# [ccount 2 A+ Tune [Debi Credit A
Description |Driginating Drebit Criginating Credit ¥
Distribution Reference Carresp. Co. D r
LIMT le-m -10200000-00  » |CASH - £0.00 $500.00 = |
LIMT 4]01-01-21000000 -00 k| PaY = $500.00 $0.00
A - i = $0.00 $0.00
=
Functional Tatals $500.00 $500.00
Bates Originating Taotals $0.00 $0.00
1‘:) @ Ok I Delete | Default | Fedisplay |

The window will close and an amount will display in the Applied field (see above). The Check Amount

will also be completed.

Click on Distribution to be sure that the accounts have defaulted through. Click OK.

Mover’s Suite Software, LLC
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Accounts Payable Training

Microsoft Dynamics GP

i ] Do you want to save changes to this payment?

Delete Cancel

Click on Save, if there are more vendors to enter on the Batch, or click on Print Checks. There will be a
window asking if changes should be saved. Click on Save.

IE Print Payables Checks - |EI|1|
Sp  Fiint | A Clear | 5
Fafch i 020108TEST Checkboak, 10 THC OPS
Batch Total $500.00 Cunency ID 2]
Lheck Nember

Lheck Dale 5/159/2008 FH

Check Comment

Sort Checks By: Payrnent Murmber < [T Separate Remittance
Check Faormat: Stub Top/Bottamn - Graphical - Prirt; € dlignment Form ® Checks

44 r ¥ @

The Print Payables Checks window opens. Verify the Check Number, Date and Check format.
Click on Print.

Report Destination

Fieport Information

Mame: Check w/ Stub on Top & Bottom

Option:

[~ sk Each Time

Destination
W
™ Pirter
I~ File

File: 1 ame:

File: Format: -

& Append € Feplace

ak I Cancel

Select the Destination.

Click OK.
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Accounts Payable Training

[ Post Payables Checks I ] 1
Batch 1D Checkbook ID | TMC OF%
Frxfimg Pafe i) Mame Maoving Company Operating Ckbk
Frocess: Fost Checks - Curtency ID
Check D ate 5/19/2008
Woid or Freprint Fange: & Al € Frone i
T i
Statimg Check NMomier 2E69E1
4::) @ Process | Frocess Later | Clear

When the check has printed, leave the Process as Post Checks.

Click on Process.

The checks will post and a journal will print.
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MSS Import

To import new MS transactions into Great Plains, we use the MSS Import.

Tools > Utilities > Sales > MSS Import
or
Tools >Utilities > Purchasing > MSS Import

Tools Tramsactions  Inguiry Reports  Cards  Exbras  Windows  Help

a ==tup b I el b M Selectall e w8 on il J
Ltilities Syskenm r |
Routines k Company  k
SmarbList Builder F Financial r
Customize r r Reconcile
Integrate r Purchasing F Mass Delete
Macro r Payrall r Remove Transaction Hiskory

Remove Distribukions
Remove Period History
Femove Journal History

Resource Descriptions

M55 Irnport

Either path accesses the same window.

i
By Module: ® A £ oaR AR GL

zer: # 4l ¢ Specific

Processing O ption: & |mport Tranzactions £ alidate Diata Only

iy % En:u:essl & Cancel |

Mover’s Suite Software, LLC 19



Report Destination

— Report Information

Marme: Import Register

Option: by Sequence Number

-

[~ Destination

¥ Printes
I~ File

[ ox |

Cancel

Accept the defaults, as you will normally not need to run imports separately.

Click the Process button.

Accounts Payable Training

Report Destination window will open. Select where you want it to print. The MSS Import Register will
print and transactions will be imported into Great Plains. Transactions with errors will not import until
errors are resolved.

Common errors are:

e Customer On Hold

e Customer Not found

e GL account does not exist

e Vendor Missing or Inactive
N

'rocessing Optiem: Validate Data Only

Process Start Time:
Process Ind Time:
Elapsed Minutes:

Fepe = nuving @ suuLmgs, sul

IMPORT REGISTER

‘ransaction Type AFS Document Humber Vendor/Customer Branch Doc Date  GL Dave Amount Account Number Opposing Account  Apply-To Doc Mumber Error Descriprion
P Invoice MEESVCHOOO00000% PERSONOLO0L MEE1 1/6/Z008 1/e/2006 $15Z.58 01-01-42201440-01 01-01-202E0000-00
P Invoice MEESVCHOOO000008 PERSONOLO0L MEE1 1/6/Z008 1/e/2006 §50.86 01-01-42201440-00 01-01-202E0000-00
ST Inveice MSSYCHOON000007 PERSONOLO0L Hss1 1/6/2006  1/6/2006 $44.50 01-01-42201440-00  01-01-20350000-00
ST Inveice MSSYCHOON000020 PERSONOLO0L Hss1 3/15/2006 3/15/2006 $189.00 01-01-41111420-01  01-01-Z0350000-00
P Invoice MEESVCHOOO000019 PERSONOLO0L MEE1 3/15/Z006 371872008 §38.ZE 01-01-41111420-01 01-01-202E0000-00
P Invoice MEESVCHOOO000018 PERSONOLO0L MEE1 3/15/Z006 371872008 $0.98 01-01-41111470-01 01-01-202E0000-00
ST Inveice MSSYCHOON000017 PERSONOLO0L Hss1 3/15/2006 3/15/2006 $0.30 01-01-41111420-01  01-01-Z0350000-00
ST Inveice MSSYCHOON000016 PERSONOLO0L Hss1 3/15/2006 3/15/2006 $5.40 01-01-41111420-00  01-01-Z0350000-00
P Invoice MEESVCHOOO000013 PERSONOLO0L MEE1 3/15/Z006 371872008 $0.25 01-01-41111470-00 01-01-202E0000-00
P Invoice MEESVCHOOO000012 PERSONOLO0L MEE1 3/15/Z006 371872008 $114.7& 01-01-41111410-00 01-01-202E0000-00
R Sales / Inveice MSSDOCO0OO00O0SZ HS51 6/Z3/2006 6&/Z3/Z006 $90.00 01-01-42443310-02 01-01-11000000-00 Customer not found
R Sales / Inveice MSSDOCOO00000SL Hss1 672372006 6/23/2006 $8.00 01-01-62330000-00  01-01-11000000-00 Customer not found
R Debit Memo MES1-Z4-5/3 UNITEDVLOOOL MEE1 /72008 74772008 §60.00 01-01-15550000-00 01-01-11000000-00
B Credit Memo MES1-Z4-5/2 UNITEDVLOOOL MEE1 /72008 74772008 $650.00 01-01-15550000-00 01-01-11000000-00
WfF Creditc Memo MSSYCHOOO000006E ADVANCEDOOOL HS51 FA7/Z008 /772008 $80.00 01-01-15550000-00 01-01-Z0350000-00
ST Inveice MSSYCHOON00006S ACETRAVEOOOL Hss1 74742006 7/7/2006 $5.00 01-01-15550000-00  01-01-Z0350000-00
ournal Entry MEEDOCO0000006Z Journal Entry MEE1 /72008 74772008 #100.00 01-01-15550000-00 01-01-62220000-00
ournal Entry MEEDO0CO000000&1 Journal Entry MEE1 /72008 74772008 $365.00 01-01-15550000-00 01-01-52&500000-00

Report Total:

Records Rejected:

z

After MSS transactions are imported into Great Plains, a Great Plains user will post the transactions,
usually from the Master Posting window. This is frequently the accounting manager. Not all users will
have access to this window.

Tools > Routines > Master Posting
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Tools Transactions Inguiry Reports Cards Exfras  Wwindows Help
Setup 'l \_;] L'él & Select ol Jem B o
Uitilities v
Routines » Cormpansy 3
SrattList Builder 2 Financial >
Customize » Sales >
Integrate b Purchasing k
Tacro 4 Payroll 4
Resource Descripkions  k Master Posting
= Batch Recovery

RI=TE
-|E| Post | Redizplap |

-

Sernies: Al =
Display Batches: @& Al Marked b ark. &l | Unrnark Al
Batch 1D Oirigin Statuz =
Comment Mo, aof Trs Lazt Pozsted | Frequency %
[] 10100744 Payables Tre Entry Mo Trangactions B
[] RM-121207-1148 Receivables Sales Entry A ailable
[ TEST Receivables Sales Entry Awailable
[] TEST Clearing Entry Mo Trangactions

4 17

Mark appropriate batches, and Post. The Batches will start with RM-####HH#H-#HH#H, PM-HiHHEH-HHHH,

GL-#H#HH#-H#### and CR-
Be careful - DO NOT MARK ALL BATCHES!! There could be recurring batches that will post if Mark All

and Post were selected.

HiHHHH-HHHH.
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Payables Transaction Entry

To enter a payables transaction, go to:
Transactions> Purchasing> Transaction Entry

EﬁMicrusuft Dynamics GP

Fil= Edit iew Tools | Transackions Inguiry Reports Cards  Extras  Wino

Jsa |T|‘|e Mowing Compe Einancial » | J @ .-IJ_|‘ o Select ol S
I

Sales 3
-
J i E’}‘ Purchasing » Transackion Entry

Payrall 3 Scheduled Pavments
Manual Pavments
Select Checks
Edit Check Batch
Edit Check

The Payables Transaction Entry Form will open.

i
E Save | X Delete |4 Post |&h Pint |®=  addiionalirfo | T
Youchar Mo O0EE72 I™ Intercompany Batch ID QE
Document Type: frvoice R Poc Pafe | 11/6/2007 | >
Description -
155 Order Murnber g
MES Branch Lode 54
Yerder 1D Currency [D iﬂ
WE - LPocemeant Nember
Address 1D i®Y P.0. Number |
Renit-To |0 ) Shipping Method i
Bavment T erms (Y ')l Tax Schedule ID [ ')|
Purchazes $0.00 1099 &mount $0.00
TrdDise AL Amount $0.00 Cash $0.00
Freight $0.00 Check $0.00
Mizcellaneous $0.00 Credit Card $0.00
Tax $0.00 Termsz Disc Taken $0.00
Tatal $0.00 On Account $0.00
Apply Distributions | Frint Check |

|4 4 » » |byBatchlD = Status Unsaved t.\_\_, @

The Voucher number will be assigned through Dynamics GP.

Irvvaice F

The entry will start with the Document Type. Select from the dropdown. Only Invoice and Credit Memo
are used. Click Tab to move.
Fill in the Description. Tab.
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Lookup/Enter the MSS Order Number, if it applies. To Lookup, click on the magnifying glass. Tab.
Enter the Branch Code. This is required. Type in or Lookup. Tab.

Enter the Batch ID.

Microsoft Dynamics GP

i ) Do you want to add this batch?

LCancel

Batch ID’s must be entered.

There is no Transaction Posting, only Batch Posting.

If this is the first transaction entry for the batch, a window will open with “Do you want to add this

batch?” Click Add.

[El Payables Batch Entry =101 %]
I save | & Clear | ¥ Delete |-|E| Past | =]
Fatehr /0 101007M) =0 Lrigine Payables Try Entry
Comment |
Frequency: Single Use = Posting Date 11/6/2007 e
Check Date (/070000
Fiecurring Pozting i} -
Days ta Increment a0 Fheckbopk /7 | OP-LVL
Currency D o | = |

Times Posted Last Date Posted
Cantrol Actual
Transactions
Batch Total $0.00 $0.00
Uszer 1D Approval Date
™ Approved Tranzactions |
44 b ¥ e

Enter a comment.

Select the Checkbook ID.

Click Save.

Tab off of the Batch ID field.
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Fitd by “fendor Mame

Wiew: Restricted List by Yendaor Mame

Yendor ID Yendor Mame

11120914111400 Klinkner, Jang
11151901180000 kosar, Jane

Enter the Doc. Date. This will be the date of the invoice, or the date due, depending on how
Payablesare handled in the organization. This will be considered the Date for the calculation of the
payment terms for Dynamics GP. Tab.

Enter the Vendor ID. Lookup can be used on this field. Click on the magnifying glass. Once in the
window, place the mouse over the Vendor Name and click on it. This changes the search criteria to
Name. Tab.

The Vendor name, Address ID, Remit-To ID and Payment terms will default in from the Vendor Card.
Tab through to the Document Number.

Enter the Document Number. (Required field) This can be the invoice number, reference number, etc.
Tab.

Enter the P.O. Number if it is available. Tab.
Tab through Shipping Method and Tax Schedule ID.
Enter the amount in Purchases field. Tab.

Click the Distributions Button.

The Purchasing (Accounts Payable) account will default in on the PURCH line. You will enter thePayables

Expense account on the PAY line.
Click OK.

Click Save.
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Parts of the Payables Transaction Entry Form

53
I Ssave | X Delete |-|E| Post | & Pint |®¥=  Additional Info | i 5
Youoher Ko O0gET2 [~ Intercompany Batch 1D Q ')l

Document Type: ] - P Dafe| 11/6/2007 _ﬂi
Description
1S5S Order Number
MEE Branch Code 4
Yendor 1D Currency 1D i
MHame - Pocement Number
fddress 1D 153 P.0. Nurnber -
Femit-To 1D 9] Shipping Method 9]
Pavment Termns il -)| Tax Schedule 10 il -)l
Purchazes $0.00 1099 Amount $0.00
TrdDigc L Amount $0.00 Cazh $0.00
Freight $0.00 Check $0.00
Miscellaneous $0.00 Credit Card $0.00
Tan $0.00 Terms Dise Taken $0.00
Total $0.00 On Accaunt $0.00

Apply Digtributions | Frirt Check |
4 4 » ¥ |byBatchlD - Gtatyz | Unsaved iy @

Voucher Number — (Required field) Automatically assigned by Dynamics GP

Document Type — Dropdown with 5 options (Invoice, Finance Charge, Misc Charge, Return, Credit

Memo)
Description — Complete as needed

MSS Order Number - If it applies to a Vendor

MSS Branch — (Required field) Enter the Branch Code ID or use the magnifying glass to look-up

Vendor ID - (Required field) Enter the Vendor ID or use the magnifying glass to look-up

Batch ID — (Required field) Enter the Batch ID

If this is the first transaction in a batch, you will be prompted for more information.

The format is 6 digit date with the initials of the user. E.g 101007MJ
This makes it easier to search for reports later with Batch ID’s being date.
Document Number — (Required field) This is the number of the Payables invoice.

Purchases — The Invoice Amount

Note : If the Credit Memo was selected in the dropdown, this field changes to Credit Memo.
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Apply Button — Use this if there is already a payment made in the system and you want to apply the
invoice to it. DON’T EVER APPLY ON DRIVERS OR SALESPEOPLE!!

Distributions Button — Use this to select the Payables account and the expense account the
invoice/credit memo is to be charged to.

Payables Transaction Entry Distribution

PAY line will default in by the Branch selected. This account number is tied to the branch and company
the branch is part of.

PURCH line is where the Payables Expense account is entered. The account can be entered directly, or
use the magnifying glass to lookup.

The item circled in red is the Show Details buttons. If clicked, it will expand to show the name of the
account and other details.

Bl Payables Transaction Entry Distribution -0 x|
Yendar 1D 11120914117 400 Youcher Mumber 00e&y2
Wendor Mame Klinkner, Jane Document Type Irevoice
Currency 1D Functional Amount $500.00
Originating Anmount $0.00
Co. 1D r |':- |f—'u:u:u:uunt ".'.-LP-?’ Q| -)‘| Tupe Debit Credit / f
Description Originating Debit Originating Credit \ i
Dizgtribution Reference Corresp. Co. ID e
LIMT LI[!H-EH -R0055001 -00 _>| PURCH - $500.00 $0.00 & |
LIMT LI 01 -01 -21000000-00 _>| PAY - $0.00 $500.00
4 - - - i - $0.00 $0.00
Functional Totals $500.00 50000
Rates | Originating T atals $0.00 $0.00
N 1] 4 I Delete Default Fedizplay
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Post Payables Checks Window

The final step after printing the Payables Checks is to Post them.

If the Posting date is different than the Check date, change it before Posting.

In the Process field, a dropdown, there are 4 options: Post Checks, Print Stub Alignment, Reprint Checks,

and Void Checks.

E Post Payables Checks ==

Batch ID TEST Checkbaak ID OP-LL

Fosting Dafe 1152007 H MName Mowing Company Operating Ckbk

Process: Post Checks ’T Currency (D E

1 Check Date 1141542007
Waid or Reprint B ange: [ € From: i
To: i
Sfartong Lhock Nomiber ZBEE955
J I@] Process | Process Later | Clear |

Select Post Checks and Click the Process Button on the lower right, if your checks have printed correctly

and you are ready to post.

[E Post Payables Checks

Batch D TEST Chec
Pazling Pate 11/15/2007 i) Warne
Process: [Reprint Checks = Curre

Chec
“aid or Reprint Flange: & Al ¢ From:

T

Sharting Check Number 2BE955

e

Select the Reprint Checks, if the checks did not print correctly. This will void all of the check numbers
already printed in Great Plains and reissue the checks with new numbers. Enter the Starting Check
Number in the field in the lower left. Click the Process Button.

Select Void Checks, if the batch is entirely wrong. Process finalizes the Voids.
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Print Check & Remittance

There are four ways to print checks — from the Print Checks button on the Select Checks window, Print
Checks on the Edit Payables Checks, Print Checks on the bottom of the Edit Check Bath window or
Transactions> Purchasing> Print Checks. Any of these will display the Print Payables Checks window.

E Print Payables Checks =10 =]

Sh Pint | & Clear | =
Batoh 1D TEST Checkbook 1D | OPLVL
Batch Tatal £210.00 Currency (D IEI
Lhook Noembar
Lhock Dafe 91042007 H

Check Comment

Sort Checks By: Paprnent Murnber - [T Separate Remitance
Check Farmat: Stub Top/Battom - Graphical - Print: £ Alignment Form & Checks

44 > £y @

Enter your starting check number, if it is different than the default .
Confirm the date you want the check to print with.
Check the Separate Remittance, if you want Remittance Statements.

Verify the Sort Checks By Order.

aprment Mumber
M arne
State - City

IP Code

Verify the Check Format. Stub/Stub/Check and Stub Top/Bottom — (Graphical or Text) are the supported
formats.

Shub an Battarn ﬂ
Stub Top/Battar - Test

Stub Top/Battam - Graphical

S b S tub/Check,

3 per Page/Mo Stub

Uszer-Defined Check 1 hd

Click Print in the top left corner . The printer in the top right corner gives you the Check Edit List.

= |

Mover’s Suite Software, LLC 28



Printing Remittances

Accounts Payable Training

When the checks are printed, if there are more than 12 lines, or if there will be no checks printed, a
remittance paper will print. The Post Payables Checks window will open, click on Process.

[ Post Payables Checks o [ 4
Batch D TEGT Checkbook ID | OP-LVL
FPosting Date 1118/2007 i Mame Maving Company Operating Ckbk
Process: Post Checks ’T Curency 1D
Check Date 1141542007
L_j (7] Process | Process Later | Clear |

Please note: If the checks need to be reprinted, that must be done before clicking on Post Checks and
Process. Once Post Checks is started for the Remittance, the only option will be to void all checks by
manual process. This is discussed more on the next section Post Payables Checks Window.

i Process Payables Checks ) ] |
Ealch ID TESTDRVRA
Carmmett
Process
L" Remittance Alignment Farm £ Post
J 7] Process | Frocess Later |

Process Payables Checks Window will display, click on the radio button next to Remittance Form. Click
Process. The Remittances will print and the window will open again.

endar 10 ‘Wendor Hame Check Hame Paymnent Humber Check Date Check Mumber
19130920030004 smith, hiles smith, hiles DOGT 20 SMG2007 priinaelixcd

Our Voucher Humber 'our Voucher Mumber Date Srourt Prnount Faid D scount [Writecff Net

% 5% HOODD 15257 435-93-7i2 SM/2007 F2,671.16 F2,671.16 F0.00 F0.00 F2.671.16
W% 5% T HOODD 18258 428-93-703 A/8/2007 $1,203 90 F1,203.90 F0.00 0.00 ¥1.203.90
i3 5% T HOODD0 18259 428-93-7/4 A/8/2007 58022 F580.22 F0.00 0.00 F580.22
1l SWC HOODD 1 2260 428-03-T05 SM2007 4015 4015 F0.00 0.00 4015
1l SWE HOODD 1 2261 428-03-TIG SM2007 $2.003.59 F2,003.59 F0.00 0.00 F2,003.59
i 545 HOODD 1 5262 425-93-707 SM/2007 2,297 24 F2,297 .54 F0.00 F0.00 229784
i3 5% T HODDD 1 8466 A28-534-713 SME2007 634 634 F0.00 0.00 .34
i3 5% T HODDD 18467 428-534-704 SME2007 05 .05 F0.00 0.00 405
1l SWE HOODD 1 2453 428-534-745 SME2007 40 40 F0.00 0.00 .40
kS ST HANMN 1 R 4R9 43R-RR4 TR AMASRONT FA A1 FA A1 & nn Fnoan T A1

The second time the window opens, click on the radio button next to Post. Click on Process. The batch
will now post and if the system is setup to print the posting journals, they will print once the posting is

done.
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[El Process Payables Checks o [m] |
Batch ID TESTDRVR
Comment
Process:
Lﬁ Femittance Alignment Form ¢ Post
iy @ Process Process Later

Post Payables Checks Window

If there is no Remittance Forms to print, the posting process will be as follows.

Check the Posting Date to be sure it has not changed, or change it if needed.

Accounts Payable Training

In the Process field, a dropdown, there are 4 options: Post Checks, Print Stub Alignment, Reprint Checks,

and Void Checks.

[E Post Payables Checks o =] |

Batch D TEST Checkbook ID | OPAVL

Fosting Date 111542007 ik Mame Maoving Company Operating Ckbk

Process: Post Checks ’T Curmency 1D

Check Date 1141542007
“oid or Reprint Range: & 2 £ From:
To:

Sraring Chock NMombor ZEE355
J '@] Process | Process Later | Clear

Select Post Checks and Click the Process Button on the lower right, if your checks have printed correctly

and you are ready to post.

Select the Reprint Checks, if the checks did not print correctly. This will void all of the check numbers
already printed in Great Plains and reissue the checks with new numbers. Enter the Starting Check
Number in the field in the lower left. Click the Process Button.

[El Post Payables Checks
Balch 1D TEST Chee

Poxsting Pafe 11/15/2007 i) Marne

Process:

Curre
Chec

oid or Reprint Range: ® Al " From:
Tar

Startimg Check Number 266955

Ue

Select Void Checks, if the batch is entirely wrong. Process finalizes the Voids.
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With the Reprint and Void, a range can be selected, if only part of the Batch printed incorrectly.

Use Process Later, if checks will be reviewed before being sent. You can still Reprint or Void if needed.
Go to Transactions> Purchasing> Post Checks to get to the Post Payables Checks.

Transactions Inquiry Reports Cards E
J -..lj -ﬁ_‘fl 4 ek

Purchasing * Transaction Enkry
Payroll r scheduled Payvments
T Manual Payments
Select Checks
Edit Check Batch
Edit Check
Print Checks
Paost Checks

Financial k

Sales k
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Processing driver checks

Select Checks

Run Commission
Statements in MSS

Build checks in Select
Checks Process

Review that amounts
match MSS

Print checks

Finalize the
Commission
Statements in MSS

GP & MSS are cleared
and balance forwards
completed

Time : 30 — 60 minutes
in total

Advantages:

Faster. Automatically
applies all invoices and
credit memos. Can
control date ranges
and vendor classes
paid.

Disadvantages:

All cash/vanline
statements must be
processed for

Edit Check Batch

Run Commission
Statements in MSS

Build checks in Edit
Check Batch

Review that amounts
match MSS

Print checks

Finalize the
Commission
Statements in MSS

GP & MSS are cleared
and balance forwards
completed

Time: 60- 90 minutes
in total

Advantages:

Faster. Can
automatically apply
credit memos.

Disadvantages:

Can’t control dates
ranges. Manually have
to remove any items

Edit Check 1

Build each check by
hand into a batch, Edit
Check

Pick invoices to pay and
credit memos

Review amount want to
pay each driver

Print checks

Transactions cleared in
GP, MSS statements
need to be settled to
create Balance
Forwards

Time: 15 minutes per
driver

Advantages:

Can create single check
with all doc’s related.

Disadvantages:

All cash/vanline
statements must be
processed for

Accounts Payable Training

Edit Check 2

Build each check by hand
into a batch, Edit Check

Review amount want to
pay each driver

Print checks

Transactions are not
cleared in GP or MSS.
Apply process will need to
be done manually, for
each driver. Credit memos
will need to be applied
manually.

Commission statements
will need to be ran to clear
MSS and create Balance
Forwards

Time: 2-3 minutes per
driver to cut checks. 30
minutes per driver to apply
records.

Advantages:

Can create check “on
demand”.

Disadvantages:

Can not apply credit
memos/invoices/payments
until vanline statements
are processed. Everything
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commissions to show.

outside of dates. commissions to show.

All cash/vanline
statements must be
processed for
commissions to show.

Accounts Payable Training

is manual.
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Accounts Payable Training

Processing Commission Checks

Introduction

The process of running checks for people receiving commissions should be done quickly, as errors can
occur in statements, if not. Movers Suite and Great Plains applications are used to process the final
check to the person receiving the commissions.

Depending on how the person is paid (live check, ACH/Wire/CommbData, or sent to payroll), will
determine the checkbook used later in this document.

Statement has been Finalized in Movers Suite, DO NOT void the check/invoice. It will not show on the
statement correctly and the balance forwards will not adjust. Please see the document on handling
commission statement voids/adjustments.

To start the process, login to MoversSuite and click on Accounting Tools > Commissions Statement
Management

File GoTo Tools Reporks | Accounting Tools Help
Recurring Billing Management
|nf0rmati°n Commission Statement Management
Custamer Statement Generation

Cuskomer Statement Reprint
MNew *  Great Plains Ordsr Iniquiry

B

ratich: LY
Cales Persi

Select the vendor class from the dropdown. Examples are listed below, but may be different for
different company setups. Also select the Due Date from the Calendar dropdown. Click on Create New
Statement.

£ Commission Statement Management x|

Eie  Tools

[~ Create Statement

Agents
Claims

Diag & column |

View Reports window will open. To view each person click on the name on the left and highlight. Their
statement will show on the right in detail.
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& Yiew Reporks

Cemmitzien Seatement Summary
b Connet, Michalas [ for Deiver to 06782006
i French, Becky (600 (rood, Sam (71
W Gold, Dawid (12112
v [EETEEE Vendor Summary
v | Order Number Shipper Name Revenue Amount
g { Other Transactions $0.00
= 14582 JL WALKER 5131948
vl 4 42847 STEVEN NILES §4,935.68
% m"ﬁﬂ ' 433.16 §APNA ATYER 51,592 49
& o aTa
59 Ringer Evon (1804 fﬁ:i EDTELE&.-EI iim.wn 5121316
il Rogers, Roger (190 === - $1,217.59
% Eﬂﬂbﬂ Derw'eé Totals: & Orders $10,278.81
oasagniod, [ng, [1
¥ meun.TaEE: Good, Sam (71.
4 Saith, Millard (1913 -
i ot Oswald {Other Transactions}
i Vondiver, Glen (221 Document Xumbar DocDate  [nvoice Amt Revenue Amt Not Amt Commizsion
[ Winght, Mary [2318) MESDOCO0000IEL0 06082006
06/1472006
10168 061472006
Sub Total

Click on the green “Commission Statement Summary” (upper right hand corner of the report), it will
take you to a summary of the commissioned people.

Commission Statement Summary

Vendor Amoung
E , Joseph (1181 §10,033.31
Bumraws, Jeff (221181 $10,812.87
Casper, Don (110115 $7.375.88
Conaver, Michalas (31 59.111.68
French, Becly (8012 513,800.58
Gold, Danad (1211204 52,5042
‘Good, Sam [7151504( $727.32
Gopher. Rabby (1051 34047
Heffner, Jason (8011 51018421
James, Kevin (10150: 52435
Jusbee Fod (100103 113578
Kohler, Feter (111907 $1Z,785.23
Miznson, Jazed (1301 55,149.25
MeAllister, Robert (1 5421009
Fanger, Evan (150914 5335008
Rogers, Roger (1501, (5620.00)
Fossignol, Demver (| (5100.97)
Fessignel, Inc. (1812 37.373.97
Roundberg_James {1 (§1,033.79)
Smuth, Mllard (19030 5314672
Stephens, Oswald (1 0000
Vendiver, Glen (2215 $5,090.09
Wright, Mary (23180 $5,568.51
23 Total Vendor,., $135,898.36
Cowpmizsion Staurwene Susmary Page 1ol

This is the summary to use when comparing payment numbers in Great Plains.

In Great Plains go to Transactions> Purchasing> Select Checks and the window will open.
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!-i Microsoft Dynamics GP
File= Edit ‘iew Tools | Transackions Inquiry Beports Cards  Exbras Wi

J 5 | The Maving Compz  Einancial

r J \_z] L-‘i)| & selechall 3
Sales k|
J } ﬁ ‘ B‘ Purchasing Transackion Enkry

Pavrall r Scheduled Payments
Manual Payments
Select Checks

Type in your Batch ID. Use the 6 digit date, with user initial format.

B Movers Custom Programs - Select Payables Checks

e

4] BuidBatch | & Clear |

Fatch /0 (AN
Batch Total $0.00

A window prompting to add this batch will open. Click Add.

Microsoft Dynamics GP

i J Do wou want to add this batch?

Cancel |

Here is where the checkbook that will be used for the check run is entered. Be sure to follow the
practice of the company. Type in or look up with the magnifying glass. Click Save.

[El Payables Batch Entry o ] [
i Save | & Clar | X Delete |[Z]  Post | =)
Batch P | 120107TEST 20 rigin Camputer Check
Comment
Frequency: Single Usze Pozting [ ate 12/19/2007
Check Date 04040000
Fecuring Posting a
Drays ba Increment 0 Fheckbosk 17| OPLVL .
A “real” check is normally generated from the operating checkbook. For checks that are more for

clearing the commissionable persons account, use the clearing or dummy checkbooks.
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Move to the Select Vendor by dropdown box. Select Class ID.

Click the radio button next to From. Use the look up and select the class id for the commissionable
people. Make this the To: also.

El Yendor Classes

Find by Clazz ID

w | Wiew: allvendor Cl

Clazs 1D
AGENT

Dezcription

Agents

CLAIMS Clairmz
DRIMER Diriwer
GEMERAL General
SALES Salez

Enter the Due Date for cutoff to match the Commission Statement Date.

The Select checks screen should look something similar to this one.

Batch Total field, the process has not completed. If the process is not complete and other buttons are
clicked, the batch can build in error and accidently pull all checks.

[E Movers Custom Programs - Select Payables Checks: - |Elli|
'% BuldBatch | & Clear | =
Balch /P | 120107TEST Checkbook D | DP-LYL
Batch Total $0.00 Cumency D |Z|
Select Yendar by: Clazs D = ¢ Al @ From | DRIVER
Ta | DRIVER
Select Documet by: p/oucher Nurnber - @ Al ¢ From: i
To i
Branch: @ Al Individusl Fl
Due Date Cutaff: @ Mone ¢ DueDate
Discount Date Cutoff: & Mone L € Discount Date
Select Documents: Functional Currency Oy - One Check Per: “Wendor -
[T Select EFT's Onlp
Automatically Apply Existing Unapplied: I~ Apply Credits Beyond Due Date
¥ Payments v Credit Memos ¥ FRetums I™ Take Non-Qualifying Discounts

@ Functional Currency DOl

€ Al Currencies [~ Pay Only Mimimum

Remittatice:

Apply Date 12/19/2007

List Diacuments:
Sort Documents by:

All Documnents
Date

Print Checks |
Edit Check |

* | W Piint Previously Applied Documents
M I~ Use Due Date Cutoff

Edit Check Batch |

When the amount is in the field, click on the printer icon in the top Right corner for review.

e
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If any changes need to be made, click on the Edit Check Batch button.

Bl Movers Custom Programs - Select Payables Checks

431 Addto Batch | & Clear |

Batch 1D 120107 TEST .
Batch Tatal $90,187.17

In the Edit Check Batch window, the vendors and the invoices associated to the check can be edited for
payment. This should not need to be done for most of the commissionable people, this is done more on
regular vendors. Use the check boxes next to the Vendor ID to add/remove a vendro entirely. Use the
check boxes next to the voucher number to remove the individual invoices.

il
v, OK |[2] Redisplay | =
Batch D 120107TEST Checkbook 1D OP-LWL

Currency [0 H Checkbook Curency 1D

Batch Tatal $30187.17 Balarce before checks [$3.432.918.88)
Apply D ate 12/19/2007 G| Balance after checks [$3.523.106.02)
Vendors Columns ct the documents you would like to pay for vendar: i Columns
Yendor D Tatal Amaunt i Class ID d 0400 ald, Justin

1519230112C $4.955.75 | DRIVER - Youcher Number | Due Date Amount Remaining |Amount Paid
18211404070 $4.422 37 DRIVER v | MS5WCHOOD0233) 8A16/2007 $0.00 $14.64 =

[+ | 18012500230 $6.324. 48 DRIVER v  MSSYCHODDO233. 84162007 $0.00 21.55

[ 20000114040 $7.816.97 DRIVER ¥ | MS5WCHOOD0233. 8/16/2007 $0.00 $23.74

[+ | 20251818051 $5.429.47 DRIVER v MSSWCHOOD0233 84162007 $0.00 $291.91

v 22152305121 $3.401.58 DRIVER [V | MSSVCHO000233: 8A16/2007 $0.00 $307.64

[# | 23030920050 $3.975.58 DRIVER [ MSSYCHOO00233 8/16/2007 $0.00 $1.863 41

[+ 2318090708z $5.130.38 DRIVER v | MS5WCHOOD0233) 8A16/2007 $0.00 $2 465,87

[+ | 31514190905 $0.00 DRIVER

[v 31514190905 $1.949.79 DRIVER =

[+ | 71515040000 $7.478.47 DRMER

[W 8011518000C  $12351.84 DRIVER - =

ﬁl Indicates that a credit document iz applied.
i @ Edit Check | Print Checks |

From either the Select Checks window, or the Edit Checks Window, checks can be printed. Click the
print checks button.
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[E Print Payables Checks o ] [
=h Fiint | & Clear | §
Batch 1 120107TEST Checkback D OP-LYL
Batch Tatal $30.187.17 Currency |0 E
Lheck Nember
Check Date G
Check Comment
Sart Checks By: Papment Number - [T Separate Remitance
Check Farmat: Stub Top/Bottom - Graphical = Print: £ alignment Form ® Checks

44 b iy (7

Input the check number, if it should be different then displayed. If checks were ran on a clearing
account checkbook, then let the number default into the field.

Click Print. The Post Payables Checks window will open. In the dropdown there are four options. Post,
Print Stub Alignment, Reprint and Void. If the check printed correctly, or ran without errors, select the
Post Checks. Click on Process. The checks will Post and you can select to pritn to screen or print out the
Posting report.

For the other options and more details on the Select Checks Process, please review the Select Checks
Document.

[E Post Payables Checks o =] |

Batch ID TEGT Checkbook [0 | OP-LYL

Fosting Date 111542007 ik Mame Maoving Company Operating Ckbk

Process: Post Checks ’T Curency [D

0 C Check Date 1141542007
oid ar Reprint Range: [T € From:
T

Srarfimg Check Nember 266355
J '@] Process | Process Later | Clear |

Commission Checks are now done in Great Plains. To finish the checks, the Commmission Statements
will need to be finalized in Movers Suite.

Go back into Movers Suite and the Commission Statement Management. Find the statement that
checks were just printed for. Highlight the Statement and click on Finalize.

Dirirver E428/2006 E428./2006

Sales 743/2006 E414,/2006

Wi Re-Guery Finalize Delete LCloze |
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When the Statement is is Finalized, there will be a checkmark in the box on the right of the date and the
Finalze button will be greyed out. Commissions are done.

6/28/2006 6/28/2006

61242007 630/ 2006 O

Wi Be-Luerny Firialize [elete Cloze |
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The select checks method of processing and printing payables checks is a functional and efficient way of
handling large check runs, running checks by vendor class, or by date due. Combinations of the criteria

can be done as well.
To start the Select Checks processing, go to:

Transactions> Purchasing> Select Checks

!ﬁMicrusuft Dynamics GP

File Edit “iew Tools | Tramsactions Inguiry Reports Cards Extras  Windows Help

J 5a | The Moving Compe Einancial 4
Sales »

J\_ﬂ -'|i| A Selectal S Ee ,: n

Purchasing Transaction Entry
Payroll r Scheduled Pavments
= Manual Payments
—p  Seleck Checks
Edit Check Batch
Edit Check
Print Checks
Post Checks
Process Remittance

The Select Payables Checks window will appear. Enter a Batch Id
click Add.

Microsoft Dynamics GP

j) Dowouwantto add this batch?

LCancel |

Movers Custom Progra

"7 BuidBatch | & C

Eafeh 7 |
Batch Tatal

Select Yendaor by: Y

. The Add a batch window will appear,

The Payables Batch Entry window will open. At a minimum, you will need to enter the Batch ID and
select the Checkbook Id. This will control which checkbook you issue the payables checks out of. You
are not able to select more than one account. You will have to open another Batch to process checks on

another checkbook.
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[F Movers Custom Programs - Seleck Payables Checks - |EI ZI
"8 BuidBatch | & Clear | =
Fatch i TEST Checkbook ID
Batch Taotal $0.00 Cuirency D |Z|
[El Payables Batch Entry o =] 3}
Select Yendor by
SRR [ save | Cear | X Delete [ Fost | =]
Fatch 7 TEST Lt C ter Check.
Select Document b D aperCies
Camment
Branch Frequency: Single Use Posting D ate 9/10,2007
Check Date 0/0/0000
D.ue Date Cutoff. Recuring Pasting 0
Discount Date Cutd) "2y bo Increment 0 Eheckbook 10 | OPLVL
B = =T~

Click on Save and you will be returned to the Select Payables Checks Screen.

There are several areas of the Select Payables that you can set parameters on to limit the number of
checks that will be built for your check run. You can use as many of them as you would like, or use the
defaults and get everything!

I’ Movers Custom Programs - Select Payables Checks =10] I
"H BuldBach | & Cew | =
Betch /0 U 1 Checkbogk ID OFLVL
Batch Tatal $0.00 Currency |0 [z]
Sedect Vendor by: Wendo ID ~ @ Al From r
Tex 4
Sebact Document by Woucher Nunbear - @ Al ¢ Fiom f
Tox |
Branch @& A Indvidud Fl
Duse Date Cutolf- # Mone " DueDaste
i nt Date ] "l '
icy Only e One Check P Yendor i
Automatically Apply Exizting Unapphed: [ Apply Credis Beyond Due Date
[ Payments W Credt Memas [# Retwns [T Take HonQuskiving Discounts
Y R [T Al Cunrencie [T Pay Dy M
Ampde fate 007
Riemittance: : Brirt Checks
List Documents: Al Documents = | ¥ Piint Previousl Applied Documents Eclk Check I
Sout Documents by Date = T Use Due Date Cubolf

Select your Vendor by and then All or From (enter range).

Select Document by and All or From (enter range).

Select Branch, All or Individual. The magnifying glass will appear for Individual. Click on this and select
branch.

Mover’s Suite Software, LLC 42



Accounts Payable Training

Due Date Cutoff: None or Due Date. Due date is the Doc Date you put on the invoice when it was
entered, plus any days based on payment terms. It will pull all documents up to that date.

One check per : Vendor or Invoice. Most people leave it as Vendor.

In the Automatically Apply Existing Unapplied Box: Be careful here. If you leave the payments, credit
memos and returns marked. It will automatically apply these documents to any and all invoices it can for
that vendor.

The Apply Credits Beyond Due Date, Take Non-Qualifying Discounts, and Pay Only Minimum — tend to be
selections most of users do not use. If you should want to or need to use them, please check them
accordingly.

Apply Date is for the Discounts.

Remittance: This area allows you to show what is on a Remittance or check stub.

Hemitance:
Lizt D ocurnents: all Documents [+
Sort Documents by: Ireoices Only
Wpplied Qrder
Tatals Only
Ligt Documents: &l Documents -
Sort Documents by: Date [+
M urnber

Print Previously Applied Documents: If you select this option, previously applied documents, such as
payments, credit memos, etc., will print on the Remittance Statement.

If you have used the Due Date cutoff, you can also select it in the Remittance window to show the
documents previously applied that should print on the Remittance, prior to the Due Date.

After you have made your selections, you will need to build the batch. Click on the Build Batch, in the
upper left corner.

Bl Movers Custom Programs - Seleck Payables Checks

"Z BuldBatch | & Clear |

Barch i S Checkt
Batch Tatal $0.00 Currenc
Select Wendor by: Wendor 1D -~ @ Al ¢ From:

To:

Mover’s Suite Software, LLC 43



Accounts Payable Training

Once you click the Build Batch, the top corner will change to Add Batch. The Batch total will still be
$0.00, until it is finished processing. Then the Batch Total field will populate with a number.

[El Movers Custom Programs - Seleck Payables Checks

47 Add to Batch | & Clear |

Bateh 2 [1E5 1] Checkboc
Batch Total $106.038.99 Currency |
Select Vendar by Payrment Pricrity ~ @ Al From:

To
Select Document by: Youcher Mumber -~ @ Al " From:

To

You have three choices of what to do now that the Batch is built. Print, Edit Check or Edit Check Batch.
This is at the lower left of the Select Payables Check Screen.

Enrd Chiecls

|
Edit Check, ]
|

Egit Check Batch

Ly e

Before you do any editing or printing, run the Computer Check Edit List Report. Click on the printer in
the top right hand corner.

IE Movers Custom Programs - Select Payables Checks o ] 5

%7 Add to Batch | & Clear | =
Batch /0 | TEST Checkback D OP-LYL
Eatch Tatal $93,309.54 Curmency 1D =]

Print to screen if you wish to review, or to printer for a final copy for your records. Click in the white box
to select the destination. Click OK.

Report Destination

Fieport Information

Mame: Computer Check Edit List

Option:

Destination
¥ Screen
™ Printer
I~ File
File: M arme:

File: Formnat:

% Append € Feplace

Ok I Cancel
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Sample Report

System: 1171872007 9:L532:132 AM The Moving Company Page: 1
User Date: 1171572007 COMPUTER. CHECES EDIT LIST User ID: sa
Payables Management

Batch ID: TEST Batch Fregquency: Single Use
Batch Comment: Audit Trail Code:
Posting Date: 1171572007
Count Totals Approved: Mo

Control: a $0.00 Approved BEy: Checkbook ID: oP-LVL
Aotual: Z5 §99,909._ 84 Approval Date: o/0/0000
EBatch Error Messages:
Check Number:

Payment MNumber: o0s536 Terms Disc Awvailable: F0.00 Check Total: $1,.041.68

Document Date: 1141572007 Toided:

Wendor ID: 110E14Z232181201

Vendor Check Name: Eenworth MNid-TIowa

Meszages:

Edit Check Batch

The Edit Check batch window allows you to see what invoices have been selected to be paid based on
the parameters that were entered on the Select Payables Checks Window. Click on the Edit Check Batch

button to open the window.

The items that are selected have a check mark next to the Vendor ID, on the left side of the screen.
When there is a check mark, the Total Amount Paid will have a dollar amount. This gives a quick view of
the total amount to be paid.

To see detail on the invoices being paid, click on the Vendor number and look to the window on the
right. It will show Voucher number, amount remaining and amount paid.
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v’ OK [[¢] Redisplay |

Eatch ID TEST Checkbodk ID

Currency 1D H Checkbook Currency D

Batch Tatal $93,909.84 Balance before checks

Apply D ate 11A15/2007 H Balance after checks

Wendors st Columnns Select the documents you would like ta pap for vendor:

“Yendor 1D Tatal Amaunt Paid 13011414052000  Mannetter, Jared

[T 1142517091400 $0.00 [ Youcher Mumber | Due Date Amount Bemaining | Ame

[ 11011916051800 $0.00 v | MSSVCHOOOOZ33 84162007 £0.00

v | 11051423151801 £1.041.68 v | MSSYCHOOODZ233E &8/M16/2007 $0.00

v 1181319201800 $11.837.10 v  MSSYCHOODDZ231 - 841472007 $0.00
12072318051401 $10.540.00 v | MSSYCHOOOOZ33E 84172007 $0.00

v 13011414052000 $3.35933) | || MSSYCHOODO233 8417/2007 $0.00
130514091400110 $0.00 v  MSSYCHOOOOZ33E 84162007 $0.00

[+ 13090423051903 $134.14 v | MSSVCHOOOOZ33E 8M7/2007 $0.00

¥  13152205181900 $1.450.24 v | MSSYCHODODZ233t B8/A17/2007 $0.00

[ 1401180100010 $0.00 v | MSSVCHOOOOZ31: 8/414/2007 £0.00

¥ | 151923011 20400 +4.923.76 [v MSSYCHOODDZ2EH 8/17/2007 $0.00

¥ 18052514151202 $205.10 | - v | MSSYCHOOOOZ3: 8/414/2007 $0.00

<E| Indizates hat a credit document iz applied.
@ E

When looking at the Window that shows the Invoices, you can uncheck items that you don’t wish to pay.

The icon here helps to quickly identify what documents have credit memos applied to them.
<jE| |ndizates that a credit document iz applied.

To see more detail on the Invoice, click on the Amount in blue. A window will open showing credit
memos (CRM) and the payment (PMT) that will be made with this batch.
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E Applied Yendor Credits N [m]

Youcher Mumber MSSYCHOO0023119 Yendar 1D 130114714052000
Document Mumber 428-917-7 A1 Marme M annetter, Jared

Curency |D

Document Humber Type |Original Amaunt Applied Arnovnk

18-1373-7/1

l

2

Click OK to close the window.

If you close or click OK on the Edit Batch Window, you will need to go back to Transactions>
Purchasing> Select Checks to use Select Checks.

Edit Payables Checks

To Edit an individual check, click on the Edit Check button, either on the Select Checks or the Edit Check
Batch window.

The Edit Payables Checks window opens.

Verify that the correct batch is displayed.
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iEl Edit Payables Checks -10] =]
B Save | ¥ Delkte | Auto Apply | =)
FPapment Momber 00EE22 4]  Checkbook ID OP-LVL
Fafeh 7 TEST iy Currency 1D |Z|
Batch Total $599.,909.24 Apely Pafe 114542007 H
Vevdor I 8011813000000 Amount
Check Mame Hair, Jason Unapplied $500.00
Applied $12.351.84
Carmrernt Check $12.851.84
Ligt Documents an Remittance: Al Documents -
Sort Documentz on Remittance by: [Date
Terms Dizcount Taken $0.00 Y ritenff $0.00
Termz Dizcount Available $0.00
Check Stub Diigtribution | Print Checks
4 4 » »# bpBatchID - Statuz | Unposted Ly @

Select the vendor that you want to edit. Use the VCR buttons on the lower left.

To pay more than the invoices show, click on the Unapplied field under Amount:. Enter the amount to
pay. The Applied Amount will not change, but the Check amount will increase.

If you want a comment for the vendor’s check, enter it in the Comment field.
The Distribution Button just lets you verify the distributions already entered on the Purchasing Invoice.

Click on Check Stub, in the lower right, to see what will print on the stub.

i
Payment Nurnber O0e&22 Check Amolnt 411,970,539
Vendar [ 8011818000000 Currency D
Print | Type |“oucher Mumber Doc Date Amont Amount Paid
{v] |CRM |MSSYCHOOD023220 7/26/2007 [$10.00] $0.00 «

INY | MSSYCHO00023039 8/13/2007 $75.41 $65.41
INY | MSSYCHO000231 00 8/13/2007 $75.41 $79.41
INY | MSSYCHO000231 23 8/14/2007 $1.431.25 $550.00
INY - | MSSWCHO000231 24 8/14/2007 $30.66 $30.66
INY [ MSSWCHO000231 25 8/14/2007 775,87 $778.87
INY - | MSSWCHO000231 26 8/14/2007 $328.22 332822
INY - | MSSWYCHO00023 27 8/14/2007 $1.197.93 $1.197.93 —
NV | MSSYCHOD0D231 28 8/14/2007 $2529.46 $2529.46
MY [ MSSYCHOO0023376 8/17/2007 $1.045.80 $1.045.80
MY | MSSYCHO00023377 8/17/2007 $568.72 $568.72
MY [ MSSYCHO00023378 8/17/2007 £305.14 $306.14
INY | MSSYCHO00023379 8/17/2007 $2,771.48 $2.771.449
INY [ MSSYCHO00023457 8/20/2007 $12.25 $1225
e

Click OK to close.
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Click on the Apply Button to make changes to the amounts paid.
Verify the Vendor ID and the Document No.
If you only want to pay $550.00 of an Invoice, click on the Apply Amount (end of line). Type in the

amount to pay. The number to the left (Amount Remaining) will change from $0.00 to the new Amount
Remaining.

Ry
v/ 0K | @& Find |ﬁ Unapply | Auto Apply |
Vendor ID 8071518000000 ] Document No. [ 4 ooes22 o=
Mame Harr, Jason Document Type: Payment -
Apply Fram Currency 1D
Appf Dot 111542007 Apafe Poxting Date 111542007
Driginal Amaunt $0.00 Check. Amaount $11.470.59
|.-’-‘-.|gp_|y bo Dlocument | Diue Date Branch Amount Bemaining |.-’-‘n.|:||:|I_I,J Amount 2
Tupe | Original Document Amt | Dizcount Date | Terms Available | Termsz Taken |Writenff *
Apply To Curency 1D | Exchange Rate Calculation Method | Realized Gain/Losz
428-1033-71 811472007 0433 $881.25 FRalslay ~
428-1039-7/2 a414/2007 0433 $0.00 $30.66
428-1039-7/3 811472007 0433 $0.00 $77B.87
428-1039-714 8142007 0433 $0.00 $328.22 —
[l 470.1n29.7 /5 aM442007 11n437 2N nn 2119799

Click OK to close and Save.

Print Check

There are four ways to print checks — from the Print Checks button on the Select Checks window, Print
Checks on the Edit Payables Checks, Print Checks on the bottom of the Edit Check Bath window or
Transactions> Purchasing> Print Checks. Any of these will display the Print Payables Checks window.
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Bl Print Payables Checks =101 |

Zh Prirt | A Clear | g
Batch 1D TEST Checkbook 1D | OP-LWL
Batch Tatal $£210.00 Currency [0 IZI
Fheck Nombor

heck Pafe 91 0/2007 H
Check Comment

Saort Checks By: Pavment Murnber = [T Separate Remitance
Check Format: Stub Top/Bottom - Graphical - Fritat: " Alignment Form # Checks

44 > b £y @

Enter your starting check number, if it is different than the default .
Confirm the date you want the check to print with.
Check the Separate Remittance, if you want Remittance Statements.

Verify the Sort Checks By Order.

*apment Mumber
M arme
State - City

IP Code

Verify the Check Format. Stub/Stub/Check and Stub Top/Bottom — (Graphical or Text) are the supported
formats.

Stub an Baottam =
Stub Top/Bottom - Text

Stub Top/Battam - Graphical

S b S tub/Check,

3 per Page/Mo Stub

Uszer-Defined Check 1 id

Click Print in the top left corner . The printer in the top right corner gives you the Check Edit List.

b Prirt |

Printing Remittances

When the checks are printed, if there are more than 12 lines, or if there will be no checks printed, a
remittance paper will print. The Post Payables Checks window will open, click on Process.
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Please note: If the checks need to be reprinted, that must be done before clicking on Post Checks and
Process. Once Post Checks is started for the Remittance, the only option will be to void all checks by
manual process. This is discussed more on the next section Post Payables Checks Window.

[ Post Payables Checks o [ 4

Batch D TEGT Checkbook ID | OP-LVL

FPosting Date 1118/2007 i Mame Maving Company Operating Ckbk

Process: Post Checks [~ Currency |0 E

Check Date 1141542007
Waid or Beprint Hange: & o € From:;
T

Starting Ehock Nember Z2EES55
iy @ Process | Process Later | Clear |

Process Payables Checks Window will display, click on the radio button next to Remittance Form. Click
Process. The Remittances will print and the window will open again.

IEl Process Payables Checks

Batch 1D

Camment

TESTDRVR

=101

{ Process:

¢ Remittance Alignment

Farm

£ Post

J I@] Process Frocess Later

emdor 10 Werndor Hame Check Narne Paymnent Murnber Check Date Check Mumber
19120920020004 Smith, hlez Smith, hiles DOETI0 562007 =il
Our Woucher Humber 'our Woucher Number Date Arnourt frnourt Paid Dii =court [ritectf Met

1S SWEHOODD 18257 428-03-Ti2 SM2007 F2.671.16 267116 F0.00 0.00 F2E7116
1l SWE HOODD 18258 428-03-Ti3 SM2007 $1.202.90 F1,203.90 F0.00 0.00 F1.203.90
i3 5% T HOODD0 18259 428-93-7/4 A/8/2007 58022 F580.22 F0.00 0.00 F580.22
1% 5% T HOODO 18260 428-93-746 A/8/2007 F40.15 40,15 F0.00 0.00 F49.15
% ST HODDD 12261 A28-03-705 S//2007 F2,003 .59 F2,003.59 $0.00 0.00 ¥2,003.59
1S ST HOODD 18262 4218-3-TI7 SM2007 2,297 84 F2.297.54 F0.00 0.00 F2.207.84
1l SWC HOODD 1 456 428-534-713 SME2007 a4 3604 F0.00 0.00 .24
i3 5% T HODDD 18467 428-534-704 SME2007 05 .05 F0.00 0.00 405
i3 5% T HODDD 18453 A28-534-746 SME2007 F3.40 £3.40 F0.00 0.00 £3.40
WS ST HONNN R4RA ATR-RALTIR AMAONT 4 A1 w51 K1 nn 100 w5 A1

The second time the window opens, click on the radio button next to Post. Click on Process. The batch
will now post and if the system is setup to print the posting journals, they will print once the posting is

done.

IEl Process Pavables Checks

Batch 1D

Comment

TESTDRYR

=10l

{ Process

¢ Remittance Alignment Form

¢ Post

e

Process

Frocess Later
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If there is no Remittance Forms to print, the posting process will be as follows.

Check the Posting Date to be sure it has not changed, or change it if needed.

In the Process field, a dropdown, there are 4 options: Post Checks, Print Stub Alignment, Reprint Checks,

and Void Checks.

[El Post Payables Checks

Batch ID TEST Checkbook ID
Fosting Pafe 1115/2007 i Mame
Frocess: Post Checks F Currency 10

Check Date

|
Frint Stub Alignment

“Woid or Reprint Range: ® 2l € From:
T

Starting Lheck Namber 2EES5E

OP-LYL
Maving Campany Operating Ckbk

11/15/2007

i

=lolx|

O

Process | Process Later |

Clear |

Select Post Checks and Click the Process Button on the lower right, if your checks have printed correctly

and you are ready to post.

Select the Reprint Checks, if the checks did not print correctly. This will void all of the check numbers
already printed in Great Plains and reissue the checks with new numbers. Enter the Starting Check

Number in the field in the lower left. Click the Process Button.

[ Post Payables Checks
BaichID TEST Chee

FPosting Pafe 11415/2007 Gt Mame
i - Curre
Chec

Process:

Waid ar Reprint Range: ® Al £ From:
To

Starlimg Eheck Nomber 266955

De

Select Void Checks, if the batch is entirely wrong. Process finalizes the Voids.

With the Reprint and Void, a range can be selected, if only part of the Batch printed incorrectly.

Use Process Later, if checks will be reviewed before being sent. You can still Reprint or Void if needed.
Go to Transactions> Purchasing> Post Checks to get to the Post Payables Checks.
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Transactions Inquiry  Reports Cards E
Einancial ¥ Jﬂ -r“_’l A sek

Sales

Transackion Entry
scheduled Payvments
Manual Payments
Select Checks
Edit Check Batch
Edit Check
Print Checks
Post Checks

3
Purchasing
3

Payroll

Accounts Payable Training
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SmartList for 1099 Vendors and Transactions

SmartList is a querying tool of Dynamics GP. The results of the query can be exported to Excel, Word or
printed for use. Also the items that display from the query can be double-clicked on and Dynamics GP
will open the window in the series that holds the information.

To build a SmartList for finding 1099 transactions and 1099 Vendors, start by opening SmartList. Itis a
lightbulb icon under Reports on the menu bar. Click on this.

!ﬁMicrusuﬂ: Dynamics GP - [SmartList]

7] File Edit Yiew Tools Transactions Inguiry Reports Cards Extras Windows Help

Jsa |The Maoving Company | 5142005 |J qj _—|1’| & Select Al 3 me : n |

Once open, SmartList will display folders on the left side of the window. The right side is used for
displaying the results.

Find the Payables Transactions folder and click on the plus sign next to the folder. The expanded folder
will display the contents and there should be a “*” and other queries with titles and . Any prebuilt
query in Dynamics GP will have a“*”.

Click on the “*” to run the query. This query will display results on the right side of the window. This
window will need to be modified to show the 1099 amounts.

“uxn

EI@ Payables Transactions
-----
..... Cash Requirements*
----- Discounts Expiring this Week*
----- Invoices by Wendor®
..... M35 Search
..... Past Due Pavables®
----- Payables Documents on Hold*
----- Payables Due Today*
..... Today's Payments®
..... Today's Purchases*
----- Transactions by Yendor*
----- Youcher Search

At the top of the SmartList is a menu. Click on the Columns. This will allow the query to have
information added or removed. The Change Column Display window will open.

U.,_ Searu:h| *ﬁ. Hefresh| [j] Columnz | ﬁ Favorites | ﬁ Print | Excel | Wiord

Click on the Add button in the lower left.

Mover’s Suite Software, LLC 54



Change Column Display

Dizplay Mame Original Mame |
| cuicher Mumber Woucher Murnber 4 a
Wendor ID Wendor 1D
Document Type Document Type T
Document Date Document D ate
Document Mumber Document Mumber ':_I
Current Tre dmount Current Tra oot
<
1
Add... | Remove | Default | (] I LCancel |

Accounts Payable Training

Another window will open, this is the Columns that are available by the series that is being worked in.
Under the “Find Next “ button, click on the White down arrow to display the All Columns. The first field
name is 1099 Amount. Highlight this and click on OK.

coumns

All Columng

1099 Amount LIFE Currency z
1099 Amounk LYR. Currency z
1099 Amounk YTO Currency z
1099 Type Drop Down List 1
Account Mumber With Wendar Skring 1
Accounts Payable Account Mumber Account Index 1
Accrued Purchases Account Mumber Account Index 2
Address 1 Skring 1
Address 2 Skring 1
Address 3 Skring ir
1 >
Select Al | 0k | Concel |

The Change Column Display Window will now show the 1099 Amount.

Click OK.

Change Columin Display

Dacument Type
Document Date
Document Mumber
Current Trx Amount

Dacurment Type
Document Date
Document Mumber
Current Trx Amount
1093 Amount

Dizplay Hame Original Mame |
Youcher Mumber Youcher Number -
Yendor 1D Yendor 1D

Add... Remowve Default

Lancel

[ Ls ol
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Accounts Payable Training

The Results window will refresh and display the new column.

Payablez Tranzactions

Woucher Murmber Wendaor ID Docurnent. .. | Documen. .. | Document Number & Current ... | 1099 4, ., -
oooz215 030119030012000  Invoice 1/9f2006 010906 $0,00 $0.00
002396 013151807011405  Invoice Fle4/z006 072406 $0,00 40,00 _—
onoGz20 10010311191501 Payrent 2f23/2006 10019 $0.00 $0.00
0n3z25 013151807011405  Invaice 10/4/Z006 100406 $0.00 $0.00
003275 10000000180000  Inwvaice 10/4/2006 100406 $0.00 $0.00
Qo32z27 01120524011400  Inwoice 10/5/2006 100506 $0.00 $1058.00
ooiz42 10010311191501 Pavrent S13/2006 10052 $0.00 $0.00
ooi402 10010311191501 Payvrent SIFfz00e 10111 $0.00 $0.00
ooiein 10010311191501 Pavrent BI2I2006 10130 $0.00 $0.00
001746 10010311191501 Payrent 6f14/z006 10149 $0,00 40,00
oolsen 10010311191501 Payment Bfz8/z006 10170 $0,00 $0,00
onzo7z2 10010311191501 Payment 7I1z/z006 10193 $0.00 $0.00
onz19s5 10010311191501 Payment FIZalz006 10216 £0.00 $0.00
004334 01120524011400 Invaice 11112007 11107 $0.00 $174.00
004344 01120524011400  Inwoice 1Mzfz007 11207 $0.00 $72.00
Q03702 10150809191500  Invaice 112102006 112106 $0.00 $0.00
Q04340 10150514191503  Inwaice ifafz007 11607 $0.00 $111.00
004475 10052019151400  Inwaice 1172007 11707 $0,00 $96.,00
o0zEzs 100040922010004  Inswvaice glzefzo0e 1172 $0,00 $0,00

To save this query, click on the Favorites on the SmartList Menu. It is a Blue Folder with a yellow star.

o.,_ Searu:h| *ﬁ. Hefresh| []] Columnz | u Favorites | ':.ﬁ Print | Excel | Wiord

Add or Remove Favorites

Categary: Papables Tranzactions
Name- 10493 Transactions|
Visdle Fo- Spstem -
Remove Fd odify | Add Cancel

[a]
Cancel | ljl:lt
add Favarite

&dd Favarite and reminder

Give the query a name, click on Add. The dropdown will give you two choices — Add Favorite or Add
Favorite and a Reminder. Use the Add Favorite.

E@ Pavables Transactions

1099 Transact
..... Cash Requirements*
----- Discounts Expiring this Week*
----- Invoices by Vendor®
..... M55 Search
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The new query will display under the Payables Transaction Folder.

To find a specific Vendors Transactions, click on Search.

&‘ Searu:h| ‘ﬁ. Fiefresh| m Colurmmns | ﬂ Favorites | [_:ﬂ Frint | Excel | "Word

In the Search Payables Transaction window, click on the magnifying glass to bring up the Vendor ID.
Leave filter as “is equal to” and type in the vendor id. Click OK in the lower right. Up to four search

definitions can be added to the query.

Search Payables Transactions

r— Search Definition 1

Columin Mamne: Filter: Walue:
Vendor ID iz equal to 0120524011400
[ Field Comparizon [~ Match Case
— Search Definition 2
Columin Mamne: Filter: Walue:
iz egual to
I~ Field Comparisan I~ HMatch Cass
— Search Definition 3
Column Mame: Filter: Walue:
iz egual to
I~ Field Comparisan I~ Match Case
— Search Definition 4
Column Mame: Filter: Walue:
iz egual to
[~ Field Comparizon I~ Hatch Casze
— Search Options
Masimem Fecords: 1.000 Search Type: tatch Al -
Clear Al | Columns | Order By | (n] I | Cancel I

The query will display just the records based on the search criteria.

Accounts Payable Training
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Payables Transactions

To see what Vendors are setup as 1099

Youcher Murnber Yendor 10 Docu,.. | Dacume, .. | Document. .. CurrEnt Tra Srmount 1099 Amount
03227 01120524011400 Inwoice  10/S/2006 100506 $0.00 $108.00 ;
04334 01120524011400 Inwoice  1J11/2007 11107 $0.00 $174,00
004344 01120524011400  Inwoice  1f12/2007 11207 $0.00 £72.00
00431 01120524011400  Inwoice  1f26/2006 12606 $0.00 $0.00
ano&04 01120524011400 Inwoice 2062006 13106 40,00 $0.00
000694 01120524011400 Inwoice  2(15/2006 21506 $0.00 £57.00
000300 01120524011400  Payment  1f27/2006 265011 $0.00 $0.00
00483 01120524011400 Payment 2102006 265160 $0.00 $0.00
anas70 01120524011400  Payment  ZJ23/2006 265227 $0.00 $0,00
onoatl 01120524011400  Payment  3/23/2006 265537 $0.00 $0.00
an1629 01120524011400  Payment  6/1j2006 266173 $0.00 $0.00
anz106 01120524011400  Payment  7i14/2006 266536 $0.00 $0.00
anz320 01120524011400  Payment  8/3/2006 266692 $0.00 $0.00
anz4a0 01120524011400  Payment  8f10/2006 266821 $0.00 $0.00
0z508 01120524011400  Payment  5f17/2006 266845 40,00 $0.00
0271 01120524011400 Payment 972006 267090 $0.00 $0.00
anz&09 01120524011400  Payment  9f14/2006 267114 40,00 $0.00
onzaz3 01120524011400 Payment  9J21/2006 267217 $0.00 $0.00
on309: 01120524011400  Payment  10/5/2006 267368 $0.00 $0,00
04204 01120524011400  Payment  1J12/2007 268295 $0.00 $0.00

Accounts Payable Training

Use SmartList and click on the Vendors Folder. Open the folder and select the prebuilt “1099 Vendors*”

query.

E@ Yendors

*

The results will show the Vendor ID, Vendor Name and 1099 type.
Clicking on the Vendor Name will change the display to show vendors by Alphabetical order.

Vendor ID &

- 1099 Yendors w) Amnks
1099 Yendors*

LT 1099 Tvpe

01120524011400
04012107030500
10012311150200
10012311191504
100113051 90015
10051619151400
100532019151400
10150809191300
101505141900100
10150814191503
10150514191509
10150514191510
101505141 92002
101514190015150
11091811231500
1115080112000
1121205140000

112120514000700
1140405151900

Al
D...

Ja...
Ja...
Ja...
Je...
Je...
Ja...

Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellansous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellansous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
Miscellaneous
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Accounts Payable Training

The search can be used to further restrict the results, if needed.

To see what Vendors are setup as 1099 with YTD on amounts

Open the 1099 Vendors* query.
Click on Columns, in the menu bar.

Click “Add”.

Dizplay Marme Original Marie |
[/ =ndor (D) Wendor [D 4 =

Vendor Name Wendor Mame

1093 Type 1093 Type I
i
1
[£]

Add.. | Remaove | Diefault | ] I LCancel |

On the Columns window highlight and click on “1099 Amount YTD”. Click “OK”.

i Columns

|

Available Colurng

Field Mame =~ Type Sequence  ~
| ["1099 Amount LIFE CUrrEncy 95
1099 Arnounk LYR. 99

1099 &mounk YT

Amount Billed LYR

CUFFEnCy
CUFFENCY

CUFFENCyY

Account Mumber YWith Yendor Skring

Accounts Payable Account Mumber Account Index &5
Accrued Purchases Account Number Account Index 77
Address 1 Skring 14
Address 2 String 15
Address 3 Skring 16
Amount Billed LIFE Currency az

- -
el | »

1 Select Al |

The results window will now display the 1099 YTD Amount column.
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Vendor ID - | | 1099 Type | 1099 Amounk YTD |

W
01120524011400  A... Miscellaneous $2,833.00
04012107080500  D... Miscellaneous $954.00
10010311150200 1. Miscellaneous $0.00
10010311191504 1., Miscellaneous $524.00
10011305190018 1. Miscellaneous $0.00
10051619151400 1., Miscellaneous $90.00
10052019151400 1., Miscellaneous $189.00
10150809121500 ... Miscellaneaus $195.00
101503141200100 1., Miscellaneous $0.00
10150814191503 1. Miscellaneous $369.00
10150814191509 1., Miscellaneous $96.00
10150814191510 1., Miscellaneous $0.00
10150814192002 ... Miscellaneous $0.00
101514190018150 1., Miscellaneaus $0.00
11091511231500  K... Miscellaneous $1,051.00

Click on Favorites, blue folder with a yellow star.

Accounts Payable Training

0,. 5&arn:h| *ﬁ. Hefresh| []] Colurnitis | Favorites | [:ﬂ Frint | Encel | Word

Give the query a name. Click on Add, use the “Add Favorite”.

Add or Removye Favorites

Categony: Wendors
Mame- 1093 endors widmnts
Yicifle Fo- System -
Femove b4 odify Add Cancel

The query will now show under the Vendors folder in SmartList.

E@ Yendors
1099 Vendors w) Amnks
i 1099 Yendors*
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To find a check number paid to a Vendor

Is Transactions | Inquiry Reports Cards Extras Windows Help

nc. |4f12;’zuu7 System

_'_ Financial
L -

Sales

Inventory
Payrall
Human Resources

. ™)
2

Fixed Assets

Returns Management
Depot Managemeni

] Tasks

Service Call Management
Contract Administration

3

Select il Fm o de {0 My Reports =

Inquiry>Purchasing>Transaction by Vendor
|

| E

+ R

Transaction by

Payables Sum

Wendor

Wendor Credit
wendar Yearly
Wendar Period

rrrvyvrr vy

y Vendor

Transaction by Document

mary

Purchase Order Dacuments
Purchase Order Ttems

[El Payables Transaction Inquiry - Yendor _ | E||5|
/ oK | Fedizplay | 5
Vendor 1D 013151807011405
Mame Maorgan, Becca
Documents: by Document Mumber - @ Al £ From:
T
Include: W wiork W Open V¥ History
Origity |IE| D ocurient Muriber |Type Dac. Date Original Aroint |Unagplied Arnourt 3
Woucher/Pavment Mumber | Due Date Dizc. Date Transaction Description | Currency D ¥
HIST [} 072408 INV | 7/24/2008 $200.00
HIST [ 100406 IMY | 10/4/2008

$300.00

$200.00

[ 266377 7/5/2006 X
HIST [ 266596 PMT | 7/24/2006 $200.00 $0.00
HIST [ 267365 PMT [10/4/2008 $300.00 $0.00
HIST [ 7o=05 My | 7/5/2008 $200.00 $0.00
4 4 » # |by¥endorID - Ay )

[l Payables Payments Zoom o ] B4
v’ 0K |
Payment Mo, 001933 @ Batch D 7OS0EBSP
Date 7/5/2008 Date oided 0/0/0000
Wendor D 013151807011405 Currency D [£]
Check Name torgan, Becca
Payrmet M ethod: ® Check " Cash ¢ Credit Card
Checkbaoak 1D OF-LwL AnnaUnt
Docurment Mo, 266377 Unapplied $0.00
Armaunt $200.00 Applied $200.00
Comment Tatal $200.00
Terms Dizcount Taken $0.00 wiriteoff $0.00
Terms Dizcount Available $0.00
Apply Diztribution
e

Accounts Payable Training

Enter the Vendor number, or search for it using the magnifying glass. Locate the transaction being
researched. Click on that line (anywhere). Then click on the Document Number above to drill down.

The Payables Payments Zoom will open. The document number is the check number.
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Accounts Payable Training

To find a Voucher Number in Account Payables

To find a voucher number in Great Plains Accounts payables, SmartList will be the only way to search for
this number.

To access SmartList, click on the Yellow Light Bulb that is displayed below the Reports Menu in the
header.

Click on the plus sign next to the Payables Transactions folder. Click on the asterisk.
Once the report generates, click on the button for Columns. (Top left corner of SmartList)

Jsa |The Maving Compary |4,|'15,|'2IZIIZIE |J .._):I _|3_|’ AR
ﬂ.,. Search | th Hefreshl [__|]_J Eu:ulumnsl Favarites | '».E |

@ Inventory Purchase Receipts
@ Irventory Transackions
@ Ikerm Quantities

@ Ikems

@ Landed Cost Group ID
@ Landed Cosk ID

@ Mulkidimensional Analysis
@ Pavables Transactions

When the window opens, click on Add. Search for the Voucher Number. If it is not in the dropdown list.
Click on the white down arrow and select the All Columns. Select the Voucher Number.

Click OK on the columns window. Click OK on the change column display window. The Smart list will
change the display.

Dizplay Mame Onginal Mame |
» Yaucher Mumber 4 =
Yendor D Wendor D
Daocument Type Daocument Type T
Document Date Document D ate
Document Mumber Document Mumber ’;I
Document Amount Document Amount
Current Trs Armount Current Tre Armaount il
E
-

Add... Remove Default ]S I LCancel
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Eind Mext |
I Aeailable Lol
v Available Columns Type | S 4
All Columns Currency z
T T T Currency z
1099 Amounkt LYR Currency z
1099 Arounk ¥TD Currency z
1099 Type Drop Down List 1
Account Mumber With Vendor Skring 1
Accounts Payable Account Mumber Account Index L
Accrued Purchases Account Murnber Account Index 2
Address 1 Skring 1
Address 2 Skring 1
Address 3 Skring 1
1 3
£
Selectl | ok | camcel |

Accounts Payable Training

The SmartList will display all vouchers in the system for Payables. If there is the need to look at one
vendor, particular date, etc., use the Search button in the top left corner and restrict the criteria.

Payables Tranzactions

Youcher Mumber = Vendor ID Cocume, .. Documnent Date | Document Mumber Ciocument Amounk Current Trx Amaounk A|
MSSWCHOOOO023558  23030920050,.,  Invaoice gfz0/z007 428-1076-7)7 $32.45 $32.45 J
MSSWCHOO0O023557  23080920050... Invoice 8/z0/2007 428-1076-716 $15.02 $15.02
MSSWCHOOO023556 7230914142100 Invoice 8/z0/2007 428-1076-715 $42.83 $42.83
MSSWCHOOO023555  23080920050..,  Invoice g/z0fz007 428-1076-7)4 $1,013.67 $1,013.67
MSSWCHOOOO023554  23030920050..,  Invoice gfz0/z007 428-1076-7)3 $zz.12 $z2.12
MSSWCHOOO023553  23080920050... Invoice 8/z0/2007 428-1076-712 $46.56 $46.56
MSSWCHOOO023552  23080920050..,  Invoice 8/z0/2007 428-1076-711 $171.32 $171.32
MSSWCHOOO023551 6150114031000  Invoice g/z0fz007 433-64002-5/50 419,41 $419.41
MSSWCHOOOO023550 1151319201800  Inwvoice gfz0fz007 433-90002-7]16 $1.26 $1.26
M3SWCHO00023549 1151319201800 Invoice 8/z0/2007 433-90002-7/15 $2.93 $2.93
MSSWCHOOOO023548 1181319201800  Invoice 8/z0/2007 433-90002-7/14 $7.14 $7.14
MSSWCHOOO023547 1151319201800  Invoice g/z0fz007 433-90002-7(13 $1.41 $1.41
MSSWCHOOOO0Z23546 1151319201800  Invaoice gfz0fz007 433-90002-712 $5.03 $5.03
M3SWCHO00023545 1151319201800 Invoice 8/z0/2007 433-90002-7/11 $15.41 $15.41
MSSWCHOOOO023544 7230914142100 Invoice 8/z0/2007 433-90002-7/10 $25.80 $25.80
MSSWCHOOOO023543 1151319201800  Invoice g/z0fz007 433-90002-7/9 $£913.61 $913.61
MSSWCHOOOO0Z23542 6150114031000  Invoice gfz0fz007 433-90002-7)5 $137.58 $137.58
MSSWCHOO00023541 1151319201800  Inwoice 8/z0/2007 433-90002-7)7 $18.83 $158.83
MSSWCHOOOO023540 1181319201800  Invoice 8/z0/2007 433-90002-7/6 $39.64 $39.64
MSSWCHOOO023539 1151319201800  Invoice g/z0fz007 433-90002-7/5 $£128.98 $128.98
MSSWCHOOOO023538 1151319201800  Inwvaoice gfz0fz007 433-90002-7]4 $3z2.24 $32.24
M3SWCHO0O023537 1151319201800 Invoice 8/z0/2007 433-90002-7)3 $1.43 $1.43
MSSWCHOOO023536 1181319201800  Invoice 8/z0/2007 433-90002-7j2 $3.50 $3.50
MSSWCHOOO023535 1151319201800  Invoice g/z0fz007 433-90002-7/1 $8.21 $8.21
MSSWCHOOO023534 6150114031000  Inwvaoice gfz0fz007 433-146-7/14 $69.21 $E59.21
MSSWCHOOO023533 6150114031000  Invoice 8/z0/2007 433-146-713 $23.07 $23.07
MSSWCHOOO023532  19012500230..,  Invoice 8/z0/2007 433-146-7[12 $622.86 622,86
MSSYWCHOO00023531 19012500230,,,  Invoice g/z0fz007 433-146-7/11 $32.81 $32.81
MSSWCHOOOO023530  19012500230,.,  Invaoice gfz0fz007 433-146-7/10 $43.87 $43.87
MSSWCHOO00023529  19012500230...  Invoice g/20/2007 433-146-7/9 $70.03 $70.03

Save the new list as a Favorite. Click on Favorite and the window will open. Name the list and click on
Add, dropdown to favorite. The list will be added to the Payables Transactions Folder.
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Add or Remove Favorites

Categony: Fapables Transactions
Nama: Woucher Search
Yidle Fo Systemn =
Remove | b odify gdd Cancel

EI@ Pavables Transactions

..... Cash Requirements*

----- Discounts Expiring this Week*
..... Invoices by Vendor®

..... M55 Search

----- Past Due Payables*

----- Payables Documnments on Hold™
..... Pavables Due Today*

----- Today's Payments™®

..... Today's Purchases™®

..... Transactions by Yendor*

Youcher Search

Accounts Payable Training
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Accounts Payable Training

To Print an Edit Transaction List

A Edit Transaction List can be printed for any Batches in Dynamics GP. The same steps will be used for
Payables, Receivables, and General Journals.

Open the Batch window for the series and find the Batch that is to be reviewed. Once displayed on the
Batch Entry window, click on the printer in the top right corner.

Bl Receivables Batch Entry = =)=
I save | % Cear | X Delete |45 Post | =
Bafch /P RMAZ1207-1148 A gz Transaction Enty
Comment Bl
Frequency: Single Usze - Piosting D ate 124242007 H
Recuring Fosting 0 Checkbook [0
[rays to Increment 0 Currency D i
Times Posted n Lazt [ ate Posted 0400000
Control Artual
Tranzactions 1] E
Batch Total $0.00 $47.159.40
zer D Approvd D ate
I Approved 0040000 Tranzactions
4 4 F M ,,_JI' (7]

The Report Destination window should open. If it does not, contact the Company’s IT or person in
charge of GP security.

Place a check in the box for Screen. Click OK.
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Report Destination

Accounts Payable Training

- Report [nformation

M arne: Salez Entry Edit Lizt
Cption;
I i
- Destination
¥ Scieen
[~ Prirter
I~ File
File M ame:
File Format; -
& Append € Beplace
] Cancel

The Journal will display on the screen. To print to printer, click on the printer in the top left. This will

send it to the printer.

Review the errors.

=] SendTo | &) Modify Fiak4 + | Completed 2 Pages
EBerstem: ESflefE008 £:1E: 5% PH The Mowing Company
Uzar Date: L/le/7z00%8 TRANSACTION EDIT LIST

EBatch ID: PM-121Z07-1148
Pasting Date: 1lz/12,/72007
Trx Total Actual: ]
Batch Total Actual:
Approwed: HNO

Type Document MNumher

Bales Amount

Trade Discount

Audit Trail Code:
Batch Comment :

$47,159.40
Approved Biy:

Doz Date

Poszt Date

Batch F
AFS TImport Transaction
Trx Total Control:
Batch Total Control:
Approval Date

Customer ID
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Accounts Payable Training

Vendor Card Setup

To enter new vendors, or vendor maintenance, in Dynamics GP
Cards>Purchasing>Vendor

Cards Extras ‘Windows Help

System rl. &

Financial k

Sales Pl

Purchasing * Wendar

Inventory  k Addresses

Payraoll r SUMMAry:
Buyvers
CuskarnetYendar

TAB through the fields. Enter = Save in Dynamics GP.

The minimum to setup a vendor is the Vendor ID, Name and Class ID.
Enter the Vendor ID. (Required field) Tab.
Enter the Vendor Name. (Required field) Tab.

Short Name and Check Name auto complete from Name. These fields can be changed, if need to see
differently. Tab through.

The tab will take you to Hold. Tab.
Status is a dropdown field. Leave as active for new vendors.

Enter or lookup the ClassID. ClassID will be used to run AP checks and driver/sales person commission
statements.
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Accounts Payable Training

& vYendor Maintenance o ] A

I Save | & Clear | X Delste | Wiite Letters | =)
Yender 12 | [ Hold Shatus: Active -
Hame
Short Mame Clazs |0
Check Mame

Primary Address:

Address D ol /8

Contact Phone 1
Address Phone 2
Phone 3
Fax
City
State Tax Schedule
ZIP Code Shipping Method
Country Code PSS Zone
Country
Address 1D Yendor Account
Purchasze
Bemit Ta Camment 1
Ship From Camment 2

Options Address Accounts

4 4 » » |byVendorlD - J @

Address ID is PRIMARY for new vendors. Tab.

Enter Contact, Address, City, State, ZIP. Tab to Phone 1.

Enter Phone 1. Tab

Tax Schedule, Shipping Method and UPS Zones are not used.

Enter Address IDs (Purchase, Remit To, Ship From) if there are alternate addresses for them.
Enter Vendor Account and Comment fields, if wanted/needed.

If you want to default in accounts for the expenses, click on the accounts button.

On the line for purchases, enter the expense account. If you want more then one line, click on the
ellipses(...) and enter all of the breakouts for the expenses.

Click Ok when done.
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E Yendor Account Maintenance

Wendor 1D

N ame

Use Cash Account From:

Cash

Accounts Pavable
Terms Dizcounts Svailable
Tems Dizcounts Taken
Finance Charges
Purchases

Trade Discount
Mizcellaneous

Freight

Tau

wiiteofts

Accrued Purchases

Purchase Price Wanance

&

I

cooLnt

1. e e e e

£ Vendaor

Description

EEEEEEEEEEEES
02 0] D100 50150]50] ™

Accounts Payable Training

=101

L

[e[e[e]e[v]e[v][e]e[v]e[e] ]

5@

o
s

On the main vendor card, click on the Option button.

E Yendor Maintenance Dptions

Wendor 1D

123456733

M ame American Evpress

Curency ID
Bate Type 1D

Payment Terms
Dizcount Grace Period

Due Date Grace Period
Payment Pricrity
Firimurn Qrder

Trade Discount

tinimum Payment;

b aximum [rvoice Amt:
Credit Limit:

Wribeoffs:

¥ Revalue Yendor

t aintain Histary:

000

@ Mo Minimum
® Mo Masimum
£ Mo Credit

€ Mot Allowed
Post Results To:

¥ Calendar Year
¥ Fiscal Year

V¥ Transaction
¥ Distribution

[l TalD

T ax Reqistration
Checkboaol: |0
bAS 90 #
User-Defined 2
Tax Type:;
$0.00 FOB:

Language:

refelfe

€ Amaount
£ Amaount
& rlimited £ Amaount
@ LUnlimited € Masirmum
® Payables/Discount Acct

" Percent

Mot a 1095 Vendor
Mare
More

" Purchasing Offzet Acct

Be sure the credit limit is unlimited. This does not control anything but the importing into Great Plains.
It will not show through to Movers Suite.

Be sure to mark the vendor as a 1099 vendor, if they will be receiving a 1099 for commissionable
earnings. This is a dropdown next to Tax Type.

=01

£0.00
$0.00
$0.00
F0000

oe

Mover’s Suite Software, LLC

69



Click on OK.

On the main vendor card, click save.

Accounts Payable Training
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