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  Accounts Receivable Main Menu

The Accounts Receivable menu contains all of the options necessary to manage customers’ AR accounts.  Other functions included on the AR menu or accessed through the AR screen may be found in other sections of this manual.  Please refer to the Table of Contents for more information about any particular subject.

 COSENTINO  Mnu: 38   ARC/400 Accounts Receivable Menu     8/14/96 13:18:31  DMO

    General Customer Functions              Credit Management                   

 01 Customer Location Search             40 Credit Memo Entry/Maintenance       

 03 Order Search & List (Display Mode)   41 AR Credit Management                

 04 Invoice Search                       42 Credit Memo Review & Approval       

 05 Invoice Inquiry                      44 Customer Returns Reconciliation     

    Invoicing & AR Functions                Pro Forma Invoicing                 

 20 Cash Entry & AR Batch Control        50 Create Pro Forma Invoice            

 21 Match AR Items by Apply To Number    51 Pro Forma Invoice Search            

 22 AR Search and Inquiry                                                       

 23 Credit Card Transactions Search         Finance Charges                     

 24 Credit Card Lookup                   55 Finance Charge Selection            

                                         56 Finance Charge Pro Forma Report     

 31 AR Aging Report Request              57 Finance Charge AR Posting           

 32 AR Statements Request                                                       

 33 Release Orders On Hold                  Reporting                           

 34 Print Today's Invoices               60 Small AR Balances Report-under $10  

 35 Invoice_Date/Due_Date/PO# Change     61 Open On-Account AR Balances         

 36 Change Invoiced Sales Assignment     62 Open RMA Valuation Report                                                                                           

   Select Option: __     CodeTables                    NextPage    My Main Menu                    

Second page of the AR menu:

COSENTINO  Mnu: 38   ARC/400 Accounts Receivable Menu     8/14/96 13:18:31  DMO

 63 Product Sales by Date Range          96 Receive Your Messages                  

 65 Yesterday's GL Journal Entries       99 End ARC/400

 66 Month to Date GL Journal Entries                                     

 67 Last Month's GL Journal Entries                                      

 68 Monthly Credit Memo Summary                                          

 69 Monthly Credit Memo Detail                                           

 70 Inventory Stock Status & Valuation                                   

 71 Inventory Value Exception (last mo)                                  

 72 Inventory Value Exception (2ago mo)                                  

 73 Cash Receipts & Adj. by Date Range                                   

 78 Pending MO & CK PrePayment Promises

 79 Orders Waiting Credit Card Approval                                  

    iSeries Functions                                                     

 81 iSeries Query                                                         

 82 Work With Printed Output                                             

 88 Change Your Password                                                 

 90 Sign Off System                                                      

 95 Send a Message                                                       

   Select Option: __     CodeTables    PreviousPage                My Main Menu                    

Function Key or Pushbutton Options for the ARC/400 Accounts Receivable Menu  screen

	
	F12=Previous_Menu returns to a previous screen.

	
	F1=CodeTables allows user to look up a codes table entry.


To select an option from this menu, type the two-digit number of the menu item.

  ARC/400 Cash And Adjustment Entry

AR Batch Control Processing is used to enter cash, adjustments and other money items to Accounts Receivable.

ARC/400 uses a batch method of control for all cash and adjustment entry.  A batch is merely a group of entries, such as checks for one bank deposit.  Every batch has a batch number, a batch type and a control amount.  Within a batch are one or more cash or adjustment entries which affect AR balances.  These entries should equal the control amount as a verification that all were entered correctly.

  Cash Entry and AR Batch Control screens 

	AR Batch Control List
	Lists all batches based upon selection criteria.  Options on this screen include the entry of a new batch, the edit (or continuation) of an open batch, and the printing of a batch control report.  

	AR Entry Batch Control
	Requests batch control information and displays batch entry totals.

	Customer Selection
	Identifies the customer, the transaction amount, and the check number of the desired transaction.  Fast entry is possible by also specifying the invoice number, which results in immediate update of AR files without displaying the Item Entry screen (see the Apply Invoices Immediately question on the AR Entry Batch Control screen.

	Item Entry
	Displays all appropriate invoices for a customer so the user can select one or more invoice to which to apply the amount.  Small balance discounts are applied using this screen.  

	Item Change
	Displays all invoice payments, discounts and on-account payments that have already been entered in this batch.  These can then be changed or removed.

	Pre-Payment Entry
	Requests pre-payment information including the order number of the pre-payment order.  See the Payment with Order procedures.

	On-Account Entry
	Use to apply cash to an account without identifying a specific invoice.  Eventually, someone will need to apply the cash to a specific invoice. 


  Example of Applying a check to one invoice

1.
Enter the AR Batch Control Processing through the AR menu.  The AR Batch Control List is displayed.  Press Enter New Batch to enter a new batch.

2.
Enter batch type of "C" for cash.  Enter the control amount (if this were a group of checks, enter the amount from the adding machine tape or calculator total).  Enter the bank ID ... use "?" for a list.  Set Apply_Invoices_Immediately to Y.  Press Enter_New_Transactions to enter details.

3.
The AR Customer Selection screen is displayed.  Enter the invoice number, the check amount and the check number.  Press Item Entry.  The control amount should equal the check amount since there is just one check in this example.  The "out-of-balance" amount should be zero.

4. Press Exit/Control Screen to return to the control screen.  Press CloseBatch to close the batch.  An AR Batch Control Listing report is printed automatically.  You are returned to the AR Batch Control List screen.  Press Exit.

  Batch Type Codes

All items in a batch of transactions must have the same type of treatment using the same batch type.  The two major types are "A" for adjustments and "C" for cash payments.  All other types are some variation of “A” or “C”, and are used only for informational purposes.

	A=Miscellaneous Adjustments
	An adjustment is an AR transaction which is generated internally without a payment or credit from the customer.  Examples are as follows: a write-off transaction, a correction transaction, and a miscellaneous discount.

	C=Cash Payments
	Any payment from the customer can be considered as a cash payment.  This includes all cash, checks, and other money items.

	D=Payment Discounts
	Payment discounts are most often entered along with a customer check within a "C" cash type batch.  See the AR Item Entry screen.

	F=Funds Transfers
	Like "C" cash payments but used for bank transfers.  These payments could also use the "C" batch type code if one did not need to segregate the two payment types.

	L=Lock Box Remittances
	Like "C" cash payments but used for lock box payments.  These payments could also use the "C" batch type code if one did not need to segregate the two payment types.

	R=Credit Card Remittances
	Like "C" cash payments but used for credit card payments.  These payments could also use the "C" batch type code if one did not need to segregate the two payment types.

	T=Automated Credit Card Batch
	Automated credit card entries are placed into a T batch to make them easily identifiable and to separate from other batches.  All T batches can be viewed by users, but not changed.  These batches are closed nightly by ARC/400.


  Batch Control Status Codes

The user's capability to view, change and adjust a batch depends upon the batch control status.

	OP=Open
	Open status is used while the user is working with a batch.  Open batches can be changed, added to, and canceled.  Every batch remains in an open status until instructed by the user to either close or cancel.

	CL=Closed
	After a batch is complete, it should be closed to protect against further changes.  Only batches which are in balance can be closed.

	CN=Canceled
	A canceled batch is a batch which was started but determined to be in error by the user.  When canceled, all entries are removed from the system as if they were never added.  All invoices and customer balances are adjusted accordingly.


  Batch Control List Screen

                            AR Batch Control List           12:55:44  4/13/03

 Control #: _____ Date range: 06/01/94 to ________ Control Type: _ Open_Only? Y 

 2=Edit_Batch  4=Print_Batch 

Sel Batch Typ Stat Tran Date Ent_Date Bank items  Entry Total  Control_Total__    

 _     56  A   OP   06/23/94 06/23/94 MAIN     8       922.32        100.00     

 _     55  C   OP   06/23/94 06/23/94 MAIN     0          .00         50.00     

                                      Exit    Cancel    Enter New Batch                  

Function Key or Pushbutton Options for the AR Batch Control List screen

	
	F3=Exit returns to a previous screen.

	
	F5=Restart_Scan rescans based on most recent selection criteria.

	
	F6=Enter_New_Batch allows user to enter a new batch.

	
	F12=Cancel returns to a previous screen.


The Batch Control List screen displays existing batches in the system (usually open batches).  From here, new batches are created, open batches can be edited, any batch can be viewed, and any batch can be selected for a AR Batch Control Listing report.

	Selection Criteria
	You can select which batches to list on the display.  Batches may be selected by a batch control number, a date range, a control type, or open only.  If Open_Only = "Y", pressing enter without other selection criteria will display all open AR batches.

	AR Batch Descriptions
	Each batch is described with a batch number, batch type, status, transaction date, entry date, bank ID, number of items in batch, entry total and control total.  For batches using a foreign currency, the currency abbreviation is displayed to the right of the control total in red.

	Options to Select
	You may select to edit an open batch, print a batch control listing report, or enter a new batch.


  AR Batch Control Screen

                          AR Entry Batch Control            13:22:08  6/23/03

                          Control_Number:  ___56                                

                          Control_Status:  OP                                   

                              Batch_Type:  A

                                Currency:  US                                    

                          Control_Amount:  ______100.00                         

                        Transaction_Date:  06/23/03                             

                                 Bank_ID:  MAIN 

              Apply_Invoices_Immediately:  N             

                             Entry_Total:        922.32                         

                            Non-AR Total:           .00                         

                         Number of Items:             8                         

                          Entered by:  COSENTINO  06/23/03                      

                          Updated by:  COSENTINO  06/23/03                      

  Enter New Transactions    Change Batch                                      

                                   Cancel Batch    Exit                  

Function Key or Pushbutton Options for the AR Entry Batch Control screen

	
	F3=Exit returns to a previous screen.

	
	F9=Enter New Transactions allows user to enter a detail transaction.

	
	F14=Change_Batch allows user to change any of the items entered in this batch.  Such as change might be to change the entry amount, to change the transaction date, to remove an item from the batch, etc..  

	
	F23=Cancel_Batch allows the user to cancel a batch.  All of the items in the batch will be removed as if they were never entered.


The control screen allows for pertinent information to be entered and displays entry totals information.

	Control Number
	Control numbers are assigned sequentially by ARC/400.

	Control Status
	The status is determined by ARC/400. Function key options may cancel or close a batch depending upon the batch's eligibility for the cancellation or closing.

	Batch Type
	This allows user to segregate different types of payments, which may facilitate entry into a General Ledger or another system.

	Currency
	The currency used for this batch to implement foreign currency support.  The entire batch must consist of one currency type, and all invoices must be denominated in that same currency.   

	Control Amount
	The pre-determined total of the batch before any entry; this number may be changed at any time prior to closing the batch.

	Transaction Date
	The transaction date for AR payments.  This affects the AR Aging report, especially past period reporting.  The date entered must be between the last AR Close Date and today.

	Bank ID
	The ID of the bank, entered by the user and displayed on the AR Batch Control Listing report.  A default can be set in the Company Control File.

The Bank ID will identify the GL cash account number which is used in all GL reports.  Therefore, one may wish to use a different ID for different accounts at the same bank if you want to account for the cash separately in the GL.

	Apply Invoices Immediately
	To initiate the Quick Pay option, enter a Y.  When an invoice number is entered into the Customer Selection screen, the amount will be immediately posted to the invoice, bypassing the Item Selection screen.

	Entry Totals
	ARC/400 displays the number of entries and the entry total of all entries currently in the batch.

	Options
	Various options exist depending upon the status of the batch.  You may exit a batch keeping it open, close a batch, cancel a batch, or enter detail transactions.


  AR Customer Selection Screen

                       AR Entry Customer Selection           9:47:57   5/13/98 

           Customer: _______  Thomas Flynn                                      

       or Invoice #:    2136  11608 Georgetowne Ct.                             

   or Pro forma PF#:          Potomac MD 20854                  

         or Order #: _______                                                           

                              Trans_Amt:      15.00_                             

                                Check_#: 123456____                                 

                             Open_Only?: Y                                      

                        Batch_Control_#:           57                           

                      Batch_Control_Amt:       100.00                           

                        Batch_Entry_Amt:          .00                           

                        Number_of_Items:            0                           

                         Out_of_Balance:       100.00                           

      On-Account Payment    Pay With Order    Order Search    Invoice Search      

  Customer Search    AR Search    Item Entry    Exit/Control Screen                   

Function Key or Pushbutton Options for the AR Entry Customer Selection screen

	
	F6=Item Entry.  Either the AR Item Entry screen is displayed (no invoice #) or the amount is directly applied to the invoice (if the Apply Invoices Immediately option is taken on the Control screen).

	
	F3 or F12=Exit/Control_Screen displays the batch control screen.

	
	F14=On-Account_Payment displays a window for entering an on-account amount for the selected customer account.

	
	F15=Pay_With_Order follows the Payment With Order procedures (see the Pre-Payment Entry Screen section in this chapter).  

	
	F16=Order_Search initiates an order search (see Order Search and List Screen section of chapter 6).

	
	F17=Invoice_Search initiates an invoice search (see Invoice Search section of this chapter).

	
	F20=Customer_Search initiates a customer search (see Search and List Screens section of chapter 3).

	
	F21=AR_Search initiates the AR search screen for PO number searching and current balance searching


This screen identifies where the payment should be applied and how it should be applied.

	Customer Number
	Enter a customer number if you do not have an invoice number.  Press enter to display the customer name and address for verification.

If a customer number is entered and no invoice number is entered, Item Entry moves you to the AR Item Entry screen which displays either open or all invoices for a customer.

	Invoice Number
	You may enter an invoice number with or without a customer number.  Without a customer number, press enter; ARC/400 then finds the customer number and display the customer name and address.

If an invoice number is entered and the Apply Invoices Immediately option is Y, Item Entry immediately applies the amount to the invoice without taking you to the AR Item Entry screen.

	Pro forma PF#
	You may enter a pro forma invoice number as an alternate to entering the customer number.  ARC/400 determines the bill-to for the pro forma invoice and uses that customer exactly as if the specific customer number were entered.

	Order Number
	You may enter an order number with or without a customer number.  Without a customer number, press enter; ARC/400 finds the customer number and displays the customer name and address.


	Transaction Amount
	The amount of the customer payment or adjustment to be applied to the customer's account.  

	Check Number
	Optional entry which displays the check number on the AR Search screen and the customer's Statement of Account.  Additionally, it enables a search of AR files by check number.

	Open Only
	Decides whether the AR Item Entry screen should include only open invoices or all invoices.  

	Display Totals
	These totals include the batch number, the control amount, the entry amount, the number of items in the batch and any out-of-balance amount.


                          AR Entry Item Selection          13:26:30  10/13/03 

                           Sort-by-Date-Ascending                                                     

   10083 Basketball Jones Co.               Cust Check Amt: ____400.00          

         One Basket Way                        Amt Applied:        .00          

         Las Vegas            IL 60606     Discounts_Taken:        .00

AR_Bal:     1,238.00  Stat: OK              Out of Balance:     400.00          

Filters: PO: _______________          

Order: _______ Invoice: _______ Current_Bal_Range: _________ to _____________                                                                                
 Inv_Date Typ Inv_#  Cur_Balance  Opt  Apply_Amt    Discount  Adj_Code G/L_Acct

 06/08/01 RG    1353        455.55 _ ____________ ____________ ______ __________                                           

 07/16/03 RG    1542         49.34 _ ____________ ____________ ______ __________                                                                                        

 07/16/03 RG    1543         21.45 _ ____________ ____________ ______ __________                                                                                        

 07/16/03 RG    1544         10.73 _ ____________ ____________ ______ __________                                                                                        

 07/16/03 RG    1550        208.28 _ ____________ ____________ ______ __________                                                                                        
    2=Order 3=Invoice 4=PayFull 6=PayDisc 7=ChgPO B=Balance  Fold    Sort/Date  

  Sort/Descending    Sort/PO    AR    OnAccount     Cancel    Accept         

  AR Entry Item Selection Screen

The Item Selection screen lists appropriate invoices for the application of cash or adjustments.  One can apply cash to multiple invoices at one time.  

The easiest way to apply cash is to use a “4” in the option field for PayFull.  Actually, the 4 option will pay the invoice in full up to the amount remaining for the screen to balance.  So, if one were applying a large check to multiple invoices then one should use the “4” option on each invoice until the Customer Check Amount is exhausted.

In addition, if there are debits and credits in the list, the best way to match the debits to the credits is to use the “B” for Balance option.  Enter a “B” in the option field for all invoices to be balanced.  Then, press the Balance button to accomplish the balancing.

When the option field is used, the cursor will jump to the next line in the display for very fast entry from line to line to line.  At the end of the page, the cursor jumps to the next page.

Colors:  the Current Balance amount will be displayed in red if the amount is negative (credit balance).  If an out-of-balance condition exists, the amount is displayed in red.  

Note that the Discount Column allows for small balance write offs and other discounts while the cash is being entered.  Discounts will require an adjustment reason code so the appropriate GL number can be assigned.  The G/L Account column is used to override the GL account associated with the adjustment reason code.

Money can also be entered as unapplied money with the On-Account button.  If cash can not be applied to any specific invoice then applying any remaining amount is easy and fast.  

                          AR Entry Item Selection          13:26:30  10/13/03 

                           Sort-by-Date-Ascending                                                     

   10083 Basketball Jones Co.               Cust Check Amt: ____400.00          

         One Basket Way                        Amt Applied:        .00          

         Las Vegas            IL 60606     Discounts_Taken:        .00

AR_Bal:     1,238.00  Stat: OK              Out of Balance:     400.00          

Filters: PO: _______________          

Order: _______ Invoice: _______ Current_Bal_Range: _________ to _____________                                                                                

 Inv_Date Typ Inv_#  Cur_Balance  Opt  Apply_Amt    Discount  Adj_Code G/L_Acct

 06/08/01 RG    1353        455.55 _ ____________ ____________ ______ __________                                           

  Org_Bal:        648.00 PO# 0001353         Max Disc:           .00 06/08/01

 07/16/03 RG    1542         49.34 _ ____________ ____________ ______ __________                                                                                        

  Org_Bal:         49.34 PO#                 Max Disc:          2.46 07/16/03

 07/16/03 RG    1543         21.45 _ ____________ ____________ ______ __________                                                                                        

  Org_Bal:         21.45 PO#                 Max Disc:          1.07 07/16/03

 07/16/03 RG    1544         10.73 _ ____________ ____________ ______ __________                                                                                        

  Org_Bal:         10.73 PO#                 Max Disc:           .53 07/16/03   

 07/16/03 RG    1550        208.28 _ ____________ ____________ ______ __________                                                                                        
  Org_Bal:        217.18 PO#                 Max Disc:         10.85 07/16/03

    2=Order 3=Invoice 4=PayFull 6=PayDisc 7=ChgPO B=Balance  Fold    Sort/Date  Sort/Descending    Sort/PO    AR    OnAccount     Cancel    Accept        

When one presses the F11 or Fold button, each line in the list expands to provide more information for each line.  The first line shows basic information that is required to apply cash.  The second line contains additional information such as the Purchase Order number, the original invoice balance, and discount information for making a quick pay discount decision.  

Selection Options for the AR Item Entry screen

	
	2=Order_Inq displays the Order Processing List for this customer (see Order Processing List section of chapter 6).

	
	3=Invoice_Inq displays the Invoice Inquiry screen (see the Invoice Inquiry section in this chapter).

	
	4=Pay_Full applies the full non-discounted amount to the designated item up to the current balance of the item.

	
	6=Pay_Disc applies the maximum discounted amount to the designated item.  The maximum discount is determined by the AR Terms or the maximum discount in the company control file.

	
	7=Chg_PO  presents a window for changing the current PO number.

	
	B=Balance one enters a B on multiple lines to cause debits and credits to balance against each other.  For example, enter a B on a debit and a B on a credit to effectively move the credit to the debit which reduces the debit balance. 


Function Key or Pushbutton Options for the AR Item Entry screen

	
	F6=Accept accepts the batch as entered.

	
	F12=Cancel returns to a previous screen.

	
	F14=Sort/Date  Changes the display to sort by the invoice date with oldest invoice first.

	
	F15=Sort/Descending  Changes the display to sort by the invoice date with the newest invoice first.

	
	F16=Sort/PO  changes the display to sort by the PO number.  Items with no PO number will be displayed first.  Within PO number, the sort is by date, descending.

	
	F17=AR displays the AR Inquiry screen to obtain details about the account.

	
	F20=On_Account  displays a window to enter any On-Account monies which can not be allocated to any invoice.  Note:  the customer check amount must balance to all monies applied to invoices plus all monies applied to On-Account.


	Customer Information
	Information includes the customer name, address, AR balance and AR status.

	Item Entry Summary
	Displays the previously entered check (or transaction) amount, the amount applied on this screen so far, the discounts taken on this screen so far, and any out-of-balance condition on this screen.

	Invoice Information
	Each selected invoice includes the invoice date, type, invoice number, current balance (before any entries on this screen), the original balance, and the customer PO number.  Any current balance that is negative will display in red.

	Apply Amount
	The amount to be applied to the invoice.  A positive amount, such as a payment, reduces the invoice balance.  A negative amount, such as a returned check adjustment, increases the balance.  

	Discount Amount and Adjustment Code
	Discounts are typically small balance write off transactions because of a fast-payment or other reason.  An adjustment reason code is required for all discounts.  Type "?" to obtain a list of valid discount adjustment codes.

	G/L Account Number
	Optional.  Specifies an alternate GL Index number to be used for the debit of a contra AR account.  This is associated with adjustment entries.

	Discount Information
	These fields are displayed for your information: the maximum calculated discount amount (determined from the AR terms code) and the discount date (determined from the AR terms code).  This information is to assist the entry person decide if a discount is applicable to the cash entry transaction.


  AR Cash Entry with Balancing of Credits to Debits

One often needs to apply a credit balance from an invoice or on-account entry to an invoice with a debit balance.  One can always simply create adjustment entries to match a credit to a debit, but this creates entries and AR Statements that are confusing.  

When the entry person uses the B=Balance feature to mark the credit items and the debit items, then, ARC/400 will automatically apply the credits to the debits.  

One can mark one or more debits and one or more credits.  For each credit, the balance is transferred to the first available debit selected for balancing.  The credits and debits do not need to be equal; if there are more credits than debits, the process will stop once all debits are completed.  Similarly, if there are more debits than credits then the process will stop after all credits are completed.

For example, mark a group of invoices and on-account items with a B=Balance.  Then, press Balance to complete the process.  A message will display with the amount of items transferred.  The screen will be updated with the new balances for more processing by you.  Note: this procedure will apply money within an account and will not change the account’s AR Balance. 

  Payment On-Account Entry

                   Payment On Account Entry                          

  Sel    Amount      Reference      Contact                          

   _  _____973.00  _______________  ___ ________________________                                             

   _  ___________  _______________  ___ ________________________                                              

   _  ___________  _______________  ___ ________________________                                              

   _  ___________  _______________  ___ ________________________                                                

   _  ___________  _______________  ___ ________________________                                               

   _  ___________  _______________  ___ ________________________                                                 

   _  ___________  _______________  ___ ________________________                                                 

   _  ___________  _______________  ___ ________________________                                                  

      Select: 1=Contact_List            Cancel    Accept    

The Payment On-Account Entry window will display when OnAccount is pressed from the AR Entry Item Selection screen.  Enter one or more items which will then be displayed along with other items on the Item Selection screen.  The entry of a PO Reference number is optional.  The contact number is only optional if AR Statements for this customer are organized by the account number and not individual Bill-To contacts.  See the AR Credit Management screen for information about setting an account’s Balance Type.

  AR Entry Item Change Screen

While an AR Batch is open (has not been closed by the user), individual entries can be changed to correct an entry or other error.  A screen is displayed with a list of all invoices and on-account entries entered by the user.  Corrections are made directly to the list and accepted.

                          AR Entry Item Change              13:32:55  5/13/98

                        Batch_Control_#:           56                           

                      Batch_Control_Amt:       100.00                           

                        Batch_Entry_Amt:       922.32                           

                        Number_of_Items:            8                           

                         Out_of_Balance:      -822.32                          

Opt Bill-To Customer                     Type Invoice Check #    Apply Amount   

 _    10066 Willie Wonka Chocolate Factory A_    2317 __________ ______235.32_  

                    Trans_Date: 06/23/94  Adj Code: RETURN  GL#: 01-0005-9833_  

 _    10069 Great Pictures Theater         A_    2316 __________ ______287.00_  

                    Trans_Date: 06/23/94  Adj Code: ______  GL#: _____________  

 _    10083 Basketball Jones Co.           A_         __________ _______10.00-  

                    Trans_Date: 06/23/94  Adj Code: ______  GL#: _____________  

 _    10083 Basketball Jones Co.           D_    2238 __________ _________.52_  

                    Trans_Date: 06/23/94  Adj Code: ______  GL#: _____________  

 _    10083 Basketball Jones Co.           A_    2238 __________ _______30.00_  

                    Trans_Date: 06/23/94  Adj Code: PRICE_  GL#: 01-1991-9991_  

 _    10083 Basketball Jones Co.           A_    2238 __________ ________5.00_  

                    Trans_Date: 06/23/94  Adj Code: PRICE_  GL#: 01-1991-9991_+ 

Options:  2=Order_Inq  3=Invoice_Inq  5=AR_Inq  D=Delete  S=Start_Over      

                                    Return/Cancel Changes    Accept      

Selection Options for the AR Entry Item Change screen

	
	2=Order_Inq displays the Order Processing List for this customer (see Order Processing List section of chapter 6).

	
	3=Invoice_Inq displays the Invoice Inquiry screen (see the Invoice Inquiry section in this chapter).

	
	5=AR_Inq displays the AR Search and Inquiry screen (see the AR Search and Inquiry section in this chapter).

	
	D=Delete delete the entry as if the entry were never entered by the user.

	
	S=Start_Over reverts the entry to its original values after new values have been entered.


Function Key or Pushbutton Options for the AR Entry Item Change screen

	
	F6=Accept accepts these changes.

	
	F12=Return/Cancel Changes cancels all changes which may have been made as if the screen had not been entered.


You can change the transaction type, the check number, the apply amount, the transaction date, the adjustment code or the GL number.  You also can delete an entry.  

The transaction type is established for the batch except for generated discount entries.  You may change to any allowed transaction type even though it no longer matches the batch header.

Credit Memos vs. AR Adjustments

When adjusting a customer's account, the AR balance is reduced when either a credit memo or an AR adjustment is processed.  However, these are very different and one should be aware of the differences before arbitrarily using one or the other.

The AR Adjustment is simple.  It reduces the AR balance.  Nothing else in the system changes.

A credit memo is much more comprehensive.  It backs out an invoice in exactly the same way that order processing creates the invoice.  It reduces the customer's AR balance, adjusts the sales history for the customer, reduces the sales credit for the sales person, reduces tax and shipping liability, and all other sales related figures.  A credit memo reduces royalties and sales commissions.  For sales purposes, it acts like a negative invoice.

The credit memo is the preferred method to adjust a customer's account when anything was charged to a customer which should be backed out.  This includes all sales tax adjustments, shipping charge adjustments, returned products, and price adjustments.

The AR adjustment is the preferred method for write offs and fast pay discounts.

  Pre-Payment Entry Screen

           Pre-Payment Entry             

            Pre-pay Order: _______       

       Pre-payment Amount: ______.00     

          Discount Amount: ______.00     

   or Discount Percentage:   ___.00      

                  Check_#: __________    

    Order Search      Cancel    Accept  

Function Key or Pushbutton Options for the Pre-Payment Entry screen

	
	F6=Accept accepts these changes.

	
	F12=Cancel cancels all changes which may have been made as if the screen had not been entered.

	
	F20=Order_Search initiates an order search 


The pre-payment entry screen initiates special processing for orders with pre-payments.  The user may enter a pre-payment amount, any discount amount or discount percentage, the pre-pay order number, and the check number.  

To assist the user, ARC/400 will obtain the expected pre-pay amount automatically when the user enters the order number and presses the ENTER key.  Of course, the amount can be changed if necessary by the user.

This option automates the prepayment process in which money is entered and automatically adjusted to invoices for the entered order number.  This applies to checks, money orders, cash, and manual credit cards (type CC) that are entered into the order’s Payment Control screen.  This does not apply to other credit card processing which is more automated.  See Payment With Order for more information.

In general, the pre-payment procedure is as follows:


The Tele-Service person enters the pre-payment into the Payment Control screen in Order Entry.  ARC/400 will automatically put the order on Pre-Pay hold to allow time for the money to be properly received in Accounting.


Optionally, accounting could print the “Orders Waiting Credit Card Approval” report or be otherwise informed of the pre-payment situation.  This report will list those orders on Pre-Pay hold.  

Accounting enters the money into the Cash Entry screens with the order number from Tele-Service.  ARC/400 automatically releases the order from Pre-Pay hold.


When the item is shipped and invoiced, the invoice automatically reflects a prepayment credit on the invoice.  Automatically, AR is updated to reflect the payment so that no manual entry or review is required.

Note:  when a payment is applied with the order number, any existing invoices pertaining to that order will be paid with available money from the prepayment.   Remaining amount is applied On-Account.  When invoices are created later for this order, those invoices will use the money On-Account to fully or partially pay the invoice.

See the Payment With Order section in this chapter for more details.

  On-Account Payments

                Payment On Account Entry                  

     On-Account Amount: ________.00                       

    Customer Reference: _______________                   

       Bill-To Contact: ___                                

               Check_#: ________                         

  Contact List                   Cancel    Accept      

Select the bill-to customer account and press On-Account Payment to obtain the Payment On Account Entry screen.  Fill in the amount, the optional customer reference, the optional bill-to contact and the optional check number.  Press Accept to accept.  Use Contact List to select the correct contact number if the contact is to be specified.

	Apply On-Account
	A payment amount can be applied to the customer's On-Account balance.  Each time money is applied On-Account, a new On-Account entry is created which can be credited and adjusted like any invoice.


You apply money "On-Account" when you do not know or are not sure to which invoice money should be applied.  Placing the money into an On-Account status accounts for the money and allows for later adjustments for proper invoice credit, refund, etc.

When money is placed On-Account, a dummy invoice entry is created and the money is applied against the dummy (or On-Account) invoice.  This invoice has a special type of OA.  It does not have an invoice number.  However, it acts like other invoices in AR search and cash/adjustment entry.

You clear an On-Account invoice by making adjustment entries such as moving the money from the On-Account invoice to another invoice.  The best way to do this is to use the B Balance option in the Item Selection screen.    

Applying Cash to a Suspense Account

A suspense account is a special account to put money where the actual customer account is not known.  Eventually, the suspense account must be cleared by using adjustment entries to move money from this account to a customer account.  Money can be removed from the suspense account using a GL transaction.

Create a suspense account by using the Customer Location screens.  Add a customer with a name of “AR Suspense Account”.  Change the status to “BILLONLY” so this account will not be used for marketing purposes by mistake.

To place a check into the suspense account, do a customer search for SUSPENSE.  Select the account and add an on-account entry just like adding an on-account entry to any other account.

  When are GL Journal Entries Created for an AR Batch

All AR file updates happen immediately when the transaction is entered.  However, no GL journal entries are created until the batch is closed.  This means that it is important to close all batches at the end of any fiscal month; otherwise, the GL reports will be minus the transactions for this batch.  

What Happens When a Batch Is Canceled?

When a batch is canceled, all items in the batch are removed (deleted) from the AR files, and all AR balances are updated.  The result is the same as if the batch were never entered.

How to do a Write Off

A "write-off" is a transaction to remove non-collectible money from AR.  

You determine the amount to be adjusted; this amount becomes the control total for the batch, which is an "A" adjustment batch.  Enter transactions against each invoice in exactly the same way as if cash were being entered.  However, you will be prompted for an adjustment reason code.  End the batch normally and close.  ARC/400 does not do Accounts Payable so one needs to then enter the information into your accounts payable system..

  How to Correct the Application of a Check to the Wrong Invoice or Customer

If the batch is still open, use the AR Batch Change screen.  Delete the bad entry, and then enter the correct entry in a normal manner.

Once a batch is closed, changes may no longer be made on the AR Batch Change.  See the section “Opening a Closed AR Batch” in this chapter.  Adjustment entries may be used as described below.

If you can not re-open a closed batch or otherwise do not want to remove the bad entries, do the following:  You must create adjustment transactions to remove from one account and add to another account.  The batch type is "A" for adjustment.  The control total is zero because we are moving money from one spot to another and not changing the overall AR balance.

If you are moving money within one customer account, use zero as the transaction amount on the AR Customer Selection screen.  You may need to change “Open_Only?” to N to see closed invoices.  Press Item Entry.  Make multiple entries to subtract from invoices and add to other invoices.  A positive number reduces the balance amount on the invoices, and a negative amount increases the balance.  Continue until you are done with this customer (i.e. no out-of-balance condition remains).

If you are moving money from one customer account to another, you must enter the transaction amount on the AR Customer Selection screen.  You may need to change “Open_Only?” to N to see closed invoices.  Press Item Entry.  Use a negative sign on the account from which you are moving money.  Use a positive sign on the account to which you are moving money.  Continue until you are done with each customer (i.e. no out-of-balance condition remains).

  How to Apply a Fast-Pay Discount

You apply a fast pay discount on the AR Item Entry screen.  Discounts are not money which has been received so they are not part of the batch control total or part of the customer transaction amount.  

If you are only entering fast-pay discounts, the control total is zero and all transaction amounts are zero.  Enter the correct amount in the "Discount Amount" field for each appropriate invoice.  The total of all discounts is accumulated on this screen.  When done, press Accept.  End the batch normally.

If you are entering payments and fast-pay discounts, the transaction amounts and control totals reflect only the payments.  Use both the "Apply Amount" and "Discount Amount" fields on the appropriate invoices.  

Using the invoice number on the AR Customer Selection screen immediately applies the transaction amount to that invoice.  No opportunity is provided for any discounts.

  Non-AR Cash Entry

This feature is not supported in the current release of ARC/400.

  Understanding the Control Totals and Out-Of-Balance

Control totals and transaction amounts provide a way to catch errors in entry before they cause damage to the AR data base.  

Typically, cash is received by an organization and collected in one spot.  The moneys are counted by one or even two different people.  Often, summary sheets or transmittal forms are filled out to act as another measure of control.  Sometimes, cash entry is made directly from customer checks or sometimes from the transmittal form.  A variety of procedures are used to control cash receipts.

The grouping of the cash receipts with any control forms is a cash receipt batch.  This is used for entry into ARC/400.  

First, the control total is entered into ARC/400 from the control forms.  This is the balance control, which insures that all received cash is accounted for in the AR data base.  In theory, when cash entry is completed, the control total should equal the entry total and all is in balance.  Any out of balance condition indicates an error somewhere in the process, either in manual procedures or in entry into ARC/400.

The transaction amount entered onto the AR Customer Selection screen also acts as a control total for all entries made for that customer in the AR Item Entry screen.  The Item Entry screen does not allow for any data base updates until the entry amount within that screen equals the transaction amount entered.  

The out-of -balance amount is displayed on the AR Customer Selection screen.  The batch can not be closed until it is in balance.

  Opening a Closed AR Batch

Until an AR batch is closed, one may add, change and delete entries in the batch.  However, when it is closed, no more changes are accepted.

However, if one really needs to open a closed AR batch, this procedure is available for a short period of time.  You can open a batch if not more than 30 days has elapsed since the batch was closed.

This function is available on the Systems Administration menu.

                           Open Up a Closed AR Batch         16:06:34   8/14/96 

             Warning!!!  This function must be performed by authorized          

             personnel only.  Be certain that no user is accessing the          

             AR batch specified.  Only closed batches within the previous       

             30 days are allowed to be changed.                                 

                       AR Batch Control #: _______                              

                                               Exit    Cancel    Accept      
Enter the batch control number and press Accept.  You will be asked to confirm your choice by pressing Accept again.  Once completed, use normal AR batch processing to change the batch.  Be sure to close the batch again.

Please note that this procedure updates the batch, but does not update any reports that have already been printed.  

This procedure will reverse out any GL entries for the entire batch.  Therefore, it is very important to close the batch again at your earliest convenience.  When closed, all GL entries will again be posted.

  AR Monthly Close Considerations

The AR close process is simply the point where all AR transactions for the previous period are frozen and reports for the period can be relied upon into the future.

Many ARC/400 users do not go through any formal AR Close process.  One is not necessary nor required with ARC/400.  However, aging reports and AR transaction reports can change after the fact when transactions for previous dates and periods are processed.

The previous AR Close Date is located in the Company Control File.  Entry of this date will cause all further AR transactions to be dated after this date.  The close process should include the following tasks:

· Finalize and close all AR Batches.  Make sure that transaction dates are as desired.  It is acceptable to enter AR for both the previous month and the current month at the same time and even in the same AR Batch.  The transaction date will necessarily segregate the transactions into the correct month.

· Set the new AR close date in the Company Control File.  The date should be the last day of the previous month.

· GL transactions for AR will be created when the AR Batch is closed.  The transaction dates in the GL journal entries will be the transaction dates set by your entry.  Procedurally, one may need to segregate the previous month’s GL entries from the current month depending upon your policies and the capabilities of your GL package.

· Regardless of the AR close, all sales and credit transactions through the order entry and credit memo process will be dated in the fiscal month of the actual transaction (invoice date).

  Credit Management and Collections

ARC/400 contains a number of features to allow for the management of credit and the collection of accounts receivable.

  AR & Credit Management Screen

                      AR & Credit Management - Modify       17:06:51   5/13/98 

   Location: Thomas Flynn                     Status: ACTIVE            SIC     

       12494 11608 Georgetowne Ct.            Usage: Sold: Y  Bill: Y  Ship: Y  

             Potomac              MD 20854    Entry Date: 04/16/98  Org Tp:     

                                              Last Order: 04/16/98 Inv: 04/20/98

 AR Statement & Dunning                       Cust Since: 04/16/98 Rank %:   1  

     AR Cycle.: 1            AR_Dunning: _                                                   

  Balance_Type: L       Preview_Dunning: _         AR Control Values            

                                                Taxable?. . .: Y                

 AR Contact: No AR Contact Selected             Tax Exempt No: _______________                 

         ___                                    Commission. .: _                 

                                                AR Terms Code: 30NT             

  Attn Line: ______________________________     Credit Status: OK______               

             ______________________________     Credit Limit.:     2,000.00_     

                                                last updated.:                  

    Last Payment.:        50.00  05/10/96    Finance Chg Flag: Y                

    AR Balance. .:        29.35         Last Finance Chg Date: ________         

    Open Ord Bal.:          .00          GL Index for AR Acct: AR________       

    Note Pad    Statistics    Phone    AR    AR Contact    View Diary         

 Add to Diary    Order Search    Inv Search    Sales History    Sched Call    

 Customer List                               Exit    Cancel    Accept    
Function Key or Pushbutton Options for the AR & Credit Management screen

	
	F3=Exit returns to a previous screen.

	
	F4=Note_Pad displays the location’s note pad (see the Note Pad section in chapter 3).

	
	F5=Refresh reprints the screen with the most up-to-date information.

	
	F6=Accept accepts these changes.

	
	F7=Statistics displays payment statistics for this customer (see the AR Statistics section in this chapter).

	
	F8=Phone displays telephone numbers for this customer (see the Phone Numbers section in chapter 3).

	
	F9=AR displays the AR search and inquiry screen (see the AR Search and Inquiry section in this chapter).

	
	F10=AR_Contact displays a contact list for this location (see the Contact List section of chapter 3).

	
	F12=Cancel cancels all changes which may have been made as if the screen had not been entered.

	
	F13=View_Diary displays the customer diary screen (see the Customer Diary section of chapter 5).

	
	F14=Add_to_Diary displays the customer diary entry screen (see the Customer Diary section of chapter 5).

	
	F15=Order_Search initiates and order search (see the Order Search and List Screen section of chapter 6).

	
	F16=Inv_Search initiates and invoice search (see the Invoice Search section of this chapter).

	
	F17=Sales_History displays the sales history for this customer (see the Customer Sales History section in chapter 3).

	
	F18=Sched_Call schedules a call back to this customer (see the Ending a Call section of chapter 5).

	
	F20=Customer_List initiates a search for another customer (see the Search and List Screens section of chapter 3).


The control fields required to manage the AR parameters for a customer are located on this screen.  It contains some of the same fields as the Customer Location Maintenance screen, but also contains customer location fields not available elsewhere.

	Customer Location Information
	Various fields are displayed, including the name, address, status, SIC code, entry into the data base date, organization type, etc.

	Usage: Sold, Bill, Ship
	Specifies if the customer location has been a sold-to, bill-to and/or ship-to customer on a customer order.  For example, if sold-to is a "Y" then we know that this location was used as a sold-to on an order.

	Last Order, Invoice
	The dates of the last order which this customer location was used as a sold-to on a customer order.  Similarly, the date of the last invoice where this customer location was used as a bill-to on a customer order.

	Customer Since
	The date of the first order from this customer location.

	Rank %
	The sales ranking percentile:  Customers are ranked by sales for the previous 12 months and presented in percentile format.  A 1 % means that 99% of all customers for the pervious 12 months did more total business than this customer.  A 50% means that half did more and half did less.  A 99% means that 99%  did less business.  0% means no business in last 12 months.  99% is the highest value. 

	AR Contact
	The contact used for addressing all AR Statements and AR Dunning.  Use AR Contact to obtain a contact list to select an existing contract or add a new contact.  If no contact selected, "no contact selected" will be displayed.

This field is not used if the Balance Type is C.

	AR Cycle
	The cycle number associated with AR statements.  It determines when statements are created for this customer.  See the AR Statements of Account section in this chapter.

	AR_Dunning
	To turn off AR Dunning for this account, enter an N.  The default is to allow the customer to be eligible for AR Dunning.  

Note: AR Dunning is based upon the Bill-To customer in an order.  If a different Sold-To vs. Bill-To is used in orders then be certain that the correct account is selected.

	Preview_Dunning
	To turn off Preview Dunning for this account, enter an N.  The default is to allow the customer to be eligible for Preview Dunning.

Note: Preview Dunning is based upon the Sold-To customer in an order.  If a different Sold-To vs. Ship-To is used in orders then be certain that the correct account is selected.

	Balance Type
	Used to identify whether AR Statements are created for the location as a whole (transactions for all contacts on one Statement) or created for each bill-to contact (each contact will have a separate AR Statement created).  Use L (the default is nothing is entered) for location or C for contact.

	Attention Line:
	The attention lines for addressing AR Statements and AR Dunning.  These two lines override any AR Contact selected for this addressing.  

	Taxable
	Determines whether tax is calculated during any customer order.  Specify "N" for no tax.  The tax exempt number can be entered for documentation.  The normal value is "Y".  Note that a value of "Y" does not cause tax to be calculated if the ship-to state is not taxed according to the Sales Tax Tables.

Clarifications:  Either the Sold-To or the Bill-To can be used for tax status determination with an entry in the Company Control File.  The default is the Sold-To.

The taxable flag of the location and the contact is used to determine if the order should not be taxed because the customer is tax exempt.  If the contact Tax flag is not blank, then this value is used.  Otherwise, the location tax flag is used.  The default is for the contact tax flag to be blank.  Please note that tax calculations are based upon the Ship-To location address.



	Commission
	Determines whether sales commissions are calculated for any customer location order.  Specify "N" for no sales commissions.  The normal value is "Y".

	AR Terms Code
	Specify the default AR Payment Terms Code to be used for all customer location orders.  Use a "?" for a list of valid codes.

	Credit Status
	The credit status code of the customer.  Type a "?" for a list of valid codes.  If the code is not "OK", automatic credit checking in customer location entry or maintenance orders causes the order to be placed on credit hold.  If the code is "OK", further checking of the credit limit takes place. 

	Credit Limit
	The limit for credit prior to putting orders on Credit Hold when automatic credit checking is taking place.  If the total of the AR Balance plus the Open Order Balance exceeds this amount, the order is placed on Credit Hold.  The date of the last update of this amount is displayed on the screen.  

Automatic credit checking is an option specified in the Company Control File.  The default credit limit for new customers is a value specified in the Company Control File.  See Company Control File Maintenance procedures for more information.

	Finance Charge Flag
	Overrides the option in the Company Control File.  If “Y”, finance charges apply to this location.  If “N”, finance charges do not apply.  If blanks, the option in the company control file is used.

	Last Finance Charge Date
	The date on which finance charges were last applied to this location.

	GL Index for AR Account
	An alternate GL account to be used instead of the general AR account number located in the Company Control File.

	AR Information
	The last payment amount, last payment date, AR Balance and Open Order Balance are displayed.

	Function Keys
	See the function key table above for the various function keys available to this screen.


  AR Statistics

                Payment Statistics for Previous One Year                     

                           As-of-Date:  10/23/94                                

               95% Payment %          Counts & Amounts                          

                30 days:   0   pos inv.:     4     1,376.62                     

                60 days:   0   zero inv:     0                                  

                90 days:   0   neg inv.:     0          .00                     

               avg days:   0   payments:     0          .00                     

                               adjustmt:     0          .00                     

                               Crt Memo:     0          .00                     

               First Payment: fast-   0 slow-   0 avg-   0                      

               Current Aging:   Current:     1,376.62                           

                              0-30 days:          .00                           

                             30-60 days:          .00                           

                             60-90 days:          .00                           

                            90-120 days:          .00                           

                          more than 120:     1,034.37                           

                                                      Exit    Cancel      

The AR statistics screen is information calculated periodically during nightly processing on the "as-of-date" displayed at the top of the screen.  This information is not calculated real time and is therefore somewhat out of date.

Only invoices within the previous 12 months are considered in the following calculations:

	95% Payments
	The percentage of invoices where 95% of the invoice has been paid within the specified number of days after the invoice date.  For example, 10% in the 60 days field means that 10% of all invoices now paid within 95% of total have a first payment within 60 days.

The average days is the average number of days after the invoice date.  This number will be different from the average first payment days because this particular value only considers invoices with 95% paid while the other value considers all invoices

Any difference between 100% and the addition of the three percentages applies to payments after 90 days.  

	Counts and Amounts
	The total number and amounts in the following categories:  positive invoices, zero invoices, negative invoices, payments (cash, checks, credit cards, bank transfers, lock box remittances), adjustments (adjustments and discounts), and credit memos.  The sum of these numbers equals the AR balance only if no open AR invoices are dated over one year ago.

	First Payment
	The fastest, the slowest and the average number of days after the invoice date that a first payment was received against an invoice.  

	Current Aging
	The current aging of accounts receivable.  


  Automatic Statistics Calculation

AR statistics are calculated periodically depending upon parameters in the Company Control File.  See Company Control File Maintenance procedures for more information.  These control values apply:

	Auto Run AR Statistics
	Question whether AR Statistics should be calculated automatically by ARC/400.  If "N", no statistics are available.  Statistics are normally available using Statistics the AR Credit Management screen.

	AR Statistics Run Day of Week
	A code specifying on which day of the week AR Statistics should be run.  The option is either one day per week (the user specifies the day), or every day of the week (code 7).  


  Credit Limits and Credit Status Codes

The credit status code for customer determines the credit worthiness of the customer.  Valid Codes are as follows:


OK

status is OK unless over credit limit


REVIEW
the customer credit is under review and no further credit is       
             extended


NOCREDIT
no credit should be extended

If the code is not "OK", automatic credit checking in customer location entry or maintenance orders causes the order to be placed on credit hold.  If the code is "OK", further checking of the credit limit takes place. 

If the total of the AR Balance plus the Open Order Balance exceeds the credit limit amount, the order is placed on Credit Hold.

  Bad Debt Credit Checking

Another method of checking for credit is to check for bad debt.  The Company Control File contains a bad debt hold amount and a bad debt hold number of days.  For example, if the portion of the AR balance that is over 60 days old exceeds $1,000 then the order is placed on credit hold.  The company control file specifies the number of days (0, 30, 60, 90, or 120) and the hold amount.  Only that portion of the AR balance which exceeds the number of days late is considered for the hold amount.

  Credit Checking During Order Processing

Automatic credit checking is an option specified in the Company Control File.  You specify whether you want credit checking to occur or not.  If so, credit checking is performed when leaving any new or changed order.  If the order is placed on credit hold, the user will obtain a message on the screen after pressing EndOrder to end the order.  See Company Control File Maintenance procedures for more information.

When checking the credit limit on an order, the credit limit amount and the credit status code of the Bill-To customer location on the order is used.  This credit limit amount is compared to the summation of the open AR balance and the open order balance for the Bill-To location.  If the credit status code is not “OK” or the credit limit amount is less than the previously mentioned summation then the order is placed on credit hold.

Additionally, if the Bad Debt feature is specified (bad debt hold amount and bad debt days specified in Accounting Parameters One in the Company Control File), the order will be placed on hold if the amount of AR exceeding the bad debt days also exceeds the bad debt hold amount for the Bill-To customer location.  

Note:  when an order is removed from Credit Hold, ARC/400 will never automatically place the order on hold again, even if the order changes.

The AR terms code is derived from the Bill-To customer location.  If the Bill-To is changed in an order then the AR terms code will be changed as well.  

  Releasing Orders On Credit Hold

                           Release Orders On Hold             13:41:46   5/14/98

 Order #: _______  Hold_Filter: __________                                      

 Customer #  Sold_To: _______   Entry User: __________                          

  1=Release_Hold  2=Order_Inq  3=Order_Maint  4=Sales_History  5=Invoice_List                

  6=AR_Inq   7=Customer_Maint   8=Diary   9=Customer_Notes   C=Credit_Mgt       

Sel Hold_Cd  Ord #  Tp St  Sold_To_Customer              Ord_Date    Total Amt

 _ GENERAL      308 RG PS Fox Instrument Co.             10/21/94       846.87  

 _ PRE-PAY      308 RG PS Fox Instrument Co.             10/21/94       846.87  

    Clear    Release All    Sold-To Search    Fold      Exit    Cancel      
To release an order on hold, enter a 1 in the selection option.  The request to release the hold will need to be confirmed by entering an R in the same field.  A message will be displayed, prompting the user to enter the correct values.  Once the order is released, the hold code will be displayed in red so you know which orders were released and which have not been released.

To release all orders on hold, press Release All.  A confirmation will be required before the holds will be released.

Selection Options for the Release Orders On Hold screen

	
	1=Release_Hold releases this hold on this order.  The request to release the hold will need to be confirmed by entering an R in the same field.  A message will be displayed, prompting the user to enter the correct values.  Once the order is released, the hold code will be displayed in red so you know which orders were released and which have not been released.

	
	2=Order_Inq displays the Order Processing List for this customer (see Order Processing List section of chapter 6).

	
	3=Order_Maint displays the Order Processing List for this customer and allows user to edit this information (see Order Processing List section of chapter 6).

	
	4=Sales_History displays the sales history for this customer (see the Customer Sales History section in chapter 3).

	
	5=Invoice_List initiates and invoice search (see the Invoice Search section of this chapter).

	
	6=AR_Inq displays the AR search and inquiry screen (see the AR Search and Inquiry section in this chapter).

	
	7=Customer_Maint allows the user to modify customer information (see the Customer Location Screen section of chapter 3).

	
	8=Diary displays the customer diary screen (see the Customer Diary section of chapter 5).

	
	9=Customer_Notes displays the location’s note pad (see the Note Pad section in chapter 3).

	
	C=Credit_Mgt allows the user to modify billing and AR control values on the AR & Credit Management screen (see the AR & Credit Management Screen section of this chapter).


Function Key or Pushbutton Options for the Release Orders On Hold screen

	
	F3=Exit returns to a previous screen.

	
	F5=Refresh reprints the screen with the most up-to-date information.

	
	F15=Release_All releases all items on credit hold.

	
	F20=Sold_To_Search allows the user to search for a sold-to customer (see the Search and List Screens section of chapter 3).

	
	F11=Fold displays additional information for each item (hold date, user name, and customer numbers).

	
	F12=Cancel cancels all changes which may have been made as if the screen had not been entered.


To release an order on credit hold, use the Release Orders On Hold option on the AR menu.  

One may search all orders on hold using the search criteria.  Leaving search criteria blank displays all orders on hold.  

If an order has more than one hold code, each hold code must be released independently.  Such an order displays multiple times on the list, once for each hold code.

When all hold codes are released from an order, the ordered items are automatically allocated to warehouse stock if appropriate.

The search criteria are as follows:

	Order #
	Specify the order number to be displayed

	Hold Filter
	Specify the hold filter so that only orders with this hold code are displayed.

	Sold-To Customer
	Specify the sold-to customer number.  Press Sold-To Search for sold-to search to obtain the customer number.

	Entry User
	Specify the user ID of the user who placed the order on hold.


If an order is released from Credit Hold, no further automatic credit checking occurs for that order.  The date and user ID of the person releasing the hold is recorded in the order for future reference.

Note:  If non-AR people are given the responsibility to release non-credit holds, the screen can be changed so that all credit holds are never displayed.  Use SEC as Control 1 in the menu file maintenance to limit the display of credit holds.

  Collections

Collections of accounts is a Tele-Service activity in which all facilities of Tele-Service can be used.  The following features are available using Tele-Service:

	Establishing Call Lists of Overdue Accounts
	Call lists can be created based upon your criteria for overdue accounts.  See the call queue build procedure in Chapter 7  Tele-Service and Marketing Management for more information.

	Setting Call Dates for Collection Calls
	Call dates can be established for collection personnel to call.

	Writing Diary Notes of Call Activity
	Results of calls are documented in the customer diary so this information can be recalled easily during future calls.  

	Scheduling Call Backs
	Call backs are scheduled by collections personnel as needed.

	Viewing diary of all activity
	Diary notes of collection calls can be viewed easily.  One additional keystroke displays all diary notes entered by other departments, such as sales.

	Viewing AR and other information
	AR balance details and AR credit management information are easily viewed, as are orders, invoices, sales history, etc.


When collection personnel are using the Tele-Service features of ARC/400, it is a good idea to change the user file for these collection personnel to set the Update Last Call Date to NO.  This is a date used for marketing purposes to show when the last time this customer was contacted.  Normally, one is only interested in knowing the last call date for sales personnel and not collection personnel.

  Returned Goods Reconciliation

Return goods reconciliation is the handling of  returned goods in various situations.  For complete information, see Customer Returns Reconciliation in Chapter 9, Warehouse Operations.

All customer returns of goods (sale items) are entered in the returns file which can be viewed and managed by authorized users.  This information is entered on the return goods reconciliation screen.  

From the return goods screen, the customer's account can be viewed in a variety of ways to determine the best next action.  Call backs can be scheduled for collections, customer service or sales personnel.  Credit memos can be entered.  

Items are not removed from the returns file until completed by the user.

  Finance Charges

Finance charges may be added to customer AR accounts based upon late payments.  Applying finance charges is a three step process:


Step 1:  The Finance Charge Calculation Select screen allows a user to enter various finance charge information.  When accepted, finance charge calculations take place, and the results are moved to a temporary file.  At this time, no finance charges are applied to AR.


Step 2:  A Finance Charge Pro forma Report is created with the results of Step 1 above.  This report provides an opportunity to see the results of the finance charge calculations prior to updating AR.  If changes are required, those changes can be made, and the process is started again with Step 1.


Step 3:  Once the Pro forma Report is satisfactory, the finance charges are added to AR exactly as they are stated in the report.

  Finance Charge Calculation Select

 Finance Charge Calculation Options 

   Last Apply Date: 11/06/94       

 Max Days Interest: _30            

  Percent Interest: __8.00         

         Over Days: 030            

  Min Finance Chrg: ________2.00   

         Customer#: _______

          Contact#: ___        

    Customer    Cancel    Accept  

Function Key or Pushbutton Options for the Finance Charge Calculation Select screen

	
	F12=Cancel cancels all changes which may have been made as if the screen had not been entered.

	
	F6=Accept accepts these entries and returns to a previous screen.

	
	F20=Customer allows the user to search for a customer (see the Search and List Screens section of chapter 3).


The entries for this screen are as follows:

	Last Apply Date
	The date of the last finance charge apply is displayed; it may not be revised.

	Max Days Interest
	Interest is charged for the number of days since the last time finance charges were applied for each individual location.  However, if more than the “maximum days interest” then this maximum number of days is applied.  The maximum is usually 30 days or one month’s of interest.  A default is located in the Company Control File.

This is useful for specific customer locations that were charged interest in mid-month so that double finance charges are not applied.

	Percent Interest
	The percent interest to be charged.  A default is located in the Company Control File.

	Over Days
	Over days identifies the amount of the customer’s balance which is charged interest.  For example, if over days is 060 then only that portion of the balance which is over 60 days past due is eligible for finance charges.  Valid values are 0, 30, 60, 90, and 120.  A default is located in the Company Control File.

Past due is determined either by the invoice date or the due date depending upon the Default AR Aging Type in the Company Control File.  If the aging type is I for invoice date, 30 will mean 30 days past the invoice date.  If the aging type is D for due date, 30 will mean 30 days past the due date.

	Min Finance Charge
	The smallest calculated finance charge that is accepted.  Any finance charge which is less than the stated amount is ignored.

	Customer Number
	If no customer number is specified, all customers are eligible for calculating the finance charges.  However, one customer number may be entered to calculate the finance charges for that one customer account.

	Contact Number
	If no contact number is specified, all contacts within the given customer are eligible for calculating the finance charges.  However, one contact number may be entered to calculate the finance charges for that one contact’s account.


  Finance Charge Pro forma Report
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                                                  Finance Charge Pro forma Report                                         

   Report   Statistics   Customer                                  Number of           Amount    Finance          Finance 

   Number    Updated     Number                                    Days of            Financed    Rate            Charge

              Date                                                 Interest

        2     95/04/13      10071  Electronic Support Systems          30               672.40      8.00             4.48 

                            10072  Fox Instrument Co.                  30             2,053.73      8.00            13.69 

                            10254  IBM Corp.                           30             2,312.00      8.00            15.41 

                            12443  John B. Doe & Co.        .          30             2,202.00      8.00            14.68 

                            12454  Webster Communications              30               788.50      8.00             5.26 

                  FINAL TOTALS                                                

                  TOTAL                                                               8,028.63                      53.52 

                  COUNT         5

Finance Charge Pro forma report can be printed at any time from the menu.  The report number printed on the report is the current information.  The report number is needed to post the finance charges to AR.  This assures that the posting is based upon a current report.

  Finance Charge AR Posting

     Finance Charge AR Posting     

        Report #:  _______0        

         Cancel    Accept      

Enter the current report number and press Accept to post finance charges to AR.  If the entered report number is not accepted, print another Pro forma report to obtain current information.

  Finance Charge Invoices

Printing finance charge invoices like any other invoice is an option in the Company Control File.  If “Y” for yes, all finance charges are printed on invoices which can be sent to customers.  If “N” for no, invoices do not print automatically.  They still can be printed using the print option on invoice search or invoice inquiry screens.

  Specifying Finance Charges for a Customer Location

The Company Control File contains a flag to determine the general policy for finance charges.  Either finance charges apply or do not apply in general to all customer locations.  This value can be overridden in the AR Credit Management screens.  If the Location’s Finance Charge flag is blanks, then the value in the Company Control File determines the finance charge policy.  If “Y” then finance charges apply; if “N” then finance charges do not apply.

  AR Search and Inquiry

The AR Search and Inquiry (sometimes called AR Inquiry or AR Search) screen helps the user to determine the invoices and transactions making up a customer's AR balance.  It displays the AR transactions like an inquiry screen.  It searches for items like a search screen.  However, it has many other purposes, such as finding a incorrectly applied check number.

   Up    Dn              AR Search and Inquiry             12:30:49   5/11/98 

 Invoice #: ________ Date range: 01/01/96 to 05/10/98 Customer PO _____________ 

 Customer #  Sold_To: _______ Bill_To: _______ Order #: _______  Inv_Type: __   

 Check #: __________  Batch #: ______                     Printer: PRT10_____   

 Filters: Current_Bal_Range: ___________  to ____________  Open_Only: Y 

 1=Select 2=Order 3=Invoice 4=Comnt 5=Email 6=Print 7=Fax Dispute:8=Mark 9=Clear      

   Sel Inv # Type  Date   Bill_To_Customer          Trans_Amt    Current_Bal__    

    _  2136 RG 04/20/98 Thomas Flynn                    44.90          44.90    

    _  2135 RG 04/20/98 Thomas Flynn                    34.45          34.45    

    _  2134 RG 04/20/98 Baker & Taylor Video           476.36         476.36    

    _  2133 RG 04/20/98 Joe & Mary Liz Adair           296.22         296.22    

    _  2132 DB 03/06/98 CNA Communications             666.00         666.00    

    _  2131 RG 03/06/98 Fox Instrument Co.             259.52         259.52    

    _  2130 RG 02/12/98 Fox Instrument Co.             636.00         636.00    

    _  2129 RG 02/10/98 IBM Corp.                      250.00         250.00    

    _  2128 RG 02/10/98 IBM Corp.                      620.00         620.00    

    _  2127 RG 02/10/98 IBM Corp.                      870.00         870.00    

    _  2126 RG 02/10/98 IBM Corp.                      250.00         250.00    

    _  2125 RG 02/10/98 Fox Instrument Co.              53.00          53.00    

    _  2124 RG 09/29/97 Fox Instrument Co.             247.20         147.20  + 

      Clear    DisplayPayments    Bill-2 Search          Exit    Cancel   

AR Search consists of a number of search criteria fields to select invoices to display, a list of those invoices, and a variety of options which connect AR Search to other functions.  It follows the same standards, look, and feel as all other search screens in the ARC/400 system.  

Selection Options for the AR Search and Inquiry screen

	
	1=Select selects the item for future tasks.

	
	2=Order displays the Order Processing List for this customer (see Order Processing List section of chapter 6).

	
	3=Invoice displays the Invoice Inquiry screen (see the Invoice Inquiry section in this chapter).

	
	4=Comnt displays an AR Invoice Comment window where comments can be viewed, added and removed.  These comments can be optionally printed on AR Statements.  

	
	5=Email creates an e-mail with the printed invoice included as an attachment.  Select multiple invoices; press the Send button.

	
	6=Print prints the designated invoice.

	
	7=Fax initiates the faxing process for the designated invoice. The invoice will be faxed to the Bill-To customer unless the search uses the Sold-To selection criteria, in which case the invoice will be faxed to the Sold-To customer.

	
	8=Mark Dispute will mark the invoice for special in-dispute processing.  The amount will be displayed on this screen in red if the invoice is marked as in-dispute.  The invoice inquiry screen will display the text “Invoice Marked In Dispute”.  The AR Statement will print a note with the invoice “Invoice Recognized In-Dispute”.  There will be no AR dunning letters created for invoices marked “in dispute”.

	
	9=Clear Dispute will clear the marking of a previously marked invoice as in-dispute.  See the 8=Mark Disputes selection above.


Function Key or Pushbutton Options for the AR Search and Inquiry screen

	
	F3=Exit returns to previous screen.

	
	F5=Restart_Scan refreshes the display based on the most current information.

	
	F8=DisplayPayments and HidePayments displays or hides the payment line for each transaction (see Display Payments Toggle section in this chapter).

	
	F20=Bill-2_Search initiates a customer location search (see Search and List Screens section of chapter 3).

	
	F12=Cancel returns to a previous screen.


The information displayed on this screen changes based on the entered selection criteria.  If a date range is selected, the name of the bill-to customer is displayed in the list.  If a bill-to customer number is entered as selection criteria, the bill-to customer name, AR status, and AR balance are displayed above the list, and the sold-to customer number and the customer purchase order number are displayed in the list.

Invoices marked as “In Dispute” will have the current balance displayed in red.

A Common Example of Use

1.
Select AR Search from the menu.  The search screen is displayed with the selected customer location number in the "Bill-To" search field if a customer location had been previously selected.  Otherwise enter your selection or press Bill-2_Search for a bill-to customer location search.  Press enter to initiate the search.

2. A list of open invoices is displayed on the search screen.  Additionally, the Bill-To customer location name, the AR status and AR balance is displayed above the list.  However, each invoice is summarized into one line. 

3.
For further detail, press DisplayPayments, the display payments toggle.  All payment and adjustment transactions are displayed beneath each invoice.  A dotted line is displayed between each invoice for readability.

  AR Information Displayed

The AR information above the search list is displayed only when the Bill-To selection criteria is entered.  The displayed AR information consists of the bill-to customer location name, the AR status, and the current AR balance.

When criteria other than the bill-to location is entered, the selected invoices may span more than one bill-to location.  For example, specifying a date range displays many different invoices with many different bill-to locations.  Therefore, no specific bill-to information applies to the list of invoices.

  Search Criteria Rules

You may specify one or more search criteria and press the enter key.  If more than one criterion is entered, each invoice must satisfy all search criteria in order to be selected for display on the list. The selection criteria may be changed at any time.

If Open_Only is "Y" then only open invoices are displayed on the list.  An open invoice is one with a non-zero current balance.  If Open_Only is "N" then all invoices are displayed in the list (unless purged – invoices are never purged within one year of the payment date – see company control file for purge days).

  Search List

The list contains one line for each invoice selected based upon the search criteria.  Information always displayed are invoice number, invoice type, invoice date, original invoice (transaction) amount, and the current balance of the invoice.  


If the Bill-To selection criteria is not entered, the list also displays the bill-to customer location name.  


If Bill-To selection criteria is entered, the bill-to name is displayed at the top of the list along with other AR information.  This list then displays the customer's PO number and the sold-to customer number.

Note: for pre-payment On-Account invoices, the order number pertaining to the prepayment is displayed instead of the customer PO and sold-to customer number.

  The Display Payments Toggle

   Up    Dn             AR Search and Inquiry             12:30:49   5/11/98 

 Invoice #: ________ Date range: 01/01/96 to 05/10/98 Customer PO _____________               

 Customer #  Sold_To: _______ Bill_To: _______ Order #: _______  Inv_Type: __     

Check #: __________  Batch #: ______                     Printer: PRT10_____   

 Filters: Current_Bal_Range: _______0.00  to ________0.00  Open_Only: Y 

  1=Select 2=Order 3=Invoice 4=Comnt 5=Email 6=Print 7=Fax Dispute:8=Mark 9=Clear     

   Sel Inv # Type  Date   Bill_To_Customer          Trans_Amt    Current_Bal__    

    _  2121 DB 05/16/97 Fox Instrument Co.           1,007.00       1,007.00    

                        ------------------------                                

    _  2120 RG 04/17/97 Fox Instrument Co.             257.50         257.50    

                        ------------------------                                

    _  2115 RG 05/06/96 Apple Computer, Inc.         1,660.00        -400.00  

            C  05/10/96 00055                       -1,660.00                 

            C  05/10/96 00055                         -400.00

                        AR Comments Available                 

                        ------------------------                                

    _  2114 RG 03/13/96 Chevron Corporation            784.77         784.77    

                        ------------------------                                

  Clear    HidePayments       Bill-2 Search          Exit    Cancel  

See the previous screen for selection key options and function key options for this screen.

When the display payments/hide payments toggle is pressed, the screen switches between a summary mode and a payment display mode.  The screen starts in a summary mode with one line displayed per invoice.  The detail mode includes a line for every payment, adjustment and other transaction which affected the invoice in AR.  In detail mode, the invoice line remains the same; only additional lines are displayed.  Also, a dotted line is displayed between invoices for readability.

In detail mode, one additional line is displayed for every payment and other transaction affecting the invoice.  The summation of the invoice transaction amount and the detail transaction amount equals the current balance of the invoice.

Detail information for each displayed item includes the transaction type ("C" for cash payment; "A" for adjustment; "D" for discount; "CC" for credit card payment; "CM" for credit memos, etc.), the item date, and the transaction amount.  The middle of the line displays new information depending upon the transaction type:


Payments display the check number and the AR batch control number.


Credit memos display the adjustment reason code (CRMEMO) and the invoice number of the credit memo.

· Adjustments display the adjustment reason code and the AR batch control number.

· If AR Invoice Comments are available, text stating so will be displayed after all payment and adjustment details.

· Credit Cards will display the authorization number if available.

  Invoices in Dispute

From time to time, an invoice may be disputed by a customer for one reason or another.  ARC/400 allows for identifying the disputed invoice so that all who are servicing the account will know of the dispute.  

Using AR Search and Inquiry screen, the invoice can be marked as “in dispute”.  Additionally, the “in dispute” can be cleared on the same screen.  When marked as “in dispute”, the current balance will be displayed in red.  If the invoice balance goes to zero for any reason (payment, credit, AR adjustment), the invoice will no longer be marked as “in dispute”.

The Invoice Inquiry screen will display  “Invoice_Marked_In_Dispute” in red for easy identification of such invoices.  The AR Statements will print “Note: Invoice Recognized In Dispute” below the identified invoice.  There will not be any AR dunning letters created for invoices marked “in dispute”.

  ARC/400 Credit Memo Processing

A credit memo is an invoice-like document which offsets a previously issued invoice to a customer.  It is printed on an invoice form and looks much like an invoice.  It reduces the customer's AR balance as well as the invoice being credited.

A credit memo is most often used when material is returned from a customer and the customer's account must be adjusted.  It is also helpful for price adjustments , shipping charge adjustments and tax charge adjustments (all adjusted downward).

  Credit Memo Screens

These screens are accessed through the Customer Management menu, the AR menu or the Returns Reconciliation screens.  These screens are:

	Credit Memo Line Detail
	All lines in an invoice are displayed with a variety of credit information and action options.

	Credit Memo Totals
	Credit memo totals are displayed with the ability to customize credit for shipping charges and sales tax.

	Credit Memo Summary
	Each credit memo that applies to this invoice is listed with a variety of options.  If user credit memo approval is allowed (a system option), the credit memo is approved from this screen.


  Example of Crediting an Entire Invoice

1.
The first task is to select the invoice to be credited.  If not already selected using a variety of different methods, select Invoice Search.  Find the appropriate invoice and select it.  This process returns to the menu.

2.
Select Credit Memo Entry/Maintenance from the menu or another screen.  The first screen displayed is the Lines Detail display.

3.
Press Full Credit to credit the entire invoice.  All information is entered automatically.  Press Accept/Totals to display the totals screen.

4.
Enter a Credit Memo reason code, which is required for all credit memos.  Press Accept CM to accept the credit memo.

5.
The credit memo summary screen is displayed.  If user credit memo approval is allowed, selection option 4=Approve_CM is displayed.  Enter a "4".  Credit Memo approval is then submitted for invoicing.  Press Exit to return to the menu.

6.
If user credit memo approval is not allowed in your situation, approval is accomplished from the Credit Memo Review and Approval screen in the AR menu.

  Credit Memo Status

The following status codes apply to credit memos:

	OP Open
	All credit memos start with an open status and remain in open status until canceled or approved.  Only one open credit memo can exist for one invoice at one time.  Once a credit memo is approved, other credit memos can be created for that one invoice.  Any number of credit memos can exist for one invoice.

	AP Approved
	When a credit memo is approved, the status changes to AP for a short while until invoicing occurs.  Usually, this is only a couple of minutes because invoicing occurs in real time while other work is being completed.

	IN Invoiced
	When invoicing is complete, the status changes to IN.  At this time, the credit memo can be searched and displayed through the invoice search and inquiry functions. Credit memos are distinguished from regular invoices by the CM invoice type code.

	CN Canceled
	When an credit memo is canceled, the status changes to CN.  A canceled credit memo does not affect invoicing or the customer's balance.


  Credit Memo Approval

Credit memo approval is the process in which an open credit memo is reviewed and approved by an authorized person.  Once approval takes place, invoicing occurs immediately.  All credit memos are printed with invoices and are included in daily invoice registers.

An organization must decide its own internal procedures for the approval of credit memos.  Either user credit memo approval is allowed (every user approves those credit memos which he has entered), or credit memos are approved centrally such as in an AR area.  The screen for central approval can be secured through ARC/400 security, so that only authorized personnel can approve a credit memo.

All credit memos must either be approved or canceled.  The credit memo review and approval screen uncovers credit memos which have inadvertently been left open.

  Credit Memo Lines Detail Screen

                          Credit Memo Lines Detail          5/14/98  15:14:10    

                                   Add Mode                                     

 Inv:    2134 Tp: RG  St: IV    Bill_To:   12492 Baker & Taylor Video           

 Date: 04/20/98       476.36    Sold_To:   12492 Baker & Taylor Video

 %= _20.00  $= ________.00  Sales_Rep_Change: ____ ____ ______%                 

 1=Prod_Inq  2=Full_Credit  3=%_Credit  4=$_Credit  5=Line_CM_Comments          

           -----sales rep change-----  -----available-----  -----credited------ 

Sl Line Tp  current  ---change reps--    qty       amount     qty       amount  

 _    1 SL   36       __36 ____ _____%     5         74.90  ____0  _______14.98 

       QV2219 VHS      TOURING ENGLAND                          Prmo:           

 _    2 SL   36       __36 ____ _____%    15        224.70  ____0  _________.00 

       QV2257 VHS      TOURING IRELAND                          Prmo:           

 _    3 SL   36       __36 ____ _____%     5         74.90  ____0  _________.00 

       QV2287 VHS      TOURING FRANCE                           Prmo:           

 _    5 SL   36       __36 ____ _____%     5         74.90  ____0  _________.00 

       QV2214 VHS      TOURING AUSTRIA                          Prmo:           

   Invoice    Order        Shipment        Full Credit    % Credit All Lines  

 $ Credit All Lines    Cancel Credit Memo               Accept/Totals    

Selection Options for the Credit Memo Lines Detail screen

	
	1=Prod_Inq displays product title information (see the Product Title Screen section of Chapter 4).

	
	2=Full_Credit credits in full amount the designated item.

	
	3=%_Credit calculates the dollar amount to credit to this line, based on the percentage entered in the percentage field at the top of this screen.

	
	4=$_Credit credits the dollar amount entered in the dollar field at the top of this screen to this line.

	
	5=Line_CM_Comments allows the user to enter a comment to be printed on the credit memo form.  The comment is printed immediately after the respective line on the credit memo form.


Function Key or Pushbutton Options for the Credit Memo Lines Detail screen

	
	F6=Accept/Totals accepts the credits as displayed on this screen, and summarizes these changes on the Credit Memo Totals Screen.

	
	F7=Invoice displays information about this invoice (see the Invoice Inquiry Screen section in this chapter).

	
	F8=Order displays information about this order (see the Order Processing List Screen section in Chapter 6).

	
	F9=Shipment displays information about this shipment (see the Product Acknowledgment Screen section in Chapter 9).

	
	F11=Full_Credit fully credits each line, both for quantities and amounts.  All shipping charges and taxes are credited as well.  Any of these calculated values may be changed by the user.

	
	F14=%_Credit_All_Lines calculates the dollar amount to credit to each item in this credit memo, based on the percentage entered in the percentage field at the top of this screen.

	
	F15=$_Credit_All_Lines credits the dollar amount entered in the dollar field at the top of this screen to each item in this invoice.

	
	F23=Cancel_Credit_Memo cancels this credit memo. The user is prompted to verify intention.


The credit memo lines detail screen allows for the line level crediting of invoices.  The various functions provided areas follows:

	Invoice Information
	The first two lines of the screen display invoice information, such as invoice number, invoice type, invoice status, invoice date, invoice total amount, bill-to customer location, and sold-to customer location.

	Invoice Lines
	Each line on an invoice is displayed.  It shows the line number, the line type, the product number and description, the sales person number, and the available quantity and dollar amount that can be credited.  The available numbers are the invoiced amounts less any previous credit memos.

	Sales_Rep_Change
	Two sales reps may be entered, as well as a percentage.  The percentage splits the commission crediting between the two reps, with the entered percentage being allocated to the first sales rep of the two reps entered.  The second sales rep receives the remaining percentage.  This sales rep information may be entered at the top of the screen to be applied to the whole credit memo, or it may be entered and applied to each line.

	Credited Quantity and Amount
	You may enter the credited quantity and amount.  ARC/400 will not allow any amounts greater than the available amounts.

	%-Credit
	You may enter a percentage amount on the top of the screen for ARC/400 to calculate the credited amount.  Selection option 3 applies only to lines specified.  % Credit All Lines applies the percentage to all lines.  This is useful for percentage credits such as 15% off because of an overcharge.

	$-Credit
	You may enter a dollar amount on the top of the screen for ARC/400 to enter into the credited amount.  Selection option 4 applies only to lines specified.  $ Credit All Lines applies the amount to all lines.  This is useful to credit a specific dollar amount to one or more lines.  ARC/400 will not over credit if the dollar amount is too high.

	Crediting a Series
	If you use any line level credit options (i.e. #2, 3, 4) on a series line (assembly code of ASBL), calculation will be performed with all series component lines (assembly code of COMP) in that series.

	Line Comments
	Comments can be entered for each line on the credit memo for printing on the credit memo form which goes to the customer.  This is used for communication of any issues or information.  These comments are printed immediately after the respective line on the credit memo form.


All credit memos are protected so that it is impossible to credit an invoice for more than the invoice amount even if multiple credit memos are issued against the same invoice.  

  Credit Memo Totals Screen

                           Credit Memo Totals For Invoice:    2134                       

                                   Add Mode                                     

                         Original      Allowable     Credit_Amt                 

 Totals for Credit.:       476.36         476.36          15.88                 

 Product Lines. . .:       449.40         449.40          14.98                 

 Sales Taxes. . . .:        26.96          26.96   _________.90                 

 Shipping Fee . . .:          .00            .00   ____________                 

 Shipping Fee 2 . .:          .00            .00   ____________                 

 Special Handling .:          .00            .00   ____________                 

 DIST Commissions .:          .00            .00   ____________                                                                       

Bill:  Mr. Bill Baker________________    Baker & Taylor Video                                                                       

       Owner_________________________    7000 North Austin Ave                                                                                                                  

                                         Niles IL 60714

 CM_Reason: ____   Set_Aside_For: __________  PO#/Apply-To: _______________                                  

   Invoice    Order        CM Lines Screen    Sold-To Diary    Bill-To Diary    

  Change Contact    Bill-To Inq    Cancel CM    Header CM Comments              

                                          Abandon Changes    Accept CM             

Function Key or Pushbutton Options for the Credit Memo Totals screen

	
	F3=Abandon_Changes ignores changes to this credit memo and returns to the menu.

	
	F6=Accept_CM accepts the credit memo as displayed, and displays the Credit Memo Summary screen (see the Credit Memo Summary Screen section in this chapter).

	
	F7=Invoice displays information about this invoice (see the Invoice Inquiry Screen section in this chapter).

	
	F8=Order displays information about this order (see the Order Processing List Screen section in Chapter 6).

	
	F9=CM_Lines_Screen displays the detail lines for this credit memo (see the Credit Memo Lines Detail Screen section in this chapter).

	
	F10=Sold_To_Diary displays diary pages for the sold-to contact in this credit memo (see the Customer Diary section in Chapter 5).

	
	F11=Bill_To_Diary displays diary pages for the bill-to contact in this credit memo (see the Customer Diary section in Chapter 5).

	
	F19=Change_Contact allows user to select another contact from this location as the bill-to person for this credit memo.

	
	F20=Bill-To_Inq displays information about this customer.

	
	F23=Cancel_CM cancels this credit memo.  The user is prompted to verify intention.

	
	F24=Header_CM_Comments allows the user to enter a comment for this credit memo which will print immediately before all line items on the credit memo form.


The totals screen allows for the quick review of all dollar amounts relating to the credit memo.  From this screen, you may end the credit memo or return to the lines detail screen.  

	Totals for Credit Memo
	Invoice totals are presented to give the user a clear idea of how this credit memo will affect the invoice.  The original amounts, the allowable amounts and the credited amounts are provided within the categories of totals, product lines, sales taxes, shipping fees, shipping fees 2, and special handling.  The allowable amount is calculated as the original invoice amounts less any approved credit memos.

	Sales Tax Credit
	ARC/400 calculates the sales tax from the tax tables based upon the product line totals.  The user can override this calculated amount.  Once overridden, ARC/400 no longer calculates any tax amounts.  This amount can not be larger than the allowable sales tax amount.  For Full Credit , the allowable sales tax is moved into the credit amount.

	Shippinf Fees, Shipping Fees 2, and Handling Credit
	For Full Credit, the allowable amounts are moved into the credit amounts for each of these values.  The user can override these calculated amounts.  Once overridden, ARC/400 no longer calculates any amounts.  These amounts can not be larger than the allowable amounts.  

	DIST Commissions
	If distributor commissions apply to this invoice, the calculated commission credit is displayed.  This can not be changed by the user.

	Bill-To Location
	The bill-to location on the invoice must be the same bill-to location for the credit memo.  This value can not be changed.

	Bill-To Contact and Attention Lines
	The bill-to contact and/or attention lines from the invoice is the default value for the credit memo.  Use Change Contact to change the contact.  Enter any text for the attention lines.  Using the attention lines overrides any contact entered.

	Credit Memo Reason
	A credit memo reason code is required.  Use "?" for a list.

	Set Aside For
	Route the credit memo to a user by entering the user ID.  Use "?" for a list.  Appropriate AR procedures must be established for the physical routing of credit memos.

	PO#/Apply-To
	Sets the purchase order number for the credit.


  Credit Memo Summary Screen

                           Credit Memo Summary             5/14/98  17:17:20    

                                  Change Mode                                   

 Invoice: RG    2134             Bill_To:   12492 Baker & Taylor Video          

    Date: 04/20/98       476.36  Sold_To:   12492 Baker & Taylor Video          

   Order:     445   1                                                           

  1=CM_Inq  4=Approve_CM                                                        

Sel  Tp  Crt Memo # St Reas   Date     Total Crt     Lines Crt  Shipping Crt    

 _   CM           1 OP SUIT               -15.88        -14.98          .00   

                 Created : JOHNSON   04/18/98 Approved : WILSON    04/20/98                                                               

    Invoice    Order        Shipment        Change CM     Bill-To Inq          

                                                      Exit    Cancel    
Selection Options for the Credit Memo Summary screen

	
	1=CM_Inq displays this credit memo in detail (see the Credit Memo Detail Lines Screen section in this chapter).

	
	4=Approve_CM approves an open credit memo if user approval has been selected as an option.


Function Key or Pushbutton Options for the Credit Memo Summary screen

	
	F3=Exit returns to a previous screen.

	
	F7=Invoice displays information about this invoice (see the Invoice Inquiry Screen section in this chapter).

	
	F8=Order displays information about this order (see the Order Processing List Screen section in Chapter 6).

	
	F9=Shipment displays information about this shipment (see the Product Acknowledgment Screen section in Chapter 9).

	
	F12=Cancel returns to a previous screen.

	
	F14=Change_CM allows user to change this credit memo (see the Credit Memo Totals Screen section in this chapter).

	
	F20=Bill-To_Inq displays information about this customer.


This screen is displayed only if there are open or approved credit memos for an invoice.  It lists all such credit memos.  

Open credit memos are changed by using Change CM to change an open credit memo or Add New CM to add a new credit memo.  This function is controlled since only one open credit memo can exist for one invoice at one time.  If the credit memo has been credited in full, the credit memo will be changed to display mode and no further adding or changing of credit memos can occur.

	Invoice Information
	The first three lines of the display show invoice information,  such as invoice number, invoice type, invoice date, invoice total amount, order number, bill-to customer location, and sold-to customer location.

	Credit Memo Summary
	All open and approved credit memos are summarized, each on one line.  Information includes the credit memo number, a credit memo sequence number, the status, the reason code, the credit date, the total credit, the lines total credit and the shipping fees credit.  Note that the total credit is not necessarily equal to the lines credit plus the shipping fee credit other components such as the sales tax credit are not displayed.

Unapproved credit memos have no credit memo number or date displayed.  These are assigned when approved and invoicing occurs.


  Credit Memo Numbering Scheme

The numbering scheme used is the same numbering sequence as invoices except that each invoice number is preceded with a invoice type code of CM.  All credit memos are assigned an invoice number (credit memo number) when the credit memo is approved.  The credit memo is treated as an invoice in that it will be included on the daily invoice register, can be searched using invoice search, can be displayed using invoice inquiry and can be credited like other invoices.

  Changing an Existing, Open Credit Memo

To change an existing, open credit memo, you need to select the credit memo from a variety of different screens.  For example, from the Work With Returned Goods screen in Return Goods Reconciliation, press Credit_Memo.  Because the invoice number is displayed on the screen, no further selection is required.

The Credit Memo summary screen will appear as long as at least one previous credit memo had been started for this invoice.  As long as one credit memo has a status of "OP" for open, press Change CM to change the credit memo.  

  Doing a Shipping Only or Sales Tax Only Credit Memo

Start your credit memo like any other credit memo.  At the Lines Detail screen, press Accept/Totals to go to the Totals screen without making changes to the Lines Detail screen.  

On the Totals screen, enter the credit amounts in the Sales Tax, Shipping Fees, Shipping Fees 2, and/or Special Handling categories.  You will not be able to over credit by exceeding the allowable amounts.

End the credit memo as usual.  Enter a credit memo reason code and press Accept CM.  The credit memo will need to be approved.

  Backing Out a Bad Credit Memo

If a credit memo has been issued in error or by mistake, it can be reversed.  This is done by selecting the credit memo from invoice search.  Then go to Credit Memo Entry and Maintenance to credit the entire or part of the credit memo.  Continue exactly like crediting any invoice.

The only difference between crediting an invoice and crediting a credit memo is the signs of the numbers.    

Once approved, the credit memo of a credit memo will completely or partially cancel each other out, depending upon what you enter.  

You can not credit a credit memo of a credit memo.  This is not allowed.  The desired results are obtained by crediting the original invoice again.

  Limiting User Approval of Credit Memos

User credit memo approval means that the approval of a credit memo can be performed by the Credit Memo Entry and Maintenance program.  The user that entered the credit memo can also approve the credit memo.  

You may wish to restrict users from both entering a credit memo AND approving the credit memo.  This may be for security, for control, or for other reasons.

You restrict users from approving their own credit memos by using an option on the Company Control File.  See the procedures for maintaining this file.  When restricted, option 4=Approve will not be displayed and will not be available to anyone on the Credit Memo Summary screen.  All approvals will be performed using Credit Memo Review & Approval on the AR menu.  Of course, you can use Security functions to restrict this menu option to authorized users only.

  Credit Memo Approval

                        ARC/400 - Credit Memo Approval       11:59:03  10/24/94 

1=Change  2=Order_Inq  3=Invoice_Inq  4=Approve  6=Bill_To_Inquiry 

Sl St  Invoice  Memo#  Date  Reason Order  Inv Date  Inv Amount    Credit Amt   

 _ OP RG    2093   1 10/24/94 SUIT     308 10/21/94       101.60         39.75  

      10072 Fox Instrument Co.             West Chicago         IL 60188        

 _ OP RG    2083   1 10/24/94 SUIT     298 09/20/93       207.50         20.75  

      10072 Fox Instrument Co.             West Chicago         IL 60188        

    Fold                                                Exit    Cancel      
Selection Options for the Credit Memo Approval screen

	
	1=Change displays a summary of this credit memo (see the Credit Memo Summary Screen section in this chapter).

	
	2=Order_Inq displays information about this order (see the Order Processing List Screen section in Chapter 6).

	
	3=Invoice_Inq displays information about this invoice (see the Invoice Inquiry Screen section in this chapter).

	
	4=Approve_CM approves an open credit memo.

	
	6=Bill_To_Inq displays information about this customer.


Function Key or Pushbutton Options for the Credit Memo Approval screen

	
	F3=Exit returns to a previous screen.

	
	F5=Restart_Scan refreshes the display based on the most current information.

	
	F11=Fold toggles between a one-line and two-line display for each credit memo.

	
	F12=Cancel returns to a previous screen.


Credit Memo Review & Approval is located on the AR menu and is one of two methods for approving an open credit memo.  The other method using Credit Memo Entry & Maintenance may or may not be restricted; and, if so, Credit Memo Review & Approval becomes the only method of approving an open credit memo.

Selecting the menu option displays a list of all open credit memos.  Options are available for the user to work with the credit memo using selection options for Change (move to Credit Memo Entry & Maintenance), Approve, Order Inquiry, Invoice Inquiry, and Bill-To Inquiry.

Selecting 4=Approve immediately approves the credit memo.

  Issuing a Credit Beyond the Limits of an Invoice

All credit memos are protected so that it is impossible to credit an invoice for more than the invoice amount even if multiple credit memos are issued against the same invoice.  

If a general credit must be issued such as a credit relating to something outside of ARC/400, use the order processing screens and the CR order type and the MS line type.  This will allow you to credit any customer for anything at anytime.  Controls are in place to audit this type of transaction.

  How Do Credit Memos Affect Accounts Receivable?

All approved credit memos are treated exactly like invoices according to AR.  The customer balance is reduced by the credit amount.  The credit memo with its number is added to the AR files.  Both the credit memo and the credited invoice can be viewed using AR Search.

When a credit memo is added to AR, adjustment entries are automatically entered to offset the original invoice by the credit memo amount.  For example, if invoice 2243 was credited by 127.04 then the AR Search display would show the credit memo entry and the original invoice entry as:

	Invoice #
	Type
	Date
	Cust PO#
	Sold-To
	Trans-Amt
	Balance

	2298
	CM
	06/22/94
	
	0010083
	-127.04
	.00  

	
	CM
	06/22/94
	CRMEMO/000000
	
	  127.04
	

	
	
	
	--------------------------
	
	
	

	2243
	RG
	02/01/94
	AA28882
	0010083
	2,127.04
	2,000.00

	
	CM
	06/22/94
	CRMEMO/002298
	
	-127.04
	

	
	
	
	--------------------------
	
	
	


Notice that the credit memo entry (invoice # 2298 CM) has a balance of zero.  This will always be the case.  The credit memo entry then is closed as soon as it is entered and will not be shown on the AR Search display unless the Open_Only question is set to "N".

The originally credited invoice (invoice # 2243 RG) shows the original transaction amount with a current balance of $2,000 because of the offsetting amount by the credit memo.  The memo notation of CRMEMO/002298 explicitly states that this is a credit memo offsetting entry and the credit memo number is 2298.

  Sales Assignment Invoices

The Change Invoiced Sales Assignment option on the AR menu allows for sales division, sales rep and commissionable changes after an invoice has been issued.  This is done by creating "sales assignment" type invoices (type: SA).  Credit memos are not allowed for type SA invoices.

  Credit Memo Reports

Two credit memo reports currently exist:  1) the Monthly Credit Memo Summary, and 2) the Monthly Credit Memo Detail Report.  The user enters the desired month, the user id, the printer, and a Y or N for the completion message.  The report is then queued up for printing.  

  Preview Dunning

Preview Dunning provides for the management of late preview, rental and consignment orders whose items are expected back.  This management allows for tracking late customer returns and, optionally, sending a series of up to three letters.  A report gives current status at all times.  The Preview Dunning parameters are on the Preview Transactions Control Fields screen.
The dunning process is another way to maintain contact with your customers.  Use dunning in addition to any sales or service contacts.  Generally, the more contact (good and bad) that you have with your customers, the better will be your results with them.

Even if you do not care if preview or rental items are returned, it makes good business sense to implement a dunning procedure.  It can cause items that should be returned to be returned.  It can cause the payment for items that are lost.  

If nothing else, the dunning process tells your customers that you consider your materials to be valuable and desired.  It tells your customers that you care!
  Printing Dunning Letters and E-mailing Dunning Letters

Dunning letters can be printed, can be e-mailed or can be combined.  

The combined approach is recommended as it will try to e-mail the dunning letter to the customer if the customer has an e-mail address and the customer has his e-mail flag set to “Y” (the default).  However, if the e-mail can not be sent, the printed dunning is completed for the customer.  In this combined approach, you might expect that many dunning letters will be e-mailed and some letters will be printed.
See the following section for specific dunning information about the e-mail option.

  Preview Transaction Control Screen

             ARC/400 Company Control File Maintenance   14:28:14   7/15/98     

                     Preview Transactions Control Fields                        

 Preview Dunning Active:  7       Use sales name as FROM user: Y             

         E-mail Letters:  Y                 Default FROM user: DATTELS___       

    ArcPcServer Letters:  Y                PF Invoice Printer: COSENTINO_     

    ArcPcServer Labels.:  N                                                  

         Label Document:  LB4UP2IN                                           

         E-mail Subject:  Preview /Rental Late Return Notification____            

                      First Dunning Days:  ___1                              

                    First Dunning Letter:  PRVDUNN1                          

                   First Dunning Invoice:  Y                                 

                     Second Dunning Days:  ___5                              

                   Second Dunning Letter:  PRVDUNN2                          

                  Second Dunning Invoice:  Y                                 

                      Third Dunning Days:  __10                             

                    Third Dunning Letter:  PRVDUNN3                          

                   Third Dunning Invoice:  Y                                 

 
        
              
  Exit    Cancel    Accept      
For a full explanation of each field on the above screen, see the Preview Transactions Control Fields in Chapter 13, Systems Administration.
  Dunning Cycles

There are four dunning cycles associated with dunning.  These are represented by the numbers 0 through 3 on reports.  A "0" means that the item is late but not late enough for dunning letter one.  A "1" means that dunning letter one has been sent.  A "2" means that dunning letter two has been sent.  A "3" means that dunning letter three has been sent.

  Dunning Late Days

You determine how late an item must be for a dunning letter to be sent by specifying the number of late days.  There are three late days fields, one associated with each letter.  For example, late days for letter 1 might be 10 days, 20 days for letter two and 40 days for letter three.  Each number of days refers to the total late days and not the number of days since the last letter.

When the item is late by one day, the dunning cycle is set to "0".  After it is late by 10 days (as in the example above), letter one is sent and the cycle is set to "1".  And so on.

If less than three dunning letters are needed, then use a zero for the late days to cancel that letter.  For example, if you choose to send only one dunning letter instead of the maximum of three, enter the late days for letter one and enter zeros for the late days for letter two and three.

  Dunning Invoices

A pro-forma invoice can be created to include all the items on the preview dunning letter.  Specify “Y” or “N” associated with each letter.  

The invoice is addressed to the same name and address as on the letter regardless of the sold-to or bill-to customer.  The invoice amount will be the “sale amount” unless this amount is zero then the list price is used.  If both these amounts are zero, the item will not be included on the invoice, although it will be included in the letter.  A routing code of ARC/400PVD will be printed on each invoice so it is easy to know the reason why the invoice is printed.  The invoice date is the same date as the letter.  The line numbers are numbered sequentially starting with one for each invoice.

Dunning invoices may be viewed by using the Pro forma Invoice Search on the AR menu.

  Specifying the Dunning Letters

Dunning letters are similar to all other letters in the ARC/400 system.  For printed letters, you use Microsoft Word to create and change these letters.  For e-mail letters, you use Wordpad or use an html editor to create and changes these letters.
  The Dunning Letter

Dunning is designed to include up to 12 late items for each letter.  Additional items are printed on an additional letter.

Dunning uses a process called Mail Merge to include data into a form letter as the letter is being printed.  As with all merges, a number of cryptic codes in the letter specify the data to be merged.  You should not change these codes without understanding how a mail merge operates in Microsoft Word.  
The system contains three sample letters; you should make a copy of these letters and change the wording so that any mistakes can be corrected easily.  These letters are PRVDUNN1.doc, PRVDUNN2.doc, and PRVDUNN3.doc.  The e-mail versions of these template letters are PRVDUNN1.html, PRVDUNN2.html, and PRVDUNN3.html.  
The signatory of the letter needs to be added to the letter.  

For Preview Dunning, the letter includes name and address information as on all letters.  For each late item, the letter prints the last ship date, quantity shipped, product number, product name and the conversion to sale amount.  Note that if the order entry person somehow did not specify a quoted conversion price, the product's list price is printed.

  Routine Operation

Once completely set up, there is very little to do to maintain the system.  

A late dunning report can be run from the menus at any time.  This should be reviewed from time to time so that any special situations can be addressed.

Letters and labels e-mail and print automatically on the day or days specified to run dunning.  Any pro-forma invoices print with a routing code of “ARC/400PVD” printed on the invoice to specify that this pro-forma invoice was created by the ARC/400 preview dunning process.

  Removing a Customer From AR or Preview Dunning

Any customer account can be bypassed for Preview Dunning.  See the Credit Management screen for more information.

  Preview/Rental Dunning E-mail Feature

The ARC/400 e-mail dunning operates similarly to paper dunning, except it is fully automated.  One can establish from 1 to 3 letters in a sequence with increasing demands per letter.  One can attach a Pro Forma invoice to the e-mail for the full purchase price of the items not yet returned.

[image: image1.png]Preview/Rental Late Return Notification - Message (HTML)
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From: 8 Dale Jessen [iaycos@cacorp.com] Sent:  Thu 7/21/2005 436 PM
To:  Jessie Cosentino

ca

Subject: PreviewRenta Late Retum Notification

Attachments: T 145750_000005_QINVPRT_07212005_000001PDF (140 K8)

Dear Jessie:
Our records indicate that you have neither purchased nor returned the following item(s) as we were

expecting. If you believe that thisis an error on our part, please contact us so that we may correct our
records. However, i you still have our merchandise, Please let us know your intentions

Quantity Product Number  Price  Product Name
1 0000003 VHS  200.00 GOLDENEYE

1 0000003 GUID ot available GOLDFINGER

T am ready to assist you in this matter. Please call me at 1-773-693-0750 x11234.





  Feature Summary

The e-mail feature will create html e-mails so you can easily make changes, add your logo, link to your web site, add graphics, and everything else that can be done in html.

The above is a sample.  You can change the text to whatever is needed.  ARC/400 will personalize the email by adding information about the sender, the recipient and the items being dunned.  

Note in the above example that there is an attachment.  This is a Pro Forma invoice for the items in the email list.  One can decide to send the invoice on any or all of the three letters in the dunning sequence.

  No Effort by Anyone
The paper based dunning is somewhat troublesome because someone had to deal with the paper letters and sending the letters through the post.  The email option eliminates these manual efforts.  Once setup, the dunning occurs automatically.

  Setting up your letters

There are three letters provided.  All are meant to be changed by you.  The three letters are: PRVDUNN1.html, PRVDUNN2.html, and PRVDUNN3.html.  One can open these in WordPad and make simple changes.  One can use an html editor; we recommend Nvu.  Go to www.nvu.com to download this Open Source (free) editor.
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Our records indicate that you have neither purchased nor recurned the following item(s) as we were
expecting. If you believe cthat this is an error on our part, please contact us o That we may
correct our records. However, if you still have our merchandise, Please let us know your
intentions. </br> <br>

<tables> </br></br>

I am ready to assist you in cthis matter. Please call me at <userphome>. </br></br>
</br></pr>

<username></br>

<usercitles</br>





The above is a WordPad display for the first sample PRVDUNN1.html.  ARC/400 makes substitutions for fields named with brackets, such as <greetings>.  For a complete list of substitution fields, see the ARC/400 User Manual, Chapter 7, “Merge Field Codes for Preview Dunning Letters”.  The <tables> code is unique to the e-mail feature and causes the substitution of the list of products, prices, etc.  Compare this html file with the sample e-mail.

Sample html files can be obtained by downloading the ArcPcServer Sample Word Templates file from the Resources page on the ARC/400 web site.  Go to http://www.arc400.com/resources.jsp.
  Pro Forma Invoicing

With the e-mail feature, it is very easy to add a Pro Forma invoice to a dunning letter.  Often, the invoice will only be included in a follow up e-mail after one or more attempts to request the items to be returned.  

The Pro Forma invoice is added by ARC/400 to the other Pro Forma invoices which can be worked with on the Accounting menu.  

  Diary Entry

Each dunning letter will cause a diary entry to be created for the contact.  This will be used to communicate with all involved about the dunning attempt.  This is a wonderful feature in providing later customer service.

  What if No E-mail Address?

The e-mail dunning feature works in conjunction with the paper dunning process.  If the paper process is turned on (see the control of the dunning process), ARC/400 will create a paper dunning notice if the user has no e-mail address.

[image: image3.png]ARC/4060 Company Control File Maintenance /..o 00 (/o005
Preview Transactions Control Fields

Preview Dunning Active: Use sales name as FROM user: Y
E-mail Letters Default FROM user: DATTELS
ArcPcServer Letters PF Invoice Printer: COSENTINO
ArcPcServer Labels.: N
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E-mail Subject: Preview/Rental Late Return Notification

First Dunning Days: 1
First Dunning Letter: PRVDUNNL
First Dunning Invoice: Y
Second Dunning Days: 5
Second Dunning Letter: PRVDUNN2
Second Dunning Invoice: Y
Third Dunning Days 10
Third Dunning Letter: PRVDUNN3
Third Dunning Invoice: Y
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  Control of the Dunning Process

One can control the dunning process by making changes to the Preview Transactions Control Fields.  

To activate the e-mail dunning feature, set the E-mail Letters question to Y (yes).  Then, the dunning letters must be added to the //ServerName/arc400user/PreviewDunning/ folder on the ARC/400 server.  The names of the letters are determined from the above screen in the First Dunning Letter field, etc.  The suffix must be .html.  

The dunning notice can be sent from the assigned sales person.  Set the “Use sales name as FROM user” to Y (yes) to cause ARC/400 to do a sales assignment lookup to determine the Originator of each dunning e-mail.  If you do not want to use the assigned sales person OR the system can not determine the assigned sales person, the Originator of the e-mail will be determined using the “Default FROM User” as specified on the control screen.

  Invoicing

The following invoicing tasks are standard options within ARC/400:


Invoice Printing


Invoice Register


Pro forma Invoices


Invoice Search


Invoice Inquiry


Changing Invoice Dates, Due Dates and PO numbers


Change Invoiced Sales Assignment

  Invoice Printing 

An invoice is created as a result of an order being placed into the ARC/400 system.  The invoice can be created immediately after the shipment acknowledgment task (see 2-Phase Invoicing Option).  If the item is a bill-only, the invoice is created immediately after the next automatic or manual shipment scheduling cycle.  

When an invoice is created, it is available for search, display and other functions on the ARC/400 screens, even though it has not yet printed.  Printing occurs in one of the following three ways:

1.
Automatic Nightly Invoicing Cycle
Every night, all invoices which have not yet been printed are printed during the nightly processing cycle.

2.
Print Today's Invoices Menu Option
Selection of this option on the AR menu causes the printing of all invoices which have not yet printed.  Typically, this is invoices created that day.  These invoices will not print again during the nightly invoicing cycle.

3.
Re-printing Invoices
Any invoice can be re-printed immediately at any time.  This is done by using Invoice Search or AR Inquiry.  Use the option 6=Print_Inv on the list of invoices displayed.

The Company Control File has an option for suppressing the printing of invoices which result in a zero balance prior to any prepayment.  See the Company Control File maintenance procedures for more information.

Multiple copies of an invoice can be printed based upon the instructions given during order entry.  On the Order Header screen, you may specify up to 99 invoice copies to be printed.  The default value is located in the Company Control File.  See the Company Control File maintenance procedures for more information.  If the number of invoice copies is zero, no invoice will be printed.

  Invoice Printer

Invoices are printed on the printer based upon the sales division of the invoice.  The overall invoice printer default is located in the Company Control File, Accounting Parameters One.  This printer will be used unless a printer override is established for a sales division in the sales division table (040).  

The Print Today’s Invoices option on the Accounting menu provides the option to specify a printer where invoices should print for that request only.

Individual reprints of an invoice will be printed on the printer specified on the Invoice Search screen or the AR Inquiry screen.

  Invoice Forms

Invoices, credit memos and pro forma invoices are printed using either an electronic or a paper form.  The electronic form (called an overlay) will merge with the invoice text to create a nice looking invoice.  Also, the invoice can then be printed on plain paper without the need to change paper forms on the printer.

Note:  all faxing and e-mailing of invoices require an electronic form.

Changes to the format of the invoice require changes to the invoice print programs.  This may or may not require changes to the invoice form (paper or electronic).  Any program change requests should be made directly to Computer Analytics Consulting Group, Inc.

A sample invoice form is supplied upon request by Computer Analytics Consulting Group, Inc. on a diskette in Microsoft Word format.  Our supplied electronic forms are created using Microsoft Word, although other print layout software can also be used for creating electronic or paper forms.

  Invoice Batch Printing to a PDF Option

Invoice batches are printed to either a printer or to an e-mail address.  In the former case, the printer name is set in the Company Control File; invoices are printed in due course to this printer.  In the latter case, invoices are printed to a big PDF file and the PDF is e-mailed as an attachment to a user who is specified in the Company Control File or to a user specified in table 040, Sales Division table.

Creating the PDF may be desirable as it allows the user to easily file the PDF on the PC for easy retention for audit purposes.  It eliminates any necessary filing of a paper invoice.  The large PDF file will need to be printed for mailing to customers using Adobe Acrobat or other software.  

To set this feature, the person to receive the PDF file must be identified.  You specify this person’s user ID in the Company Control File, Accounting System parameters One screen if you want this person to receive PDF invoices for all sales divisions.  For a particular sales division, the user can be identified in the sales division table 040 for the division(s) that you wish to consider for this feature to override the value in the Company Control File.

Note: if both a printer and an e-mail user are entered then the email will take precedence.  

  Invoices can be E-Mailed Directly to Customers Instead of Printed

When an invoice is ready to print, it can be immediately directed to the customer via e-mail instead of printed for mailing.  This is meant to eliminate the mailing costs and to improve the service to your customer.   Note: this feature applies to the initial communication of an invoice to a customer; any re-print of an invoice can still be directed to a) printing, b) faxing, or c) e-mail.  

To initiate this feature, the Bill-To Contact must have the E-Mail Invoices flag set to Y in the Contact screen.  In addition, the contact must have an e-mail address on file.  

Following is a sample :
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The e-mail text is user configurable using the E-Mail Invoices Message Setup Screen.  This screen will identify the text that will be included in the email where the invoice will be attached as a PDF file.  The setup screen includes a sample text that can form the basis for your own text.  See the Company Control File, option 22.  

  Up    Dn               Send Electronic Mail Message        12:57:54  10/19/03 

                      Text for Customer Requested Invoices                      

   From: Computer Analytics_______ accounting@cacorp.com________________________
  Subject: Your Invoice from Computer Analytics____________________ WordWrap: Y 

    1  Thank you for your business!___________________________________________  

    2  _______________________________________________________________________  

    3  We at Computer Analytics do appreciate the trust you place in us as____  

    4  your supplier of training products.  Please do not hesitate to call____  

    5  upon us to answer any question or resolve any training difficulty;_____  

    6  that is why we are here!_______________________________________________  

    7  _______________________________________________________________________  

    8  This invoice will not be mailed; you should print and process this_____  

    9  invoice as you would any other invoice.  If you would like any_________  

   10  assistance with this, please reply to this email with your question____  

   11  or request.____________________________________________________________  

   12  _______________________________________________________________________+ 

                                              Exit    Cancel    Accept      

Note:  the e-mail is sent when the invoice batch would normally print.  This happens either a) during nightly processing, or b) upon request using the Print Today’s Invoices on the Accounting AR Menu.  Also, note that the e-mail request will not occur if the invoice is printed at Ship Point, or if the user requests a manual invoice print before the invoice batch is printed in due course.

  Invoice Types

Each invoice has one of the following invoice types:

RG
A regular invoice which was initiated by a shipment of goods.  Most invoices are regular invoices.

DB
A debit or bill-only invoice which was initiated by an order being entered into the system, although no shipped items were on the invoice.  

CM
A credit memo which is created through a process different from order entry.  However, an invoice is created which is usually negative and results in giving credit to a customer.

PF
A pro forma invoice which is not an actual invoice from an AR point of view and is not recorded on the system in any way.  It is for presentation purposes only to meet customer requirements.  Note: a pro forma invoice is the only invoice type that use its own numbering sequence.

CR
A credit invoice which is a bill-only invoice initiated by a credit order type being entered into the system, although no shipped items were on the invoice.  This type is not common as credit orders are not usual events.

SA
A sales adjustment invoice which is created to adjust a past invoice to change sales credit for the sales staff.  This invoice has no affect on overall sales.

FC
Finance Charge which is created by the finance charge screens explained in this chapter.

CV
Convenience Invoice for up-front invoicing for Monetary Plan orders.

MP
Regular invoice for shipped goods resulting from a Monetary Plan order.

RA
A credit invoice created through the RMA process.

IR
Incoming Royalty from an outside distributor of goods.

The invoice type has no affect on the action of the invoice.  It does not affect the numbering sequence of the invoice.  It is for documentation purposes only.
  Invoice Register

The invoice register is a report that is printed automatically every night and every month.  It includes all invoices and credit memos for the daily or monthly period involved.  

The invoice registers can be reprinted from the Reports menu. Option 31, Daily Invoice Register prints an invoice register for any specified day. Option 04, Monthly Invoice Register prints an invoice register for any specified fiscal month.

  2-Phase Invoicing Option

ARC/400 will create invoices immediately after a shipment is acknowledged in real time.  For customers that have multiple packing lists for one order, this feature will combine the multiple shipments into one invoice number for customer payment.  Reasons for doing this might be:

· you want multiple shipments to be combined into one invoice (shipped from multiple warehouse codes such as multiple logical warehouses within your physical warehouse , drop ship warehouses, shipped for multiple shipping methods, or multiple shipments for other reasons)

· you want small invoices to be delayed until it reaches a certain threshold.

· you need to make invoice adjustments after shipping, such as billing actual shipping charges when using a shipping interface that does not make this information available immediately.

Invoicing involves two steps.  The first step involved updating inventory and order information.  This is substantially non-financial activities to complete shipment recordkeeping.   The second step involves the creation of the invoice and financial matters.

Step one is ALWAYS performed immediately after shipping for all invoices.  Step two can be delayed.  If delayed, the invoice will combine all shipments, within a single order, that are ready to be invoiced.  

2-Phase invoicing is controlled in the Company Control File, Accounting Parameters One.  Use a ? in the field to set to one of the following values:

· Invoices Created Only for 100% Shipped Orders … any open item on the order will cause invoicing of the entire order to be delayed until completely shipped.  Multiple shipments pertaining to a single order will result in one invoice.

· Invoices Always Created Nightly … invoicing of shipments will always occur nightly for all shipments regardless of the status of the order.  Multiple shipments pertaining to a single order will result in one invoice.

· Invoices Always Created Monthly-fiscal month … invoicing is delay until an order is 100% shipped, except that all shipments will be invoiced at the month end regardless of the order’s shipping status.  Multiple shipments pertaining to a single order will result in one invoice.

· Invoice Created for Each Shipment as Shipped … invoices are created in real time immediately after a shipment is posted.  One invoice will contain the items for only one shipment.  This is the default.

· Invoices Always Created Weekly (Saturday) … invoicing is delay until an order is 100% shipped, except that all shipments will be invoiced at week end regardless of the order’s shipping status.  Multiple shipments pertaining to a single order will result in one invoice.

Note:  this feature does not change the fact that invoices are only created for shipped items.  This feature only controls when shipments will be invoiced.

  Pro Forma Invoices

A pro forma invoice is a document that looks like an invoice but is not recorded as an invoice to ARC/400.  These are usually created for presentation purposes for a customer requirement and are completely outside the computer system.

A common use of pro forma invoices is to provide a quotation to a customer prior to the commitment to any order.  The items are entered in order entry using a Quotation Type order.  The pro forma is printed and sent to the customer.  When accepted, the order must be converted to a Regular Type order, which is done with one function key.

Combining invoices into a pro forma invoice is often done when the customer requires one invoice document, and ARC/400 has created multiple due to multiple shipments or multiple warehouses in the order.  You provide a controlling invoice number which determines all of the header information on the pro forma invoice.  The line items only from the supporting invoices are included on the pro forma invoice.  Line numbers on such a pro forma invoice are not the same as the original invoices; these line numbers start with 1000 and are incremented by one thereafter.

All pro forma invoices have an invoice type of PF.

  Create Pro forma Invoice Request

A pro forma invoice is created by: 

· cloning information from an existing order.  

· cloning information from between one and six invoices.

· creating a new pro forma invoice without reference to any existing order or invoice.

When cloning, the pro forma copies information based upon the order or invoices selected and then allows the user to make additional changes.  When not cloning, the user must enter information from scratch including header and line information.

The pro forma request screen is as follows:

                     Create Pro forma Invoice Request       10:58:21   4/14/95 

          Order #: _______ Option: A           {select order number or          

                                                invoice(s) to be included       

                                                in pro forma invoice}           

          OR                                                                    

          Controlling Invoice: _______         {both header and lines are used} 

          Supporting Invoices: _______         {optional.. only lines are used} 

                               _______                                          

                               _______                                          

                               _______                                          

                               _______                                          

          OR


  Sales Division: ____

 Enter order number, or invoice number(s), or sales division to start new invoice                                                                                   

      OrderSearch    InvoiceSearch                        Exit    Accept      

Function Key or Pushbutton Options for the Create Pro forma Invoice Request screen

	
	F3=Exit returns to a previous screen.

	
	F6=Accept accepts information to create a pro forma invoice.

	
	F8=Order_Search initiates an order search (see Order Search and List Screen section of chapter 6).

	
	F10=Invoice_Search initiates an invoice search (see Invoice Search section of this chapter).


Order Selection

If you choose an order as the “template” for the pro forma invoice, enter the order number or OrderSearch to initiate a search of existing orders.  When an order is selected, choose one of the following three options:  “A” to select ALL lines and quantities from the order; “N” to select only the not shipped lines and quantities; and “S” to select only the shipped lines and quantities.

Invoice Selection

If an invoice is selected as the “template” for the pro forma invoice, enter the invoice number or InvoiceSearch to initiate a search of existing, real invoices. Select up to 6 invoices which will be merged into one pro forma invoice.  The first invoice determines the header information for the invoice such as the “bill-to” customer and PO number.  The line items from the remaining invoices are copied to the line items on the pro forma invoice.  Note that the invoices selected may be completely unrelated such as different sold to customers, etc.  Header information is taken from the controlling invoice and line information is taken from all invoices.

                      Create Pro forma Invoice Request      14:16:20   8/14/96 

 Inv:  ______6 Bill-To: __10071 __1  Ship-To: __10071 __1  Sold-To: __10071 __1 

 Route: COSENTINO_ Date: 06/07/95 PO#: _______________ Terms: 30NT  Rep_#: ____ 

                                                           Printer: PRT01_____  

   2=Product_Inquiry   4=Delete   6=Product_Search   7=Pricing                  

Sel  Type  Qty  Product                                     Price      Amount   

 _    SL ____1 THE LEADERSHIP ALLIANCE (64 MINUTES)____ ___895.00      895.00   

  0000400 __ VHS  ________________________________________                         

 _    SL ____1 RESEARCH SERVICE________________________ ___100.00      100.00   

  0000500 __      ________________________________________                         

 Header Comment:                                                                
 ______________________________________________________  Shipping  ______ 7.00  

 ______________________________________________________  Shipping         1.50  

 ______________________________________________________  Handling          .00  

                                                              Tax        59.77  

  Bill-To _____________________________              Grand Total:     1,060.27  

    Attn: _____________________________                                         

  New Line       Bill-To          ShipTo    SoldTo    Exit    Accept         

Selection Options for the Create Pro forma Invoice Request screen

	
	2=Product_Inquiry displays information about this product (see the Product Title Screen section in Chapter 4).

	
	4=Delete deletes this line from the order.

	
	6=Product_Search initiates a product search (see the Product Search and List Screens section in Chapter 4).

	
	7=Pricing  displays pricing information about this title (see the List Price Inquiry section in Chapter 12).


Function Key or Pushbutton Options for the Create Pro forma Invoice Request screen

	
	F3=Exit returns to a previous screen.

	
	F6=Accept accepts the screen information for a pro-forma invoice.

	
	F10=New_Line allows a new detail line to be added to the pro-forma invoice.

	
	F20=Bill-To initiates a customer search for the bill-to customer (see the Search and List Screens section of Chapter 3).

	
	F21=Ship-To initiates a customer search for the ship-to customer (see the Search and List Screens section of Chapter 3).

	
	F22=Sold-To initiates a customer search for the sold-to customer (see the Search and List Screens section of Chapter 3).


Once the screen is accepted by pressing Accept, the invoice will be available for later change, review, faxing and printing via the Pro forma Invoice Search.  

Bill-To

You may specify the bill-to location and contact number or you may press Bill-To for a search.

Ship-To

You may specify the ship-to location and contact number or you may press ShipTo for a search.

Sold-To

You may specify the sold-to location and contact number or you may press SoldTo for a search.

Route

Enter any User ID for a routing code.  This is printed on the top of the invoice for routing to this person prior to mailing.

Date

Specify an invoice date.

PO#

Specify a PO number depending upon your customer’s needs.

Terms

The AR terms code which causes the payment terms text to be printed on the invoice.  Use a “?” for a list of valid terms codes.

Rep #

The sales person number, which is optional.  If specified, the sales person message printed on all invoices is printed; otherwise, it does not.

Printer

The printer queue to be used for any pro forma invoice print requests.

Line Items

There is one line item on the pro forma invoice for each line in any cloned order or invoice.  If no order or invoice was selected on the initial pro forma invoice create screen, no lines are displayed.  Use New Line to create as many new lines as is required.

A line may be deleted from the invoice by using selection option 4 or by changing the quantity to zero.  Additional lines may be added by pressing New Line..

Virtually any field on any detail line may be changed.  Enter any new line type, quantity, product name (two lines for the name), unit price, and product number.  The Amount fields are calculated.  In addition, changes to line items cause the total lines to be changed as well.

Header Comment

Specify any header comment to be printed on the invoice.  If specified, the comment is printed before any lines on the invoice.  Up to three lines may be specified.

Bill-To Attention

Two attention lines may be specified which replace the contact name, title and dept/mail drop on the printed invoice.

Shipping Fees, Shipping Fees 2, Handling, and Taxes

These fields are automatically calculated based upon the information available in the order or invoices selected.  These may be manually entered by the user as well, but if so, no additional automatic calculation will take place.

  Pro forma Invoice Search

                     Pro forma Invoice Search & List         14:45:27   8/14/96 

 Invoice #: _______ Date range: ________ to 05/01/95                            

 Customer #: Bill_To: __10072  Customer PO # _______________                    

 Printer: PRT01                                                                 

 2=Order  3=Display  4=Delete  5=AR  6=Print  7=Fax  8=Change  9=Clone  E=E-Mail

Sel Inv_#  Tp Inv_Date  Bill_To_Customer           Cust_PO         Invoice Amt  

 _        5 PF 05/01/95 Fox Instrument Co.        9393939               735.27  

                           Ord:     307      Sd   10072 Sh   10072 Bl   10072   

 _        9 PF 04/14/95 Fox Instrument Co.        KDKDKDKD               53.00  

                           Ord:     323      Sd   10072 Sh   10072 Bl   10072   

 _        8 PF 04/14/95 Fox Instrument Co.        KDKDKDKD               53.00  

                           Ord:     323      Sd   10072 Sh   10072 Bl   10072   

 _        3 PF 01/26/95 Fox Instrument Co.                              439.65  

                           Ord:     308      Sd   10072 Sh   10072 Bl   10072   

 _        1 PF 01/02/95 Fox Instrument Co.                            1,897.40  

                           Ord:     290      Sd   10072 Sh   10072 Bl   10072   

  Clear    Create PF    Bill-To Search    Fold        Exit    Cancel          

Selection Options for the Pro forma Invoice Search screen

	
	2=Order_Inq displays information about this order (see the Order Processing List Screen section in Chapter 6).

	
	3=Display displays information about this pro forma invoice (see the Invoice Inquiry section in this chapter).

	
	4=Delete deletes this line from the order.

	
	5=AR initiates an A/R search for this bill-to customer (see the AR Search and Inquiry section in this chapter).

	
	6=Print prints the pro forma invoice.

	
	7=Fax initiates faxing the  pro forma invoice.

	
	8=Change allows the user to change information on this pro forma invoice (see the Create Pro forma Invoice Request section in this chapter).

	
	9=Clone clones the information on this pro forma invoice (see the Create Pro forma Invoice Request section in this chapter).

	
	E=E-mail will create an e-mail with the printed Pro Forma Invoice as an attachment. 


Function Key or Pushbutton Options for the Pro forma Invoice Search screen

	
	F3=Exit returns to a previous screen.

	
	F5=Refresh refreshes the information displayed for this invoice.

	
	F8=Create_PF allows the user to enter a new pro-forma invoice.

	
	F20=Bill-To Search initiates a customer search for the bill-to customer (see the Search and List Screens section of Chapter 3).

	
	F11=Fold toggles between a one-line and a two-line display of each pro-forma invoice.

	
	F12=Cancel returns to a previous screen.


The pro forma search operates like all other searches in the ARC/400 system.  Specify the selection criteria and press the enter key.  Once a list is displayed, a variety of options are available.  Use 3 to display, 4 to delete, 6 to print, 7 to fax, 8 to change and 9 to clone the pro forma and create a new one.  Create PF will display the create pro forma screen.

  Invoice Search

Invoice search obtains a list of invoices based upon some selection criteria.  With the list, various options can be taken.

                             Invoice Search & List           12:43:24  10/24/94 

 Invoice #: _______ Date range: ________ to ________ Customer PO _______________  

 Sold_To: _______ Bill_To: __10072 Ship_To: _______      Xref_PO _______________

 Sales_Div: ____ Rep: _____ Order #: _______ Inv_Type: __   Printer: PRT01_____ 

1=Select   2=Order   3=Invoice   4=Shipment   5=AR   6=Print   7=Fax   8=E-Mail

Sel Inv_#  Tp Inv_Date  Bill_To_Customer              Cust_PO      Invoice Amt  

 _    2094 CM 10/24/94 Fox Instrument Co.                             -879.30

 _    2093 RG 10/21/94 Fox Instrument Co.                              101.60 

 _    2092 RG 10/19/94 Fox Instrument Co.                              745.27 

 _    2091 DB 10/11/94 Fox Instrument Co.                              471.70 

 _    2090 RG 10/11/94 Fox Instrument Co.                               58.05 

 _    2085 CM 09/20/93 Fox Instrument Co.             AH8893           -53.00

 _    2084 RG 09/20/93 Fox Instrument Co.                              879.30 

 _    2083 RG 09/20/93 Fox Instrument Co.                              207.50 

 _    2078 RG 05/12/93 Fox Instrument Co.                                 .00 

 _    2072 CM 01/25/93 Fox Instrument Co.             AH8893          -814.70

 _    2071 RG 10/02/92 Fox Instrument Co.                                8.57 

 _    2068 CM 09/14/92 Fox Instrument Co.             AH8893           -89.57

 _    2067 DB 09/14/92 Fox Instrument Co.             AH8893           904.27 

 _    2066 RG 09/14/92 Fox Instrument Co.             AH8893            53.00   

  Clear    Bill-2 Search    Fold              Exit    Cancel                    

Both the Customer (end user) PO number and the Xref (distributor) PO number support generic searching.  Enter a partial entry with an * asterisk at the end.  All items with a PO that begin with your entered text will be displayed.

The Invoice Type value can be a set of values.  Enter a ? question mark into the Invoice Type field.  Make multiple selections and press Accept.  The Invoice Type field will display “##” so you know that there are multiple values selected.  Use the question mark again to review your list of invoice types.  The invoice list will only contain entries that are in the list of invoice types.

Selection Options for the Invoice Search screen

	
	1=Select selects this invoice for use.

	
	2=Order displays information about this order (see the Order Processing List Screen section in Chapter 6).

	
	3=Invoice displays information about this invoice (see the Invoice Inquiry section in this chapter).

	
	4=Shipment displays shipment information for this invoice (see the Product Acknowledgment Screen in Chapter 9).

	
	5=AR initiates an A/R search for this bill-to customer (see the AR Search and Inquiry section in this chapter).

	
	6=Print prints the invoice.

	
	7=Fax initiates faxing the invoice.  The invoice will be faxed to the Bill-To customer unless the search uses the Sold-To selection criteria, in which case the invoice will be faxed to the Sold-To customer.

	
	8=Email creates an e-mail with the printed invoice included as an attachment.  Select multiple invoices; press the Send button.


Function Key or Pushbutton Options for the Invoice Search screen

	
	F3=Exit returns to a previous screen.

	
	F5=Refresh refreshes the information displayed for this invoice.

	
	F20=Bill_To Search initiates a customer search for the bill-to customer (see the Search and List Screens section of Chapter 3).

	
	F11=Fold toggles between a one-line and a two-line display of each invoice.

	
	F12=Cancel returns to a previous screen.


Invoice Inquiry

The invoice inquiry function displays on a screen all the pertinent information relating to an invoice.  It is not in the same format as the printed invoice, but it contains the same and more information.  

                                Invoice Inquiry              12:47:31  10/24/94 

Invoice #: RG    2084                             Bill_To:   10072              

 Inv_Date: 09/20/93      Inv_Amt:       879.30  Ms. Barbara Burton              

Ship_Date: 09/20/93       Credit:       100.30  High Tech Division              

    Order:     298        AR Bal:       779.30  Fox Instrument Co.              

 Ord_Date: 09/20/93        Sales: MAIN   25     245 W. Roosevelt Road, Bldg 1   

     PO #: R93993           Ship: 001  UPS      West Chicago IL 60188   

   Xref #: XX934            Trk#: Z100029499932

Sel Lin Tp Product_Name                             Unit_Amt   Qty  Line_Total  

 _    9 CP QUALITY THROUGH PEOPLE / IN SEARCH OF #1    410.00     1      410.00 

   0000601    VHS  Rep:   25                                          

 _   10 CP QUALITY THROUGH SYSTEMS/ IN SEARCH OF #2    410.00     1      410.00 

   0000602    VHS  Rep:   25                                          
 _   11 SL IN SEARCH OF QUALITY SERIES WORKBOOK           .00     9         .00 

   0000603    WRKB Rep:   25                                                    

 _   12 SN SUNDRY WAREHOUSE ITEM                          .00     1         .00 

                   Rep:   25

    1=Select 2=Product  3=Annotations  4=Comments  5=Order  Order    Addresses 

  Totals    Boxes    Bill-To    Comments    Exit    Cancel    Shipment    
The invoice inquiry screen will display all items on the invoice.  In addition, if the item has been returned then the return reason and the return date are displayed in red.  If the item has been credited using Credit Memo then the credit amount is also displayed in red.

For invoices created using a foreign currency, the currency will be displayed at the top of the screen.  From the Totals window, the invoice can either be displayed using the foreign currency or the home currency.

Selection Options for the ARC/400 Invoice Inquiry screen

	
	1=Select returns the invoice line to any previous function that requires the invoice line.

	
	2=Product displays the Product Title Master screen for this product (see the Product Title Screen section of chapter 4).

	
	3=Annotations displays the Product Annotations screen for this product (see the Product Annotations Screen section of chapter 4).

	
	4=Comments displays comments for this order.

	
	5=Order displays the order line item screen.


Function Key or Pushbutton Options for the ARC/400 Invoice Inquiry screen

	
	F3=Exit returns to a previous screen.

	
	F6=Shipment displays the Product Acknowledgement screen (see the Product Acknowledgement Screen section of chapter 9).  

	
	F7=Order displays the Order Processing List screen (see the Order Processing List Screen section of chapter 6).

	
	F9=Addresses displays the Order Addresses screen to view the full details of the Sold-To, Bill-To and Ship-To address used for this invoice.

	
	F10=Totals displays a breakdown of the totals for this invoice.

	
	F15=Boxes displays the multiple box screen to view multiple tracking numbers, if any, for this invoice.

	
	F12=Cancel returns to a previous screen.

	
	F20=Bill_To displays the bill-to customer location. 

	
	F24=Comments displays comments for this order.


Changing Invoice Dates, Due Dates and PO numbers

Invoice dates, Due Dates and Customer PO Numbers can be changed for existing invoices.  The invoice must have been created, although they may not necessarily have been printed.  These changes may be made via option 22 on the AR menu.

                   Invoice_Date/Due_Date/PO# Change Request  12:49:20  10/24/94 

                            Invoice #: ___2084                                  

        Change Invoice Date From: 09/20/93  To ________    leave blank for      

            Change Due Date From: 10/20/93  To ________       no change         

        Change Customer PO# From: AG83883      To ____________                 

                            Tp: RG  Amt:       879.30                           

             Sold_To:   10072 Fox Instrument Co.                                

                              West Chicago         IL 60188                     

          Note: Invoice date change does not affect Sales Credit Period         

                or AR Aging                                                     

  Invoice Inquiry                            Exit    Cancel    Accept      

Function Key or Pushbutton Options for the Invoice_Date/Due_Date/PO# Change Request screen

	
	F3=Exit returns to a previous screen.

	
	F6=Accept accepts the changes as displayed on the screen.  

	
	F12=Cancel returns to a previous screen.

	
	F20=Invoice_Inquiry displays invoice information for this invoice (see the Invoice Inquiry section in this chapter). 


Enter the invoice number that you are interested in changing.  Various information is displayed with the option to change the above data.  The old values are presented, along with space for entering the new values.  

Appropriate information is changed when accepted.  The new information will be used when performing a invoice search or other invoice function.  

A due date change will affect the AR Aging report.  Past period reporting may be necessary to affect the correct report.  The aging information on the AR Credit Management Statistics screen will be updated during the next AR Statistics run which is controlled in the Company Control File.  

Any changes to invoice dates will not affect the sales credit period or the AR Aging.  

  Change Invoiced Sales Assignment

The sales assignment credit can be changed for existing invoices.  The invoice must have been created, although not necessarily printed yet.  This function is accomplished using option 25 on the AR menu.

                        Correct Invoiced Sales Assignment      16:54:26  12/15/98 

                          Invoice: ___2084       (required field)               

                             Line: ___9          (blanks = all lines on invoice)

   New First Sales Rep: __25 Cosentino, Jay                 (blanks = no change)

      Second Sales Rep: ____                                                    

  First Rep Percentage: _____ %                                                 

        Commissionable: _                                   (blanks = no change)

  Invoice Details:  Date: 09/20/93  Cust:   10072 Fox Instrument Co.            

                    Type: RG  Total Sales:       820.00   Credits:       820.00 

     Line Details:  Product: 0000601    VHS   Qty:     1  Returned Qty:     0   

                             QUALITY THROUGH PEOPLE / IN SEARCH OF #1           

              Sales $:     410.00   Comm. $:     410.00   Credit $:     410.00  

         Current Sales Assignment: BUSN   25           Commissionable: Y        

                                               Exit    Cancel    Accept      

Function Key or Pushbutton Options for the Correct Invoiced Sales Assignment screen

	
	F3=Exit returns to a previous screen.

	
	F6=Accept accepts the changes as displayed on the screen.  

	
	F12=Cancel returns to a previous screen.


Specify the invoice number that needs sales assignment change.  Press enter and invoice information is displayed.  

If one line must be changed, specify that one line number.  If all lines on the invoice must be changed, leave the line value blank.  A blank line value causes the changes to be updated on all lines.

Specify the new sales person number.  If a commission split needs to be entered, put both of the sales reps into their appropriate field and the sales split percentage.

The commissionable flag can be changed to "Y" or "N".  Leave blanks for no change.

This function does not change the history of the invoices which have been created so no past fiscal period information will change.  New adjusting invoice and history is created with a new invoice number affecting the current fiscal period.  Sales credit is backed out of the previous sales rep and then added back with the new information.  

These changes do not affect booking data in any sales report or screen.  However, these changes do affect current period invoiced sales and thus are reflected in all reports and screens with this information.  The net sum of all sales assignment adjusting entries is always zero, although one rep or another may have positive or negative sales figures.

The invoice history created with this function has an invoice type of SA (for sales adjustment) and each line has a line type of SA.  

  Sales Assignment Invoices Changing Original Invoice

There are two schools of thought on this item so a new switch allows you to elect which way to process Sales Assignment Changes.

A sales assignment change is used to correct a sales assignment on an invoice.  Because the change might apply to a different fiscal period than the original invoice, ARC/400 creates a new, current period SA invoice to make the sales assignment adjustment  [a net zero invoice where monies are removed from an old sales person and added to a new sales person].

There are two different approaches to how the original invoice ought to or ought not to change.  

· Approach 1 is to not change the original invoice because one should not change history.  The original invoice remains assigned to the original sales person.  

· Approach 2 is to change the original invoice so it shows the new sales person on the old invoice.  This school of thought figures that if the original invoice is wrong then it should be changed to accurate values.   

You determine which approach in the Company Control File, Accounting Parameters 1.  Set the “SA Invoices Change Original Invoice” to Y or N.  No is the default.

  Backing Out an Invoiced Sales Assignment Change

If you make a mistake and want to reverse a sales assignment, use the following procedure.

A sales assignment change will create a series of line items onto an SA invoice type with two line items created on the SA invoice for each line on the original invoice.  The first of these two lines will be a negative amount to take the sales credit away from the old rep(s).  The second of these two will be a positive amount to give the sales credit to the new rep(s).  

To back out a invoiced sales assignment change, one must adjust ONLY the second of the two lines created for each original changed line item.  For example, if a two line invoice is changed from sales rep 1 to sales rep 2 then four lines will be created on the SA invoice.  

First, enter the SA invoice number and line number 2 on the Correct Invoiced Sales Assignment screen.  Enter the same sales rep(s) from line number 1.  Accept this to create part one of the backed out sales assignment.

Second, do the same with line number 4 and enter the sales rep from line number 3.  Accept this to create part two of the backed out sales assignment.  If there were more lines, continue this process until done.

  Credit Balance Invoices are Treated as Prepayments

When an invoice is created, ARC/400 tries to determine if a prepayment has been made to the same order number as the invoice being created.  If a prepayment exists, the appropriate amount of the prepayment will be applied to the invoice.  The invoice includes text acknowledging the prepayment which is reflected in the total amount owed on the invoice.

In addition to an explicit prepayment, ARC/400 treats any credit balance invoice as a prepayment.  When the invoice is created, if any open invoice has a credit balance AND the order number is the same, the credit balance is applied against the new invoice.  The printed invoice has the same prepayment text as an explicit prepayment.

The advantage of this approach is that any paid amounts can be applied to an invoice even if the amount paid is greater than the invoice amount.  When additional items ship and another invoice is generated, the original payment will be applied to the new invoice.

  Credit Card and Prepayment Options

  Credit Card Processing Overview

Credit cards are issues by banks to give instant credit to their customers.  A bank will use a credit card processing network to pre-process and route transactions.  A merchant will use the network as required by the bank.  
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You, as a merchant, will process your transactions by using hardware, software, or procedures as set up and approved by the processing network and bank.  For example, you may swipe a credit card with POS hardware which initiates a telephone call to a processing network to obtain the authorization.

At the end of a day, each merchant will “settle” transactions for the day.  This settlement process gives the merchant one last chance to change a transaction before updating the customer’s account and the merchant’s account.

Each credit card transaction goes through three stages before money is actually transferred:  These are:

· Authorization
Approval by, or on behalf of, the card issuer to validate a transaction for a merchant or another affiliate bank.  An authorization indicates only the availability of the card member’s credit limit at the time the authorization is requested.

· Capture
An action in which an electronic credit card sale transaction is submitted for financial settlement.  Authorized credit card sales must be captured and settled in order for a Merchant to receive credit for their sales and a cardholder’s account to be debited/credited. 

· Settlement
The process by which members exchange financial data and value resulting from sales transactions, cash disbursements, or merchandise credits, which are ultimately billed to the cardholder's account.

A sale and deposit is the type of transaction that occurs when one uses a credit card at a retail store.  The one act of authorization and the assignment of an authorization number consists of both the Authorization and the Capture steps.  

For mail orders and other transactions where the customer is not physically given the goods at the time of purchase, the merchant would issue an AO (Authorize Only) when the order is taken.  This does not create any liability for the customer.  It merely validates the card and the account balance.  When processed through the network, an authorization number is assigned.  Later, when the ordered items are eventually shipped (could be multiple shipments over several days), the PA (Post Authorization) is processed for each shipment to “capture” the funds.

There are only a few basic transaction types.  The valid types in credit card processing are:

· AO Authorize Only.  This is used for Mail Order/Telephone Order situations where the initial request merely authorizes the card and verifies sufficient available credit.  It is typically followed up with one or more PA Post Authorization transactions during invoicing.

· NA
Sale and Deposit (also called Normal Authorization).  This is used when the card needs to be settled immediately such as when the items have already been delivered or invoiced to the customer.

· VD Void.  Any credit card transaction can be voided if either a) it has not been captured, or b) the capture has taken place today.  To void an older, captured transaction, use a CR credit request.

· CR 
Credit/Return.  This is used if it is too late to void a transaction or if the account needs to be otherwise credited.  Simply enter a negative number in the amount field to create the CR entry.  

· PA
Post Authorization.  Use this transaction if you received an authorization number from your bank over the telephone.  ARC/400 will also use a PA transaction during invoicing to match against a previous AO request.

  Components of ARC/400 Credit Card Processing

ARC/400 manages credit card transactions so it can be very easy for you to process credit cards for your business.  To enter a credit card transaction, all you really need to know is the credit card number and the expiration date.  No special training is necessary because ARC/400 does much behind the scenes to make it easy.

First, you need to initiate a credit card relationship with a bank that supports your type of business.  Your selection of a bank may be limited by the degree of automation that you wish to achieve and the processing networks supported by your bank.  Some banks and processing networks will support certain credit card software; others may not.  

ARC/400 can optionally work with external credit card software; examples of supported software are presented later.  With credit card software, there is no need to obtain authorizations or other manual steps to complete the credit card transaction.  

If you do not use credit card software, processing credit cards with ARC/400 is still very easy.  You will need to obtain the credit card authorization using a POS device or as otherwise directed by your bank and processing network.  Please note that any feature described in this document which refers to “credit card software” is only available to you if you are using supported credit card software.

  ARC/400 Processes Credit Cards in One of Two Ways

· Manual
This method requires the user to obtain authorization via phone or other means outside of ARC/400.

· For manual processing, someone needs to use a POS device or call the credit card company to obtain the authorization number.  This may be done by a central accounting person at the end of the day or otherwise as determined by you.  

· Immediate
This method requires supported credit card software.  The authorization is performed by ARC/400 with an authorization (or denial) provided just seconds after the request.

· For immediate processing, the transaction is communicated to the credit card network at once.  Depending upon the selected software, this may take from 2 to 15 seconds to complete.  This method requires no human effort beyond the initial entry to complete the transaction.  

The major differences among these two methods are a) the timing of the authorization, and b) who does the authorization.  Otherwise, all are processed identically.

  Administrative Tasks

The major administrative task is working with Manual credit card requests.  This is true even if you do most processing using the Immediate method with credit card software.  The Immediate method will transform any requests with errors (card denials, network down, expiration date problem, etc.) into Manual requests requiring review and determination.

                          Credit Card Transactions           17:33:12   6/23/03 

 Date range: ________ to 06/23/03  Bill-To: _______  Order: _______             

      Scope: MANUAL PD  Pending Manual Credit Card Transactions Only            

 1=View_Details  2=New_Entry  4=Void  6=Manual_Authorization                    

 8=Re-Try_Now                     O=Order  C=Customer                           

Sel Bill-To Customer         Date     BMI Type Order  CardType   Card Amount    

 _ Compen Rat Inspec Res     06/23/03  M   NA    2614 MSTR CRD         75.00    

   Status: Manual Request Authorized:           .00  Captured:           .00    

 _ Camp Fire Boys & Girls    06/23/03  M   NA    2615 MSTR CRD        200.00    

   Status: Manual Request Authorized:           .00  Captured:           .00    

 _ Backyard Burgers          06/23/03  M   NA    2616 MSTR CRD        250.00    

   Status: Manual Request Authorized:           .00  Captured:           .00    

    Clear                     Fold              Exit    Cancel              

Use the Credit Card Transaction Search screen on the AR Menu.  This screen operates like all other Search screens in ARC/400.  There is selection criteria for you to find the items of most interest.  

The Scope field allows usage of one of several filters to display the items that need to be reviewed.  The most common scope MANUAL PD will display only the manual items with pending action.  This includes all manual requests and all other requests with errors.

Use the list selection options for a variety of review and action purposes:

· 1=View_Details  
Displays the transaction details, such as:


  Credit Card and Prepayment Transaction Detail 

   Card:   5424xxxxxxxx5038                     

           MSTR CRD 06/20/03 11:11 AM           

   Status: Authorization Approved               

   Requested Amount:             25.00          

   Authorized Amount:            25.00          

   Captured Amount:              25.00          

   Discount:                       .00          

   Authorization:        830933                 

   Expiration:           05/31/05               

   Name.... Tom Wilson                                 

   Address. 1293 Main Street                                

   Zip..... 60601                               

   Verify Text:                                          

   Invoice: I1491                  Trans: NA
   Sequence: 2890              Proc Type: I     

            Return                              
· 2=New_Entry  
Displays the same window as is displayed in Order Entry.  One can use this option to add new entries to an order.

· 4=Void  
Attempts to void the entire transaction.  Note that a captured amount can only be voided on the same day of entry.  Afterwards, a credit/return transaction is required.


             CONFIRM VOID REQUEST             

           Press Confirm to Continue          

               with Void Request              

        Cancel    Confirm                     

· 6=Manual_Authorization         Manual authorization is used to enter the authorization number after obtaining the authorization number outside of ARC/400.  This is typically done via a phone call to the processing network.


       Manual Authorization for Order 2760            

            Status: Manual Authorization                

              Type: Sale and Deposit                    

            Amount: 10.00                               

           Account: 4427862641604697                    

        Expiration: 12/31/05                            

         Card Type: VISA                                

         CVV2/CVC2: 123                                 

     Name of Payee: Joe Smith                      

  Address of Payee: 8484 South Ct.               

          Zip/Post: 60048                               

        Hold Order: Y                                   

  Apply to Invoice: _______ leave blank for oldest      

  Enter Authorization and Press Confirm  ______               

        Return    Confirm    Release Hold Only          


Manual Authorization Notes

For PA Post Authorizations, these are transactions that were requested during Invoicing; the Status will display as Manual Authorization.  The displayed authorization number will be the same authorization number as in the corresponding AO transaction.  You need to manually authorize this transaction using the displayed authorization number. 

For Pre-authorized Batch OE transactions, the Status will display as 
External Authorization Done if the external system has already authorized the transaction.  
External Authorization Errors if the external system has already authorized the transaction, but ARC/400 has determined that there are errors.  

All such requests must still be confirmed as an Manual request, but no manual authorization with the credit card network is required.  The pre-established authorization number will display in the authorization field.

For Batch OE transactions with no pre-authorization, the Status will display as 
Manual Authorization if no errors are detected, 
Manual Authorization Errors if errors are detected  

Since the authorization number is blank then there is no pre-authorization so the transaction will need manual authorization.

· 8=Re-Try_Now  This is used to re-try a credit card authorization. This may be needed once a credit card attempt fails because of a network problem. 

· O=Order  C=Customer  
These allow the display of the order and the display of the customer location screen.

All items in the Manual Pending list will need to be cleared at least every day if not more often.  Manual entries pending can hold up the shipment of goods until cleared so it is best to clear these periodically throughout the day.

  Settlement Tasks

Settlement can take different forms depending upon the credit card software and the rules of your bank.  

In some cases, the bank will automatically settle your account nightly.  In other cases, you can use options in your credit card software to automatically settle your account nightly.  However done, it is important to settle nightly; ARC/400 assumes that you have determined the proper settlement procedure for your organization and you are completing the procedure regularly.

  Finding Credit Cards on System  (Credit Card Lookup)

Some bank reports will provide only the first 4 and last 4 numbers for the credit card making it difficult to find the customer on the data base.  To assist, ARC/400 provides a Credit Card Lookup on screen function which searches for credit card matches and displays for you.

                                 Select Records                                 

 Type comparisons, press Enter.  Specify OR to start each new group.            

   Tests:  EQ, NE, LE, GE, LT, GT, RANGE, LIST, LIKE, IS, ISNOT...              

 AND/OR  Field             Test   Value (Field, Number, 'Characters', or ...)   

         CCCRD#            LIKE   '4427%'                                       

  AND    CCCRD#            LIKE   '%9999 %'                                     

                                                                        Bottom  

 Field           Text                                                  Len  Dec 

 CCCUS#          Customer Number                                         7    0 

 CCCON#          Contact Sequence Number                                 3    0 

 CCCRDT          CREDIT CARD TYPE                                        8      

 CCCRD#          CREDIT CARD NUMBER                                     30      

 CCCRDN          CREDIT CARD NAME ON CARD                               35      

                                                                       More...  

 F3=Exit        F9=Insert         F11=Display names only    F12=Cancel          

 F18=Files      F19=Next group    F20=Reorganize            F24=More keys       

                                                 (C) COPYRIGHT IBM CORP. 1988   
Replace the 4 numbers on the first selection line (4427 in this case) with your first 4 numbers.  Replace the 9999 with your last 4 numbers.  Leave all % symbols and other entries alone.  Press ENTER  The report will show the customer number, the contact number, the card type, the credit card number, and the name on the card.

  Treatment in AR

All advanced credit card processing affects AR automatically; there is no manual entry into any AR screen.  When money is captured, it is automatically added to AR.  When voided, it is automatically subtracted from AR.  

When a new credit card payment is added to AR, ARC/400 will first determine if there are any previously open invoices for the order.  If so, ARC/400 applies the amount to pay those invoices.  Once all open invoices are cleared, any remaining money, if any, is entered into AR as an On-Account item.  An On-Account payment is viewed in AR similar to any invoice except there is no invoice number and the type is OA.  

When ARC/400 creates an invoice, the system will attempt to apply open credits for the order (including all payments) to that invoice.  Once all open credits are applied, ARC/400 will look for any authorized Authorize Only requests.  If found, a Post Authorization request is prepared to pay the invoice.  

All money added to AR will be applied to a special AR batch.  Everyday, a new AR batch is created.  This batch can not be changed by users, but the batch can be viewed and can be printed.  This AR batch should balance with the settlement amount for the day.  A new batch type of T is used for these special credit card batches.  See the Cash Entry & AR Batch Control on the AR menu.

ARC/400 will never use funds from one order to affect the funds in another order.  Therefore, if the customer is paying invoices spanning multiple orders, one should either a) accept one credit card payment per order, or b) accept one large credit card payment and then use the AR screens to distribute the money to multiple orders using the Balance feature.

  AR Discounts

The credit card entry screen allows the user to enter an AR Discount, such as a pre-payment discount, along with a credit card transaction,.  This is treated as an AR Discount, so it does not affect sales figures, commissions and royalties.  It is the same as if a Discount were entered in the AR Cash Entry screen.

When a credit card is entered along with an AR Discount, the discount is added to AR only when the last of or the entire credit card is captured and added to AR.  If the credit card is only partially added to AR (such as if the credit card request was larger than the invoice amount) then the discount will not be applied until the last bit of the credit card is captured and added to AR.

If there is any attempt to VOID a credit card transaction, the discount is always voided, even if the underlying credit card amount could not be voided.  Normally, a void will always remove the amount that has yet to be captured in AR and the amount which is captured on that day.  Older captured amounts typically need a Credit/Return transaction to complete.  But, even in this last case, the attempt to void the transaction will always void the discount amount.

A discount is not allowed for Credit/Return transactions.  An error will be displayed.

This is an option that may not be suitable for all users.  To restrict this option to the Credit Card Transaction screen in AR, see the credit card setup screen for this restriction option.

  Taking Credit Cards to Pay Existing Invoices

It is easy to use ARC/400 to take a customer credit card to pay an existing order balance.  Simply find the order using Order Search.  Display the order and click on Payment.  The open order plus the AR balance amount will be displayed.  Enter the appropriate information and post for payment.   

  Batch Order Entry

Batch order entry is used for Internet orders and other orders which are entered automatically from a spreadsheet or other means.

Because of the varieties of ways in which credit cards could be processed, contact Computer Analytics for more details.

  Foreign Currency

All foreign currency orders do support credit card payments.  All money entered into the Payment screens are denominated in the same currency as the order; the currency is displayed.

It is always assumed that all billing of credit cards will be presented to the bank and the credit card software in the home currency.  Therefore, a CND$100 order for a US company will be paid with a USD$65 credit card payment (depending upon the exchange rate).  Regardless of the user’s credit card bank, all currency fluctuations are calculated by the credit card network and bank.  

  Supported Credit Card Software

Currently, the credit card software products supported are:  PC Authorize and Web Authorize (products of First Data Merchant Services Corporation), viaWarp (a product of Nova Information Systems), VSP Direct (a product of Protx) and LinkPoint (a product of First Data Corporation).  

  Internet Generated Orders

All internet generated orders via ARC/400 use the Batch Order Entry (BOE) processing.  You should check with your Bank to determine any special requirements for Internet Credit Card processing.  See the appropriate item above for more details.

  Obtaining Best Rates for Credit Card Processing

Where possible, ARC/400 provides the information for you to obtain the best rates for credit card processing.  This is done by providing certain best rate information.  This includes the invoice number, the sales tax, and the shipping charges.  In addition, the CVV2/CVC2 and AVS are also used.

  Possible Date Issue with MOTO Support

It is useful to match the dates between ARC/400 AR Payments and your Credit Card Batches.  There can be date differences between ARC/400 and your Credit Card Batches under certain circumstances which may or may not be easily reconciled manually.  For example, ARC/400 may post the payment on the 10th of the month while the credit card software posts the credit card on the 11th of the month.  

The issue is that ARC/400 will update AR when a PA (Post Authorization) is processed during invoicing.  ARC/400 does this processing because a) the transaction has already been pre-authorized using an AO ( Authorize Only), and b) it is useful to match the payments with generated invoices.  ARC/400 will always use the invoicing transaction date for the posting date.

The problem arises when invoices are created late in the day.  This can happen if the 2-Phase invoicing option is selected where invoices are always created late in the day.  It can also happen when a package is shipped after the last credit cards are processed for the day.

The problem is mostly resolved if the Immediate method of authorization is used AND ARC/400 is set to perform an early Invoicing Cycle before midnight.  In other cases, you must determine the extent of this issue to your operation; contact Computer Analytics for assistance.

  Credit Card Setup Screen

                   Credit Card Interface Control Setup   14:07:08   9/17/04     

  External Credit Card Software Controls:                                       

  External Software Active: Y                Profile Name: DEMO___________                 

                                    Internet Profile Name: _______________                     

                            Allow Immediate Authorization: Y                    

                                       Queue Library Name: ARC400FILE           

  Required Fields for Credit Card Entry:                                        

      Name on Card: N   Address of Card Holder: Y    Zip/Post of Card Holder: Y 

      CVV2/CVC2 from Card: Y                                                    

  General Controls:                                                             

           Default Transaction Type: __           Mail Order/Telephone Order: Y 

       Save Credit Card Information: Y        Allow Discounts in Order Entry: Y 

             Bank Code for AR Entry: MAIN    Send E-Mail for Manual Requests: Y 

                                                 Send E-Mail Invoice Warning: Y 

      Errors Sent to E-Mail: jaycos@cacorp.com____________________________                                  

         Last Maint Date: 08/19/04     Last Maint User ID: COSENTINO            

                                              Exit    Cancel    Accept          

The credit card setup screen is not required if you are only using Manual credit card requests; however, there may still be functions that you will want to use.  If credit card software is used for Immediate or Batch credit card requests then this screen is required.

	External Software Active:
	Specifies if external Credit Card software functionality will be utilized or not.  This must be set to a Yes if Immediate or Batch requests are to be accepted.  

	Profile Name
	The merchant name as identified in your credit card software.  ViaWarp uses the term: Profile.

	Internet Profile Name
	The merchant name as identified in your credit card software to be used for Interent originated payments.  If not entered, the Profile Name will be used.

	Allow Immediate Authorization
	Allows the user to send an immediate request to your credit card software.

	Queue Library Name
	The library name of the request queue used by the credit card software.

	Require Name Verification
	Causes ARC/400 to require the Name on Card; this may be required for mail order/telephone orders by your bank.

	Require Address Verification
	Causes ARC/400 to require the Billing Address; this may be required for AVS support

	Require Zip Verification
	Causes ARC/400 to require the Billing Zip/Post code; this may be required for AVS support

	Require CVV2/CVC2 Verification
	Causes ARC/400 to require the CVV2 or CVC2 number; this may be required for mail order/telephone orders by your bank.

	Default Transaction Type
	Typical values are CC or blanks.  If this is left blanks then the default depends whether MOTO is active.  

If MOTO active:  AO is used for open order with a positive balance.  Otherwise, NA is used. 

If MOTO is not active, NA is used.

	Mail Order/Telephone Order
	If yes then MOTO support is active.  When a order is taken, an AO Authorize Only request is made to the credit card software.  No money is exchanged and no money can be settled with the bank.  When the item is shipped and/or invoiced, a PA Post Authorization request is made to the credit card software.  The corresponding AO’s authorization number is used to complete the transaction with the bank.

If no, all credit card requests at order entry time will be considered a NA Sale and Deposit (normal authorization) request.  Money is settled with the bank that day.  Please note that this is not recommended for situations where the shipment may be delayed.

	Allow Saving of Credit Card Info
	Allows ARC/400 to save all credit card information for the Bill To contact.  This is highly recommended.

	Allow Discounts in Order Entry
	When users access the credit card screens in the Order Entry program, should the discounts fields appear?  Set to Y if users can enter AR Discounts.  In all cases, the discounts can be entered from the New Entry option on the Credit Cards Transaction screen (in the AR Menu).

	Bank Code for AR Entry
	The bank code used for all AR batches created with credit card payments.

	Send E-Mail for all Manual Requests
	Should an e-mail be sent to a central person with manual e-mail requests?  If the Credit Card Transactions screen is frequently checked then this e-mail may not be necessary. 

	Send E-Mail Invoice Warning
	Should an e-mail be sent to a central person when an invoice with credit card payment is created, but there is insufficient pre-payment to cover the entire invoice?

	Send Errors to E-Mail
	E-mail of a central person where all credit card e-mails will be sent.  In addition to the manual requests and the invoice warnings, from above, all error situations will create an e-mail for some required action.  It is highly recommended that this feature should be used.


  Processing Payments With Order

ARC/400 supports credit cards, checks, money orders and cash as pre-payments before the order is shipped.  In addition, an Advanced Credit Card procedure is available for more automated processing.

· Standard credit cards, checks, money orders and cash will use a set of procedures that require the following steps:

· The Tele-Service person enters the pre-payment information into the Payment Control screen in Order Entry.  ARC/400 puts the order on Pre-Pay hold to allow time for the money to be properly received in Accounting.

· Accounting would use the Credit Card Transactions screen to view items needing action.  Credit cards can be authorized.  
· Accounting enters the money into the Cash Entry, Pay with Order screen with the order number from Tele-Service.  ARC/400 automatically releases the order from Pre-Pay hold.

· When the item is shipped and invoiced, the invoice automatically reflects a prepayment credit on the invoice.  Automatically, AR is updated to apply the prepayment to the customer invoice.

· Advanced Credit Card Processing is designed with the following features:

· Communicate with available credit card software for automated and immediate authorization.  However, credit card software is not necessary to use the Advanced Credit Card Processing, but one would need to manually perform this authorization outside of ARC/400. 
· MOTO
 Mail Order and Telephone Order support refers to all situations where the card is not physically present at the time the order is taken.  This support allows the transaction to be Authorized when the order is taken and triggers the Post Authorization during shipment/invoicing to perform a Capture of funds.  

This procedure is the “legal” method of taking credit card payments when the cardholder does not receive the goods when the card is presented.

· Credit Card cash entry step has been eliminated.  Nothing needs to be entered into Accounts Receivable as ARC/400 will complete this step automatically during the Capture process.

· A special AR Batch is created for credit card payments.  There is one batch per day with an AR batch type of T.  The AR Batch report will list all credit card transactions for the day and will balance against your daily settlement.

· Transactions supported are:  Sale and Deposit, Authorization Only, Credit/Return, Void and Post Authorization.  

· There is an option to e-mail a central person with all credit card errors and, optionally, all manual requests.  This provides immediate notification and information regarding manual credit card requests.  

· Both of the methods above support the following features:

· A credit card entry screen in Order Entry will pre-verify the accuracy of the credit card information.  ARC/400 verifies credit card number length, the check digit, and the card type.  This eliminates many simple entry errors.

· Pre-payment discounts are easily entered when the credit card is entered.  These discounts are entered into the system as an AR Discount Adjustment with a adjustment reason code of PREPAY.  You set the GL account for each adjustment code in the adjustment code table.  

· Supports CVV2 and CVC2.  These are the extra numbers provided by American Express, Visa and Master Card on the back of the card.  This is an additional security procedure for those who take orders over the phone, mail or Internet.

· Supports AVS Address Verification.  The name, address and zip/post code are stored for usage in the credit card authorization process.

· Easy manual authorization of credit cards.  A Credit Card Transactions screen will list credit card requests yet to be Authorized.  The user simply needs to view the request, obtain manual authorization and enter the authorization number.  
Note: if credit card software is used, this step is completed by the software, although the user is notified of any errors, denials, etc.

· Saved Cards
All cards with supporting information are saved in the system so they can be selected and used again without re-entry.  Note: credit card security standards dictate that the CVV2/CVC2 information is not saved after the card is processed.
· In Accounts Receivable, there is superb matching of a credit card payment to its underlying invoice.  Extra and unnecessary adjusting entries are eliminated.

· Credit cards can be applied either before or after the order is shipped.  If before the order is shipped, the invoice will print the pre-payment for the customer.  If after shipment, the credit card is applied to the invoice immediately after Authorization.  Again, no manual cash entry procedure is necessary.

· A credit card setup screen is available to customize the behavior of ARC/400 for your specific requirements.

  Order Entry

A prepayment is specified by entering Payment from most order screens, usually the header or List screens.  This can be done at any time, even after all items are shipped.

                     Payment Control for Order 123456                       

         New Amount: ______425.00 (negative amount for credit)  Type: NA  

           Discount: ____________ or Percentage: ______

            Account: _______________________________ CVV2/CVC2: ____      

          Card Type: ________                                             

         Expiration: ________  (enter mm/yy or mm/yyyy or mm/dd/yy)                                           

      Name of Payee: _____________________                                

   Address of Payee: _____________________ Zip/Post: _________                     

       2=Details    4=Remove/Void                                         

  Sel  Date     Time  Type  Status___________________________Amount___    

  _  06/20/03 04:35 PM NA Authorization Approved                100.00    

    Saved Cards    Post Now    Post in Batch    Post Manually    Return   

Function Key or Pushbutton Options for the Payment With Order screen

	
	F3=Exit returns to a previous screen.

	
	F4=Saved Cards displays the list of saved credit cards for this contact.

	
	F6=Post Manually or Put_On_Pre-Pay_Hold accepts the entry for processing depending upon the type of transaction.  

	
	F7=Post Now accepts the entry for immediate authorization with credit card software.

	
	F12=Return returns to a previous screen.


You should use this screen at the conclusion of an order after all line items are entered.  ARC/400 will calculate the amount including any shipping and taxes.  The amount will be the summation of any open AR for the order plus any unshipped items.  You can trust the calculation when you quote the full payment amount for the order to your customer.

The discount amount and percentage are used to apply an AR Discount Adjustment to the transaction.  Usage examples are pre-payment or fast payment discounts.  This field is available to Order Entry users if so indicated in the credit card setup screen.  Note:  you can not use this screen to simply add an AR Discount; a credit card payment is required.

The account number is always required with a credit card type of transaction (all except for checks and money orders).  One can key a question mark into this field or can click on Saved Cards to view previous card numbers used by the Bill To contact.  You can double click on the card number to retrieve all relevant data into the Payment screen.

The card type will be determined by ARC/400 if left blank.  

The expiration date of the card is always required.  Enter in a format of mm/yy or mm/yyyy or mm/dd/yy (dd/mm/yy for UK users).  

Use the CVV2/CVC2, name of payee, address of payee, and zip/post as required by your setup and by your bank.

Use the Post Now or the Post Manually  or the Put on Pre-Pay Hold to complete the prepayment request.  

The Type field determines the type of credit card request.  Under most circumstances, ARC/400 will select the appropriate credit card request type.  The valid types in credit card processing are:

· AO Authorize Only.  This is used for Mail Order/Telephone Order situations where the initial request merely authorizes the card and verifies sufficient available credit.  It is typically followed up with one or more PA Post Authorization transactions during invoicing.

· NA
Sale and Deposit (also called Normal Authorization).  This is used when the card needs to be settled immediately such as when the items have already been delivered or invoiced to the customer.

· VD Void.  Any credit card transaction can be voided if either a) it has not been captured, or b) the capture has taken place today.  To void an older, captured transaction, use a CR credit request.

· CR 
Credit/Return.  This is used if it is too late to void a transaction or if the account needs to be otherwise credited.  Simply enter a negative number in the amount field to create the CR entry.  

· PA
Post Authorization.  Use this transaction if you received an authorization number from your bank over the telephone.  ARC/400 will also use a PA transaction during invoicing to match against a previous AO request.

· CC
Manual Credit Card.
The credit card is processed without the Advanced credit card features similarly to a check or money order.  No automatic updating of Accounts Receivable and no MOTO support.

· CK
Check  The prepayment is made by check.  

· MO
Money Order  The prepayment is made by money order or cash.

A VD void request can only be selected from the list of transactions at the bottom of the window.  If selected, all non-captured amounts are immediately voided; any captured amount entered on the same day will be eligible for the void transaction.  Older, captured transactions can not be voided; use a Credit/Return instead.

  Manual Credit Cards, Checks and Money Orders

This section applies to pre-payment types of CC, CK and MO transactions only.

When a credit card, check or money order is entered in the Payment Control screen, the order is placed on "pre-pay" hold.  The order remains on hold until it is released either by the entry of moneys into AR or by releasing the hold on the Orders on Hold screen in Accounting. 

A second pre-payment may be accepted for the same order.  In this case, update the pay with order screen and place on pre-pay hold again.  This is done by pressing Put on Pre-Pay Hold from the Payment Control screen in order entry.

Important Note:  When a manual transaction is entered, types CC, CK and MO, this signifies to ARC/400 that the money is coming and will be entered later.  ARC/400 will consider this money as “in-transit” so order amount calculations will consider this amount appropriately.  It remains such until either a) the money is actually received on the Pay with Order screen in AR Cash Entry, or b) the transaction is cancelled.  If the money does not come and the transaction is not cancelled, changes to the order will continue to consider the money as “coming” and new payment amounts may not be correct.

  Accounting

Accounting may optionally print the Orders Waiting Credit Card Approval” report or be otherwise informed of the pre-payment situation.  This report is available on the AR menu.

Accounting enters pre-payments into a cash entry batch, just like all other cash.  A "payment with order" screen allows the entry of the order number along with the cash. 

            Pre-Payment Entry             

             Pre-pay Order:  ____308      

        Pre-payment Amount:  ___50.00     

           Discount Amount:  _____.00     

    or Discount Percentage:   ___.00      

                   Check_#:  838893_      

     Order Search      Cancel    Accept  

Function Key or Pushbutton Options for the Pre-Payment Entry screen

	
	F6=Accept accepts the data as entered on the screen.  

	
	F12=Cancel returns to a previous screen.

	
	F20=Order_Search displays the Order Search and List screen (see the Order Search and List Screen section of chapter 6).


The "Pre-payment Entry" screen allows for a pre-payment discount amount or discount percentage to be entered.  All pre-payments go into the customer's on-account balance.

Once entered, the order is automatically removed from "pre-pay" hold.

  Invoicing

The invoice for a pre-paid order reflects the prepayment with a "Prepayment Credit" line which reduces the total invoice amount for the customer.  If the moneys received are less than the amount of the invoice, the invoice reflects the balance due.  If the moneys received are greater than the invoice, the credit is limited to the invoice amount.  The remaining money remains on-account until used by another shipment on the order or adjusted through an AR adjustment entry.

  AR Inquiry

The AR Inquiry screens will display the order number for all prepayment transactions.  A prepayment is money on-account and has an invoice type of OA for on-account.  There is no invoice number for OA invoices so the invoice number spot on the screen is blank.  On-account balances will be relieved to adjust invoices as appropriate.  The AR adjustment code is PREPAY.

                           AR Search and Inquiry             13:19:54  10/24/98 

 Invoice #: _______ Date range: ________ to ________ Customer PO ________________ 

 Customer #  Sold_To: _______ Bill_To: __10072 Order #: _______  Inv_Type: __   

 Check #: __________  Batch #: ______                      Printer: __________

 Filters: Current_Bal_Range: ________0.00 to ________0.00 Open_Only: N 

Bill_To: Fox Instrument Co.             AR_Stat: OK       AR_Bal:     1,481.69                                                                                  

1=Select 2=Order 3=Invoice 4=Comnt 5=Email 6=Print 7=Fax Dispute:8=Mark 9=Clear

 Sel Inv # Type  Date   Cust_PO#    Sold_To       Trans_Amt    Current_Bal____    

  _ 2000004 RG 08/14/98                 0012477      1,051.63            .00    

            A  08/14/98 PREPAY Order:0001012         1,051.63CR                 

                        ------------------------                                

  _         OA 08/14/98 Order:  0001012                   .00            .00    

            C  08/14/98 1234/00001                   1,051.63CR                 

            A  08/14/98 PREPAY Order:0001012         1,051.63                   

                        ------------------------                                

  Clear    DisplayPayments    Bill-2 Search          Exit    Cancel   

Function Key or Pushbutton Options for the AR Search and Inquiry screen

	
	F3=Exit returns to previous screen.

	
	F5=Restart_Scan refreshes the display based on the most current information.

	
	F8=Display_Payments and Hide Payments displays or hides the payment line for each transaction (see Display Payments Toggle section in this chapter).

	
	F20=Bill_2_Search initiates a customer location search (see Search and List Screens section of chapter 3).

	
	F12=Cancel returns to a previous screen.


  Recommended Procedure for CC Manual Credit Card Transactions

1.
An order is entered by a Clerk or Account Executive.  The order is marked as a Pre-Pay by using Payment from a variety of screens.  This key will present a window that allows the clerk or Account Executive to enter the pre-pay amount, credit card information, etc.  The order will automatically be put onto pre-pay hold to allow AR time to post the payment.

2. Accounting will print the Orders Waiting Credit Card Approval report which provides information about the credit as entered by the order entry person.

The Orders Waiting Credit Card Approval report is used to manage the CC pre-payment type.  These orders will be placed on PRE-PAY hold, usually waiting on manual credit card authorization and entry into Accounts Receivable, Cash Entry.

12/11/04  14:30:42                                               Orders Waiting Credit Card Approval                                                Page  1
Entry       Who      Organization Name    Credit    Open A/R   AR       Order    Unapplied  Date        Time      Credit Card   Credit Card    Transaction

Date      Entered                          Limit    Balance  Status     Number    Payment                         Number        Expiration     Amount
                                                                                  Amount                                           Date

12/11/04  COSENTINO  ABC Hardware     9,999,999.00   12,945.11 OK       3676       27.66   2004-12-11 14.29.44  6011007979001234  2005-08-31      27.66
As an alternative, the clerk or Account Executive completes a special form as a transmittal to AR.  The form includes the order number, amounts, and the customer number relating to the pre-pay order.  The check or credit card slips should be attached to the form as well as any other paperwork that may be necessary.

3.
AR enters the cash, check, credit card into the cash entry screens using the "Payment with Order" screen.  Once the money is entered, no further action is required.

4.
When a pre-pay order is shipped, the generated invoice automatically creates offsetting entries in AR to credit the invoice and debit the On-Account balance.  This amount will be printed on the invoice as a Pre-Payment Credit.

Note that the Pre-Pay information in the order is informational only and does not impact AR.  All money is posted into AR and only posted AR credits can be applied to an invoice.  

There is a report that lists all customers with open On-Account balances including pre-payment credits.

  Recommended Procedure for MO and CK Manual Prepayment Transactions

1.
An order is entered by a Clerk or Account Executive.  The order is marked as a Pre-Pay by using Payment from a variety of screens.  This key will present a window that allows the clerk or Account Executive to enter the pre-pay amount and other necessary information.  The order will automatically be put onto pre-pay hold.

2.
Accounting will wait for the Money Order or Check.  

Optionally, print the Pending Money Order and Check PrePayment Promises Report.  This is a simple aging report for older MO and CK transactions that may need to be voided.  It is important to void MO and CK transactions after you have given up on the receipt of the money.

The Pending MO & CK Prepayment Promises report will list all money orders and checks that are expected to be coming based upon the customer’s promise to send.  These orders are expected to remain on hold until the customer sends the money as promised.  Once the money is entered into Accounts Receivable Cash Entry using the order number for proper accounting, the order is automatically removed from Pre-Pay hold and the order is automatically released to shipping.

This report is also useful for abandoning the customer’s promise when the expected payment is not received.  Canceling the customer order will abandon the promise.

12/11/04  13:49:45                                  Pending Money Order and Check Payment Promises                                     Page 1
Customer  Customer Name                               Credit       Open A/R    AR       Order       Order      Type  Date         Transaction
Number                                                Limit        Balance   Status     Number    Pre-Payment                      Amount
                                                                                                    Amount                     

   22291  ABC Hardware                          9,999,999.00      12,945.11  OK           2840         112.00   CK   2003-11-25        112.00
   67805  Albuquerque                               2,500.00            .00  OK           2848           5.00   MO   2003-11-25          5.00
  292212  Boatmans Trolly                           2,000.00           2.00  OK           2701          63.00   CK   2003-11-26         63.00
  300079  Yoda Yoda                                 2,000.00            .00  OK           2937         277.96   MO   2003-12-03        277.96
3.
When the money is received, AR enters the cash, check, credit card into the cash entry screens using the "Payment with Order" screen.  You must enter the order number into the AR screens to assure proper credit.  Once the money is entered, no further action is required.

4.
When a pre-pay order is shipped, the generated invoice automatically creates offsetting entries in AR to credit the invoice and debit the On-Account balance.  This amount will be printed on the invoice as a Pre-Payment Credit.

Note that the Pre-Pay information in the order is informational only and does not impact AR.  All money is posted into AR and only posted AR credits can be applied to an invoice.  

There is a report that lists all customers with open On-Account balances including pre-payment credits.

  Notes on Applying Prepayments to Invoices

When a prepayment is entered, the prepayment will be applied to any existing invoices on the order first before any balance is applied to the customer’s account.

When subsequent invoices are created (by shipping and/or billing product), any unused prepayment will be used to either fully or partially pay the invoice.  

If applied moneys and/or credit memos cause an invoice to have a credit balance, then the credit balance will be treated as a prepayment for potential application to new invoices.  

Note that prepayments or credit balances are only applied automatically to invoices with the corresponding order number.  ARC/400 will never automatically apply money from one order to another.

  AR Statements of Accounts

An AR statement is a report prepared for a customer which summarizes the outstanding transactions making up the customer's AR balance.  

The statement is printed onto a special AR statement form.  It includes a statement date, the bill-to customer location, bill-to contact or attention lines, and AR transaction details.  The details include invoice numbers, transaction dates, reference text, transaction amounts and current balances.  The statement concludes with an aging of the current balance.

  Statement Options

The Company Control File includes many options which allow you to control how statements will operate for you.  The following options and information are available in the Company Control File.  See the Company Control File Maintenance procedures for more information. 

	Statement Cycle Option
	Specifies whether automatic statement generation will occur once per month or once per week.  In either case, one customer will receive a statement once per month.  The once per week option will produce about 25% of the statements every week.

Valid values are 1 and 4 for the number of statement cycles per month.

	Print Credit Balances
	Specifies if Statements with a credit balance should be printed.  

	Print Minimum Amount
	The minimum amount of a Statement balance to be printed.  Small balances below this value will not be printed.  Debit and Credit balances lower than this number are not printed.

	Print Closed 1 Cycle
	Specifies if a closed (i.e. paid and zero balance) invoice should be printed on the Statement for one cycle after the close date.  If "N", no closed invoices will be included on a Statement. If "Y", they will be included on one Statement but not again.

	Auto Run Statements
	Specifies whether Statements should be run automatically.  If "Y", they will be run once per week during the nightly batch run cycle on the day of the week specified.  If "N", all statements must be initiated by the user using the AR Statements Request on the AR menu.

	Stmt Run Day of Week
	The day of the week code to specify the day of the week which Statements should be run.  You can not specify Statements to run every day.

	Statement Cycle 1 Date
	The date when the last set of statements were created for the first statement cycle.  If statements are run once per month using the Statements Cycle Option, all statements are considered in Cycle 1.  

	Stmt Cycle 2 Date
	The date when the last set of statements were created for the second statement cycle.

	Stmt Cycle 3 Date
	The date when the last set of statements were created for the third statement cycle.

	Stmt Cycle 4 Date
	The date when the last set of statements were created for the fourth statement cycle.

	Next Stmt Cycle
	The next cycle number for statements.  Statements are produced in order of cycle 1, then 2, then 3, then 4 then 1 again.  Changing this value will cause that cycle to be next.

	Statement Balance Type
	Specifies the contact level at which statements are printed.  If “L”, then statements are printed at the location level.  If “C”, then statements are printed for each contact.  The default is “L”.


  Automatic Statement Printing

Statements are printed automatically every week if so requested in the Company Control File.  When this option is selected, statements will print on the default invoice print device.  Labels are also printed on the default labels device.

See "Auto Run Statements" in the discussion of statements options above.

  Manual Statement Printing

Statements are run manually using the AR Statements Request option on the AR menu.  This function allows you to print a statement for a single customer at any time OR to print statements for an entire cycle at any time.

        AR Statements Request        

 Customer: __22291  Contact: ___   

               **OR**              

              Cycle: _             

              Sort:  A             

 Select Range: _______ to _______  

    Print_Queue: COSENTINO_        

    Output_File: __________        

    Fax    EMail    Customer       

         Cancel    Print       

Manual statement printing for one customer location requires a customer number which can be determined by selecting the location either before or after entering the request window.  The cycle must be blank when requesting a statement for a customer.  

To request statements for an entire cycle, blank out the customer number and enter the statement cycle number.  This number can be 1, 2, 3, or 4.  To use the next scheduled cycle, enter a "0".  This feature can be used in conjunction with automatic statement printing.  Automatic statement printing will print on its scheduled day but will pick up with the next cycle after the one which was manually printed.

Note that when you print an entire cycle and that cycle is different than the next scheduled cycle, you change the sequence of the cycles.  The next scheduled cycle will be the cycle after the cycle which you printed.  This applies to both automatic and manual statement printing.

You can re-print an entire cycle by requesting it again before the next cycle runs.  For example, if cycle 3 printed but the forms were damaged, manually request cycle 3 again.  This will not change the next scheduled cycle because it would have been 4 in either case.

  E-Mail AR Statement Batches instead of Printing 

In addition to e-mailing an individual AR Statement to a customer, the entire batch can be e-mailed to the requesting user as a PDF file.  The user can save the PDF file to replace any manual filing that may have been occurring.  The PDF file can be printed by the user as necessary.

This feature only applies to batches of AR Statements requested from the AR Statement Request screen on the Accounting AR Menu.  It does not apply to AR Statement batches automatically printed, if this option is taken in the Company Control File, Accounting AR Statements Control (auto run statements).

  Statement  Print Sequence

Statements can be printed in either a zip code order or a alpha order using the customer location’s sort word (initially set to the customer organization name).  Specify Z for zip code and A for alpha.  The default is zip code.

  Statement Select Range

A range of statements can be selected using the Select Range.  If the sort is zip code sequence, one can select a zip code range to be printed.  If the sort is alpha, one can select a alpha range.  

  Print Devices

Automatic statement printing always uses the print device which was selected as the default for invoices.  

Manual statement printing can specify the print device (print queue) where the statements will be printed.  Any valid laser device can be used.  

  Fax and E-Mail Options

If a statement is selected for a specific customer, it can be printed on a local printer.  However, additionally, it can be faxed or e-mailed to the customer.  For these options to be selectable, the fax and/or e-mail options need to be selected in the Company Control File.  The form used is an electronic form that should look very much like your printed form. 

  Concept of the 4 Week Statement Cycle

Statements are printed for one customer every 4 weeks.  However, when using the weekly statement cycle, statement printing takes place every week.  This procedure causes about 1/4 of all customers to obtain a statement during any one week in order to spread the work load over the one month period.

When a customer location is added to the data base, a statement cycle number between 1 and 4 is calculated randomly.  This determines which cycle ARC/400 will use to print the statement for this particular customer.  The user can change this to another cycle using the Customer Maintenance screen.

  AR Invoice Comments (printed on AR Statements)

Using the AR Search and Inquiry screen, one can enter text associated with any invoice which can be printed on the AR Statement.  This is useful when there is some additional information that needs to be either conveyed to the customer or maintained internally.

Use selection option 4 on the AR Search and Inquiry screen to add, change or delete comments.

To determine if comments are available for an invoice, use Display_Payments.  If comments are available, the text “AR Comments Available” will display after the list of all payments. 

  Eliminating a Customer Location From Automatic Statements Processing

A customer can be marked to never receive a statement during either automatic or manual statement cycle processing.  This is done by changing the cycle number to "0".

However, a statement can be printed for such a customer if specifically identified by customer number during manual statement printing.

                      AR & Credit Management - Modify        13:27:46  10/24/98 

   Location: Fox Instrument Co.               Status: ACTIVE__ 06/03/93 SIC     

       10072 245 W. Roosevelt Road, Bldg 1    Usage: Sold: Y  Bill: Y  Ship: Y  

             West Chicago         IL 60188    Entry Date: 09/14/92  Org Tp:     

                                              Last Order: 10/21/94 Inv: 10/21/94

 AR Statement & Dunning                       Cust Since: 09/14/92 Rank %:   1  

     AR Cycle.: 1                                                                     

  Balance_Type: _                                  AR Control Values                                            
                                                Taxable?. . .: Y                

 AR Contact: No AR Contact Selected             Tax Exempt No: _____________    

        ___                                     Commission. .: Y                

                                                AR Terms Code: 30NT             

  Attn Line: _______________________________    Credit Status: OK______         

             _______________________________    Credit Limit.: ___50,000.00     

                                                last updated.: 09/14/92 

    Last Payment.:        50.00  05/10/96    Finance Chg Flag: Y
    AR Balance. .:     1,481.69         Last Finance Chg Date:

    Open Ord Bal.:     1,351.53          GL Index for AR Acct: AR                                                                             

    Note Pad    Statistics    Phone    AR    AR Contact    View Diary         

 Add to Diary    Order Search    Inv Search    Sales History    Sched Call    

 Customer List                               Exit    Cancel    Accept    
Using Alternative Contact Information In The Address

The statement is addressed to an individual based upon the information located in the AR Credit Management screen.  The following rules are used to determine how the statement is addressed.

1.
The AR Statement attention lines are used for addressing the statement.

2.
If no attention lines are entered, the AR Contact name which is identified in the AR Credit Management screen is used.

3.
If no AR contact and no attention lines have been entered, a general default of "Accounts Payable Manager" is used to address the statement.

You customize the address for any customer by using the AR Credit Management screen on the AR menu.  Change to a contact if appropriate and enter attention lines text.  

  Printing Statements for the Bill-To Contact

AR statements may be printed for each Bill-To contact instead of one statement for all contacts at a given location.  This feature is selected by setting the Statement Balance Type field in the Company Control File.  See the options table listed earlier in this section.

This feature can be turned on or off for a specific location regardless of the Company Control File by entering the Statement Balance Type in the AR Credit Management screen.

You can still select a statement to be printed for a specific contact by entering the contact number in the AR Statements Request screen.  This prints a statement for that contact regardless of the setting of the Statement Balance Type field.  If the contact number is left blank, the Statement Balance Type will govern the printing of the statements.

Warning:  If invoices have used a generic Bill-To location number (i.e. no contact number) then contact level statements will ignore these invoices.

  AR Statements Support for Distributor Sales

The AR Statement generally identifies the Sold-To customer for the invoice being reported upon on the Statement.  This is not appropriate if the Bill-To is a distributor since they are usually interested in the Ship-To customer.  Now, if the Bill-To has an organization type of DIST then the Ship-To customer will be printed on the statement instead of the sold-to customer.  

  Statement Message Text

You have the option of entering up to two lines of text in the Company Control File which will print at the end of every statement.  This message may be a "seasons greetings", information about a new offering or any other message you choose.  Use the Company Control File Maintenance screens to enter or change this message.

  Statement Forms

Statements are printed using either an electronic or a paper form.  The electronic form (called an overlay) will merge with the Statement text to create a nice looking AR Statement of Account.  Also, the Statement can then be printed on plain paper without the need to change paper forms on the printer.

Note:  all faxing and e-mailing of AR Statements require an electronic form.

Changes to the format of the statement will require changes to the statement print program.  This may or may not require changes to the statement form.  Any program change requests should be made directly to Computer Analytics Consulting Group, Inc.

A sample statement form is supplied upon request by Computer Analytics Consulting Group, Inc. on a diskette in Microsoft Word format.  Our supplied electronic forms are created using Microsoft Word, although other print layout software can also be used for creating electronic or paper forms.

  AR Statements Support Foreign Currencies

Statements print using Foreign Currency when the customer has orders entered in a foreign currency.  In this way, the customer will clearly and unambiguously view amounts in his or her own currency.  Foreign currencies are clearly identified on the Statement.

Note:  if any one customer has orders entered in multiple currencies (such as one foreign currency and the Home currency), the customer will received one Statement for each currency; one statement will never mix currencies.

  Accounts Payable Voucher Processing

The payment of a vendor’s invoice could require a great deal of manual effort to assure that the amounts are correct and to assure that no invoice is paid twice.  ARC/400 provides Voucher Processing features to assist in the vendor invoice payment process.  

Note:  this feature requires the use of the ARC/400 Purchasing system.  If the system is used for items not relating to inventoried product (e.g. office equipment) then the voucher processing could be used for all purchases and all vendor payments.

When an invoice is received from a vendor, it is entered into the system as a voucher for possible payment.  This voucher is matched against all receipts.  Any miscellaneous charge that does not relate to any receipt of goods can be accounted for during the matching process.  When the invoice matches the receipts, it is posted for payment.  Optional use of a download file can be created to import into an external AP system.

All of these screens and features are found under AP Voucher Processing on the Purchasing Menu.

When any Receipt from Vendor or Miscellaneous Receipt is made, an audit record is created.  Later, when a vendor invoice is received, one will enter it into ARC/400.  All lines on the invoice should match the receipts in ARC/400 (otherwise payment should not be authorized).  Once a receipt is matched to an invoice, it can not be matched to another invoice thereby eliminating duplicate payments.

  AP Voucher Entry and Maintenance

AP vendor invoices are entered by pressing New Voucher on the Voucher Search and List screen.  

                          ARC/400 - AP Voucher Entry         17:31:14   2/05/00 

                     Vendor ID: _______                                         

                        Status: OP                                              

              Vendor Invoice #: __________                                      

           Vendor Invoice Date: ________                                        

              Payment Due Date: ________                                        

                 Discount Date: ________                                        

               Product Totals:  ________.00           Our Voucher #: A0000027   

                   Tax Amount:  ________.00           Our Voucher Date: 02/05/00

              Ship Fee Amount:  ________.00           Our PO #: _______         

                Total Invoice:          .00                                     

                    1099 Item: N                                                

  Vendor Search    PO Search                Exit    Cancel    Accept      

Enter the various pieces of information from the vendor invoice.  A voucher number will be created by ARC/400 to assure a unique code.  Not all information is required, and all information can be changed later if necessary.  ARC/400 will create a voucher number for you.  The most important item is the Product Totals as this amount must match the list of receipts before the vendor invoice can be posted for payment.

	Vendor ID
	Enter the vendor number that has previously been setup with the Vendor Information screen.

	Status
	The status of the voucher.  Valid status codes are: OP for open, P for posted, and CN for canceled.

	Vendor Invoice #
	Enter the vendor invoice number from the vendor’s invoice.

	Vendor Invoice Date
	Enter the vendor invoice date from the vendor’s invoice.

	Payment Due Date
	Optionally, enter the payment due date.

	Discount Date
	Optionally, enter a discount date if there is a date in which payment can be made with a discount taken.

	Product Totals
	Enter the total product amount from the vendor invoice.  Subsequent matching procedures will match the product receipts to this invoice amount.

	Tax Amount
	Enter any tax amount.

	Ship Fee Amount
	Enter any shipping charges or freight amount.

	Our Voucher #
	The voucher number will be assigned by ARC/400.  It is a good practice to write this number on the vendor invoice before filing the invoice.

	Our Voucher Date
	The voucher date will be assigned by ARC/400.

	Our PO #
	Enter the PO number from the vendor invoice if it is available.  This will be used to identify which receipts ought to be matched to the voucher.

	1099 Item
	Enter Y if this is a 1099 tax item.  This information is for your information only and is not used by ARC/400.


  Voucher Search and List Screen

The voucher search and list screen is used to find previously entered vouchers.  Use the Match2Receipts to cause all of the possible receipts that may relate to this voucher to be displayed.  User other options for reviewing and changing the voucher.

                        ARC/400 - Voucher Search & List      16:51:13   4/21/02 

 Voucher #: A0000027_         Date range: ________ to ________  Active_Only: Y  

  Vendor #: _______           Our_PO#: _______  Our_Drop_Ship_Order#: ________  

   2=Change   4=Vendor_Info   6=Match2Receipts                                  

Sel   Voucher    Vch_Date         Vendor                          Invoice_Amt   

 _ OP A0000027   02/05/00  288041 NEW VIDEO GROUP/A&E HOME VIDEO        400.00  

          Vendor_Inv: 123456      PO #:      59                                 

   Clear    Receipts    PO    Vendor    Exit    Cancel    New Voucher         

In the above example, the voucher number was entered in the search criteria and the one voucher is displayed in the list.  With that, enter a 6 on the list item to match receipts to this voucher.  If the voucher is already posted, one will be able to list the receipts that have already been matched, but no additional change will be allowed.

  Matching Receipts to the Voucher

                      Voucher Receipts Search & List       18:10:51   2/05/00 

Voucher #: A0000001__  Quality Media Duplication      Date: 02/05/00 Status: OP 

 Vendor #: __12451     Deep Space IL 60601            Vend_Invoice: I99988      

  Product: _______         Product Amt:     1,022.77  Applied_Amt:     1,022.77 

  Our_PO#: _______ 2=Change  3=PO_Inq  4=Product  6=Apply/Un-Apply  9=Delete    

Sel PO #   Product_Number   Receipt-Date/Qty   PO Cost     Actual-Qty-&-Cost    

 _      43 0FILM01    VHS  02/05/00      30       9.9500       30       9.9500  

   Ln    1 BACHELOR PARTY (1984)                          Amount:     298.50    

 _      43 0FILM02    VHS  02/05/00      25       9.9500       25       9.9500  

   Ln    2 FORREST GUMP                                   Amount:     248.75    

 _      43 0FILM07    VHS  02/05/00      37       7.8800       37       7.8800  

   Ln    3 SLEEPLESS IN SEATTLE                           Amount:     291.56    

 _      43 0FILM04    VHS  02/05/00      21       8.7600       21       8.7600  

   Ln    4 THE MAN WITH ONE RED SHOE                      Amount:     183.96    

  Clear    Products    POs    AddReceipt    Exit    Cancel    Post        
The selection of 6 Match2Receipts on the Voucher Search and List screen will display the above Voucher Receipts Search & List screen.  All appropriate receipts are listed.  The invoice should be reviewed; line items on the vendor invoice need to be matched with the items in the list.  If the item is not in the list then either the item has not been received yet or the item has already been paid.  As items are selected (option 6), the amounts are totaled in the Applied Amt field near the top of the screen.  When the vendor’s invoice product amount equals the Applied Amt then Post Post_Voucher can be used (Post is not active unless these two numbers match to the penny).  If the screen is exited without posting, the item matches will be maintained for a future session.

After posting, detail audit records will be written to a file called APTRANF for possible downloading to an AP system.  Mark AP Vouchers for Downloading (item 46 on the Purchasing Menu) will mark APTRANF records for downloading.  Mark AP Vouchers as Complete is used to mark the APTRANF records as completed in the download.  The actual download is performed by Client Access Data Transfer.

Item 45 on the Purchasing Menu is a report of all inventory receipts that have not yet been posted as matched to a vendor invoice.

  Cost of Goods Sold Description and Rules

ARC/400 can track cost using one of three methods: FIFO, LIFO and Standard.

Standard cost uses one amount which is provided in the Product Extension screen.  This amount is entered at any time and will be used to cost all sales from then on.  This amount is also used as a "default" for FIFO and LIFO if either the user has not specified a cost at receipt or the computer system counts are in error.  In any case, it is useful for this field to be entered properly for all products.

LIFO and FIFO are accomplished by using the cost entered at receipt time (or standard cost if no cost is entered).  As items are sold, the proper cost is used based upon the timing of the item entering inventory.

Cost is recorded only in two circumstances: a) a physical shipment is made which is not a convertible line type (such as preview), and b) a convertible line type is converted to sale.  Therefore, cost will not include preview or rental inventory outstanding.  

Inventory adjustments will account for cost using the same method as a sale: LIFO, FIFO or Standard.  

Returns of sale items will use the cost of the item that was shipped.  However, in replacement into inventory, the timing of the transaction will be current and will not use the timing of the original sale.  For example, an item is sold with a cost of $10 three months ago.  Since then, all new receipts are for a cost of $11.  When the product is returned to inventory, the cost of $10 is recorded back into inventory.  Using a FIFO method, the $10 item will be the last cost used because all of the $11 items were previously in inventory when the return was made.  Using LIFO, it will be the first cost used.  Using Standard cost, the $10 will be reversed, canceling the original sale transaction but the standard cost will be used whatever the value.

The Inventory Cost of Goods Detail by Warehouse report gives cost for each product by transaction code (S for Shipment, I for Inventory Adjustment, R for Receipt).  Totals are provided by warehouse.  The warehouse quantity reported is the quantity shipped which includes items with COGS and without COGS such as previews.

Accounting for promotional items.  If product is used for promotional purposes, the item should be "shipped" to the receiver with the order entry system.  The "Sold-To" customer may be a sales person or an independent dealer/re-seller.  A promotional GL number should be used on the order.  If the item is expected back, then a consignment order may be appropriate so that cost will not be incurred until final disposition of the product.  A consignment item will either be returned or will be converted to sale exactly as a preview.  If the item is not expected back, the SL line type should be used with an invoiced amount which could be zero depending upon your requirements.  Cost in this case is accounted for at shipment.

Note:  Cost of Goods processing is highly dependent upon accurate data entered into the computer.  Attention to accuracy and timeliness of entry is important.  

  AR Reporting

There are various AR reporting options which are standard options within ARC/400.  These are:


AR Aging


Small AR Balances Report


Open On-Account AR Balances

  Reporting Options

The ARC/400 system uses the Query/400 reporting tool from IBM.  This tool is used to create and modify reports simply.  Please refer to the appropriate IBM reference manuals for more information.

Other reporting tools which are developed for the iSeries can also be used.

  AR Aging Report

The aging report is automatically run as part of the monthly reports cycle at the end of the fiscal month.  It can also be run at any time from the AR menu.  The aging report is designed to provide a full featured report with important options:

	Aging by Invoice or Due Date
	Aging can use either the invoice date or the due date for calculating the aging report.  For automatic monthly reports, the default value used is in the Company Control File.  For menu initiated reports, this option is user supplied.

	Summary or Detail Reporting
	Aging will always print a summary line per customer for aging results.  A summary report will only print the one summary line.  Detail reports will also print an invoice line for each open invoice with aging for the invoice.  Payment detail is not available on any aging report.  For automatic monthly reports, the default value used is in the Company Control File.  For menu initiated reports, this option is user supplied.

	Past Period Reporting
	You specify an "as-of-date" for each menu initiated aging report.  By using a past date such as the previous month end date, you obtain an aging report as if the report was run on that date.  Invoice and payment information is adjusted to reflect the entered date.

	For One Customer
	You specify the Bill to customer number of the customer desired on the aging report.  Only the one customer is included on the report.

	For One Sales Division
	You specify the sales division desired on the aging report.  Only invoices pertaining to the one sales division is included on the report.


Note:  Past period reporting is contingent upon the availability of information within the AR system.  After a certain time period, old and closed records are purged.  Purged invoices will never display on an aging report regardless of the past period chosen.

  AR Small Balance Report

This report includes a list of all invoices under $10.  This report can be changed to specify any amount.  This report is used to determine whether small balances should be written off the books.

  Open On-Account AR Balances

This report includes a list of the open On-Account items in AR.  This is used to make decisions regarding how the item should be permanently applied.

  Fiscal Date Calculations

ARC/400 supports three types of fiscal date usage:  calendar month with 12 periods per year, rotating 4,4,5 week periods always ending on a Saturday with 12 periods per year, or 4 week periods always ending on a Saturday with 13 periods per year.  

In all cases the fiscal year end date is always the same date, such as December 31 regardless of the day of the week that the date falls on.  This means that the two non-calendar month methods require calculations to determine the first and last fiscal months.  

The last fiscal month (either the12th or 13th fiscal month of the year) is always adjusted to end on the year end date.  

The first fiscal month is always adjusted to end on the nearest Saturday to January 28 for a 4 week period or February 4 for a 5 week period.  The first fiscal month could have from 25 to 31 days in it for a 4 week period or 32 to 38 days for a 5 week period.

  Fiscal Period Popup with Dates

A fiscal period is used on some reports either in place of a date range or in addition to a date range.  If one were to specify a fiscal period of 2003/01 then one would understand that this is the first month in the fiscal year 2003.  If the fiscal year starts at any time other than January 1 then one needs to be aware of the differences when specifying a fiscal period.

FYR                  Fiscal Period Dates                       

  Go To Code: __________    Exit    Cancel                     

                  1=Select 7=Details                           

 Sel  Code      Description___________________________________ 

  _ 2003/04    04/01/03 to 04/30/03                            

  _ 2003/03    03/01/03 to 03/31/03                            

  _ 2003/02    02/01/03 to 02/28/03                            

  _ 2003/01    01/01/03 to 01/31/03                            

  _ 2002/12    12/01/02 to 12/31/02                            

  _ 2002/11    11/01/02 to 11/30/02                            

  _ 2002/10    10/01/02 to 10/31/02                            

  _ 2002/09    09/01/02 to 09/30/02                            

  _ 2002/08    08/01/02 to 08/31/02                            

  _ 2002/07    07/01/02 to 07/31/02                            

  _ 2002/06    06/01/02 to 06/30/02                            

  _ 2002/05    05/01/02 to 05/31/02                            

  _ 2002/04    04/01/02 to 04/30/02                            

  _ 2002/03    03/01/02 to 03/31/02                            

                                                        Bottom

Now, one can enter a ? in the fiscal period field to view recent fiscal periods and the dates associated with each fiscal period.  This will make fiscal period selection easier to understand.

  General Ledger Interface

ARC/400 calculates the various General Ledger journal entries to simplify the task of updating your General Ledger.  These entries are printed on a daily report for daily entry into the GL.  However, the interface file may be used for an automated interface.

04/14/95  15:17:21                                            ARC/400 Distribution System                                              PAGE    1

                                                             General Ledger Journal Entries                                                     

Transaction  GL Index #  GL Account Number               GL Account                                      Debit                Credit 

   Date                                                  Description                                     Amount               Amount 

  95/03/27   ACC                                                                                           3.93                  .00 

             DISCOUNTS                                   AR Discounts (contra revenue)                   774.00                  .00 

             PAYABLES                                    Accounts Payable                                   .00                25.00 

             AR          011-1101-000                    Accounts Receivable A ccount                  1,375.27             1,774.00 

             CASH        011-1101-000                    Cash Asset Account                            1,000.00                  .00 

             DAMAGED     011-1101-000                    Damaged Goods Expense                             5.00                  .00 

             FIN CHARGE  011-1101-000                    Finance Charge Revenue Account                     .00                  .27 

             INVENTORY   011-1101-000                    Inventory Asset Account                          28.93                12.86 

             PREVIEWS    011-1101-000                    Preview Revenue Account                            .00               150.00 

             PROMO       011-1101-000                    Promotional/Compimentary Products (COGS)          3.93                 3.93 

             SALES       011-1101-000                    Sales Revenue Account                              .00             1,190.00 

             SHIPPING    011-1101-000                    Shipping Charges Reve nue Account                  .00                35.00

             COGS        1                               Cost of Goods Sold                                 .00                  .00 
                                                                                    TOTAL              3,191.06             3,191.06

The following describe how individual transactions are computed:

	Transaction
	Account Description
	Debit
	Credit

	Shipment
	Cost of Goods Sold
	xxxxx
	

	
	Inventory Account
	
	xxxxx

	
	
	
	

	Receipt from Vendor
	Accounts Payable
	
	xxxxx

	
	Inventory Account
	xxxxx
	

	
	
	
	

	Customer Return
	Inventory Account
	xxxxx
	

	
	Cost of Goods
	
	xxxxx

	
	
	
	

	Inventory Adjustment
	Adjustment Account
	xxxxx
	

	
	Inventory Account
	
	xxxxx

	
	
	
	

	Miscellaneous Receipt
	Misc Receiving Expense Account
	xxxxx
	

	
	Accounts Payable
	
	xxxxx

	
	
	
	

	Invoice
	Accounts Receivable
	xxxxx
	

	
	Distributor Commissions (if any)
	xxxxx
	

	
	Shipping Revenue
	
	xxxxx

	
	Taxes Payable
	
	xxxxx

	
	Preview Revenue
	
	xxxxx

	
	Rental Revenue
	
	xxxxx

	
	Sales Revenue
	
	xxxxx

	
	
	
	

	Finance Charges
	Accounts Receivable
	xxxxx
	

	
	Finance Charge Revenue
	
	xxxxx

	
	
	
	

	Cash Entry
	Cash Account
	xxxxx
	

	
	Adjustment (revenue contra account)
	xxxxx
	

	
	Discounts (revenue contra account)
	xxxxx
	

	
	Accounts Receivable
	
	Xxxxx

	
	
	
	

	Monetary Plan Convenience Invoice
	Accounts Receivable
	Xxxxxx
	

	
	Deferred Revenue
	
	Xxxxxx

	
	Taxes Payable
	
	Xxxxxx

	
	
	
	

	Monetary Plan Goods Invoice (shipment)
	Sales Revenue
	
	Xxxxxx

	
	Shipping Revenue
	
	Xxxxxx

	
	Deferred Revenue
	Xxxxxx
	

	
	
	
	

	Royalty Accrual (monthly posting)
	Accrued Royalties
	
	Xxxxxx

	
	Royalty Expense
	Xxxxxx
	

	
	
	
	

	Royalty Due 
	Accrued Royalties
	Xxxxxx
	

	
	Royalties Payable
	
	Xxxxxx


Credit memos back out the same GL numbers that were posted with the invoices.  This includes any finance charges.  Therefore, credit memos provide for more accurate record keeping than AR adjustments.

  Establishing General Ledger Codes in ARC/400

Although ARC/400 does not have a General Ledger module, it does create GL journal entries, which can then be keyed into or imported into an external GL.  ARC/400 supports daily and less frequent periodic entry into the GL.  Typically, either a daily or a monthly update is used.

To set up ARC/400 for GL, one must understand the scope of what ARC/400 can do and then enter the appropriate codes into ARC/400.  The following categories of accounts are available:

	Sales Tax Revenue
	This account is optionally specified in the Sales Division GL defaults (table071), else in the Company Control File.  Any further separation is done using reports for a finer level of detail.

	Shipping Charge Revenue
	This account is optionally specified in the Sales Division GL defaults (table071), else in the Company Control File.  Any further separation is done using reports for a finer level of detail.

	Shipping Fee 2 Revenue
	This is an alternate Shipping Fee field that is user defined and can be used for a variety of purposes.  This is an amount that can be key entered on the Order Totals screen.  It flows through the system like other fees.  The default account is the same as the Shipping Charge account; change in the GL Account Indexes screen in the Company Control File.

	Sales Revenue
	This account is 1) optionally specified in the Product Extension screen, 2) optionally specified in the Sales Division GL defaults (table071), else 3) in the Company Control File.  See screen two of the Product Extension screen (viewable in modify mode only).

	Preview Revenue
	Preview Revenue applies only to line types PV and PP.  This account is 1) optionally specified in the Product Extension screen, 2) optionally specified in the Sales Division GL defaults (table071), else 3) in the Company Control File.  See screen two of the Product Extension screen (viewable in modify mode only). 

	Rental Revenue
	Rental Revenue applies only to line types RT, PR, AD, AR, EX, and HO.  This account is 1) optionally specified in the Product Extension screen, 2) optionally specified in the Sales Division GL defaults (table071), else 3) in the Company Control File.  ).  See screen two of the Product Extension screen (viewable in modify mode only).

	Deferred Revenue
	This account is only used for Convenience Invoices that are created as a part of a Contract Order type.  This invoice type is usually used for a pre-bill or a post-bill situation.  This account is optionally specified in the Sales Division GL defaults (table071), else in the Company Control File.   

	Finance Charge Revenue
	There is one Finance Charge account specified in the Company Control File that is used for the finance charge feature.  All finance charge revenues are summarized in this account when billed to the customer.

	Inventory 
	This is generally one inventory account, but more can be specified through the Purchasing System.  Enter the inventory account number on the PO header.  Often, such additional accounts are used for miscellaneous receiving.

	Cost of Goods Sold
	This account is 1) optionally specified in the Order Entry screens (defaults can be set by order line type in table 902), 2) optionally specified in the Product Extension screen,  3) optionally specified in the Sales Division GL defaults (table071), else 4) in the Company Control File.  ).  See screen two of the Product Extension screen (viewable in modify mode only).

	Inventory Adjustments
	There can be one or more Inventory Adjustment accounts where the inventory cost will be charged.  When inventory is adjusted in the Warehouse and Shipping menu, an Inventory Adjustment Reason Code (table 059) must be entered.  The reason codes may be: a) damaged goods, b) lost goods, c) etc.  For each of these codes, you can specify a different GL account number.  One should pay particular attention to the reason codes and their corresponding GL accounts.  Multiple reason codes may be summarized into one GL account.

	Miscellaneous Receipts
	Inventory account which is posted for all miscellaneous receipts unless an alternative account is specified during Purchase Order creation (see PO header screen).  Note: a miscellaneous receipt is any receipt for goods that are not maintained in the ARC/400 product file.  This gives ARC/400 a method of using its PO system and AP vendor invoice matching process for items such as office equipment and other general purchases.

	Cash
	ARC/400 supports cash accounts that usually correspond to a bank account.  Upon any cash or adjustment entry, there is a BANK code that is entered.  This bank code (10 characters in length) is attached to a GL account number.  See table 055.  All cash entered is then summarized into these accounts for entry into the GL

	Accounts Receivable
	This account is 1) optionally specified in the Bill-To customer’s Credit Management screen, 2) optionally specified in the Sales Division GL defaults (table071), else 3) in the Company Control File. 

	AR Adjustments
	There can be one or more AR Adjustment accounts where the money is summarized when an AR Adjustment is used.  During cash entry, an adjustment requires an Adjustment Reason Code (table 056).  The reason may be a) write off, b) tax adjustment, c) shipping adjustment, d) small balance short payment, e) etc.  For each of these codes, you can specify a different GL account number.  One should pay particular attention to the reason codes and their corresponding GL accounts.  Multiple reason codes may be summarized into one GL account.

	Accounts Payable
	Account used for any receipts using the Receipt from Vendor screen or the Miscellaneous Receipts screen.  These are purchases into inventory or miscellaneous receiving where the receiving process now adds an asset to the books.  This account amount can be entered into the AP system for preparation for writing a check to the vendor.

	AR Discounts
	A discount account that is used when the discount field is filled in during Cash Entry.  This is meant to provide an easy way to enter small balance discounts such as in a short pay situation.

	Distributor Commissions Payable
	This account only applies when the Bill-To is an outside distributor and the distributor commission is automatically deducted from the distributor’s invoice.  This account is not used for invoices directed at the end user (distributor’s customer).  This account is optionally specified in the Sales Division GL defaults (table071), else in the Company Control File.   

	Accrued Royalties
	Monthly royalty posting will credit this account with the total accrued royalty posting for the month. 

Royalty Due reports (created for each royalty payee based upon when a royalty payee would be paid royalties, such as monthly or quarterly) will debit this account with the total payable amount to be posted to the AP system for check writing.

	Royalties Payable
	Royalty Due reports (created for each royalty payee based upon when a royalty payee would be paid royalties, such as monthly or quarterly) will credit this account with the total payable amount to be posted to the AP system for check writing.

	Royalty Expense
	Monthly royalty posting will debit this account with the total accrued royalty posting for the month.


  Screens with Specific GL Account Overrides

	Order Line Type Code (table 902)
	An order line type code can specify a GL account to account for the Cost of Goods for all transactions that use this order line type code.  This is commonly used for promotional items that are shipped using the ARC/400 order system.  

	Order Processing Line Item
	A GL account can be specified to account for the Cost of Goods for this transaction.  This is commonly used for promotional items that are shipped using the ARC/400 order system.  The default value is obtained from the order line type table 902 (see above).

	Order Processing Header Screen
	A GL account can be specified to account for the Cost of Goods for all newly entered transactions in this order.  This value may be overridden in any line item screen.  See order line type table 902 and order processing line item (above).

	Cash Entry
	Enter the AR Adjustment Reason code for the transaction.  This code may have a default GL account assigned.  Any other GL account may be assigned to the Adjustment transaction by specifying the GL Index in the screen.

	AR Credit Management
	Specify the override AR account for invoices where this account is the Bill-To on the invoice.  If this entry is not specified, the default in either the Sales Division table (071) or the Company Control File is used.

	Product Extension Screen
	Specify the override sales revenue, preview revenue, rental revenue, and cost-of-goods account for transactions where this product is used.  If this entry is not specified, the default in either the Sales Division table (071) or the Company Control File is used.

	Product Extension Codes Table 828
	Specify defaults to be used for new products, which are then entered into the product extension screen automatically.  After the product is created, all GL accounts for the product must be entered or changed in the Product Extension screen.

	Inventory Adjustments
	Inventory adjustments can be accomplished from a number of screens.  The Inventory Adjustment reason code is the primary vehicle for attaching the GL account to the transaction.  See Customer Product Returns, Return Reconciliation, Inventory Adjustment, Cycle Counting.

	Purchase Order Header
	The inventory account to be used for items on this purchase order.  This is often used for miscellaneous receipts of items that are not tracked by ARC/400


  ARC/400 Indexes vs. Your Account Numbers

ARC/400 uses an index code that is 10 characters in length to represent all of the GL accounts in ARC/400.  These indexes are usually fairly descriptive using an English like word, but these are not your account numbers.  When any account is entered into a screen, the index is entered.  In fact ARC/400 uses only index codes throughout ARC/400 until final reporting to the GL.  Then, your account is used in addition to the index.  

All indexes in ARC/400 are defined in table 820.  An index cannot be used until defined in this table.  Optionally, your GL account number can be specified.

                    Table File Maintenance - Display Screen  16:42:55   4/24/95 

                             Display Mode                                       

                     General Ledger Account Number Indexes                      

              Table ID . . . 820                                                

              Code Value . . DAMAGED___                                         

              Description. . Damaged Goods Expense__________________            

            General Ledger # 011-1101-000__________________                     

List Mode    Change Mode                                  Previous    Next 

                               Exit    Search Screen                     

  Sales Division Table Default Accounts

The sales division table defaults should only be used if account numbers will vary by the sales division.  If there is only one account, the system wide defaults in the Company Control File should be used.  See the explanation of each account to determine the default hierarchy.

                    Table File Maintenance - Display Screen  12:32:21  11/08/01 

                             Display Mode                                       

                 GL Overrides by Sales Division                                 

                    Table ID . . . 071                                          

                    Sales Division CHAN                                         

                    Description. . Channel Sales__________________              

                    Accounts Receivable.....: AR1_______                               

                    Sales Tax Revenue.......: SALES TAX1                        

                    Shipping Charge Revenue.: SHIPPING1_                         

                    Shipping Fee 2 Revenue..: SHIPPING1_                         

                    Sales Revenue...........: SALES1____                            

                    Preview Revenue.........: PREVIEWS1_                         

                    Rental Revenue..........: RENTALS1__                          

                    Deferred Revenue........: DEFERRED1_                         

                    Cost of Goods Sold Exp..: COGS1_____                             

                    DIST Commissions Payable: DIST COMM1                        

   List Mode    Change Mode                                  Previous    Next 

                                 Exit    Search Screen                   
  System Wide Default Accounts (Company Control File)

The ARC/400 company control file specifies a number of general accounts that are used if no specific entry had been made at a more detail level.  For example, if there is just one AR account, this account can be specified in the company control file and no further entry needs to be made.  However, if a certain class of customers need a separate AR account number or if you have a different account per customer, these override accounts can be specified in the AR Credit Management screen for each affected customer.

              ARC/400 Company Control File Maintenance   17:34:26   8/14/03     

                       General Ledger Account Indexes                           

  Accounts Receivable.....:  AR________   Inventory ..............:  INVENTORY_ 

  Sales Tax Revenue.......:  SALES TAX_   Cash....................:  CASH______ 

  Shipping Charge Revenue.:  SHIPPING__   AR Adjust-contra revenue:  AR ADJUST_ 

  Shipping Fee 2 Revenue..:  SHIPPING__   Accounts Payable........:  PAYABLES__
  Sales Revenue...........:  SALES_____   Miscellaneous Receipts..:  PO RECEIPT
  Preview Revenue.........:  PREVIEWS__   Discounts-contra revenue:  DISCOUNTS_
  Rental Revenue..........:  RENTALS___   Inventory Adjustments...:  INV ADJUST
  Deferred Revenue........:  DEFERRED__   DIST Commissions Payable:  DIST COMM_
  Cost of Goods Sold Exp..:  COGS______   Finance Charge Revenue..:  FIN CHARGE
    Create_Detail_GL_Trans:  N                                                                                                                                                       

 All GL Accounts must have an Index Code; use DEFINE-GL-INDEX-CODES to add and  

 change.  GL Indexes located above are the overall system defaults.  To override

 these by sales division, use SALESDIVISION-OVERRIDE-TABLE to set up.           

   SalesDivsion_Override_Table    Define_GL_Index_Codes                         

                                              Exit    Cancel    Accept      

The above accounts are the default accounts provided with ARC/400.  These can be changed as appropriate to your organization.  Typically, these accounts are used as provided with the GL account number assigned to each using table 820 (see above for more information).

  Detail vs. Summary GL Journal Entries

When a journal entry is created, the user has the opportunity of either creating detail or summary information in the GLTRANS journal entry table.  See the Create_Detail_GL_Trans question in the Company Control File, GL Account Indexes.

If the question is set to N for Summary, all journal entries for a single day will be summarized for each GL account.  If set to Y for Detail, each transaction will create a separate entry in the table.  Beware that setting to Y for Detail will create very, very many records in the table.  This option would be used if these entries need to be imported into a GL system requiring detail data.  The normal value for this option is N.

  General Ledger Journal Entry Reporting

ARC/400 creates GL journal transactions as events occur in ARC/400.  You can obtain a report of the GL journal entries using menu options in the AR Menu.  In addition, more detail reporting can be obtained by creating your own reports directly from the ARC/400 GL Transaction File.  See file name GLTRANS with member names of YESTERDAY, MONTH2DATE, LASTMONTH, AGO2MONTH and AGO3MONTH.  These journal transactions are lost after 3 months so if they are needed, they should be copied somewhere

Reporting can also occur using various PC tools including Excel, Access, Crystal Reports, etc.  Use ODBC to retrieve data from the above files to produce your own reports.
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                                                             General Ledger Journal Entries                                                     

Transaction  GL Index #  GL Account Number               GL Account                                      Debit                Credit 

   Date                                                  Description                                     Amount               Amount 

  95/03/27   ACC                                                                                           3.93                  .00 

             DISCOUNTS                                   AR Discounts (contra revenue)                   774.00                  .00 

             PAYABLES                                    Accounts Payable                                   .00                25.00 

             AR          011-1101-000                    Accounts Receivable A ccount                  1,375.27             1,774.00 

             CASH        011-1101-000                    Cash Asset Account                            1,000.00                  .00 

             DAMAGED     011-1101-000                    Damaged Goods Expense                             5.00                  .00 

             FIN CHARGE  011-1101-000                    Finance Charge Revenue Account                     .00                  .27 

             INVENTORY   011-1101-000                    Inventory Asset Account                          28.93                12.86 

             PREVIEWS    011-1101-000                    Preview Revenue Account                            .00               150.00 

             PROMO       011-1101-000                    Promotional/Compimentary Products (COGS)          3.93                 3.93 

             SALES       011-1101-000                    Sales Revenue Account                              .00             1,190.00 

             SHIPPING    011-1101-000                    Shipping Charges Reve nue Account                  .00                35.00

             COGS        1                               Cost of Goods Sold                                 .00                  .00 
                                                                                    TOTAL              3,191.06             3,191.06

  General Ledger Notes

1. With AR Cash and Adjustment Entry, no GL account information is created until the batch is closed.  Therefore, be certain to close all AR cash and adjustment batches at the end of every month.

There is an option to Open a closed AR batch on the Systems Administrator menu.  When this is accomplished, all GL transactions are backed out.  Then, when the batch is closed, all transactions are done again.  This method was chosen to assure accuracy for any changes to the AR batch.

2. The AR account in the Sales Division table is not used for any “On Account” entries.  Either the account in the Customer’s credit management screen or the Company Control File will be used.  However, when the money is applied to a customer’s invoice, the accounts will be correctly reconciled.

  Foreign Currency Support with ARC/400

Limited support for the use of foreign currencies is available with ARC/400.  One can enter orders, bill customers and receive cash using a foreign currency denomination.  However, all internal accounting will be tracked in the home currency.   The potential problem of mixing different currencies on a single report or screen will not occur.

The Order Entry Setup screen allows the order to be entered using a foreign currency denomination.  Once specified, the order is locked into using that currency for all subsequent order changes, shipments, invoices, credits, AR, etc.  The exchange rate used is determined at initial order entry time; that exchange rate will be locked and used for the life of the order for all invoicing, credits and AR.

Various screens will display order amounts in the foreign currency rather than the home currency.  When this occurs, the user is informed.  

· For a list screen, the foreign currency denomination abbreviation will be displayed in red following the amount.    

· For non-list screens, the foreign currency will be displayed in red at the top, left of the screen.

· For screens that do not support foreign currency display, all amounts will be displayed in the home currency regardless of the designated foreign currency.

The invoice inquiry screen is special because this screen will allow the user to view the invoice in either the foreign currency or the home currency.  The user will toggle between the two views by simply pressing a pushbutton on the Totals screen.  Therefore, the invoice inquiry can be used to service a customer in the currency denomination used by the customer.  In addition, the accounting personnel will be able to view the invoice with the exact amounts used for internal accounting.

Cash Entry will require the user to specify the currency for each cash entry batch.  Once specified and at least one entry made by the user, the batch currency cannot be changed.  All amounts, either displayed or entered by the user, will be foreign currency amounts.  The Cash Entry screens will not allow the viewing or posting of money in any currency to an invoice denominated in another currency.  Therefore, if an invoice is not being displayed, the problem is likely that the invoice is denominated in another currency.

All foreign currencies must be established using Exchange Rate Maintenance.  This is done either using table 066 in Table File Maintenance or by using the Exchange Rate Maintenance screens on the Royalty Menu.  Set the exchange rate to the units of the foreign currency per unit of the home currency.

Maximum amounts supported by ARC/400 may be smaller than usual when foreign currencies are used.  Order maximum amounts will apply to the currency that creates the highest number.  For example, 1.58 Canadian dollars is equal to one US dollar.  If the home currency is US, the maximum single order line item amount is 999,999.99 Canadian dollars or 632,911.38 US dollars.  One would not be able to enter the Canadian equivalent to 700,000 US dollars, as the converted Canadian amount would exceed the ARC/400 maximum of 999,999.99.  The same concept applies to the maximum order amount of 9,999,999.99 and to other values as well.

The following screens will display using the foreign currency; therefore, all amounts need to be specified in that currency:

· Order Entry

· Order Search

· Release Orders on Hold

· Order Confirmation Printing

· Credit Memo Processing

· Credit Memo Selection and Approval

· Invoice Search

· Invoice Inquiry

· Invoice Printing

· AR Search

· Prepayment and credit card processing

· Cash Entry and Batch Reporting

· AR Statements

· Purchase Orders

The following will always be specified in the home currency, regardless of the invoiced currency.  Currency conversions will be performed as necessary.

· All standard reports

· Bookings, sales amounts and sales histories

· Customer balances (open orders, AR balances, etc.)

· General Ledger reporting

· Cost of goods and inventory valuation

· Royalties

· Commissions (internal commissions and distributor commissions)

· Amounts on shipping screens.  Such amounts are always specified in the home currency, but will be converted to a foreign currency for invoicing.

The following functions are not supported by the Foreign Currency Support:

· Pro Forma invoicing

· Monetary plans, renewable business and EDL.

· Finance charges

· RMA processing

· Price Lists (amounts are entered into the list price tables using the home currency, but are converted to the foreign currency value in order entry)

· Dunning letters (AR and preview)

· Currency fluctuation gain/loss (realized and accruals)

· Conversion rate history
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