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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
rveh A posted recurring AP Voucher generates this type of open Yes

AP record.

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.

A posted manual check or a direct debit with an Invoice 1D
Chk generates a closed AP (Chk) record. See the Checks No
eManual for details.

adj Yes

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.

Receive
Vendor Invoice

v

ACUMEN Credits

Create
AP Voucher ACUMEN Credits
+ GL Accounts Payable
Post ACUMEN Debits View in Open
AP Voucher Allocated GL Accounts AP Aging
ACUMEN Creates WView in
Open AP Record Accounts Payable File
Process .
AP Disbursement View in
for payment AP Disbursements
Print ACUMEN Creates
AP Disbursement Check Record

AP Record Closed

GL Checking
Post ACUMEN Debits View in Historical
AP Check GL Accounts Payable AP Aging
ACUMEN Marks View in

Accounts Payable File

Mo Longer in
AP Disbursements
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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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ACUMEN
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How the Accounts Payable System Works

Set up Checking accounts

Your checking accounts are set up in GL [l P2"GLsep T e

Setup as Default Bank Accounts along £|£|
Default Accounts |R_anges &SegmenisIFisml YearslSetﬁngsIR.eporisIR.ebuild ILog |

with other kinds of bank accounts you may
have YOU can a.dd as many Bank ACCOUntS | Account Type: Asset  Double-click to access account information. EDD
Account Code Account Name Type Mandatory No Group  Primary

as needed. Chscking - 85 R
10010-000-000-000-00000 Checking - FI Bank Account Falze False False

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 ks P2+ GL Default Bank Accounts: 1 of 2 ==

the corresponding GL Account in your GL. o |4| <| » | M| X /|
General |Log

One Checking Account can be designated [ R

as Primary to be used as the default for Checking - ESF
GL Account Code .. e

Checks. You can manually change the 10000-000-000-000-00000 1044

Checking Account in a Check if needed. Payer Name _
[ | [E] Mo 6L Group Logic

You can also designate a default Bank (] Primary Checking Account

N . [ Recsipt Dafault Accourt
Account for Recelpts' Record 1of 1 Runining Balance Lzst Bank Rec Balance Current GL Balancs

[ §153,807 68| Update | $248,923.93 165089.72

Lest Bank Rec Date 12/31/15
Last Numbar Usad a9

Last Debit Num Used 3

1D: 1044 | Record 1 of 1 | Entered by Conversion on 05/06/02
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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.

k. P2°Vendor: 41 of 41

Create a new Vendor record from one of three areas in the

a . 2 _a

a

LR L. A ]

t . t th how All Unposted Subset | Editor Quick ID Set Set Spedal
core system, or import them. -

First Name |Company | AP Balance | City
Access the Vendor file from the ACUMEN Main Screen o :;:3:::;’;‘;;‘9 _— - Eg‘u’:fem
AP_Check menu and then click the New Quick Tool in 1 [rcatalGaphics s Uity o Kingspt

the record list to open a blank Vendor record form.

The

Auto Center
Banta Company
BEA (Book Expo America)

Santa Fe
Menasha

Bookworks Albuquerque
-OR- [ Update ] [ Aging ] [ Find Royalty Pay Tos ] [ Create Customers ]
Create a new AP Voucher and enter a Vendor B P4 - AP VOUCHER == =]
Name that doesn’t already exist in the Vendor file. I<| <| » | M |X|/|
ACUMEN prompts you to create a new Vendor Generel | ltems [ Note

Vendor Name .. Vendor ID . Account Number

record. If you click Yes, a blank Vendor record form Zachary
opens in a new process. When you have entered the L Confirm

vendor information and save the Vendor record, you
are returned to the AP Voucher and can complete it.

The record "Zachary™ could not be found. Do you want to create it?

/’
Try Again E Yes = +
-OR- —
ke p2° CHECK [s @]
Create a new Check and enter a Party that ORI
doesn’t already exist in the Vendor file. ACUMEN General | Line Ttams | Note
prompts you to create a new Vendor record. If o = Fe 0. feomunt oo 1088
you click Yes, a blank Vendor record form opens in T
a separate process. When you have entered the
) ) The record "Zachary” could not be found. Do you want to create it?
vendor information and save the Vendor record, you -

are returned to the Check and can complete it.

-OR-

Try Again Yes -

+

You can import Vendors using the pre-defined ASCII text file import format. This is a portion of that format.

| 1 2 3 4 5 6 7]
A B ( D E F G

Vendor IDT | First Name Last Name/Company Name Address 1 Address 2 City State

261 The Banta Company Curtin Reed Plaza PO Box60 Menasha Wi

262 Copygraphics, Incorporated 314 Read Street Santa Fe NM

200 Bard Koffman 3094 East Street MNew York NY

263 McNaughton & Gunn, Inc. P O Box 2070 Ann Arbor Mi
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The General page of the Vendor form L L= Vendor : All Space Travel : 505-042-7629 == =d
includes the essential fields needed to @31 <[> [n]|x|v]
populate CheckS and AP VOUChEI’S The Only General ‘Re\abeleL DefauhslTermlecmmems
field that must be entered to save a Vendor Communicatione
reCOFd |S the Company Name or Company Name or Individual Last Mame : First Mame or "The™ [ il Hononﬁc=E|
.. . All Space Travel Individual
Individual Last Name. You will usually e 22 i Telephone .
enter other fields too though e.g., Address, 47 Johnson St 5059427629
Alt Ph : Fax:
Telephone, and so on. 505-945-372 -
. . . City : State : eMail
In addition to the general information such Truchas N haley@allspacetravel.com
. Zip: Country ‘Website URL

as name and address, you can configure 87501 United States
fields to classify a vendor (e.g., General,
Printer), store their tax settings, and enter Classifications Taxes Terms
the terms they extended to you as their [ Associate [ tmactve T Know us By 1D

. . [[]Printon Demand  [F] E-Pay w7461
customer. If you will transmit payments Disc% DiscWitin  DiscBy

. : Old Code ] 1033 2%  10Days
electronically directly to a vendor's account [ =] [Fl1042 o e
(e.g., PayPal), enable the E-Pay option too. N 45Dy 0.00
o Recipient Type Override Tax Rate
= -
In ACUMEN authors and sales reps are also = e Bf::“’:
i . ) Roy Tax Withholding %

vendors but they are specialized and their
records are stored in and accessed from the Rovelty Mnmum Peyment__
Author and Rep files respectively.
The Reorder button @] at the top of the
form enables you to set criteria for ID: 200 | Record 1 of 41 | Entered on 05/21/04 | Modified by Cory Sweet on 01/15/15

reordering product that you purchase from
that vendor.

Reorder Information... Use the Aging button [&| to view an onscreen AP asng
A o) aging for the current vendor. Choose to view only Historical
Crptimum Stock Days . . -
T : Open AP items or Historical as of the date entered. g As of pi[15716 |
Minimum Stock Days ,70
Minimam Order ,70
Maxamam Order ,70

|| Defauk Warehouse Oniy
Minimum Grder Handling
() Only order i minimum is met

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

L. P2°Vendor : All Space Travel : 505-942-7629 =N =R ==
® B[] > [n][x|v]

|Genera|| Related |GL Defaults ITermsICommentsl

| [Contacts &= -] 1 Rec IS

|Last Name  |First Name Type Title Phane Defaut PO Dft

Administration __lowner | v | |8

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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ki P3 ® Vendor : All Space Travel : 505-842-7529

| General | Related| GL Defaults |Terms | Comments

Lo o =]
®|3[ ] v |vx|v]

AP Voucher/Check Default Accounts =
Distribute to GL Account Name .. GL Account Code Amount -
Travel 64040-000-000-000-00000 E .00

L P2=Vendor : All Space Travel : 505-942-7629 =8 EcH (==

‘General |Relabed IGL DefauHsl Terms |Commenis |

® (3|1 [nx[v|

Terms

Accounts Payable

POD Terms

Check Print Mame

Know us By ID
7461
Disc % Disc Within Disc By
2% 10 Days
Met Days Due
45 Days
Credit Limit Tax Rate Roy Tax Withhelding %
15,000.00 8.625% 0.000%
Royalty Minimum Payment
0.00
Disc Rate
0.00%  [F]Vend Prod Override
Discount Name Pricing
[ ~| [VendorPrice 1 ~|
Ship Via =

DISBN Convert Length to 13

AP Balance

0.00
AP GL Account Mame ..
Accounts Payable - Trade

AP GL Account Code .
20000-000-000-000-00000

Handling Charge (per shipment)
0.00

ID: 200 | Record 1 of 41 | Entered on 05/21/04 | Medified by Cory Sweet on 01/20f15

kj, P3 ® Vendor : All Space Travel : 505-942-7629

|General |Related |GL Defaults |Terms| Comments

Lo [ o]
o3[ w] «|vnx|v]

Comments

Work with Haley whenever possible. She understands our travel requirements well. -
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BOOK

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.

Potential Duplicate Records:

Al Space Travel -
47 Jehnson St.

Truchas, NM 87501

Vendeor ID: 200 Vendor

Accounts Payable System
Quick Start Guide

Dupes Check Entry ...

Company Name or Individusl Last Name

[all Space
First Mams or "Tha", ate.

Saarch Charactars

City

Zip + 4

Paace 10 of 21

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 VVouchers

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.

L. P1° AP Voucher 6of143

B .8 . a_.a_ a_ x_4a.,
New £ Show Al Unposted Subsst i Editor Quick ID Set Set Special

P |VoucherID | Amount Vendor Vendor ID Invoice Date
144 2,095.36 All Space Travel 200 01/01/16
145 36.75 American Mailing Systems 222 01/01f16
146 2,865.00 Auto Center 202 01/05/16
147 250.00 Capitol Moving & Storage 131 01/05f16
148 1,258.13 Communications Diversified 158 01/06/16
149 102.30 Corner Tea And Coffes 277 01/08/16

Update Exchange Rates

Post Ready
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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.

Accounts Payable System
Quick Start Guide
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L P1- AP VOUCHER =8 (Eol =5
|<| <| » | >||x|/|
General |Line Items INnte
Wendor Name .. Wendor ID . Account Number
All Space Travel = 200 7461
47 Johnson St.
Truchzs, NM 87501
Invoice # Invoice Date Due Date
81206 01/25M16 031016 [FlE-Pay
Invaice Amount Discount Avsilble PO or Job Reference
586.19 11.72
Distribution remaining: 0 e
GL Account Mame .. GL Account Code . Amount Memo Info A
Travel £4040-000-000-000-00000 E 586.19 Jim Denver Flight
AP Account Name .. AP Account Code .
Accounts Payable - Trade 20000-000-000-000-00000
Recur Info
ID; 158 | Record 9 of 143

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 SciFantasy (No Mods) AP VOUCHER JOURNAL
- Mon. Jan 25, 2016 « 11:45 AM
open AP Aging. Page: 1
TO reVIeW VOUCherS before or l\rr:f::?c':::DID ]l;l‘::rg:'l:atc g;.n:::uunl Code GL Account Name ourroteme Discount Amount
after posting them, print an AP 144 01/01/16 Al Space Travel sales team travel
V h J | f th AP 81003 02/15/16 20000-000-000-000-00000 Accounts Payable - Trade 4191 2,095.36
oucner Journal tfrom the
i GL Account Code GL Account Name Memo Info Amount
Voucher record list. That report 64500-200-WSL-000-T0004 Tradeshow Fees LA book show 2.095 36
also prints automatically when Total for: All Space Travel 209536
Vouchers are posted. 146 01/05/16 Auto Center
20033 01/20/16 20000-000-000-000-00000 Accounts Payable - Trade 00 2.865.00
YOU can reverse a pOSted AP GL Account Code GL Account Name Memo Info Amount
Voucher by Crea_t| ng a negat|ve 60050-000-000-000-00000 Wehicle Maintenance Service 4Runner #2 2.865.00
. Total for: Auto Center 2.863.00
AP Voucher or by creating a
149 01/08/16 Corner Tea And Coffee
VEND -type GL Adj ustment. 120035 02/07/16 20000-000-000-000-00000 Accounts Payable - Trade .00 102.30
GL Account Code GL Account Name Memo Info Amount
If you need to share AP data 60040-100-000-000-00000 Office Supplies coffie. tea, sugar. etc 10230
OUtSIde Of ACUMEN (eg, a Total for: Comer Tea And Coffee 10230
parent Organization CUtS CheCkS), Total for: Accounts Payable - Trade 3.062 66
you can export AP Vouchers. Crand Total 20660
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The Accounts Payable file
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where ACUMEN stores a record of 5 . dja_ a @ _ a_ @ | &8 _ & & | £ &}
. Show All Unposted Subset Editor Quick ID Set Set Special i Reports Labels  Custom i Export eMail L
all transactions that affect your : : < : : :
. AP ID Vend ID Vendor Name Doc ID |Doc Date \ Doc Amount Type Amount Due Due Date PO Memo
deSIQnated GL AP accounts. 281 200 All space Travel 81206 01/25/16 586.19 vch 586.19 03/10/16 -
295 140 Transamerica Insurance BCB411 01/15/16 2,116.89 rvch 2,116.89 01/25/16 D
New AP records are created or 294 248 Stone Printing Company 82316 01/12/16 325.00 vch 325.00 01/22/16
.. 203 157 PNM 10006-12831 01/08/16 1,026.10 vch 1,026.10 01/23/16
existing AP records are Updated by 202 274 Office Depot 16-25865F 01/08/16 814.11 vch 812.11 01/23/16
. 201 214 Mays, Ruth 01/08/16 01/08/16 28.90 vch 28,90 01/31/15
the system when transactions 290 278 Jackson, Phillip 827 01/08/16 475.00 vch 475,00 01/18/16
affecting GL Accounts Payable al o | -
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.

Emwice S

|<| <| > | » X|/|

[Genera [Updateiog]
General
Vendor ID Vendor Name IAII Space Travel |
Voucher ID GL AP Code [20000-000-000-000-00000 |
avcor | Qo
Chekd [ CreckDate [00/00/00 S
[JE-Pay
ModifiedBy [ | Madified Date [00/00/00
PO Memo |
Document
Document Amount 586.19 DocumentID 81206
Doc Amnt Due 586.19) Document Date (01/25/16
Discount Amount Document Type
Amount To Pay Due Date [03/10/16
Payment Detail K
Date Type Document ID Amount -
i

ID: 251 | Record 10f 6
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Mark AP Disbursements for Payment

Accounts Payable System
Quick Start Guide
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The AP Disbursement file, ki P1° 4P Disburse: 10.0f 75 = : o )
= | B 5 2 +
accessed from the ACUMEN I%N : sthH T unpgmd - Slﬁet ': Ei:r T Q%di T IDQSet T Sqet T Spia ': Reﬁm fﬁs Cuﬁm ': port EE\\ Eﬁl M
Main Screen AP_CheCk * Q  AmountTo Pay Discount Taken Balance Discount Avail |Doc D;te | Due Date  Document Amount Voucher D Type  Vendor Name Documert 1D Your PO or Memo  E-Pay
. Q 2,600.00 .00 0 .00 02/01/16 06/01/16 2,600.00 162 vwch  Transameria 2016-1663 E -
menu, is where you process T
Q 1,385.00 .00 0 .00 02(01/16 042516 1,385.00 161 vch  McNaughton & Gunn, 1600154 =
VOUCherS for payment and Q 385.00 .00 0 .00 02/01/16 02/15/16 385.00 160 vch Isr:;on,uan 02/01/16 B
then auto-generate the e Taes o — Tl s N — L M B
. Q 1,200.00 .00 600 .00 01/08/16 02/05/16 1,800.00 151 wech  Fullscreen Printing 12711 [}
COfreSpondlng CheckS, There q 2,618.56 .00 0 .00 01/08/16  01/23/16 5,237.12 150 vch  Federal Express 10000056981
. X Q 102.30 .00 0 .00 01/08/16 02/07/16 102,30 149 vwch  Comner Tea And 120035 B
Coffee
IS one AP DISbursement Q 500.00 .00 865 .00 01/05/16 01/20/16 2,865.00 146 vwch  Auto Center 20033 [}
record f0r ea.Ch Open AP Q 2,095.36 41.91 -41.91 41.91 01/01/16 02/15/16 2,095.36 144 vwch  All Space Travel 81003 sales team travel
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 Q@ Denctes AP Disbursement is in Queue for Chedk Printing
du ||Cate a ments = Denotes Chedk has been oested and the AP Disbursement cannct be
p p y ’ view * | [ View Q| [ EPay | Youe Date Discount | [ Don'tPay {{ [ Pay% | [ PayPartial | [ Pay Subset |
. \_/
To pay items, select one or
more AP Disbursements to which to apply the same L. P2+ AP DISSURSEMENT oo e
payment option and then click the applicable payment W« | n]x|¥

button. You can pay a percentage of the open amount (Pay
20), 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
gueue, select it and click the Don’t Pay button.

General |Update Log

General
Vender ID 200
Voucher ID [144
APID 282
Check ID

Modified By

Document

Document Amount
Daoc Amnt Due
Discount Amount

Amount To Pay

PO Memao |sales team travel

2,095.36
2,095.36
41.91

0.00

Vendor Name All Space Travel

GL AP Code 20000-000-000-000-00000

GL Disc Code AP Open
A
Chack Date [00/00/00 Rt
E-Pay

Modified Date |00/00/00

Document ID (81003
Document Date |01/01/16
Document Type nch

Due Date [02115/16

Payment Detail

Date |T‘..‘pe

Document ID

Amount

ID: 282 | Record 2 of 75

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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ACUMEN

BOOK

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.

Accounts Payable System
Quick Start Guide

Pace 14 of 21

SCl'Fﬂﬂ'fﬂSy (No Mods) AP DISBURSEMENT JOUERNAL
Dioc 1Dy Doc Date Check 1D Check Date  Vendor Our PO/ Memo
Woucher 11 [iue Date AP Account Code AP Account Name Doc Amount Doc Amnt Due Amount Paid
81003 00116 00/00/00 All Space Travel sales team travel E-Pay
144 02516 20000-000-000-000-00000 Accounts Payable - Trade 2,085.36 2,00536 209536
81206 012516 00/00/00 All Space Travel
158 0310/16  20000-000-000-000-00000 Accounts Payable - Trade 386.19 586.19 386.19
Total for: All Space Travel 268153 268135 2,681.53
20033 010516 D0/00/00 Auto Center
146 OL20/16  20000-000-000-000-00000 Accounts Payable - Trade 2,863.00 1,365.00 300.00
Total for: Auto Center 2.865.00 1,365.00 500.00
26003 020116 00/00/00 Banta Company
159 031516 20000-000-000-000- 00000 Accounts Payable - Trade 1.000.00 1,000.00 1.000.00
Total for: Banta Company 1,000.00 1,000.00 1,000 00
120035 010816 00/00/00 Corner Tea And Coffee
149 OX07/16  20000-000-000-000-00000 Accounts Payable - Trade 102.30 102.30 102.30
Total for: Corner Tea And Coffee 10230 102.30 102.30
100D0DS698T 010816 D0/00/00 Federal Express E-Pay
150 012316 Z0000-000-000-000- 00000 Accounts Payable - Trade 523712 2,618.56 2.618.56
Total for: Federal Express 5,237.12 261856 261856
12711 01/08/16 00/00/00 Fullscreen Printing
151 020516 20000-000-000-000-00000 Accounts Payable - Trade 1,800.00 1,800.00 1,200.00
Total for: Fullsereen Printing 1.800.00 1,800.00 1,200.00
1600154 0201/16 00/00/00 MecNaughton & Gunn, Inc.
161 472516 20000-000-000-000-00000 Accounts Payable - Trade 1.383.00 1,385.00 1.385.00
Total for: McNaughton & Gunn, Tne. 1,385.00 1,385.00 138500
02/01/16 020116 00/00/00 Simon, Dan
160 021576 20000-000-000-000-00000 Accounts Payable - Trade 385.00 385.00 385.00
Total for: Simon, Dan 383.00 385.00 383.00
2016-1663 02/01/16 D0/00/00 Transamerica Insurance
162 06/01/16  20000-000-000-000-00000 Accounts Payable - Trade 2,600.00 2,600.00 2,600.00
Total for: Transamerica Insurance 2.600.00 2,600.00 2,600.00
Total for: Accounts Payable - Trade 18,055.97 1393741 1247241
Grand Total: 18,055.97 13,937.41 12472.41
(Create AP Disbursement Checks
Bank Accounts Bank Balance Calculation [Includes Unposted Receipts =
Account Name Account Code curr Last Last Balane Totd  Totdl Direct Totadl
Code Check Num | Debit Num Printed Debit Due Amount Due
Checkmg BSF 10000-000-000-000-00000 usp 1081 3 -16,072.33 7,758.49 4,713.92 1247241
T Y T N T |
Chedk Print Date Payment Type Lower Printing Check Print Operation Sort By
021916 [Both ~] [us v| [Create Only v| [vendorName ~
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The newly created Checks are ke P2+ Check Print: 8 of &
displayed in the Check Print : B.a.a_.a_. a.a ia&.a& &
record I|St a spec|al VleW Of the how All Unposted Subset Editor Quick ID Set Set Spedal Reports Labele  Custom
. . Checl: jin} |Date Amount Party Know Us By ID Print Date
Check file but without all of 1001 02/19/16 586.10 All Space Travel M7461 00700700 B
1002 02/19/16 500.00 Auto Center 00/00/00
the Check management 1003 02/19/16 102.30 Corner Tea And Coffes 00/00/00
H 1004 02/19/16 1,200.00 Fullscreen Printing oofo0/00
funCtlonS' 1005 02/19/16 1,000.00 Banta Compary 61128 00/00/00
. 1006 02/19/16 385.00 Simon, Dan 00/00/00
In this example, the Checks 1007 02/18/16 1,385.00 McNaughton & Gunn, Inc. 00/00/00
. , 1008 02/18/16 2,600.00 Transameri@ Inzurance oof00/00
were just created, they weren't -
printed; they have no Print 10010-000-000-000-00000 : Checking - FI Print Status | [ Increment ID
Date. These Checks are not
posted yet either.
In certain circumstances you =
b PL=Check 20f271
may need to change the ID B.la.a.a.a.a._ | & a8 & .
aSS|gned to Checks that have how Al Unposted Subset Editor Quick  IDSet Set Spedial Reports Labels  Custom
already been printed e_g_ Check ID  |Date N | Amount Type  Party 1099 Statement  Print Date  Post  Post Date
_' =) 02/19/16 2,618.56 ¢ Federal Express = 0o/00/00 02/02/20 ]  oofoofoo -
checks are damaged durmg 1 02/19/16 2,095.36 ¢ All Space Travel Dofonjoo oo ] 00700700
printing. The Increment ID
button enables you to increment
the 1Ds of Check records in }
ACUMEN to match the numbers
i Assign Dupes Duplicate Update 1099 Print Status Increment 1Ds Post Ready
on the new checks on which
you re-print.
If you included any E-Pay Checks in ke P2+ cHECK [E=H =N =
the Create AP Disbursement Checks R (4
process, the resulting Direct Debit Geners! [Line Hems | Note | AP Disbursements|
H Party .. Party ID . Account Mumber
Checks (see th_e negative Check ID) American Mailing Systems =l 222/ (326 [ 1099
are brought up in a separate read- 2938 Pan American
. Alouguergue, MM 87011 Party Type Check Categony Check Amount
only record list. When you close the [vande =l =] T
Check Print record list this Check
. . . Check ID Date Invoice ID Memao
record list will no longer be in read- 1014 D1BEAE —
only mode and you can manage GL Details -
those records as with other Checks. GL Account Mame .. GL Account Code | Amount Memo Info -
Accounts Payable - Trads Z0000-000-000-000-00000 L 3875
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.
Voucher ID .
Checking Account Mame .. Checking Account Code . Checking Account Balance
Checking - BSF 10000-000-000-000-00000 {16,912.68)
ID: 1014 | Recor.d 1of 11 | Entered by Cory Sweet on 01/258/16 | Modified by Cory Sweet on 01/28/16
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On the Check AP Disbursements page ke P2° CHECK R
you can see a list of the Disbursements 1| <] [ m| x|
linked to the Check. The AP record ID [G2nerel | Line Items | Nate| AP Disbursements
and the Voucher ID are shown and you

. . AP Disbursements _
can open the Voucher record list with the |AND r— S —
283 145 | 5265 0.00 B/I5

Voucher records by clicking the Open
Vouchers button.

Unt'l AP D|Sbursement CheCkS hps-.e\?[r.;bum 10075 7 = . oo ==
SN E £l s
pOSt and ACUMEN marks the i thII M Unlad T nget 'E ir M qj\ck T IDO;Et T SC; T s.;ital 'E Reﬁm T La%s Cuﬁm 'E Export EE\\ \[E—:‘ T
corresponding AP records closed |- o smouttore oiscomtmier saie  oiscout aviloocbate | oue bate | Documert Amount Voucher T Type VencorName  Doamert 1D Your PO orMemo =Py
) . 2,600.00 .00 0 .00 02/01/16 06/01/16 2,600.00 162 vch  Transameria 2016-1663 =] -
(AP Open CheCk bOX IS False) the = 1,385.00 .00 0 .00 02/01/16 04/25/16 1,385.00 161 vch E:Nu:ngt:mnasunn, 1600154 =
AP Disbursement records for - ss5.00 a0 0 a0 Gy oy w0 v |Smonoon wfouss B
= 1,000.00 .00 0 .00 02/01/16 03/15/16 1,000.00 159 wch  Banta Company 26003 (]
ill 1 0 3 d d 3 ve ace Travel 0
those checks are still in the AP - e F W omn eyl mem B e e 7 a
Disbursement record list. Instead |- e I prlieiemiheia it v S W i g s
Coffee
of being marked with the “Q” now | Fpeer oy By oty ot mimi rnfe | Ao e peered  |nom  sostesm e
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 N S .
F.Ile Control preferences_’ that View* | [ ViewQ ] [ EPay Due Date | [ Discount | [ Don'tPay | [ Pay% | [ PayPartal | [ Pay Subset |
either happens automatically as :
records are saved or you must Spee o _ _ _ e
manually mark them Post Ready. - i i Ja.a.a . a . a.a&.8 & .+ &l@,
These Checks are Post Ready New Show All Unpasted Subset Editor Quick ID Set Set Spedal Reports Labels  Custom Export  eMail View
H H Check ID  |Date | Amount Type Party 1099 Statement Print Date Post | Post Date
(there Isa CheCk mark n the POSt 1008 02/19/16 2,600.00 c Transamerica Insurance 00/00/00 00/00/00 00/00/00 -
box for each record) 1007 02/18/16 1,385.00 ¢ MeNaughton & Gunn, Inc. 00/00/00  00/00/00 00/00/00
: 1006 02/19/16 385.00 ¢ Simon, Dan 00/00/00  00/00/00 00/00/00
1005 02/18/16 1,000.00 ¢ Banta Company 00/00/00  00/00/00 00/00/00
When Working in the Check file 1004 02/19/16 1,200.00 < Fullscreen Printing & 00/00/00  00/00/00 00/00/00
. 1003 02/19/16 10230 ¢ Comer Tea And Coffee =] 00/00/00 00/00/00 00/00/00
there are several functions you can 1002 02/18/16 500.00 ¢ Auto Center 00/00/00  00/00/00 00/00/00
1001 02/13/16 586.19 ¢ All Space Travel 00/00/00  00/00/00 00/00/00
use to manage Check records. The 2 02/19/16 2,618.56 Federal Express &l 00/00/00 02/02/20 00/00/00
Assi D 4D licat -1 02/18/16 2,095.36 ¢ All Space Travel 00/00/00  02/02/20 00/00/00
ssign bupes an uplicate =
bUttonS are Used together to make [ Assign Dupes ] [ Duplicate ] [ Update 1099 ] [ Print Status ] [ Increment IDs ] [ Post Ready ]
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.

Accounts Payable System
Quick Start Guide
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SciFantasy (No Mods)

Type

D

ACUMEN™ POST JOURNAL (Post # 1083)
Mon, Feb 22, 2016 = 7:45 AM
Page: 1
Description

>

W

v

v

v

W

v

v

v

v

ACUMEN™ Post

ACUMEN™ Post
ACUMEN™ Post

ACUMEN™ Post

ACUMEN™ Post
ACUMEN™ Post
ACUMEN™ Post
ACUMEN™ Post
ACUMEN™ Post
ACUMENT™ Post

Posting as of 02/22/16 by Cory Sweet for date range from 02/03/16 through 02/19/16. RAM Usage:
Minimum RAM

ACUMEN version: 10.3.084 Post# 1083

ACUMEN Active Data file — Segments: 1 Tolal size: 0.26 GB
#1: E:\Wy Data Files - Active\Quick Start Guide Data\Data Stages\005 - AR Before Post AR
Receipt Mountain Books\Main_Data_No_Mods_10_3.4DD

Single User Posting

ACUMEN Auto Backup Data file
E:iMy Dala Files - Activelv10 Auto Data Backup\Copy Main Data No Mods 10 3.4DD

Posting machine information: APRIL-WIN7 -- Windows 7 version 6.1
4D Version: Final 1 version 13.6.0

Monday, February 22, 2016 7:44 AM
Automatic backup was successful. Elapsed Time: 00:00:29
Monday, February 22, 2016 7-44 AM

Aulo backup started.

Auto backup ended.
Post processing beqins at 7:44 AM.

w

v

v

v

v

Check

Check
Verification
Verification
ACUMEN™ Post

10 are selected for this posting session.

Posting is completed at 7:44 AM. Elapsed time: 00:00:02. Average time: 00:00:00
GL Verfication Beqins: 7:44 AM

GL Verfication Ends: 7:44 AM

The running balances on all bank accounts have been verified and are correct

v

v

v

Report
Report
ACUMEN™ Post

Inventory Verification Report is printed. Elapsed Time: 00:00:03 Current Time: 7:45 AM.
GL Accounts are in balance.

Subsidiary Ledaer Reconciliation Report as of 02/22/16 is printed.

Post processing ends at 7:45 AM.

ACUMEN assigns the current system

ki P1° Check 271 of 271

date to the Post Date field of each i} } Qa.a._.Qa._a.Q s . a8 & | *
pOSted CheCk records as a VISLIa| cue Mew Unposted Subset : Editor Quick ID Set Set Special Reports Labels  Custom Export
that the record |S pOSted and can no Check ID | Amount Type Party 1098 Statement Print Date Post  Post Date
. i i 1008 2,600.00 c Transameri@ Insurance 0o/oo0f00 00/oof00 (=] 02/22(16
longer be modified with the exception 1007 1,385.00 ¢ McNaughton & Gunn, Inc. oo/oofo0  oofoofoo O] 02/22(16
1006 385.00 ¢ Simon, Dan 00/00/00 oofoofon O] 022216
of the 1099 update.
ACUMEN also updates the related AP records, marking them [k ap1sf120 E=SEoR
closed if paid in full (AP Open is False), recording Payment - L nix|v]
) i ) i eneral |Update Log
Detail, and updating applicable Document fields. General
Vendor ID [140 Vendor Name [Transamerica Insurance
Voucher ID [162 GL AP Code [20000-000-000-000-00000
If partial payment was made, the remaining open balance is e B o
Check ID Check Dat= |00/00/00 )
; ; E-Pay
shown in the Doc Amnt Due field and the AP Open check B Ry — ’
box is still selected. g
Document Document
Document Amount 5,237.12 Document 1D |10000056981 Document Amount 2,600.00 Document 1D 2016-1663
Doc Amnt Due 2,618.56 Document Date [01/08/16 Doc Amnt Due 0.00 Document Date [02/07/16
Discount Amount 0.00 Document Type Mch Discount Amount 0.00 Document Type ch
Amaunt Ta Pay 0.00 busDst= 0172316 Amaunt To Pay 0.00 Due Date 06101116
Payment Detail Payment Detail
Date Type Document 10 Amount - Date [Type [Documento | Amaunt | -
01/28/18 3 1018 (52,618,56) 02/19/16 ‘:k |1nns ‘ ($2,600.00) ‘
| | | |
| | | |
| | | |
: | ——— -
ID: 288 | Record 9 of 126 ID: 299 | Record 1of 130
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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. [ check 2oraos
For example you might need to generate a check outside | & | & . & . T AR N SRR T B N~/
e aw inposted Subset ! ditor Quick D Set set Special Reports Labels
Of normal AP prOCGSSing tO pay for a delivery1 tO qUiCk'pay Check ID ||ﬁ‘\ | Amount Type | Party 1099 Statement Frint Date
a vendor, refund a customer, and so on. You can even w2 |eyms 0000|c | menssmeres meurence cotoron | onyoayee
1010 01/25/16 35,975.00 c Stone Printing Company = oofoofo0 0o0fo0/00
create a Check for a non-system party though ACUMEN w008 oS/ 21995 ¢ Office Depet Fl oo oosooson
. 1008 01/25/16 1,000.00 c McMNaughton & Gunn, Inc. 00/00f00 0o/o0/00
does not process 1099s for non-system parties. If that 05 012518 320.00 ¢ Mays, Ruth 00/00/00  00/09/00
1004 01/25/16 15.95 ¢ Jackson, Phillip oofoofo0 00/00/00
tracking is needed, you should create a Vendor record.
[ Assign Dupes ] [ Duplicate ] [ Update 1099 ] [ Print Status ] [ Increment IDs ] [ Post Ready ]
To manually create a new Check, access the Check (%= caecx o e

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.

General |Line Items | Note

I4|4|>|>I|X|/

Check ID Date

Party .. Party ID Account Number

Sanchez, Emestine 394 | | 11099

5094 Bosque Del Oro

Albuguergue, NI 87440 Party Typs Check Category Check Amount
[Gustomes - - 128.00

Invoie ID Memo

1025 012916

Delivered cake for company celebration

AR DocID .

Checking Acgount Name ..

| GL Details -
|GL Account MName .. GL Account Code . Amount Memo Info -
‘Office Supplies S0040- 100-000-000-00000 E 128.00 Pay on delivery for caks

Checking Account Code . Checking Account Balance

Checking - BSF

10000-000-000-000-00000 (17,040.66)

ID: O | Record 10 of 20 | Entered by

Cory Sweet on 01/29(16
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Reports

Accounts Payable System

Quick Start Guide

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.

SciFantasy (No Mods) AP Aging Detail Report
As of 01/29/16, by Document Date Fr1, Jan 29, 2016 2:10 PM
Page: 1
Doc ID Doc Date Due Date Twpe Transaction ID/Memo Doc Amount Current (1] 90 120
All Space Travel 200 505-942-7629
81003 0A1e 0241516 VCH 144, sales team travel 2,08536 0.00 2,085.36 0.00 0.00
81206 01/25/16  03/10/16  VCH 158 586.19 0.00 586.19 0.00 0.00
Subtotals for All Space Travel 268155 0.00 2,681.55 0.00 0.00
Grand Totals 2,681.55 0.00 2,681.55 0.00 0.00
SciFantasy (Nﬂ MOdS) AP SUMMARY AGING REPORT

As 0f 01/29/16, by Document Date

Mon, Feb 01, 2016 « 7:31 AM

Page: |
Vend ID Vendor Name Balance Current 60 90 120
200 All Space Travel 2,681.55 .00 2,681.55 .00 00
Grand Totals 268155 00 268155 00 00
AP Aging Cash Flow Report As of: Monday, February 01, 2016
Vendor Name Current| 1-30 Days| 31-60 Days |61-90 Days|91-120 Days|121+Days| Met Due
All Space Travel 2,681.55 0.00 0.00 0.00 0.00 000| 268155
Auto Center 0.00 1,365.00 0.00 0.00 0.00 0.00| 1,365.00
Banta Company 1,000.00 0.00 0.00 0.00 0.00 0.00| 1,000.00
Corner Tea And Coffee 102.30 0.00 0.00 0.00 0.00 0.00 102.30
Federal Express 0.00| 2,618.56 0.00 0.00 0.00 000| 261856
McMaughton & Gunn, Inc.|1,385.00 0.00 0.00 0.00 0.00 0.00| 1,385.00
Simon, Dan 385.00 0.00 0.00 0.00 0.00 0.00, 385.00
Transamerica Insurance |2,600.00 0.00 0.00 0.00 0.00 0.00| 2,600.00
8,153.85| 3,983.56 0.00 000 0.00 00012137 41
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 L Payment Allocation Export
detailed payment information for GL accounts that are assigned to a GL
Account Class marked for inclusion in the export, for a user-specified hzowns | iz3ins

date range. The Payment Allocation Export is accessed from the B Esport Datal
ACUMEN Mai Scree GL menu. When you initiate the export you are ok ]
prompted for the dates to include. By default summary information is
exported. If you want the detailed information, select the Export Detail check box.

From Date To Date

=) A [] | C 5] E
Thls IS an example Of the Summary export 1 |GL Payment Allecation Summary for 11/01/1990 through 11/30/1007
. . ) 2
when viewed in Excel: 3 |GL Account Clase Amount
a
5 |LEnEral A0minisraton 3YL.54
| & |Reyaities 208.44
7
B |Towml Paid: 3299.98
2
This is an example of a detailed [= A B | c D E ] F [ c I
1 [GL Payment Aliocatisn Detalls for 11/01/19S0 mraugh 11)30/2007
H H - 2
export When VIeWed n Excel - | 3 |6L Account Class Bank Account Code |Bank Account Mame Check Date Check 1D GL Account Code |GL Account Name Check Amount
4
5 |Genera|/Administration 10000-000-DD0 Checking - BSF 1/3)02 €0 60400-000-000 Prepublication Expenses L B0
6 |General/Administration 10000-000-000 Checking - BSF 2/1j02 46 60200-100-000 Vehicle Expense 1
| 7 |General/Administration  10000-000-000 Checking - BSF 2/z/02 <% 60400-000-000 Prepublication Cxpenses L 129
8 |Generzlfagministration  10000-000-000 Checking - BSF 3j2/02 47 60200-100-000 Vehicke Expense 0,01
9 |General/administration  10000-000-000 Checking - BSF 3/14)02 51 60400-000-000  Prepublicatian Expenses | 125
10 |General/Administration  10000-000-000 Checking - BSF 3/15)02 52 60400-000-000 | Prepublication Expenses 1 100
11 |General/Administration  10060-000-000 Checking - BSF 3/15/02 53 60400-000-000 Prepublication Expenses L 30
12 | General/Administration  10000-000-000 Checking - BSF 3/1%/02 54 60400-000-000  Prepublicatian Pxpenses | 100
| 13 |General/Administration  10000-000-000 Cheacking - BSF 3/15)02 5§ 60400-000-000 Prepublicatian Expenses | S0
| 14 | General/Administration  10000-000-000 Checking - B5F 3/15/02 56 60400-000-000 Prepublication Expenses L 75
15 |Genera|/Administration  10000-000-000 Checking - BSF 5/3)02 57 60200-100-000 Vehicle Expense 100
| 16 | Generel/Administration  100G0-000-00C Checking - BSF /302 58 60200-100-000 Vehicke Expense 130
17 | Genera [ AGMINISIANON  10000-000-000 Checking - ASF 5/3)02 61 60400-000-000  Prepublica1on Expenses | 100
| 1¥ |General/Administration 10000-000-000 Checking - BSF 13/19)02 35 60200-100-000 Vahicie Expenca 1
19 |General/Administration  10000-000-000 Checking - BSF 12/19/02 36 60200-100-000 Vehicle Expense 1
| 20 [General/Administration  10000-000-000 Checking - BSF 12/19/02 37 60200-100-000 Vehicle Expense 1
21 [General/Aaministration  10000-000-000 Chegking - BSF 12/25/02 44 60200-100-000 VENICke Expensa 50
| 22 |General/Administration  10000-000-000 Checking - BSF 12/35/02 45 60200-100-000  Vehicie Expense 60
23 |General/Administration 10000-000-000 Checking - BSF 12/29/02 40 60200-100-000 Vehiclke Expense 1
24 |General/Administration  10000-000-000 Checking - BSF 12/29/02 41 60200-100-000 Vehicle Expense 101
23 |Generel/Administration  10000-000-000 Checking - BSF 12/29/02 42 60200-100-000 Vehicke Expenss 2,01
| 26 |GansrayAOminiStFAGON  10000-000-000 Chacking - BSF 12/2%)02 43 60200-100-000 | Vanicie Expanse 2.02
| 27 |Ganeral/Administration  10006-000-000 Checking - Unitad Kingdom 12/15/02 2 60200-100-000 Vehicle Expensa 62.5
28 |General/Administration  10016-000-000 Checking Canacda 1z2/2)02 2 60200-100-000 Vehicle Expense 41%.16
29 |General/Administration  10010-000-000 Checking Caneda 12/3)02 1 60200-100-000 Vehiclke Expenss 413.1¢
| 30 | Genéral/AdmInISTALON  10015-000-000 Checking Pounds 11/4j02 L 60040-100-000  Office Supplies T30
| 31 |General/Administration  10015-000-000 Checking Pounds 12/5)02 2 60040-100-000  Office Supplies 53.33
32 |General/Administration  10015-000-000 Checking Pounds 12/15/02 3 60040-100-000 Office Supplies B3.34
33 [Royalties 10000-000-000 Checking - BSF 1/31)99 & 20010-000-000 Royzlties Payable 33.04
34 | Royames 10000-000-000 Checking - ASF 1/31/99 B I0010-000-000 | Royalies Fayable 1.8
| 35 | Royalies 10000-000-000 Checking - BSF 1/31)99 9 20010-000-000 Royalties Payaole 71.76
36 |Royalties 10000-000-000 Checking - BSF 1/31)989 9 20010-000-000 Royalties Payable 2.56
37 |Royalties 10000-000-000 Checking - BSF 1/31)99 9 20010-000-000 Royalties Payable 312
38 |Royalties 10000-000-000 Checking - BSF 1/31/99 10 20010-000-000 Royalties Pavable 4,88
39 |royales 10000-000-000 Checking - BSF 1/31)99 11 70010-000-000  ROyaltes Fayadle 26.31
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You can also export cash flow projections. This export [ FiowEsport.-
is initiated from the Export Cash Flow command on the Seer Date [01/20116
ACUMEN Main Screen AP_Check menu. ACUMEN prompts N 2

Mumbser of Weeks ’—8
you for the Start Date, Period Criteria, and Number
of Weeks to include. You have the option to also include [ tnchde Transscrions With Credit Balance
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 Checks
o Receipts o Checking Printing
o 1099 Processing 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
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