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Introduction 

The ACUMEN Accounts Payable and Checking systems are tightly integrated to promote efficient payment processing. 
ACUMEN maintains a real-time running balance for each designated Checking Account. You can view Bank Balances in GL 
Setup, from within a Check record, and using the Bank Balances command. ACUMEN updates the appropriate bank 
balance as soon as a Check record is saved and when AP Disbursement checks are printed. It also updates the bank 
balance when Receipts and some GL Adjustments post. 

The companies and people that supply you with goods and services are called vendors. Information about your vendors is 
stored in the Vendor file. You set up one Vendor record for each vendor with whom you do business. 

When you receive an invoice from a vendor, you create an AP Voucher to record it in ACUMEN. You can also set up 
Recurring Vouchers for payments that are due on a regular basis (e.g., rent, telephone). The Voucher enables you to 
record and distribute a vendor invoice to your ACUMEN general ledger right away, through the posting process. The 
Voucher is also set up for payment in the Accounts Payable system through the generation of an AP Disbursement record 
during posting. 

You can create AP Vouchers to pay royalties and commissions too. 

The AP Disbursement file is the mechanism by which ACUMEN enables you to process Vouchers for payment and then 
auto-generate the corresponding checks. The records in the AP Disbursement file are simply a specialized view of the 
records in the Accounts Payable file. You can’t create records directly in the AP Disbursement file. Each AP Disbursement 
record represents on open AP record – an unpaid AP Voucher. 

You choose the Vouchers to pay by selecting individual AP Disbursement records for full or partial payment. When you 
initiate the printing of queued AP Disbursements, ACUMEN generates the corresponding Check records and it is those 
Checks that are actually printed. If a Vendor is configured for E-Pay, a Direct Debit Check is generated (as a record of the 
payment you will transmit directly to their account outside of ACUMEN). 

You can pay up to 14 vouchers for the same vendor with one check by selecting all of corresponding AP disbursements 
for payment. The voucher detail (e.g., vendor invoice number) is printed on the check stub. If more than 14 AP 
Disbursements for the same vendor are selected for payment ACUMEN automatically creates multiple checks (no more 
than 14 vouchers per check) so that all of the voucher detail fits on the check stub. 

You can easily print a summary or detailed AP Aging report to keep track of who you owe money, how much, and when it 
is due. You can limit the report to just open AP or include historical information. You can also control whether to print an 
aging for all vendors, a select group, or just one. 

The Checking system enables you to maintain an unlimited number of bank accounts. You can bypass AP Disbursements 
and write a manual check directly from any one of those accounts if needed. 

The Accounts Payable file is where ACUMEN stores a record of all transactions affecting your designated GL Accounts 
Payable accounts. New Accounts Payable (AP) records are created, or existing AP records are updated, by the system 
when transactions affecting GL Accounts Payable are posted. You cannot create AP records directly. 

Other ACUMEN files and operations rely on the data in the Accounts Payable file. For example, an historical AP Aging is 
based on both open and closed AP records, and AP Disbursement records (which allow you to process vendor payments) 
are a specialized view of open (unpaid) AP records. 
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At tax time, you can print 1099 and 1042 data on pre-printed IRS forms and export that data to file with the IRS for 
applicable vendors and authors. 

The Type assigned to each AP record indicates the original transaction source. 

AP Type Original Record AP Disb 
vch A posted AP Voucher generates this type of open AP record. Yes 

rvch A posted recurring AP Voucher generates this type of open 
AP record. Yes 

adj 

A posted VEND Adjustment applied to a new AP Doc ID 
generates this type of open AP record. 
If the Adjustment is applied to an existing open AP record 
(AP Doc ID), a new AP record is not created. 

Yes 

Chk 
A posted manual check or a direct debit with an Invoice ID 
generates a closed AP (Chk) record. See the Checks 
eManual for details. 

No 

 

There are two reports for analyzing accounts payable in ACUMEN, the AP Aging Report (built-in) and the AP Aging Cash 
Flow Report (a Quick Report printed from the AP file). You can also view a vendor’s account history on-screen. 

The Payment Allocation Export enables you to export summary or detailed payment information for GL accounts that are 
assigned to a GL Account Class that is marked for inclusion in the export, for a user-specified date range. The export is 
based on accounts that are assigned to an applicable GL Account Class. 

You can also export information about future cash receipts (AR) and payments (AP) using the Export Cash Flow Info 
feature. ACUMEN creates a text file that contains total weekly receipts and payments using that exported data. 
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This chart demonstrates the typical events leading up to the payment of a vendor invoice that is processed through the 
ACUMEN Accounts Payable system. 
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Highlights 

 Enable optional verification for duplicates when creating new Vendors. 

 Merge duplicate Vendor records into one record. 

 Authors and Reps are also Vendors but those records are accessed from their own virtual files instead of the 
Vendor file. 

 Vendor records can be imported. 

 There are several Special Searches that enable you to locate Vendors in the Vendor file by fields in related files. 

 Two Accounts Payable reports come with ACUMEN: AP Aging and AP Aging Cash Flow. 

 You can export Cash Flow Projections. 

 You can set up GL Defaults for each applicable vendor and ACUMEN will auto-load the GL Default line items in new 
Vouchers and Checks for the vendor e.g., when you create a Check for your building management company the 
rent amount is automatically entered and allocated to your GL Rent account.  

 Click the Aging button in the Vendor record list or in a Vendor record to quickly see a vendor’s open or historical 
AP detail on screen. 

 If a vendor also purchases product or services from you, you can use the Create Customers button in the Vendor 
record list to quickly create a Customer record for them. 

 You can put a Vendor on hold so that Checks are not generated for them even though you can enter Vouchers for 
them. The On Hold feature is currently in development and will be released soon. 

 You can delete any Vendor records for which there is no related history (e.g., Checks, Vouchers). 

 Vouchers can be created in the AP Voucher file as well as from the PO (Purchase Order) and Inventory 
Transactions files. 

 Set up Recurring Vouchers to automate the payment of bills that are due on a regular basis such as monthly rent 
and utilities. 

 Change Check IDs for Checks that have already been printed if necessary e.g., pre-printed check forms were 
damaged when printing payment information and must be reprinted on differently numbered check forms.  

 View AP records from the Accounts Payable file, the AP Disbursements file, and the AP Aging record list. 

 Quickly find AP records based on any fields in the Vendor file using the Search by Vendor Special Search. 

 Set AP Aging Defaults in Preferences. 

 Control whether new Voucher records are Post Ready by default. 

 Print U.S. 1099 and 1042 data from ACUMEN onto pre-printed forms for IRS reporting. 

 Export U.S. 1099 and 1042 data from ACUMEN to e-file with the IRS. 
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 Manually create Checks directly in the Check file when necessary e.g., to pay a vendor without an AP voucher, to 
refund a customer, to pay a non-system vendor or customer, etc. 

 Create a Direct Debit Check to reverse a posted check or to record an E-Pay transaction. 

 Use Special Searches to locate records in the Check file by fields in the AP and Voucher files and by Check Detail. 

 Add any checking, savings, money market, or other cash account that you will reconcile in ACUMEN as a 
Designated Checking Account any time. 

 Use the Duplicate button in the Check record list to quickly duplicate an existing Check record e.g., a fast way to 
enter payroll checks without having to manually enter all of the static detail every time. 

 Use the Update 1099 button in the Check record list to toggle the status of the 1099/T5 check box in selected 
Check records (i.e., if the Check is designated for 1099 reporting you can reverse that setting, and vice versa). 

 View a list of all AP Disbursements related to a Check from the AP Disbursements page of that Check record. 

 Void or cancel an unposted Check. 

 Exchange data with other accounting and AP systems using the Data Transfer functionality if you don’t handle 
your own accounting and AP. 
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How the Accounts Payable System Works 

Set up Checking accounts 

Your checking accounts are set up in GL 
Setup as Default Bank Accounts along 
with other kinds of bank accounts you may 
have. You can add as many Bank Accounts 
as needed. 

Double-click a Bank Account in the list to 
access the record form for the details of 
that account. Each Bank Account is tied to 
the corresponding GL Account in your GL. 

One Checking Account can be designated 
as Primary to be used as the default for 
Checks. You can manually change the 
Checking Account in a Check if needed. 

You can also designate a default Bank 
Account for Receipts. 
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Create Vendor records 

Vendor records are for storing information about the companies, institutions, and individuals with whom you do business. 
The details in each Vendor record helps to automate data entry in Vouchers and Checks and assure consistency in 
the AP system e.g., for tracking 1099 payments. 

Create a new Vendor record from one of three areas in the 
core system, or import them. 

Access the Vendor file from the ACUMEN Main Screen 
AP_Check menu and then click the New Quick Tool in 
the record list to open a blank Vendor record form. 

 

-OR- 

 
Create a new AP Voucher and enter a Vendor 
Name that doesn’t already exist in the Vendor file. 
ACUMEN prompts you to create a new Vendor 
record. If you click Yes, a blank Vendor record form 
opens in a new process. When you have entered the 
vendor information and save the Vendor record, you 
are returned to the AP Voucher and can complete it. 

 
-OR- 

 
Create a new Check and enter a Party that 
doesn’t already exist in the Vendor file. ACUMEN 
prompts you to create a new Vendor record. If 
you click Yes, a blank Vendor record form opens in 
a separate process. When you have entered the 
vendor information and save the Vendor record, you 
are returned to the Check and can complete it. 

 
-OR- 
 
You can import Vendors using the pre-defined ASCII text file import format. This is a portion of that format. 
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The General page of the Vendor form 
includes the essential fields needed to 
populate Checks and AP Vouchers. The only 
field that must be entered to save a Vendor 
record is the Company Name or 
Individual Last Name. You will usually 
enter other fields too though e.g., Address, 
Telephone, and so on. 

In addition to the general information such 
as name and address, you can configure 
fields to classify a vendor (e.g., General, 
Printer), store their tax settings, and enter 
the terms they extended to you as their 
customer. If you will transmit payments 
electronically directly to a vendor’s account 
(e.g., PayPal), enable the E-Pay option too. 

In ACUMEN authors and sales reps are also 
vendors but they are specialized and their 
records are stored in and accessed from the 
Author and Rep files respectively. 

The Reorder button at the top of the 
form enables you to set criteria for 
reordering product that you purchase from 
that vendor. 

Use the Aging button  to view an onscreen AP 
aging for the current vendor. Choose to view only 
Open AP items or Historical as of the date entered. 

 

 

The Related page lists records that are linked to the Vendor record: Actions, Contacts, 
eMails, Events, Job Cost Distributions, PO Items, and Royalties. 

 

 

 

 

 

Some related records can be created from the Related list, others must be created in another area of the system. 
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If you usually distribute payments to the 
same GL account for a particular vendor, 
you can enter one or more default accounts 
on the GL Defaults page of the Vendor 
record. When you create an AP Voucher or 
Check for them, a list of the default GL 
accounts stored in the Vendor record come 
up and you choose whether to load the 
defaults into the new record. Each default 
account can also have a corresponding 
amount though it doesn’t have to e.g., rent 
is always the same each month so you store 
that amount with the default account. 
Default accounts help makes data entry 
quick and accurate. You can manually 
override the default in Vouchers and Checks 
if needed. 

The Terms page is where you store the 
credit terms the vendor gives you, any 
discount, pricing, and shipping defaults, as 
well as other applicable settings. You can 
also view the vendor’s AP balance. 

The Terms field group is visible on both 
the Terms page and the General page of the 
Vendor record form. 

 

 

 

 

 

 
The Comments page contains a 32,000 
character text field for your comments 
about the vendor. 
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When the optional Vendor Dupes Verify Preference is enabled, 
a modified Vendor form comes up initially when you create a new 
Vendor record. Based on the key fields in that brief form, ACUMEN 
checks for existing Vendor records that match. 

If a possible duplicate Vendor record is found an alert comes up. 

 

 

 

 

 

 

 

 
If you create multiple Vendor records for the same vendor, you can merge them together, into a single Vendor record. 

Using preformatted Special Searches you can find Vendor records based on fields in related files. For example you can 
search for Vendors by fields in the Contact file. You can also use the ACUMEN Search Editor to search on any fields in the 
Vendor file or any other files. 

 

Create AP Vouchers 

You should create one AP Voucher for each vendor 
invoice received. Vouchers are created in the AP 
Voucher file accessed from the ACUMEN Main Screen 
AP_Check menu. 

Click the New Quick Tool in the record list to open 
a blank AP Voucher form. 
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A completed AP Voucher looks something like this. 

The Vendor Name field is clairvoyant. When you 
enter all or part of a vendor name ACUMEN loads the 
vendor information if just one matching Vendor 
record is found. If multiple matches are found, a list 
of matching Vendors comes up and you select the 
one to load into the AP Voucher. 

If the Vendor is assigned to any default accounts 
(GL Defaults page of the Vendor record), a list of 
those accounts comes up when you tab out of the 
Vendor Name field and you can choose the ones to 
load into the distribution area of the Voucher. In this 
example the vendor, All Space Travel, is assigned to 
one default account, Travel, and it was loaded as a 
distribution line item. 

If the Vendor isn’t assigned any default accounts or 
you choose not to load the default, you must enter at least one distribution line item for the expense. 

The total distributed amount must be equal to the Invoice Amount; Distribution remaining must be 0. 

The AP GL Account stored on the Terms page of the Vendor record is loaded in the AP Account fields in the Voucher.  

When the Voucher posts ACUMEN credits Accounts Payable, debits the GL accounts to which the expense is 
distributed, and creates an open AP record. You can view the open AP record directly in the Accounts Payable file, as 
an AP Disbursement, and in an 
open AP Aging. 

To review Vouchers before or 
after posting them, print an AP 
Voucher Journal from the AP 
Voucher record list. That report 
also prints automatically when 
Vouchers are posted. 

You can reverse a posted AP 
Voucher by creating a negative 
AP Voucher or by creating a 
VEND-type GL Adjustment. 

If you need to share AP data 
outside of ACUMEN (e.g., a 
parent organization cuts checks), 
you can export AP Vouchers. 
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The Accounts Payable file 

The AP (Accounts Payable) file is 
where ACUMEN stores a record of 
all transactions that affect your 
designated GL AP accounts. 
New AP records are created or 
existing AP records are updated by 
the system when transactions 
affecting GL Accounts Payable 
post. You cannot create AP records 
directly. 

A number of ACUMEN operations rely on AP data 
e.g., an historical AP Aging is based on both open 
and closed AP records, AP Disbursements are based 
on open AP records. 

This example is an open AP record. The AP Open 
check box is True (selected), the Doc Amnt Due is 
not zero, and the Payment Detail subform is 
empty; no payments have been made against this AP 
record. 

When the AP Open check box is selected, that open 
AP record is included in the AP Disbursements view. 
Once the record is closed, the AP Open check box is 
no longer selected, and there is no corresponding AP 
Disbursement record for that AP transaction. 
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Mark AP Disbursements for Payment 

The AP Disbursement file, 
accessed from the ACUMEN 
Main Screen AP_Check 
menu, is where you process 
vouchers for payment and 
then auto-generate the 
corresponding checks. There 
is one AP Disbursement 
record for each open AP 
record (i.e., for each unpaid 
AP Voucher). 

Only the first user to access 
the AP Disbursement file is 
granted read-write access. 
Subsequent users have 
read-only access to prevent 
duplicate payments. 

To pay items, select one or 
more AP Disbursements to which to apply the same 
payment option and then click the applicable payment 
button. You can pay a percentage of the open amount (Pay 
%), pay the full amount (Pay Subset), or select just one 
AP Disbursement and specify a partial dollar amount to pay 
(Pay Partial). Any available discount is applied 
automatically if the vendor terms are met. ACUMEN places a 
“Q” to the left of each AP Disbursement selected to pay to 
indicate that they are now in the check print queue, and 
updates the Amount To Pay, Balance, and Discount 
Taken, as applies. 

Use the E-Pay button to toggle the status of the E-Pay field 
associated with an AP Disbursement on and off. 

Until the AP Disbursement checks are posted and ACUMEN 
marks the corresponding AP records as closed (deselects 
the AP Open check box) the AP Disbursements remain 
accessible in the AP Disbursement record list. 

To remove an AP Disbursement record from the check print 
queue, select it and click the Don’t Pay button. 

Double-click an AP Disbursement in the record list to open the record form. AP Disbursements are a special view of AP 
records and cannot be modified. 
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Create AP Disbursement Checks 

When you process AP Disbursements 
for payment they are added to the 
check print queue. Before creating 
the corresponding Checks you can 
print an AP Disbursement Journal 
from the AP Disbursement record list 
and review the planned payments. 
This report is printed for selected 
records from the AP Disbursement 
record list. 

If a payment is configured to be 
made electronically the word “E-Pay” 
prints in the Amount Paid column for 
that payment e.g., see the payment 
line item for All Space Travel in the 
Journal example. 

 

 

 

When you choose Create AP 
Disbursement Checks from the 
ACUMEN Main Screen AP_Check 
menu the Create AP Disbursement 
Checks dialog comes up. 

The current system date is set as the 
Check Print Date by default. You 
can change it. 

You can create Checks for just 
Printed Checks, just Direct Debits 
(e.g., E-Pay), or Both. Payment 
Type defaults to Both. 

You can also control whether Checks 
are just created now or are also 
printed, and how they are sorted. If 
you just create Checks now you can 
print them from the Check file later. 

 



  
 
 

©2016 by CyberWolf Inc. All Rights Reserved. This document is intended solely for the use of the person and organization to which it 
was originally sent. It contains information that is privileged, proprietary, and confidential. It may not be copied or communicated to 
other organizations without the express written consent of CyberWolf Inc.    Document ID: 20160222            www.cyberwolf.com                                        

Accounts Payable System
Quick Start Guide

Page 15 of 21

The newly created Checks are 
displayed in the Check Print 
record list, a special view of the 
Check file but without all of 
the Check management 
functions. 

In this example, the Checks 
were just created, they weren’t 
printed; they have no Print 
Date. These Checks are not 
posted yet either. 

In certain circumstances you 
may need to change the ID 
assigned to Checks that have 
already been printed e.g., 
checks are damaged during 
printing. The Increment ID 
button enables you to increment 
the IDs of Check records in 
ACUMEN to match the numbers 
on the new checks on which 
you re-print. 

If you included any E-Pay Checks in 
the Create AP Disbursement Checks 
process, the resulting Direct Debit 
Checks (see the negative Check ID) 
are brought up in a separate read-
only record list. When you close the 
Check Print record list this Check 
record list will no longer be in read-
only mode and you can manage 
those records as with other Checks. 

Double-click any Check in the 
Check Print record list or Direct 
Debit Check in the Check record list 
to open the record. You cannot 
modify Check records. 
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On the Check AP Disbursements page 
you can see a list of the Disbursements 
linked to the Check. The AP record ID 
and the Voucher ID are shown and you 
can open the Voucher record list with the 
Voucher records by clicking the Open 
Vouchers button. 

Until AP Disbursement checks 
post and ACUMEN marks the 
corresponding AP records closed 
(AP Open check box is False) the 
AP Disbursement records for 
those checks are still in the AP 
Disbursement record list. Instead 
of being marked with the “Q” now 
though, they now are marked 
with an asterisk (*) which 
indicates that the respective 
checks have been created. 

The Check records must be Post 
Ready to post them. Depending 
on how you have configured your 
File Control Preferences, that 
either happens automatically as 
records are saved or you must 
manually mark them Post Ready. 
These Checks are Post Ready 
(there is a check mark in the Post 
box for each record). 

When working in the Check file 
there are several functions you can 
use to manage Check records. The 
Assign Dupes and Duplicate 
buttons are used together to make 
a copy of one of more Checks e.g., 
handy for easily creating payroll checks. Use Update 1099 to toggle the 1099 status of any Check, posted or not. 
Print Status reverses the printed status of any unposted Check (i.e., to re-print) and resets the Print Date to 
00/00/00. Using Increment ID you can skip or change the ID of unposted Checks e.g., pre-numbered check forms 
are damaged during printing and you need to re-print on forms with new numbers. Each of these features must be 
enabled in Preferences to use; they are disabled by default. 

The Post Ready button toggles the status of the Post field, to make a Check record Post Ready or not Post Ready. 
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The posting of Checks is logged in the Post 
Journal which at the end of the posting process. 

If there are any problems during Check posting, that 
is noted in the Post Journal too. 

 

 

 

 

 

 

 

 

ACUMEN assigns the current system 
date to the Post Date field of each 
posted Check records as a visual cue 
that the record is posted and can no 
longer be modified with the exception 
of the 1099 update. 

ACUMEN also updates the related AP records, marking them 
closed if paid in full (AP Open is False), recording Payment 
Detail, and updating applicable Document fields. 

 

If partial payment was made, the remaining open balance is 
shown in the Doc Amnt Due field and the AP Open check 
box is still selected. 
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The AP Disbursement records related to AP records that are closed by posted checks (paid in full) are completely 
removed from the AP Disbursements file. You can report on that historic information using the AP records (e.g., an 
historic AP Aging). 

 

Check File 

You can manually create Checks directly in the Check file. 
For example you might need to generate a check outside 
of normal AP processing to pay for a delivery, to quick-pay 
a vendor, refund a customer, and so on. You can even 
create a Check for a non-system party though ACUMEN 
does not process 1099s for non-system parties. If that 
tracking is needed, you should create a Vendor record. 

 

To manually create a new Check, access the Check 
file from the ACUMEN Main Screen AP_Check 
menu and click the New Quick Tool in the record 
list to open a blank Check form. Set the Party Type 
to Vendor or Customer, select a Check Category if 
applicable, enter the Party, and complete the rest of 
the Check based on whether it is for a vendor or a 
customer, and then save the record. You can print 
the check from the Check record list. Once it is Post 
Ready it will be included in the next posting process 
that is initiated. 

You can manually create a Check to record a check 
that was hand written too. 
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Reports 

There are two reports for analyzing accounts payable: the AP Aging Report and the AP Aging Cash Flow Report. 

This is an example of 
the AP Aging Detail 
Report printed for one 
vendor. 

 

 

 

 

 

This is an example of 
the AP Aging 
Summary Report 
printed for one vendor. 

AP Aging Reports can 
be set up to include 
historical AP data too. 

 

 

This is an example of the AP Aging 
Cash Flow Report for multiple 
vendors. 

 

 

 

 

 

You can design your own custom Quick Reports and SuperReports for Accounts Payable too. 
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Exports 

There are two exports for the AP file: the Payment Allocation Export and the Cash Flow Projects Export. 

The Payment Allocation Export enables you to export summary or 
detailed payment information for GL accounts that are assigned to a GL 
Account Class marked for inclusion in the export, for a user-specified 
date range. The Payment Allocation Export is accessed from the 
ACUMEN Mai Scree GL menu. When you initiate the export you are 
prompted for the dates to include. By default summary information is 
exported. If you want the detailed information, select the Export Detail check box. 

This is an example of the summary export 
when viewed in Excel: 

 

 

This is an example of a detailed 
export when viewed in Excel: 
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You can also export cash flow projections. This export 
is initiated from the Export Cash Flow command on the 
ACUMEN Main Screen AP_Check menu. ACUMEN prompts 
you for the Start Date, Period Criteria, and Number 
of Weeks to include. You have the option to also include 
transactions that have a credit balance. 

 

The exported cash flow projection data looks something like this: 

 1/3/16 1/10/16 1/17/16 1/24/16 1/31/16 2/7/16 2/14/16 2/21/16 
AP 29075.00 0.00 19000.00 0.00 500.00 0.00 0.00 0.00 
AR 15825.00 0.00 7430.00 0.00 1237.00 162.00 69.00 55.00 

 

 

Further Reading 

The ACUMEN Documentation folder contains all of the documentation for ACUMEN including eManuals, Release Notes, the 
Documentation Guide, and other useful resources. You can access that documentation directly on disk and through the 
Online Help System when logged into ACUMEN (choose ACUMEN from the ACUMEN Main Screen Help menu). The Online 
Help System Topics are organized similarly to the ACUMEN Documentation folder structure. 

For more about working in the ACUMEN Accounts Payable system refer to the following eManuals: 

o Accounts Payable 

o Receipts 

o 1099 Processing 

o Checks 

o Checking Printing 

o Checks: Voiding & Canceling 

 

They are stored in the ACUMEN Documentation -> Core System eManuals -> General Ledger and AP folder. 

To learn more about working with the two special types of Vendors, Authors and Reps, refer to these manuals: 

o Royalty Setup eManual (Core System eManuals -> Royalties folder) 

o Commissions eManual (Core System eManuals ->Order Entry and AR folder) 

You will find references to other documentation as it relates to Accounts Payable functionality too. 

 

Optional Modules 

The following Optional Modules enhance the core Accounts Payable system: 

o Consignment Distribution module 

o Digital Asset Management module 


