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Course Description

QAD designed this course to cover the basics of preparing to implement QAD Standard Edition
(QAD SE). The course includes:

- Base and multinational data setup
« Accounts receivable setup and use
« Purchasing setup and use

- Accounts payable setup and use

- General ledger setup and use

Course Objectives

By the end of this class, students will:
« Know how to setup and run financials in QAD Standard Edition

Audience

The audience for this course includes:
- Implementation consultants
- Members of implementation teams
 Operators

Prerequisites

The prerequisites for attending this course are:
- Initial QAD Enterprise Applications Setup training course
- Basic knowledge of:
- Hardware and network configurations
« QAD SE as it is used in industry
- Working knowledge of:
 The manufacturing industry in general
= Accounting principles

Note Students unfamiliar with QAD SE should read the User Interface Guide before attending
this class.

Course Credit and Scheduling

This course is typically taught in five days.

MNQAD
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System Requirements

This course uses the QAD Enterprise Applications Standard Edition database. Whether you are
studying this material in a classroom or as a self-study exercise, this is launched in a virtual
environment management system. QAD instructors prepare classroom environments. Self-study
students follow the instructions in the QAD Learning Management System.

QAD Resources

If you encounter questions or problems on QAD software that are not addressed in this book,
several resources are available.

Product Help

All QAD products ship with integrated help systems. A properly installed QAD application
displays help when you press the Help key (F1), or access it through the menu. The help covers the
normal use of the product.

QAD Web Resources

The QAD website provides product and company overviews.
http://www.qad.com/

From QAD’s main site, you can access QAD’s Learning or Support sites.

QAD Learning Portal for Training Opportunities

To view available training courses, locations, and materials, use the QAD Learning Portal. Choose
Learning under the Global Services tab to access this resource.

QAD Support for Product Documentation and the QAD Knowledgebase

To access release notes, user guides, installation and conversion guides by product and release,
visit the Support website. Support also offers an array of tools depending on your company’s
maintenance agreement with QAD. These include the Knowledgebase and direct links to QAD
Support experts.

Choose Support under the Global Services tab.

Any QAD customer can register for a QAD web account by accessing the Support web site and
clicking the Accounts link at the top of the screen. Your customer ID number is required. Access to
certain areas is dependent on the type of agreement you have with QAD.

Virtual Environment Information

Standard Edition 2010 - Training, Train

M QAD
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Overview

QAD Standard Edition Financial Management

System Introduction Accounts Payable Vouchers
Basic Data Setup Accounts Payable
Multinational Setup Payments
(Optional) 1099-MISC Reporting
Accounts Receivable _ {Optional)
Data Setup AP Draft Management
Invoicin Opliond)

wolkahg Multinational AP (Optional)
Debit/Credit Memaos

] General Ledger Setup

Accounts Receivable
P i General Ledger

SyiR=nis Transactions
DrGf’r.MGnGgemen’r General Ledger Reports
(Optional)

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Datfa Setup Currency Dependent
Purchasing Rounding

QAD Standard Edition is a software package used by manufacturing and distribution companies to
monitor their operations. In manufacturing companies, QAD SE keeps track of such things as raw
materials, labor, and inventory. Inside a factory, it schedules the movement of work, making sure
that you have the right inventory available at each work location and that the right amount is
available for sale when the product is finished. It also tracks distribution activities: recording sales
and purchase orders, receiving, shipping, and invoicing.

Almost every manufacturing and distribution activity has financial consequences, which is why
you are reading this. QAD SE not only tracks activities, it also records the financial effect of the
activities.

QAD SE is an integrated system with three major parts: distribution, manufacturing, and financial.
Before we examine the actual financial modules, consider two examples of how an integrated
distribution, manufacturing, and financial system works.

Physical inventory is a process whereby you count all stock in your warehouse. Each item has a
value, which is referred to as the value standard cost. If you count the items and discover you have
more or fewer items than expected, this has an impact on assets. QAD SE automatically records
the discrepancy and updates the general ledger (GL) asset value to reflect the situation.

Shop floor control is a process in which you record actual labor time expended during
manufacturing. Every hour recorded increases the value of your work in process (WIP) and results
in an accrued labor expense. QAD SE automatically creates the appropriate GL entries.

M QAD
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QAD SE System Overview

Distribution Manufacturing
* Inventory Control | * Work Orders
* Physical Inventory | * Shop Floor Control
* Sales Orders/Invoicing * Repetitive
* Purchasing

Financial
Management

* Accounts Receivable
* Accounts Payable

* General Ledger

* Multiple Currency

The essential quantity in financial recording is the account balance: the amount of money in an
account. In QAD SE, there are three kinds of balances: your company’s balances, those of your
customers, and those of your suppliers.

- Company balances are maintained in the General Ledger
- Customer balances are recorded in Accounts Receivable
- Supplier balances are recorded in Accounts Payable

All of these balances can be recorded either in the base currency or in any foreign currency. The
Multiple Currency module helps you manage the effects of changing exchange rates.

M QAD
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Financial Systems Overview

L Distribution }—»LMonufoc’ruringJ

| l |

Financials Management

Accounts Accounts
Receivable Payable

Multiple
Currency

v

General Ledger

From a financial viewpoint, the goal of an integrated distribution, manufacturing, and financial
system is to produce financial statements, such as balance sheets and income statements.
Essentially, these statements define the activities of a company.

In the real world, many companies do not operate in isolation; they are part of a whole. Often,
several companies that are part of a larger corporation need to submit their financial statements to
the parent company. The process of integrating this information is called consolidation.

Even if you are only working within a single company, it is important to understand how this
financial data can be used by the other companies that you are working with.

M QAD
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Corporate Organizations

Financial Reporting

Company 1 Compdany 2
Distribution |+ Manufacturing Distribution [+ Manufacturing
I | I I
] ¥
Financial Financial
Management Management
Balance Shest Balance Sheet
Income Income
Statement Statement

Balance Sheet Consolidated

ncome
Statement

The simplest corporate organization is a single company operating at a single location. In this
situation, you use QAD SE to manage your manufacturing, distribution, and financial activities
and ultimately produce just one set of financial statements.

In QAD SE, we refer to this type of organization as a single financial entity that is required to
publish financial reports and file tax returns to the government.

Sometimes a company has factories or warehouses in several locations, but it still only needs to
produce one set of financial statements. In this case, the company is a single entity with several
sites. In QAD SE, a site is a unit used for inventory control and planning purposes, but it is not a
separate financial unit. In both of these situations you normally use only one computer system and
one database to manage operations.

M QAD
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Domains

Corporate Organizations

Single Entity

Single Entity
Multiple Sites v

P
Ottawa Warehouse Windsor Warehouse
|
Customer Customer

The domain concept in the database provides flexible implementation options for supporting
multiple business operations within a single database and eliminates the need for a single database-
wide base currency or database-wide control settings. The domain is essentially a logical partition
within a single database. Any number of domains can be set up in one physical database—each
domain with its own base currency, chart of accounts, operating controls, document numbering,
and security.

Note A database with one or multiple domains can continue to connect to another database also
with one or multiple domains.

Some system administration functions can be managed across domains, such as defining users,
currency codes, country codes, menus, messages, and labels. This includes the ability for a system
administrator to control exactly which users can access data in which domains. All other data
updates take place within the context of a specific domain.
You can create two types of domains:

« Primary domains reference the current database.

» Connection domains point to domains located in other databases.
When you create a domain, you must associate it with a database. When you create a new primary

domain (database is your current database) in a multi-database environment, all databases must be
connected.

M QAD
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Corporate Organizations

En’rj’ry 5000 Entity 2000
Paris (Euro) Amsterdam (Euro)
Distribution Site s Warehouse
Entity 1000
Los Angeles (USA)
Corporate
Entity 4000
London (GBP)
New York (USA) Customsr

Manufacturing Plant
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Domain Maintenance

Domain Maintenance

Use Domain Maintenance to define
domains in the current database.

| Domain Maintenance *

® GoTo ~ Actions *| .| Copy v | (5 Print &| Preview

Domain: 10
Database: QADDB
Namaf DOMAIN] ]
Short Name: DOM10 ]
Type:
Propath Setting |

Active:

Use Domain Maintenance (36.10.1) to define domains in the current database (primary domains)
and define connection records that reference domains in other databases.

A domain represents a business operation with a single currency and chart of accounts. Each
database must have at least one domain and can have as many as you need. Each domain can
include one or more entities, one of which is designated as the primary entity.

Once you define domains, assign them to users in User Maintenance. Each user has a default
domain. If they are assigned access to more than one domain, they can choose a domain at login.
Otherwise, they are automatically logged in to their assigned domain.

M QAD
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Domain/Account Control

Domain/Account Control

1 |
Domainfbccount Contral X I

# GoTo ~ Actions '| Copy 'i E:',, Print & Preview

Verify GL Accounts: v
Base Currency, usd ~ ]
Entiy{1000 7]
Bank dcctValidation] |
Default Spstem Language:: ug ]
Audit Trall v

The first step in beginning to use QAD SE is to set up Domain/Account Control (36.1).

In QAD SE, control programs define how processing takes place within the system. This may be
as simple as maintaining the next customer number or as complex as defining product allocation
rules. Almost every module has its own control program.

Control programs should be initialized before using any module in the system. Most of the values
should not be changed once the system is in use. Access to the control programs should be
restricted by password security.

You must set up Domain/Account Control (36.1) prior to entering any information into the system.
This is a special control program used by all modules of QAD SE. Mainly, it defines accounting
parameters such as currency, and default GL accounts.

Domain/Account Control (36.1) has two sections. The first section defines the entity, system base
currency, and system entity, bank account validation, default system language, audit trail, and the
server time zone.

M QAD
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General Settings

The following are general settings within Domain/Account Control (36.1):
Verify GL Accounts. Indicates whether the system should verify general ledger accounts and
effective dates when transactions are created in other modules
General ledger accounts are always verified in the GL module.

Use Verify GL Accounts to activate verification in all modules, such as AR, AP, Inventory,
Sales, Purchasing, Work Orders, and Multiple Currency.

If verification is activated, the system checks that the account code, sub-account code, and cost
center code recorded in any transaction are valid The system also verifies that the transaction
effective date is within an open GL period.

Base Currency. Company base currency used for all financial reports. All exchange rates are
defined in terms of this currency.

Important Never change the base currency, once you start live processing because this can
cause account balances to be incorrect.

Entity. Set the system entity for the database, when using multiple databases.
The system entity is usually the primary entity, as defined in Entity Maintenance (25.3.1).

Important Do not reset this once live processing starts.

Bank Validation. Specify the check digit to use in the bank account validation routines, if any.

The value of the field must be 11, 12, or <blank>. If you enter eleven [11] or twelve [12], the
system validates bank account numbers according to European standards.

If you are not using bank validation, leave this field blank.
Default System Language. The default language you want the system to use.

Audit Trail. Specify whether the system should keep an audit trail of changes and deletions to
unposted GL transactions. The audit trail ensures that no unmonitored changes are made to the
unposted GL transactions.

M QAD
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Default General Ledger Accounts

.
Domain/Account Control — GL Accounts
|Doma|n.fAccount Control 7-| I
# GoTo - Ackion = |
Domainiéccount Contral =
Sales Accounts - .
| - ® GoTo ~ = Actions | | Copy ~| & Print s Preview
|DomainMccnunt Contral '| Intercompany Accounts
W GoTo = Action = Accounts Payable (Debitt| [EIE
Aecounts Payable [Credit}] 1202
Accounts Receivable (Debitl] 1205 _
|Doma1nMc:ount Control * #ecounts Receivable (Credi)] 1205
G Tonr b Fived Assets [Del:il]:;wm
= T Fissdl Assats [Credit}] 1801
SeoumsoSvere Irvertosy Control (Debit}] 1201
- Irvvertary Control (Credith] 1201
|Damu|n(ﬁccaunt Control * | 4
® GoTo - Action =
Lal IPrndu:t LIneI
c H i ‘Dnmuim‘ﬁccuunt Control -V-l
[a{s] Exp P '
g el @ GoTo - Action =
s Sub Sia IMuItlple Currency Accounts I
Dep Unrealized Exchange Gain Acct:
— Co Unrealized Exchange Loss Acct: 1036
— 1 Realized Exchange Gain Acct: 1037
ce Realized Exchange Loss Acct; 1038
Floo Exchange Rounding Account:| 1039

The second section of Domain/Account Control defines default GL accounts, sub-accounts, and
cost centers that are accessed by many maintenance functions.

Each account is identified by an account code, an optional sub-account code, and an optional cost
center code. General Ledger Control (25.24) determines whether sub-accounts and cost center
codes are used in your database.

It is critical to understand where each of these account codes are used by the system. As we enter
data, you see these accounts; set up correctly, they can streamline data entry and minimize errors.

Multiple Currency Accounts

Currencies are defined at the system level in the application database. You must define at least one
currency, and specify the base currency for each domain in Domain/Account Control. Other setup
is required if you use foreign currencies or if you have multiple domains with multiple base
currencies.

When using foreign currencies, you must specify the default unrealized exchange gain and loss
accounts, and realized exchange gain and loss accounts. These account codes display as the default
accounts for currencies entered in Currency Maintenance (26.1).

In some countries, it is necessary to record unrealized exchange gains and losses and realized
exchange gains and losses in separate accounts.
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Intercompany Accounts

For multiple-entity transactions, you can set up intercompany debit and credit accounts to track
amounts for any transactions between entities. Each entity can have its own set of intercompany
accounts for four types of transactions:

- Accounts Receivable
- Accounts Payable
- Fixed Assets
« Inventory Control
You can specify default intercompany accounts in Domain/Account Control. The default accounts

are used by Entity Code Maintenance to simplify the setup of intercompany accounts when
multiple entities are maintained in one domain.

When a transaction references more than one entity, the system automatically creates the required
intercompany balancing entries using these accounts.

Sales, Purchasing and Department Accounts

The Domain/Account Control also lets you set default accounts for:
- Sales
- Accounts payable
 Departments
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Training Database and Company

The database for this class has been preloaded with data for the Quality Products Company. We
use some of this data for the course activities.

The Quality Products Company manufactures and distributes mechanical pencils and refill
products. These products are packaged and sold to retail stores and office supply distributors.

Based in US Quality Pencil is a wholly owned subsidiary of a large company. It prepares its own
financial statements and provides the holding company with general ledger (GL) results for
consolidation. The company’s manufacturing operations are based in Los Angeles, California, and
branch sales offices are located worldwide.

M QAD
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Terminology

’

™ GoTo ~

Employee.

Last Name

Address 1

SEN:

First Name:

Home Phone:

Terminology

IEmgtoyee Maintenance *

Action =

Employee Address

= BIW

[ whiteriead

Bill
;| 701 South Shore Lane

Address 2:
Address 3:

Window < City:

Country:

San Diego
United States of America
510-992-0293

728-03-9912

Employee Data
Job Title:

Date Employed:
Date Terminated;

|<J_ Field

State;| CA
usa

Business Phone:

Birth Date: 2/12/1954 ~

Department:

Default Project:
Ermployrnent Status:

Postal; 92133

Ext:

A

Understanding some basic terminology will help you to use QAD Standard Edition.

field. A single piece of electronic information such as a quantity or item number. One or more
fields make up a record.

Example the name WHITEHEAD

frame. An area of an QAD SE screen containing fields and surrounded by a border. Data is
grouped within frames; usually fields in a frame are for similar data. Highlighted fields are filled in
with a different color (lighter, darker), reverse video, or underlined, depending on the type of
terminal you are using.

window. A window is a special frame that displays only with certain control settings.

Example If you select Display Weights in Freight Control, a pop-up window prompts you to
enter additional freight details.

Note You can only change (type in) highlighted fields. If you try to type anywhere else, the
terminal beeps at you.
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Using QAD Standard Edition

You have the ability to use QAD SE in a Windows'™ Interface, in character mode, via the Internet,
or using the .Net Ul interface. For more information on how to use QAD SE in either mode, refer
to the User Interface Guide. Here you find detailed information and activities for both types of
modes. Examples of some of the topics discussed are:

- Signing on and using Menus
« Screens

- Field and Procedure Help

- Keyboard commands

Training Database and Company Description

The database for this class has been preloaded with data for the Quality Products Company. You
will use some of this data for the class activities.

The Quality Products Company manufactures and distributes mechanical pencils and refill
products. These products are packaged and sold to retail stores and office supply distributors.

Quality Pencil is a wholly owned subsidiary of a large company. It prepares its own financial
statements and provides the holding company with general ledger (GL) results for consolidation.
The company’s manufacturing operations are based in Los Angeles, California, and branch sales
offices are located worldwide.
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QAD Enterprise Applications Menu Structure

=

£5 Applic‘atiéns

Menu Seaich

“* Distiibution

[ Purchasing

[# |7 Sales Orders / Invoices
[# 17 Cenfigured Products
Ei AlM

“* Manufacturing
[ 7 Product Structures

1+ |7] Manufacturing [ [ Routings / Work Centers

# |7 Financials [ 7 Formula / Process =5 =

[+ |7 Customer Services [ 7) Work Drders = 3 inancials

#T) Master Dats se— #5 Shop Floor Contral # =] ¥ General Ledger

+ |7 Additional Modules
1 17) Supply Chain

+ 17 Dema Center

+ |7 Collections

#) Dema Callections
+17) Processes

[# |7 Fepetitive

0 Quality Management
¥ ) Forecast / Master Plan
FH) Material Rgmts Plan
[ Capacity Rgmts Plan

|Z2| Current Entity Change
7 General Ledger Setup Menu
#- General Ledger Budgsts Menu
1 7 Daybook Menu

Sy Master Comment Maintenance
[#7) General Ledger Transactions Menu

e, =] | "% Financials # | General Ledger Reports Menu
[+ ;H‘ Administration 17 General Ledger [# ) Custam Reponts Menu
-2 Bnul_xmarks #7) Multiple Currency [ Tranzaction [mpoit/Expart Menu
# () Applications () Accourts Receivable [ GL Report Witer
+ |__‘I Up.\.o.adsz'DownloadS 7 Accounts Payable T General Ledger Control
¥ (3 Utiities #17) Cost Management [# |7 General Ledger Utilties
#17 Cash Management
[ Fixed Assels
- =] | % M &t Data
B Items £ Sites
F ) Addiesses / Taxes
-7 Inventory Contral
[#-17) Manager Functions
M QAD
Menus

Menus are lists of screens where you can look up or input data or access submenus.

Maintenance

Maintenance screens enable you to add, delete, or modify data. We recommend that you set up
security for most of these.

Inquiry

Inquiries enable you to review data on the terminal without changing it. A number of fields can be
selected for inquiries; when the fields are left blank, all items are selected and displayed. You can
also send inquiries to a printer or file.

Report

Reports enable you to send data to a printer or file and usually contain more information than
inquiries. Normally, they also have one or more selection criteria (From: and To:). You can use
these values to define the range of items selected for the report. Most reports can also be viewed on
the screen, but may not format correctly on some terminals.
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Using QAD Standard Edition

You have the ability to access QAD SE using four user interfaces (Uls):
« QAD Enterprise Applications for Windows.

This graphical user interface is designed to run on Windows clients in both UNIX and
Windows client/server environments.

« Character mode.

This is the original user interface. It is primarily intended for UNIX-based environments with
character clients.

« QAD .NET UL

This is a common Ul framework for multiple QAD applications. Because the Ul is based on
Microsoft .NET technology, it incorporates familiar Ul metaphors, reducing the need for users
to learn how to navigate QAD applications.

« QAD Desktop.

This browser-based Ul is designed for use over a company intranet or wide-area network. It
features screens that display as HTML pages, full text search, multiple detached windows, and
a Process Editor for creating work flows with active Uniform Resource Locator (URL) links.

For more information on how to use QAD SE in either mode, refer to the User Interface Guide.
Here you will find detailed information and activities for both types of modes. Examples of some
of the topics discussed are:

- Signing on and using Menus
* Screens

- Field and Procedure Help

- Keyboard commands

- Select appropriate topics/activities based on which interface you are using and how advanced
is the class.
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Exercise 1: Preliminary Setup

1

2

Change Workspace to Train if necessary.

Use Domain Maintenance Browse (36.10.2) to verify that the domain is Train with the name
Training QADDB.

Run Database Sequence Initialization (36.16.17).
Run Reason Code Maintenance (36.2.17)

Field Value
Reason Type Esig
Reason Code APPROVE

Use GL Calendar Browse (25.3.5) and search using the current year.

If the current year is not there use GL Calendar Maintenance (25.3.4) to create a GL for the 12
periods of the current year.

Note Ignore Entity in second frame, creating a new GL crosses all Entities.

Use GL Calendar Browse (25.3.5) to verify that you have created a GL for the current year.
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Overview

QAD Standard Edition Financial Management

System Introduction . Accounts Payable Vouchers
Basic Data Setup . Accounts Payable
Multinational Setup Payments
(Optional) 4. 1099-MISC Reporting
Accounts Receivable {Optiondl)
Data Setup 5. AP Draft Management
Invoicin Optichd)
. g . Multinational AP (Optional)

Debit/Credit Memaos

] General Ledger Setup
Accounts Receivable
P i General Ledger

SRR Transactions

Drc:lf’r.MGndgemen’r General Ledger Reports
(Optional)

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Datfa Setup Currency Dependent
Purchasing Rounding

Before you can begin to process financial information in the system, you must set up some of the
basic data used throughout the system. This data is used by sales, purchasing, and accounting, and
includes:

« Your company address for printed documents.

- Credit terms for orders—both purchase orders and sales orders.
- Tax information.

« Product lines and items, and their costs and tax rates.

» Sites for inventory storage and valuation.

Printed Address

The company name and address can be printed on purchase orders, sales quotes, sales orders,
invoices, and customer statements. Use Company Address Maintenance (2.12) to set up each of
your own company locations.

You can also set up your company name so that it appears on QAD SE screens and reports. Notice
that the name Quality Pencil Company appears at the top of the Main Menu screen.

~reports

The ~reports code defines the company name that is printed at the top of all QAD SE reports.
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Company Address Maintenance %

Company Name and Address

W GoTo - Action =

Company Address
Address: 00010018
Mame: QAD Inc.
Address: 100 Innovation Place
Address:
Address:
City: Santa Barbara
Country: United States of America
Attention:
Telephone: +1 805 566 6000
Fax/Telex: +1 805 566 4202|
Tax Report:

State: CA Post: 93067
usa SO County:
Attention:
Tel:
Fax/Telex:
Name Control:

Format: o 02

Ext:

Last Filing:

Use Company Address Maintenance (2.12) to set up addresses for each of your company sites.

Define at least one company bill-to and ship-to address for purchasing.

A company address code must be assigned to each entity in Entity Code Maintenance (25.3.1.1).
The details associated with the address code are printed on draft payments from that entity. In the
United States, the address code is also used to access the correct address information for 1099-

MISC tax reports.

Your company name and address automatically prints on guotes, orders, and invoices.

M QAD



26  Training Guide — Financial Management

Bank Maintenance

Bank Maintenance

Bank fzintenance *

M GoTo - Action

Bank: 2

Description: Great Morthern Bank

Address And Telephone

Sort Hame: Great Northern Bank
Address: 2561 Market Street
Address:
Address:

City:| Philadelphia D State: | PA
Country:
attention: | Mel Gibson
Telephone: | 215 556 5487 Ext:| 2587

Fax/Telex:| 215 458 5544

[z1:
[2]:

Added:|8/1/2008 v

Language:  Us

Post: [ 18527 Format: o O

County:| Philadelphia . ]

Ext:

Use Bank Maintenance (26.13) to set up bank codes. Bank Maintenance records information about
your company’s bank accounts, primarily information controlling where amounts are posted in the
General Ledger and how payments are processed.

Bank codes designate bank accounts for receiving customer payments, sending out AP payments,
and paying employees. Bank codes are defined by entity and currency, and some AR reports sort

by bank code.

MNQAD



Basic Data Setup 27

Multiple Bank Codes

Bank codes are not the same as bank accounts. You can assign several bank codes to the same bank
account, for example, if you process both handwritten and automatic checks on the same account,
or if you process transactions in multiple currencies on the same account. You can also use
multiple bank codes to maintain separate sequences of payment numbers if you process both drafts
and checks from a single bank account. Up to two bank accounts can also be specified for each
bank code (for example, one account used for printed checks and the other for electronic funds
transfers).

To handle Electronic Funds Transfers (EFTs) or other Electronic Data Interchange (EDI)
transactions, you can define another set of records that identify the bank accounts of your
customers and suppliers. Using Customer/Supplier Bank Maintenance (2.21.1), you can specify
bank account numbers, account types, and EDI formatting information.

Note QAD SE requires customization for complete support of EFTs and other forms of EDI
processing.

Cash Book

Use Cash Book Maintenance (31.13) to record cash inflow and outflow by bank account, in
environments where wire transfers are common. When payments are received or created as printed
checks, each payment is recorded directly in QAD SE. The system automatically updates system
records from this information, including supplier and customer balances and the GL cash account.

Wire transfers are processed by the bank rather than the company, so there has to be a way of
recording the payment to update system records. QAD SE does this by maintaining bank
statements in an on-line cash book. When the bank sends a statement—often daily— payments
and other amounts, such as processing fees or interest are recorded in the cash book. The
information on the statement then updates system records.
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Credit Terms

Credit Terms

Credit Terms Maintenance X

4 GoTo ~ Ackion ~

Terms Code: 2/10-30
Description:| 2% DISCOUNT IN 10;DUE 30
Multiple Due Dates: [V

Disc Pct: 2.00 Cue Days: 3o Base Date:| N Il

Disc Days: 10 Minimurm Cue Days: 0 Base Days: a

Disc Date From: 1 Due Date From: 1 Grace Days: o
Discount Date:| 8/1/2008  v| Due Date:| 3/1/2005 |+ Terms Interest Pct: 0.00
Daily Overdue Int Pct: 0.00

Set up credit terms codes in Credit Terms Maintenance (2.19.1). The system uses credit terms
codes to calculate the default due date, discount date, and discount for any goods and services
bought or sold. Each of these fields can be overridden manually. Credit terms codes are also used
for processing customer payments, debit/credit memos, vouchers, and checks. Due dates and
discount dates can be fixed, or calculated from the invoice date, end of month, end of fortnight, or
end of week.

For sales order credit management, the system uses the terms code to identify overdue invoices.
On invoices, the terms code is used to calculate due and discount dates. On vouchers, the code
determines discount dates and payment discount amounts. After an invoice is posted, accounts
receivable uses the credit terms code to calculate finance charges and discounts, review credit, and
generate agings, statements, and dunning letters.

You can define credit terms with multiple due dates. First, create a code for each due date
condition; then create a code that rolls up the multiple terms. The above screen shows the terms
code 2-30/60, which has multiple due dates indicated by codes 2/10-30 and 2/45-60.

Proximo Terms. Proximo terms are a type of credit term used in France and some other
countries. They enable you to manage due dates so that you process most payments only once
a week, once a fortnight, or monthly, ensuring that customers have adequate time to pay.
Specify the minimum number of days that must elapse between the invoice date and the
payment due date.
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Base Date. Specify a base date as the start date for due date calculations. Do this in situations
where goods are shipped in advance of a negotiated invoice date but payment is made relative
to the invoice date.

In hyperinflationary environments, it is a common practice to offer a favored customer a due
date that is later than the standard due date. These free days are not subject to credit terms
interest. You can specify these days as Base Days in the credit terms code.

Credit Terms Interest. Specify a credit terms interest percentage for recalculating line item
prices. You can also give favored customers a grace period on the payment due date by
specifying the base days.
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Global Tax Management

Global Tax

Tax Parameters
Tax Type — What kind of tax@
Tax Class — Customers, Suppliers, Items, etc.
Tax Usage — How are items used®
Tax Base— What % of sales price is taxable?

Tax Jurisdiction
Tax Zone - Geographic Region

Tax Environment
Which taxes apply when shipping from zone to zone

Tax Rate
What % based on Tax type, class, usage, and tax date

QAD SE calculates sales tax on purchase orders, most sales transactions, accounts receivable
DR/CR memos, and accounts payable vouchers. How it calculates sales tax depends on how you
set up your tax information. You must set up Tax Management before creating customer and
supplier records or calculate tax on transactions.

GTM by Tax Zone

In Global Tax Management (GTM), the system first identifies the taxes that apply to the ship-to
and ship-from tax zones. It then selects tax rates based on the transaction tax date and the item or
transaction tax class and usage codes (if any). Tax rates and other information are set up in Global
Tax.
Before setting up and using GTM, there are some business issues that users need to consider:

- What types of taxes are required for your business

- What tax rates are required for your customers and suppliers

Setup Process

At a high level, to set up GTM you must define:
- Tax jurisdictions and tax zones
- Tax environment elements and tax environments
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 Tax bases and tax rates
Within each area, there are additional elements to define.

Note Global Tax Management is described in detail in the User Guide: Master Data.
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Product Lines

PrOd UCiI I.ines Gl Accounts Used for

sInventory
sSales
Product Line Maintenance X *Purchasing
T T *Work Orders
. =

Purchasing Account Maintenan... %

| *Service (not shown)

Product Line: 1000 & 02 T

Description: Paint Sales Account Maintenance ?<|

Product Line: 1000

Taxable: Site: 1000
Tax Class: Supplier Type: ) Work Order Account Maintena., *
Default Sub-Account: Praduct Line: 106D
Site: 10000 o sl R0
Osfaul.Cask Center: Default Sub-Account: 100
Customer Type:
Inventory Accounts Default Cost Center: 0010 Channel: Product Line: 1000 Paint Exterior
Site: 10000 Main Plant Site
Inventary Acct: 1500 purchases Aocts| 5100
Inv Discrep Acct: 5500 - T Default Sub-Account: 4
Scrap Account: | 5800 £9-Raesigts flects Default Cost Center: Fe Default Sub-Account: 100 Qverride
P ' COverhead Appl Acct: 6450 faul ;
| Cost Revalue Acct:| 1550 co A Eoit Default Cost Center: 0010 Override
e Sales Account: 3000
: 5010 ¢
b lasia Yar ek Sales Disc Acct: 3900 Floor Stock:| 1560 ] 1000
AP Rete Var Acct:| 5020 COGS Material Acct: 5050 Material Usage Var:| 5045 B ! 1000
COGS Burden Acct: 6480 Material Rate Var: 5040 Fe A 1000
COGS Labor Acch: 6860 Mix Variance:| 6100 ~ S| 1000
COGS Overhead Acct: 6495 Cost of Production:| S065 ~' 1000
COGS Subcontract Acct: 5070 Subcontract Usage Var: | 5065 A A 1000
Deferred Revenue: Subcontract Rate Var: | 5060 > #1000
Accrued Revenue: Work in Process: 1600 P ~1 1000
Expense Due Account: ! Method Variance Acct: | 6200 - »4| 1000

Before setting up item records for finished goods, you need to define the product lines to which
they belong.

A product line is simply a grouping of items. Usually, the grouping is by similarities of
manufacture or application and used primarily for planning and accounting purposes. For example,
you might set up one product line for raw materials and another for finished goods.

Taxes are based on the transaction tax environment, tax usage, and tax class. The tax environment
represents the set of tax types that applies to the ship-from and ship-to sites/addresses and the
customer tax class.

A tax status of Yes does not necessarily mean a tax amount is calculated. You can use tax types and
zero-percent tax rates to report tax exemptions.

A product line is considered taxable on transactions only if both the product line and the
transaction are taxable. Nontaxable product lines on taxable orders are not taxed. Taxable product
lines on nontaxable orders are not taxed either. The tax status of a transaction defaults from the
customer or supplier, not the product line.
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Tax Class

Tax classes group items taxed at specific rates or that are tax-exempt. Tax classes help determine
the default tax environment (set of tax types) for the transaction.

GL Accounts

A product line also links items to GL accounts, sub-accounts, and cost centers to ensure that all
transactions for an item are included in financial reporting for sales, cost of goods sold, purchases,
work in process, inventory, etc. These accounts default from Domain/Account Control. The sub-
accounts and cost canters default from the first frame in Product Line Maintenance.
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Product Lines (Continued)

Inventory Account Maintenance * |

® GoTo = Action =
|Sales Account Maintenance |
Product Line: 9900 Fire Sprinklers N P
Site: 15000 San Diego
Location:
Product Line: 9900 Fire Sprinklers
Default Sub-Account: Site: 15000 San Diego Auto Products
Default Cost Center: CostamerType: SUpestores
Channel:
Inventory Acct: 1500 450
Scrap Account: S800 450 Default Sub-Account: o Override:
Inv Discrep Acct: 5900 450 Default Cost Center: F. Override:
Cost Revalue Acct: 1550 450

Sales Account: 3000 450 oolo
Sales Disc Acck: 3900 450 o010
COGS Material Acct: 5050 450 o010
COGS Burden Acct: 6480 450 an10
COGS Labor Acch: 6360 450 0010
COGS Overhead Acct: 6495 450 0010
COGS Subcontract Acch: 5070 450 oo1o

Deferred Revenue:

Accrued Revenue:

Expense Due Account: 7410

In some organizations, inventory is stored in several different physical locations or sites. These
sites may be separate manufacturing facilities or simply storage warehouses. Inventory balances
can be maintained by site, as can inventory value. Further, in the Cost Management module,
different cost sets can be assigned to each site.

Inventory Account Maintenance (1.2.13) you to specify the GL inventory, scrap, and inventory
discrepancy account codes for a product line by site and location. For example, you might want to
designate a separate account for a scrap location. The accounts defined here override the default
product line accounts.

Similarly, Sales Account Maintenance (1.2.17) enables you to specify the GL sales, sales discount,
and cost of goods sold accounts for a product line by site, customer type, and channel
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Items and Products

ltems and Products

Item fiaster Maintenance |

# GoTo ™ Ackion =
| > = P Cost
Item
Itern Murmmber: 02-0005 Description: MECHAMICAL PEMCIL
Unit of Measure: EA (5MM) BLISTER PACKED

Totals

Totals: 6.00 0.o0 6.00 07/08/05

Current Cost Data {Site: 10000 / Set: Current)

Element This Level Lower Level Total Pri Category AL
Material 5,00 0.00 6.00 Material

Labor 0,00 0.00 0.00 Labor

Burden 0.00 0.00 0.00 Burden

Overhead 0.00 0.00 0.00 Overhead

Subcontr 0.00 0.00 0.00 Subcontr

In QAD SE, items are defined using functions in the Item Data menu. All of the items that you buy
or sell are set up here, along with their description, price, tax status, and standard cost. The price is
used as the default selling price and the standard material cost appears as the default purchase unit
cost. These standard costs are used by the General Ledger module and are called GL costs.

QAD SE is usually operated as a standard cost system. The essential idea of such a system is that
all inventory transactions are booked at a single cost, called the standard cost. Differences between
actual and standard costs are called variances. If you have purchased the optional Cost
Management module, you can also base your GL costs on average cost rather than standard, but in
this class, we cover the basic QAD SE system, which uses standard cost.

To describe how variances work, picture a purchased item. The standard unit cost is 10.00, but the
item is purchased for 12.00. When the item is received, inventory is debited at the standard cost of
10.00 and PO receipts is credited for the purchase cost of 12.00. The remaining 2.00 is debited to
purchase price variance. We cover purchasing and AP variances in more detail later on.

The standard cost should be as accurate as possible, because inventory and margin calculations use
that cost. In general, standard cost is updated once a year; during the year, actual costs may vary. In
QAD SE, current cost is regularly calculated and displayed next to the standard cost.

The Sales Order Repricing (7.1.11) and Purchase Order Cost Update (5.19) enable you to maintain
prices and costs for existing, open transactions. This is helpful in hyperinflationary environments,
where prices fluctuate frequently, potentially creating large variances.
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Exercise 2: Enter Basic Company Information

Enter Your Company Address

The company address for the Quality Products Company has already been entered into the system.
Personalize your database by substituting your company name and address in each of the address
codes. In this activity, you will enter your own company name and address into the company
address file and set up the screens and reports to display your company name.

1 In Company Address Maintenance (2.12), click in the Address field and press the Down arrow
until address code 10000000 displays.

2 Replace the name Quality Products Company with your company’s hame.

3 Inthe Address field, use the Down arrow key to access the address codes ~reports and enter
your company name for each code. This ensures that your company name is displayed at the
top of all menus and at the top of all reports.

Bank Maintenance (Optional)

In this activity, you will create a code for a company bank account. In QAD SE, bank codes
determine the bank account used to process AP and AR transactions, and suppliers have default
bank codes for remittances.

1 In Bank Maintenance (26.13), set up bank code FN at the First National Bank.

2 Enter USA as the country code, the bank account as 1040 and accept the default values
displayed for the entity, GL accounts, and currency.

The payment in process (or cash in transit) account is optional and can be used to track
payables that have yet to clear the bank.

Draft accounts can be specified for this bank if you pay invoices or accept payments in the
form of drafts. Drafts are used in many countries in place of checks.

For reference purposes, you can also enter tax or EDI information for this bank.

Credit Terms

Before using the sales orders/invoicing, purchasing, accounts receivable, or accounts payable

functions, you must set up the credit terms you use. In this activity, you will first review the credit

terms that are already in the database and then enter some of your own.

Credit Terms Browse

1 Use the Credit Terms Browse (2.19.2) to review the credit terms that have already been set up
in the training database.

Credit Terms Maintenance

2 In Credit Terms Maintenance (2.19.1), add a new credit terms code:
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Terms Code: 2/15N45

Description: 2% Disc in 15/Due in 45
Multiple Due Dates Leave Blank

Disc Pct: 2

Disc Days: 15

Disc Date From: 1

Due Days: 45

Due Date From: 1

3 Add four other credit terms codes:
a Entire invoice amount due 20 days from the date of the invoice.
b EOMZ20: The entire invoice is due on the 20th day of the next month.

¢ 50/50: Half of the invoice amount is due upon receipt of the invoice (credit term code 0)
and the balance is due in 20 days from invoice (credit term 20D).

d 30/10: Entire invoice is due 30 days from the date of the invoice, plus 10% terms interest.

Items and Products

When you implement QAD SE, you set up records for most of the items you buy and sell
(inventory items). In this activity, you will review the product lines and items already in your
training database and set up a product line for promotional materials and an item record for
product brochures.

Product Line Inquiry
1 Use the Product Line Inquiry (1.2.2) to review the product lines that are already set up in the
training database. To which GL account code and cost center are sales of pencils posted?

Product Line Maintenance

2 In Product Line Maintenance (1.2.1), enter a new product line, 9999, for promotional
materials. This product line is non-taxable. All sales of promotional materials are posted to
account 3000, cost center 0100.

Prod Line: 9999

Description: Promotional Material
Taxable: No

Tax Class: blank

Sales Account:
CC: 3000 - 0100

Item Data Maintenance
One of the promotional items you supply is product brochures.

3 In Item Data Maintenance (1.4.3), set up an item record for these. Enter only the following
values; leave the remaining fields blank.
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Item Number: 99-9001

UM: EA

Description: Product Brochure
Prod Line: 9999

Item Type: FINGOOD
Group: PUR

ltem Cost Maintenance

4 Use Item Cost Maintenance (1.4.9) to enter the price and GL cost of the product brochures.

Item Number: 99-9001
Price: .25

Tax: No

Tax Class: blank
GL This Level

Material: .07

Item Cost Maintenance (1.4.9) can also be used to record an item’s current cost. Options in the
Inventory Control program and the purchase order enable the system to update an item’s current
cost after every transaction.

Using Sales Order Repricing (7.1.11), you can also maintain current price data on existing open
sales orders.
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User-Specific Languages

QAD Standard Edition Financial Management

System Introduction 12. Accounts Payable Vouchers
Basic Data Setup 13. Accounts Payable
Multinational Setup Payments
(Optional) 14. 1099-MISC Reporting
Accounts Receivable (Spliondl
Data Setup 5. AP Draft Management
Invoicin Opiighs)
. g . Multinational AP (Optional)

Debit/Credit Memos

] General Ledger Setup
Accounts Receivable
P i General Ledger

SIS Transactions

DrC:lfT.Monc:lgemen’r General Ledger Reports
(Optional)

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Data Setup - Currency Dependent
Purchasing Rounding

In a multi-language environment, you can set up QAD SE so that screens display and reports print
in the user’s native language. For example, in Switzerland, users on the same database might want
to work in French, German, or Italian. User-specific languages are set up in Language Code
Maintenance (36.4.1) in the Manager Functions module.
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Multiple Languages

User ftaintenance *

M GoTo = Action =

User ID: gad

Language:
Country Code:
User Type:
Time Zone:|
E-mail Def:
E-mail Address:

Menu Style:

Remark:

System Access

User Mame: QAD User

us O Variant:
usa O Restricted:
Employee Aceess Location: | PRIMARY
PET/FDT :

o]
[ q__dz_amo@hotrnail.com

il { A -Icons B -Tear Off C - Character )

Menu Substitution:

Active: Last Logon: 8/1/2008 0&:09

Active Reason: QAD_DEF QAD Default
Force Password Change:

Update Passward: Last Password Change: 4/18/2007

PST/PDT

You cannot see screens and reports in a particular language unless your company has purchased a
version of QAD SE translated to that language.

Throughout the system, you can record comments for customers, suppliers, and transactions in
multiple languages. You can also select some documents, such as AR dunning letters, to print

based on language.

Although fields on a screen or report appear in a particular language, the data you enter in the
database is not automatically translated. Item descriptions and other user-defined data appear
exactly as they were entered.
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Multiple Currencies

Multiple Currencies

Currencies
. =l Supplier , Pl
Entities || accounts Ferms Suppliers Banks Customers Lists

L

Sales Order Sales
Imvoices Quotations
)

Furchase
Orders

3

GL
Transactions Accounts Accounts
Fayable eceivable

Exchange Rates

M QAD

Your company’s base currency is specified in Domain/Account Control (36.1). The base currency
is the currency in which all financial results are reported, and it is the default currency for
transactions.

However, when you are doing business in other countries, you can specify a foreign currency on
any transaction. To simplify transaction processing, you can assign the following to a specific
currency:

 General ledger entities and accounts
-+ Bank accounts

« Customers

* Price lists

- Suppliers and supplier quotes

In the general ledger, separate cash and exchange gain/loss accounts are often set up for each
currency. This enables you to maintain separate balances by currency and bank account.

When you specify the default currency for a customer or supplier, the system can then suggest the
default currency for a transaction. For example, if purchase orders for a supplier in New Zealand
are normally issued in New Zealand dollars, you can specify this currency in the supplier record.
Any POs you create for that supplier then default to that currency.
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Currency codes and exchange rates are defined in Currency Maintenance (26.1) and Exchange
Rate Maintenance (26.4). You can set up exchange rates between any transaction currency and the
system base currency or an entity currency.
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Exchange Rates

Exchange Rates

Currency Maintenance
M GoTo - Action =
Currency: JPY Exchange Rate Alaintenance
Description: | Japanese Yen d GoTo - Action -
Rounding Method: 3 ]
Active: Curl: USD us Dollar Cur 2: IPY Japanese Yen

Start End Date USD Units IPY Units
341/2002 3/31/2002 1.0 107.18114
4/1/z002 4/30/2002 1.0 107.18114
5/1/z2002 5/31/2002 1.0 107.15114
6/1/2002 £/30/2002 1.0 107.18114
7/1/2002 7ial/zonz 1.0 107.18114
g/1/z002 8/31/2002 1.0 107.18114
9/1/2002 9/30/2002 1.0 107.18114
10/1/2002 10/31/2002 1.0 107.18114
11/1/2002 11/30/2002 1.0 107.18114
1z/1/2002 12/31/2002 1.0 107.18114
[1/1/2003 ¥

It is common today for business organizations to purchase goods from and sell goods to companies
outside their own national borders. As a result, accommodating foreign currencies and establishing
exchange rates is a common business practice.

Exchange rates in QAD SE are expressed as a two-part ratio representing the calculation required
to convert one currency amount to another. Currency codes and exchange rates are used for orders,
transactions, and GL accounts.

Exchange rates are effective over a period of time. You enter the rate with a starting and ending
effective date. These periods are inclusive and cannot overlap. Some companies enter exchange
rates daily, weekly, monthly, or quarterly, taking an average or estimate of what they expect the
rate to be. Be aware that the exchange rate must be entered or updated before any activity
involving those rates can take place. Changes to exchange rates do not affect any previously
created transactions.
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Spot Rate

On foreign currency transactions such as invoices and vouchers, the system uses the exchange rate
for the transaction effective date. A specific exchange rate (spot rate) may be entered on some
sales, AR, purchasing, and AP transactions.

Banks

A separate bank record must be defined in Bank Maintenance for each currency in which you plan
to receive cash or make payments.
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Exercise 3: Currencies and Bank Accounts

In order to process transactions in a foreign currency, you must first define the currency code,
exchange rate, GL cash account, and foreign currency bank account.

In this activity, you will review some existing exchange rates, then set up an exchange rate for
USD to New Zealand dollars (currency code NZD). Then, you will create a GL account and bank
account for NZD.

Currency Maintenance

1 In Currency Maintenance (26.1), set up a currency code for New Zealand dollars.

Currency Code: NzD
Description New Zealand Dollar
Rounding Method: 2

Note Check Active Box

Exchange Rate Maintenance

2 Today, you can buy 1.6 New Zealand dollars (NZD) for one US dollar. In Exchange Rate
Maintenance (26.4), enter an exchange rate for today’s date.

Account Code Maintenance

3 In Account Code Maintenance (25.3.13), set up a GL cash account for New Zealand dollars.

4 Enter the following information:

Account: 1047

Description Cash - New Zealand
Type: A (asset)

Currency: NzD

Format Position: 11120

Active Yes

Note Check Active Box.

Country Code Maintenance

5 In Country Code Maintenance (2.14.1), enter a country code for New Zealand.

Code: NZ
Name: New Zealand

Bank Maintenance

6 In Bank Maintenance (27.6.1), enter a new bank account for New Zealand dollars:

M QAD



Bank: NZ

Description New Zealand Bank
Country: NZ

Next Check: 000500

Currency: NzD

Bank Account 1: XY8764

Entity: TI00

Cash Account: 1047

Payment in Process: 1047

Multinational Data

47

The payment in process (or cash in transit) account is optional; you may want to use it to track
payables that have yet to clear the bank.

The exchange gain/loss account tracks realized gain/loss relative to USD on NZD payments.

We will discuss exchange gains/losses later in the class.
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup . Accounts Payable
Multinational Setup Payments
(Optional) 1 4. IOQQTMISC Reporting
Accounts Receivable Data ) {Cptlendl
Setup | 5. AP Draft Management

G (Optional)
Invo!cmg . Multinational AP (Optional)
Debit/Credit Memos

] General Ledger Setup
Accounts Receivable
P i General Ledger
SIS Transactions

Draf’r.Mondgemen’r General Ledger Reports
(Optional)

Multiple Entities [Optional)
Multinational AR (Optional)

Purchasing/AP Data Setup ). Currency Dependent
Purchasing Rounding

This section describes how to set up data for use in the invoicing and accounts receivable
functions.

Multinational GL (Optional)

In discussing accounts receivable, this course uses a flow showing how to create an invoice, post it
to accounts receivable, and process the customer payment. Along the way, we see how salesperson
commissions are recorded, how freight and other charges are billed, how taxes are calculated, how
prepayments are processed, and how credits are managed.
Before using accounts receivable, you must set up:

- Salespersons and commission rates

« Customer names, addresses, and credit information

» Customer shipping addresses

- Freight, service, and special charges

- Control file values for sales orders and invoicing
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Salespersons and Commissions

Salespersons and Commissions

Customer Salesperson .
i Froduct Line
(1-4 salespersons) ([commission 7B)
| I |
i

Commission Detail
([commission % by
customer & product)

|

Sales Orders/
Invoicing and AR

v
Commission Bookings Shipments Fayments
Report Report Report Report

When a salesperson gets the credit for an order, a commission is earned as a percentage of the line
item, exclusive of trailer charges.

Set up salespersons in Salesperson Maintenance (2.5.1). Enter their names and addresses, along
with their normal commission percentages.

Note These are simply the default commission rates for the salesperson. You can override this
commission rate during sales order entry.

The system maintains sales bookings and shipments by salesperson and enables you to print
reports listing commission amounts by salesperson. Commissions are calculated and listed on
these reports; however, they are not posted to Accounts Payable for payment; this must be done
manually. Commission payments can be processed in either the Accounts Payable or Payroll
modules.

Salesperson Shipment and Payment Reports

The Salesperson Shipments report (2.5.15) lists invoices that have been shipped and credited to
each salesperson. This makes it possible for you to calculate commissions based on shipments.
The Salesperson Payments report (2.5.16) lists invoices that the customer has paid and that have
been credited to each salesperson. Unapplied payments are also listed. This makes it possible for
you to pay commissions only after the customer has paid the invoice.
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Customer Data

Customer Data

iCustomcr Maintenance X
® GoTo ~ Action *
Customer Address
Custorner: 1001000
MName: | CENTURY HALLMARK
Address: Attention: Accounts Payable
Address:| 300000020 Century Blvd
Addrass: P.O. Box 875

City: Los Angeles > State;| CA A Post:| 89000 Format:| 0 .+
Country: United States of America Usa County:| 001
| attention: | Mark Schnell [2]: Max Nichts
Telephone: | 213-920-0394 Ext: {21 Ext:
Fax/Telex:| 213-920-0399 [2): Added: | 5/15/1987  ~
Customer Data
| Sort Name: CENTURY HALLMARK Type: DIST
Salespsnl: 1P Multiple: Region; US
Ship Via: GROUND Currency: USD
AR Acct: 1200 Dual Pricing Cur:
Resale: 89-02-03 #820 Site: 10000
Rermarks: BILLING ONLY - USE SHIP TO ON ALL ORDERS Lang: US

Customer Maintenance (2.1.1) is used to set up and maintain information about customers. You
can set up both the sold-to and bill-to addresses in Customer Maintenance, and ship-to addresses in
Customer Ship-to Maintenance (2.1.13). These values then default to new orders and invoices.

You can assign customer address codes manually or leave the Customer field blank as you enter
new customers, and the system assigns a number. You enter a beginning value for system-assigned
codes in Customer Control (2.1.24).

Note To correctly calculate taxes based on this information, you must enter the city, state
(province), and county using the exact spelling used in tax records.

Format. The Format field determines whether a customer’s postal (ZIP) code appears on
documents before or after the city/state. In some countries, the postal code appears before the
city (for example, 75000 Paris). 0 indicates that the code appears after; 1 that it appears before.
The format defaults from Addresses/Taxes Control (2.24).

Sort Name. Customers are normally sorted alphabetically on reports. This can be changed
using the Sort Name field in Customer Maintenance (2.1.1). For example, if Quality Pencil
Company has a customer called The Card Store, you can enter the sort name as Card
Store, The.

Site. The Site field in the Customer Data frame identifies the site from which orders for this
customer are normally shipped. The site “Train” is the default site in the training database.
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Audit Report

Whenever you change a customer record, QAD SE generates an audit trail of the old and new
values. You can print this audit trail using the Master Data Audit report (36.17.1).
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Customer Data

W GoTo =

Customer:
Name:
Address:
Address:
Address:
City:
Country:
Attention:
Telephone:
Fax/Telex:

Customer Maintenance *

Action =

Customer Address

1001000

CENTURY HALLMAREK
Attention: Accounts Payable
300000020 Century Blvd
F.0, Box 675

Los Angeles

United States of America
Mark Schnell

213-920-03%4
213-920-0399

Customer Data
Taxable:
Price Table: +
Discount Thi:| 10
Fixed Price: ¥

Customer Data - Continuved

Address Tax Data

Texable.‘{.:_
Tax Zone:| CA
Tax Class:| 1

Tax Usage:
Tax In:
Tax ID - Federal:
Tax ID - State:
Tax 1D - Misc 1;
Tax ID - Misc 2:
Tax ID - Misc 3¢

In City:

Class:| 1
SIC:
Partial OK: ¥

Invaoice by Authorization:

The second section of the Customer Maintenance screen records default sales information, such as
the customer’s salesperson, the currency for sales orders, and the accounts receivable GL account.

You can also assign a default price list to each customer.

Customer Tax Data

Taxes are based on the transaction tax environment, tax usage, and tax class. The default tax
environment represents the set of tax types that applies to the ship-from and ship-to sites/addresses

and the customer or supplier tax class.
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E GoTo -

Custorner:
Name:
Address:
Address:
Address:
City:
Country:
Attention
Telephone:
Fax/Telex:

Customer faintenance *

Credit Lirnit:
Terms:| 2/10-30
Credit Hold:
Credit Rating: |1

Customer Credit Data

Ackion =

Customer Address

1001000

CEMTURY HALLMARK
Attention: Accounts Payable
300000020 Century Blvd
P.C, Box 675

Las Angeles

United States of America

: Mark Schnell

213-920-0394
£13-920-0399

Customer Credit Data

975000

DB Murber:| 019203
PO Required:

Last Payment; 10/25/2006

State: CA Post: 89000
usa County: 001

[2]: Max Michts

Format: 0

Ext: [z]: Ext:
[z Added: 5/15/1987
Disc Pet: 0.0o0 Bill T
Finance Charge: ¥ Last Credit Raview:;;‘i;le’Db’B’i_\_f:_
Staternent: [V Last Credit Update: [4/1/2008 &
Statement Cycle:| 1 High Credit: 4,370,094
Dun Letter; ¥ High Date: 10/17/2006

Last Sale: 10/17/2006

Credit information can be set up for each customer and accessed during order entry, invoicing, and

collections.

Credit Limit, Credit Hold. The Credit Limit field lists the customer’s credit limit. If a
customer’s order plus the customer’s AR balance exceeds the credit limit, a warning appears
during order entry and shipment. You may respond by placing an order on hold. If the
customer is on hold, sales orders are automatically placed on hold as they are entered and
pick/pack lists cannot be printed. The credit hold does not prevent shipping or invoicing.

You can update credit limits for a range of customers based on percentages or the time elapsed
since credit limits were changed.

PO Required. Indicates that a PO must be specified before sales orders can be created for this
customer. If Yes, the sales order line item frame cannot be accessed until a purchase order is
specified for this customer.

Discount. If the customer normally receives an order discount in addition to price list
discounts, this percentage is entered in the Disc% field. The discount percentage must fall
between -99.99 and +99.99 percent. Access to this field may be password restricted.

Finance Charge Dun Letter Statement. Customers who are liable for finance charges should
have Finance Chg set to Yes. It is also possible to flag customers to receive dunning letters for
past due invoices. Customer statements can also be printed. Statement Cycle is used to identify
how often they are to be printed, such as monthly (MO) or quarterly (QT).
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System - Maintained. The last four fields in the Customer Credit Data section display the latest
data on the customer's high credit, high date, last sale date, and last payment date. The high
credit is the largest amount of credit you have ever extended to the customer or the maximum
open AR balance you allowed.

Bill-to. If you leave the Bill-To field blank, the system assumes the bill-to is the same as the
sold-to. On transactions, credit data and currency default from the bill-to.
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Customer Shipping Addresses

Customer Shipping Addresses

ICustomer Ship-to Maintenance '<|

M GoTo - Ackion =
Customer Address
Customer: 1001000
Marne: CENTURY HALLMARK County: 001
Address: Attention: Accounts Payable State: CA usa
Address: 300000020 Century Blvd Country: United States of America
City: Los Angeles Postal Code: 89000 Farmat: 0O

Customer Ship-To
Code: 10010001 Temparary:
Mare: | Westwood Reliable
Address: | Wwestwood Shopping Center
Address:| 77 Sunset Strip
Address:| Block B-2

City:| Anaheim B State:| CA O Postal: | 83029 Format:| 0 -
Country: usa o County:| 001 P
Attention: | Rosetta Stone [21:

Telephone: | 213-923-0293 Ext: [z1: Ext:
Fax/Telex: [2]: Language: | Us &

Sort Mame: | Westwood Reliable

If orders are shipped to addresses different from the billing address, you set them up in Customer
Ship-to Maintenance (2.1.13).

Access the customer by entering the customer code; then enter a new code for the ship-to address.
You may want to enter a variation of the customer code to designate the ship-to, such as the
customer code followed by a -1, -2, and so on.

Customer Ship-to Maintenance is normally used to set up the regular shipping locations for the
customer. These should be set up as Temporary = No. One-time ship-to addresses are entered
directly into the sales order. You can delete these from Customer Ship-to Maintenance once the
invoice is paid and the payment is archived/deleted.

To set up additional information about a ship-to address, such as credit terms, currency, and tax
status, first create the ship-to address in Customer Ship-to Maintenance. Then recall the ship-to
address in Customer Maintenance (2.1.1) and modify the related information there.
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Address Codes

N
Company:
Address Code Sales
Customer Data
|
)
Customer:
Address Code Purchasing
Customer Data
 E—
Commeon
Address File )
Supplier:
Address Code |« i;cacoaubl:;s
Supplier Data Yy
N ~
| ———
Salesperson:
Address Code Accounts
Salesperson Receivable
Data
Every address in the system is identified by anaddress code.

Every address in the system is identified by an address code. In the activities where you added a
salesperson or customer, the first step was to enter an address code (we used salesperson 99,
customer 100). This code calls up the addresses that appear on sales orders, invoices, and other
screens and reports.

Company address codes are used in purchasing and sales. Customer codes are used in sales and
accounts receivable. Supplier codes are used in purchasing and accounts payable. Salesperson
codes are used for commission reporting and sales analysis.

Company, customer, supplier, and salesperson address codes are stored in the same database file.
This means that customer 123 would have the same address as a supplier identified with address
code 123. This allows you to store the name and address only once if a customer is also a supplier.

Since the address codes are in the same file, it is a good idea to have a different numbering scheme
for company, customer, supplier, and salesperson codes so that you never accidentally overwrite
the wrong record during data entry. In the student demo database, you may notice that customer
codes have been set up to begin with 1, 2, or 3, and supplier codes with 5, 6, or 7.

Address codes can be assigned sequentially by the system. Enter the starting number in the
respective control file.

An address code list type is automatically assigned to addresses based on where they were entered.
Addresses can also be associated with a user-defined list type. This allows you to group addresses
for reporting purposes. You set up these address list types in Address List Type Maintenance (2.9).
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Trailer Codes

Trailer Codes

Trailer Code Maintenance

W GoTo ™ Action

Trailer Code: 16
Description: | FREIGHT
Trailer Acct:) 1040

Business Unit:

Taxable:

Tax Class:|1 Fel

Discount at Payment: ¥

In addition to the line item charges and tax amounts, orders usually have miscellaneous charges
such as freight and service associated with them. Since every company’s miscellaneous charges
are different, QAD SE enables you to customize these for your company in Trailer Code
Maintenance (2.19.13). These charges can then be added to transactions during order entry and
invoicing. Trailer codes must be set up prior to entering sales orders and invoices.

In the student database, you see trailer codes set up for freight (10), service (20), and special
charges (30). Each trailer code has a separate GL account.

In the Taxable field, indicate whether the charge is normally taxable. For US sales taxes, enter the
tax exemption code if the charge is tax-exempt.

The default trailer codes for sales transactions are specified in Sales Order Control (7.1.24).

Note Trailer items are not subject to commission. Trailer codes do not interface to sales analysis.
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Exercise 4: Salespersons, Commissions, and Customers

Salespersons and Commissions

In this activity, you will create a new salesperson whose default commission is 10%. Since this
salesperson gets only 2% on promotional products, you will also set up a commission detail
record.

Salesperson Maintenance

1

2

In Salesperson Maintenance (2.5.1), add yourself into the system as salesperson 99.
Use country code USA.
Set the commission to 10%.

In Sales Person Commission Detail (2.5.6), enter salesperson 99, and enter the product line
9999.

Press Next until you get to the commission frame.

Set up a 2% commission rate for promotional products for this product line.

Create a Customer

In this activity, you will create a new customer. You will use this customer in later activities for
invoicing and accounts receivable.

Customer Maintenance

1

In Customer Maintenance (2.1.1), add a new customer. This customer is an end user to whom

you sell pencil products directly.

Customer: 100

Name: California Sun Advertising
Address: 50 East Main Street

City: Ventura

State: CA

Post: 93001

Country: USA

County: Ventura

Customer Data

Salesperson 1: 99
Multiple: No
AR Account: 1200
Region: us
Site: Train
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Customer Credit Data:

Credit Limit: 50
Terms: 2/10-30
Credit Hold: No
Finance Charge: Yes
Statement: Yes
Statement Cycle 1

Dun Letter: Yes
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers

Basic Data Setup . Accounts Payable

Multinational Setup Payments

(Optional) 1 4. IOQQTMISC Reporting

Accounts Receivable ) {Cptlendl

Data Setup 5. AP Draft Management

Invoicin Optiona)

Debit Cg dit M Multinational AP (Optional)
=bliCred e:mos General Ledger Setup

Accounts Receivable

Payments General Ledger

Transactions
Draftt Management

g General Ledger Reports
(Optional)

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Data Setup ). Currency Dependent
Purchasing Rounding

The starting point for all accounts receivable activity is sales. When a customer places an order,
the sales department sends the customer an invoice that lists the items sold, their prices, and other
conditions of the sale. The invoice also tells the customer what payment amount is due and when.

This section describes how a sales order is entered, shipped, and invoiced. It does not cover all
facets of sales order management; this information is covered in detail in the User Guide:
Distribution A. We focus on the aspects of sales orders and invoicing that are directly relevant to
financial management. These include credit management, commissions, taxes, add-on trailer
charges, GL accounts, and invoicing.
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Sales Order Life Cycle

Sales Order Life Cycle

Sales Orders/Invoices

Maintain Sales Ship Sales Order
Order
Updated

by Post

AR & Other
aintain Custome Review Pending Print Fost QADSE
Credit Status Imvolce Register Imvoice Imvoice Records

[ Pending

Invoice Record

In QAD SE, a customer sale is usually maintained as a sales order and the transfer of goods is
recorded on a shipment transaction. The shipment automatically generates a pending invoice. In
some cases (for example, over-the-counter sales), you enter the pending invoice manually. Prior to
confirming the sale, either the sales department or AR can review the customer’s credit.

The next step is to review and, if necessary, correct the pending invoice. The invoice is then
printed and a copy can be sent to the customer.
Posting the invoice updates a number of records.

 Updates Accounts Receivable, creating a corresponding AR transaction of type | (invoice) for
the invoice amount and updating the customer’s open balance

- Updates General Ledger, debiting the Accounts Receivable and Sales Discount accounts and
crediting sales, tax, and trailer charge accounts

< When the line entities are different from the header entity, the system automatically generates
intercompany balancing entries to the Intercompany Accounts Receivable debit and credit
accounts.

- Updates sales analysis history, including salesperson commission and quota history.
« Updates invoice history.

« Deletes fully shipped order lines and deletes the sales order if all the line items on the order
have been shipped.
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« Updates the installed base in the Service/Support Management module if Ship To Installed
Base is Yes in Service Management Control (11.24)

- Generates a report showing invoices posted, corresponding sales

If goods are returned after the invoice is posted, you process the return. You can also send a credit
memo to the customer.
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Sales Order Control X

Sales Order Control

@ GoTo - Action =

Caloulate Freight by Slte
Cormm on Margin not Sales:
Hold Orders Over Credit Limit:
50 Interest Accrued Acct:| 4500
50 Interest Applied Account:| 1280
Price Table Required:
Disc Table Required:
Vary Pricing Date by S0 Line:
Minimum Shiprment Amount:
S0 Edit ISB Defaults:
S0 Returns Update ISBE: [V
Farecast Consumption
Consume Forward:
Consurne Back:
Check Customner Item Nbr First:
Taxable Trailer Code 13 11
Taxable Trailer Code 21 21
Taxable Trailer Code 3:] 31

Auto Batch Confirmation:

{Applies to Discrete Sales Orders)
(Applies to Scheduled Orders)

Confirmation Batch 10
] Confirmation Printer:

Pending Inv Update ISB:

Auto Batch Shipment:
2 Shipment Batch ID:
il Shiprment Batch Printer:
Use S0 Freight List Trailer Code:
Montaxable Trailer Code 1:) 10
Montaxable Trailer Code 2:| 20
Montaxable Trailer Code 3:] 30

So far we have discussed the basic information that should be set up before you invoice customers
and process accounts receivable transactions. However, before you get started, you must configure

Sales Order Control (7.1.24).

Sales Order Control defines how shipping and invoicing functions work. Before you start sales or

AR processing, set the values for:

Keep Invoice History. If Yes, invoice history is maintained after the invoice is posted so that

you can review and even reprint invoices if needed. Invoice history is not deleted until you run
the delete/archive.

Next Invoice. Load the starting invoice number. Invoice numbers should use a different
number range than sales orders and DR/CR memo numbers.

Integrate with AR/SA. Integrate with AR and Integrate with SA must be Yes for Invoice Post to
update accounts receivable and sales analysis records.

Hold Orders Over Credit Limit. If you set this to Yes, the system places orders on hold
whenever the customer’'s AR balance exceeds the credit limit. If you set it to No, a warning
displays, but you can still enter the order. We discuss this option in more detail later in this
lesson.

Price Lists. This field determines how strictly price lists are used to control order entry. If No,
items can be entered whether or not a price list exists. If Yes, only items from an existing price
list can be entered, and only if the price list item, unit of measure, and currency match the
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order item, unit of measure, and currency exactly. In searching for a valid price, blank is NOT
considered a match. If price lists are set up with a blank item or unit of measure, a price is not
found. If you are pricing with analysis codes, this flag should be set to No. Prices can be
overridden unless the field is password-protected.

SO Interest Applied/Accrued Accounts

On sales orders that specify a credit terms interest percentage, the system creates matching GL
entries for credit terms interest applied and accrued.

Taxable and Non-Taxable Trailer Codes

Trailer codes can be accessed during order entry by manually typing in the code, or you can have
them default automatically. The regularly used codes should be listed here. Taxable trailer codes
(1-3) are the defaults for sales orders when the sales order header Taxable field has been set to Yes.
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Sales Orders

Sales Orders

Order Header
Sold-To/BilF-To/Ship-To
Order Dates
Ship-From Site
Currency/Langudges
Taxable Status/Tax Code/Tax Date
Credit Terms

Salesperson/Freight Screen
sdlespersons/Comimissions
Freight Information

Line Ifem Screen
tem Prices & Quantities

Trailer Screen
Freight, Service, Other Trailer Charges
Credit Information
Shipping Information

In QAD SE, Sales Order Maintenance (7.1.1) is divided into three main sections:
+ Order header
« Line items
* Trailer

Header

Information that applies to the entire order is contained in the header. Most of this information
comes from the customer record, but you can change it for individual orders.

Line Items

Information that applies to individual items on the order is contained in the line item screen. Some
of this information comes from the item record (Item Data Menu) and some of it comes from the
order header, but you can change most of it for individual lines.
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Trailer

The trailer lists the total item, freight, and other charges, as well as taxes. Some of the shipping and
AR data also appears here. You can record additional trailer charges when you enter the order or
later when the item is shipped. Trailer charge codes are set up in Trailer Code Maintenance
(2.19.13); the default taxable and nontaxable codes for sales transactions are specified in Sales
Order Control.
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|Sales Order Maintenance * |
# GoTo - Action =
Header | Lines 2
B Headsr B Detadls B Taxlnfo B FieightDas [o> | » o B Consi »
Order: $971000 Sold-To: 1001000 | Bill To: 1001000 Ship-To: 1001000
Sold-To Ship-To
CENTURY HALLMARK CENTURY HALLMARK
Attention: Accounts Payvable Attention: Accounts Payable
' 300000020 Century Blvd 300000020 Century Blvd
Laos Angeles CA 89000 Laos Angeles ca 59000
United States of America United States of America
Crder Date::‘;_ﬁ_f4f__2_q_9§_ -_\_7| Line Pricing: ¥ Caonfirmed: V
Required Date:f_9.-f4f2008 _\'_l Manual: I Currency: UsD 2 IILanguage: us I
Promise Date:| 7\;] Site;| 10000 Taxable: 1 Jel v:
Due Date:| 9/4/2008 _\:I Channel: Fixed Price: V'
perform Date:| | Business: I Credit Terms:| 2/10-30 I
Pricing Date: '_b.f4/"2008 bl Credit Terms Interest %: 0.00
Purchase Order: Reprice:
Remarks: BILLING OMLY - USE SHIP TO ON ALL CRDERS Entered By: mfg

The biggest single source of information for the sales order is the customer record in Customer
Maintenance (2.1.1).

Bill-To/Ship-To Addresses. A customer can have up to three different address types. The sold-
to has no AR effects, but the bill-to appears on the invoice, is transferred to AR on the DR/CR
memo and determines the credit terms. The ship-to determines the tax rates that apply to the
order.

Best Pricing. Best pricing, or sales order pricing, enables you to create price lists that
accommodate a wide range of pricing situations. Instead of matching price lists strictly
through items or product lines, the system can determine best prices using flexible categories
of items and customers called analysis codes.

List/Discount Table Pricing. This is an alternative to the best pricing model. It is used for
pricing different kinds of orders than best pricing, including scheduled orders, purchase
orders, returns to suppliers, and receipts in RMA Maintenance (11.7.1.1).

Salesperson/Commission. Salesperson commission rates default from the standard rate for the
salesperson set up in Salesperson Maintenance (2.5.1). You can change commission
percentages on each line of the order.

Currency/Language. The currency and language follow the customer throughout the
sales/AR/payment cycle. Multinational AR processing is covered in detail later.

Credit Terms. Used to calculate the AR payment due dates and discount dates.
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Tax Data
Tax Data

Order: 5971000

Sold-To

CENTURY HALLMARK
Attention: Accounts Payable
300000020 Century Blvd
Los Angeles

United States of America

8/4/2008
9742008

Crder Date:
Required Date:
Promise Date:
Due Date:| 9/4/2008

Perform Date:

L€ | ||[€ €&

Pricing Date:| 8/4/2008
Purchase Order:

Remarks:

Sold-To: 1001000

BILLING ONLY - USE SHIP TO ON A

|Sales Order Maintenance X
W GoTo ™ | Adtion v

Lines | Traer

> P Line Details >

Order: 5971000
89000

Sales Order Line

Ln Itern Number

Line Prici 1 02-0001
Many
5

Chani

Desc: CONFIGURED DISPLAY RACK

Busing 1 ge: 200

uso Cost: 0,00
Lot/Serial:

Qty Allocated:

Global Tax Management (GTM) is the tax system in conjunction with QAD SE. GTM supports

Qty Picked: 0.0
Qty Shipped: 0.0
Qty to Invoice: 0.0
Salesperson 1: 2P

Commission 13

> >

Sold-To: 1001000

Qty Ordered
100.0

Sales Acct
Site: 10000 Disc Acet

Confirmed.

Ln Format S/M:

UM List Price
EA  120.00

;| 3000
:| 3900
N

Requirad:

0.000000000

Due Date:

Promised:

9/4/2008

Perform Date:

Pricing Date

+ 842008

Multiple:

10.00 Category:

Discount Net Price

0.0 120.00

#41 10000 1000
A4 10000 211000
Credit Terms Int: 0.00
Ship Type:
UM Conversion: 1.00000000
Consume Fost: ¥

£ L)<

Detail Alloc:
Taxable:
reight List: TOL-NTAX
Fixed Price: ¥ Comments;

multinational enterprises in calculating taxes on business transactions. The types of taxes, the

formulas used to calculate them, and when taxes are assessed often vary considerably between

countries. GTM can process taxes for multiple countries within the same database.

In the United States, GTM is a prerequisite for using the interface to the Vertex Quantum for Sales

and Use Tax system.

Every country in the world has a unique system for assessing taxes. However, most systems share

common elements:

- Business transactions can be subject to many kinds of taxes—sales taxes, domestic import
duties, inventory transfer taxes, royalty fees, and so on. In GTM, a tax that is peculiar to a

region and individually calculated and reported is a tax type.

- Regions that assess tax include countries (or groups of countries), states, provinces, counties,

districts, and cities. In GTM, a region that assesses tax is a tax zone.

 Within a tax zone, a tax type can affect all people and items, or only some of them. In GTM,
customers, suppliers, and items can be grouped by tax class. Similarly, a tax can be assessed at
a different rate based on a customer’s operation or how items are used. GTM can group people

and items by tax usage.
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Tax zones are made up of geographical components—countries, states, provinces, and counties.
These geographic codes are also used when you set up addresses for customers, suppliers, and
company sites. GTM validates all the geographical codes. When an address record is set up, GTM
selects the tax zone for the address. To calculate taxes on transactions, the system selects the tax
environment for the transaction’s ship-from and ship-to tax zones.

Note GTM is described in detail in User Guide: Master Data.

Tax Environments

Taxes on transactions vary based on the ship-from and ship-to tax zones. The tax environment in
QAD SE defines which taxes apply to specific ship-from/ship-to tax zone combinations.

Tax zones are a prerequisite for tax environments.

Tax Rates

GTM uses tax rate records on transactions to calculate the tax amount for each tax type. The tax
rate record also determines how taxes are reported in General Ledger.
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L]
Tax Data - Continved
Sales Order Maintenance ‘<|
# GoTo = Action =
iner | Trailer |
|ID Trailer B Tavlnin B
Order: S001546 Sold-To: 1001000 Bill To: 1001000 Ship-To: 1001000
Mon-Taxable: 0.00 Currency: USD Line Total: 1,200.00
Taxable: 1,200.00 0.00 Discount; 0.00
Tax Date: Service [10 P 0.00
Containers: U.00 Freight Mon-Taxable |zoo 0O 0.00
Line Charges: 0.00 Special | 30 Fe] 0.00
Total Tax: 20.00
View/Edit Tax Detail: Total: 1,290.00
CR Initials: Frint Sales Order: AR Acct: 1200
Credit Card: Print Pack List: Prepaid: 0.00
Action Status: Print Inv Hist: FOB Point: San Diego
Revision: 0 EDI Inv Hist: Ship Wia: GROUMD
EDI PO Ack: Partial Ok: Bill Of Lad:

The Trailer frame in Sales Order Maintenance contains tax, shipping, and order status information
for all line items.

During order entry, the default tax date is the order due date. During shipment and receipt, the
default tax date is the transaction effective date.
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GL Sites and Entities

GL Sites and Entities

|Sales Order Maintenance |

Sales Order/Invoice

@ GoTo - Action ™

Hoadar | Ln Header Site — AR Enfity
L b - < - - * i Line ltem Site(s) Sales Enfity
Order: 10004 Sold-To: 1004000 [ n som mmmesss I

|Sales Order Maintenance X
Sold-To

o GoTo ~ Action =
worldwide Supply J Linas | Trader
[> B Line Detais > 3 >
8000 Central Avenue Header
kanzas City M Amalz Order: 10004 Seld-Te: 1004000 Ln Farmat SiM:

United States of America
Sales Order Line
Details
Order Date:| SENEIE
Required Date:| 10/16/2008

Line Pricing: Ln  Item Number Qty Ordered UM List Price Discount  Net Price

Manual: 3 0z-0005 1000 Ea 2.00 0.0 2.00
Site: | 10000
Line Details
Channel:| &
Businasi: Desc: MECHANICAL FENCI Sales Acet:| 3000 110000 Pl 5
Loc: 1004000 O Dise Acet:| 3900 #110000 Al f
; uso Cast: 0.00 Confirmed: ¥ Cradit Terms Int: 0.00
= Lot/Serial: . Required:| 10/16/2008

Promise Date:
Due Date:| 10/22/2008

Perform Date:
Pricing Date:| 10/22/2002
Purchase Order: POOD0DZS874

AR R

Ship Type:
Remarks:

Gty Allocated: 0.000000000 Promised: - UM Conversion: 1.00000000
Qty Picked: 0.0 Due Date:| 10/22/2008 Consurne Fest: &
Qty Shipped: 0.0 Parform Date: v Detail Alloe:
Qty to Invoice: 0.0 Pricing Date: 10/22/2002 Taxable:
Salesperson 1: WLINC Multiple: Fraight List:| AD1-NTAX
Commission 1: 33.00 Category: Fixed Price: ¥ Comments:

QAD SE assigns each sales shipping site (for example, warehouse or distribution center) to an
entity for financial and tax reporting.

During Invoice Post, GL transactions for AR, sales taxes, and trailer charges are posted to the site
(entity) identified in the order header.

However, you can ship individual line items from multiple sites associated with entities other than
the one for the site in the order header. Therefore, sales and sales discounts are posted to the entity
for the line item site.

Whenever line items are shipped from different sites assigned to different entities, QAD SE creates
GL transactions during Invoice Post for the intercompany account specified in Accounts
Receivable Control.

If your company requires all AR reporting to be performed by the same entity, ensure that orders
and invoices reference only sites linked to the same entity.
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GL Accounts, Sub-Accounts, and Cost Centers

GL Accounts, Sub-Accounts, and Cost
Centers

Account Determined By Menvu Functions
Accounts Bill-to Customer Customer Maintenance
Receivable
Sales, Sales lfem product line Product Line Maintenonce and
Discount Cost of Goods Sold
Cr
Line item site/ Sales Account Maintenance
customer site/order
panel
Taxes Customer ship-to Global Tax Management
address
Trailer Charges Defoult charges in Sales | Trailer Code Maintenance
[Freight, Service, Crder Control
etc)

In addition to being identified by entity and site, sales and AR transactions are always posted to
specific GL accounts. Depending on how your company sets up its chart of accounts, the system
can also post transactions to sub-accounts and cost centers. In QAD SE, whenever you see an
account field, you can usually designate a sub-account and cost center as well, although the latter
two fields are not always labeled on the screen. The chart summarizes the sources of GL accounts
for sales transactions.

The AR account defaults from the customer bill-to address in the customer file. At Invoice Post,
the AR account for the order/invoice is debited and the sales account for each item is credited.
« Sales and Sales Discount Accounts

The GL accounts for sales and sales discounts default from the sales accounts if defined;
otherwise, from the item product line. For non-inventory (memo) sales, the sales and discount
accounts default from the sales account in Domain/Account Control.

« Taxes

At Invoice Post, taxes are credited to the GL accounts specified in the Tax Rate Maintenance
(2.13.13.1).
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Trailer Charges

Codes for trailer charges are set up in Trailer Code Maintenance (2.19.13). The default trailer
codes for sales transactions are specified in Sales Order Control. At Invoice Post, the GL accounts
for the trailer charges are credited.

Channel and Project

Channel and Project are two optional fields your company can use to further differentiate GL sales
reporting.

Channel. Identifies the distribution channel (for example, wholesale or retail) through which
the order originated. Channel is used to separate sales amounts by product line and site. In
Sales Account Maintenance (1.2.17), you can specify GL accounts for sales, sales discounts,
and cost of goods sold (used by Sales Order Shipments). To prevent entry of unauthorized
channel codes on orders, you can set up standard codes in Generalized Codes Maintenance for
the PROGRESS field so_channel.

Project. You can use Project to identify sales generated by specific company activities. The
project in the order header displays as the default for line items but can be changed for
individual lines. If a sales order is associated with a project, any GL transactions created for
the order also reference the project code. Project codes are set up in Project Code Maintenance
(25.3.11).
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Credit Management

Credit Management

|Sales Order Maintenance .

o GoTo ~ Action =
Huedm] Lines
b B Detaile > | L b | b

Order: 10010000 Sold-To: 1001000

Sold-To

CENTURY HALLMARK

Attention: Accounts Payable

300000020 Century Blvd

89000

&ill To: 1001000 Ship-To: 1001000

Ship-To
CENTURY HALLMARK
Attention: Accounts Payable

300000020 Century Blvd

Los Angeles CA Los Angeles CA 29000 aill To: 1001000 Ship-To: 1001000
United States of America United States of America
ency: USD Line Total: 120.00
Order Date:| 8/4/2008 ] Line Pricing: 7/25/2007 0.00 Discount: 0.00
Required Date:| 8/4/2008 b Manual: Urrency: oS0 Language: Us 4 rvice 10 £ 0.00
Promise Date: b Site:| 10000 Taxable: 1 / ¥ | -Taxable 20 O o000
Due Date:| 7/26/2007 & Channel: Fixed Price: ¥ wcial 30 O 0.00
Parform Date: ~ Business: Credit Terms:| 2/10-30 Total Tax: 0.00
Pricing Date: | 7/25/2007 & Credit Terms Interest % 0.00 Total: 120.00

Purchase Order:
Remarks: BILLING ONLY - USE SHIF TO ON ALL ORDERS

Reprice:
Entered By: fzf

AR Keck: 1200

Cradit Card: Print Pack List: Prepaid: 0.00
Print Iny Hist FoB point
Revision: U EDI Inv Hist Ship Via: GROUND
EDI PO Ack: Partial Ok Bill Of Lad:

In addition to ensuring that sales records are entered correctly, it is important to prevent orders
from being taken or shipments being made to customers with bad credit.

One useful precaution is to set up the system so that orders are automatically created with a status
of unconfirmed and then confirm them in a separate process. Using this method, orders are never
shipped before they are reviewed. The Confirmed Orders field in Sales Order Control determines
the default status of orders. Sales Order Confirmation is then used to confirm the orders prior to

shipping.

Credit Limit and Credit Hold

In addition, during order entry, the system checks the bill-to customer’s Credit Limit and Credit
Hold settings. If the customer is on hold or if the customer’s open AR balance plus the new order

total is beyond the customer’s credit limit, you see the following message.

Warning: Customer Balance plus this order balance amount
Credit Limit: credit limit amount

Although the warning is displayed, you can proceed with entering the order and the system does
not place the order on hold. You can place a hold manually by entering any non-blank value (for
example, HD) in the Action Status field

The action the system takes next depends on a setting in Sales Order Control. You have the option
of placing the order on hold manually, or the system can place it on hold for you.
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Credit N\CIHCIQEI nent (Coniin Ued)
Sales Order Maintenance X
W GoTo ~ Action = L) = | T—
‘ Hold Orders Over Credit Limit = Yes ‘
[ Traes
b Trailer » >
Header
Order: 10010000 Sold-To: 1001000 Bill To: 1001000 Ship-Te: 1001000
Trailer
Non-Taxable: 120.00 Currency: USD Line Total: 120.00
Taxable: 0,00 0.00 Discount: 0.00
Tax Date! Servics w0 O 0.00
Containers: 0.00 Freight Non-Taxable 20 0.00
Line Charges: 0.00 Special 30 A 0.00
Total Tax: 0.00
View/Edit Tax Detail: Total: 120.00
Trailer Information
CR Initials: Print Sales Order: AR Acck: 1200
Credit Card: Print Pack List: Prepaid: 0,00
Action Status: Print Inv Hist: FOB Point:
Revision: 0 EDI Inv Hist: Ship Via: GROUND
EDI PO Ack: Partial OK: Bill Of Lad:

When the sale is on hold, the order entry clerk cannot change the action status of the order or
invoice. You must use one of the credit management functions to change the status.

When you prepare sales orders for shipment, the system does not select orders on hold when you
print packing lists. However, the system still lets you process individual shipments. To control this,
create a procedure that specifies that a packing list is required as authorization for shipment. The
system does not recheck against the customer's credit limit during the shipment transaction, but it
does display a warning if the customer is on credit hold.

You can also use the Customer Credit Limit Adjustment (2.1.7) to increase or decrease customer
credit limits based on a percentage or on the time elapsed since the last credit limit adjustment.
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Menu Search

Sales Order Menu

5{‘:, Sales Order Maintenance
B Sales Order Browse

[ Sales Drder Print

@ Sales Order Confirmation

|§| Sales Order Auto Allocations
D Available Kit Quantity ta Ship
@ Sales Order Repricing

|E8| Sales Order Cost Revaluation

|E8| Sales Order Manual Allacations

Credit Management (Continued)

'U' .Appii(;étions

e [l

D Sales Qrder Credit [nguiry
Q, Sales Order Credit Repart
@ Sales Order Auto Credit Hold

"y Sales Order Credit Maintenance

3| Sales Order Auto Credit Approval

+17) ATP Enforcement Menu
@ EMT Mazs Supplier Chg
@@ Sales Order Control
|§| Commiszion

] il |

The credit management functions enable you to place sales on hold or remove them from hold

selectively. You can select sales orders based on:
« Customer action status.
- Invoices past due by a specified number of days.
- Total open invoice amount.
- Total open invoice and order amount.

Sales Order Automatic Credit Hold (7.1.16) checks the open AR, all open sales orders, and AR
open days by invoice. This should be run every night, followed by credit approval, to remove
holds for sales orders whose credit is now good. Once removed from hold, sales orders are
processed through the rest of the shipping/invoicing cycle.
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Sales Order Shipments

View/Edit Tax Detail:

Ship via: GROUND Invoice Mumber:
Ship Date: Ready to Invoice:
Bill Of Ladin: Invoiged:

Rermarks: BILLING DMLY - USE SHIP TO ON ALL ORDERS

Total Tax: 0.00
Total: 0.00

Sales Order Shipments
4 GoTo - Ackion =
Qrder: 1001000 Ship Allocated: Sold-To: 1001000 Site:
Effective: 8/4/2008 Ship Picked: CENTURY HALLMARK
Man-Taxable: o.00 Currency: USD Line Total: 0.00
Taxable: 0.00 0.00% Discount: 0.00
Tax Date: &/5/2003 Service 10 0.00
Containers: 0.00 Freight Mon-Taxable 20 0.00
Line Charges: 0.00 Special 30 0.o0

After the order is picked, a shipment transaction is recorded in Sales Order Shipments (7.9.15).
This records the shipment, adjusts inventory, and flags the order as ready for invoicing. At this

time, you can also enter add-on charges such as freight.

Shipping an order creates a pending invoice that shows all shipping information, but does not
show the billed information. The invoice must be posted to Accounts Receivable before billing

information appears on the customer’s account.

In the next section, the course describes how sales order shipments are sometimes used to process

returns and credits. For now, be aware that sales orders must be shipped prior to invoicing.
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Shipping and Invoicing Cycle

Shipping/Invoicing Cycle
Enter SO #1000
Item Qty = 200
| Ship SO #1000 Invales
| Item Qty = 150
PRINT & POST
* Invoice #101
Invoice Qty = 150
Ship SO #1000
Item Qty = 50 Inveliee:
PRINT & POST
> |nvoice #102
Invoice Qty = 50
|
M QAD

In QAD SE, the recommended shipping and invoicing procedure is:
+ Record the shipment for the sales order.
- Review and correct the order.
 Print and post the invoice.

If a sales order has a backorder quantity, you probably invoice the first shipped quantity separately
from the shipped backorder quantity. You record and invoice the first shipment, then record and
invoice the second shipment. In the slide, an invoice (#101) for a partial shipment is printed and
posted. The sales order remains open with a backorder quantity. When the backorder quantity is
shipped, a second invoice (#102) is printed and posted. You now have two invoices for the same
order.

Correcting a Shipment Quantity

If you must correct a shipment quantity, the procedure varies depending on where you are in the
shipping and invoicing cycle. If you have not printed the invoice, simply change the quantity in
Sales Order Shipments. The corrected gquantity then shows up on the invoice.

If you have already printed the invoice but not posted it, you can still correct the quantity in
Pending Invoice Maintenance. A warning message displays, alerting you to take action on the
printed invoice. You can either destroy and reprint it, or reprint it but let the customer know that
the reprinted invoice is a replacement of the original, not a duplicate.
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You must always reprint the invoice so the correct invoice quantities (and prices) are posted to
Accounts Receivable. Before reprinting the invoice in Invoice Print, you must reset the Ready to
Invoice flag to Yes and the Invoiced flag to No in Pending Invoice Maintenance (7.13.1).

If you have printed and posted the invoice, you would process the correction as a credit. Credits
are described in Chapter 6, “,” on page 97 because credits also involve functions in the Accounts
Receivable module.

Posting

Since QAD SE allows multiple invoices for a single order, invoices should be posted regularly, at
least daily. You should not make additional shipments for a sales order whose invoice has been
printed but not posted. In the slide, if you had printed invoice #101 for quantity 150, but not posted
it before printing the invoice for the other 50, you would end up with duplicate invoices. The first
invoice would show a quantity of 150, and the second a quantity of 200.

All shipping/invoicing functions require an effective date. Usually, you set this to the ship date. To
keep your audit trails consistent and to ensure that everything posts to the correct GL period, use
the same effective date throughout the cycle. This is especially important at month-end.
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Pending Invoices

Pending Invoice Review

Shipmehf or W | Print o [ S
Pending InvowceJ Y | Invoices 1 | Invoices

Review Pending Invoice Register Review Pending Invoice Register
* |nclude Ready fo Print Invoice = Yes * |nclude Ready fo Print Invoice = MNo
s |nclude Ready 1o Post = MNo * nclude Ready 1o Post = Yes

An order that has been shipped automatically creates a pending invoice that you can review and
correct prior to posting. Usually, you would review the Pending Invoice Register (7.13.2) and
make any necessary corrections to the invoices prior to printing them.

Note Prior to posting, you can make most corrections in Pending Invoice Maintenance (7.13.1).
However, we recommend that you make changes to invoiced quantities in Sales Order Shipments
rather than Pending Invoice Maintenance, because these changes affect inventory balances.

You can also use Pending Invoice Maintenance (7.13.1) to record over-the-counter sales and
special charges or credits. This records the order, ships it, and flags it for invoicing, all in one step.

The Pending Invoice Register can be used to review invoices before and after they are printed. To
select invoices before they are printed, Include Ready to Print Invoices must be Yes and Include

Ready to Post No. To select invoices after they are printed but before they are posted, the settings
are reversed.
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Panding Invalce Malntensnce X

Invoice Print

Irwolce Print

® GoTo -

Sales Order:
Ship Date:
Sold-To:

Bill Ta:
Language ID:

Action =

1001000
9/18/2008
1001000
1001000

us

Invoice Date: 84/2008
Print Only Lines to Invoice:
Print Lot/Serial Numbers Shipped:
ires and Options:
ralkdate Invoices:
ampany Address: 3000
form Code: 1

Discount Detail: None

= GoTo = o« Adicn =
[ Toaier |
[» » > Tai
Header

Order: 1001000 Sold-Te: 1002000

Trailer
Non-Taxable: 12,000.00
Taxable: 0.00
Tax Date: 8/4/2008
Cortainers: 0.00

Line Charges: 0.00
View/Edit Tax Detail:

Trailer Information
CR Initials: gad 25
Credit Card:
Action Stotus:| ]
Revision: 0
FOB Point:| San Diego

Bill To: 1001000

Currency: USD
0.00%
Service
Freight Non-Taxable
Special

Ship-Te: 1001000

Line Total: 12,000.00
Discount: 0.00
10 0.00
0 0.00
0 0.00
Total Tax: 0.00

Total: 12,000.00

Invoice Number: | 9-56210
Ready to Invoice: &

Invaiced:

Colen
AR Account: 1200

0.00

Print Sales Grdor: ¥
Print Pack List; ¥

count Summary: None

To:
Ta:
To:
Tot
To

Include Debit Invaices:
Include Credit Invoices:
Print Call Tnvoice Detail:

Output: page
Batch 10:

Irroice #00-1 004

Invoices are printed in Invoice Print (7.13.3). Once printed, the system flags the pending invoice as
invoiced and assigns the Next Invoice number from Sales Order Control. To prevent duplicates, it
also resets the Ready to Invoice field to No.

By setting Consolidate Invoices to Yes, you can include multiple sales orders on the same invoice.
You can also restrict sales order consolidation to specific customer ranges. Sales orders can be
consolidated if all of the following are identical:

« Sold-to addresses
- Bill-to addresses
- Currencies

- Financial terms

« Trailer codes

» Tax environments
- Sales entities

- Salespersons

If the system finds sales orders that can be combined, it prints those lines on the invoice with a
short summary of shipment information. After invoices are printed, the system updates each sales
order with the same invoice number.
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Reprinting Unposted Invoices

To reprint a printed invoice before it is been posted, reset Ready to Invoice to Yes and Invoiced to
No in Pending Invoice Maintenance; then reprint the invoice using Invoice Print.

Reprinting Posted Invoices

To reprint an invoice after it has been posted, use Closed Invoice Reprint to reprint the invoice.
However, to do this, your database must still have the invoice history. Keep Invoice History in
Sales Order Control must be set to Yes.

Printing Debit and Credit Invoices Separately

While printing debit and credit invoices, you can choose to include only debit invoices, only credit
invoices, or both. This allows you to use different forms for each invoice type.
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Invoice Post to Accounts Receivable

Invoice Postto Accounts Receivable

4 GoTo - Ackion =

Invoice: 9-26510 To: 9-*26510
Sold-To: 1001000 To: Iriwaice #00-1004

Bill To: 1001000 To: —
| —

——
GL Effective Date: 8/4/2003 [

GL Consolidated or Detail:| =

Print Lot/Serial Mumbers Shipped: Qutput:

Batch ID:

DR/CR Mema Maintenance X
# GoTo - Action =
Batch: 1012 Caontrol: 14,673,000 Total: 14,673.000
Reference:| 9-26510 2 Bill To:
Currency: Type: Date: Effective: Tax Date:

Invoice Post transfers invoice information to Accounts Receivable. If Sales Order Control is set up
to do so, Invoice Post also updates invoice history and sales analysis records.

Sales orders are automatically deleted when the invoices are posted to AR. Use the Invoice History
Browse to review all invoiced sales orders.

For each invoice, the post creates a debit/credit (DR/CR) memo with the same number as the
invoice. This DR/CR memo contains all the invoice information needed for AR processing, such
as the sales amount, credit terms, transaction currency, and payment due date. The DR/CR memo
Reference field is set to the invoice number and the DR/CR memo Type field is set to Invoice.

Note To post invoices to Accounts Receivable, Integrate with AR in Sales Order Control must be
set to Yes.
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Sales Order Returns and Credits

Sales Order Returns and Credits

Memo = No

Customer

b

Return Get
Credit

Goods

4

Negative

y

Quantity Invoices

y

Increase
Inventory Balances

Decrease
Sales Totals

v
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Decrease
Account Balances

There are two kinds of inventory returns and sales credits: inventory and non-inventory.

Returns and Credits (Inventory)

When a customer returns items (or if the customer was invoiced for the incorrect item quantities),
you need to update inventory and sales history and generate a credit invoice. In QAD SE, changes

that affect inventory are always handled in the Sales Orders/Invoices module, the Inventory

module, or the Field Service module, not in Accounts Receivable. The recommended procedure is
to:

1

Negative SO

Enter a sales order with a negative order quantity. For example, if the customer returned 25
items, enter a line item quantity of -25. Make sure you enter all of the same information as on
the original order, including the site, salesperson, commission, price, discount, and taxable
status. If the customer wants you to ship replacement items, enter a second line item with a
positive quantity.

Negative Shipment

Process a negative shipment. Once returned items have been inspected and approved, you
process a shipment for the negative quantity. This returns the items into the inventory location
and creates a negative pending invoice that gets posted to AR.
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3 Print/Post Invoice

Print and post the invoice. This creates a credit memo that can be sent to the customer and
decreases the customer’s open AR balance. It also updates sales analysis and commission
history to reflect the return, and creates the correct GL entries.
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Return/Credit (Inventory)

Return/Credit (Inventory)

Sales Order Maintenance >\|

M GoTo ~ Action =

nes | Tla\ler|
|D Trailer b Taclnio BT
Header
Crder: 10010000 Sold-Te: 1001000 Bill To: 1001000 ship-To: 1001000
Trailer
Mon-Taxable: -1,080.00 Currency: USD Line Total: - 1,080.00
Taxahble: 0.0 0.00 Discount: 0,00
Tax Date: Service 0 O 0.00
Containers: 0,00 Freight Mon-Taxable 20 P 0.00
Line Charges: 0.00 Special 30 ,-:'. 0.00
#HCREDITH Total Tax: 0.00
View/Edit Tax Detail: Total; - 1,080.00

Trailer Information

CR Initials: Print Sales Order: || AR Acct: 1200
Credit Card: Print Pack List: Prepaid: 0.00
Action Status: Print Inv Hist: FOB Point:
Rewision: 0 EDI Inw Hist: Ship Wia: GROUND
EDI PO Ack: Partial OK: Bill Of Lad:

Note There is a shortcut for processing returns. You could enter a pending invoice directly, using
Pending Invoice Maintenance with a negative quantity to invoice. This records the sale (return),
update inventory, and create a credit invoice. Since this updates inventory, be sure to enter the
correct site and location.

On field service returns, the return is initially recorded in the Field Service module using RMA
Maintenance rather than in Sales Orders/Invoices. If you set the Ship RMA option to Yes, the
system automatically creates a negative pending invoice for the returned quantity. You must use
the Field Service module to change an RMA pending invoice. However, you can view it in the
Pending Invoice Register.
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Return/Credit (Memo)

‘Sales Order Maintenance '<|

[fem 02-0005

o GoTo - Action =

Invoice Qty = 10
List Price = 3.00

[P Line > » Net Price = 2.50
Order: 1234 Sold-To: 01000000 Ln Format S/M: Mul!:i -
Sales Order Line
Ln Itern Mumber Qty Ordered UM List Price Discount Met Price
=P 2 0z-0005 -10.0 EA 3,00 0.0 3.00

4 02-0005 10.0 EA 250 0.0 2,50 =

4 0.0 0.00 0.0 0.00
Type M
(memo)

Negative Line for Fositive Line for

Criginal Qty/Price

MNew Qty/Price

Credit invoices are issued for reasons other than inventory returns. These corrections are recorded
as type Memo items in Pending Invoice Maintenance to ensure that they do not affect inventory.

1

Pricing

Since pricing corrections should be reflected in sales and commission history, you need to
enter two line items: one with the original invoice quantity entered as a negative quantity and
the original price, and the second line with a positive quantity and the correct price. The
resulting invoice is for the amount of the difference, whether it is a debit or credit.

Sales Taxes

If sales taxes are charged (or not charged) in error, the same procedure is used to correct this
problem: Enter all the original information with negative quantities, then again with positive
quantities and the correct taxable flag. Be very careful to enter all of the information exactly
the same and set the type to Memo. When the invoice is posted, it updates your sales tax

journal correctly.

Trailer Charges

Sometimes the change does not affect the line items—for example, if you charged a trailer
amount such as freight incorrectly. You can simply enter an invoice with no line items and a

negative trailer amount.
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Any other credits, for which you do not need to print a credit invoice and do not effect inventory,
can be entered directly into the Accounts Receivable module using DR/CR Memo Maintenance
(27.12).
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Exercise 5: Sales Order Management, Shipping/Invoicing

Sales Order Management

In this activity, you will enter a sales order so that you see where and how GL account codes,
salesperson commissions, trailer charges, and taxes are entered.

Since this order exceeds the customer’s credit limit, you will see that the order is automatically
placed on hold. You will remove the hold using the credit management functions.

Sales Order Maintenance

1 In Sales Order Maintenance (7.1.1), Click Next at the Order field, the computer will generate
the next order number for customer 100.

2 Write down the order number. In the lower frame, notice how the credit terms default from the
customer record.

Calculate Freight: No

Display Weights: No

3 Enter the following information for items 02-0010 (eraser refill packs) and 02-0020 (lead refill
packs).

Line: 1
Item Number: 02-0010
Site: Train
Quantity Ordered 100
List Price: 1.00
Line: 2
Item Number: 02-0020
Site: Train
Quantity Ordered 100
List Price: .75

4 Enter a non-taxable freight charge on the trailer.
Freight: 10
Amount: 15.00

You should see a line item total of $175.00 and freight of $15.00.

Notice the system automatically places the order on hold (HD). This is because the Sales
Order Control is set to Hold Orders over Credit Limit.

Open amount excludes tax.

Sales Order Credit Inquiry

5 Use the Sales Order Credit Inquiry (7.1.14) to review the status of all open orders for customer
100.
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Sales Order Credit Maintenance

6

As the credit manager, you have reviewed the customer’s credit history and determined that it
is OK to process this order. Before you can create a packing list and shipment, however, you
must change the order’s action status to blank. Do this in Sales Order Credit Maintenance
(7.1.13). You could have also used Sales Order Auto Credit Approval (7.1.17).

Shipping/Invoicing

Start by shipping the order entered in the last activity. Then, you will modify, print, and post the
pending invoice for the order.

Sales Order Shipments

1

In Sales Order Shipments (7.9.15), process a shipment for the order you entered in the last
activity. (If necessary, do a lookup browse to find the order for customer 100.) Ship the entire
order from site Train and location 200. (Disregard any warning messages that the lot/serial
does not exist at the site/location.)

Note Process the shipment by recreating it in the lower part of the screen.

2

On the trailer screen, change the freight charge to $13.75, the actual UPS charge for shipping
these products. After you press Next, notice that Invoice Number is blank, Ready to Invoice is
set to Yes, and Invoiced is set to No, because the shipment has not yet been invoiced.

Press Next again to complete the transaction.

Invoice Print

In Invoice Print (7.13.3), print the invoice.

If the invoice looks OK, respond OK to the message Update Invoice.

This action updates the Invoice Number, Ready to Invoice, and Invoiced fields in the order
trailer. However, if your paper jams or you see an error, reset this to Cancel.

Destroy the invoice(s) you just printed, make the correction, and reprint.

Pending Invoice Maintenance

After printing the invoice, you discovered that salesperson 99’s commission on line 1 should have
been 7%.

7

Go to Pending Invoice Maintenance (7.13.1) to make the correction. You will see a message:
WARNING: INVOICE PRINTED BUT NOT POSTED. This warns you that you may have
already sent the invoice to the customer. In this case, the customer invoice would not show
commission changes, so reprinting the invoice is optional.

Note If you must reprint an invoice, you can do so using Invoice Print (7.13.3). Before
reprinting, you must reset Ready to Invoice to Yes and Invoiced to No in Pending Invoice
Maintenance (7.13.1).
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Pending Invoice Register
8 In Pending Invoice Register (7.13.2), review the register for your sales order by sending the
output to your terminal. Notice that the report is empty. Why?
The Include Ready to Post option allows you to include only invoices that have been printed
but not posted. Since Include Ready to Post defaults to No, your invoice does not show up.
9 Now, reset Include Ready to Post to Yes, and rerun the report.
You will need to reprint the invoice before you can post it.

Invoice Post

10 Post the invoice to AR using Invoice Post (7.13.4).

11 Leave the invoice fields blank.
Usually, it is a good idea to set the GL effective date to the day on which the invoices were
printed. This ensures that invoices are posted to the correct financial period.

12 Review the post report. Notice the GL account distribution.

Pending Invoice Maintenance

13 In Pending Invoice Maintenance (7.13.1), enter your sales order number manually and stop.
14 Look at the bottom left of your screen. Notice Adding new record. You can reuse an order
number once the original is closed and posted.

In most cases, when adding an order, you would let the system assign the next order number.

(If you see Modifying existing record, stop and call your instructor.) The purpose of this is to
illustrate that you cannot modify a closed order, but you can reuse the order number for a new
order.

Browses and Reports

15 Review the Invoice History Browses (7.13.7), the Invoice History report (7.13.8), and the
Closed Invoice Reprint report (7.13.12).
You can use Closed Invoice Reprint to reprint lost invoices.

Sales by Salesperson Browses

16 Review the Sales Analysis browses and reports.
- Sales By Salesperson Browse (7.17.5)
- Sales By Customer Browse (7.17.13)
- Sales By Item Browse (7.17.17)

These were updated when you posted the invoice. The margin on the sale was calculated as the
net price (after discount) less the cost.
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Salesperson Commission Report

17 Print the Salesperson Commission report (2.5.13) for salesperson 99.

You can select commission based on sales or margin. This report lists the total sales amount
with a calculated commission percentage for the order total. This report is not split out by line

item total.
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup . Accounts Payable
Multinational Setup Payments
(Optional) 1 4. IOQQTMISC Reporting
Accounts Receivable ) {Cptlendl
Data Setup | 5. ;{C\g [J?.rcaf’r r;\)/ﬂcmqgemen’r
G ptiona

Invo.|C|ng . Multinational AP (Optional)
Debit/Credit Memos

) General Ledger Setup
Accounts Receivable
P i General Ledger

SRR Transactions
I(:)(gaf;Morlw)dgemenT General Ledger Reports
ptiona

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Data Setup ). Currency Dependent
Purchasing Rounding

The Accounts Receivable module is used to process customer payments (checks, wire transfers,
drafts) against invoices, update account balances for deposits, returns, and debits/credits; and to
identify overdue balances and taking action to encourage or enforce payment.

Most companies have a lot of cash tied up in receivables, so it is important to ensure that
customers pay invoices promptly. Timeliness in recording payments is important, because the sales
department uses customer account balances to determine whether to extend credit on future sales.

Receivables appear on cash flow reports as sources of cash. They also appear as a current asset on
the company balance sheet.
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Customer Account Processing

Correct
Posted
Invoices'!

Print

Aging
Reports

Maintain
DR/CR Memos

Calculate
Finance
Charges

Print
Statement
S

Print
Dunning
Letters

Process
Returns !

I Menu functions vary.

Review/Update
Customer Credit

The slide shows the activities involved in maintaining customer accounts. Most of these activities
occur in Accounts Receivable, but corrections and returns also use the sales order and invoicing
functions. We cover all of these in detail in this lesson.
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Changing Posted Invoices

Changing Posted Invoices
‘DRJCR fMemo Maintenance 3'—|
M GoTo v Action =
Batch: 1000 Contral: Total:
Refersnce: 1000056 Bill To: 1001000 CENTURY HALLMARK
Currency: UsD Type: M Date: 8/4/20058 Effective: 8/4/2005 Tax Date: &/4/2008
Memo Control: Amnt;
Sales Art: Daybaook: system
f] CrTerms: 2/10-30 Slspsn 1: 1IP Comml: 10.00% Entity: 100
Disc Date: 8/14/2008 Slspsn 2: Comm2: 0.00% Sold-To: 1001000
Due Date: 9/3/2008 Slspsn 3 Cornm3: 0.00% £hip-To: 1001000
Expt Date: Slspsn 4 Commd: 0.00% Batch: 1000
Remark: Dun Level: 0 Contested:
Printed: Account: 1200 Ship-From: 10000

In DR/CR Memo Maintenance (27.1), you can modify selected fields on an invoice after it has
been posted to Accounts Receivable. This step is sometimes necessary if you do not have to
produce a printed document for the customer (for example, if you are changing the terms,
discount, or due dates). QAD SE does not recalculate dates until you clear existing dates by
pressing Shift +? in the field.

If you change the salesperson, commission, and sales amount, the changes are reflected in the
salesperson commission reports, but not in the Sales Analysis reports. The same applies for
changes to the bill-to address code.

One setting you may want to change is the Contested field. When a customer disagrees with an
invoice, you can mark it as contested so that it is not included in Finance Charge Calculation
(27.12). The Deduct Contested option appears on several reports, including the agings. The
DR/CR Memo report (27.4) also contains a Show Contested Only option.

You cannot change GL distribution lines on memos for posted invoices.
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Accounts Receivable Control\

Accounts Receivable Control

#ccounts Receivable Control

# GoTo - Action =

Mext Batch: 1283
MNext Merno! 1000056
Mext Journal: 52
AR Summarization Level:| 1
Drafts Receivable Account:| 1300
Exchange Tolerance: 0.00

External Memo References Allowed: ¥

Accounts Receivable Control (27.24) provides default information for AR invoicing and payment
processing functions. The control program should be initialized before you begin to use AR
functions. In most instances, you can override the control program values during transaction entry.

Next Batch. Each group of invoices, memaos, finance charges, and payments created at the
same time is automatically assigned a batch number. You can use the batch number to select
groups of transactions to appear on reports. You do not have to know the batch number to
modify a transaction—you can simply leave the batch number blank.

Next Memo. All AR documents have a reference number. This number is used when
modifying a transaction.

Next Journal. General ledger journal entries are created automatically by AR activity. The GL
reference number begins with AR and is followed by the system date and the next journal
number.

AR Summarization. Determines the level of detailed information for AR transactions. Level 1
created detailed transactions by entity, account, sub-account, cost center, and project, with one
distribution line for each AR transaction. Level 2 creates AR transactions summarized by
batch, account, sub-account, cost center, and project. Level 3 creates detailed individual AR
transactions with separate GL references for each document.

Drafts Receivable Account. Enter the default account you want to use with the Draft Approval
function. Once a draft is approved, the draft amount is debited to the drafts receivable account
and AR is credited.
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Exchange Tolerance. Used only if you are processing AR in multiple currencies. Used as a
control when you accept payments in your base currency for foreign currency invoices or
memos. The system does not allow an exchange rate that differs from the rate set in 26.1 by
more than the percentage set here.

External Memo References Allowed. Determines the numbering system and level of user
flexibility in entering DR/CR memo numbers. Yes allows you to manually enter DR/CR
memo numbers in DR/CR Memo Maintenance. No improves security by preventing manual
entries; QAD SE generates continuous DR/CR memo numbers by incrementing the Next
Memo number.
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Accounts Receivable Implementation

AR Implementation

Enter Verify

» System/Account Control File
* Tax Environments & Rates

Entetring Deiet
» Credit Terms Opening . eefed
» Customers and Ship Tos Balances and fisiz
. ) Transactions
» Company Address Verify Aging

» Currenciesand Exchange Rates
* Banks
Control Files

We have seen how Sales and Accounts Receivable functions interrelate and how to apply cash
against AR and record miscellaneous charges through DR/CR maintenance. The other use of
DR/CR memos, as we mentioned earlier, is to record your opening customer balances into the
system. We review the process you should go through when first beginning to use AR functions.

As shown in the above slide, the starting point for AR is to set up and verify the basic information
in the system. This includes checking Domain/Account Control (36.1) to ensure that the correct
account defaults are set up; verifying tax codes and rates, checking credit terms, entering your
company shipping addresses and supplier addresses, setting up banks, and initializing control
program values. We have discussed each of these steps already.

Once this is done, the implementation process should include the following steps:
1 Print an AR aging report from your existing system.

2 In DR/CR Maintenance, record open invoices and credits in detail or just enter open balances
by period. Enter the invoice number from your existing system as the memo number. Make
sure you enter correct invoice dates and terms.

3 Print and verify customer balances using QAD SE's AR aging reports. Make any corrections.

Delete the unposted GL-AR transactions using Delete Unposted Transactions.
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DR/CR Memos

DR/CR Memo Maintenance

DRICR Memo Maintenance *
# GoTo - Actions = L. Copy ™ lg' Print % Preview
Batch: 1001 Contral: 151.250 Tolal 191.250
Reference: | A Bill Tex
Curnency: Type: Drate: Effective: Tax Date:
Mema Carntrol At
Sales Amt: Dapbook:
Cr Terms: Slepen 1: Comm1: Entity:
Disc Date: Slspsn 2 CommZ: Sold-To:
Due Date: Slepen 3 Comm3: Ship-Ta:
Expt Date: Slzpsn 4: Commd: Batch:
Remark: Dun Level: Contested:
Frinted: Account: Ship-From:

DR/CR memos are transactions that QAD SE uses to update customer balances. QAD SE
automatically creates memos whenever you post invoices from the Sales Orders/Invoices module,
create a draft, calculate finance charges, or apply unapplied payments. All of these are stored in the
same file, and all of the DR/CR memo amounts combine to determine the customer’s balance.

You do not use debit/credit memos most of the time. The main reasons you would use DR/CR
Memo Maintenance (27.1) are to:

- Change information on a posted invoice.

« Record certain miscellaneous adjustments to customer balances such as bad debts, advertising

allowances, rebates, or total quantity discounts earned when a document does not need to be
sent to the customer.

- Enter your customer opening balances during system implementation.
« Print DR/CR memos using DR/CR Memo Print (27.15).

Note Remember, DR/CR memos should not be used to record corrections or adjustments that
affect inventory, sales history, or commissions. Do not change salesperson commissions, sales
amounts, or ship-to addresses, since these changes are reflected in salesperson commission reports
but not in sales analysis or shipment transaction reports.

Batch ID. Identifies a group of transactions entered at the same time. Can be used to select
groups of transactions to appear on reports. The batch ID displays when you enter the
transaction reference number. When modifying a transaction, you do not have to enter its
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batch 1D, but you must know the memao reference number. The batch ID defaults from the
Next Batch number in Accounts Receivable Control. You can use the AR Batch Report to
review transactions by batch.

Control Totals. The total debit amount of all entries, regardless of currency. (If two amounts
are entered, one for 100 USD and another for 24 EUR, the control total is 124.) There are two
control totals: one for the batch, and another for individual memos. Both are optional, but they
do ensure that a warning displays when actual totals do not equal the control totals. You can
use the AR Balance Report to review unbalanced (as well as balanced or unused) batches.
Note that control totals have no financial impact—they are used only to verify data entry.

Reference. Identifies a specific DR/CR memo. On memos for posted invoices, Reference is
the invoice number. If left blank, it defaults from the Next Memo number in Accounts
Receivable Control. You can manually specify a reference number if External Memo
References Allowed is Yes in Accounts Receivable Control. You may want to designate
ranges of reference numbers to identify specific types of transactions. QAD SE displays an
error if duplicate numbers are entered.

Bill-To/Sold-To/Ship-To. When the customer bill-to address is set to Yes (that is, customer is
taxable), the customer ship-to address is used for calculating taxes. The sold-to and ship-to
default from the sales order invoice, if one exists.

Currency. Defaults to the customer’s payment currency. On foreign currency, for new memos,
it defaults to the rate for transaction effective date and on memos for invoices, it is the rate for
the invoice post date.

Memo Date. Date associated with the transaction. On an invoice, this is the date the invoice
was posted. On a memo or draft, this is the date these transactions were created. This date is
used in conjunction with the credit terms code to calculate payment discount and due dates if
these fields are left blank. The AR Aging by Invoice Date also uses this date to calculate aged
amounts.

Effective Date. Memos create GL transactions that affect AR, taxes, sales, cash, and other
accounts. The effective date determines when these GL transactions are included in the
balances for these accounts. Usually, you should leave this set to the system date; however, in
some situations, you may want to change it. (For example, if your accounting period ended on
Friday but you did not finish entering that period's transactions, you can enter them on
Monday, back-dating the effective date to Friday.) You can select most reports for a range of
effective dates. QAD SE verifies that the date you enter is in an open GL calendar period if the
Verify GL Accounts field is set to Yes in Domain/Account Control (36.1).

Tax Date. Determines which tax rate to apply. If left blank, it defaults to the effective date.
When processing a credit, change the tax date to the date of the original sale.

Note If you are processing a credit for a sale that was originally taxable (that is, you are reversing
tax liability as well as sales liability), you must enter the return through the Sales Order module
first. Only the Sales Order module posts to the US Sales Tax files.

Sales Amount. Amount used to calculate salesperson commissions (normally, the transaction
total less any noncommissioned charges such as freight or taxes). As noted earlier, memos
update commission reports but not sales analysis history; for this reason, you normally enter
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sales invoices and credits in the Sales Orders/Invoices module. This amount is also used when
the customer terms are discountable. This is the amount that the customer can take a discount
on.

Credit Terms. Used in conjunction with the memo date to calculate payment discount and due
dates (if these fields are left blank). If no credit terms are entered, you must manually enter the
discount/due dates; otherwise, they default to today’s date.

Discount Date. When you process payments, QAD SE calculates and displays any payment
discount amount for which the customer qualifies.

Due Date. The due date prints on customer statements and other AR documents. The AR
Aging by Due Date uses this date to calculate aged amounts. Other reports offer selections
based on due date. When payments or drafts are recorded, the due date is compared to the
payment date when calculating average days paid late. This is useful for determining a
customer's credit worthiness.

Expect Date. Date you expect to receive payment from the customer (or the date you expect
the customer to honor a draft). This date is used on the Cash Flow Projection report (31.8) in
the Cash Management module to project incoming cash based on firm commitments or known
customer payment patterns.

Remark. General remarks pertaining to the transaction. On posted invoices, this field displays
the customer PO number. The text here automatically appears as the GL journal entry
description for every account on this screen. Remarks also print on most reports. You can also
use any customer PO numbers recorded in this field to select information on some reports and
inquiries.

Salesperson/Commission. Remember, on posted invoices, these should not be changed
because sales analysis reporting will not show the changes.

Account. The GL accounts receivable account/sub-account and cost center affected by memos
for this customer. Defaults from the customer bill-to address; if no bill-to address is specified,
the account for the sold-to address is used Customer Maintenance. GL allocation codes can
also be entered in the Account field.

Entity. The entity for which accounts receivable is updated. Defaults to the entity for the site
specified in the sales order header.

Contested. Indicates whether the customer disputes the memo amount. You can selectively
exclude contested memos from some aging reports. Finance charges are not calculated on
contested memos. You do not have to change the Contested field to process a customer
payment.

Account/Description. You can use the Account field to reference GL accounts, account/sub-
account combinations, or allocation codes. The description appears on the GL journal entry for
the distribution line.

Entity. On individual distribution lines, you can designate different entities than the AR entity
that receives the payment. On memos with multiple entities, QAD SE creates balancing
transactions for the intercompany account specified in Accounts Receivable Control.

Sub-Account, Cost Center/Project. All are optional that can be used in your company.
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T (Taxable Status). On posted invoices, the taxable status defaults from the invoice; on other
memos, from the customer file. QAD SE automatically calculates most tax amounts and
creates entries for the GL accounts specified in the Global Tax Maintenance menu.

Amount. Credit amounts are entered with a minus (=) sign.

When you change distribution lines, be aware that for some changes (account, cost center, entity),
you first have to delete the line and then reenter the line with the correct information. Manually
adjust tax amounts if you change GL distribution, because QAD SE does not recalculate them.
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Aging Reports

Aging Reporis

| AR Aging by Due Date Report = !| |

o GoTo - Action =
| AR Aging by Invoice Date Repo.. * l
Bill To:| 1001 =g 0 Ackion = -
Customer Type: | AR Aging as of Effective Date *
Due Date: @ GoTo * Action =
[ s— Bill To:| 1001000 [T]
Salesperson: Customer Type:
Date: v Bill To: || el To:
Account: cust T N
R : ustomer Type: -
Sub-Account: eference e g
: f eference: Fe) 0t
Cost Center: Salesperson: :
Account: e Salesperson: e To:
Entity: !
Sub-Account: pe) Account: - To:
List Type:
Cost Center: e Sub-Account: pe To:
AglES Cost Cent ' T
: o ost Center: P o:
Summary/ Entitys $ i ; E
2 . ntity: - :H
Cuar List Type:
i .| 8/4, List Type:
dspbiting Ci Aging Date: | 8/4/20
Summary/Detail:| Detail Age by Date (Due,Eff,Inv):| Due Show Customer PO:
Currency: Effective Date:| 8/4/2006 bl Show Payment Detail:
Column Days: t
Reporting Currency: Summary/Detail:| Detail b Show Invoice Comments:
Currency: > Show Master Comments:
Colurnn Days: 30 Reporting Currency: A Type: AR
Language:
Caolumn Days: 30 [21: [:01] [31: 90 output:
Batch 1D:

Use aging reports to review outstanding customer account balances. Normally, you would generate
aging reports at month-end prior to calculating finance charges or entering activity for the next
month.

QAD SE provides three AR aging reports. Most companies elect to print just one of these. Each
report works differently, so it is important to understand what each report does and which ones you
would use under particular circumstances.

For example, if your company’s credit terms are always Net 30 from invoice date, the aging
reports are identical. However, if credit terms are Net 30 from EOM (end of month), the agings are
different.

The AR Aging by Due Date report (27.16) is the best report for companies that use a variety of
credit terms, EOM credit terms, or credit terms with multiple due dates.

The AR Aging as of Effective Date report (27.18) is used to reconcile AR with GL records. It is
the only aging that can be calculated as of a date prior to the system date. It takes a long time to
run, because it must review all transactions in the database.

You can print all aging reports for one or a range of customer accounts based on customer bill-to
address, DR/CR reference number, and other criteria. Customer Type and List Type are two codes
your company can use to group customers for reporting purposes. Customer types are specified in
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Customer Maintenance (2.1.1), and address list types are assigned to customers in Address List
Type Maintenance. However, you can assign only user-defined list types. The system types are
assigned as new records are created.
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Aging Reports (Continued)

| AR Aging as of Effective Date |

o GoTo - Action

Bill To: || Toi
Customner Type: To:
Reference: ¢] To
Salesperson: Fe) To:
Account: s Toi
Sub-Account: _
Cost Center: AR Aging by Due Date Report *
Entity: ® GoTo = Action =
ist Tupe:
Age by Date (Due Eff Inv): Due Bill Ta:

Effective Date:| 8/4/2008 & Sustomar. Typs: Ter
Due Date: ~ To: ]

To:

Summary/Detail; Detail -
Reference: - To:
Currency:

Reporting Currency!

Salesperson; To:
Account: o Ta:
Sub-Account: > i
Column Days: 30 [2]: Cost Center: To:
Entity: p To:
List Type:
Aging Date: | B/4/2008 - Show Customer PO

Summary/Detail: Detail > Show Payment Detail:
Currency: 2 Show Inveice Comments:
Reporting Currency: F. Deduct Contested: Language:
Show Master Comments: Type: AR
Colurnn Days o [2]: EL) (3] 60 [4): 90
utput:
Batch 1D

The remaining selection criteria specify the information to be included for each customer account
on the aging report.

Aging Date. Enables you to measure all activity in relation to a specific date (for example,
month-end).

Age by Date vs Effective Date. Age by Date determines whether amounts are aged based on
payment due date, GL effective date, or invoice date. Effective Date determines which
amounts are aged; amounts are included if their effective date is the same or earlier than the
report effective date.

Summary/Detail. Choose Summary to see only the aging period totals and total outstanding
balances for each customer. Choose Detail to see all the open DR/CR memos.

Currency. Base shows all open balances in the system base currency, even if the original
balance is in a foreign currency. However, if you specify a currency code, only amounts in that
currency are included.

Deduct Contested. Contested amounts (usually when a customer disputes an invoice) always
appear on agings but are flagged as contested. However, the Deduct Contested option enables
you to exclude these amounts from customer totals.

Show Customer PO. Indicates whether to print the remarks from DR/CR memos. (On memos
for posted invoices, the Remarks field contains the original customer PO number.)

Show Payment Detail. Specifies whether unapplied payments are included on the report.
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Show Invoice/Master Comments. Enables you to include master comments attached to the
customer and transaction comments attached to the invoice.

Comment Type/Language. Enables you to select master comments by type and language code.
You can set up customer master comments in Master Comment Maintenance.

Column Days. The default aging periods are 0, 30, 60, and 90+ days; however, you can change
these. (You can even project cash inflow by specifying negative column periods, such as —30
for receivables due in the next 30 days. However, the Cash Management module contains a
more flexible cash flow projection report.)
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Customer Maintenance

Customer faintenance *

Customer Maintenance

M GoTo = Action =

Customer Address

Customer: 1001000

Mare: CENTURY HALLMARK
Address:
Address:
Address:

City:

Attention: Accounts Pavable
300000020 Century Blvd
P.0, Box 675

Los Angeles

Country: United States of America
Attention: Mark Schnell
Telephone:

Fax/Telex:

213-920-0394
213-920-0399

Customer Credit Data

Credit Limit: 975000

Terrns:| 2/10-30 y
Credit Hold:

Credit Rating: |1
DB Mumber:| 019203

PO Reguired:

State:

Disc Pt

CA
Usa

Post: 89000
County: 001

Format: 0

[2]: Max Nichts
[2]:
[2]:

Ext:
Added; 5/15/1987

0.00 Bill To:

Finance Charge:
Staternent:
Statement Cycle:

Dun Letter:

v
1
7

Last Credit Review:| &

Last Credit Update: |W94_\a
High Credit: 4,370,094

High Dats: 10/17/2006

Last Payrment:

10/25/2006

Last Sale: 10/17/2006

The next activities—finance charge calculations, statements, and dunning letters—are optional.

Prior to doing any of these, however, you should ensure that customers are set up correctly in
Customer Maintenance (2.1.1). Customers must be flagged appropriately before you can calculate

finance charges or print statements and dunning letters for them.

Finance Charge. Set Finance Chg to Yes. A Statement Cycle code is optional, but you can use

it to select customers for finance charges based on their statement frequency.

Statement. Set Statement to Yes, and specify a Statement Cycle. For statements, Statement

Cycle is mandatory.

Dunning Letters. Set Dun Letter to Yes. A Statement Cycle code is optional, but you can use

it to select customers for dunning letters based on their statement frequency.
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Finance Charge Calculations

Finance Charge Calculations

Finance Charge Calculation |

@ GoTo - Ackion =

Bill To: 00010018 To: 1001000
Sttt Cycle: To:

Currency: USD
As of Date: 8/4/2008
Effective Date: 5/4/2008
Grace Days: 0
Interest Rate % per Annurm: 10.00%.

Minimum Finance Charge: 5.00

Include Previous Finance Chgs:

Summary Only: Qutput: | page

Finance Charge Calculation:

Days Overdue = Lesser of...

(This Run Date — Last Run Date) or

(This Run Date — Due Date of Customer
Balance)

Amt Open X X Interest Rate

You can calculate finance charges for a range of customers and statement cycles and for a specific
currency. The system posts finance charges to the Sales Finance account specified in
Domain/Account Control (36.1). QAD SE first determines the number of days the customer
balance is overdue, then calculates the actual finance charge amount.

As of Date. Date from which open items is aged. Enables you to calculate finance charges as
of the end of the month.

Effective Date. When the finance charges become effective in the general ledger—usually the
system date (however, at month-end, you may want to backdate the charges if you do not
calculate them until the next month).

Grace Days. Some companies give customers extra days before assessing finance charges. For
example, if an invoice is due in 30 days, they may give a grace period of five days and not
assess finance charges until the invoice is overdue by five days.

Interest Rate Percentage Per Annum. Annual interest rate.

Minimum Finance Charge. A minimum charge often applies. A company might charge a
minimum of $10, even if the calculated charge is only $2.50.

Include Previous Finance Charges. Finance charges can be calculated on open invoices and
memos only, or can include unpaid charges that are overdue.

Summary Only. Yes to list customer totals, No to also list transaction totals.

M QAD



114 Training Guide — Financial Management
Finance Charges Password Protect

You cannot reverse the calculation once run. You can, however, enter an adjusting DR/CR memo.
This function should be password-protected.
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Statements

Statements

Cluality Pencil Campany STATEMENT
9000 World Way

x Suite 101
J Customer Account Statement... Los Angeles, CA 83000

o GoTo - Action = 5.4

Print Diate: 12/08/96

Bill To: 1004000

Bill To:| 1001000 i
Westwood Reliable

Westwood Shopping Center

From Date:| ~] 77 Sunset Strip
: ; Block B-2
Qutstanding Balance Only: Westwood, CA 90200
Statemnent Cycle: s A.
Company Address:| 9000
| = Message: *** Thank You For Your Business*** Date Reference  Type Due Date Amount  Amount Open  Cur
Calurnn Days: 1 [2]: ol | e e e I e e S
11/01/96 8100005 W emao 12401796 5,000.00 000 UsD
11/118/36 100000 Invoice 12/15/96 20,725 00 2072500 USD
11/30/96 158002 Payment -5,000.00 000 UsD
Total Amount Cpen: 20,725 .00
Payments Unapplied: 0.00
Taotal Contested: 0.00 UsD Total: 20,725 .00
Current: PastOue 1 PastDue 30 PastDue B0
0.00 0.00 000 0.0a

» |[** Thank You For Your Business *~ |

Usually statements are printed on a regular basis, such as monthly or quarterly, based on the
customer statement cycle. Customer Account Statement Print (27.14) list all open invoices,
memos, finance charges, and payments. Specifying a From Date enables you to print only activity
that has happened since this date, along with a complete history of open invoices regardless of
dates.

Outstanding Balance Only. Specifying Yes in the Outstanding Balance Only field limits the
report to any outstanding balance, without the rest of the history. The default is No.

Company Address. The Company Address field enables you to select which company address
appears on statements.

Column days, detail selections, and messages are user-defined. You can use them to tailor
statements to customer requirements.
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Dunning Letters

Dunning Letters

Quality Pencil Co. Page 1
Master Comment Maintenance 9000 Weorld Way 11/09/96
il Los Angeles, CA 90045
Master Comments
Worldwide Business Supply
m 8000 Central Avenue

Type:

Anaheim, CA 92101

=zx* Firac Notice ww*®s

Attention: Mr.. Axel Tummers
Thiz i3 a reminder that your account is now more r.hanlzﬂ days Pssl:l Due

Please submit payment for all overdue items as listed below /_ ***FIRST NOTICE*** \
‘If you ha |Customer Dunnirg Letter Print X
® GoTo~ | fction = This is a reminder that vour accourt
balance is more than 30 days overdue.
8ill To:| 1001000 | Flease submit pavment for all overdus
Oun Level:| 0 items ag listed below.
Age Date: 8/4/2008 M St4
M A t Past Due: 0.00 uso -
'"'m”mc:;t’;y e — If you have any questions, contact Jane
Sort By: € | (C-Customer,R-Region,S-Salesperson) \FOSteI at 805/884_8814
Show Salesperson: ¥ Increment D o
Shaw Aged Totals: ¥ Tetals in Base Days
Days Wagher Commirite Bef. Due TLate Order P.O. Amount
Late Level Dunning Letter Reference 70231 8/25 35 2007 4A615-2 10,000
1 0 Late ’
= = 30089 8/30 30 4210 4731-5 Z00
&0 2 Over 60
a0 3 Over 90 Tetal 10,200
]

120
9999 Maximum Days Late to Print Documents

Dunning letters are different from statements in that they can be printed with a standard form letter
requesting payment. Using Customer Dunning Letters Print (27.11), a different letter may be
printed based on the number of days late the amount is. For example, you may print a different
letter for someone who is only 30 days late than for someone who is over 6 months late with their
payments. Dunning Letter Reference, Type, and Language code are used to access the appropriate
dunning letter text.

The text of the form letter is recorded in Master Comment Maintenance. You can set up an
unlimited number of letters in multiple languages simply by using different master comment
reference codes. This enables you to store letters that vary in intensity based on the number of days
the account is overdue. You can also store letters in multiple languages.

When the letters print, they print the customer name and address, along with the letter text. At the
bottom of the letter, all of the aged overdue balances for the customer are printed. This includes
open invoices, memos, and finance charges.

You can print dunning letters for a range of customers in a batch. You need not print letters for
customers owing only a small amount. (Set the Minimum Amount Past Due.) First, the system
ages the amounts due for a customer and finds the oldest amount; it then chooses the letter text
corresponding to that past due period.

Another option when printing dunning letters is to have the system put the customer, and even all
orders for the customer, on hold based on the number of days late. This resets the hold flags for the
customer and sales order.
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If a customer has a contested invoice, QAD SE still prints a dunning letter.
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Customer Credit Review and Update

Customer Credit Review and Update

Customer Credit Review/Upda... % |

W GoTo = Action =
Bill Ta Cur Age Balance Balance
00010001 University of California ;Custumer Credit Review/Upda... X
# GoTo = Action =
Attention: QAD Transaction Comments
Page: 1
Balance: 115,750.00 Master Reference: Language:
Terms: net 30 Type! Page: 1
Cr Lirnit: 100,000,000 Customer will send check by Monday 08/04/08 - sni]
High Cr: 141,628
High Dt: 11/12/2007
Added: 4/16/2002 Ave

Reference: IV20317
Expact Date:
Comments:

Dun Level:

When you are trying to collect overdue amounts, quite often you want to record comments. For
example, if a customer disputes an amount, you may want to record the details of the dispute. Or,
when a customer is late in paying, you may want to record the reason. This information would then
be available the next time you call to collect.

Credit Information

Customer Credit Review/Update (27.10) has two main sections. The first gives you a summary of
the customer’s current credit status including aged balance, credit rating, and payment
information. This provides you with vital credit information at a glance.

Comments

The second section lets you attach comments to a specific invoice or memo. You can easily update
them as collections activities progress. When the memo is closed and deleted/archived, the system
automatically deletes these comments.

Credit Limit Update

You can also use the Customer Credit Limit Adjustment (2.1.7) to automatically increase or
decrease credit limits for a range of customers, and base the update on a fixed, compound, or
simple percentage rate.
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Exercise 6: AR, AR Support, and Reports

Review Invoices in AR

Begin by reviewing the invoice information that was passed to Accounts Receivable by Invoice
Post.

DR/CR Memo Inquiry

1 Inyour DR/CR Memo Inquiry (27.2), enter your invoice number into the Reference field.

If you forgot your invoice number, enter your customer bill-to code (100). This lists all of the
invoices for this customer.

2 Examine the amount and distribution information. You should be able to identify the amounts
that were posted as sales (account 3000, cost center 0100), and freight revenue (account 4100).

DR/CR Memo Maintenance

3 Try to change the invoice in DR/CR Memo Maintenance (27.1).

4 Enter the batch number
(or press Next to set it to blank) and the reference (invoice) humber.
What fields can you change?
What fields are you unable to change?

Note Do not save any changes.

Enter DR/CR Memo

During implementation, debit/credit memos are used to initialize customer opening balances. In
this activity, you use a DR/CR memo to enter the opening balance for customer 1004000. This
customer has already been set up in the training database.

DR/CR Memo Maintenance

1 In one batch, enter the following balance information for customer 1004000.
You can use the Reference field to cross-reference the invoice numbers from your old system.

Batch: Next
(Batch) Control: 12,550.00

Let the system calculate the discount and due dates for each memo.
The first memo is for an invoice from three months ago. Be sure to get the dates right.

Reference: 102
Bill-To: 1004000
Currency: UsD
Type: M
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Date: 3 months ago
Effective Date: 3 months ago
Tax Date: 3 months ago
Memo Control: 2,050.00
Sales Amount: 2,050.00
Credit Terms: 30
Salesperson[1]: 99
Commission[1:] 2%

Account: 1200
Contested: Yes
Dayhbook: D/C Memo

2 Ignore Tax Error for now. Remove the Tax usage code from the pop-up tax window.

Distribution Lines:

Account CcC Tax Description Amount
3000 0100 N Sales 2,050.00
3 The second memo is for an invoice from two months ago.
Reference: 351
Bill-To: 1004000
Currency: USsD
Type: M
Date: 2 months ago
Effective Date: 2 months ago
Tax Date: 2 months ago
Memo Control: 5,500.00
Sales Amount: 5,500.00
Credit Terms: 30
Salesperson[1]: 99
Commission[1:] 5%
Account: 1200
Contested: No
Daybook: D/C Memo
Distribution Lines:
Account CC Tax Description Amount
3000 0100 N Sales 5,500.00

4 Ignore Tax warnings. Take out the Tax usage code in the tax pop-up window.

5 The final memo is a credit against invoice (memo) 351. Credits are entered as negative

amounts.
Reference: CR351
Bill-To: 1004000
Currency: uUsD
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Type: M
Date: today
Effective Date: today
Tax Date: today
Memo Control: -2,000.00
Sales Amount: -2,000.00
Credit Terms: 0
Salesperson[1]: 99
Commission[1:] 3%
Account: 1200
Contested: No
Daybook: D/C Memo
Distribution Lines:
Account CcC Tax Description Amount
3000 0100 N Sales -2,000.00

6 Ignore Tax warnings. Take out the Tax usage code in the tax pop-up window.

DR/CR Memo Inquiry

7 IN DR/CR Memo Inquiry (27.2), review the memos you just entered for customer 1004000.

DR/CR Memo Register

8  Print the DR/CR Memo Register (27.3) for your batch.

9 Reset Print GL Detail to Yes; the detail is useful for reconciling AR and GL.

This report should always be printed after entering a batch to verify the entry. Filed copies may
be helpful for quick viewing and for use by non-AR people.

Customer Account Inquiry

10 In Customer Account Inquiry (27.13), review the account information for customer 1004000.

11 Enter the customer number. The total balance displays in the Balance field. It should be
$12,500.00. (If not, go back and correct your DR/CR memos.)

12 Press Next. The customer’s detailed account information displays showing a list of all
customer invoices, DR/CR memos, finance charges, and payments.

13 In Customer Account Inquiry, review balance information for other customers. At the
Customer field, press the Up Arrow or the Down Arrow keys to scroll through all the customer
balances.

14 Notice that you can review balance information in terms of either your base currency or the
currency of the DR/CR memao.

15 For customer 2001000, change the currency to CAD.
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Currency = CAD
Reporting Currency = CAD

Print Aging Reports

In this activity, you will print and compare two different types of agings. Try each of the selection
criteria to see how you can generate reports for specific customers or groups of invoices.

AR Aging by Due Date Report

1 Print the AR Aging by Due Date report (27.16) for customer 1004000.
Currency = USD
Reporting Currency = USD

AR Aging by Invoice Date Report

2 Print the AR Aging by Invoice Date report (27.17) for customer 1004000.
Currency = USD
Reporting Currency = USD

3 Compare the two agings. Are there any differences?

Finance Charges, Statements, and Dunning Letters (Optional)

First, you will calculate and verify finance charges on overdue amounts. Then, you will print
customer statements to see how these amounts appear. An optional activity on setting up and
printing dunning letters follows. Do it only if you have time.

DR/CR Memo Inquiry

1 Calculate finance charges for customer 1004000 using Finance Charge Calculation (27.12)

2 Enter a grace period of seven days, an interest rate of 10%, and a minimum finance charge of
$5.00.

Notice that finance charges are not calculated on the contested invoice (#102).

3 In DR/CR Memo Inquiry (27.2), review the DR/CR memo created for the finance charge.
The Type should be Finance Chg.

Customer Account Statement Print

4 In Customer Account Statement Print (27.14), print the statement for customer 1004000.

Master Comment Maintenance

5 In Master Comment Maintenance (1.12), record text for three dunning letters.

6 Use master references Over30, Over60, and Over90.
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Each letter will be used for a different aging period. Note that you can use the Type code to
distinguish between multiple dunning letters for the same master reference.

Customer Dunning Letter Print

7 In Customer Dunning Letter Print (27.11), print dunning letters for all customers with a past
due amount greater than $100.00.

8 Specify Days Late of 30, 60, and 90 and the master comment reference codes you entered
previously. (Disregard any warning messages about currency exchange master errors.)

Which dunning letter printed for customer 1004000? Did one print for customer 1007 (If the
dunning letters did not print, check the Dun Letter field.) Compare the dunning letter to the
statement. When would you use each?
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup 13. Accounts Payable
Multinational Setup Payments
(Optional) 4. 1099-MISC Reporting
Accounts Receivable {Optiondl)
Data Setup 5. AP Draft Management
Invoicin Optichd)
. g . Multinational AP (Optional)

Debit/Credit Memaos

General Ledger Setup
Accounts Receivable
6 i General Ledger

dymenis Transactions

Drc:lf’r.Monclgemen’r General Ledger Reports
(Optional)

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Data Setup - Currency Dependent
Purchasing Rounding

This chapter describes how to process payments in accounts receivable.

There are two main categories of payments: direct payments and drafts. Direct payments are cash,
checks, and wire transfers sent by the customer. Drafts are a specialized form of payment used
mainly in Europe. Different functions are used to process direct payments and drafts. This chapter
focuses on direct payments.
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Payment Processing Flow

Payment Processing Flow

Apply
FPayment 1o
Sdles Invoice

(s B
Apply Payrment Apply
R d .
ggg;?fgé pof/(,?r%rm Unapplied to Customer Payment to
Bolance Only Sales Invoice

- =

T
Update GL Print Payment
MNom-AR | —| Accounts for Application
the Amount

T

Register

Print
Fayment

Register

Use Payment Maintenance (27.6.4) to record customer payments and apply them to an open item,
such as an invoice, or to record miscellaneous cash receipts, such as tax refunds.There are three
types of direct payments.

« Applied Payments

Use applied payments to record cash from a customer specific invoices, memos, or finance
charges.

- Unapplied Payments

Use unapplied payments to record cash received from a customer that does not apply to
specific invoices, memos, or finance charges—for example, a prepayment for a future invoice
or an overpayment.

+ Non-AR Payments

Non-AR payments include tax refunds or rebates that do not originate as a result of customer
sales. While non-AR payments do not need to be processed in the Accounts Receivable
module, entering them with other cash receipts simplifies data entry and provides an audit
trail.

Note Payments should be applied whenever possible. If it is unclear how a payment is to be
applied, you can initially record the amount as type Unapplied and research it after the rest of the
batch is entered. You should always go back and apply unapplied payments; open payments cannot
be deleted or archived.
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Print Registers

After processing payments, you should print the Payment Register (27.6.6) and Payment
Application Register (27.6.10). You probably need to go back to them when reconciling bank

statements and to track cash flow.
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Payments
Payments
‘DR.-‘CR femo Maintenance -“7‘
M GoTo - Action =
Batch: 1045 Contral: 19.970 Total: 19.970
Payment Maintenance
Reference: IV10014 F
Currency! USD Type: 1 .. G Ao
Mermo Control: 19,97
Sales amt: 19.97 Batch: 2100 Control; 19,970 Total: 0.000
Cr Terms:
Disc Date: 5/26/2004
Due Date: 5/26/2004 Check: 221 Bill To: 00010001 University of California
Expt Date: Currency: USD O Type: P
Remark: Check Control: 0,00 Arnount: 0,00
Printed: Date: 8/5/2008 Batch: 2100
Effective: 8/5/2008 Daybook: systemn
Bank: 1 Account: 1040
Touch International
Discount Account: 3910
Rermark: Entity: 100
Auto Apply:

Using Payment Maintenance (27.6.4), you can enter batch and check control totals, effective dates,
GL account codes, and customer bill-to codes.

Note Payment Maintenance looks similar to DR/CR Memo Maintenance.
The following is a summary of the main fields in Payment Maintenance:

Check. The check number to be applied. Typically, the number printed on the customer’s
check. The check number must be unique for a customer, but two customers may send you the
same check number.

Currency. Enter a valid currency for this payment. Currency defaults from the Bill-To address.
If you are processing a cash receipt in another currency, you must specify it here.

Bank. Bank into which you deposit the payment. It defaults to the first bank code
(alphabetically) for the customer currency. If you change the currency, the bank code changes
automatically. The GL cash and exchange gain/loss accounts default from Bank Maintenance
based on the bank selected. If you use a separate GL account to control each bank account, you
should not change the default account. The bank code is assigned to an entity.

Auto Apply. Enables you to apply one check to multiple invoices, memos, and finance charges.
If you set Auto Apply to Yes, the system displays an Invoice/Memo Selection frame, where
you can enter a range of transactions to include.
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Select All. Determines the default status of each transaction as selected or unselected. Set
Select All to Yes if most or all of the retrieved open items are covered by the payment.
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Payment Maintenance X

Applied Payments

Automatic
| Poryment

4 GoTo - Ackion =

Check: 15642
Bill To: 00010001
Automatic Payment Sele: R
Sel Refersnce T Bill To:
| 1Y20315 I
V20316 it
IVZDE17 I

Paymen

Uni @ GoTo =

Payment Maintenance X

Action =

12254
00010001

Check Control: 1,000,00
University of California

t Application Detail

Ref:
N/U Ref:

Account:

t Application b ance

V20317 Type: 1

1200

Tax:

l Selection

Amount: 0.00
Unapplied: 1,000,00

Applying the
Payment

Entity: 100
Amount to Apply: 100000,00
Cash Amount: 100,000.00

Discount: 0.00

Apply a customer’s payment by entering the reference numbers of the invoices, memos, or finance
charges for the payment in the Reference field of the payment distribution line.

After entering the reference number, the system prompts you to enter the amount to apply. You
enter the entire amount paid, including any discount taken. You can also apply one payment to
multiple invoices, memos, and finance charges.

The following is a summary of the main fields used when applying payments:

Reference. Identifies invoices, memaos, or finance charges paid by the check. If you do not
remember the reference numbers, use the look-up browse to display the customer’s open items
and the amounts. The open items are displayed in sequence by date, enabling you to apply
payment against the oldest item first. If the reference has a contested amount, a warning

displays.

T (Payment Type). Identifies the payment type as Invoice, Memo, Draft, Unapplied, or Non-
AR. On applied payments, the type displays for the transaction you enter in the Reference

field.

Account. On applied payments, the account, account and sub-account combination, cost
center, or allocation code displays for the reference. You can override this information if

necessary.

Amount to Apply. This field displays the entire invoice amount before discounts.

M QAD



132  Training Guide — Financial Management

Cash Amount. This field displays the amount the customer owes.

Discount. This field displays the discount the customer is qualified to take on this payment,
calculated by the credit terms and payment date. You can manually override this amount.

For example, if a customer takes a 2 percent early payment discount and pays you only $980
toward a $1,000 invoice, the Amount to Apply value is $1,000. If the customer is eligible, the
system displays a cash amount of $980 and a discount of $20. If not, Cash Amount is $1,000
and Discount is zero.
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Unapplied Payments

Unapplied Payments

|Payment Maintenance * |

o GoTo - Action =

Check: 1000054 Check Contral: 0.00 Armount: 0,00
Bill To: 00010003 Toy Company of America Unapplied: 0.00

Payment Application Detail Record UDO pplled
Poyment

Apply Payrment
When Invoice #
is Available

Payment Application Maintenance

Ref: Type: U Entity: 1000

MNAU Ref: OPEM Armount to Apply: 5,000.00
Account: 1200 Cash Amount: 5000.00
Tax: Discount: 0.00

In some situations, you receive a customer payment but do not have an invoice (for example,
prepayment or deposit) or are not sure which open item to apply it to. In Payment Maintenance,
you record this as an unapplied payment. Unapplied payments decrease the customer balance;
however, they remain open until applied. The following is a summary of the main fields used for

unapplied payments:

Reference. Leave the field blank because you do not have a reference for the payment.

T (Payment Type). Specify type Unapplied. The N/U (Non-AR/Unapplied) Reference window
then displays for you to record an optional reference, such as the sales order number associated
with a prepayment, for the unapplied payment. You can enter multiple distribution lines for the
same payment by specifying multiple N/U references.

Account. To accumulate prepayments in a GL liability account, change the default GL account
to your prepayment account during line item entry. When you apply the payment, the amount
is moved from this prepayment account to the AR account for the invoice.

Use Unapplied Payment Application (27.6.9) to apply the payment amount to open items. You
simply enter the check number, the unapplied reference number, and the reference numbers to
which the payment applies. This function creates an audit trail by adding a payment record with a
new reference number and the type Applied.
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Non-AR Payments

Non-AR Payments

|
Payment Maintenance X :
W GoTo v Action =
Check: 12456 Check Control: 1,000.00
Bill To: 00010001 University of California

Payment Application Detail

Tax:

Reference T MU Ref Due Date Balance Cash &mount
Payment Application Maintenance
Ref: Type: Entity:
N/ Ref: Amount to Apply:

Account: Cash Amount:

Amount: 0.00
Unapplied: 1,000.00

Discount:

Sometimes, your company receives miscellaneous payments, such as tax refunds, that are not
associated with customer sales. These payments are referred to as non-AR payments. In Payment
Maintenance, non-AR payments are handled in a similar manner to unapplied payments, except

that you must set the payment type to Non-AR.

You must also process non-AR payments against a customer set up in Customer Maintenance
(2.1.1). Most companies set up a miscellaneous customer record specifically for non-AR
payments, and then record the actual source of the payment in the payment Remarks field.

Non-AR payments create GL entries for the accounts you specify.
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Underpayments and Overpayments

Payment Type

Action

Underpayments

Change the discount
accountto the sales
adllowance account.

Qverpayments

Apply payment to all
invoices, then enter the
overpdyment amount as
Unapplied.

When a customer underpays, you can either leave the balance open or write it off. You can write

off the amount using Payment Maintenance (27.6.4). If you have a GL account for sales

allowances, simply change the discount account on the payment to the sales allowance account.

Overpayments are handled differently. When a customer overpays, enter the overpayment amount
as an unapplied type of payment in Payment Maintenance (27.6.4). When you enter the payment

distribution line for the overpayment, leave the Ref field blank and enter U (for unapplied) inthe T
(type) field. Enter the overpayment as a separate payment distribution line.

The overpayment amount remains on the customer’s balance and statement until you apply it to a

future invoice or memo.
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Returned Checks

; ; Dr Cr

1. A custornerbuys an item for $500 with terms 2% Net 30;

Accounts 500

Feceiyable OO

cle

2. Customersendls check for $490:;

Cash 490

Sales Terms 10

Accounts Receivable 500
3. Cusfomer’s check s refurned. You creafe o DR[/CR memo 1o
reopen the balance:

Accounts Receivable 500

Sales Terms 10

Cash 490
1. Record bad check charges on a DR/CR memo:

Accounts Recelvable 10

Bad Checks 10

Sales AR Cash Sales Terms Bad Checks
5000 500" | 5002 4902 102 o 104
5008 4903 10
104

1

Re-open AR when a check bounces.

To handle checks returned by the bank as NSF (non-sufficient funds), you can enter an AR
adjustment to re-open the account balance.

Enter DR/CR memo with remarks.

The best way to handle a returned check is to enter a debit/credit memo for the amount and use
the Remarks field to identify the reason. This procedure maintains the correct audit trail and
GL transactions. You can also enter a processing fee at this time.

Send a pending invoice with customer check.

Another way to handle a returned check is to create a pending invoice and send it to the
customer along with the check.

The slide shows the entire process in detail, as well as the GL transactions created.
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Applying Credits to Debits

Applying Credits to Debits (Zero Payments)

1. PostInvoice

e Reference Type Amount Open Check
2. Post Credit Invoice 10001 | 2000 O 6012

For Returned Goods

-$2000.00 10002 I —2,000 0 6012
3. Processiero Payment | | 6012 P 0 0

Apply to Both Invoices

Ref AmiTo Apply
10001  +52000.00
10002 - $2000.00

When a customer has an outstanding credit, they typically subtract it from the total amount they
owe before they send you payments.

For example, if a customer owes you $1,000, but has an open credit for $50, the customer usually
sends a check for $950. In this situation, you would process the $950 payment and apply both the
$950 payment and the $50 credit to the $1,000 invoice.

However, sometimes, a customer’s debits equal their credits, so the customer does not owe you
anything. Perhaps the customer was billed by mistake, or the customer returned all the goods for
credit on future sales. In order to close out both invoices, you must process a zero payment and

apply it to both invoices as shown in the slide. This action sets the open amount to zero on both
invoices.
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AR Interface to General Ledger

AR Interface to General Ledger

GL Transactions

Sales Orders - Types IC, SO
General Ledger

» Shipments
¢ |nvoice Post

Unposted
Transaction
File

Post
Transactions
to GL Accounts

Accounts Receivable - AR

* DR/CR Memos
* Payments
* Finance Charges

Frimt DR/CR Memo Register,
Faryment Register,
AR-GL Transactions Report

The Accounts Receivable module generates transactions that are eventually posted to accounts,
sub-accounts, cost centers, and projects in the General Ledger module. Because the general ledger
is the source of a company’s financial reports, accuracy in accounts and amounts is vital during
sales and AR activities.

All GL transactions are stored in the unposted transaction file until they are posted in Transaction
Post. Before posting, you should carefully review the AR-GL Transaction report, which lists all
unposted GL transactions created by AR activities. You should also print DR/CR Memo Register
and Payment Register with Print GL Detail set to Yes. These reports are useful for finding
transactions that correspond to those printed on GL reports.

The system may create AR transactions in detail (one GL transaction for each AR transaction) or
summary mode (summarized by day, type, and batch), as specified in Accounts Receivable
Control.

The GL transactions for any given activity vary depending on the kind of sale, whether there are
variances, and whether the activity involves multiple currencies or entities.

In the General Ledger module, reports are often printed by transaction type. Sales transactions that
affect inventory are type IC, invoices are type SO, and all accounts receivable transactions are type
AR.
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GL Transaction Summary and Invoicing

GL Transaction Summary, Invoicing/AR

Transaction Type| DR/CR Account
Shipments! Iz CR Cost of Goods Sold
CR Imventony
Invoice Post? SO CR Accounts Receivable
DR Sales Discounts
DR Sales Freight Applied
Bk Sales
CR Trailer Charges
CR Taxes
CR Sales Freight Accrued
DR/CR Intercormpany
DR/CR Memos AR CR Accounts Receivable
Bk Taxes
DRE/CR Intercompany
Payments - Applied AR DR Cash
DR sales Terms Discounts
CR Accounts Receivable

DR/CR Exchange Gain/Loss

Virventory itfems only; non-inventory ransactions such as memo items and drop shiprments do not create GLenfies
until the involce is posted.

2 Non-inventory items fake the sales, sales discounts, and fox accounts fram Systerm/Account Confrol.

It is very useful to look at the GL transactions created by invoicing and AR activities.

Shipments credit (decrease) inventory at the site (entity) from which the product was shipped and
debit (increase) cost of goods sold at the line item site.

Invoices/Memos

Invoice Post credits sales, taxes, and other charges and debits accounts receivable and sales
discounts at the site (entity) that shipped the order. If the two entities are different, an
intercompany balancing entry is created.

Entity by Line

Debit/credit memos post the AR amount to the AR entity. Other accounts (usually sales, freight,
and taxes) are entered on the distribution lines. You can specify a different entity on each line. The
system automatically creates intercompany balancing entries for the account specified in Accounts
Receivable Control (27.24).

M QAD



140  Training Guide — Financial Management

GL Transaction Summary, Invoicing/AR (Continued)

Transaction Type | DR/CR | Account

Payments - Unapplied AR DR Cash

and Non-AR CR User-Selected Account

Unapplied Payment AR DR User-Selected Account

Application Sales Terms Discounts
CR AccountsReceivable
DR/CR | Exchange Gain/Loss

Returned Checks AR DR AccountsReceivable
CR Cash
CR Sales Terms Discounts
DR/CR | Exchange Gain/Loss

Finance Charges AR DR AccountsReceivable
CR Sales Finance

Payments can also reference multiple entities. The cash is debited to the entity specified and the
AR amounts are credited based on the entity from the invoice or memo, and intercompany entries

are created.

Finance Charges

Finance charges debit the Accounts Receivable account for the customer and credit Sales Finance

as specified in Domain/Account Control (36.1).

Unapplied/Non-AR

For unapplied and non-AR payments, you need to specify the account to be credited. The credit
account defaults to the customer AR account or the sales account, but you may want to override

these defaults.
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141

Invoice #9999%

Lime ltem 1

Site 10000 (= Enfity 1000]
Extended Price

Sales Discount

Line lterm 2
Site 30000 (= Entfity 2000)

Extended Price
Sales Discount

Sales Tax on Order

Order Total

Header Site 10000 [= Entity 1000)

$2,000
<200=

500.00
<50

Involca
Fost

Multi-Entity AR (Posted Invoice)

A

Gl Transactions (Type $O)
Entity 1000 Entity 2000
AR
2,610 |
Sales Sales
| 2,000 | 500
Sales Disc Sales Disc
200 | 50 |
Sales Tax
| 3¢0
Intercompdadry Intercompany
500 500
0 50

The GL transactions become more complicated in multi-entity environments.

In the slide, an invoice is created at site 10000, which is assigned to entity 1000. The first line item
is shipped from site 10000, but the second is shipped from site 30000.

The AR and sales tax entries are posted to entity 1000 because entity 1000 originated the invoice.
Sales and sales discounts for the first line item are also posted to entity 1000. However, the sales

and sales discount amounts are posted to entity 2000.

Since site 30000 is assigned to a different entity (2000), mirror entries are created for the
intercompany account for the sales and sales discount amounts of the second line item.

If the sales order header does not specify a site, QAD SE creates the GL entries for the default

entity from Domain/Account Control (36.1).
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Multi-Entity AR (Payment)

Multi-Entity AR (Payment)

GL Transactions (Type AR)
Entity 1000 Entity 2000
AR
2,610
|
Cash
2,610

M QAD

Payment is processed by entity 1000, not entity 2000.

QAD SE enables you to create sales, inventory, and cost of goods sold transactions that reference
multiple entities; however, if your company requires AR reporting by entity, make sure that sales
order lines are created only for sites assigned to the same entity the sales order header site is
assigned to.
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Delete/Archive AR History

Delete/Archive AR History

Closed 4R Deleteffrchive

4 GoTo - Ackion =
Date:[7/1/2008 | To:[8/1/2008 |
Bill To:| 00010000 Te:|00otooo0 [
Reference:| 00010001 = To:| 00010001 [pe)

Delete: ¥
Archive: W

Archive File: Qutput: page

The system keeps all of invoicing and accounts receivable information online for an unlimited
amount of time. There is no automatic purge at month or year end. To delete accounts receivable
information, use Closed AR Delete/Archive (27.23).

The system only deletes AR transactions that are totally paid and payments that are totally applied.
It also deletes non-AR payments. The system does not delete unapplied payments.

Run the program without actually deleting any records by setting Delete to No. Then review the
resulting report before setting Delete to Yes and running the program again.

Temporary customers disappear when you perform the delete/archive.

A good way to make sure you do not delete items you need is to run this report specifying Delete =
No. Print and verify the report, then rerun it with Delete = Yes.

You can save items to an archive file before they are deleted. Archive files should be backed up to
tape and put in a safe storage place. Then, if you ever need to reload this information (for example,
for the auditors), you can load it back into your database from the tape.
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Exercise 7. Entering Payments, Returns and Credits

Entering Payments

In this activity, you will enter applied and unapplied payments.

Payment Maintenance

You have just received payments from two customers. One is a payment for $184.97 from
customer 100 to pay an open invoice. The other is a $5,000.00 payment from customer 1004000,
and you are not sure what to apply it to.

1 InPayment Maintenance (27.6.4), process the payments as follows:

Batch: Next
(Batch) Control: 184.97
2 The first payment, from customer 100, is applied to an open invoice.
Check: 221
Bill-To: 100
Check Control: 184.97
Date: tomorrow
Effective: tomorrow
Daybook: AR Payment
3 Click Next.

4 Do alookup browse in the Ref field to see a listing of open items for customer 100. Select the
invoice for $188.75

Ref: Select invoice for $188.75
Account: 1200 (AR)

Amount to Apply: 188.75

Cash Amount: 184.97

Discount: 3.78

Notice how the system calculated the discount for you.

5 Return to the main screen. Start a new batch. The next payment is $5,000.00 from customer
1004000, and you do not know what invoices to apply it to.

Check: 402
Bill-To: 1004000
Check Control: 5,000.00
Date: tomorrow
Effective: tomorrow

6 Click Next three times to get to the payment application frame. Since this is an unapplied
payment, leave the reference blank. You see a warning message reminding you that you have
not applied the payment.

M QAD



AR Payments 145

Type: U

N/U Ref: OPEN
Account: 1200 (AR)
Amount to Apply: 5,000.00
Cash Amount: 5,000.00
Discount: 0

Customer Account Inquiry

7 In Customer Account Inquiry, review the account balance for customer 100. Notice how check
number 221 is pegged to your invoice and how the payment has a zero in the Amount Open
field. The system also calculates the number of days it took the customer to submit the last
payment received against the item. This is calculated as the difference between the invoice
date and last payment date.

8 Review the account balance for customer 1004000. Their balance is decreased by $5,000.00,
but all items remain open.
Payment Inquiry

9 InPayment Inquiry (27.6.5), review the unapplied payment (#402).

Unapplied Payment Application

10 You call customer 1004000, and they tell you to apply the $5,000.00 check to their oldest
invoices.

11 In Unapplied Payment Application (27.6.9), enter the following:

Reference: Next
Bill-To: 1004000
Check: 402
Unapplied Ref: OPEN
Date: tomorrow
Effective Date: tomorrow

Do a lookup browse for a list of open items and apply check 402 to the oldest one.
Which items did you apply the invoice to and how much did you apply to each?

Customer Account Inquiry

12 In Customer Account Inquiry (27.13), review customer 1004000. Notice the balance has not
changed, but the amount open on the items has changed. Set Open Only to Yes to display only
the open items.

Payment Register

13 Print the Payment Register (27.6.6).
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14 Set Print GL Detail to Yes.

This is a very useful report, especially for cash control purposes. It should be printed on a
regular basis and filed. You usually need to go back to this when reconciling bank statements
and to track cash flow.

Payment Application Register

15 Review the Payment Application Register (27.6.10) for tomorrow’s date. This shows where
the unapplied payment was applied.

Returns and Credits (Optional)

In this activity, you will complete the entire process of sales order returns and credits. First, you
will create, ship, and post an invoice. The customer returns the order, so in Sales Orders/Invoices,
you will create a negative sales order (to update sales history), a negative shipment (to update
inventory), and a negative invoice (to update accounts receivable).

Since the return takes place after the original invoice was posted, you also apply a zero payment in

AR to close the DR/CR memos for the original invoice and the negative invoice.

Sales Order Maintenance

1 In Sales Order Maintenance (7.1.1), create a sales order for customer 1001000 for 100 of item
02-0010. Note the order number. Calculate Freight = No.

Sales Order Shipments

2 In Sales Order Shipments (7.9.15), ship the entire order.
Calculate Freight: ‘ No

Note You may receive a UM conversion error. If you do, ignore the message.

Invoice Print

3 InInvoice Print (7.13.3), print the invoice.

Invoice Post

4 Using Invoice Post (7.13.4), post the invoice to accounts receivable.

Sales Order Maintenance

Customer 1001000 returns the order for credit.

5 In Sales Order Maintenance (7.1.1), create a negative sales order (-100 of item 02-0010).
Notice theword ** C R E D I T **inthe trailer. Calculate Freight = No.

Ignore the Warning.
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Sales Order Shipments

6 In Sales Order Shipments (7.9.15), create a negative shipment for the order.

Invoice Print

7 In Invoice Print (7.13.3), print the negative invoice.

Invoice Post

8 In Invoice Post (7.13.4), post the negative invoice. Leave the From and To invoice numbers
blank.

Customer Account Inquiry

9 In Customer Account/Inquiry (27.13), check customer 1001000’s account. Do you see the
debit and the credit? (If not, speak to your instructor now.)

Payment Maintenance

10 Use Payment Maintenance (27.6.4) to record a zero payment to close out both DR/CR memos.

11 Enter zero for the batch control.

12 Press Next for the next check number.

13 Enter zero for the check control.
For the first invoice, record the following:

Amount to Apply: 85.00
Cash Amount: 85.00
Discount: 0

Since no discount applies to returns, the discount is zeroed out. Now, you will record the credit

to the debit.

Amount to Apply: -85.00
Cash Amount: -85.00
Discount: 0

Customer Account Inquiry

14 Use the Customer Account Inquiry to review the effects of the zero payment for customer

1001000.

Review General Ledger Transactions (Optional)

Print out a list of the GL transactions you have created and review them. Make sure you

understand where each one was created and where the accounts came from.
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AR-GL Transactions Report

1 Print the AR-GL Transactions Report (27.21).

Review the transactions that you have created. Notice that these are summarized by entity,
account, and cost center.
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Overview

QAD Standard Edition Financial Management

System Introduction Accounts Payable Vouchers
Basic Data Setup Accounts Payable
Multinational Setup Payments
(Optional) 1099-MISC Reporting
Accounts Receivable (Cpliond])
Data Setup S. f(ﬁgp[;irg:’;r;\)mnqgemen’r

. = |
:;vg!flgg dit M Multinational AP (Optional)
A:cla/unr’rfli’!ec::;cl;; General Ledger Setup
Payments GenercnI.Ledger

Transactions

?Cr)?;:irnaa??gemem General Ledger Reports

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Datfa Setup Currency Dependent
Purchasing Rounding

In many European companies, invoices are commonly paid by drafts (notes receivable). A draft is
a form of payment that represents a promise to pay on a certain date.

After invoices are posted (or DR/CR memos are entered), your company creates a draft against the
shipped items and sends the draft to the customer. The customer then asks for modifications or
approves the draft, signs it, and returns it to you.

The value of the draft usually equals the invoice amount, but there are other charges associated
with the draft. A supplier usually charges collection fees (to cover the cost of having the bank
collect the due amount from the customer) and discounting charges to cover the discounting fee if
the draft is sold to a bank.

In AR reporting, an open draft is treated just like an open invoice or memo. An approved draft
closes the customer invoice, but the draft itself remains open as a draft receivable until you (or the
third party who bought the draft from you) receive payment from the customer. In QAD SE, draft
amounts appear on all inquiries and reports, including agings. Drafts have an AR transaction type
of D. Drafts also appear on cash flow reports.
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raft Processing Flow

Draft Processing Flow

Record
Payment
(Closed)
oo o Print Record Draft DiISDcogrm
Approval ra
(Proposed) Draft (Ap?p?roved) (Discounted)| o
GL f
Update =
OCCurs Reverse Draft
Approval
(Void)
Opftional
M QAD

In QAD SE, the draft processing flow is as follows.

Record the Draft

The draft is entered in Draft Maintenance (27.6.13). and attached to one or more invoices or
memos.

Print the Draft

Drafts are printed using Draft Print (27.6.18). The printed copy of the draft is sent to the
customer for approval.

Record Draft Approval

If the customer sent back an approved draft, this is recorded in Draft Approval (27.6.20). If the
customer initiated the draft, the draft is recorded first in Draft Maintenance (27.6.13).
Approving the draft creates a GL transaction to move amounts from accounts receivable into
drafts receivable. The invoices referenced on the draft are marked as closed.

Discount Draft

Often, drafts are sold to a third party at a discount. Discounting a draft records the cash receipt
and discount amount, but does not close the draft. Instead, the draft amount remains in a bank
clearing account as a liability in case the customer defaults.

Record Payment
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When the customer pays you or the bank, the payment is recorded against the draft in Payment

Maintenance (27.6.4). Recording a payment closes the draft. The draft and its associated
invoices can then be deleted or archived.

If an approved draft must be modified before payment or if a customer defaults, Approved

Draft Reversal (27.6.24) is used to create the necessary GL reversing transactions and to
reopen invoices.
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Recording Drafts

Draft Maintenance

1
Draft #haintenance * I
M GoTo - Action =
Reference: 1008 Bill To: 1001000
Proposed CENTURY HALLMARK
Date: 8/5/2008 Bank: 2 Remark:
Due Date: 3/5/2008 Currency: USD Amount: 100,000.00
Expect Pay Date: 9/5/2008 Printed: Total: 0.00
Reference Open Amount Amount Discount
Ivzoool 334,625.00 334625.00 0.00

In Draft Maintenance (27.6.13), you record general information about the expected payment and
when it is due, and list the open invoices or memos to be included.

The draft status is displayed below the reference number. New unapproved drafts have a status of
Proposed. Approved drafts have a status of Approved. When a draft has a status of Discounted,
Closed, or Void, you cannot access it again in Draft Maintenance.

The amount entered at the top of the screen acts as a control total, limiting the total amount of
invoices and memos that can be paid on this draft.

You can change anything on the draft prior to approval. However, once you approve the draft, you
can change only the due date and expected date.

In the draft header, the key fields are:

Reference. The AR reference number for the draft. This value defaults from the Next Memo
number in Accounts Receivable Control. You can manually specify a number if External
Memo References Allowed is set to Yes in Accounts Receivable Control.

Due Date. The date when the draft is due to be paid. This date prints on formal documents,
such as customer statements. The AR Aging by Due Date report uses this date to calculate
aged amounts.
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Expect Pay Date. Optional, the date you expect the customer to honor the draft. Cash flow
reports use the expected pay date instead of the due date to project incoming cash based on
firm commitments or known customer payment patterns.

Bank. The bank you expect to receive payment into. The bank code accesses the correct entity
and GL accounts when you post transactions. If necessary, you can change the bank when you
discount or record payment for the draft.

Currency. The bank currency must match the draft or customer currency. On foreign currency
drafts, you are prompted with the default exchange rate, which you can override.

Remark. The system displays general remarks pertaining to this transaction. Invoices posted
from Sales Orders/Invoices store the customer PO number in the Remarks field.

Amount. This amount must equal the total of all the invoices, memos, or finance charges
(minus credit terms discounts) referenced on the draft before the draft can be approved.

In the second frame, you list the open items to be paid on the draft. Each draft can reference one or
more open invoices, memos, or finance charges. The open amount for the reference displays.

Normally, the entire amount open is paid, but partial payments are accepted. Once the draft is
approved, the entire open amount on each individual item is decreased by the draft amount; the
draft remains open until payment is recorded. If the customer is eligible to take a credit terms
discount on the open item, it displays. You can manually override this amount.

There is no GL effect until the draft is approved.

After recording drafts, you should generate and review the Draft report (27.6.15). The Draft
Summary Register (27.6.16) provides a permanent record.

M QAD



Draft Management 155

Draft Print

Draft Print

Draft Print %
4 GoTo - Ackion =
Draftor Information
Address: MAN E] To vo Supplies
b f Busi :
et b Draft: 1007 Remarks
License Mbr:
WAT Nbr: Drawer Drawee
Finance Claas CENTURY HALLMARE
Cerporate Headquartera ATTENTION: ACCOUNTS PAYABLFE
9000 World Way 3020 CENTURY BLVD
Bi Suite 101 P_.0O. BOX &75
Iwra Angelea, United Statea of Americ LOS ANGELES, United Statea of Americ
Refer Buaineaa: Buainessa:
VAT NWbr: VAT Nbr: 89%-02-03 EB2D
License Nbr: Bank:
Iocation:
Reference Amcunt Due Date
10000 20,725.00 10/06/91
Third Party Guarantee
Date Due Date
05/16/03 07/16/03 USD*++**e20,725.00
Twenty Thousand Seven Hundred TwentyFive Dollara And Ne Centa
Drawese Signature of Acceptance Drawer Signature

Use Draft Print (27.6.18) to print a copy of the draft to send to the customer.

The Address code is your company’s remit-to address, which defaults from the company address
specified in Sales Order Control (7.1.24). The Type of Business, License Nbr, and VAT Nbr fields
in the first frame allow you to record optional information about the company issuing the draft.
This information prints on the draft document.

By default, drafts print in order of their reference numbers; Sort by Date and Sort by Customer
allow you to specify a different sort priority.

This function resets the Printed field in Draft Maintenance (27.6.13), to Yes to prevent the draft
from being reprinted accidentally. In order to reprint a draft, you must set this field back to No.
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Draft Approval

Draft Approval

Draft Approval
M GoTo - Action =
Batch: 1674 Control: 5,000,000 Total: 0.000
Reference: P Bill To:
Date: Effective Date:
Currency: Entity:
Arnount: Account:
Total of Invoices: Disc Acct:
Due Date: Remark:
Expect Pay Date: Dayboak:

Use Draft Approval (27.6.20) to record an approved draft. A draft is a proposal to pay. Either your
company has listed some open items it would like the customer to pay, or the customer has noted
items they are prepared to pay. There is no cash impact until the draft is approved.

Once approved, the draft is a promissory note. The items it paid are closed and the draft itself
becomes a receivable. Approved drafts have a status of Approved.

Approving the draft decreases the amount open on all account items, and the system generates GL
transactions to clear the regular AR account. It does not decrease the customer’s open balance,
however, since the draft remains a receivable until payment is recorded.

If you need to change the currency, amount, or other information on the day you approve the draft,
you must do this first from Draft Maintenance. After you approve the draft, the only way to change
it is by voiding it in Approved Draft Reversal (27.6.24) and entering a new one.
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Draft Discounting

Draft Discounting

Draft Discounting

™ GoTo - Ackion -

Batch: 1000055 Control: 2,600.000 Total:

Reference: 1000055 Bill To: 001
PEI Computers Ltd,
Effective: 7/1/2008 Description: Discount of Oft 1000055
Bank: &g Due Date: 7/30/2008 Entity: 1000
Amount: 2,693.25 Cpen Amount: 2,695.25 uso
Daybook: system Currency: USD
Cash Account: 1040 Amount: 0.00
Disc Chgs Acct: Amaount: 0,00
Bank Clearing Acct: Amount: 0.00

GL Reference Line Account Sub-Acct CC Enty Amount

AROBO7O01000051 1 1040 1000 2,600.00 DR
ARDZOFOLO00051 2 6201 1000 98.25 DR

If you sell a draft to a third party (usually the bank) for collection, this is recorded in Draft
Discounting (27.6.22). Even after the draft is sold, the draft receivable remains on your books.
Discounting the draft gives your company the cash faster and costs only the discounting charge.
However, discounting incurs a liability that remains until the customer pays the draft.

On foreign currency drafts, a pop-up window displays the default exchange rate for the system
date. The second frame displays the GL entries created by discounting. If these are not correct,
answer No to change the GL accounts.

The description identifies the GL journal entry on reports that show the GL transactions created by
discounting. The default description is “Discount of Dft <number>"", but you can override it.

The draft must be approved in Draft Approval before you can discount it. If you need to change an
approved or discounted draft, you must void it in Approved Draft Reversal (27.6.24) and then
enter and approve a new draft.
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Recording Payment for Drafts

Recording Payment for Drafts

Payment Maintenance

4 GoTo - Action =

Check: 16457 Check Control: 1,000.00

Amount: 0,00
Bill To: 1001000 CENTURY HALLMARK

Unapplied: 1,000.00

Payment Application Detail

Payment Application Maintenance

Ref:| Type: Entity:
AU Ref: Amount to Apply:
Account; Cash Amount:
Tax:

Discount:

When the customer pays you or the bank, if the draft was discounted, you must record the payment

in Payment Maintenance (27.6.4) in order to close the draft. This procedure is the same as that
used to record applied payments.
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@ GoTo ~

Reference:

Effective Date: |
Due Date:

Armount:

Approved Draft Reversal =

Action ~

1000055

7/1/2008

7/30/2008
2,698.25

v

UsD

Approved Draft Reversals

gill To:

Date:
Expect Pay Date:

001

PEI Computers Ltd.
7/1/2008
7/30/2008

If a customer defaults on a draft, or if you need to change an approved or discounted draft, you
record this in Approved Draft Reversal (27.6.24). This function creates GL transactions that
reverse those created when the draft was approved or discounted.

You can print the audit trail only when you perform the reversal. However, you can print the Draft

Report to show voided (reversed) drafts.
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GL Transaction Summary, Drafts

[ ]
GL Transaction Summary, Drafts
Transaction Type DR/CR Account
Draft Approwval AR DR Drafts Receivable
DR SalesTerms Discounts
CR Accounts Receivalls
DRE/CR Intercompary
DR/CR Exchange Gain/Loss
Draft Discounting AR DR Cashy
DR Discounting Charges
CRE Bank Clearing
Draft Payment AR DR Bank Clearing
CRE Drafts Receivable
DR/CR Intercomoary
DR/CR Exchange Gain/lLoss
Approved Draft Reversal AR DR Accounts Receivable
CR Drofts Receivable
CE SalesTerms Discounts
DRE/CR Intercomparny
DR/CR Exchange Gain/loss

The slide shows the GL transactions created by draft processing. Like other AR transactions, drafts
have a GL transaction type of AR.

Entries for Sales Terms Discounts are created only by drafts in which the customer takes early
payment discounts. You can change this account for different sites and entities or for different
types of discounts, for example, to write off bad debts or underpayments.

Multi-entity drafts create intercompany balancing entries. Foreign currency drafts create entries to
account for exchange rate fluctuations.

This chart also shows where the accounts for the GL transactions originate. This information is
useful when investigating GL problems in which the wrong account appears on a transaction.

In Draft Discounting, the accounts for Discounting Charges and Bank Clearing are user-specified.
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Exercise 8: Draft Processing

Drafts (Optional)

In this exercise, you will go through draft processing, from recording the draft on through
receiving the payment. You will also review the status of the draft and the GL entries it created.

Customer 1001000 has a posted invoice that is to be paid by draft.

Draft Maintenance

1 In Draft Maintenance (27.6.13), create a draft with the following information. Write down the
number of the draft here:

Draft Data

Reference: Next

Bill-To: 1001000

Date: today

Due Date: two months from today
Expect Pay Date: one month from today
Bank: BC

Currency: uUsD

Printed: No

Amount: 20,725.00

Reference: 10000

The open amount, draft amount, and discount display.

Draft Inquiry

2 In Draft Inquiry (27.6.14), review the draft you just created. What is the status of this draft?

Draft Approval

3 In Draft Approval (27.6.20), approve the draft.
Draft Approval Data

Batch: Next
(Batch) Control: 20,725.00
Reference: Enter draft, or do a lookup browse to display list

Draft Inquiry

4 In Draft Inquiry (27.6.14), what is the status of the draft now?

Draft Discounting

The draft is sold to a third party and a discount is taken.
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5 Enter the following data in Draft Discounting (27.6.22):
Draft Discounting Data

Batch: Next

(Batch) Control: 20,725.00

Reference: Enter draft, or do a lookup browse to display list
Cash Account: 1040 Amount 20,000.00

Discount Charges: 6201 Amount 725.00

Bank Clearing: 2101

Notice the GL distribution lines created by this transaction. At the prompt:
Are Transactions Correct? answer Yes, or press Next if they are.

Draft Inquiry

6 In Draft Inquiry (27.6.14), what is the status of the draft?

Payment Maintenance

The draft has now been paid. Record the payment.

7 Enter the following data in Payment Maintenance:
Payment Data

Batch: Next

(Batch) Control: 20,725.00

Check: 876

Bill-To: 1001000

Check Control: 20,725.00

Bank: BC (Bank Clearing)

At the Reference field, enter the draft number or press Back, and select the draft from the pop-
up window. Apply the entire cash amount of 20,725.00. Notice that the draft balance is now
zero.

8 Open Draft Inquiry (27.6.14).

9 What is the status of the draft now?

AR-GL Transactions Report

10 Review the AR-GL Transactions report (27.21). What are the GL journal entries created by the
draft approval? Discounting? Payment?

Draft Approval:

Debit Drafts Receivable (1300): 20,725.00
Credit Accts. Receivable (1200): -20,725.00
Discounting:
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Debit Cash (1040): 20,000.00
Debit Discounts (6201): 725.00
Credit Bank Clearing (2101): -20,725.00
Payment:

Debit Bank Clearing (2101): 20,725.00
Credit Drafts Receivable (1300): -27,725.00

163

These are easier to see if you get the transaction number from this report, then look at them in
GL Unposted Transactions.
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Overview

QAD Standard Edition Financial Management

System Introduction 12. Accounts Payable Vouchers
Basic Data Setup 13. Accounts Payable
Multinational Setup Payments
(Optional) 14. 1099-MISC Reporting
Accounts Receivable o {Cptlendl
Data Setup 5. AP Draft Management

G (Optional)
Invoicing

Multinational AP (Optional)

Debit/Credit Memos
] General Ledger Setup
Accounts Receivable
P i General Ledger
SIS Transactions
DrC:lfT.Monc:lgemen’r General Ledger Reports
(Optional)

o . Multiple Entities [Optional)
Mvltinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Data Setup - Currency Dependent
Purchasing Rounding

Some AR functions can generate documents in multiple languages

Sales orders and invoices can be selected by and printed in the customer’s language as defined in
Customer Maintenance (2.1.1).
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Multiple Languages (Dunning Letters)

imaster Comment Maintenance |
W GoTo - Action ~
Master Comments

Master Reference: Over 30
Type:

|Customar Mai x

W GoTo v Action =
Customer Address
Customer: 1001000
Name:| CENTURY HALLMARK
Address: Attention: Accounts Payable
Address: 300000020 Century Blvd
Address: P.O. Box 675

Country: United States of America

Attention: | Mark Schnell
Telephone: 213-920-0334 Ext
Fax/Telex: 213-920-0399

Customer Data

Sort Name: CENTURT HALLMARK
Salespsnl: 1P Multiple:
Ship Via: GROUND
AR Acct; 1200
Resale: 59-02-03 K820
Remarks: BILLING ONLY - USE SHIP TO ON ALL ORDERS

City: Los Angeles F. State: CA

Multiple Languages (Dunning Letters)

Language: us E]
Page:

Post; 89000 Format:| 0 9
usa P County:| 001

[2]: Max Nichts

[2]: Ext:

[z} Added: | 5/15/1987 |~

Type: DIST
Region: US
Currency: USD
Dual Pricing Cur:
Site: 10000

I Lang: US I

W hen printing
Dunning Letters,
the Language on
the Customer and
Maoster Comment
rmust match.

In Customer Dunning Letter Print (27.11), you can select customers for dunning letters based on
their language. If you set up dunning letters in the language, you can also print the letters in the
language. As we noted earlier, text for dunning letters is recorded in Master Comment

Maintenance (14.12).

On the aging reports, customer master comments that are printed on the aging can also be selected

by language.

You can enter DR/CR memos, payments, and drafts in any currency that has a currency code and
exchange rate for the transaction effective date. Currencies are set up in Exchange Rate

Maintenance (26.4).
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Sales Orders, Invoices, and DR/CR Memos

Buse
Cunrency
Cost

\Pending Imioice Maintenance * I

Sales Orders, Invoices, and DR/CR Memos

W GoTo = Achion =
Lines | Teaier
[» B LineDetaiks > > -
Header
Order: S0001001 Sold-To: 1001000 Ln Format S/M:
Lines
Ln Itern Number Invoice Qty UM List Price Discount Net Price
Dollars
1 02-0001 100.0 EA 120,00 0.0 120.00 I‘—l_
Line Details
Desec: CONFIGURED DISPLAY RACK Sales Acct:| 3000 ~4 10000 ~ 1000
Loc:| 200 Site: 10000 Disc Acct: | 3900 ~' 10000 »~/ 1000
Lot/Serial: Ref:
Qty Backorder: 0.0 Confirmed: Credit Terms Int: 0.00
Qty Allocated: 0.0 Required: Type:

Qty Picked: 0.0 Due Date:| 8/5/2008
Qty to Invoice: 0.0

uso Cost: 0.00

Parform Date:

Pricing: 8/5/2008

Salesperson 1: JIP Multiple:

Commission 1: 10.00 Fixed Prica: &

<%

UM Conversion:

1.00000000
Category:
Freight List: TOL-NTAX

Taxable:

Comments:

On sales orders, invoices, and DR/CR memos, the currency defaults from the customer bill-to

address recorded in Customer Maintenance (2.1.1). You can use this currency or change it to any

other currency that is set up in the system.

On sales orders, the exchange rate defaults from the rate for the order date. On pending invoices
and DR/CR memos, the rate comes from the rate for the transaction effective date; however, on all
of these transactions, a pop-up window appears enabling you to enter a spot rate. On sales orders,

you can specify a fixed rate that follows the transaction through invoicing and payment.

On orders and invoices, line item prices are converted to the transaction currency, but the list price

and GL cost are also displayed in base currency for reference.
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Payment Maintenance %
® GoTo - Ackion ™
Batch: 1273 Control: 0,000 Total: 0,000
Check: 1000057 Bill To: 0100 Hans Maier GmbH
Currency: EUR Type: P
Check Control: 3,000.00 Armmount: 0.00
Date: 7/2/2008 Batch: 1273
Effective: 7/2/2008 Daybook: system
Bank: DE Account: 1040
Exchange Rate: EUR 1.0000000000 = ush 1.5000000000
R
Auto

In Payment Maintenance (27.6.4), the currency also defaults from the customer. However, you can
apply payments only in the invoice/memo currency or in the system base currency. In the latter
case, a warning displays, but you are allowed to proceed.

A pop-up window displays the exchange rate for the transaction effective date. On unapplied
payments, the currency and rate from Payment Maintenance (27.6.4) carry over to Unapplied
Payment Application (27.6.9).

Note If you specified a fixed rate on the sales order, you are still allowed to enter a new rate here;
however, this rate affects only the calculation of exchange gain/loss, not the default amount to
apply.
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Drafts (Optional)

Dra

fis

Draft Approval

M GoTo -

Ackion =

Batch: 1275

Amou

O
Expect |

Reference: 1000059 |Dr’aﬂ Discounting f-||

Date: 7/1/2008

Control: 0,000

Total: 0.000

M GoTo ~ Action

Currency: EUR

nt: 3,000.,00 Batch: 1276

Total of Invoices: 3,000.00

OGBSt L ]

Reference: 1000059

Exchange Rate: El

Effective: 7/1/2008
Bank: DE

Cantrol: 2,700,000

Total: 0,000

Bill To: 0100
Hans Maier GrnbH

Description: Discount of Dft 1000059

Cina Diata: nS200 Erdit:

1000

Arnount: 3,00
Daybook: syst Exchange Rate: EUR

Cash

Disc Chy : -

1.0000000000 = uso

1.5000000000

Bank Clearing Acct: 2101

IO

Armount: 3,000.00

In Draft Maintenance (27.6.13), the currency defaults from the customer.

When you approve the draft, a pop-up window enables you to override the exchange rate for the

transaction effective date, and the exchange gain/loss account for the bank.

In Draft Discounting (27.6.22), the GL accounts must be in the draft currency or an error displays.
Again, a pop-up window allows you to override the exchange rate for the transaction effective

date.
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Realized Gain/Loss on Sale

Redlized Gain/Loss on Sale

Gain Loss

MXP to USD MXP 1o USD

5 2 e
\ 4
7 \

Invoice AR Invoice AR
Post Payment Post Payment
100 MXP @ 5= 20 USD 100 MXP @ 5= 20 USD
100 MXP @ 4 = 25 USD 100 MXP @ 6 = 16.67 USD

Unless you are using a fixed exchange rate, the exchange rate usually fluctuates between the time
a sales order is created and the time the payment is received. QAD SE accounts for exchange
gains/losses by calculating variances when payments are applied.

A realized gain or loss occurs when you receive more or less cash than you expected from the
customer relative to your system base currency because you invoiced at one exchange rate and
were paid at another.

Example

Your company’s base currency is USD. You invoice a customer for 100 MXP at an exchange rate
of 5 MXP to 1 USD. At that exchange rate, 100 MXP is worth 20 USD.

However, on the day you receive the payment, the exchange rate is 4 MXP to 1 USD. The
customer still pays you 100 MXP, but at today’s exchange rate, 100 MXP is worth 25 USD. So,
there is a gain of 5 USD.

The reverse is also true. If the exchange rate on the payment date were 6 MXP to 1 USD, 100
MXP would be worth only 16.67 USD, resulting in a loss of 3.33 USD.
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Exchange Tolerance

Exchange Tolerance

Company Currency = USD
Exchange Rate is 5 MXP to 1 USD
Exchange Tolerance = 5.00%

(If Customer Pays in USD)

Accepted:
Invoice Amt Payment = 19, 20, or 21 USD
100 MXP
(20 USD) Rejected:
Payment < 19 or > 21
20*5% =1

You can limit the effects of exchange rate fluctuations by using the Exchange Tolerance option in
Accounts Receivable Control (27.24). This option functions as a control point during
multicurrency payment processing. If you specify a percentage, the system warns you about
payments that are out of tolerance.

Exchange tolerance applies only to payments processed in a different currency than the one used
on the original invoice or memo. Whenever a payment is entered in a different currency, you are
prompted to enter the currency code and exchange rate. The exchange tolerance verifies that this
rate is reasonable.

The above example illustrates how exchange tolerance works. If a payment is rejected, you must
either change the exchange rate on the payment so that the payment amount remains within the
tolerance, or you must temporarily change the Exchange Tolerance field in the control program
while you process the payment.
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GL Transaction Summary, Multiple Currencies

GL Transaction Summary, Multiple Currencies

Sales - Invoice Applied
sl Post Payment
Y

Realized Loss on Exchange

Exch | Order Base Order [Base
Activity Rate!| Cur Cur GL Transactions Cur Cur
Invoice Post| 2to 1 | 400.00 200.00 DR AR 400.00
(Nowv. 30) CR Sales 400.00
Payment 3to 1] 400.00 133.33 DR Cash 400.00
(Dec. 31) [DR Exchange Loss 66.67 |
CR AR 400.00

1 Order currency to system base currency.

M QAD

To understand GL transactions for multiple currencies, examine the above example for a typical
shipment, invoice, and payment cycle.

You create a sales order in a foreign currency and then ship the items. The sales order does not
have any GL effects in any environment. The shipment creates the same GL transactions (DR Cost
of Goods Sold, CR Inventory) it does in a single-currency environment.

At Invoice Post, the system posts the invoice at the exchange rate for November 30, the effective
date of the post. The GL entries to update Accounts Receivable and Sales are posted in the order
currency, not the system base currency.

When the payment is applied to the invoice, the GL entries for Cash and Accounts Receivable are
posted in the order currency. Since the exchange rate changed between the posting effective date
and the payment effective date, a realized loss on exchange was calculated. This loss is posted in
the system base currency.
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Exercise 9: Multinational AR

Your company has just made a sale to a Swiss customer. In this exercise, you will process the sale
and the receivable. Before you can process the sales order, you must set up the currency code,
exchange rates, and a customer record.

When you have completed the setup, you enter and post a pending invoice. Afterward, you record
and post the payment against the invoice. You will then review the variance (realized exchange
gain or loss) that ensues.

Currency Maintenance

1 In Currency Maintenance (26.1), set up a new currency, ABC, for Train dollars.

Note Check Active Box Yes.

Exchange Rate Maintenance

2 In Exchange Rate Maintenance (26.4), enter the following rates relative to your system base
currency, US dollars. Accept the default values for all fields except the ones in which you
enter the exchange rates.

Exchange Rates

Beg/End Date Exch Rate
Today 1.6
Tomorrow 1.7

Account Code Maintenance

3 In Account Code Maintenance (25.3.13), set up a bank account 1020 (CASH—Train Dollars.)
Now, set up the receivables account for Train Dollars.

Account: 1243

Description: Accounts Receivable - ABC
Type: A (Asset)

Currency: ABC

Format Position: 11310 (Acct. Receivable)
Active Yes

Bank Maintenance

4 In Bank Maintenance (26.13), enter a Bank TD. Currency ABC, Country USA.

Customer Maintenance

5 In Customer Maintenance (2.1.1), create a record 4007000 for a Train dollar customer.

6 Setthe AR account to 1243, Currency to ABC, Site to train, and Credit Limit to 10,000.00.
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Pending Invoice Maintenance
7 In Pending Invoice Maintenance (7.13.1), enter a pending invoice for customer 4007000.
8  Write down the invoice number here:

9 Set the order date to today.
The pop-up window should show the exchange rate. In the line item screen, enter a memo item

whose list price is 1,000.00 Train dollars.
Invoice Print

10 Using Invoice Print (7.13.3), print the invoice. (Remember to set Update to Yes.)

Invoice Post

11 In Invoice Post (7.13.4), post the invoice. For the post, set the GL effective date to today.

Payment Maintenance

12 In Payment Maintenance (27.6.4), record customer 4007000’s payment for the invoice,
resetting the payment date and effective date to tomorrow. The pop-up window should show
an exchange rate of 1.7.

AR-GL Transactions Report

13 Print the AR-GL Transactions Report and the GL Unposted Transaction Register. Which GL
entries were created by the invoice and payment? What entry was created for the exchange
gain/loss account, and was it a gain or a loss?

Unposted Transaction Register

The following table shows the amounts, accounts, and calculations for the given exchange
rates.

Pending Invoice

Exch Rates USD Amt GL Acct. Amt Cur
1.6 625.00 No GL entries Until post

Invoice Post

Exch Rate USD Amt GL Account Amt Cur
1.6 625.00 1243 (AR-ABC) 1000 ABC

3000 (Sales) -1000
Payment

Exch Rate USD Amt GL Account Amt Cur

1.7 588.24 1043 (Cash) 1000 ABC
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1038 (Exch Gain/Loss 36.76 UsD
1243 AR-ABC -1000 ABC

The 36.76 USD represented a loss. (1038) When you posted the invoice, the invoice amount,
1,000.00 ABC, was worth 625.00 USD, or 1,000.00 ABC / 1.6. But when you received the
payment, it was worth only 588.24 USD, or 1,000.00 ABC/ 1.7.
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup ). Accounts Payable
Multinational Setup Payments
(Optional) 4. 1099-MISC Reporting
Accounts Receivable ) {Cptlendl
Data Setup 15. AP D.rqf’r Management
Invoicin Optichd)
. g . Multinational AP (Optional)

Debit/Credit Memos

] General Ledger Setup
Accounts Receivable
P i General Ledger

SRR Transactions

Drc:lf’r.Monclgemen’r General Ledger Reports
(Optional)

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Data Setup ). Currency Dependent
Purchasing Rounding

There are many similarities between the sales orders, invoicing, and accounts receivables
functions and the purchasing and accounts payable functions.

Tis course follows the flow of issuing a purchase order, receiving the purchased items, recording
the supplier invoice, and processing the supplier payment. Along the way, the course describes
how purchase price variances are calculated, how prepayments are processed, and how credits are
managed.
Before processing accounts payable transactions, you must set up:

 Supplier names and addresses

 Supplier remit-to addresses
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Supplier Addresses

Supplier Addresses

suppliers
s Name/address for POs
AGAESS L Lpote cdded
—
e Default purchase/ AP accounts
Data » Currency
* Supplier banks
= * Pricing data
) * Tcr report
Terms e Credif ferms and discount
* Prepayment balance
* Payrment specificafion
Supplier Remit-To
MName/address for checks

Some of the supplier information in QAD SE is maintained and used by Purchasing, and some of it
is maintained and used by Accounts Payable.

Supplier information is divided into several components. Each supplier has a name and address,
which are used by purchasing. When a purchase order is printed, the system prints this name and
address.

Set up supplier addresses in Supplier Maintenance (2.3.1) and Supplier Remit-to Maintenance
(2.3.13). Supplier addresses are used in Purchasing, Accounts Payable, Service/Support
Management, and other functions.

Supplier addresses, like customer addresses, determine default field values and affect how supplier
transactions are processed in the system. Remit-to addresses are used when payments created in
Accounts Payable must be sent to an address different from the supplier address. Each supplier can
have only one remit-to address.

Suppliers can be marked as temporary for one-time purchases or payments. When the AP
transactions are completely closed, the Closed AP Delete/Archive (28.23) function deletes the
transaction history and the supplier.

Other information is also maintained for your reference. This includes the date the supplier was
added—useful for identifying inactive suppliers, and general contact information: names, phone
numbers, and fax/telex numbers.
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Note Like customers, suppliers have both a name and a sort name. Remember, the sort name is
used for arranging suppliers on most purchasing and accounts payable reports.

The supplier type is a four-character code that your company can use to differentiate suppliers. It is
available as a selection criteria on many AP reports.

Whenever you change a supplier record, QAD SE generates an audit trail of the old and new
values. You can print this audit trail using the Master Audit Data report (36.17.1).
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|Suppl1'er fhaintenance %
W GoTo - Ackion =

Supplier Address

Name: Top Motch Supply Company
Address: 1234 Main Street
Address:
Address:
City: Downers Grove
Country: United States of America
Attention:
Telephone:
Fax/Telex:

Supplier Data
Bank: AA -
Currency: USD -
Purchase Contact: Thomas Crowne
AP Contact: Barbara Streisand

Promotion Group:

Supplier: 00040239 Temporary:

Supplier Maintenance

State: IL
Usa
[2):
[2]:
[21:

Post: 60515
County:

Check Form:
Language:

Misc Creditor:

Carrier

Kanban Supplier:

Format: 0O

Ext:
Added: 4/30/2004

us B

: TOLOL =

Supplier Maintenance (2.3.1) has several frames used to record the supplier name, address, and
other purchasing-related information, such as currency, GL accounts, pricing, terms, and supplier

bank accounts.

Each supplier has two accounts: a purchases account (Pur Acct) and an AP account. Their initial
values come from Domain/Account Control (36.1).

« Purchases

This account is used only for non-inventory items purchased from this supplier. Previously, we
discussed product lines and how accounts are associated with items based on their product
line. Purchases of inventory items are tied to the purchasing (PO Receipts) account for the
product line, not the supplier. The supplier purchases account is only used on memo purchase
orders. This is usually an expense account used only for suppliers who sell you items like
office supplies or capital equipment.

- AP Account

Most companies use only one accounts payable account to track supplier balances. As
described previously, this account is entered in Domain/Account Control (Payables) and is the

default AP account when you enter new suppliers.

AP drafts, an optional method of payment common in many countries, use check form (5), (6), or
(7). Currently, these check forms are equivalent, and specify the draft printing format, which
includes a due date and the bank location at which the draft is collectible.
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You can assign one or more of the customer/supplier banks created in Customer/Supplier Bank
Maintenance (2.21.1) to each supplier record, specifying the account type and bank account
number. These banks are generally used to handle EFT transactions. When you generate payments
for the supplier, the system then verifies that the supplier bank from the voucher has a bank
account whose type matches the account type specified, and that this type is valid for the check
date.
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Supplier Maintenance X

Supplier Terms Data

o GoTo - Action =
Supplier Address

Supplier: 00040239
Mame: Top Maotch Supply Company
Address: 1234 Main Street
Address:
Address:
City: Downers Grove
Country: United States of America
Attention: William Fleming
Telephone: 458 587 5559
Fax/Telex: 458 478 2563

Supplier Terms Data

Disc Pt 10.00
CoC Number:
Partial OK:
Payrent Hold:
DB Mumber: | 95-356874

Ternporary:

Cr Terms:| 30 0 Taxable:

State: IL

US4
[z]:
[z]:
[2]:

Tax ID:

Post: 60515
County:

Prepayment Balance:

Debtor Number:

Tax Report:

Pay Specification:

Format: O

Ext:
Added: 4/30/2004

TID MNotice:
0.00

Credit Terms

Using Supplier Maintenance, you can assign a credit terms code to each supplier, which identifies
the terms they normally extend to you, such as net 30 or COD. These terms are accessed
automatically on all purchase orders and miscellaneous vouchers entered for this supplier. Credit
terms are used to calculate voucher discount and due dates. Payment amounts can be selected to

take advantage of discounts available.

Payment Hold. If Payment Hold is set to Yes, checks are not automatically processed by the
system. Also, you are warned when entering vouchers or manual checks.

Prepayment Balance. The system updates the supplier’s Prepayment Balance whenever you

record and pay prepayment vouchers.

Tax Report (1099). The Tax Report field indicates whether a Supplier Activity Report (called a
1099 in the US) is needed. The Supplier Activity Report simply lists supplier payment activity
over a specified time. (Users outside the US may find this report useful.) The report only prints
if Tax Report is flagged Yes for the supplier. If this field is No, the supplier is never considered
by the report, no matter what the selection criteria. The Supplier Activity Report prints the

supplier tax ID.
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Pay Specification. A printed document (or payment specification) is automatically generated
for the supplier if Pay Specification is set to Yes in Supplier Maintenance. This document
resembles a check stub. The Bank and Check Form fields are used to indicate how vouchers
for the supplier are to be paid.

Printed checks use check form (1) or (2). The standard printed check is check form (1). An
alternative check format, displaying the payment amount below the date, is check form (2).

Electronic fund transfers use check form (3) or (4). Check form (3) is used for making
electronic funds transfer requests via a printed audit trail, which is sent to a bank. Check form
(4) performs as (3), but creates an ASCI|I file, rather than a printed form, which can be sent to
the bank to initiate the funds transfer. You also use check forms (3) and (4) in connection with
Customer/Supplier banks, discussed below.
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Supplier Remit-To

Supplier Remit-To

Remit-Ta Supplier Maintenance 41|

# GoTo - Action -

Supplier Address

Supplier: 00040239

Mame: Top Motch Supply Company
Address: 1234 Main Street
Address:

City: Downers Grove State! IL Post: BOSLS Format: 0
Country: United States of Armmerica usa County:
attentian: William Fleming Telephone: 458 537 5559 Ext: 2564

Supplier Remit-To

Code: 0200-R

Marne: Top Motch Supply Company
Address: 1234 Main Street
Address:
Address:

City:| Downers Grove P State: | IL Pl Fost; | 60515 Format:| 0

Country: usa O County: Cook 0
Attention: | Williarn Flerming

Telephone: 458 587 5559 Ext:| 2564

Sometimes, the addresses on purchase orders and AP payments are not the same. In these cases,
you should enter the accounts payable address using Supplier Remit-to Maintenance (2.3.13). This
step is only necessary if the supplier’s remit-to address is different from the address for the PO.

Notice that a different address code is used to identify the remit-to address. Most companies devise
a remit-to coding scheme that ties logically to the supplier. For example, you might use the
supplier address code beginning with an R (for remit-to), or followed by a —1.

Whenever you enter a voucher, you specify the supplier code rather than the remit-to. The system
automatically retrieves the remit-to (if any) for this supplier and uses it for all payments. You can
use the same remit-to address code for multiple suppliers. However, each supplier can have only

one remit-to code. Supplier history is consolidated under the supplier code, not the remit-to code.
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Exercise 10: Adding a Supplier

Create a Supplier

In this activity, you create a supplier. You will use this supplier for many of the purchasing and
accounts payable activities that follow.

Supplier Maintenance

1 Use Supplier Maintenance (2.3.1) to create a new supplier. This supplier is a permanent
supplier from whom you purchase both raw materials and supply items.

Supplier: 500

Temporary: No

Name: The Supply Warehouse
Address: 1027 Brockton Lane
City/ST/Post: Ventura, CA 93003
Country: USA

County: Ventura

2 Enter the sort name Supply Warehouse, The system sorts the company under S instead of T.
3 Allow the GL accounts to default. Leave the currency set to USD.
4 Enter a purchasing and AP contact hame.

5  Enter the following supplier terms:
‘ Cr Terms: ‘ 2/10-30

»

Specify a bank account for the supplier.

Review Purchasing Control Settings

In this section, you will verify the Purchasing Control settings for purchasing. These settings must
be configured correctly to ensure consistent results in later activities.

Purchasing Control

1 Review the default values in Purchasing Control (5.24). If necessary, change them to match
the following:

Bill-To 10000000
Ship-To 10000000
PO Prefix: P

Next Purchase Order 00050000
Next Receiver: 3000
Receiver Prefix: R
Receive All: No

Price Table Required: No
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Disc Table Required: No
Apprvd Regs for PO’s: No
Inspect Location: Inspect
Receiver Type: 2
Tolerance Percent: 10
Tolerance Cost: 1,000.00
Ln Format S/: Single
PO Header Comments: No

PO Line Comments: No
Cancel Backorders: No
Keep Booking History: Yes
ERS Processing: No
ERS Option: 1

Purchasing & AP Setup
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup ). Accounts Payable
Multinational Setup Payments
(Optional) 1 4. IOQQTMISC Reporting
Accounts Receivable ) {Cptlendl
Data Setup | 5. ;[ﬁg [J?.rcaf’r r;\)/ﬁcmqgemen’r
G ptiona
In\/O!Clng . Multinational AP (Optional)
Debit/Credit Memos General Ledger Setup
Accounts Receivable
P i General Ledger
SRR Transactions
I(:)(;af;Morlw)dgemen’r General Ledger Reports
ptiona

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Data Setup ). Currency Dependent
Purchasing Rounding

In many cases, the starting point for accounts payable activity is purchasing. Purchase orders are
sent to a supplier, prepayments are processed, and purchased items are received. When the supplier
sends you an invoice, you verify it against the original purchase order and the received quantities.

This chapter examines the flow of purchasing information in general and then focuses on the
aspects of purchasing that are directly relevant to accounting. These aspects include costs,
purchase price variances, prepayments, and receiving records.
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Purchasing Life Cycle

Purchasing Life Cycle

S Purchasing (ﬁ

Blanket Record PO Accounts

it Return Payable

Inventory

Balances

Maimtain Receive Supplier
MRF — Requisition Purchase f—| Purchased Performance

Ordler lterns History

General

Ledger

| Scheduled
il Order

The starting point for AP processing is purchasing.

The role of the purchasing department is to satisfy demands for purchased items—nboth inventory
items and non-inventory (memo) items. Both demands can be communicated to the purchasing
department using requisitions. For inventory items, planning calculations (MRP) are the main
source of demand. MRP generates planned orders that become purchase requisitions when the
planner confirms them. For non-inventory items, such as office supplies, you can manually enter
requisitions in the Purchasing module.

When the requisition reaches the purchasing department, there is usually an approval process. The
purchasing agent then enters a purchase order or negotiates a blanket order or scheduled order with
the supplier.

« A purchase order is an agreement that confirms the intent to purchase specific items and
quantities at a specific price, to be delivered on a specific delivery date.

A blanket order is like a purchase order, but is not usually associated with a specific delivery
date. Instead, a blanket order is an agreement to purchase a certain quantity over time at an
agreed-on price. When requirements arise, a delivery quantity is released against the blanket
order.

- A scheduled order is another type of order for regular weekly, daily, or even hourly deliveries
of the same item, usually over a long period of time.

Often, you print a formal purchase document for the supplier.
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Upon delivery, the receiving department records the incoming quantities on a receiver. In addition
to updating inventory balances and receiving history, receivers are used for automatic three-way
matching in Accounts Payable. During vouchering, the system verifies the invoice cost and
guantity against the purchase order and receiver so you can investigate discrepancies before you
pay the invoice.
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Purchasing Control

Purchasing Life Cycle

CE— Purchasing (ﬁ
Blarket Record PO Accounts
Order Retum Payable
Inventory
Balances
[ Maintain Receive Supplier
R » Requisifion | Purchase —| Purchased »| Performance
| . Order ITe‘r:ns History
General
Ledger

Scheduled
Order

Before you get started, there are two control programs you need to initialize. Purchasing Control
(5.24) defines how purchasing and receiving functions work. Before you start purchasing or AP
processing, check the values for:

Bill-To. Uniquely identifies a name and address record. This address is the normal billing
address for your company. It should be set up first using Company Address Maintenance
(2.12).

Ship-To. Enter the address to which the supplier is to send the goods. The value you define
here is the default ship-to.
Company ship-to addresses are defined in Company Address Maintenance (2.12).

Next Purchase Order. While you may specify the next numbers assigned to purchase orders
and receivers, it is faster and easier in most cases to allow the system to assign them.

Approved Requisitions for POs. Determines whether line items require an approved
requisition prior to entering a purchase order.

Receiver Type. When you receive or return purchases, you record a receiver. When you
voucher the supplier invoice in Accounts Payable, you match the invoiced quantities against
the received quantities. Each receiver has a unique number.
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The receiver type determines whether the system creates one receiver per shipment (type 0 or
1), or one receiver per line item and shipment (type 2). This distinction is important if your AP
department processes only one voucher per receiver. One voucher can also reference multiple
receivers. If suppliers ever bill you separately by line item, Receiver Type should be 2.

PO Credit Terms Interest Applied/Accrued Accounts. In hyperinflationary environments,
suppliers increment item prices based on the inflation rate between the time you order the
goods and the time they are shipped. The system posts the estimated inflation gain/loss to
these accounts.
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Receiving Tolerance Percent/Cost

Receiving Tolerance Percent/Cost

Purchasing Control *
M GoTo - Ackion =
Bill To:| 9000 Fe]
Ship-Ta:| 9000 Fe]
PO Prefix: PO Ln Format S/M:| Single =
Next Purchase Order: 200348 PO Header Comments: |V
Receiver Prefix:| PR PO Line Comments: ¥/
Mext Receiver: 100247 Cancel Backorders:
Sort PO By: Site - Keep Booking History: ¥
Receive all: ERZ Processing: v
Price Table Required: ERS Option:

Disc Table Required:
Apprvd Regs for POs:

Inspection Location: | inspect

Receiver Type: 1 Type: 0 - Do not print receivers
Sequential Receiver: ¥ 1 - Print for each shiprment
2 - Print for each itern/shiprnent
Tolerance Percent: 100,00 (Acceptance Limit For Overshipments)
Tolerance Cost: 999999399,00000 {Acceptance Limit For Overshipments)

The receiving tolerances control the acceptance of overshipments. Both of these fields are used in
conjunction with Purchase Order Receipts to determine if an overshipment is accepted.

For example, you order 100 units of an item having a standard cost of $5 per unit. If your supplier
ships you 150 units, should you accept the extra 50 units or not? The cost or value of this
overshipment is $250 and the percentage overshipment is 50%. These values are compared to the
tolerances you establish in Purchasing Control (5.2.4).

If the overshipment is outside the tolerance range—that is, if it is over the defined cost or
percentage allowed—an error displays and the receipt cannot be processed. The only way to
receive the additional quantity is by going back and increasing the quantity on the purchase order
or by temporarily changing the tolerance.

When determining which tolerances to establish, try to find the value and quantity that prevents
overshipments that affect your cash flow and planning, and yet does not require daily attention by
management to override the tolerance quantity.
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Purchase Orders

Header
Screen
Purchase Order Maintenance \| L.
ine ltem
M GoTg - Action = S
F =1 I T I creen
J Heades ]_L"“ Purchase Order Maintenance |
[ > Header B Detacren g e
Header —
Lines [[Trader r Trail
Purchase Order: p‘| » > LineDetaik P |_Purchase Order Maintenance x| raier
supplier Headee e i Screen
P h Order: POODO254 Tead
South Caast Metal § o ooT i e sl
1445 Juarez 5 > Trader > r
L Header
El Condido Purchase Order: POODD254 Supplier: 50010001 Ship-Ta: 9000
Ln Site Req
United States of A
110 RQ1000: Trailer
Details TS Non-Taxable: 0.00 Currency: USD Line Total: 1.00
. ine Details
Order Date:| 8/5/2( 3 Taxable: 100 Total Tax: 0.00
Due Date: 9572 2t Received: 0.0 Tax Date: 9/5/2008 Total: 1.00
ty to Rel: 0.0
Buyer: DFD Q_" "
Bill To: 9000 Single Lot: Wiew/Edit Tax Detail: v
Location: DCO0L
Sales/Job:
Revision: Trailer Information
Contrack:
Contact:| Steve _ Stats: Revision: 0 Amount Prepaid: 0,00
feraikid Suppliar 1am; Print PO: Status:
. EDI PO: Close Date:
Drescription: | Itern Not In Ir AP Bccount: 2100 FOB:
Deliver To: Ship Wia: UPS

In QAD SE, Purchase Order Maintenance (5.7) is composed of three main sections:
« Order header
- Line items
o Trailer
Information that applies to the entire order is contained in the header. Much of this information

comes from the supplier record (Supplier Maintenance), but you can change it for individual
orders.

Information that applies to individual items on the order is contained in the line item screen. Some
of this information defaults from the item record (Item Data Menu), and some of it comes from the
order header, but you can change most of it for individual lines.

The trailer lists the total item, freight, and other charges, as well as taxes. Some of the shipping
data also appears here.

The purchase order data that affects AP relates pricing and discounts, GL account codes, add-on
charges, and taxes.
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Supplier Data

Supplier Data

M GoTo - Action -

-Supplier Address
Supplier: 00040239 Ternporaty:
Name: Top Motch Supply Company
Address: 1234 Main Street
Address:
Address:

City; Downers Grove pel State: | IL pe Post:| 60515 Format:| 0O '
Country: United States of America usa O County: Cook|
Attention: | Williarm Fleming [21:
Telephone; | 458 587 5559 Ext:| 2564 [2]: Ext:
Fax/Telex: 458 478 2563 [2]: added: [4/30/2004 V]

Supplier Data

Sork Nam = T
Supplier Pricing Data

Tvp

Pur Aco Supplier Terms Data
AP A £ ;
bk . Cr Terms:| 30 Taxahle: Tax IOt TID Maotice:
Shin W Discol
5.0 i Bank Accounts
i
ﬂ& Bank Acct Type  EDI Branch Bank Account Begin Date End Date
BOA e e
DB Number:| 95-35874 l

When you record a PO, information for the following fields defaults from the supplier record in
Supplier Maintenance (2.3.1), but you can change the fields for individual orders.

Buyer. enter the code identifying the buyer responsible for purchases from this supplier. This
field is validated against predefined values entered in Generalized Codes Maintenance
(36.2.13) for field vd_buyer,

Remarks. Enter brief remarks (up to 40 characters) related to this supplier, usually pertaining
to the order or shipping process. The supplier remarks default to formal documents, including
purchase orders, blanket orders, receivers, and return documents.

Price Thl and Disc Thl. Pricing structure that determines line item list prices, discounts, and
markups at different quantity levels used with this supplier. Can be stated in the base currency
or any other currency. The item price defaults from any price table specified, if the item code
exists in the price table. Otherwise, the item price defaults from the item master.

Currency. Specify the currency in which you normally do business with this supplier.
Language. Specify the native language used at this supplier address.

Credit Terms. Enter the credit terms code for this supplier. Credit terms codes identify specific
types of payment terms. They print on formal documents and determine the payment due date
and any discount allowed for early payment.
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Disc%. Enter the discount percentage normally offered by this supplier, usually in addition to
quantity discounts for individual items. The supplier discount percentage defaults to purchase
orders, blanket orders, and scheduled orders entered for this supplier. The discount percentage
can be changed manually during order entry.

Pur Acct. Enter the general ledger (GL) account code affected by purchase orders and
vouchers for non-inventory items purchased from this supplier. This field defaults from
Domain/Account Control.

AP Acct. Enter the general ledger (GL) AP account affected by accounts payable (AP)
vouchers for this supplier.

Most companies track accounts payable (AP) amounts using one AP account. Enter that
account in Domain/Account Control (36.1) and it defaults to all suppliers.

Ship Via. Enter the ship-via code that specifies the preferred carrier for this supplier. The
supplier ship-via code defaults to purchase and blanket orders for this supplier. You can
change ship via manually during order entry, if necessary.

Supplier Banks. The bank the supplier uses to receive payments from your company. You can
record an unlimited number of banks for each supplier. For each bank, you can also specify a
separate account for electronic funds transfers and printed checks.
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Billing Data
Purchase Order Maintenance * |
o GoTo - Action =
Header | Lines e
s P Details P Taclnio P > B b >
Header
Purchase Order: PODOOZ54 Supplier: 50010001 Ship-To: 9000
Supplier Ship To
South Coast Metal Supply Yo Yo Supplies
1445 Juarez
El Condido CA 97666 Carpinteria CA 93013
United States of America United States of America
Details
Order Date: 8.-’5.?2008 V: Price Thl: Confirming: ¥ Imp/Exp:
Due Date:| 5/5/2008 bl Disc Thl: Currency: USD O Language: -
Buyer: DFD e Ln Disc: 0.00 Taxable: ¥ pl - e,
I Bill To: 2000 F I Site: Fixed Price: ¥ consign:
Sales/Job: 3 Business: Credit Terms: 2/10-30 0.00
Contract: Entered By: mfg
Contact: | Steve Furgison] Requested By:
Remarks: Comments: ¥

The supplier uses the following data in billing your company.

Bill-To. The address to which your supplier sends the invoice. This value defaults from

Purchasing Control.

Credit Terms. Enter the credit terms code that applies to this order. Credit terms default from

the supplier address.

Credit terms are used to calculate the due date and any discount dates for early payment. You
To set up a new credit terms code, use Credit Terms Maintenance (2.19.1).

Line Discount. Enter the discount percentage for this order. This percentage represents the

discount normally offered by this supplier, usually in addition to quantity discounts on

individual items. Line discount defaults from the supplier address, if specified in Supplier

Maintenance (2.3.1).
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Item Prices (POs with Price List)
|Purchasa Order Maintenance Z|
# GoTo = Action =
Lines | Trailes
[> » LineDetails > >
Toaden DQFQUITS from
Purchase Order: PO00DZ54 Supplier: 50010001 Ln Format S/M: DlSCOUhTS 1
Tyioe Price List
Lines forSupplier
Ln Site Req Itern Number Qty Ordered UM Unit Cost Disgis
1 110 RQ100021 mermo 1.0 I 1.00 I DefOUHS ]crom
Line Details Price List
Code for
Qty Received: 0.0 Due Date: 9/5/2008 v CRT Int: 0.80 Sy iy
Qty to Rel: 0.0 Pur Acct: | 5100 pp
Single Lot: Performance Date: M Business: I
Location: DC001 Need Date: 6/25/2008 v Type: M
Revision: Sales/Job: Taxable: v )
Status: Fixed Price: ¥ Inspect Req: Crrmnts: ¥
Supplier Item: [pe)| UM Conversion:  1.00000000
Manufacturer: Stock UM Quantity: 1.0
Description: | Item Mot In Inventory Update Avg/Last Cost: V'
Extended Net Cost: 1,00

On purchase orders, item pricing depends on a number of factors, such as the order currency,
effective date, and the item quantity. Pricing also depends on if you specify a price list on the order
and on the type of price list specified.

Price Lists

A price list defaults to new orders if it is part of the supplier record in Supplier Maintenance
(2.3.2).

A list type price list determines default line item prices. A discount type price list determines
whether each line item is subject to discounts, such as quantity breaks and markups. Both types of
price lists are set up using Price List Maintenance (1.10.1.1). You can view the price lists set up in
the database by doing a look-up browse.

Using list type price lists, you can specify maximum and minimum prices for each inventory item,
and phase in price changes by entering effectivity dates. Discount type price lists can control
pricing issues such as the discount portion of line item pricing, whether the item price is based on
a price list or on the item master.

Price lists can use the company base currency or any other currency. The system recalculates
prices based on price lists only when the line item is added, not when it is changed.
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Pricing on POs Without a Price List

Item Prices (POs Without Price List)

‘Purchase Order Maintenance ?‘\'|

W GoTo ~ Action -

Lines | Traler
[+ Lie B LineDetail b >
Header
Purchase Order: POOD0254 Supplier: 50010001 Ln Format S/M:
Lines
Ln Site Req Itern Mumber Qty Ordered UM Unit Cost Disc%
1 110 RQLO0021 memo 1.0 1.00 0.00%

»

Line Details

Qty Received: 0.0 Due Date:| 9/5/2008 v CRT Int: 0.0

Gty to Rel: 0.0 Pur Acct: 5100

Single Lot: Performance Date:, ™ Business:
Location:| DCOOL Need Date:| 6/2b/2008 v Type: M
Revision: Sales/Job: Taxable: ¥ Pl F
Status: Fixed Price: ¥ Inspect Req: Crmts: ¥

Default ltem Price From When
Supplier Quote Supplier tem Maintenance Supplier guote exists
tem-Site GL Material Cost tem-Site Cost Mainternance [term-site cost exists
[term Maoster GL Material Cost - term Maoster Maintenance [tem master cost exists

On orders without a price list, QAD SE checks several records to arrive at an item price.

The system first checks to see if a quote has been recorded for the item, supplier, order quantity,
and unit of measure. If none exists, the system determines the unit cost of an item to be one of the
following:

- Supplier item price, if one exists
- Item master general ledger (GL) cost, if one exists
- Requisition cost
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GL Sites and Entities

GL Sites and Entities

[ -
‘Purchase Order Maintenance = l

Purchase Order Maintenance *

# GoTo = Action =
o GoTo - Action =

Header | Li
eades | Lines 2 Header | Lines | Trailer
> B Details > b > » |[> T >

I LineDetails
Header

Header

Purchase Order: 0522084 Supplier: 00050000 :
Purchase Order; POO00Z54 Supplier: 50010001
Supplier sh
Lines
American Steel Company Lo
123 Blue Mound Road 121
Ln Site Req Itern Mumber Gty Ord
U 110 RQ100021 1.0
Waukesha WI 53186 2 RN
United States = -
Line Details
Order Date:|S/22/2008 | Price Thi: Qo Rel00 .
Due Date:| 5/22/2008 & Disc Thi: Je) Single Lot ) Performance Date:!i
. jon:| DCO01 1| B/25/2008 |
Bufer: ye) s g 0.00 Lacation F Meed Date:| 6/25/2008 %
Bill To: | 10000 ) | site: 110 5] | Revisien: S3lenge:
i Fixed Price: |V
Sales/Jo Trailer Information E]
Contrag Revision: 0 Amount Prepaid: 0.00
Contat Print PO: Status:
Remark DLEO: Close Date! o
AP Account: 2100 FOB:
Deliver To: Ship Via: UPS

In QAD SE, each purchase order is associated with a site (for example, inventory receiving site or
warehouse) for inventory reporting. In turn, each site is assigned to an entity for financial and tax
reporting.

GL transactions for sites are posted to the entity for the site. During AP vouchering, GL
transactions for AP and taxes are posted to the site (entity) identified in the PO header. If you do
not enter a site in the header, you must manually enter a site for each line item, and AP and taxes
are posted to the default entity specified in Domain/Account Control (36.1).

However, individual line items can be shipped to multiple sites that may or may not be assigned to
the same entity as the header site. Therefore, PO receipts are posted to the entity for the line item
site.

Whenever line items are shipped to sites assigned to different entities, QAD SE creates
intercompany transactions. If a PO header site is specified, intercompany transactions are created
during PO receipt for the inventory intercompany account. If a PO header site is not specified,
intercompany transactions are created during AP vouchering for the AP intercompany account.

If your company requires all AP reporting to be done by the same entity, make sure that purchase
orders reference only sites linked to the same entity.
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GL Accounts, Sub-Accounts, and Cost Centers
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Purchase Order Maintenance * |

GL Accounts, Sub-Accounts, and Cost Centers

Status:
Supplier Itern:
Manufacturer:

Description: | ltem Not In Inventory

Fixed Price: ¥

=

® GoTo - Ackion -
Lines | Traier
[» B LineDetails > >
Header
Purchase Order: PODD0Z54 Supplier: 50010001 Ln Format S/M:
Lines
Ln Site Req Item Mumber Qty Ordered UM Unit Cost Disc%
1 110 RQ100021 memo 1.0 1.00 0.00%
Line Details
Qty Received: 0.0 Due Date;| 9/5/2008 & CRT Int: 0,00
Oty to Rel: 0.0 Pur Acct: 5100 3
Single Lot: Performance Date: i Business:
Location:| DCO01 Need Date:| 6/25/2008 % Type: M
Revision; Sales/Job: Taxable: ¥ 2]

Crnrits: ¥
1.00000000

Inspect Req:
UM Conversion:

Stock UM Quantity: 1.0

Update Avg/Last Cost: ¥

Extended Net Cost: 1.00

In addition to being identified by entity and site, purchasing and AP transactions are always posted
to specific GL accounts. Based on how your company sets up its database, the system can post
transactions to sub-accounts and cost centers. Generally, accounts are used for entity or company-
level reporting, sub-accounts are used for divisional reporting, and cost centers are used for
departmental reporting. In an account field, you can usually designate a sub-account and cost
center, although these two fields are not always labeled on the screen.

Purchase orders do not create GL entries until PO receipt, but the receipt and subsequent

vouchering use accounts maintained in the purchase order for memo items or the product line for

most inventory items.

Pur Acct. Usage and origin varies depending on the kind of PO line item.

Non-inventory (memo) items: Used as a debit account in PO Receipts. PO receipts debit the
Pur Acct and credit Expensed Item Receipts. The account defaults from the requisition if one
exists, or the supplier record if it does not.

Inventory items (PO type = blank): Not used. In Purchase Order Receipts (5.13.1), the debit
account is the inventory account for the item’s product line.

Inventory items (PO type = memo): Used as the debit account in Purchase Order Receipts
(5.13.1). If an inventory item is purchased as a memo item, the Pur Acct defaults from the
product line Purchases account.
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AP Acct. Defaults from Supplier Maintenance (2.3.1). Appears on the purchase order, but the
system does not create GL entries for this account until the PO is vouchered in Accounts
Payable.

Project. Optional, you can use it to track orders or individual line items purchased to support
specific company activities. The project in the order header displays as the default for line
items, but can be changed for individual lines. If a PO is associated with a project, any GL
transactions created for the order also reference the project code. Project codes are set up in
Project Code Maintenance (25.3.11).

The exact GL entries created vary by PO line item type—inventory items, subcontract items, or
expensed (memo).
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Purchase Order Line Types

Purchase Order Line Types

Line ltem Type |lInventory | GLEntries at Receipt Receiver?
Effect
Irventony Blank | Yes DR Inventory Yes
Subcontract S MNo DR Cost of Production Yes
(Mo Work CR PO Recesipts
Crder)
S MNo DR Cost of Production Yes

(Mo Work CR PO Recesipts
COrder)

DR WIP

CR Cost of Production
Expensed A Mo DR Expensed Recesipts Yes
(Memo) CR Expersed ltem

Receipts

Purchase order line items are categorized by type. When a purchase order is entered, the correct
type code must be entered on each line. The type determines whether the receipt affects inventory
and which GL transactions are created.

The normal type of purchase order is an inventory purchase. On these, Type is left blank. When the
items are received, they are put into inventory and a purchase accrual is posted. Both the purchase
accrual (PO receipts) and inventory accounts come from the product line of the purchased item.

Sometimes, you enter a subcontract PO to purchase outside assistance for manufacturing. Specific
work order operations can also be subcontracted out to a supplier. On subcontract lines, reset the
type to Subcontract. When the processed items are received for a work order, they do not go into
inventory; instead, they go into work in process at the next operation. The WIP account defaults
from the work order.

When you enter PO lines for non-inventory items (expenses and assets), the system automatically
flags these as type Memo. These lines do not affect inventory. The expensed purchases account on
the PO line item is the default debit account, but you can change it to another expense or asset
account.

Ensure that regular inventory purchases are entered correctly. If a type code is accidentally entered
on an inventory purchase, the PO does not update inventory or create the right GL accrual entry.
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PO Receipts
Purchase Order Receipts * |
M GoTo v Action
Order: 0522084 Supplier: 00050000 Status: Packing Slip:
Ln Itemn Mumber UM Gty Open UM Receipt Oty UM  Business Cue Date P
1 £z-100 EA 100 EA 0.0 EA 5/22/2008
Line: 1 P2 Unit of Measure: Site: Los:
Guantity: 10 Lot/Ser:
Packing Qty: QP Reference:
Cancel B/O; Supplier Lot:
Itern Mumber: Multi Entry: Chg Attribute:
Supplier Ttem: Crnrmts:

The last step in the purchasing life cycle occurs when you receive the purchased items at your
location. At that time, a purchase order receipt is recorded in Purchase Order Receipts (5.13.1)
and, optionally, printed. When a receipt is recorded, several things happen:

1

Before a receipt is accepted, the receipt quantity is checked against over-shipment tolerances
and rejected if the receipt quantity or cost exceeds tolerance. The over-shipment tolerance
percentage and cost are specified in Purchasing Control.

Receipts automatically update inventory (or WIP) and create the appropriate GL transactions
based on the PO line item type (inventory, subcontract, memo).

Receivers are automatically created to record the quantity received and purchase cost. You can
print and manually route these to Accounts Payable for matching.

If the line item is completely received, or the backorder is canceled, the line item status is
changed to Closed or X (canceled). This step prevents further receipts against this line item.
Open lines have a status of blank.

When all of the line items are closed or canceled, the purchase order is marked as Closed.
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Purchase Price Variance

Purchase Price Variance

Purchase Order Maintenance X

® GoTo = Adtion =
Lines | Traler
> B LineDetaik > L

Header

Purchase O

PPY = ((Total FL Cost — This Level Overhead) — PO Cost * Quantity Received
Unes PPV = [(2.50 —0.00) — 2.75) * 100

Ln Site Req Itermn Number Qty Ordered uN  Unit Cost Disc%

1 10000 0300002 100.0 Bed 235 0.00%

mem Cost Maintenance X
Line Details

WGl Acton »
Qty Recaived: 0.0 i

Qty to Rel: 0.0
Single Lot Item Number: 0300002

escripbion: Filter, R
Location: i Unit of Measure: EA

Revision:

Totals
Status:

Supplier Ttem: Totals: 250 000 2.50 o4/26/07

f H
s achd GL Cost Data (Site: 20000 f Set: Standard}

This Level Lower Lavel Tatal Pri  Category A
Material 250 0.00 250 Material
Labar 0.00 0.00 0.00 Labor
Burden 0.00 0.00 0.00 Burden
Overhead 0.00 0.00 0,00 Owerhead
Subcontr 0.00 0.00 0.00 Subcantr

PPV = [(total GL cost-this level overhead) — PO cost] * gquantity received
PPY = [[2.80 - 0.00) = 2.75] * 100

At PO receipt, a variance is calculated that is later reflected in AP reporting: purchase price
variance (PPV).

PPV is calculated when the item’s PO cost does not match its standard cost (GL unit cost) in the
item master. The formula for PPV is:

PPV = [(Total GL Cost — This-Level Overhead) — PO Cost] x Qty Received

In the example in the slide, you purchase 100 units of an item whose PO unit cost is $2.75. The
item’s total GL cost is only $2.50. We assume there is no overhead.

At PO receipt, the system debits Inventory for the item’s GL cost minus overhead and credits PO
Receipts for the item’s PO cost. Since the two costs are different, QAD SE creates a balancing
entry for the PPV account.

So, in the example, the GL entries are:

DR Inventory $275 (Qty Received of 100 x $2.75)
CR PO Receipts $275
DR PPV $25

Another example of calculating a PPV is when a supplier assesses tax on a normally non-taxable
item. For that PO receipt, excess tax is posted to PPV.

Note The Purchase Receipts report shows PPVs (PO-Std Var column).
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Correcting Receivers

Correcting Receivers

Receiver #1 Receiver #2 Recelver #3

Wrong Reverse Erter
GQuantity CTGO%GQO Criginal Corrected
Received i Recesipt Qty Receipt

Ln 1T Qty =100, _ _
s BET0 Ln 1 Qty =-100 Ln1 Qty =10
M QAD

Since you cannot modify a receiver directly, note the following methods for adjusting receiver
guantities and currency amounts.

For example, on a PO line item for a quantity of 100, you might receive a partial shipment of 10. If
you accidentally entered the receipt quantity as 100 instead of 10, you could adjust inventory
directly. However, that would not create a receiver in accounting or adjust the PO. To correct this,
most companies enter one receiver line for =100 to reverse out the incorrect quantity, then enter a
new receiver for the correct quantity, 10. This step updates purchasing history and corrects the
accrual amount. It also updates the PO, increasing the quantity open by 90.

When the receiver has been corrected and a new receiver entered, you can delete the incorrect
receivers using Uninvoiced Receipt Delete/Archive (28.22). (If you need an audit trail, however,
you can preserve and voucher all three receivers.

Note If the order has been closed or canceled, you must reopen it in Purchase Order Maintenance
(5.7) before you can process the correction.
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PO Returns

PO Returns

Enter
Negative PO

Receive
Negative PO

Origina
PO
dvailable?

Items
Returned
to Supplier

Receiver Updates:

« Original PO

¢ PO History

s Inventory

¢ Accounts Payable
» General Ledger

Enter PO
Return

A return is different than a correction. Usually, returns involve defective merchandise and you
want to handle these separately. Returns to suppliers are processed in Purchase Order Returns
(5.13.7). The purchase order does not have to be open for a return to be processed. The return
transaction reverses the inventory and GL effects of the receipt, if any.

Returns create receivers for matching in Accounts Payable, just as negative receipts do. This
process ensures that you do not pay for items that you sent back if the original receivers were
already vouchered. You can track these negative receipts by reviewing the Purchase Receipt report
(5.13.5) with Non-Vouchered Only set to Yes.

You can only process a return to a supplier against a valid purchase order. If the purchase order has
been deleted, you cannot process the return against it. Instead, enter a new purchase order with
negative order quantities and receive these negative quantities. Ensure that costs are entered
correctly because they are passed on to Accounts Payable.

Whenever returns involve defective items that will be replaced, the Return for Replacement option
should be set to Yes. QAD SE automatically adds a new line for the returned quantity to update the
original PO; this process ensures that the quantity on the order, MRP, and transaction history are
updated. When you voucher the supplier invoice in AP, the returned quantity appears in the
receiver window as a negative quantity offset against the original.
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Exercise 11: Purchase Orders, Receipts and Returns

Enter Purchase Orders

In this activity, you enter a purchase order to see how GL account codes and types are used. In the
following activities, you will receive and voucher this PO.

Purchase Order Maintenance

1

In Purchase Order Maintenance (5.7), enter a purchase order (press Next for the next PO
number). Use supplier 500. Accept the defaults for the rest of the header screen, and press
Next until you reach the line item entry screen.

Line: 1

Site: Train
Req: blank
Item Number: 12-4020
Quantity: 200
Unit Cost: 5.00
Update Avg/Last Cost: No

When you enter each line item, you see a warning message on requisition approval codes. This
is a security feature to alert you that no approved requisition was referenced for the item. In
this activity, you can ignore the message; note that you can set the Apprvd Regs for POs field
in Sales Order Control (7.1.24) to Yes to prevent the system from accepting an unapproved PO
line.

Line: 2

Site: Train
Req: blank
Item Number: 12-4100
Quantity: 100
Unit Cost: 2.30
Update Avg/Last Cost: Yes

Notice that the unit cost on each line item defaulted to the standard cost. On the second line
item, you did not change this cost, and on the first you changed it. (The cost you entered on the
first line item was much higher than the standard cost. Remember this later when you review
purchase price variance calculations.)

After entering both line items, click End Lines, then Trailer. The trailer screen displays the
order total.

Purchase Order Maintenance

3

In Purchase Order Maintenance (5.7), enter another purchase order (press Next for the next
number). Use the miscellaneous supplier 99999999. Accept the defaults for the rest of the
header screen. Press Next until you reach the line item entry screen.

Enter the following line items:
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Line: 1
Site: Train
Item Number: paper
Qt: 100
UM: EA
Unit Cost: 5.00

Since this item is not in the item master, the system displays a default description, Item Not In
Inventory, which you can override. In QAD Enterprise Applications, non-inventory items are
assigned an item type of Memo.

Purchase Order Print

5 In Purchase Order Print (5.10), print a formal copy of both of your purchase orders; they will
be used later.

Purchase Order Commitment Report

Another useful report is the Purchase Order Commitment report (5.9.4). This report shows you all
outstanding purchase orders and your projected cash requirements.

6  Print this report for all suppliers, setting Memo Items to Yes.

Purchase Order Receipts and Returns

In this activity, you will receive the purchase orders you created in the previous activity. You will
also process a return for some of the items.

Purchase Order Receipts

1 InPurchase Order Receipts (5.13.1), process a receipt for the first purchase order.
2 Leave the receiver number blank and the system will assign one later.

3 Set Receive All to No. Receive all 200 units of item 12-4020, but receive only 90 of item 12-
4100. Do not cancel the backorder.

Purchase Receipt Document Print

4 In Purchase Receipt Document Print (5.13.2), print the receiving documents for the PO. Keep
these to refer to later.

Purchase Order Returns

Some of the units you received are defective.

5 In Purchase Order Returns (5.13.7), process a return for 5 units of item 12-4100. Ship-From
Site Train. Set Comments to Yes. When you press Next, you see a screen in which you can
record in detail why the goods were returned. You can print this detail later on the return
document.
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Purchase Order Receipts

6 In Purchase Order Receipts (5.13.1), process a receipt for the second purchase order. Receive
100 units of paper. You do not have to print a receiver for this PO.

Unposted Transaction Register

7 In Unposted Transaction Register (25.13.14), print out the GL unposted transaction report and
review the journal entries that were created. (Include only IC-type transactions with an
effective date of today.)

What amounts were posted to inventory? Accrued purchases? Purchase price variance? What
GL transaction was created by the receipt of the second purchase order?

The following page shows the transactions created by the receipts and the return.

Analysis of Activity 11.2 Transactions

Receipt of Item 12-4020 1500 (Inventory) 2200 (PO Receipts) 5000 (PPV)
Receipt Qty = 200 660.00 660.00 340.00
PO Unit Cost =5.00 340.00

GL Unit Cost=3.30

PPV per Unit=1.70
Receipt of Item 12-4100 1500 (Inventory) 2200 (PO Receipts)

Receipt Qty = 90 207.00 207.00

PO Unit Cost =2.30

GL Unit Cost = 2.30
Return of Item 12-4100 2200 (PO Receipts) 1500 (Inventory)

11.50 11.50

Return Qty =5

GL Unit Cost = 2.30

Receipt of Paper 5100 (Purchases, Exp.) 2250 (Expensed Item Receipts)
Receipt Qty = 100 500.00 500.00

PO Unit Cost = 5.00
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup 5. Accounts Payable
Multinational Setup Payments
(Optional) 4. 1099-MISC Reporting
Accounts Receivable ) {Cptlendl
Data Setup |5 AP D.rqf’r Management
Invoicin Optichd)
. g . Multinational AP (Optional)

Debit/Credit Memos

] General Ledger Setup
Accounts Receivable
P i General Ledger

SRR Transactions

Drc:lf’r.Monclgemen’r General Ledger Reports
(Optional)

Multiple Entities [Optional)
Multinational AR (Optional)

Purchasing/AP Data Setup - Currency Dependent
Purchasing Rounding

This chapter describes how invoices for purchased items are recorded on AP vouchers.

Multinational GL (Optional)

Vouchers are documents that control approval to pay cash to a supplier. Vouchers convey this
authority and record all relevant data about the liability and details of its payment.

Vouchering ensures that invoiced amounts are reviewed and authorized before they are paid. On
inventory items, vouchers also detects discrepancies between an item’s invoiced cost and the PO
cost, and between the item’s invoiced and received quantities.
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Accounts Payable Control

Accounts Payable Control File

fccounts Payable Control ‘

M GoTo - Action

Next Batch: 1067
Next Woucher: 1057
Mext Journal: 45
Voucher Open Qty/amt:
AP Summarization Level: 1
Ship-Tao:| 10000000
Default Bank: A
Check Form: 1
Exchange Tolerance: 0.00
ERS Packing Slip Error: /¥
ERS Update GL Avg Cost:/V
ERS Woucher Date Option: 0

Enter Youchers Confirmed: ¥
Release Recur YOs Confirmed:
Use Payment In Process Acct:
Use Expensed Itern Yar dccts: v Multi-entity Payments:
External Woucher References Allowed:

Use Assigned-To Field:

< |9

Use Draft Management:

Allow Modification to Supplier: ¥

Accounts Payable Control (28.24) provides default information for AP voucher and check
processing functions. The control program should be initialized before you begin to use AP
functions. In most instances, you can override the control program values during transaction entry.

Next Batch. Each group of vouchers and payments created at the same time is automatically
assigned a batch number. You can use the batch number to select groups of transactions to
appear on reports. You do not have to know the batch number to modify a transaction—you
can simply leave the batch number blank.

Next Voucher. The next voucher reference number. Accounts Payable vouchers and recurring
vouchers are identified by a voucher Reference number. This number helps select specific
information for reporting and update functions. If Reference is left blank, the system assigns
the next number; it also increments the Next Voucher number in Accounts Payable Control.

Next Journal. The next number to use when a general ledger journal transaction is created by
the system.

All Accounts Payable functions create general ledger journal transactions with a journal
reference beginning AP, then the date in year/month/day format, and a six-digit sequential
number. This number is defined here and incremented automatically by the system.

Voucher Open; Qty/Amt Voucher Open Qty/Amt. Can be used to speed up voucher entry if
your suppliers normally consolidate PO receipts on one invoice. If Yes, when you voucher a
PO, the system automatically sets the invoice quantity to the receipt quantity and marks all
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receiver lines as vouchered. If your suppliers normally invoice separately by shipment, set this
to No. Otherwise, if someone overlooks a discrepancy between the invoice and receipt
guantities and processes the voucher, all receivers are marked as closed and a large variance is
booked.

AP Summarization. Determines the level of detailed information for AP transactions.

Level 1 created detailed transactions by entity, account, sub-account, cost center, and project,
with one distribution line for each AP transaction.

Level 2 creates AP transactions summarized by batch, account, sub-account, cost center, and
project.

Level 3 creates detailed individual AP transactions with separate GL references for each
document.

Ship-To. The normal company ship-to address. This code must be predefined in Company
Address Maintenance (2.12).

This code only operates when a voucher is entered that does not reference a purchase order
number. The default ship-to address code displays on the Voucher Maintenance (28.1) screen
and can be changed by the operator. (If a purchase order is referenced, the ship-to address code
from the purchase order displays.)

Default Bank. Specify the default bank code for all new supplier records in Supplier
Maintenance.

Check Form. Specify the default check form for processing automatic checks. Printed checks
use form 1 or 2; electronic funds transfers use 3 or 4; drafts use 5, 6, or 7.

Exchange Tolerance. Specify the maximum difference allowed between the amount owed and
the amount paid. Applies only to payments processed in a currency different from the voucher
currency.

Enter Vouchers Confirmed. Enter No if vouchers are normally entered unconfirmed pending
managerial approval. No GL entries are created until the voucher is confirmed.

Release Recur VOs Confirmed. Recurring vouchers are templates used to create vouchers for
recurring amounts such as rent. If vouchers created from the template recurring voucher are to
be created confirmed, set this field to Yes. Recurring vouchers are discussed in more detail in
Lesson 12.

Use Payment in Process Acct. This field indicates whether payments are to post to the cash
account or the payment in process account. (In the US, payments in process can be referred to
as Cash In Transit.)

Payment in Process is primarily used in Europe. If you set the field to Yes, payments credit the
bank’s payment in process account instead of the cash account. When these payments are
reconciled, payment in process is debited and cash is credited.

Use Expensed Item Var Accts. This field determines whether Accounts Payable rate and
usage variances for non-inventory items are posted to expensed item variance accounts or to
the expensed item receipts account.

External Voucher References Allowed. This field determines the numbering system and level
of user flexibility in entering voucher numbers. If the field is set to Yes, you can manually
enter voucher numbers in Voucher Maintenance.
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Setting the field to No improves security by preventing manual entries. QAD SE generates
continuous voucher numbers by incrementing the Next Voucher number.

Use Assigned-To. This field determines whether Assigned-To is a required field in Voucher
Maintenance. You can use this field to assign vouchers to employees for approval and then
track vouchers by employee using the Voucher Register by Assigned-To report (28.3.2).

Use Draft Management. Activates draft-related fields while you are processing AP payments.
To use the draft form of voucher payment, this field must be set to Yes.

Multi-Entity Payments. Indicates whether accounts payable payments against a voucher can be
made by banks at other entities.

ERS Packing Slip Error. When set to Yes, this ERS Processor prints an error for all lines on a
Purchase Order eligible for ERS processing where the packing slip was left blank during
receiving.

Update GL Average Cost. When set to Yes, the average cost of items is updated during a run
of the ERS Processor and average costing is being use. When set to No, the average cost of
items is not updated.

Voucher Date Option. Indicates the date to use for the voucher date in ERS Processing.
0 - receipt date of the receiver is used as voucher date.
1 - shipment date of the receiver is used as the voucher date.
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Accounts Payable Implementation

AP Implementation

Enter/Verify:

Domain/Account Control File
Tax Codes and Rates

Credit Terms

Suppliers and Remit Tos
Company Address

Currencies and Exchange Rates
Banks
Control Files

Enter Opening Delete
Balances and Unposted

Verify Aging Transcactions

Earlier in this course, we saw how Purchasing and Accounts Payable functions interrelate and how
to match vouchers against POs and record vouchers for miscellaneous items.

The other use of vouchers, as noted earlier, is to record opening supplier balances.

As shown in the above slide, the starting point for AP is to set up and verify the basic information
in the system. This includes checking Domain/Account Control to ensure that the correct account
defaults are set up, verifying tax codes and rates, checking credit terms, entering your company
shipping addresses and supplier addresses, setting up banks; and initializing control program
values.

When you have finished the AP setup tasks, the implementation process should include the
following steps:

1 Print an AP aging report from your existing system.

2 In Voucher Maintenance (28.1), record open invoices and credits in detail or just enter open
balances by period. Enter the invoice number from your existing system as the voucher
number. Make sure you enter correct invoice dates and terms.

3 Print and verify supplier balances using QAD SE’s AP aging reports. Make any corrections.

4 Delete the unposted GL-AP transactions. These transactions were already recorded in your
general ledger when you entered the AP account balances.
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5 If you have been using the Purchasing module, delete any outstanding receivers that have been
invoiced and are included in these supplier balances. Use Uninvoiced Receipt Delete/Archive
(28.22).
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Voucher Processing Flow

Voucher Processing Flow

Maintain Vouchersfor:

= Supplier invoices
Credit returns
Rebates and discounts
Loading supplier balonces
Prepayments
Miscelloneous expenses
Recurring vouchers

:( Confirm }

1 L Youcher

Run AP
Reports

M QAD

Typically, vouchers are recorded when supplier invoices arrive and after items have been received
so the system can compare the PO, receiver, and invoice.

When you enter a voucher that references a purchase order, the voucher is validated against the
original PO and receipt. You can specify multiple POs, provided that all POs on a voucher have the
same supplier, currency, exchange rate, and exchange rate status (fixed or non-fixed).

However, you can also record vouchers in the absence of an invoice or PO receipt. You can enter
vouchers directly to record miscellaneous expense, such as utilities, commissions payable, or
expense checks; prepayments; or supplier credits, such as returns. For cyclical payables with fixed
amounts, such as rent, you can periodically generate a voucher from a template called a recurring
voucher. During implementation, you can use vouchers to initialize supplier balances.

Initially, you can record the voucher as either confirmed or unconfirmed, but you must confirm it
before you can select it for payment. You can confirm vouchers either automatically or manually.
The system does not create GL transactions until the voucher is confirmed.

A voucher system requires you to prepare a voucher for each expenditure. This is your method of
controlling and approving these expenditures. You should confirm a voucher only after the
expenditure has been approved.

You can pay a voucher immediately or at a later date, depending upon the circumstances and
payment terms. Only in unusual situations would you ever issue a check that is not specifically
related to a voucher.
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Vouchers

Vouchers

VoucherHeader
IMultiple POs from same supelier
T, credlit terms, etc. for entire payment
Autoselectreceivers fo pay

Receiver Automatic Selection (Auto Select = Yes)
Selectby receipt date, packingslio, etfc.

Receiver Selection Maintenance [Auto Select = Yes)
Tagreceivers with asterisk (%)

Receiver Matching Maintenance
Invoiced gquantities and costs matched
against receiver quantities andinvoice costs
Wariconces calculated and displayed

VoucherTax/Distribution Screens
GlLjournal entries for line iterms and taxes
Tax distribution screen only for faxale amounts

VoucherTrailer
Hold amount
Employeewho confirmed voucher
Employee assigned to pay voucher

Voucher Maintenance (28.1) is comprised of the following screens, where you can enter general
information about the transaction, match invoices against receivers, and record or change
distribution amounts:

- The introductory screen, sometimes called the header.
- The Receiver Auto Selection screen, displayed when the Auto Select field is set to Yes.
« The Receiver Selection screen, displayed when the Auto Select field is set to No.

 The Receiver Matching Detail screen, displayed only if you reference a PO that has been at
least partially received.

« The Distribution screens, where you can modify the GL entries for AP, tax, and other amounts.
- The voucher trailer screen, which displays transaction totals and other information.
You can process vouchers with or without matching them against purchase orders and receipts. For

matching, you can select receivers automatically or manually. If you process vouchers without
matching, you enter distribution amounts for taxes and GL accounts.

When entering vouchers, you should reference the PO number whenever possible. Most voucher
data, such as the supplier addresses, bank, currency, and credit terms is then displayed
automatically. If no PO is recorded, the information defaults from the supplier code. Some settings
(for example, Confirmed and Voucher All) default from Accounts Payable Control (28.24).
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Voucher Maintenance

Voucher Maintenance
|Voucher Maintenance |
W GoTo = Action
Batch: 1059 Control: 0,000 Total: 1,500.000
Youcher
1057 Control: 0.000 Effective: 8/5/2008 ERS:
Total: 0,000 Tax Date: 8/5/2008
Order Supplier; 00050000 American Steel Compa 123 Blue Mound Road
Waukesha Wl
0SZZ08C Remit-To: 00050000 American Steel Compa
Ship-To: 10000 Lowrance
Currency: USD ) Bank: AR 0
Invoice: Account: 2100
Date:| 6/5/2008 Discount Account: 5200
Terms: 2/10-30 pE) Entity: 1000
Prepayment Amount: 0.00
Hold Amount: 0.00 “Youcher Logistics Charges: =
- Non-Disc Amt: 0,00 Include Blank Suppliers: 7
Daybook: SYSTEM Auto Select: [T

Batch. This field is used internally to track vouchers entered at the same time. Leave the field
blank for the system to assign the next number from Accounts Payable Control (28.24).

You do not need to enter a voucher’s batch number in order to view or correct the voucher. If a
batch is not balanced, a warning displays as you leave Voucher Maintenance (28.1). The AP
Batch Report shows unbalanced batches.

Control. The top control total is used to ensure that the sum of all vouchers entered in the batch
is correct. The voucher control total ensures that individual vouchers are entered in balance.
Both are optional but strongly recommended. Note that control totals have no financial
impact—they are used only to verify data entry.

Voucher. Leave the field blank for the system to assign the next number from Accounts
Payable Control. If you find you cannot manually enter a voucher number, it is probably
because the External Voucher References Allowed field is set to No in Accounts Payable
Control.

Order. After entering a purchase order number, press Enter to add another number or press
End to continue to the next frame. You can enter any humber of purchase orders for the same
supplier. However, only the last three numbers entered display on the screen.

Supplier. Enter the supplier with which this payment is associated.
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Effective. Date the voucher should affect the GL. Usually the system date; however, in some
situations you might want to change it (for example, at month-end). Some companies use the
invoice date as the effective date.

Tax Date. The tax date is optional. If you enter a tax date, the system calculates taxes based on
the rate for the ship-to address for the tax effective date, if a rate is defined. If you do not enter
a tax date, the system defaults the tax date and rate on vouchers as follows.

- |f a PO is referenced, the tax date defaults from the PO.

- If a PO is not referenced, the tax date defaults from the voucher effective date.
Remit-To. Supplier’s address for receiving payments. Appears if the supplier has a remit-to
address and cannot be changed. Remit-to addresses are set up in 2.3.13. This is only necessary
if the supplier's remit-to address is different from the address in the PO.
Ship-To. Enter an address code, usually one of your company addresses.
If you specify a purchase order number, this field defaults from the ship-to on the PO.
Otherwise, Ship-To defaults from the Ship-To field in Accounts Payable Control.

Currency. Enter the currency used to pay the voucher. This field defaults to the PO currency or
the supplier currency if no PO is entered. A pop-up window displays the default exchange rate
for the effective date, or you can enter a fixed rate.

Bank. Enter the bank from which you expect to pay this voucher. The bank code and account
number default from Supplier Maintenance.

Invoice. The supplier invoice number associated with this voucher. Although not required,
recording the supplier invoice number lets you look up a voucher if your supplier calls with a
question.

Terms. If a purchase order number is entered on this voucher, the purchase order terms display.
If no purchase order number is entered, the supplier terms display. Used to calculate invoice
discount/due dates.

Disc(ount) Date. The discount date for this voucher. Payments made before this date are
subject to an early payment credit terms discount.

If this date is left blank, the credit terms and invoice date entries are used to calculate it. If
credit terms is left blank, discount date remains blank.

Due Date. If this date is left blank, the credit terms and invoice date entries are used to
calculate it. If credit terms is left blank, due date is set to today’s date.

If you change the credit terms, type a Shift + ? in the date field to force the system recalculate
the date.

Exp(ect) Date. The date you plan to pay this voucher.

Projects cash requirements on cash flow reports based on your payment policies—you can
have a policy of always taking discounts, or always paying 30 days late.

Account. Enter the general ledger (GL) account code used to track accounts payable (AP)
amounts for this supplier.

Discount Account. Enter the general ledger (GL) account code used to track early payment
discounts.
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Entity. Specify the entity to which AP posts. The field defaults to the entity on the PO header
or to the system entity on non-PO vouchers. Each distribution line can reference a different
entity; the system automatically creates balancing entries to the intercompany account.

Remark. General remarks pertaining to the transaction. Becomes the description for the
GL journal entries for the AP and AP Discount accounts. Remarks print on the check stub.

Supp Bk. The supplier bank to use for this voucher. Defaults from the supplier record, if a
supplier bank is referenced there.

Type. Specify an optional code used to classify vouchers by type for reporting (for example, to
track different kinds of cash expenditures). On 1099 reports (US), voucher types are also used
to classify payments. For 1099 tracking, three type codes must be used for rents, royalties, and
non-employee compensation. The voucher type is not related to the supplier type.

Check Form. Specify the check method you expect to use to pay this voucher. This field
defaults to the supplier’s check method.

Check forms 1 or 2 apply for printed checks (form 2 displays the payment amount below the
date)

Check forms 3 or 4 are used for electronic funds transfer (form 3 sends output to a printer;
form 4 sends it to a file)

Check forms 5, 6, or 7 are printed AP draft formats that include a due date and the bank
address.

Separate Check. Specifies whether a voucher should be paid on a separate check.

Auto Select. Determines whether to display the Receiver Automatic Selection Screen, where
you can enter selection criteria to match against multiple receivers.

Prepay Amount. This field displays any amount prepaid on the voucher.

Hold Amount. Reflects any amount in dispute or on hold for some other reason. The voucher
header displays any hold amounts, but you modify the hold amount in the voucher trailer.

Non-Disc Amount. When the terms indicate an early payment discount is available, this
discount normally does not apply to the entire invoice-add-on charges such as freight, duty,
and taxes are not usually discountable. Enter the total of these amounts here; they are deducted
before the discount is calculated.
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Receiver Data

Receiver Data

Woucher #haintenance *

# GoTo - Actian =

.Automatic Selection
Date:| V: To:| ™
External Ref: To:
Internal Ref: - Ta:
Order: To:
Ship-From: To:
Ship-Ta: To:

Itermn Mumber: To:

Receiver Matching Maintenance
S Receiver: E PO Line: o Tax: Date: Busines:
— Itern: Type: Close Line:
Dpen Gty PO Cost: Ext Cpen: 0.00
Inw Oty Inw Cost: Ext Iny: 0.00
Pack Qty! 5L Cost: Ext Rate Var: 0.00

Rcpt Qty: Ext PPW: 0.00 Ext Usage Var: 0.00

If you set the Auto Select field to Yes on the voucher header, the system displays the Receiver
Automatic Selection frame where you can enter a range of receivers for the voucher. You can also
choose the Voucher Open Qty and Select All options in this frame.

Voucher Open Qty. Determines the value of the fields Invoice Qty and Invoice Cost for each
of the retrieved receivers.

Yes: For each receiver the system defaults the uninvoiced receipt quantity to Invoice Qty and
the purchase order net unit cost to Invoice Cost.

No: These fields default to zero.
You can set a default value for this field in Accounts Payable Control (28.24).

Select All. Determines the default status of each receiver displayed in the Receiver Selection

Maintenance frame. If you set the field to Yes, all receivers are selected by default (designated
by an asterisk).

In the Receiver Selection Maintenance frame, you can modify the list of receivers that were
automatically selected or manually select one or more receivers. This frame, however, appears
only if you referenced a PO. After you have selected a group of receivers, you can display the

receivers in the Receiver Matching Detail screen, where you match receiver quantity and
amounts against the invoice.

If you set Auto Select to No, you can manually choose one or more receivers and process them
in the Receiver Matching Detail screen.
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If a voucher has multiple receipts and only some can be matched against the invoice at
voucher entry time, you can enter a partial match. The system automatically creates the GL
entries and you can update the voucher control total when the additional amounts become
available.

Note You can have multiple vouchers per receiver. You can also have multiple receivers (for the
same PO) on the same voucher. If the voucher quantity is less than the receiver quantity, the
system asks if you want to close the receiver. Specify No to keep the receiver open for reference on
another voucher. If you specify Yes, the quantity difference is posted as an AP usage variance.

As you enter information on the invoice quantity, tax status or class, and cost for invoice matching,
both the receipt quantity and PO cost are displayed for verification. After processing all invoiced
receiver line items, press End to exit. The system calculates and displays distribution amounts for
the accrual accounts and variances.
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AP Rate Variance

AP Rate Variance

Woucher Maintenance %

# GoTo - Action =

Voucher: 1053 usD Control: 100,000.00 Total: 100,000.00

Receiver Matching Detail

Receiver Line PO Nbr Itern Mumber Supplier Itemn Invoice Gty

PR10O0244 1 rsspol rssiternl c0.0

AP Rate Variance = (invoice unit cost - PO unit cost) * invoice quantity

Receiver Matching Maintenance

Receiver: PRLO0Z44 0 PO Line: 1 Tax: Date: 8/3/2008 Busines:
Itemn: rssiteml EA Type: Close Line:
Cpen Qty: 50,0 PO Cost: 0,00 Ext Cpen: 0.00
Iny Oty: 50.0 Iny Cost: 2,000.00 Ext Inv: 100,000.00
Pack Qty: 0.0 5L Cost: 10,00 Ext Rate Var: 100,000.00
Rcpt Qty: 50.0 Ext PPV -500.00 Ext Usage Var: 0.00

AP rate variance occurs if there is a discrepancy between an item’s PO cost and its invoice price.

AP rate variances can be caused by a variety of things, the most common being errors made during
PO entry or incorrect quotes received from suppliers. The variance displays in the Receiver
Matching Maintenance frame. The formula is:

AP Rate Variance = (Invoice Unit Cost — PO Unit Cost) x Invoice Qty

Assume that an item’s invoice cost was $3.00 instead of the $5.00 cost of the PO receipt. When the
voucher is recorded, the invoice cost is posted to AP:

CR Accounts Payable 3.00 (x Qty Received of 200)

However, the PO Receipts account must be cleared based on the amount originally posted to it.
The posting is:

DR PO Receipts 5.00 (x Qty Received of 200)
A balancing posting must be made to the AP Rate Variance account:

DR AP Rate Variance -2.00 (x Qty Received of 200)
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AP Usage Variance

AP Usage Variance

‘oucher Maintenance * |

W GoTo = Action =

Voucher: 1053 uso Control: 100,000.00 Total: 100,000.00

Receiver Matching Detail
Receiver Line PO MNbr Itern Number Supplier Item Invoice Qty

PR100244 1 rsspol rssiteml 50.0

AP Usage Variance = (invoice quantity - received quantity) * PO unit cost

Receiver Matching Maintenance

Receiver: PR100244 O PO Line: 1 Tax: Date: 8/3/2008 Busines:
Itemn: rssitemnd EA Type: Close Line:
Dpen Qty: 50.0 PO Cost: 0.00 Ext Open: 0.00
Inv Qty: 50.0 Inv Cost: 2,000.00 Ext Inv: 100,000.00
Pack Qty: 0.0 GL Cost: 10.00 Ext Rate Var: 100,000.00
Recpt Qty: 50.0 Ext PPV: -500.00 Ext Usage Var: 0.00

The Ext Usage Var field displays the total AP usage and rate variance for the receiver.

AP usage variance occurs if there is a discrepancy between an item’s PO receipt quantity and its
invoice quantity. The formula is:

AP Usage Variance = (Invoice Qty — Received Qty) x PO Unit Cost

Suppose the purchase order was for 100 units of an item whose PO cost was $1.00, but you
actually received 100 units and the invoice was for 110. PO Receipts is debited for the quantity
actually received, multiplied by the PO cost:

DR PO Receipts $1.00 (x Qty Received of 100.00)

The AP account is credited for the invoice quantity, multiplied by the invoice cost:
CR Accounts Payable $1.00 (x Qty Invoiced of 110)

The discrepancy is debited to AP Usage Variance:

DR AP Usage Variance $1.00 (x Excess Qty Invoiced of 10)
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Managing Variances

Managing Variances
|Voucher!$td Cost Variance Re,, X
# GoTo - #Action =
Effective:| 8/5/2008
i |VoucherfPOCost\laHanceRe... X|
Supplier: 00040239
Buysr:| DFD o GoTo = Action =
Order; 0522084
Itern Number; 02-0001 Effective:| 8/5/2008 | To:|8/5/2008 v/
Site:| 110 Supplier: 00050014 E] To: 00050004 m
Buyer: DRB Eﬂ To: (1D E
Order: 20061206 [ To: z0061z06 [
Itern Nurnber: 02-0005 To: 02-0010 [pe)
Site: 10000 = To:| 10000 =
Inventory Items: v
Subcontracted Iterms: V'
Memo Items:
Include Returns:
Sort By Item/Buyer;| Item =
Currency:| USD E]
Output:
Batch ID:

Variances can arise because a supplier quote is incorrect. You can review and change these quotes
in Supplier Item Maintenance (1.19).

When an unfavorable variance is calculated during vouchering, QAD SE automatically assumes
that you are disputing the amount with the supplier, and records the variance as a hold amount.
You can also use the Hold Amount field to manually record disputed amounts. You can hold all or
part of an invoice. The system does not select hold amounts for payment.

The Receiver Matching screen in Voucher Maintenance (28.1) also shows the total variances. The
Ext PPV field displays the total variance between the item GL cost and the invoice cost. The Ext
Usage Var field displays the total variance between the item’s PO cost and the invoice cost.

The Voucher/Standard Cost Variance report and the Voucher/PO Cost Variance report (28.17.2) are
very useful when reviewing variances. Use the Voucher/Standard Cost Variance report (28.17.1) to
review GL Variances and Voucher/PO Cost Variance Report to review PO variances.
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GL Distribution

GL Distribution

‘Voucher Maintenance <

4 GoTo - Action =

Batch / Youcher

Batch: 1026 Batch Ctrl: 100,000 Tot: 0,000
Woucher: 1024 usoD Ctrl: 100,00 Total: 0.00

Distribution

Ln Account Sub-Acct CC Business Enty Tax  Description Armount
1 5100 1000 O PURCHASE

The voucher distribution screen displays entries for GL accrual and variance accounts.

Distribution lines are recorded automatically, based on receiver quantities invoiced and invoice
cost. These system-calculated lines are marked as type R. Normally, they post to PO Receipts and
variance accounts. These entries cannot be changed.

You can record additional distribution amounts at this time. Amounts entered include add-on
charges, such as freight, duty, or service charges. On vouchers not related to a PO, you must enter
all distribution amounts. Distribution lines can reference accounts, sub-accounts, cost centers, or
allocation codes.

Allocation codes are useful on expense vouchers, allowing you to post to a group of accounts by
entering one code rather than each account separately. Allocation codes are discussed in more
detail in Chapter 17, “GL Setup,” on page 311. If you do not enter any distribution lines, the
system automatically deletes the voucher.

When GL transactions have been posted, and if the accounting period is still open, you can change
the distribution on a voucher. This process also changes the GL. You cannot change the
distribution if the voucher has been paid. Then, you must decide whether to adjust the GL or create
an adjusting voucher to correct the GL
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Tax Distribution

Tax Distribution

4 GoTo - Ackion =

Batch / Youcher

Batch: 1026 Batch Ctrl: 100,000 Taot: 1,010,000
VYoucher: 1024 uso Ctrl: 100.00 Total: 1,010.00
Distribution
Ln Accoun Ehieirpmiaemat it ey i i 3
Tax Detail Record
1 5100
2 5200 Line: 1 Related Doc: Trnx Amt: 500.00
3 4120 Entity: Tax In: MNon-Taxable Base: 0.00
4 Tax By: v Tax Env: USA Taxable Base: 500.00
Edited: Tax Type: MON-TAX Tax Amount: 0,00
Tax Date: 8/5/2008 Tax Class: Recoverable Tax: 0.00
Tax Rate: 0.00% Tax Usage: MNon-Recover Tax: 0.00
Tax Code: 00000000 Mon-Taxable Default Absorb/Retain: 0.00
Total Tax Amounts
0.00 0.00
0.00 0.00
0.00 0.00
0.00 0.00
0.00

Taxes are calculated automatically and displayed on the tax detail frame of Voucher Maintenance
(28.1).

If taxes are owed, but are not to be paid to the supplier (for example, they are paid to the state),
enter a new distribution line, crediting the tax amount to a tax accrual account. This process
reduces the total amount due to match the invoice amount due. The GL would debit an expense
account for the total amount (invoice and tax) and credit an accrued sales tax account with the tax
amount.

Example

For example, the total of a voucher is $566.96, but only $523.75 is paid to the supplier. You enter
another line of distribution crediting the tax accrual account for $43.21. The voucher total is now
$566.96. The GL shows $566.96 posted to an expense account as a debit and $43.21 posted to the
accrued sales tax account as a credit.

Note Subsequent changes to a voucher do not affect the tax distribution amounts. If there is a
change, you must record it manually.
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Voucher Trailer

Voucher Trailer

Woucher Maintenance

d GoTo - Action =

Batch / Youcher

Batch: 1026 Batch Ctrl: 100,000 Tot: 1,010,000
Voucher: 1024 usD Ctrl: 100.00 Total: 1,010.00

Hold Armount: 36.25
Confirmed:
Assigned-To: | QAD

In the last frame of Voucher Maintenance, you record disputed amounts, identify whether the
voucher is ready for payment, and identify the employee responsible for confirming the voucher.

Hold Amount. Specify an amount on hold for this voucher that should not be paid. Usually an
amount under dispute, such as an incorrect billing amount. Hold amount can be less than or
equal to the voucher total.

The amount marked as on hold cannot be paid until the hold amount is reset to zero. You
cannot select this amount for payment either automatically or manually, and you cannot record
a manual check including this amount, For example, if you enter a voucher for 100 dollars and
enter a hold amount of 20 dollars, the system allows you to select and pay 80 dollars, but not
100.

Confirmed. Indicate whether the voucher is authorized for payment. The value for this field
defaults from the Enter Vouchers Confirmed setting in the control program. No GL
transactions are created until the voucher is confirmed. The Confirmed field displays in the
trailer frame of Voucher Maintenance.

Assigned-To. ldentifies the employee responsible for confirming the voucher. Provides more
efficient voucher tracking capabilities for vouchers entered as unconfirmed. Enter the
employee code for the person responsible for confirming the voucher. The Assigned-To code
must reference an existing record from Employee Maintenance (2.7.1).

To review vouchers assigned to employees, print the Voucher Register by Assigned-To (28.3.2).
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Modifying Vouchers

Modifying Vouchers

If You Change... Result

CreditTerms You must clear Due Date/Disc Date
fields.
Taxable Amounts You must manually update tax lines.

Vouchersin Closed GL | You can only modify header
Periods information, notamounts or accounts.

You can change a voucher any time until it is confirmed and selected for payment, or paid. When
making a change, be aware that:

- If you modify the credit terms on an existing voucher, you must also clear the Due Date and
Disc Date fields (Shift + ?) so that the dates are recalculated automatically; otherwise, you
must change them manually.

- Item current costs are updated when the voucher is confirmed. If you are using average
costing, cost reaverages are updated when the voucher is confirmed. Changes after
confirmation do not update prior cost calculations.

- If the GL period is closed or the period is closed to AP transactions, you can only modify the
voucher header.

- |If distribution amounts for taxable lines are modified, the tax lines are not automatically
recalculated; you must update them manually.
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Voucher Confirmation

Voucher Confirmation

_ Automatic
|Voucher Confirmation - Autom... |
W GoTo = Action =
Batch: Manual
Supplier: Woucher Confirmation - Manual * |
Hadchir; ® GoTo - Action v
Type:
\oucher Date:
. Youcher: 1024
Entity: Uk
Assigned-To:
Supplier: 506 ERE Supplier
303 Peachtree Street NE
Effective (Blank
atlanta G
Si
PO Number: PO200222 Recurring Youcher:
Invoice: ps20022z-1 Currency: USD
Mi:
! Date: 4/21/2005 Amount Open: 100,00
Hold Amount: 0.00
Confirmed: ¥
Effective: 4/21/2005

You can register a voucher prior to receiving the items—on prepayments or for tax reporting
purposes in VAT and Canadian tax environments.

In QAD SE, the best way to handle these situations is to set Enter Vouchers Confirmed to No in
AP Control so that new vouchers are unconfirmed by default. You can then confirm the vouchers
when the goods are received.

You first run Voucher Confirmation - Automatic (28.6) by range of batches, suppliers, or voucher
types. Here, you can override the effective date of the original vouchers. You can run Voucher
Confirmation - Automatic (28.6) twice—once with Confirm set to No to review the report, and
again with Confirm set to Yes when you are sure you have included only the vouchers you want to
confirm.

You can use Voucher Confirmation - Manual (28.7) to confirm only one voucher, to confirm a
recurring voucher, or to reverse a voucher confirmation. Voucher Confirmation - Manual (28.7)
also allows you to place all or part of a voucher amount on hold.

GL transactions are created when the voucher is confirmed. AP supplier balances are also updated.

Both voucher confirmation functions should be password-protected. In Voucher Confirmation -
Manual (28.7), the Hold Amt field should also be password-protected.

If a voucher was entered as unconfirmed in a GL period that is now closed, you must run an
automatic confirmation to confirm it in the current GL period.
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Recurring Vouchers

Rec Urring Vouchers
[Recurring Voucher Maintenance ’: Templqte
o GoTo ~ Hction =
Release to
Batch: 1024 [
|Recurring Voucher Maintanance * | ReQUIqr
 GoTo Adin - Vouchers !
Reference: 1059 . Regulqr
Supplier: 00040239 Batch: 1024 !\I’uucher Maintenance ¥ v h
 GoTo ~ Action = oucher
Remit-To: 00040239
Interval: M Referenca: 1061
Start: 8/6/2008 Supplier: 00040239 Batch: 1047 Control: 100,000,000 Total: 749.710
Ship-Te: 10000000
Voucher
Order: 20010601 Remit-To: 00040239
Invoice: Interval: M 1062 Control: 100,000,000 Effective: 8/6/2008 ERS:
Bank: A& Starts 8/6/2008 o Total: 0,000 Tax Date: 8/6/2008
lier: I
Cumrency; USD Ship-To: 10000000 Supplier: 00050000 American Steel Compa 123 Blue Mound Road
Waukesh W
Date: | 8/6/2008 Order: 0024658 D b !
Terms:| 30 fnvoicad 052z0ac Remit-To: 00050000 American Steel Compa
s T Ship-Te: 10000 Lowrance
Currency:; USD
Date: 8/6/2008
: o] [an D
Terms: 30 Currency: USD Bank: AA
Irvoice: - Actount: | 2100
Remark:
Date: 8/6/2008 A Discount Account: 5200
Terms: 2/10-30 Entsty: 1000
Disc Date:| /6/2008 v Remark:
Due Date: 8/6/2008 v Supplier Bank: | = Separate Ck:
Expected: 8/6/2008 v Type: Check Form: 1

Recurring vouchers simplify the processing of routine payables with fixed amounts, such as
monthly rent.

Recurring vouchers look like regular vouchers, but they are merely templates; they do not have an
effect until they are confirmed and released to a regular voucher.
Recurring vouchers:

- Cannot be verified against PO receipts.

- Cannot be paid.

- Do not appear on agings.

However, a voucher created by releasing a recurring voucher is just like any other voucher.
Recurring vouchers are recorded in Recurring Voucher Maintenance (28.8.1).
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Recurring Voucher Maintenance

R L] L]
ecurring Voucher Mdaintenance
JRecuang “oucher Maintenance ‘:|
® GoTo - Action =
Batch: 1024 Control: 100,000 Total: 0.000
Reference: 1061 Control: 0,00 Total: 0.00
Supplier: 00040239 Top Motch Supply Company 1234 Main Street
Downers Grove L
Remit-To: 00040239 Top Motch Supply Company
Interval: M Nbr Per Voucher: 1
Start: §/6/2008 Expire Date: §/6/2008 Last Release:
Ship-Tao: 10000000 Mewport, Inc. Canfirmed:
Order: 0024658 Type:
Invoice: Check Form: 1
Bank: Aa O Separate Ck:
Currency: USD Supp Bl Mon-Disc Amt: 0,00
Date: 5/6/2008 Account: 2100
Terms: 30 Discount Account: 5200
Rermark: Entity: 1000

The following fields in Recurring Voucher Maintenance (28.8.1) determine the life span of the
recurring voucher and how often it will be released.

Interval. Enter D (day), W (week), or M (month). The default is month.

Frequency at which amounts associated with the recurring voucher are payable. The Interval
code is used to select recurring vouchers for release.

Nbr Per Voucher. Number of intervals between releases of this voucher. Controls how many
interval periods must pass before a voucher is next released.

Start. First date that regular vouchers can be generated from this recurring voucher. The
default is the system date.

In Recurring Voucher Release, the Start and Expire dates define the time period in which
regular vouchers can be generated from this recurring voucher. Start also determines the
effective date of the first regular voucher.

Expire. Last date that regular vouchers may be generated from this recurring voucher. In
Recurring Voucher Release, the Start and Expire dates define the time period in which regular
vouchers may be generated from this recurring voucher. Start also determines the effective
date of the first regular voucher.

Last Release. The field displays the effective date of the last released voucher.
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The default status of the recurring voucher is determined by the Enter Vouchers Confirmed setting
in Accounts Payable Control. If the recurring voucher is not entered as confirmed, it must be
confirmed.

Periodically, regular vouchers are released from the recurring voucher in Recurring Voucher
Release. These vouchers can also be either confirmed or unconfirmed by default, depending on the
Release Recurr VOs Confirmed setting in Accounts Payable Control. On foreign currency
recurring vouchers, you can use the Use Recurr Exg Rate option to ensure that all released
vouchers take the exchange rate from the recurring voucher.
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Example
Regular
Vouchers
Service Maintain Release Janvary 15
Contract  —Recurring—— Recurring — February 15
Payable Voucher Voucher \

Monthly — |December 15
on the 15th ’_|

Start = January 15

Expire = December 15 Infterval= M
Interval= M

Nbr Per Voucher=1

The slide shows an example of a typical use of recurring vouchers.

For example, your company has a service contract that is always due on the 15th of the month
from January 15 until December 15 of the year.

The first step is to enter the template voucher in Recurring Voucher Maintenance (28.8.1). The
field settings are listed above.

Then, every month, you release the recurring voucher to a regular voucher in Recurring Voucher
Release (28.8.1), specifying an Interval of M (monthly). Interval is mandatory.

If necessary, you can change the released vouchers in Voucher Maintenance (28.1) at any time
until they are confirmed.

Restrictions

When maintaining recurring vouchers, be aware of the following:
= Once confirmed, you cannot change the amount of the recurring voucher.
« The recurring voucher cannot be deleted after the first release.

« After the first release, you cannot change the recurring voucher’s Start date, Interval, or Nbr
Per Voucher; however, you can always change the expiration date.

« The recurring voucher is automatically closed when the last voucher is released. Once closed,
it cannot be changed.
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Exercise 12: AP and Voucher Maintenance

Review AP Control

Before processing vouchers, you must verify the Accounts Payable Control settings. These
settings must be configured correctly to obtain consistent results in later activities.
Accounts Payable Control

1 Review the default values in Accounts Payable Control (28.24). If necessary, change them to
match the following:

Next Batch: 200
Next Voucher: 910000
Next Journal: 1
Voucher Open Qty: No

AP Summarization: 1
Ship-To 10000000
Default Bank: AA
Check Form: 1
Exchange Tolerance: 5%
Enter Vouchers Confirmed: Yes
Release Recur VOs Confirmed: No
Use Payment in Process Account: No
Use Expensed Item Var Accounts: No
External Voucher References Allowed: Yes
Use Assigned-To Field: Yes
Use Draft Management: No
Multi-Entity Payments: No
ERS Packing Slip Error: No
ERS Update GL Avg Cost: No
ERS Voucher Date Option: 0

Voucher Maintenance
In this activity, you will enter a voucher and review the effects on receivers and supplier balances.

Each voucher must have a supplier code. You can either set up the supplier in the supplier file
(2.3.1) or reference a miscellaneous supplier. In the voucher in this activity, use supplier
99999999, a miscellaneous supplier.

Vouchering against a miscellaneous supplier can sometimes save time; however, do not do this if
you are planning to print computer-generated checks, because you need the supplier’s address for
these.
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Voucher Maintenance

1 In Voucher Maintenance (28.1), enter the following voucher. Leave the batch number blank.

Batch: Enter

Control: 500.00

Voucher: Enter

Order: Back

Control: 500.00

Supplier: 99999999

Effective Date: today

Bank: AA

Invoice: 1234

Terms: 0

Remark: Office Supply Store
Press Next until the distribution screen appears.
Distribution

Account Description Amount
8200 Supplies 500.00

Voucher Inquiry

2 In Voucher Inquiry (28.2), review the voucher you just entered. Note the distribution lines and
amount open.

In the next activity, you will learn how to voucher against purchase orders.

Vouchering Against a Purchase Order

In this activity, you will voucher the inventory purchase order you entered for supplier 500 in
Activity 11.1.

Voucher Maintenance

1 InVoucher Maintenance (28.1), enter a voucher for $842.50 for the purchase order for supplier

500.

2 Enter a non-discountable amount of $47.00 for freight.

Batch: Enter

Control: 842.50

\Voucher: Enter

Order: PO number (PO for Supplier 500), Back
Control: 842.50

Supplier: 500.00

Effective Date: today

Terms: 0
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Non-Disc Amount: 47.00
Auto Select: No

3 Inthe next screen, do a lookup browse in the Receiver field to display the receiver lines for the
purchase order.

The pop-up window displays what you actually received: 200 units of 12-4020 at a PO cost of
$3.00 each; 90 units Of 12-4100 at a PO cost of $2.30 each; and -5 units at a PO cost of $2.30.

However, the supplier undercharged you for 12-4020 and forgot to credit you for the 5 units of
12-4100 that you returned. (The supplier also forgot to ship you the remaining 10 units of 12-
4100 you ordered.)

4 Review the distribution lines.

Notice the credit to AP rate variance for line 1, which resulted because the invoice price was
different than the PO price. AP rate variance is calculated as:

(Invoice Unit Cost — PO Unit Cost) x Invoice Qty
($3.00 — $5.00) x 200 = -$400.00
5 Add a non-taxable distribution line for $47.00 for account 4120, freight cost. When you are

done, exit. The control total should balance. (If you get a warning, go back and find and
correct your error.)

Automatically Selecting POs to Voucher (Optional)

You can also select multiple purchase orders for a single voucher and automate much of the
matching process. Since you probably combine payments for several supplier invoices on a single
voucher, using this option should save you time.

To do this optional activity, you must enter and receive at least two purchase orders for the same
supplier. Note the purchase order numbers.

Voucher Maintenance

1 In Voucher Maintenance (28.1), enter a voucher, with or without a control total, for the
supplier.

Enter the PO numbers received prior to this activity.
2 Enter Yes in the Auto Select field; then press Enter.

3 Leave the range fields blank in the Receiver Automatic Selection frame. If you were handling
a large volume of purchase orders, you could enter selection criteria and recall only receivers
in the specified ranges.

4 Set Voucher Open Qty to No and Select All to Yes. Press Enter to recall the receivers and
continue the selection process. Select All determines whether or not the transactions on the
following screen are selected.

The Voucher Open Qty field determines default values for the Inv Qty and Inv Cost fields in
the Receiver Matching Detail screen. Yes = invoice quantity defaults to uninvoiced receipt
quantity; invoice cost defaults to the purchase order net unit cost.
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You can select or deselect individual purchase orders/receivers in the Receiver Matching
Maintenance frame.

The receivers you selected are now displayed in the Receiver Matching Detail frame, where
you can enter data for invoice matching as you did in the last activity.

Tracking Vouchers for Approval (Optional)

You can set up your QAD SE system to require approval for unconfirmed vouchers and track open
vouchers by the employee to whom they are assigned.

This activity assumes you have already set up at least one employee. If not, use Employee
Maintenance to create an employee code. Anyone responsible for authorizing vouchers must be
defined as an employee.

Accounts Payable Control
1 Set the Accounts Payable Control (28.24) to require voucher authorization: Set the Use
Assigned-To field to Yes.

When this field is set to Yes, the system requires you to enter an employee code in the
Assigned-To field for all unconfirmed vouchers. For confirmed vouchers, this field is always
optional.

Voucher Maintenance

2 In Voucher Maintenance (28.1), enter an unconfirmed voucher for any supplier. After you
have entered one or more line items and any required distribution amounts, press Back, change
the confirmed field to No and enter an employee code in the Assigned-To field on the next
frame.

Voucher Register by Assigned-To
3 Generate the Voucher Register by Employee report (28.3.2). Does the voucher you created
appear there?

Enter Opening Balances

In addition to recording invoice data, vouchers are also used to initialize opening supplier balances
during implementation. In this activity, you enter the opening balances for supplier 5022000. Let
the system assign the voucher numbers.

Voucher Maintenance

1 In Voucher Maintenance (28.1), enter the open AP balances for supplier 5022000. You do not
have to enter due and discount dates; the system will calculate them from the credit terms

code.

Batch: Enter

(Batch) Control: 50,875.00

Voucher: leave blank, click Next
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Control: 225.00

Supplier: 5022000

Effective Date: 2 months ago

Bank: AA

Invoice: 1001

Invoice Date: 2 months ago

Terms: 30

Separate Check: Yes

Distribution

Account Description Amount

5100 Purchases (Expensed) 225.00
Hold Amount: 225.00

\Voucher: Enter

Order: blank

Control: 50,000.00

Supplier: 5022000

Effective Date: 1 month ago

Bank: AA

Invoice: 1507

Invoice Date: 1 month ago

Terms: 2/10-30

Distribution

Account Description Amount

5100 Purchases (Expensed) 50,000.00

\Voucher: Enter

Order: blank

Control: 650.00

Supplier: 5022000

Effective Date: today

Bank: AA

Invoice: 2590

Invoice Date: today

Terms: 2/10-30

Distribution

Account Description Amount

5100 Purchases (Expensed) 650.00

243
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AP Aging by Due Date Report

2 Print the AP Aging by Due Date report (28.17.5) for supplier 5022000. Set Deduct Hold
Amounts to Yes.

3 Print the aging again, but include hold amounts (Deduct Hold Amounts= No).
Notice the difference. When would you want to deduct or include these amounts?

AP Aging by Voucher Date Report

4 Print the AP Aging by Voucher Date report (28.17.4) for supplier 5022000. What is the
difference?

AP Aging as of Effective Date

Note The Aging as of Effective Date report (28.17.6) lets you recreate an aging as of a previous
period. To balance with the general ledger, this is the report you want to run. You can enter your
own aging periods (Column Days). You can even enter a negative number in the aging period to
project future cash requirements, or you can use the Cash Management module.

Recurring Vouchers

In this exercise, you will enter a recurring voucher, then create a regular voucher by releasing it.

Recurring Voucher Maintenance

1 In Recurring Voucher Maintenance (28.8.1), enter a recurring voucher for rent.
Voucher Data

Batch: Enter
(Batch) Control 10,000.00
Reference: Enter
Supplier: 5008000
Control: 10,000.00
Interval: M (Monthly)
Nbr per Voucher: 1

Start Date: 01/01/08
Expire Date: 12/01/08
Remark: RENT

Press Enter and accept all the other default information. Ignore the Tax warning message.
Distribution Data

Account Entity Tax Description Amount
8300 T100 N Rent 10,000.00
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Recurring Voucher Release

2 In Recurring Voucher Release (28.8.4), release all vouchers with an Interval of M (monthly).
Set Release Up To to today’s date.

Voucher Inquiry

3 Review the Voucher Inquiry (28.2) for supplier 5008000. Notice that a voucher was created for
this month’s rent, but that it is unconfirmed. Which setting in the control file (28.24)
determined the default status of that voucher?

4 Note the reference number of this month’s rent voucher.

Voucher Confirmation - Manual

5 In Voucher Confirmation - Manual (28.7), confirm the voucher.
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup 3. Accounts Payable
Multinational Setup Payments
(Optional) 1 4. IOQQTMISC Reporting
Accounts Receivable ) {Cptlendl
Data Setup |5 AP D.rqf’r Management
Invoicing Optichd)
. . Multinational AP (Optional)

Debit/Credit Memos

] General Ledger Setup
Accounts Receivable

General Ledger

PSS Transactions
Drc:lf’r.Monclgemen’r General Ledger Reports
(Optional)

Multiple Entities [Optional)
Multinational AR (Optional)

Purchasing/AP Data Setup - Currency Dependent
Purchasing Rounding

This section describes how vouchers are selected for payment and paid, and how payments are
reconciled once they clear the bank, and how you void them. When we have studied all parts of the
AP cycle, we will review the transactions that are passed to the General Ledger module.

Multinational GL (Optional)

The final step in routine AP processing is removing AP history from the system. To preserve
database space, uninvoiced PO receipts and canceled checks should periodically be deleted or
archived.
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Payment Processing Flow

Payment Processing Flow
Pririt Reconcile
Automatic Checks
SeleE) Checks
Print Youchers
Aging For > or
Payrment ‘
Yoid
Checks
Record
Manual
3 Checks |
Rewview Review Youcher
Payrment Payment Recpensd
Selection Register
Register
M QAD

In QAD SE, there are two ways to process payments of confirmed vouchers. The processing flow
varies, depending upon whether the payment is an automatic or manual check. Drafts, a common
form of payment in many countries, can also be processed within this process flow.

Most payments are applied payments made for specific supplier invoices or credits. The system
can select vouchers based on the suppliers or amounts you specify and then print checks. In QAD
SE, these are referred to as automatic checks.

For automatic checks, the processing flow uses automatic payment selection to recommend
vouchers for payment. You can manually adjust the voucher selection as necessary using Payment
Selection - Manual (28.9.5).

Generate the actual payment using Payment - Automatic Checks (28.9.9). Payments are processed
either by generating automatic payments (printed checks or electronic funds transfers) or by
recording hand-written checks, bank fees and transfers, and finance charges as manual checks
using Payment - Manual Checks (28.9.10).

Although the supplier balance is immediately decreased when payments are processed, checks are
not immediately marked as closed. Both the check and original vouchers remain on the system
until the check is reconciled (cleared by the bank). If there is a problem, you can void the check to
reinstate the voucher.
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Aging Reports

Aging Reports
Aging by
AP Aging by Voucher Date Rep... X | Voucher Date
® GoTo = . Acion v .
AP Aging by Due Date Report *| Ag|ﬁg by
Supplier;| 00040239 @ GoTo = | Actien ~ Prot Due Date
Supplier Type: I Used TO
Date; a/sfzuoa. Supplier:| 00040239 [ - Reconcile
Entity:| 901 2 gupplier Type: | AR Aging as of Effective Date AP with 0L
Betersnces; 1000 Due Date:[376/2008 1] | GoTo,= . Adtion = W]
Voucher Typa: Entity:| 901
List Type:
i :/ 1000 -
Aging Date: | € . Bill To: 1001000 2 To:[ 1001000 [T]
g " Voucher Type: —_— - ot
Deduct Hold Amounts: List Types HEsomar 1Ype; g5 o:
g ; Reference: 00010000 [ne) To:
ummary Only: Aging Date:| €
Cravaton Salespersan: HDA = To:
4 Deduct Hold Amounts: ¥ A /1035 = -
Reporting Currency: L Summary Only: B ccount: F 0:
Display Of Sub-Account: 450 m To:
[ i
. urrEney Cost Center: 0301+ To:
Reporting Currency:
1 | Entity: 901 > To:
Column Days 1: Display Open v .
List Type:
Age by Date (Due,Eff,Inv): Due Show Customer PO: ¥
Column Days 1! o b .
Effective Date: 6/6/2008 o Show Payment Detail: ¥
Summary/Detail: Detail - Show Inveice Comments:
Currency: USD O Show Master Comments: ¥
Reporting Currency: USD [ Type: AR
Language:
Column Days: 30 [2]: &0 [3): S0 Output:
Batch 1D:

Use agings to review amounts prior to selecting vouchers for payment. Agings are normally run at
month-end prior to entering activity for the next month. Detailed agings print all open vouchers.
Summarized agings print only the aging period totals and total outstanding balances for each
supplier. Hold amounts are always flagged; however, you can exclude them from the supplier
totals. Unconfirmed vouchers do not appear on aging reports.

Agings are normally run by either voucher date or payment due date. The AP Aging as of
Effective Date report (28.17.6) is used to reconcile AP records with GL account balances;
however, if you must run an aging for a previous period and activity has already been entered for
the current (or next) period, you can run this to print an aging as of period-end.

Flexible aging periods enable you to project cash requirements as well as review overdue
accounts. For example, you could enter the aging periods —90, —60, and —30.
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Selecting Vouchers for Payment

Payment Selection - Automatic

| Payment Selection - Automatic “:
# GoTo - Action =
Due Date:| /672008« To:| 8/6/2008 ¥
Discount Date:| 8/6/2008 ~ To:| 8/6/2008 -
Supplier:| 00050000 [ To: 0000000 []
Supplier Type: To:
Sort Mame: American Steel Company £ To:
Woucher:| 1003 E] To:
Woucher Type: To:
Credit Terms:| 2/10-30 [ 7] Ta:
Bank: 2 [:] To:
Entity:| 901 [ To:
Batch: To:
Check Form: To:
Assigned Bank: A& Assigned Check Form:
Mazxirnurn Armount: 0.00 Overwrite old selection:
Check Date:| B/6/2008 ¥ | (used to calculate discounts) Qutput:
Batch ID:

Automatic Selection

Payment Selection - Automatic (28.9.4) reviews all confirmed, open vouchers in the specified
range. The system recommends which of these vouchers to pay, based on criteria, such as the due
date, supplier code, or payment bank. Typically, a company selects all vouchers with discount and
due dates falling between the last check run and the current one.

You can use selections to answer questions such as “What vouchers are due?” or “If | print checks
today, which vouchers can | take a discount on?” If you enter both a due and discount date range, a
voucher is selected if it falls within either range.

The Assigned Bank and Assigned Check Form options enable you to pay all selected vouchers
from the same bank or using the same check form. These options override the supplier defaults.

If there is a limit to how much you want to pay in a check run, specify a maximum amount. As
each voucher is selected for payment, the payment amount is added to a running total. When this
total reaches the maximum amount, no more vouchers are selected. If you leave the field set to
0.00, no maximum is enforced.

Payment Selection - Automatic considers only vouchers within the ranges specified. If other
vouchers were previously selected for payment, they remain selected unless the Overwrite Old
Selection field is set to Yes.
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Manual Selection

Payment Selection - Manual

Payment Selection - Manual
W GoTo v Action =
From Youcher: To Pay Only:
Supplier: 00040239 Check Date: 8/6/2008
VYoucher Supplier Amount Open Amount to Pay Disc to Take Ba cf
1053 #7| RSESUL 100,000.00 100,000.00 0.00 Al i

You can adjust the automatic selection by running Payment Selection - Manual (28.9.5). You can
also use this function to select single vouchers for payment.

Unlike automatic selection, manual selection also lets you override the Amount to Pay. For
example, you can make a partial payment or take a discount that the system did not suggest.

You should always review the Payment Selection Register after selecting vouchers or making
changes to a payment selection. This report lists all vouchers selected for payment and total
payments for each supplier, currency, and bank.

Discounts

When you use automatic or manual payment selection, discounts are calculated automatically,
based on the credit terms. Any non-discountable amount is deducted from the voucher total before
the discount is calculated.

Dated Terms

Dated terms specify that portions of an invoice are due on different dates. Vouchers with dated
terms are selected for partial payment as each portion becomes eligible for payment. Discounts are
automatically calculated if each amount is paid within the discount period for that term. If there is
any non-discountable amount, it is taken starting at the first dated portion.
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Voucher Holds

Voucher amounts that have been placed on hold cannot be selected for payment until the hold
amount has been reset in Voucher Maintenance (28.1) or Voucher Confirmation - Manual (28.7).
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Automatic Checks

Automatic Checks

Payment Selection Register- 1. ¥
n Payment Selection Register 12/26/07 17:00:35
QAD Train2 - DB 310 Page:1
Voucher  Invoice POMNbr  Bank EffDate  Dug Date Disc Date C Gross Amount Disc to Take Amount to Pay
Supplier: T00 The Supply Warehouse
ank: Bank Account: O
910014 30004 AR 12/26/07 12/26/07 12/26/07 4,000,00 0.00 4,000.00
Base Report Totals: 4,000.00 0.00 4,000.00
Nbrof Vouchers ~ Nbrof Payments ~ Invalid BankAccts | Hash Total
TOTALS 1 [} ] 4206
n Payment - Automatic Checks
QAD M2 =08 310
Bank: A4 US BANK ACCOUNT #8293-02
Batch: 212

Bank Acct Nbr:
Cash Acct: 1040 PiP Acct: 2110 Drafts Acct:
L Check Supplier Name Bank Account ate Eff Date Cur Enty
030035 500 The Supply Warehouse ] 12/26/07 12/26/07 uso  viDo
Eni Voucher PONbr Remark  Invoice Number Account S cct cc Gross Amount Discount Amount  Amount
V100 910014 20004 4,000.00 0.00 4,000.00

Check Total: 4,000.00 0.00 4,000.00

Report Total: 4,000.00 0,00 4,000.00
Hash Toral: 4205 | Bank ACCT Nbr:

Checks are printed using Payment - Automatic Checks (28.9.9).

Checks are selected by bank code, and only checks for vouchers with the specified bank code are
printed. The starting check number displays for the bank, and should match the first check number
on your printed check forms.

You can enter two dates: the date that prints on the check and the date when the cash transaction
updates the general ledger. Usually, both dates are set to the system date, except possibly at period
end.

When you print checks, you can select to print a test check. Test checks are used for printer
alignment. This step is optional because once you know how to align the paper, there is no need to
waste a check on a test print.

Even if you do not print a test check, the system always stops after printing the first check and
prompts you with the message:

Has the first check printed correctly?
If the checks are out of alignment or if the printer jams, specify No and you can start again. Do not

forget to reset the starting check number. After all checks have printed, the system prompts you
with the message:

Have all checks printed correctly?
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If not, specify No and start over, or you can void a range of checks. When you specify Yes, the
check information is stored, the paid vouchers are marked as closed, and Next Check is updated

for the bank code.

Note Sometimes you should specify Yes, even if all checks did not print correctly. For example,
if you printed 100 checks and 2 are wrong, it is faster to void the 2 and reprint them than it would
be to reprint all 100.
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Payment Specification

—l ** SEE SEPARATE PAYMENT SPECTIFICATION FOR REMITTANCE DETAILS ** ||

000002

4

Payment Specification
Check Hbr: 000002
Currency: USD Page: 1
kokdekekkx10  TH Date: 04/22/96
Paid to:
Ten Thous al General supply Corporation
General Supply Headquarters

Gene Century City, CA 90237

1000
Gene:
Cent
Invoice Voucher Gross Amount Disc BAmount Amount
10008 11,000.00 220.00 10,780.00
11,000.00 220.00 10,780.00

Normally, one check is printed for each supplier, summarizing all amounts selected for payment
(unless a voucher was flagged as Separate Check). The check stub lists all vouchers and amounts
paid on that check. The supplier invoice number is also listed, making it easy for your supplier to
process the receipt. If more than one stub is needed, the system continues on to the next check
stub, marking the first check as void. If the Print Remarks field is set to Yes, the remark entered in
Voucher Maintenance prints on the check stub.

Payment Specifications

For check forms 1 through 7, a payment specification report is automatically generated if the
supplier’s Pay Specification field is set to Yes in Supplier Maintenance (2.3.1). The check stub
contains a message to refer the supplier to the payment specification for remittance details.

Note For payment specifications, use a separate printer, if possible. Otherwise, you must change
paper after you print the checks.

Zero Checks

A zero check is printed if the entire payable is covered by one or more supplier credits (negative
vouchers). The zero check simply documents the situation for the supplier and marks each voucher
as closed.
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Check Number Audit Trail

257

Hash Totals

| . . -
apparp.p ¢ 28.9.4 Payment Selection Register ) DOj 28.9.6 P(Jymen’r Selection Reg ister
Page: 3 Quality Pencil Company Time: 11z -
woucher Invoice PO Bank Eff Date Due  Disc Date © CkFm Gross Amount Disc to Take  Amount to Pay
Suppliersiodon PLASTIC SUPPLY CORPORATICN
Bank Account 1:
1019 AL 0130026 01/30/96 01/30/28 1 1.800.00 0.00 1.600,00
Base Report Totals: 4,800.00 20,00 4.480.00
Mer of Vouchers MNbr of Payments Invalid Bank Accts Hash Total Hesh Total
TOTALS el el o] A034 m"""méaéli
apckprtp ¢ 28.9.7 Payrmant - Auternatic Checks Date: 01/30/96
Fage: 3 tadeline's Company Time: 11:21:12
Bank: A8 LS BAME ACTOUNT 28 9 9 P 1 A ‘I‘ ‘I" (_"h k
Batch: 1027 ST — ? n 2V

Bank Acct N Cash Acctf e aymen vtomatic Lnecks ‘

Check Supplier Mame Bark Acct Date  Eff Date Cur Enty

O00FE3 5004000 PLASTIC SUPPLY SORPORATICN 01/30/2& 01/30/75 USC 1000

Voucher PO Rermark Invoics Account ©C Gross Amount Digc Armount

Amount

1015 2100 1.800.00 0.00 1.600.00

UsD Check Total: 1.800.00 000 1.800.00
USC Report Total: 4,500.00 20.00 4. 450.00
| Hash Total: a034 | cct Nbr:

The system only tracks check numbers actually used to pay vouchers (including those later marked
as void) and those used to align the checks in the printer at the beginning of a run. The system does
not track check numbers for checks spoiled during printing or otherwise skipped; log these in

Check Void Maintenance.

Hash Totals

To verify that only approved vouchers were paid, QAD SE calculates and prints a hash total at the
bottom of the Payment Selection Register (28.9.6) and the audit trail for Payment - Automatic
Checks (28.9.9). If no modifications have been made from the time the payment selection register

was generated and the checks were run, the two totals match.
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Manual Checks

Manual Checks

Payment - Manual Checks X

4 GoTo - Ackion =

Batch: 1007 Ctrl: 15,250,000 Total: 100,000

Bank: An Check: 025463 Check Ctrl: 15,250.00 Amount: 0,00
Draft: Currency: USD Batch: 1007
Supplier: 00050000 American Steel Company Status:
Daybook: SYSTEM
Date: 8/6/2008 Account: 1040
Effective: 8/6/2005 Discount Account: 5200

Due Date: Remark:

Voucher: 1006 Armount to Apply: 15,250.00
Type: Vo Cash Amount: 15250.00
Account: 2100 Discount Amount: 0.00

Some payments cannot be processed as automatic checks. For example, you can pay a voucher by
hand-writing a check, transferring cash in person, or asking your bank to transfer cash. In addition,
not all payments go through the voucher system. Liabilities, such as petty cash expenditures, bank
fees, and finance charges, are not easily tracked using vouchers because you never receive an

invoice for them. In QAD SE, such amounts are recorded in Payment - Manual Checks (28.9.10).

You can apply manual checks to one or more vouchers. These manual checks are marked as type
MN. The AP account and Amt to Apply default from the voucher. You can also record discounts.
The voucher balance is decreased by the amount of the payment, and vouchers are marked as
closed once they are fully paid.

If no voucher is referenced, the system automatically marks the payment as type N (non-AP). For
non-AP payments, you must manually specify an expense account to debit for the payment.

A manual check can also be used to record supplier credits. If you want to document that a
vouchered amount was covered by one or more supplier credits (negative vouchers), you can
record a zero payment. This process updates the supplier balance and closes the voucher.

Note Like automatic checks, manual checks update the Next Check number for the bank code. If
you process both automatic checks and manual checks on the same bank account, you can use
separate bank codes for automatic and manual check reporting.
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Prepayments

Prepayments

y Y
R@:

= Enter Amount Prepaid on the PO
= Enter the voucher for prepayment
* Pay prepayment voucher

When you receive the
invoice:
= VYoucher all the receivers from the PO
= Add a negafive Amount Prepaid on PO
= Add a negalive voucher distribution
ine to the prepaid expense account

Sometimes, you might have to send a prepayment or deposit to the supplier before you actually
receive the goods. You might even have to pay for goods with long shipping lead times while they
are still in transit. The prepaid amount entered on a purchase order is for reference only. To
actually process the cash payment and record a credit, you must enter a voucher. The easiest way is
to create a non-PO voucher linked to a prepaid expense account for the amount of the prepayment.

When you initially voucher a prepayment, enter a positive amount in the Prepayment Amt field. In
the distribution screen, this amount is usually debited to a prepaid expense account. The
Prepayment Amt field automatically updates the supplier’s prepayment balance.

When you voucher the supplier invoice for the remaining amount, a message displays, showing the
supplier’s prepayment balance. Record the original prepayment amount as a negative amount in
the Prepayment Amt field. This reduces the supplier’s prepayment balance. In the distribution
screen, credit the prepaid expense account for the prepayment amount. This reduces the balance
due on the voucher.

You can use the Supplier Prepayment Inquiry (28.15) to review prepayments.
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Check Status

Check Status

Status = blank

Manual or Automatic
Check

Check

Status = Void | CheckVoid Reconciliation

Status = Cancel

Delete/Archive

M QAD

All payments are recorded in the system with a check type and check status. The following codes
are used during check voids, reconciliations, and on some reports.

The check types are:
« MN for manual checks
« AU for automatic

The check status codes are:
« Blank for open (printed or in transit, but not reconciled)
« CANCEL for reconciled checks
- VOID for voided checks

You can use the Check Status report (28.9.17) to review check status.
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Check Reconciliations

Check Reconciliations

T
|CheckCancelLationMaintenan... X

@ GoTo = Action =

Batch: 1003 Bank: BB Curr: USD Batch Ctrl: 120,000.000
Multi Entry: Effechive: 11/25/2008 Total: 0.000
Base Total: 0,000

Check Armount Date T Supplier Name

98755 &

| Bak || Net |

Use Check Cancellation Maintenance (28.9.13) to reconcile checks whenever you receive a bank
statement. This process marks the check as closed and sets the check status to CANCEL.

You can reconcile checks quickly using the Multi-Entry option. This enables you to enter a range
of check numbers, due dates (for drafts), and the total amount. You must enter a batch control total
when you are in multi-entry mode.

In the Check Selection frame, specify the check number of the first and last check appearing on
your bank statement. If you are processing cleared drafts, enter the due date range for the cleared
drafts appearing on your bank statement. To enter a due date range, the Use Draft Management
field must be Yes in Accounts Payment Control (28.24).

When the system has retrieved all checks and drafts, it prompts you with the message, Display
checks being reconciled? If you specify No, the system automatically cancels the
selected checks and drafts if the Total of these payments equals the Batch Ctrl. If you specify Yes,
the system displays the retrieved open payments and allows you to adjust the selection. Scroll
through this list by moving the cursor or paging up and down. Selected payments are marked with
an asterisk (*) in the Selection column. To select/deselect a payment, highlight the payment and
press the Spacebar or Enter. Every time you select/deselect a payment, the system automatically
updates the Total in the upper right corner of the screen.

Print the Check Status report (28.9.17) to review canceled checks.
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Check Voids

[ . . N
JCheck Woid Maintenance X |

= Ta-+ ¢ -

Batch: 1004 Bank: BB Curr: USD Batch Control: 12,000.000

Daybook: SYSTEM Effective Date: 11/25/2008 Total: 0.000
Check Arnount Drate T Supplier Name

000995

Do you wish to void

\Void checks are logged in Check Void Maintenance (28.9.15). You can void manual or automatic
checks if they have not been reconciled.

When a check is voided, an audit trail is kept. The check remains in the system with the amount
open set to zero and status VOID. Any vouchers paid by the check are reopened.

M QAD



Accounts Payable Payments 263

AP Interface to General Ledger

AP Interface to General Ledger

Gl Transacfions Created By:

Purchasing - Type IC General Ledger

* PO Receipts
Unposted Post Transactions
Accounts Payable - Type AP Transaction - to GL Accounts
File
s Confirmed Vouchers U

* Payments

* Print Youcher Reqgister
* Payment Register

* AP-GL Transactions Report

The Accounts Payable module generates transactions that are posted to accounts, sub-accounts,
cost centers, and projects in the General Ledger module. Because the GL is the source of your
company’s financial reporting, accuracy in accounts and amounts is vital during purchasing and
AP activities.

All GL transactions are stored in the unposted transaction file until they are posted in Transaction
Post. Before posting, you should carefully review the Unposted AP-GL Transactions report
(28.17.10), which lists all unposted GL transactions created by AP activities. You should also print
the Voucher Register (28.3.1) and Payment Register (28.9.12) reports with the Print GL Detail
field set to yes. These reports are useful for finding transactions that correspond to those printed on
GL reports.

In Accounts Payable Control, the system can be set to create AP transactions in detail (one GL
transaction for each AP transaction) or summary (summarized by batch) mode.

The GL transactions for any given activity vary depending on the kind of purchase, whether there
are variances, and whether the activity involves multiple currencies or entities.

In the General Ledger module, reports are often printed by transaction type. Purchasing
transactions that affect inventory are type IC; all accounts payable transactions are type AP.
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GL Transaction Summary, Vouchers

GL Transaction Summary, Vouchers

Transdaction Type DR/CR Account

Vouchers

a Imventory and AF DE FOReceipts

Subcontract lterns CR Accounts Payable
DR/CR AF Rate Variance
DR/CR AF Usage Variance
DRE/CR Intercompariy
DR/CR Purchase Gain/Loss

a Bxpersed (Memo) ltems AF DE Expersed ltem Receipts
CR Accounts Payable
DRE/CR Expensed ltem Rate Variance™
DR/CR Expersed ltem Usage
DR/CR Variance®
DR/CR Intercompary

Purchase Gain/Loss

An AP or expensed item rate variance occurs if the item’s invoiced cost was different from the
PO cost. It is calculated as (Invoice Unit Cost — PO Unit Cost) % Invoice Quantity.

An AP or expensed item usage variance occurs if the item's invoiced quantity was different from
the PO receipt quantity. It is calculated as {Invoice Quantity - Received Quantity) x PO Unit Cost.

Vouchers have no GL effects until they are confirmed, and recurring vouchers have no GL effects
until the vouchers released from them are confirmed.

An AP or expensed item rate variance occurs if the item’s invoiced cost was different from the PO
cost. It is calculated as:

(Invoice Unit Cost — PO Unit Cost) x Invoice Quantity

An AP or expensed item usage variance occurs if the item’s invoiced quantity was different from
the PO receipt quantity. It is calculated as:

(Invoice Quantity — Received Quantity) x PO Unit Cost

On expensed (memo) items, the system can post variances to either expensed item rate and usage
variance accounts or to purchases expensed, depending on the setting for the Use Expensed Item
Var Accts field in Accounts Payable Control.

On multi-entity vouchers, entries are created for the AP intercompany account if no PO site was
manually specified in the PO header. These entries are also created on multi-entity vouchers that
do not reference a PO.

On multi-currency vouchers, purchase gains/losses are posted if currency fluctuations result in a
variance between the item’s PO cost and the supplier’s invoice cost.
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Viewing Transaction History Across Domains

If your database has multiple domains, you can use two reports to review transaction numbers in
sequence. Since sequence humbers apply to the database as a whole, transactions within a domain
may appear to have gaps. This report lets you see transactions created in all domains and verify
that numbering is sequential.

- Use Transaction Numbering report (3.21.19) to review inventory transaction history by
number or date range.

« Use Operations Numbering report (17.13.22, 18.4.16, and 18.22.4.12) to review operation
transaction history by number or date range.
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GL Transaction Summary, Payments

GL Accounis Used On Payments

Bank Maintenance

o G T A Use PIP Account = No in AP Control

Bank: AA
Deseription: US Bank Account #8293-01 Accounts Payable Cash

Checking Accounts (1) 100 100 “ )
Mext Check: 0009882

Currency: USD
Bank Acct 1: 8293-01

(1) Payment

(2) Not GL entry for reconciliation

Use PIP Account = Yes in AP Control

Accounts Payable Payments in Process Cash

(1) 100 100 (1)

(2) 100 100 (2)

(1) Payment

(2) Reconciliation

The GL entries created for payments vary, depending on the GL accounts specified in Bank
Maintenance.

In QAD SE, you can choose not to update your cash balance until the payment clears the bank by
posting payments to a payment in process (PIP) account, also called a cash in transit account.
When you reconcile payments against the bank statement, QAD SE automatically credits the AP
cash account. This option is specified in Accounts Payable Control.

The first example shows the GL entries created by AP payments when the PIP option is not used.
Payments are credited directly to Cash, and no GL entries are created by check reconciliations.
The PIP account defaults to the cash account in Bank Maintenance, but the system does not use it
when the Use Payment in Process Acct field is set to No in Accounts Payable Control. For
payments made by electronic funds transfers (EFTs), the PIP account is never used.

When payments are made by draft, the Drafts Payable account is used in place of the Cash
account.

The second example shows the GL entries created by payments and reconciliations when the Use
Payment in Process Acct field is set to Yes. Payments credit PIP instead of Cash and, when the
check clears the bank, PIP is debited and Cash is credited.
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L]
GL Transaction Summary, Payments
Transaction Type | DR/CR | Account
1. Or Payments In
Automatic Checks AF DR Accounts Payable Process account.
(28.9.9) & AP Manual CR Cesh 1 2. No Gl effect from
Checks (28.9.10) CR e — reconciliction
Pkt il involving cosh

CR AP Terms Discount accounts.

DR/CR | Exchange Gain/Loss 3. Userselectad
Non-AP Manual Checks | AP | DR User-Selected e
(28.9.10) DR Account '

CR Accounts Payable

CR Drafts Payable

CR AF Terms Discounts

Cash!

Check Reconclliations AF DR Faymentsin Process
(28.9.13)2 CR Cash
Check Woids AP DE Cash - Drafts Payakle

DR AP Terms Discounts

CR Accounts Payable 3

DR/CR | Exchange Gain/Loss

The GL effects of a payment vary depending on whether an automatic or manual check is used.

When manual checks are for type N (hon-AP) amounts, you usually specify a debit account other
than AP.

An additional entry is created by automatic checks in foreign currencies. Exchange gain/loss is
realized whenever the exchange rate changes between the voucher and the payment.

Check voids create entries to reverse the GL effects of the voided payment.

As noted earlier, reconciliations create a GL transaction only when the Payment in Process (PIP)
option is used.
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Multi-Entity AP

Multi-Entity AP (PO/Voucher)
GL Transaction (Type AP)
PO #99999 Entity 1000 Entity 2000
Header Site 10000 (= Entity 1000) AP
‘ 322.50

Line ltem 1

Site 10000 (= Entity 1000)

Extended Price $200.00

Tax 15.00 |Voucher| PO Receipts PO Receipts

215.00 ‘ 107.50 ‘

Line Item 2

Site 30000 (= Entity 2000)

Extended Price 100.00

Tax 7.50

____________ Intercompany Intercompany

Order Total $322.50 107.50 ‘ ‘ 107.50

Multiple GL entities can be specified on all AP transactions. The system automatically calculates
balancing entries and posts them to the Intercompany Accounts Payable debit and credit accounts
specified in Entity Code Maintenance (25.3.1.1).

In the above example, a purchase order is created at site 10000. The first line item is shipped to site
10000 (assigned to entity 1000) but the second is shipped to site 30000 (assigned to entity 2000).

AP is posted to entity 1000 because entity 1000 originated the PO. PO Receipts for the first line
item are also posted to entity 1000. However, PO Receipts for the second line item are posted to
entity 2000.

Since site 30000 is assigned to a different entity (2000), mirror entries post the PO Receipts
amount for the second line item to the AP Intercompany account.
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Multi-Entity AP (Payment)

Gl Transactions (Type AP)
Entity 1000 Entity 2000
AP
322.50 ‘
Cash
32250

M QAD

Following from the previous example, payment is processed only by entity 1000, not 2000.
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AP and Muliiple Domains

Domain where items are received can differ
from the domain where the PO and voucher
originated

When you create a voucher for a PO
received in a different domain:
Quantities are updated at the receiving domain
Based on the invoice quantities on the voucher
Note: Vouchers must be created at the

domain where their associated purchase
orders originated

In a consolidated purchasing environment, the domain where purchased items are received can
differ from the domain where the purchase order and associated voucher are generated.

When the purchasing and receiving domains are in the same database or when they are in different
databases that are connected and running, the system copies applicable inventory, cost, and tax
data from the receiving domain to the purchasing domain and considers this data when generating
vouchers.

When you create a voucher for a purchase order that was received in a different domain, invoiced
and open line quantities are updated at the receiving domain based on the invoice quantities
entered on the voucher. In addition, the system compares the PO receiver, which was copied to the
central domain during PO receipt, with the supplier invoice data and records any variances in at
the receiving domain as appropriate.
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AP-GL Reconciliation

sge .
AP-GL Reconciliation
Account Balance Inguiry >-'i I
e Verify effective date’s
Yo-Yo Company ending lalance by running
Account: 2100 ACCOUNTS PAYABLE anaging report or chacking
=l n Unposted AP-GL Transactions Rept the GL account.
QAD Train2 - DB 310 Page:2
i | Project Entered  EffDate  GL Reference  Description User 1D Debit Amount ___ Credit Amount
12/26/07 12/26/07 APO71226000017 System Default Daybook mfg 13,310.00
12/26/07 12/26/07 APOT122E000018 AP Voucher mfyg L}!0.0D
12/26/07 12/26/07 APOPL226000019 AP Payment mrg 3,220.00
—t 2100 Total: 103,250.00 23,515.00
Enty Account Description
vio0 2300 DRAFTS PAYABLE
__Project  Entered Eff Date GL Reference Description User 1D Debit Amount Credit Amount
12/26/07 12/26/07 APD71226000019 System Default Daybook nn'g 3,330.00
12/26/07 12/26/07 APD71226000020 AP Reconciliation 3,2320.00
2300 Toral: 2,230.00 3,230.00
Enty Account Description
V100 5100 PURCHASES (EXPENSED)
Project  Entered Eff Date GL Reference Description User ID Debit Amount Credit Amount|
12/26/07  12/26/07 APO71226000004 PURCHASES (EXPENSED) mfg £50.00
12/26/07  12/26/07  APO71226000005 PURCHASES (EXPENSED) rmifig 2,000.00
12/26/07  12/26/07  APD71226000008 AP Payment mfg 150.00
12/26/07 12/26/07 APD71226000012 PURCHASES (EXPENSED) mf'g 4,000.00
12/26/07 12/26/07 APO71226000018 PURCHASES (EXPENSED) mfg 3,220.00
§100 Total: 10,130.00 «00

When GL is posted daily, you can verify the ending balance for an effective date against the GL
account balance or the AP aging report by running an AP Aging as of Effective Date report
(28.17.6) or checking the GL account balance for the effective date.

If GL is not posted daily, you check an effective date’s ending balance as follows:

1 Runan AP Aging as of Effective Date report (28.17.6) or check the GL account balance as of
the effective date.

2 Add this total to the total confirmed vouchers from the Voucher Register report (28.3.1), as of
the current date.

3 Subtract the combined total from the AP account total from the Payment Register for the
current date. (Print the Payment Register with the Print GL Detail field set to Yes to show the
AP account total.)

This total should match the AP Aging as of Effective Date report (28.17.6) total.

To make reconciling the AP balance easier, it is helpful to only create AP entries in AP. To do this,
set the AP account Sub-Module Entries Only field to Yes.

Once GL has been posted, if the period is still open, you can change the distribution on a voucher.
This step also changes the GL. You cannot change the distribution if the voucher has been paid. In
that case, you must decide whether to adjust the GL or create an adjusting voucher to correct the
GL.
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Delete or Archive AP History

Delete or Archive AP History

!Unin\tm’ced Receipt Delf&rchive \||
# GoTo - Action =
Receiver: PR100233 O To:|PR100233 [
Receipt Date: | 8/6/2008 v To: [a/6/2008 |
Supplier;| 00040233 [0 To:| 00040239 [
order:| 0522084 [] To:| 0522088 [

Inventory Itermns: ¥

subcontracted Ttems: @ |Closed AP Delete/Archive ||
Merma Items: # GoTo - Action =
Delete: Date:| 8672008 9| To: [eerz008 9]
Archive: ¥ Supplier: | 00050000 [ To: 00050000 []
Archive File: Bank:| 2 E} To:[z [_._-:j
Check: 25348 To: 25348
Delete: W
Archive:
Archive File: Output:

All historical activity is maintained on the system until you choose to delete it. Periodically, you
should delete or archive AP history to preserve database space.

Uninvoiced Receipt Delete/Archive (28.22) removes receivers that were never matched with an
invoice (probably because the PO was never referenced on the voucher). These receivers remain in
the system unless you delete them. After deleting receivers, you can adjust PO Receipts balances
using a standard GL journal entry.

Closed AP Delete/Archive (28.23) removes records with an Amount Open equal to zero—that is,
vouchers that are totally paid (closed), payments that are totally applied, reconciled checks, and
voided checks.

A good way of ensuring you do not delete items you need is to first run the function with the
Delete field set to No. This option simply prints the report. If the report is OK, rerun the
delete/archive with the Delete field set to Yes.

Always do a backup before performing a delete/archive. You can optionally dump deleted items to
an archive file. These files should be backed up to tape and placed in a safe storage place. Then, if
you ever need to reload this information (for example, for auditors), you can load it back into your
database from the tape using Archive File Reload (36.16.5).

When deciding how frequently to perform a delete/archive, consider how much data you are likely
to have to restore. (For example, if you need to retrieve data for one month but you stored all the
previous year’s history in one file, you must reload the entire file.)
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Exercise 13: Record Checks, Manual and Automatic

Record Manual Checks

In this activity, you enter a manual check for a non-AP payment.

Payment - Manual Checks

1 InPayment - Manual Checks (28.9.10), enter a non-AP payment for supplier 500. When you
get to Amt to Apply, you see a message telling you that you are creating a non-AP payment.

Batch: Enter

(Batch) Control: 150.00

Bank: AA

Check: 30026

Check Control: 150.00
Supplier: 500

Remark: COD - Supplies
Voucher: Enter

Account: 5100 (Purchases Expensed
Amount to Apply: 150.00

Cash Amount: 150.00

Supplier Activity Inquiry
2 In Supplier Activity Inquiry (28.13), review the supplier balance for supplier 500.
Notice that this check had no effect on the supplier balance.

3 In Supplier Activity Inquiry (28.13), review supplier 5022000 and note the voucher number
for invoice 1001.

Payment - Manual Checks

4 InPayment - Manual Checks (28.9.10), try to enter a manual check for $225.00 to pay supplier
5022000, invoice number 1001. Use the voucher number from the previous step. If you have
trouble doing this, stop and wait for the instructor to explain why. Do not correct this now. You
will correct this in the next activity.

Process Automatic Checks

In this activity, you will select vouchers for payment, manually overriding this selection, and print
automatic checks.
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Payment Selection - Automatic

1 InPayment Selection - Automatic (28.9.9), run the payment selection with all selection criteria
blank except for Assigned Check Form set at 1.

Note Will not print to screen.

2 Review the selection report.
What is the suggested check amount for supplier 500?

Voucher Inquiry

3 Inthe Voucher Inquiry (28.2), locate Invoice 1001 ($225.00) for supplier 5022000, which was
not selected for payment. Why not?

4 Review the Voucher Inquiry, and see why.

Note the voucher numbers for invoices 1001 ($225.00) , 1507 ($50,000.00)
, and 2590 ($650.00) :

Voucher Confirmation - Manual

5 In Voucher Confirmation - Manual (28.7), change the hold amount to zero for invoice 1001.

Payment Selection—Manual

6 In Payment Selection - Manual (28.9.6), select the voucher, and pay the entire $225.00.
Afterward, select invoice 1507 (refer to the voucher number you filled in earlier), and pay only
$10,000.00 of the $50,000.00. Set the discount to zero.

Payment Selection Register

7 Print the Payment Selection Register (28.9.6).

Payment - Automatic Checks

8 In Payment - Automatic Checks (28.9.9), print checks. (You can print them on blank paper.)
Set Print Audit Trail to Yes.

Make sure the checks printed correctly. Normally, you would have to change the printer from
check forms to paper before you print the audit trail or send the audit trail to another printer.

Will not print to screen.

9 Examine the hash totals on the Payment Selection Register and the audit trail for Payment -
Automatic Checks. They should match. This is a security feature that verifies that only
approved payments were paid. What is your hash total?

Voucher Inquiry

10 Review the Voucher Inquiry (28.2) for invoice 1001. The amount open should now be zero.
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Supplier Activity Inquiry

11 Look at the Supplier Activity Inquiry (28.13) for supplier 5022000.
Notice how the check is tied to the vouchers it paid.

Prepayments (Optional)

In this activity, you will go through the entire process of recording supplier prepayments.

Purchase Order Maintenance

1 In Purchase Order Maintenance (5.7), enter a purchase order (press Enter for the next PO
number). Use supplier 500. Accept the defaults for the rest of the header screen, and press
Enter until you reach the line item entry screen.

Line: 1

Site: Train
Req. blank
Item Number: 12-4020
Quantity: 1,000
Cost: 3.30
Update Avg/Last: No

After entering the line item, press Next twice. The trailer screen displays the total $3,300.00.

2 Enter a prepayment of $500.00 in the Amount Prepaid field.

Purchase Order Print

3 Print the purchase order.

Voucher Maintenance

4 In Voucher Maintenance (28.1), enter a voucher to request the prepayment.

Batch: Enter

Control: 500.00

\Voucher Press Enter

Order: Enter the PO number, for reference only. Click Back.
Control: 500.00

Supplier: 500

Effective Date: today

Terms: 0

Remark: Prepayment

Prepayment Amount: 500.00

Click Next until you reach the distribution screen. (You will need to go through the receiver
matching frame first.)
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Account: 1700

Tax: N

Description: Prepaid Expenses
Amount: 500.00

Supplier Prepayment Inquiry

5 In Supplier Prepayment Inquiry (28.15), review the prepayment for supplier 500.

Payment - Manual Checks

6 In Payment - Manual Checks (28.9.10), write a manual check for this prepayment and enclose
it with the purchase order to send to the supplier.

Batch: Enter
Control: 500.00
Bank: AA
Check: 987
Check Control: 500
Supplier: 500
Date: today
Effective Date: today

Click Next until you reach the Voucher field. In the Voucher field, do a lookup browse to find
your voucher for $500.00.

Amount to Apply: 500.00
Cash Amount: 500.00

Supplier Activity Inquiry

7 In Supplier Activity Inquiry (28.13), review your supplier account.
Notice the check is attached to the prepayment voucher.

Purchase Order Receipts

A week later, you receive the goods.

8 In Purchase Order Receipts (5.13.1), enter a receipt to record this transaction.

Purchase Order: Enter the PO
Effective Date: 1 week from today
Receive All: Yes

Notice the receipt quantity is automatically updated for this item.

Voucher Maintenance

Another week goes by, and you receive the invoice from the supplier.
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9 In Voucher Maintenance (28.1), enter the invoice, and then you will match the prepayment to

this invoice.
Batch: Enter
Control: 2,800.00
Voucher: Enter
Order: Lookup Browse to find your PO, Back
Control: 2,800.00
Supplier: 500
Effective Date: 2 weeks from today
Invoice Number: 2567
Date: 2 weeks from today
Terms: 0
Prepayment: -500.00
Auto Select: No

Notice how the system displays a message that the supplier has a prepaid balance. Click Next
to get to the Receiver Matching screen. In the Receiver field, do a lookup browse to display
the receiver lines for the purchase order.

10 Retrieve your receiver and enter the following:

Invoice Quantity:

1,000

Invoice Cost:

3.30

When you are back at the Receiver field, click Back to exit.

11 At the distribution screen, add an additional line to account 1700 (Prepaid Expenses) for

-500.00.

This will reduce the amount owed to this supplier, because the supplier already received a
check for $500.00 when you sent the purchase order.

Supplier Prepayment Inquiry

12 In Supplier Prepayment Inquiry (28.15), review the prepayment for supplier 500.

13 Try setting the Prepay Only field to Yes, then to No.

Check Void and Reconciliation

In this activity, you see what happens when a check is flagged as void or canceled.

Supplier Activity Inquiry

1 Review the Supplier Activity Inquiry (28.13) for supplier 5022000. Write down the check
number and amount for invoice 1001 ($225.00).

Check #

Amount $
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Check Void Maintenance

2 In Check Void Maintenance (28.9.15), void the check. The bank is AA. Set the batch control
equal to the amount from the previous step. (Notice you can enter an effective date for the
void.)

Supplier Activity Browse/lnquiry

3 Look at the Supplier Activity Inquiry (28.13) for supplier 5022000 again.
Notice the difference.

Voucher Inquiry

4 Look at the Voucher Inquiry (28.2) for invoice 1001 ($225.00) again. What is the amount
open? (It should have been reset.)

Payment Register

5  Print the Payment Register (28.9.12) to get a listing of the checks you printed.

Check Cancellation Maintenance

6 In Check Cancellation Maintenance (28.913), reconcile several of these checks. Try entering a
different amount than was on the check. What happens?

Closed AP Delete/Archive

7 Run Closed AP Delete/Archive (28.23).

8 Do not delete the history, just print the report.
The report should always be printed and verified before you set Delete to Yes.
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Overview

QAD Standard Edition Financial Management

System Introduction 12. Accounts Payable Vouchers
Basic Data Setup 13. Accounts Payable
Multinational Setup Payments
(Optional) 14. 1099-MISC Reporting
Accounts Receivable ) (©ptianal)
Data Setup 5. AP Draft Management
Invoicin Optichd)
. g . Multinational AP (Optional)

Debit/Credit Memaos

] General Ledger Setup
Accounts Receivable
P i General Ledger

SRR Transactions

Drc:lf’r.Monc:lgemen’r General Ledger Reports
(Optional)

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Data Setup - Currency Dependent
Purchasing Rounding

In the United States, the Internal Revenue Service (IRS) requires companies to submit an annual
1099 form on most amounts paid to suppliers. In QAD SE, you can print the form directly, run a
report, or generate an ASCII file. The 1099-MISC is the only version of the 1099 that QAD SE
handles.
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Prerequisites for the 1099-MISC Report

281

M GoTo -

Prerequisites for 1099-MISC Reporiing

Action =

Supplier Address

DB Murnber:

Address Tax Data

Taxable:

Supplier: 00050000 Temparary:
Mame: American Steel Company Tax Zone:| USA
I Address: 123 Blue Mound Road Tax Class: )
Address: Tax Usage: e
Address: Tax In:
I City: Waukesha State; w1 APy I ITax 1D - Federal:| 95-456769
Country: United States us County: Tax ID = state;
Attention: [21: Tax ID - Misc 1:
Telephone: 262-797-1000 Ext: [z1: Tax 10 - Mise 2:
Fax/Telex: [21: Tax ID - Misc 3:
In City: ¥
SIS Supplier Terms Data
SO Hame el Cr Terms:| 2/10-30 Pl Taxahble: Tax 1D: TID Notice:
Typé:LProd Disc Pt 0.00 Prepayment Balance: 0.00
Pur Acct: | 5100 CoC Number: Debtor Nurmber:
AP Account:| 2100 e
SHpTi e Payment Hold: Pay Specification:
Rernarks:

You can prepare the 1099-MISC form using AP functions. You can print the form directly,

generate an ASCII file to send to the IRS, or print a report. However, before you can run the 1099-
MISC report, ensure that supplier records are set up correctly in Supplier Maintenance (2.3.1).

- Supplier must have a Type value (type code) if you plan on running by supplier type.

- Verify that the first line of the supplier address contains the necessary mailing information.
The 1099-MISC form has only one address line.

« The tax ID must be in one of two formats: social security number or federal tax 1D.
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Company Prerequisites

|Entity Code Maintenance x|

@ GoTo = Action =

Entity: 100
Description: Pittsburg Plate Glass
Primary Entity: ¥

I Currency: USD O I
Post Translation & T e =
Pasting Audit Trai |Company Address Maintenance >‘~|

Compar @ GoTo - Action ~

Consolide Company Address

I Address: 00000003 I
Narne: | Prttsburg Plate Glass
Address: 25679 Aiport Drive

Address:
Address:

Company Prerequisites

Address Tax Data

Taxable: ¥
Tax Zone:| USA
Tax Class:
Tax Usage:
Tax In:
Tax ID - Federal:| 95-3111154]
Tax ID - State:

Tax ID - Misc 1:

Tax ID - Misc 2:
Tax ID - Misc 3t
In City: /¥

I City:| Pittsburg

State:| PA - Post:| 34782 I Format:

Country:
Attention: | Ronald Mc Dugal
Telephone: 546 258 1000

Fax/Telex: 546 258 2467

usa M County:

Attention:

Ext:| 2546 Tel: Ext:

Fax/Telex:

Name Control: Last Filing:

To create a 1099-MISC report for a supplier, the system checks the company address record

attached to the entity.

The entity must have the following fields populated:

« Address

Only the first line prints on the 1099-MISC report.

- City, State, Post

- Tax Report field is set to Yes
- Address Tax Data

» Tax ID-Federal

The system checks that only one address record is selected as the “tax reporting” address for each
Tax ID - Federal. This means you cannot use the same Tax ID - Federal number for another

company address, where the Tax Report field is set to Yes.
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Selecting Vouchers for Reporting

1099-MISC Reporting (Example)

Vouchers
Rent Voucher Type Box 1099-MISC
$1,000 RENT 1 ,» | RENT=$1,000
NEC 7 NEC = $8,000
Royalties
$1,000 buf
NEC 1099-MISC
$8,000 Voucherlype Box —
RENT 1 RENT = 51,000
blank 7 NEC = 59,000

The Voucher Type and Box fields in Voucher Maintenance (28.1) are used to select specific
payments to include on the 1099-MISC. Box is the IRS category of supplier payment: (1) rent, (2)
royalties, or (7) non-employee compensation (NEC).
When specifying payments to include, be aware of the following:

« Voucher Type is optional, but Box is mandatory.

- If a box number is specified, but the voucher type is left blank, any payment not included in

another specified type is reported in that box. This includes manual and non-AP payments.

Example

Supplier payments for the year are $11,000 for rent, $10,000 for royalties, and $8,000 for NEC. On
the option screen, you specify voucher type RENT in box 1, and voucher type NEC in box 7. The
1099-MISC would show only the $11,000 for rent and the $8,000 for NEC. It would not show the
$10,000 for royalties.

However, if you specify RENT in box 1 and type <blank> in box 7. The 1099-MISC would show
$11,000 for rent and $18,000 for NEC. The $10,000 for royalties would appear in box 7 because
the blank voucher type would draw in all supplier payments with a voucher type other than RENT.

Note If your company is multinational, be aware that the 1099-MISC functions do not pick up
supplier payments if:

= Your company is outside the US, but makes payments to US suppliers.
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« Your company is in the US, but makes payments to non-US suppliers (for example,
anybody who does not have a US federal tax ID or social security number).
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1099-MISC Magnetic Media Report

1099-MISC Magnetic Media Report

1099-i0]5C Aagnetic Media Re... %

o GoTo - Action =

Payment vear:| 2007 Create Test File:

Transmitter Data
Control Code:
Mame:
Address:
City: State: Post:
Contact E-Mail Address:

Transmitter's Media Number:

The IRS sends you information on their procedures for magnetic media transmissions. Review this
material prior to using 1099-Magnetic Media report (28.20.3). The IRS also gives you the control
code.

We strongly recommend that you set the Create Test File field to Yes and allow the IRS to verify
that your system is properly set up to process 1099-MISC forms.

QAD SE automatically sends the output to a magnetic media file (IRSTAX) in your working
directory. As soon as the file is created, the cursor returns to the upper left corner of the screen. If
you have more than one selection of supplier payments to include in the file, you can change the
criteria to include the additional suppliers and rerun the procedure by pressing Enter.

Note Do not press Enter a second time just because it looks like nothing has happened. If you do,
supplier payments are overstated because you end up with duplicate records in IRSTAX. Should
you inadvertently do this, exit to the menu, return, and rerun it from the beginning to overwrite the
old data.
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Exercise 14: 1099 - MISC Reporting

Your company pays rent to supplier 5008000. In this exercise, you will set up this supplier for
1099 reporting and enter some 1099 vouchers. Then, you will print the 1099-MISC form. If time
permits, you can generate a magnetic media report.

Supplier Maintenance

1 InSupplier Maintenance (2.3.1), look up supplier 5008000. What settings support 1099-MISC
reporting? Adjust these settings or add information as necessary.

2 Enter atax ID and set Tax Report to Yes.

Supplier Type is optional but must be entered whenever 1099 reporting is done by supplier
type. If supplier 5008000 was an individual, you would also have to enter the social security
number and a sort name in the format last name, first name.

Company Address Maintenance
3 In Company Address Maintenance (2.12), look up Company 10000000.
4 Ensure that the entity is Entity T100, that the Tax Report field is Yes.

5 Check that Name, Address1, City, State, Post and Telephone fields are set up.
6 Inthe Tax ID-Federal field, enter 95-7891234

Voucher Maintenance

7 In Voucher Maintenance (28.1), enter two vouchers for supplier 5008000. On the first voucher,
set Type to RENT. On the second, set Type to NEC. (Be sure to enter amounts.) Voucher Type
is optional, but BOX is mandatory.

Payment Selection — Automatic

8 In Payment Selection - Automatic (28.9.4), select the vouchers for payment (use check form
1).

Payment — Automatic Checks

9 InPayment - Automatic Checks (28.9.9), pay the vouchers. (Send all outputs to a file rather
than to the printer.)

1099-MISC Form Print

10 Print a 1099-MISC Form (28.20.2) for supplier 5008000. Use the Down arrow to find your
company address or enter it directly.

11 Enter a Taxpayer ID and the current year. Set Voucher Type and Box as follows:
Voucher Type = RENT, Box =1
Voucher Type = NEC, Box =7
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1099-MISC Magnetic Media Report

12 Generate a 1099-MISC Magnetic Media report (28.20.3).

Resist the temptation to press Enter twice from the Voucher Type frame. (This will just put
duplicate records into the file.)

13 Click Back to exit.

ASCII Files

14 Now go to your working directory and look for the ASCII file you just created.
15 Locate the file IRSTAX and view it. (The commands for UNIX and DOS operating systems
are listed below. For other systems, ask your instructor for assistance.)
UNIX: pg IRSTAX
DOS: type IRSTAX
To return to QAD Enterprise Applications, type exit.

Note If you get an error on the mag media report, have your instructor delete the IRSTAX file
in your working directory, then rerun the report.
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Overview

QAD Standard Edition Financial Management

System Introduction Accounts Payable Vouchers
Basic Data Setup Accounts Payable
Multinational Setup Payments
(Optional) 1099-MISC Reporting
Accounts Receivable _ {Cptional)
Data Setup 5. AP Draft Management
Invoicin [Optianal)
wolkahg Multinational AP (Optional)

Debit/Credit Memaos

] General Ledger Setup
Accounts Receivable

General Ledger

Payments

Transactions

General Ledger Reports
Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)
Purchasing/AP Data Setup Currency Dependent

Purchasing Rounding

In many countries, companies often pay their invoices using drafts rather than checks. A draft is a
form of payment like a check, but it specifies a due date when the draft is collectible. Since checks
and drafts are very similar, AP drafts were implemented in QAD SE as regular checks with a due
date (and a special check form). This feature enables you to process both checks and drafts using
the same set of menu options by specifying a different check form to control whether each
payment is a draft or check.

Draftt Management
(Optional)

Using AP drafts, you can also customize the printed draft formats, reconcile drafts as you would
regular checks, void unreconciled drafts, and track the status of drafts by effective date. The
system automatically creates GL journal entries.

After you create a voucher that requires payment by draft, you can select vouchers for payment by
draft with the same series of functions used for processing checks. You also process drafts using
either Payment - Automatic Checks or Payment - Manual Checks. To print drafts instead of
checks, you select check form 5, 6, or 7. These check forms are interchangeable for use with
drafts.

For AP reporting, a draft is treated like a regular check; draft amounts appear on all inquiries and
reports, including agings. Drafts remain open until reconciled or voided.
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AP Draft Management Flow

AP Draft Management Flow

Record Maruc

» Enter Voucher Check
]
' I} =
Automatic Payment Manual Check [;rof’r =5
Selection Selection pscify

Due Date

If selection - If selection

changes Print Payment changes

Selection Register

Print Automatic Specify
Checks Due Date

l Select Drafts

! by Due Date
Frint Payment
x Register Y
Woid Reconcile
Checks R Checks
: elete/Archive ;
Closed AP

To implement and process AP drafts, follow the steps outlined in this section. The steps are listed
in the suggested setup and processing order, but need not be completed sequentially.

1

Enable draft management.

To display the draft-related fields while you are processing AP payments, set the Use Draft
Management field to Yes in AP Control.

Create a bank record and draft sequence.

To maintain draft numbers in a separate sequence from check numbers, set up a bank record
for each account from which you generate draft payments. If you use a single bank record for
both checks and drafts, the check and draft numbers are mingled in the same sequence.

For posting purposes, specify a Drafts Payable account for each bank in Bank Maintenance. In
place of a Cash or Payments in Process account, the system uses the Drafts Payable account to
create GL journal entries.

Use a Draft Check Form in Voucher Maintenance (28.1).

To print a payment using the draft format, specify check form 5, 6, or 7 on the voucher. For
each supplier, you can enter a default check form and bank code. The bank code on the
voucher also determines the bank at which the draft is payable.

4 Generate Draft Payments.
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To select and print draft payments, use the standard payment selection functions and Payment
- Automatic Checks (28.9.9) or Payment - Manual Checks (28.9.10). Before you can generate
payments for a draft check form, you must enter a due date that prints on each draft and
override any due date specified on the voucher. For manual checks, set the Draft field to Yes or
No to specify a draft or check form of payment.

5 Reconcile Paid Drafts.

To reconcile draft payments against your bank statement, use Check Cancellation
Maintenance (28.9.13) and enter either a range of due dates or a range of check (draft)
numbers. With this feature, note that the field label Check includes both checks and drafts.
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AP Draft Management Flow (Continued)

Aecounts Paysbls Contral X

W GaTo = | Adion T

Next Batch: 00"
Next Voucher: 101 Voucher Maintenance % |
Next Journal; [ P —

Vaucher Open Qty/Amt:
AP Summarization Level:| 1

Batch: 1005 Control; 100,000,000 Tatal: 0.000
Ship-To: | 1000000(
ko AR5
Ontett b © vouther Supplisr Maintenance X
Check Form: 1 —_— cuitreli 100,00
11 antral: 100, o it
Exchange Tolerance:  5.00 i i
atal i
Enter Vouchers Confirmed: ¥ Fe T Supplies Address
Supplier: 500101
Release Recur VOs Confirmed: Supplier: S00L000 Temporary:
Use Payment In Process Acct: HName: METAL SUPPLY COMPANT
Remit-To: 500201
Use Expensed Item Var Accts: ¥ Address: 720 EAST COLLEGE AVENUE

ship-To: 100001

External Voucher References Allawed: ¢ Addross: BUILDING B-2
Use Assigned-To Field: ¥ Address:
Use Draft Management: & = City: LOS ANGELES State: CA Post: 90293 Format: 0
Currency: US| Banks A4 O
Allow Modification to Supplier: ¥ auntry: United States of America usa County:
Tnvoice: 1238 )
shtention: MR, RICHARD AVERY [2]: MR. RALFH HUTTON
Date:[11/25/2008 W 3
Talpphone: 213:923-0392 Eat: 2 Ext
Terms: 2/10-30 4 [21
FdeTotex: 213-923-0022 2k Added: 6/14/1987
Dise Cate: v
Dita.Datel ¥ Suglplier Data
Expected: v
Check Form: | ¢

Bank:| A4

” Language: US -
Purchase Contact: HOLLY JONES M Mise Creditor:

AP Contact:| FRANK MITCHELL £ Carrier:
Prametion Group: i Kanban Supplier

pack | ner |

6 Review Drafts.

To check on the status of open, reconciled, or voided drafts, use the Draft Status report. You
can track drafts by effective date and review the balance in the Drafts Payable Account at
period end. You can also enter an As Of Date value to review the status of a draft on any
specified date. The Payment Browse (28.9.11) and Payment Register (28.9.12) also provide
information on both check and draft payments.
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Sample Draft

SO0 HHE i tklifiig

General Supgply Corporation

Betherlando
Date - 05427 703

Towoice

Data Tnwnice Venchar Type Dehit Cradit
05/23/03 SiMER1 Tnvaioae 12, HHE_HE

12, 0400
General Sapply Corporstion BOR.

Controd Amomnt Creation Dote Dos Date Roforenca Fmrwmt

Sussaaa1d (00

Acronmt

05/37/03

/25703 THIMHHE kA A 1D HHE HE

S

11239 567HD

Draft Paysents Bank Co
Finamee Clams
SHHl World Way, Soite 101

Lo= Angelesx, CA HSHHE
United Scates of Zmericn
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AP Draft Management

295

In this exercise, you will implement and process AP drafts. You will also review the draft status

and the GL entries created.

Before you can process a draft, you must set up some data. For the purposes of this activity, you
will also create a new supplier.

Accounts Payable Control

1 Change the Accounts Payable Control setting for draft management as follows:
Use Draft Management:

Yes

This setting activates draft-related fields and makes Due Date a required field when you create

draft payments.

Bank Maintenance

2 In Bank Maintenance (26.13), set up a separate bank code for draft payments. Be sure to
specify the following information:

Bank Code: DR

Description: Draft Payments Bank Code
Country Code: NLD

Next Check: 3000

Bank Account 1: 0123456789

Drafts Payable Account: 2300

The description and bank account prints on drafts for this bank code.

Supplier Maintenance

3 In Supplier Maintenance (2.3.1), create a record for the following supplier. Be sure to enter the
correct bank and check form.

Supplier: 5002000

Name: General Supply Corporation
Bank: DR

Country: NLD

Check Form: 5 (Draft)

Voucher Maintenance

4 In Voucher Maintenance (28.1), enter one or more vouchers for this supplier using Voucher

Maintenance.

Notice that the bank code and check form default from the supplier record.
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Payment Selection - Automatic or Payment Selection - Manual

5 In Payment Selection - Automatic (28.9.4) or Payment Selection - Manual (28.9.5), select the
voucher(s) for payment using Payment Selection - Automatic or Payment Selection - Manual.
Continue to use supplier 5002000, bank DR and check form 5.

Payment - Automatic Checks

6  Generate payment(s) using Payment - Automatic Checks. Set the bank code to DR and the
check form to 5. Also enter a draft due date or accept the default.

Note Will not print to screen.

Check Cancellation Maintenance

7 In Check Cancellation Maintenance (28.9.13), reconcile the draft payments. Set Multi-Entry
to No.

Unposted Transaction Inquiry

8 Review the GL entries using the Unposted Transaction Inquiry (25.13.13).

Once the drafts are posted, you can review balances in the Drafts Payable account using the
Transaction by Account Inquiry (25.13.18).
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup 5. Accounts Payable
Multinational Setup Payments
(Optional) 1 4. IOQQTMISC Reporting
Accounts Receivable ) {Cptlendl
Data Setup 1 5. ;[ﬁg Ei.rqf’r r;\)/ﬁcmqgemen’r
G ptiona

In\/O!Clng . Multinational AP (Optional)
Debit/Credit Memos

] General Ledger Setup
Accounts Receivable
P i General Ledger

SRR Transactions
I(:)(;af;Morlw)dgemenT General Ledger Reports
ptiona

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)
Purchasing/AP Data Setup Currency Dependent

Purchasing N Rounding

If you have the Multiple Currency module, you can process purchase orders, vouchers, and
payments in any currency set up in Exchange Rate Maintenance (26.4).

Currencies are defined at the system level in your application database. You must have at least one
currency defined and specified as the base currency for each domain in Domain/Account Control
(36.1). Other setup is required if you use foreign currencies or if you have multiple domains with
multiple base currencies.
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Multiple Currencies

Multiple Currencies

Exchange Rate Maintenance X |

® GoTo = Action =

Cur 1: EUR Evuropean Euro Cur 2: USD us
Start End Date EUR Units USD Units
9/1/2002 9/30/2002 1.04971 1.0

10/1/2002 10/31/2002 1.04971 1.0

11/1/2002 11/30/2002 1.04971 1.0

12/1/2002 12/31/2002 1.04971 1.0

1/2/2003 Az/3t/2003 Currency Account Maintenance X

1/1/2004 12/31/2004 - -

o GoTo = Action =

1/1/2005 12/31/2005 1 2

1/1/2006 12/31/2006 1
1/1/2007 12/31/2007 C Currency: EUR European Euro
1/1/2008 7/31/2008 ¢ Unrealized Exchange Gain Acct: 1035
8/1/2008 v Unrealized Exchange Loss Acct: 1036

Realized Exchange Gain Acct: 1037

Realized Exchange Loss Acct: 1036
Exchange Rounding Account: 1039

Currency codes identify specific monetary units. Use Currency Maintenance (26.1) to set up
currency codes, select rounding methods, and activate your base currency and any other currencies
your company uses. For non-base currencies, you can also specify unrealized and realized
exchange gain and loss accounts.

Once defined, a currency code cannot be deleted or deactivated if:
- Itis specified as the base currency in Domain/Account Control (36.1).

- Itis referenced in a current or future exchange rate relationship in Exchange Rate Maintenance
(26.4).

Many companies use international banking standard codes such as USD for US dollars and FRF
for French francs. If you need to separate buy rates from sell rates, you must define multiple
currency codes and use the appropriate one on accounts payable and accounts receivable
transactions.

Unrealized gains occur before the settlement of an open asset or liability item when a potential for
further exchange rate fluctuation exists. Unrealized exchange gains affect only non-base currency
accounts, primarily AR, AP, and cash.

Unrealized losses occur before the settlement of an open asset or liability item when a potential for
further exchange rate fluctuation exists. Unrealized exchange losses affect only non-base currency
accounts, primarily AR, AP, and cash.
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Realized gains primarily affect cash transactions in AP and AR.

- In AP, a realized gain occurs if the base currency value of the supplier invoice decreases
between the voucher date and payment effective date.

- In AR, a realized gain occurs if the base currency value of the customer invoice increases
between the invoice date and the payment date.
Enter the GL account code and cost center that records realized exchange losses for this currency.
Realized losses primarily affect cash transactions in AP and AR.

« In AP, a realized loss occurs if the base currency value of the supplier invoice increases
between the voucher date and payment effective date.

* In AR, a realized loss occurs if the base currency value of the customer invoice decreases
between the invoice date and the payment date.

Only active currencies can be specified when defining the base currency in Domain/Account
Control, setting up exchange rates in Exchange Rate Maintenance.
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Purchase Orders, Receipts, and Vouchers

.
Purchase Orders, Receipts, and Vouchers
|Purcnase Order Maintenance * |
W GoTo ~ Action =
Header | Lines
P Heades > 1 4 g | 3 4 | 3
Header
Purchase Order: PO200254 Supplier: 0200 Ship-To: 10000
Supplier Ship To
werner Schulze Lowrance
12000 Skelly Ave
Frankfurt 60303 Tulsa ok 92606
Germany United States of America
Details
Order Date: 7/2/2008 Price Thl: Confirming: Imp/Exp:
Due Date: 7/2/2008 Disc Thl: Currency: eur Language: US
Buyer: Ln Disct 0.00% Taxable:
Bill
Sales/] Exchange Rate: eur 0. 7000000000 = usD 1.0000000000
Con
Conf Fixed Rate:
Reama

On purchase orders and vouchers, the currency defaults from the supplier remit-to address in
Supplier Maintenance (2.3.1). You can use this currency or change it to any other currency that is
set up in the system.

On purchase orders, the exchange rate defaults from the rate for the order date. On purchase
orders, you can specify a fixed rate that follows the transaction through vouchering and payment.

On receipts and vouchers, the rate comes from the rate for the transaction effective date. However,
on all of these transactions, a pop-up window appears, where you can enter a spot rate.

On purchase orders, line item prices are converted to the transaction currency, but the list price and
GL cost are also displayed in base currency for reference.
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IPaymant - hutomatic Checks * | I
M GoTo - Action
Banlk: & |Payment7ManualChecks X
2
Check Form # GoTo ~ Action =
Use MMDDYYYY date:
Starting Check: 023579 Batch: 1072 Ctrl: 55,000,000 Total: 0.000
Check Date: 8/6/2008
Effective Date: 5/6/2008
Due Date: Bank: 2 Check: 035478 Check Ctrl: 55,000.00 amount: 0,00
Draft: Currency: USD Batch: 1072
Print Audit Trail: Supplier: 00050000 American Steel Company Status:
Print Voucher Remarks: Daybook: SYSTEM
Print Test Check: Date: 8/6/2008 Account: 1040
Batch: Effective: 8/6/2008 Discount Account: 5200
Daybook: v Rise Date: Remark:
Payment File:
Voucher: Amount to Apply: 55,000.00
Type: N Cash Amount: 55000.00
Account: 1044 Discount Amount: 0.00

Both automatic and manual payments are associated with a bank, which is in turn assigned to a
specific currency. In both functions, Payment - Automatic Checks (28.9.9) and Payment - Manual
Checks (28.9.10), a pop-up window displays the exchange rate for the transaction effective date.

Note If you specified a fixed rate on the purchase order, you can still enter a new rate here;
however, this rate only affects the calculation of exchange gain/loss, not the default amount to pay.

In Payment Selection - Manual (28.9.5) foreign currency payments are identified by an asterisk
().
Unless you are using a fixed exchange rate, the exchange rate usually fluctuates between the time

a PO is created and the time the payment is processed. QAD SE accounts for exchange
gains/losses by calculating variances during voucher entry and when payments are processed.

When the currency used to pay a voucher is not the same as the currency assigned to the bank, the
check type must be 3 or 4 (that is, electronic fund transfers).

A voucher can be paid with a check using a currency that does not match the voucher. However,
the currency used to pay the voucher must be the same as the currency assigned to the bank.
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Purchase Gain/Loss on Vouchers

Purchase Gain/Loss on Vouchers

# MXP to
115D Purchase Gain:

PO Receipt: 2000-148.67 =333
SMXP =1 USD

100 MXP = 20 USD 6\

Youcher:
5 & MHRP =1 USD
/ 100 MXP = 16.67 USD

Nt

O Receipt Voucher

Purchase gain/loss is the difference between the purchase cost at the PO receipt exchange rate and
the purchase cost at the voucher exchange rate. It is calculated when the invoice is vouchered.

Example

Your company’s base currency is USD. You process a PO receipt for 100 MXP at an exchange rate
of 5 MXP to 1 USD. At that exchange rate, 100 MXP is worth 20 USD.

However, on the day you voucher the supplier invoice, the exchange rate is 6 MXP to 1 USD. You
still pay the supplier 100 MXP, but at today’s exchange rate, 100 MXP is worth 16.67 USD (1/6 x
100). So, there is a purchase gain of 3.33 USD.

The converse is also true. If the exchange rate on the voucher date was 4 MXP to 1 USD, 100
MXP would be worth 25 USD, resulting in a loss of 5 USD.

Note Purchase gain/loss is different from purchase price variance (the difference between PO unit
cost and item GL/standard cost) because the invoice amount may be identical to that which was
negotiated.
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Exchange Gain/Loss on Payments

Exchange Gain/Loss on Payments

# MXP to
1 USD ST Redlized Loss:
e 18.18—16.67 = 1.51
100 MXP = 16.67 USD
6
55
5 >, s
/ AP Payment:
: 5.5MXP =1 USD
FO Receipt: 100 MXP = 18.18 USD
5MXP =1 USD
100 MXP = 20 USD
PO Recolpy Vn!l‘:hu‘ APH:HIIHR

A realized exchange gain or loss occurs when you pay more or less cash to the supplier than you
expected relative to your system base currency, since you were invoiced at one exchange rate and

you made payment at another.

Example

When you pay the voucher, the exchange rate is 1 USD to 5.5 MXP. You pay the supplier 100
MXP, but in USD, 100 MXP is now worth 18.18 (1/5.5 x 100) instead of 16.67. Relative to the
voucher date, there is an exchange loss of 1.51 USD.
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GL Transaction Summary, Multiple Currencies

GL Transaction Summary, Multiple Currencies
PO PO Receipt Voucher Payment
Purchase Purchase Exchange
Price Variance Gain/loss Gainfloss
Activity Exchang | Order Base GL Transactions Order Base
e Rate! Curr Curr Curr Curr
PO [Now 2101 200,00 10000 | None - -
15)
FOReceipt | 2.510 1 20000 80,00 DR Inventory - 100.00
(Now30) CRE PO Receipts = 100,00
DE PO Receipts - 20.00
GR PR = 20.00
YWoucher 3tol 20000 66.67 DR FO Receipts = £80.00
(Dec 31) CRE Accounts Payadble 200.00 -
CE Purchase Gain = 13.33
FPayment Gaiieal 20000 57.14 DR AccountsPayable 200,00
(Jan15) CRE EBxchange Gain = 953
CR Cash 200.00 =
' Order currency to system base currency.

To explain the GL transactions generated for AP foreign currency transactions, this example uses a
purchase order in a foreign currency. You receive the items, and voucher and pay the supplier
invoice. To simplify matters, assume the PO is for non-taxable inventory items. In the above slide,
the first pair of order/base currency columns shows the item costs and the second pair shows the
GL transaction amounts.
The purchase order has no GL effects until receipt.

Remove 100 USD from inventory

PO Receipts 100 USD (same as from inventory)

Currency is different from PO Date

200 MXP =80 USD, instead of 100 USD (20 USD difference)

Reduce PO receipts by 20 USD, leaving 80 USD due. Debit PO receipt 20 USD and credit PPV 20
USD.
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Vouchering

At vouchering, GL entries are created in the order currency to update PO Receipts and Accounts
Payable. The PO receipts account must be cleared of 80 USD. The exchange rate is 3. It takes 240
MXP (3*80). Accounts Payable is owed 200 MXP.

Convert 240 MXP to USD: (240/3) = 80.00 USD
200 MXP to USD: (200/3) = 66.67 USD
Difference = 13.33 USD

Debit PO Receipts 240 MXP

Credit Accounts Payable 200 MXP

Credit G/L 13.33 USD

Payment

When the voucher is paid, the GL entries for Cash and Accounts Payable are posted in the order
currency.

Accept 200 MXP to clear payables. Cash 200 MXP. Difference between voucher and payment:
66.67 USD (voucher)
57.14 USD (payment)
9.53 Exchange gain
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Exercise 16: Accounts Payable Multicurrency

Your company has just started purchasing an item from a foreign supplier. Before you can process
purchase orders for this supplier, you must set up a few records in the database: the currency code
and exchange rates, a bank account (and corresponding GL account) for the currency, and, finally,
a supplier record.

After you have completed the setup, you will process a PO and receipt. On the AP side, you will
voucher and pay the supplier invoice. Along the way, notice when the variances are calculated and
the GL accounts to which they are posted.

Currency Maintenance

1 In Currency Maintenance (26.1), enter currency code, NZD.

Exchange Rate Maintenance

2 In Exchange Rate Maintenance (26.4), enter the following exchange rates for NZD.

Beg/End Date Exchange Rate
Today: 1.6

Tomorrow: 1.7

Day after tomorrow: 1.75

Two days after tomorrow: | 1.65

Account Code Maintenance

3 In Account Code Maintenance (25.3.13), set up a new account code (or modify the existing
account code).

Account: 1047

Description: Cash - New Zealand Dollar
Type: A

Currency: NzD

Format Position: 11120 Cash-Foreign
Active Yes

Bank Maintenance

4 In Bank Maintenance (26.13), enter a new bank account for the foreign currency, using Bank
Code NZ.

5 Set the Cash account and Payment in Process account to 1047. The Bank currency must be
NZD. GL transactions are created for it whenever the exchange rate fluctuates between the
voucher and payment dates.

Supplier Maintenance

6 In Supplier Maintenance (2.3.1), set up a record for the foreign supplier. Which two fields
must you fill in for multi-currency processing? How is this data used?
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Purchase Order Maintenance

Now that you have completed the setup, you can process transactions.

7 In Purchase Order Maintenance (5.7), enter a purchase order for the supplier. Write down the
order number here:

8 Leave the Order Date set to today. Enter the following line item data.

Field Data

Site: Train

Item Number: 02-0005

Quantity: 100

Unit Cost: 1.60 (in the foreign currency)

(Ignore the warning message about requisition approvals.)

Purchase Order Receipts
9 In Purchase Order Receipts (5.13.1), set the Effective Date on the receipt to tomorrow’s date.

10 Receive all 100 units of the PO.
The pop-up window should now show an exchange rate of 1.7.

Voucher Maintenance

11 In Voucher Maintenance (28.1), enter a voucher for the supplier invoice and receiver, which
shows a unit cost of 1.60.

12 Set the effective date to the day after tomorrow.
The pop-up window should now show 1.75. Note that the invoice cost is still 1.60 NZD. Only

the exchange rate has changed.

Supplier Activity Inquiry

13 In Supplier Activity Inquiry (28.13), review the supplier balance, first in the foreign currency,
then in base.

Payment—Manual Checks

14 In Payment—Manual Checks (28.9.10), record a manual check to pay this voucher. Reference
the foreign bank you created earlier.

15 Set the date and check effective date to three days from now.
The pop-up window should show an exchange rate of 1.65.

Unposted Transaction Register

16 Print the GL Unposted Transaction Register (25.13.14) for all transaction types.
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17 Review the transactions created in this exercise. Where did the accounts come from? Work
through the calculations and verify the amounts. Did you have a gain or loss on the payment?

The following table shows the amounts, accounts, and calculations.
Purchase Order (160.00 NZD)

Exch Rate USD Amt GL Account Amount Currency
1.6 100.00 No GL entries for POs

PO Receipt (170.00)

Exch Rate USD Amt GL Account Amount Currency
1.7 100.00 1500 Inventory 96.00 usD
2200 (PO Receipts) -96.00 usD
5000 (PPV) -1.88 usD
2200 (PO Receipts) 1.88 usD

The USD value for the PO receipt is the PO extended cost divided by the exchange rate on the
receipt date, or 160.00/1.7 = 94.12.

The Inventory and PO Receipts entries booked the GL extended cost of the receipt of item 02-
0005, or 100 x .96 = 96.00.

A negative PPV (purchase price variance) resulted because the total USD PO receipt cost was
less than the item GL extended cost. PPV was calculated as:

94.12 -96.00 = -1.88

\Voucher (160.00)
Exch Rate USD Amt GL Account Amount Currency
1.7 91.43 2100 (Accounts Payable) -160.00 foreign
2200 (PO Receipts) 164.71 foreign
1035 (Purchase Gain) -4.71 foreign

The USD value for the voucher is the voucher amount divided by the exchange rate on the
voucher date, or 160.00/1.75 = 91.43

The PO Receipts amount is the USD value for the PO receipt multiplied by the exchange rate
on the voucher date, or 94.12 x 1.75 = 164.71.

The purchase gain is the voucher cost minus the PO receipt cost, or 160.00 — 164.71 = - 4.71.
The gain is credited to the Purchase Gain/Loss account (1035) specified for the currency in
Exchange Rate Maintenance (26.4).

Payment (160.00)
Exch Rate USD Amt GL Account Amount Currency
1.65 96.97 1047 (Cash - Foreign) -160.00 foreign
1038 (Exchange Loss) 5.54 uUsb
2100 (Accounts Payable) 160.00 foreign

The USD amount of the payment is the foreign payment amount divided by the exchange rate
on the payment date, or 160.00/1.65 = 96.97.
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An exchange loss resulted because the USD amount of the payment exceeded the USD
amount of the voucher. It was calculated as the USD payment amount minus the USD voucher
amount, or 96.97 — 91.43 = 5.54. The loss was debited to the Exchange Gain/Loss account for
the payment bank, specified in Bank Maintenance (26.13).
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Overview

QAD Standard Edition Financial Management

System Introduction Accounts Payable Vouchers
Basic Data Setup Accounts Payable
Multinational Setup Payments
(Optional) 1099-MISC Reporting
Accounts Receivable {Optiondl)
Data Setup 5. AP Draft Management
Invoicin Opliond)

wolkahg Multinational AP (Optional)
Debit/Credit Memaos

] General Ledger Setup

Accounts Receivable
P i General Ledger

SyiR=nis Transactions
DrGf’r.MGnGgemen’r General Ledger Reports
(Optional)

o ) Multiple Entities [Optional)
Multinational AR (Optional) Multinational GL (Optional)

Purchasing/AP Datfa Setup Currency Dependent
Purchasing Rounding

This section describes how the General Ledger module collects and organizes amounts for
corporate financial reporting.

Generally accepted accounting practice requires that an organization’s financial information be
periodically compiled in two financial statements: a balance sheet and an income statement. The
balance sheet provides a summary of an organization’s assets, liabilities, and equity at a given
point in time. The income statement shows profit or loss for a given time period. In order to satisfy
these reporting requirements, a general ledger (GL) is used

In QAD SE, the General Ledger module is the end of the line for financial transactions that
originate from sales, AR, purchasing, AP, inventory, and manufacturing. Within the General
Ledger, you also record transactions, such as corrections and period-end adjustments.

The general ledger is used to generate reports, such as balance sheets, income statements, and
budgets. The financial statements always print amounts in the domain base currency.

Each domain has its own base currency, chart of accounts, and control settings, and consequently,
its own set of financial statements.

Information on financial impacts is conveyed via transactions. A transaction is a set of debits and
credits that indicates what kind of activity took place and when, the monetary value of the activity,
and how the activity affected inventory, shipments, cash, or other aspects of the company’s
operations.
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GL Processing Flow

General Processing Flow [y . ecenin
|:| Period-End

Process Module
L Year-End
Transactions

Consolidate
Previous Year's
Transactions

Close Period
to Other Modules

Close Year to
GL/Update

Retained Process GL

Eamings Adjusting
Transactions
Print Final Print Period
Repotts Repotts
Close Period
fo GL
M QAD

At period-end, you review and post the transactions generated by all the other QAD SE modules
first. Posting transfers the transaction information to the GL files used to generate reports.

As posting is completed, you can close the GL period to specific transaction types while you
continue the posting process for others. For example, if you have posted all of your Accounts
Receivable activity, you might close the period to SO (sales order) and AR transaction types while
posting open transactions in AP and PO. You can then review period activity and close the fiscal
period in GL. Closing the period to GL closes the period to all transaction types.

If transactions did not post correctly, you need to record adjusting transactions. At this time, you
also record depreciation, reversing transactions for accruals, and similar period-end adjustments.

Afterward, the processing varies. In companies that use multiple currencies, you execute several
functions that create transactions to account for gains and losses on currency exchange. In
companies with multiple databases, you transfer transactions to a consolidation database for
corporate-level reporting. We cover these functions in more detail later on.

Once all transactions are printed and posted, print your financial statements for the period—the
income statement, balance sheet, and other reports. After reviewing and correcting these, you close
the fiscal period to the General Ledger module to prevent additional activity.
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Key Elements of a Transaction

Transactions (GL Reference)

glutip.p 1 Unposted Transaction Register Date: 03/03/01
Page: 2 Quality Products Carp. Time: 13:28:21
Gl Reference | Entered  EHf Dale User ID Llin= Account Project Enty Description Amount Cur
Arnlusoauuqmamaml 03/03/01 ABM 1 2100101000 ADV9? 2000  APVaucher “100.00USD
2 5100-10- 1000 ADVYS 1000 PURCHASES (EXPEMSED) 100.00 USD
ST
0.00 USD

GL Reference

|AR010303000004 |

GL transactions are created by all financial activities. Use the Unposted Transaction Register to
review transactions prior to posting.

Every transaction is identified by a GL reference code consisting of the GL transaction type, the
date that the transaction should update the GL, and the transaction number.

- Transaction Type

The transaction type indicates the module or activity (for example, work order, AP payment,
PO receipt) that originated the transaction. The type is a useful criterion for selecting
transactions to appear on GL reports, and also lets you post transactions in groups (for
example, type IC for all inventory transactions).

- Effective Date

The date the transaction should update the GL. This date only pertains to transactions
generated from the sub-modules (in the GL, the reference number can be manually entered by
the user). The effective date may differ from the transaction creation date, especially if the
department that created the transaction was slow on its period-end processing and had to back-
date transactions. The transaction record always contains the effective and actual entry dates.
You can select transactions on the Unposted Transaction Report using either date.

« Transaction Number

You can set up your database to restart numbering every day with transaction 000001 or to
number transactions continuously. This option is specified using the Daily/Continuous
Reference Sequence setting in General Ledger Control.
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Distribution Lines

- . - - L]
Transactions (Distribution Lines)
glutnp.p 1 Unposted Transaction Register Date: 03/03/01
Page:2 Quality Praducts Carp. Time: 13:28:21
Gl Reference Entered  Hf Date User ID line Account Project Enty Description Amount Cur
APOT030300000403/03/01 03/03/01 AR | 1 2100101000 ADVO1 2000  APVouchsr 00.00UsD
2 5100-10- 1000 ADVD1 1000 PURCHASES (EXPENSED) 100.00 USD
000usD
Line Account Project Entity Description Amount Cur
1 2100-10-1000 ADVOl 2000 AP Voucher -100.00 USD
|2 5100-10-1000 ADVO] 1000  PURCHASES (EXPENSED)  100.00 USD
I_ 0.00UsSD
Account,
Sub-Account, Enftity
Cost Center

In addition to the information used to identify a transaction, the transaction record consists of one
or more distribution lines—debit and credit amounts that you post to GL accounts at period-end.

In QAD SE, all GL distribution lines are created for a specific entity and account combination. The
entity indicates which business the transaction affected, and the account indicates which assets,
liabilities, and equities were changed.

In QAD SE, you can also assign transactions to specific sub-accounts, cost centers, or projects.
Companies typically use sub-accounts when they need financial reporting by division. Cost
centers can be used for departmental reporting and project codes can be used to track revenues and
expenses generated by individual activities, such as advertising campaigns.

On inquiries and reports, the system often separates accounts, sub-accounts, and cost centers by
dashes. For example, account 2100, sub-account 10, and cost center 1000 appears as
2100-10-1000. If there was no sub-account, you would see only 2100-1000.
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General Ledger Setup

General Ledger Setup

GL Confrol
Entities

Format Positions
Accounts
Sub-Accounts
Cost Centers

Before you can begin to use the GL functions to maintain your account balances and produce
financial statements, you must set up some base GL data.
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General Ledger Control

General Ledger Contral %

d GoTo - Action

Profit/Loss Account (BS): | 2900
Retained Earnings Account:| 2800

Translation Adj Acct (BS): 1050
Translation Adj Acct (I5):

Use Sub-Accounts:

Use Cost Centers:

Qe ] S

Balanced Entities:

Allow Changes to Module Transactions:

Continuous Page Mumbers for Post Audit:
Last Page Murnber for Post Audit: a
Daily/Continuous Reference Sequence:| Daily -
GL Transaction Audit Trail:
Suppress Reopen Clased Periods:

Offset Account for GL Import:

Before you can maintain account balances and produce financial statements, you must configure
General Ledger Control (25.24). The GL Control function lets you:

« Specify accounts for recording profit and loss, and retained earnings.

- Activate sub-account and cost center analysis.

- Specify whether to permit changes to module transactions in the GL module.

- Specify how to print posting audit trails.

The following is a summary of the key fields in GL Control:

Profit/Loss Account (BS). Define the GL account code for the balance sheet year-to-date
earnings (profit and loss). The account is used for financial reporting only.
You cannot post transactions to the account.
The system recalculates the account balance whenever a balance sheet is printed. At the year-
end close, the balance in this account is posted to the retained earnings account.

Retained Earnings Account. Specify the account used by Transaction Year-End Close
(25.13.12) and Retroactive Transaction Maintenance (25.13.2) to create one-sided
transactions.

Transactions are only posted to retained earnings during initial implementation. Only post to
retained earnings using Standard Transaction Maintenance (25.13.1)

Translation Adj Acct (BS). Specify the balance sheet account that is affected by currency
translation adjustments.
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The account is only used when importing transactions from other entities operating in different
base currencies. If the Post Translation Adjustment to field on the entity specifies Balance
Sheet, then translation adjustments post to this account.

Translation Adj Acct (IS). Specify the income statement account affected by currency
translation adjustments.

The account is only used when importing transactions from other entities operating in different
base currencies. If the Post Translation Adjustment to field on the entity specifies Income
Statement, then translation adjustments post to this account.

Use Sub-Accounts. When the field is set to Yes, the system prompts you to enter a sub-
account whenever you enter an account.

The Sub-Module Sub-Account Length field in Domain/Account Control (36.1) determines
how many digits are used for the sub-account. When the field is set to No, the system prompts
for an account number during data entry.

Use Cost Center. When the field is set to Yes, the system prompts you to enter a cost center
whenever you enter an account.

When the field is set to No, the system prompts for an account number only during data entry.

Balanced Entities. When the field is set to Yes, the system verifies that GL transactions are
balanced for all entities when posting.

To be balanced, the total for all transactions within a single entity must equal zero.
This setting is the normal default for most entities.

When the field is set to No, transactions do not need to be balanced for each entity Sub-
modules always create balanced entries. The potential for unbalanced entries arises only in the
General Ledger module.

Allow Changes to Module Transactions. When the field is set to Yes, you can modify any GL
transactions from sales, purchasing, and other modules in Standard Transaction Maintenance
(25.13.2).

When the field is set to No, you can only use Standard Transaction Maintenance to modify
transactions that are unbalanced or otherwise unpostable.

Continuous Page Numbers for Post Audit. When the field is set to Yes, the system prints the
posting audit trails using continuous numbering.

For example, if the audit trail for January is printed on page numbers 1 through 10, the audit
trail for February must begin on page 11. This setting is a requirement in certain countries.

Last Page Number for Post Audit. If the Continuous Page Numbers for Post Audit field is set
to Yes, the system updates this field with the last page number of the audit trail as each audit
trail is printed.

Daily/Continuous Reference Sequence. Specify whether the numbering on GL transactions
should be reset daily or whether the numbering should be continuous. This field determines
the numbering system and level of user flexibility when entering reference numbers for certain
GL transactions (JL, RV, RA, FX).

Continuous: If the numbering is continuous, transaction numbers are system-generated, and
you cannot enter reference numbers manually. When the field is set to Continuous, the
transaction number does not restart.
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Daily: If the numbering is reset daily, the first transaction of each day is assigned 0000001.
However, you can still enter reference numbers manually.
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Entity Codes

Entity Codes

Entity Code Maintenance X

4 GoTo + Action =

Entity: 2000
Desecription: Quality Specialties

Primary Entity:

Currency! USD
Post Translation Adj to (B/I):
Posting Audit Trail Page Nbr: 0
Company Address: 20000
Consolidation Entity:

Type:

Line Account Project Enty Description Amount Cur
1 2100-10-1000 ADV01 2000 AP Voucher - 100.00 USD
2 5100-10-1000 ADV01 l‘l_OOﬂ PURCHASES (EXPENSED) 100.00 USD
0.00 USD

Entity

As we noted earlier, transactions always reference a particular financial entity. In multi-entity
businesses, this feature ensures that transactions are included in the right company’s financial
reports. In the General Ledger module, transactions are posted by entity, and financial statements
and other GL reports are printed by entity.

New entity codes are set up in Entity Code Maintenance. Even if your company has only one
financial reporting entity, an entity code must still be defined. One entity must be defined as the
primary entity—the default for the current GL entity when you first log onto the system. Only one
entity can be defined as the primary entity; however, in Current Entity Change, you can change the
default entity for GL activity for the duration of a user session.

Each entity is assigned a three-character code that defines the entity base currency. In multiple
currency environments, this code determines if a currency translation must be performed on
transactions imported from another database for this entity. The translation adjustment can appear
on either the balance sheet or the income statement. If multiple currencies are not used, the
translation adjustment can be set to either B or 1.

If continuous page numbering is selected in General Ledger Control, the Page Numbers for Post
Audit field displays the last page humber of the last audit trail printed for the entity.

A valid company address must be entered in the entity record. This field is validated against
addresses defined in Company Address Maintenance (2.12).

M QAD



GL Setup 321

The company name and address details associated with this code are printed on draft payments
from this entity. In the United States, the company address details associated with this code are

also used by 1099-MISC Form Print (28.20.2), 1099-MISC Magnetic Media report (28.20.3), and
1099-MISC report (28.20.1).
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Format Position

Format Positions

Balance Sheet
Liabilities & Equity 200,000.00
Liabilities 50,000.00
Current Liabilities | 2500000
Line Account Project Entity Description Amount Cur
1 2100-10-1000 ADVO1 2000 AP Voucher -100.00 USD
2 5100-10-1000 ADVOT 1000 PURCHASES (EXPENSED)  100.00 USD

0.00 UsD

To set up a general ledger, you first determine what kinds of information must appear on the
financial statements. Financial statement elements, such as product line, can either have their own
headings, or be grouped with similar elements under larger headings, such as sales. These report
headings are called format positions. Format positions let you specify different levels of detail for
different reports and audiences.

Format positions also determine the order in which GL accounts appear. A format position is
associated with either the income statement or the balance sheet, but not both.
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Balance Sheet Format Positions

L] K]
Balance Sheet Format Positions
Level
1 2 3 4 5 Account Format Position Sums Into
. 10000 0
CURRENT ASSETS 10100 10000
- 11000 10100
[CasH-FOREIGN 11100 11000
TOTALCASH 1042 11110 11100
ACCOUNTS RECEN ABLE
INYENTORY
TOTALCURRENT ASSETS 20 I0h -2 100
TOTAL ASSETS 1500 11100 11000
LlABlUTlES & EQUlTY Allocation Code Maintenance x|
LIABILITIES e 5 ST
CURRENT LI&BILITIES g Tt
TOTALCURRENT LIABILITIES
Alocation Code: a1
TOTAL LIABILITIES Al
*
EQUITY
TOTAL EQU‘TY Account Sub-Acct cC Project Pewcent
3000 30000
TOTAL LIABILITIES & EQUITY s s
A0000 20000
e z 51 ] 20,000
*Blank format positions forspacing: '
Suppress Header/Total =Yes in25.3.7

The slide shows some typical balance sheet format positions. Cash-Foreign (account 1042) is
assigned to format position 11120. It is one of several cash accounts (not shown) totaled under
another format position for Cash, 11100. Cash sums into Current Assets (format position 11000),
which in turn sums into Assets (10000). Because Assets is the top level for financial reporting, it
sums into 0, as does format position 15000 for Liabilities & Equity.

When you assign an account to a format position in Account Code Maintenance (25.3.13), you
also see the higher-level format positions into which the account is summed. To prevent an account
such as a memo account from being associated with a format position, you would assign the
account to format position zero (0).

Format positions enable you to print statements that contain varying levels of detail. In the income
statement and balance sheet reports, you can specify up to 99 levels of detail.
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Income Statement Format Positions

Income Statement Format Maintenance

TOTAL INCOME FROM OPERATIONS*
OTHER INCOME & EXPENSES*
PROFIT (LOSS) BEFORETAX
TOTAL NET PROFIT/LOSS®

*Suppress Header = Yes, Suppress Total = No.

Deteription;
Typeli

[=r

Fermst Pasitin

Subrbode E rises Onky.
Staistieal Aceoumt
detive

Cur Teansbation Inderc 1

taled

SaLES
GROSS MARGIN

INCOME FROM DPERATIONS

PROFITILOSS) BEFORE TAX
NET PROFITRLOSS]

Level
1 2 3 4 5 & Account Format Position Sums Into
[SALES 50000 0000
SALES 3000 50000 S0000
SALES DISCOUNTS 3500 50000 S0000
TOTALSALES
COSTOF GOODSSOLD 55000 A0000
SALESTERMS DISCOUNTS 3910 55000 S0000
TOTAL COSTOF GOODS SOLD
TOTAL GROSS MARGIN* S0000 80000
OPERATING EXPENSES OO0 annnn
PURCHASES e i
TOTAL OPERATING EXPEMNSES -
Account: 3000

Level &
Level 4
Level 3
Level 2
Lewel 1

The slide shows sample income statement format positions.

In comparison to the balance sheet on the previous, the data on the income statement is inverted:
Total Net Profit/Loss is the highest-level format position, but it is at the bottom of the report. Also,

the report data is indented less towards the end of the report.

On income statement format positions, lower format position numbers sum into higher ones; on
balance sheets, higher format position numbers sum into lower ones. However, account numbers

do not have to be assigned sequentially to format positions.
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Format Position Maintenance

Format Position Maintenance

Format Position Maintenance X

8 GoTo ~ Action *

Format Position: 11000
Description: CURRENT ASSETS
Sums-Into: 10100

Report Type: B
Debit(dr)/Credit(cr): DR [+]
Sort Sub-Acct Betore Acct:
Sort Cost Center Before Acct:

Page Break After Total:
Suppress Header:
Suppress Total:

Skip Line After Total: ¥
Double-Underline Total:

To set up new format positions or adjust existing ones, use Format Position Maintenance (25.3.7).
The following fields determine how format positions appear on GL reports.

Description. We recommend that you put format position descriptions in uppercase rather than
lowercase because they look better on reports (on total lines, the system prints TOTAL in
uppercase).

Sums Into. Used to consolidate totals on financial statements. On balance sheet format
positions, the next lowest format position; on income statement format positions, the next
highest. On the sample income statement, Sales (format position 50000) sums into Gross
Margin (60000).

If a format position is to appear before another format position of the same level, the first
format position must be assigned to the lower number. For example, in the case of assets and
liabilities, assets should have a lower number so they appear at the top of the balance sheet.

Report Type. B (balance sheet) or | (income statement) format position.

Debit/Credit. Identifies the normal balance of accounts summed into the format position.
Assets and expenses normally have debit balances and liabilities and income normally have
credit balances. On reports, credit amounts in debit format positions (for example, Cash) are
identified by a minus sign or brackets, as are debit amounts in credit format positions (for
example, Sales).
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Sort Sub-Acct Before Acct. This field determines the sort priority for sub-accounts within a
format position. It is used on financial statements in conjunction with the Summarize Cost
Center option.

Sort Cost Center Before Acct. This field determines the sort priority for cost centers within a
format position. It is used in financial statements in conjunction with the Summarize Sub-Acct
option.

M QAD



GL Setup 327

Format Position Maintenance

Format Position Maintenance *

8 GoTo v Action ~

Format Position: 11000
Description: CURRENT ASSETS
Sums-Into: 10100
Report Type: B
Debit{dr)/Credit{cr): DR Z'
Sort Sub-Acct Betore Acct:
Sort Cost Center Before Acct:

Page Break After Total:
Suppress Header:
Suppress Total:

Skip Line After Total; V

Double-Underline Total:

Page Break After Total. Indicates whether the printer should skip to a new page after printing
the total for the format position. Usually, you want to insert a page break only after major
categories such as Assets and Liabilities.

Suppress Header/Suppress Total. In reports, the format position description prints in two
places—at the top, before any accounts or embedded format positions that sum into it, and at
the bottom, preceded by the word TOTAL. On the sample income statement, SALES is the
header for format position Sales and TOTAL SALES is the total.

Sometimes, you may want to suppress the header and just print the total line (for example,
60000, 80000, 81000, 90000 on the sample income statement). You can also insert a blank line
on a report (for example, 10100 on the sample balance sheet) by creating a format position in
which both the header and total are suppressed.

Skip Line After Total/Double-Underline Total. These settings can be used to further highlight
totals. Normally, you want a blank line after a total so that reports are easier to read. But you
may not want them on some embedded format positions if you want to group items close
together or print them all on one page.
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Report Formatting

An easy way to create new reports is to go through printed copies of your existing balance sheet or

Report Formatiing

Lewvel
| 2 3 4 5

ASSETS

CURRENT ASSETS
CASH

Suppress Header/Total = Yes

CASH-USD =
TOTAL CASH
ACCOUNTS RECEMWVABLE
INWVENTORY
TOTAL CURRENT ASSETS
TOTAL ASSETS
LIABILITIES & EQUITY
LIABILITIES
CURRENT LIABILITIES
TOTAL CURREMT LIABILITIES
TOTALLIABILITIES
TOTALEQUITY = <

Suppress Totadl = Yes

TOTAL LIABILITIES & EQUITY

Suppress Header = Yes

income statement with three highlighter pens.

1

After you have identified which format positions you need, you can assign them numbers. As you

Highlight the headers and totals for each section of the report that has both a header and a total
line. For example, highlight Current Assets and Total Current Assets.

Using another color, highlight the headers with no corresponding total. These headings are
subtitles used to group accounts and to promote clarity, but that do not require subtotals. In
these format positions, set Suppress Total to Yes in Format Position Maintenance.

Using a third color, highlight the totals with no corresponding header. These sub-totals are
used to print intermediate totals, and do not need a heading. In these format positions, set
Suppress Header to Yes.

saw earlier, numbering on balance sheets starts from Assets and works down (for example, 0,

10000, 20000). On income statements, numbering starts from Net Profit/Loss and works up (for

example, 0, 90000, 80000).

Once you have your format positions set up, print and review the Financial Statement Proforma

and verify that format positions were set up correctly. Once you assign accounts to format
positions, you can also use this report to verify that accounts are assigned to the right format
positions.
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Sub-Account and Cost Center Options

-
Sub-Account and Cost Center Options
Sont- Sort Summoarize Summarize
Sub-Account Cost Center Sub-Account Cost Center
Output *
Mo Mo Mo Mo ASC
Mo Mo Mo Yes AS
Mo Mo Yes MNo AC
Mo Mo Yes Yeas A
Mo Yes Mo MNo CAS
Mo Yes Mo Yes AS
Mo Yas Yes Mo Ch
Mo Yes Yes Yes A
Yes Mo Mo MNo SAC
Yes Mo e} Yes SA
Yes Mo Yes MNo AC
Yes No Yes Yes A
Yeas Yas e} Mo SCA
Yes Yes Mo Yes SA
Yes Yes Yes MNo CA
Yes Yes Yes Yes A
#*[A] Account [S] Sub-Account [C] Cost Center

Another thing to consider when you are setting up format positions is how sub-account and cost
center amounts are represented on the GL reports.

Two settings in Format Position Maintenance determine the sort priority of sub-accounts and cost
centers.
« Sort Sub-Acct Before Acct

Determines whether sub-accounts should take precedence over accounts when you print and
sort the format position.

« Sort Cost Center Before Acct
Determines whether cost centers should take precedence over accounts when you print and
sort the format position.

These two settings work in conjunction with two selection criteria on the GL reports that
determine whether sub-account and cost center amounts should be summed into account balances
or presented separately:

« Summarize Sub-Accounts
« Summarize Cost Centers

The chart shows all the possible interactions between the sort and summary flags and the
information and sort order that appear on the report output.

M QAD



330 Training Guide — Financial Management

Whenever you set both the Sort and Summarize options to Yes, the summary overrides the sort.
For example, a format position has both sort flags set to Yes. You print a balance sheet with
Summarize Sub-Accounts set to Yes and Summarize Cost Centers set to Yes. The format position
on the balance sheet is sorted by cost center, then account; the sub-accounts are summarized.
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Chart of Accounts

Chart of Accounts

1

> [ GL Accoun’r]

N | | s
Transactions | Post to

v
&
2
=
D
=
@

—————————————

! 1 Optional OB '

In QAD SE, all transactions reference and post to a combination of entity and account (mandatory)
and sub-account, cost center, and project (optional). We have already discussed how transactions
are associated with entities.

General ledger accounts (maximum eight characters) are used in all companies to assess how
transactions affect their assets, expenses, liabilities, and equities.

Sub-accounts are typically used by larger companies when they need another level of detail. Sub-
accounts can be used to organize financial reporting by division. Cost centers (maximum four
characters) are typically used for departmental reporting. The use of sub-accounts and cost centers
is specified in General Ledger Control. Both sub-accounts and cost centers are assigned to account
codes. On inquiries and reports, the system often separates accounts, sub-accounts, and cost
centers by dashes. For example, account 7100, sub-account 10, and cost center 1000 would appear
as 7100-10-1000. If there were no sub-account, you would see only 7100-1000.

Project codes are used to track individual activities such as advertising campaigns. We discuss
project codes later on in conjunction with project accounting; for now, be aware that transactions
also post by project code if used.

Note When you assign codes, consider the order in which they are sorted on reports. Be
consistent with the number of characters used, and remember that all codes sort alphanumerically
(for example, cost center 1000 before 123). To sort accounts numerically, zero-fill the codes (for
example, cost center 123 as 0123).
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General Ledger Accounts

Accounts
|Account Code Maintenance = |
# GoTo ™ Actions '| | Copy " "f‘:‘._ Frint s Preview
Accuunl[‘Z_T.UE‘ A
Description: CASH - FREMCH FRAMCS
Type: &
Currency:. FRF
Format Position 11120 CASH - FOREIGN Level &
11100 CASH Lewel 4
11000 CURRENT &55ETS Lewel 3
10100 Lewvel 2
Lline Account Project Entity  Description Amount Cur
] 2100-116-1000  ADVOl 2000 AP Youcher -100.00 UsSD
2 1810041 1&-1000  ADVO]D 1000 PURCHASES (Bxpersed) 100.00 UsSD
0.00UsSD
Account

Accounts are used to group amounts, such as sales and inventory, for financial reporting at the
corporate level. New account codes are set up in Account Code Maintenance (25.3.13). You define
the following attributes for each account code as part of setting up your chart of accounts.

Type. In QAD SE, you can define both posting accounts and memo/statistical accounts.
Posting accounts are used on sub-ledger transactions, while memo/statistical accounts are not.
Posting accounts are designated by one of the following types:

A (Asset)

L (Liability/Capital)

I (Income): Use to designate income statement accounts that are categorized as sales accounts.
This can include expense accounts such as sales discounts.

E (Expense): Use to identify all other income statement accounts, such as those categorized as
other income.

The memo/statistical accounts are:

M (Memo): Use to report reference information such as the number of employees or the size
of a building. This account appears on financial statements if formatted into the report, but it is
not totaled.

S (Statistical): Use to provide account totals on custom reports and, in VAT reporting, to record
base taxable amounts on AR and AP transactions. Statistical accounts appear on financial
statements if formatted into the report, but are not calculated in the total. On custom reports,
however, you can include statistical accounts in the total.
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Memo and statistical amounts are usually recorded in Standard Transaction Maintenance
(25.13.1), although you can use the other transaction functions in menu 25.13. These
transactions do not have to be balanced. If your database uses sub-account or cost center
reporting, you must assign the memo/statistical account to a sub-account/cost center and
reference the sub-account/cost center in Standard Transaction Maintenance. To appear on
reports, memo/statistical transactions must also be posted.

Currency. Currency for this account. A foreign currency can be entered only on balance sheet
accounts (Type A or L). The default is the system base currency.

Active. You cannot delete an account that has transactions attached to it. However, you can set
the Active field to No to prevent new transactions from referencing it. For example, if you
close a bank checking account, you would deactivate the corresponding GL cash account.

Note You should not change your chart of accounts (except to add new accounts) once QAD SE
has been implemented. It is a good idea to set up the accounts very early in the implementation
process.

Format Position. Format position code used to summarize this account. If a zero is entered,
this account is not included in the balance sheet or the income statement.

Sub-Modules Entries Only. Used to prevent transactions from being created for this account
directly from the General Ledger module.

We do not recommend changing your chart of accounts once QAD SE has been implemented
(except for adding accounts). Therefore, it is a good idea to set up the accounts very early in the
implementation process.
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Sub-Accounts

Sub-Accounts

| Sub-Account Code Maintenance X |

# GoTo - Actions '| | Copy 'i =) Print 2] Preview

Sub-Account: 116
Description: Sub-Accout for GRS tst
Active:

Account Ranges

From To

116001 116001
Line Account Project Entity Description Amount Cur
1 2100-116-1000 ADYVOI 2000 AP Voucher -100.00 UsD
2  &100- 16]1000 ADYO]T 1000  PURCHASES (Expensed) 100.00 USD

0.00 UsD

Sub-Account
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For divisional reporting, you can use sub-accounts to further classify account amounts on GL
reports. For example, for your sales accounts, you might need to do separate reporting for different
divisions. The ability to use sub-account reporting is determined by the Use Sub-Accounts field in
General Ledger Control.

Most reports can summarize sub-accounts or print in full detail. You can also prepare budgets by
sub-account.

New sub-accounts are set up in Sub-Account Code Maintenance (25.13.17).

Note Never delete the blank sub-account code in your database, even if you do not use it on
transactions. QAD SE uses it for retroactive and year-end close transactions.

For clarity, you might want to append some blank spaces to the end of the account code or the
beginning of the sub-account code. In some functions, the account and sub-account are entered in
account fields as a combined code; in others, a pop-up window in the account field allows you to
enter the account, sub-account, and cost center separately.
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Cost Centers

Cost Centers

Cost Center Code Maintenance |
4 GaTo ~ Actions '| | Copy '| "?Egl Print 4 Preview
Cost Ctr 1000
Description: SALES
Active:
Account Ranges Sub-Account Ranpes
Fram To Fram Tao
7000 8999
Line Account Froject Entity Description Arnount Cur
1 2100-10-1000  ADWO1 Z00O AP Vouchsr -100.00 USD
2 5100-10 1002 ADVO1 1000 PURCHASES (Expensed) 100.00 USD
0.00UsSD

Cost Center

For departmental or other group reporting, you can also use cost centers to further classify account
and sub-account amounts on GL reports. For example, for your expense accounts, you might need
to do separate reporting for different cost centers.

Each cost center is assigned to one or more accounts or account and sub-account combinations. On
transactions, you can only enter a cost center that is valid for the account or account and sub-
account combination.

Generate comparative reports to compare a cost center to budget or to another period. Most reports
have the ability to summarize cost centers or print in full detail. You can also prepare budgets by
cost center.

New cost centers are set up in Cost Center Code Maintenance (25.3.20).

Never delete the blank cost center code in your database, even if you do not use it on transactions!
QAD SE uses it for retroactive and year-end close transactions.
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Projects
L]
Projects
Project Code Maintenance * ‘
# GoTo - Actions '| | Copy ™ f‘;'.f Print & Preview
Project: A0W01
Description: Advertising Project
Project Type: A0
Status Code: 1
Active:
Begin Date: 5/1/2008 Date Revised:
Original Completion Date: 9/12/2008 Actual Completion D ate:
Revised Campletion D ate: Comments:
Line Account Project Entity Description Armount Cur
1 2100-10-1000  ADVO] 2000 AP Voucher -100.00 UsSD
2 5100-10-1000 | ADVO1 | 1000 PURCHASES (Expensed) 100.00 USD
0.00 USD
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Projects are unique activities that incur expenses and may generate revenue. On transactions, you
can reference project codes to track costs for specific activities such as advertising campaigns. If
you reference a project code on a sales order, purchase order, or work order, the GL transactions

also include the project code.

Comparative reports can be generated to compare a project’s activity for one period to another, or
to compare a project’s actual activity to its budget. On the project activity reports, you can
optionally print project comments. Most reports have the ability to summarize cost centers or print
in full detail. You can also prepare budgets by cost center.

New project codes are set up in Project Code Maintenance (25.3.11). This function enables you to
record reference information on the project. Project Type and Status Code can be used to select
projects on the Project Code Browse.

The Active field controls the posting of GL transactions to projects. You can post transactions only
to active projects. If you deactivate a project code, QAD SE does not allow you to reference that
code on new purchasing, sales, and work order transactions. However, for existing transactions
that reference the inactive code, you can still process work order component issues, miscellaneous
inventory transactions, such as unplanned issues and receipts, PO receipts, blanket order releases,
and sales order shipments.
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Allocation Codes

Allocation Code Maintenance

Allocation Code Maintenance *

¥ GoTo ~ Actions '! o | Copy * ."’. Print » Preview

Allocation Code: a1

Description: a1

Account Sub-Acet CcC Project

Allocation percentages
must equal 100%

Often, it is convenient to divide a single transaction amount among several accounts—for
example, if several departments share cleaning expense. In QAD SE, you can set up allocation
codes that define the percentage of the total transaction amount to post to a specific account, sub-
account, cost center, or project combination. Allocation codes are set up in Allocation Code
Maintenance (25.3.23).

Allocation codes simplify data entry and minimize errors. During module activities, you simply
enter the allocation code as the GL account. You can also set up customers, suppliers, and other
records so that module activities use the allocation code as the default GL account.

When you later post the GL transactions created by module activity, QAD SE prorates the
transaction amount among the accounts, and other COA elements identified by the allocation code.
The above AP voucher for cleaning expense shows an allocation code for cleaning expense shared
by several departments. Instead of an account code, enter the allocation code CLEAN, which
specifies that 40% of the cleaning expense is posted to the production account and 50% to the
general expense account. Posting automatically redirects the correct percentages of the payment
amount to the accounts, sub-accounts, cost centers, or projects defined for the allocation code.
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Allocation Code
CLEAN

Nested Allocation Codes

|

Production General Expense

Aliocation Code Malntenance

W GoTo = Action *

Allocation Code: CAPITAL
Dwscription: Capitalization of CLEAN

ACTOUNT Sub-Acct == Business Percent
115 50,000
1300 - ; | 50,000

Allocation Code
CAPITAL

General
Improvements
(50% of 10%)

Preventive
Maintenance
(50% of 10%)

Allocation codes can also be nested. As shown above, the remaining 10% of the total cleaning

expense is capitalized as an improvement. Allocation code CLEAN posts this cleaning expense to
general improvements and preventive maintenance accounts associated with a second allocation

code, CAPITAL. At posting, 50% of the capitalization amount (or 5% of the total cleaning

expense) is posted to each account.

The actual allocation of amounts to each of the individual accounts and cost centers is not

performed until you post.
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GL Calendar

GL Calendar Maintenance

‘ GL Calendar Maintenance * |

# GoTo ™ Actions v| - Copy== -‘.TE',- Frint s Preview

Calendar periods
can ke monthly,

udrterly, or an
Period Start: 12/1/2007 qCOfﬂbiZ\OﬂOﬁ y
Period End: 12/31/2007

Enty DLﬂm— AP AR Fé WwilC S0 GL “t'ear Closed

1000

Period: 12

2000 Atlanta Plant ] r [ B E r -
2000 Ertity 3000

5000 Sfor’ronldend T i N OE B
B002 cate define the |1

fiscal period

When transactions are created, they always have an effective date that determines the fiscal period
to which the transaction applies. In contrast to other systems, in QAD SE, you do not specify a
fiscal period on each transaction—the fiscal period is determined by the transaction effective date.

Most of the time, transaction amounts updates GL account as of the date the transaction was
recorded in QAD SE. But at period-end, you may want a transaction to be associated with another
period. For example, if the end of the month was last Friday, but the Sales department did not
finish processing last month’s invoices, Sales should back-date the effective date on the remaining
invoices to Friday’s date so that GL balances are correct.

To be posted to the general ledger, the transaction effective date must fall in a valid, open GL
calendar period. Before you can process GL transactions, you must define your fiscal reporting
periods in GL Calendar Maintenance (25.3.4). Up to 999 calendar periods can be entered for each
year. Each calendar period is defined with a start date and end date. A calendar day cannot be
shared by two periods. Be careful not to skip days. In multi-entity environments, the GL calendar
must be the same for all entities. However, you can close and open calendar periods individually
within each entity. In GL Calendar Maintenance, you can also open and close periods for specific
transaction types.

Note To prevent transactions being inadvertently created for future periods, set up the GL
calendar for the entire year with all periods closed to activity except the current one.
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Exercise 17: Review Entity Information

In this activity, you will review all entities defined in the sample database.

Entity Code Browse

1 In Entity Code Browse (25.3.1.2), view the entities defined in the training database. Which
entity is the primary entity?

Entity Code Maintenance

2 In Entity Code Maintenance (25.3.1.1), change Entity T100’s name to your company name.

Review Format Positions

In this activity, you will review the format positions in the sample database by examining how they
are used on an income statement.

Income Statement

1 InIncome Statement (25.15.13), print an income statement. (Ignore any warning message; it
appears because the database contains unposted transactions.)

Format Position Browse/Inquiry

2 Use Format Position Browse (25.3.8) answer the following questions:
a  What is the format position for Net Profit (Loss)?

b In which higher-level format position are Sales and Cost of Goods Sold totaled?
90000, 60000, (Gross Margin)

Set Up GL Accounts

In this activity, you will create a new account.

Account Code Maintenance

1 In Account Code Maintenance (25.3.13), add an account for janitorial expense.

Account: 8250

Description: Janitorial Expense
Type: E

Currency: uUsD

Format Position: 70000

Curr Translation Index: 2

Active Yes

Note Check Active Box Yes.
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Notice how all the format positions from 70000 to the highest level, 90000 (Net Profit/Loss)
are displayed.
Account Code Browse

2 Use Account Code Browse (25.3.14) to locate account 8250.

3 Make sure your entries for account 8250 are correct.

Enter Cost Center Information

Quality Products Company is introducing a new cost center for Research and Development. In this
activity, you set up cost center 4000 and assign it to several accounts.

Cost Center Code Maintenance

1 In Cost Center Code Maintenance (25.3.20), add cost center 4000. Use the description
RESEARCH.

2 Assign this cost center to accounts 8200 through 8400, and all sub-accounts.

Note Click Next in blank account fields to select all accounts.

Cost Center Code Browse

3 In Cost Center Code Browse (25.3.21), review the cost centers within the database.
Notice your new cost center 4000.

Using Allocation Codes

Quality Products Company has discovered the need to expense its utility bill by percentage to
multiple cost centers. In this activity, you will create an allocation code and then post to it.
Allocation Code Maintenance

1 In Allocation Code Maintenance (25.3.23), add an allocation code called UTIL.
2 Enter the description of UTILITY EXPENSE.

3 Enter the following accounts, cost centers, and percentages.

Account Cost Center Percentage
8400 0100 10.00
8400 0200 30.00
8400 0300 25.00
8400 0500 35.00

Allocation Code Report

4 Print the Allocation Code report (25.3.24) for UTIL.
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Voucher Maintenance

Quality Products Company just received its monthly utility bill. This bill is posted to many

different GL accounts by a specific percentage.

5 In Voucher Maintenance (28.1), enter the following voucher:

(Batch) Control: 10,000.00
\Voucher: Enter
Control: 10,000.00
Supplier: 5009000
Effective Date: today
Bank: AA
(Invoice) Date: today
(Credit) Terms: 0

Distribution:

Change Acct 8400 to UTIL and clear out the cost center field

Amount:

10,000.00

Notice that the default GL account displays from the supplier file. (You may want to enter the
allocation code within the supplier file (Pur acct. field) so that it automatically displays each

time.)

Closing the Period by Transaction Type (Optional)

To manage the flow of journal entries created in GL at period ending, you can close the period for
specific transaction types while continuing to process in other modules. To see the effect on

posting, complete this activity before you proceed to the next chapter.

GL Calendar Maintenance

1 In GL Calendar Maintenance (25.3.4), select the current period for your primary entity.

2 Enter Yes in the AR field.

3 Press Next. Can you close the period to AR transactions?

You cannot close the period for any transaction type with unposted activity in the system. At
transaction entry time, the system validates the transaction’s effective date against any closed

periods for the transaction type.
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Overview

System Introduction
Basic Data Setup
Multinational Setup
(Optional)

Accounts Receivable
Data Setup

Invoicing
Debit/Credit Memaos

Accounts Receivable
Payments

Draftt Management
(Optional)

Multinational AR (Optional)
Purchasing/AP Data Setup
Purchasing

QAD Standard Edition Financial Management

Accounts Payable Vouchers

Accounts Payable
Payments

1099-MISC Reporting
(Optional)

AP Draft Management
(Optional)

Multinational AP (Optional)
General Ledger Setup

18. General Ledger Transactions

General Ledger Reports
Multiple Entities [Optional)
Multinational GL (Optional)

Currency Dependent
Rounding

This lesson describes how you review, add, correct, copy, and post transactions from other
modules and those created within the General Ledger module.
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GL Processing Flow

GL Processing Flow

Transaction Frocessing

Process Close Period Process GL
Maodule to Cther Adjusting

Transactions Modules Transactions

Period End

Prirt
Period
Reports

Close Petiod
to GL

Year End

Close Tear o Consolidate
GlL/Update Previous Year's
Retained Earmings Transactions

As stated earlier, GL transactions are created automatically by activity in other QAD SE modules.
Initially, these transactions are sent to an unposted transaction file, where they remain until you
post them in the General Ledger module.

Print Annual

Reports

Before posting, you should review these unposted transactions and, if necessary, correct or delete
them.

Note Most corrections should be processed in the source module. Otherwise, the subsidiary
ledger for the module may no longer balance to the general ledger.

When posted, transactions cannot be changed. When all unposted transactions are either posted or
deleted, close the GL calendar to each source module to prevent additional transactions from being
created for the period.

This chapter also describes period-end adjusting transactions for amounts, such as equipment
depreciation, insurance expense, or payroll accruals, that you record directly in the General Ledger
module.
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Module Transactions

Module Transactions

Accounts
Receivable

Imvoice Post |

Sales Shipments ]

e

IMventory
Adjustments

Stoandard Cost
Changes

Fxed Assets

Mult-Company
Consolidation

Accounts
Pavable

Purchoses
Receiots

Repetitive

Shop Floor
Conftrol

Work Orders

The system uses GL transactions to record activities in the system that have a financial effect. A
few examples of these are material receipts, sales order shipments and customer payments. GL
transactions are created throughout QAD 2008.
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You can enter GL transactions directly into the general ledger, as journal entries.

Manual journal entries are used to record other activities unrelated to manufacturing or
distribution, such as payroll accruals.

Transactions are created as unposted transactions; they do not have an immediate effect on GL
accounts.

When posted, GL transactions can be exported to another database for consolidation with
transactions from other corporate entities.

You cannot delete posted transactions.
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Reviewing Module Transactions

Reviewing Module Transactions
Urposted Transaction Inquiry -
n Unposted Transaction Inquiry 09/16/08
QAD
GL Reference Batch Cur Unb only Dutput
APDB0I0B00E407 eur  no PAGE
| GL Reference Batch  Eff Date Entered User ID Total Carr
Unposted Transaction Inguiy < e ——na mmmmma=a - ———
' . . APOBOSOED0E40F 8918 09/08/08 09,/08/08 mfg 0.00 no
® GoTo Actions = Copy = | =0 Print s Preview
Line Account Project Enty Description Amount Cur
1 2100--0002 sskl =1,175.00 eur
Batch Cur Urb Ordy 2 5101 phdl purchase 1,000.00 eur
1 3 1202 sski AP Voucher 1,000.00 eur
4 1202 phdl AP Voucher -1,000.00 eur
5 5101 sskl purchase 175.00 eur
GL Reference  Batch Eff Date Entered User ID Total Corr
APOB0S0800640E BILS 09/08/08 09/08/08 mfg 0.00 no
Line Account Project Enty Description Amount Cur
1 2100--0002 skl =1,180.00 eur
2 5101 phdl purchase 1,000.00 eur
3 1202 skl AP Voucher 1,000.00 eur
4 1202 phdl AP Voucher -1,000.00 eur
& 5101 sskl purchase 180.00 eur
GL Reference Batch Eff Date Entered User ID Total Carr
APQ30S08006405 EI20 09/08/08 03,/06/08 mfg .00 no
Line Account Project Enty Description Amount Cur
1 2100--0002 sskl -2,350.00 eur
2 5101 phdi purchase 2,000.00 eur
3 1202 sskl AP Voucher 2,000.00 eur
4 1202 phdl AP Voucher -2,000.00 eur
5 5101 sskl purchase 350.00 eur

Most GL transactions originate from purchasing, sales, and other activities outside the GL. Before
making changes to the general ledger, the system collects all transactions created during sales and
manufacturing activities in an unposted transaction table. You can review transactions to ensure
that amounts, accounts, and dates are correct. Once transactions are verified, post them to update
GL account balances.

Note You cannot close a GL calendar period if unposted transactions exist.

Review unposted transactions before posting them to the general ledger to correct any unbalanced
transactions or incorrect amounts.
To review unposted transactions, use:
» Unposted Transaction Inquiry (25.13.13), which displays a list of transactions on the screen.
- Unposted Transaction Register (25.13.14), which prints a report listing unposted transactions.

You can select transactions by:
» GL reference number
- Batch number
- GL Transaction Type

The Unposted Transaction Register has additional selection criteria, such as the date entered and
the effective date.
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One good way to determine potential problems is to select unbalanced transactions only.
Unbalanced or invalid transactions do not post.
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GL Transaction Types (AR, AP, CS, FX, IC)
Type | Module Activity
AR Accounts Receivable DR/CR mermos
Payments
Retumedchecks
Draifts
Fincnce charges
Cash Managemeant Payments
AP Accounts Payable Confirmedwvouchers
Payments
Reconciliatiors
Voided checks
Cash Managemeant Reconciliations
G Generdl Ledger Transaction consolidation
FA Fixed Assets Fixed Asset Transaction Post
B Generdl Ledger Foreign exchange revaluations
IC lterns/Sites [tern cost revaluations
Inventory Control Trarsfers
lssues
Receipts
Cycle counts

The next three slides show the GL transaction types created in QAD 2008, and the activities and

menu functions that create the transactions.

- CS transactions are used when posting from closed periods condensed to save disk space.

- FX transactions are used to revalue amounts in non-base currency accounts based on the
exchange rate in effect at the end of a GL period. Foreign Exchange Revaluation (25.13.9 or
25.19.13) creates transactions for unrealized gains or losses that are posted to the unrealized
exchange rate gain and loss accounts associated with the currency in Currency Account
Maintenance (26.7).
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GL Transaction Types (IC, JL)

Sales Orders/Invoices
Field Service
Distribution Plan
Product Structures

Routings/Work Centers
Cost Management

Typel Module Activity
IC  [Physicallnventory Inventory balance vpdales
Purchasing Receipls
Retfurns

Shipments & returns

Pending invoices

RTS receipts

RTS shipmernts

Distribution order shipments
Distribution orderreceipts
Product structure costroll-ups
Routing costroll-ups

Costset copy to cost set
Updatesto site cost plans
Updatesto item-element costs

JL

General Ledger
Cash Management

Standard fransactions
Standard fransactions

- IC transactions update inventory balances, such as inventory issues and receipts, sales order

shipments, purchase order receipts, work orders, and repetitive labor reporting.
- JL (standard) transactions are used to:
 Correct unposted transactions from other modules.
- Enter beginning balances during implementation.
- Enter values for memo and statistical accounts.
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GL Transaction Types (RA, RV, SO, WO, XX, XY, YR)

Type | Module Activity

RA General Ledger Refroactive fransactions
Ry Genercl Ledger Reversing fransactions
50 Sales Orders/Invaices Posted invoices

WO Work Orders Component issues

Receipt backflush
Accounting close

Labor feedback fransactions
Nonproductive labor
Operation completions
Setup, labor, rework, reject,
scrap, & downlime reporting
Cum order accounting close
GQuality orders

Quality order results entry

Shop Floor Control

Repetitive/
Advanced Repetfitive

GQuality Management

s General Ledger Transaction import

XY Genercl Ledger Imported transaction revalulation

YR General Ledger Transaction year-end close

RA (Retroactive) transactions are used to make adjustments to closed GL calendar years.
These transaction types are rarely used.

RV (Reversing) transactions are used to record accrual entries. The system automatically
creates the reversing entries for the first day of the next period.

SO (Sales Orders/Invoices) transactions are created by Invoice Post (7.13.4).
WO (Work Orders) transactions are created by Work Order Accounting Close (16.21).

XX transactions are imported transactions in the consolidation domain created by Transaction
Import (25.19.15).

XY transactions are revalued imported transactions created by Imported Transaction
Revaluation (25.19.17).

YR transactions are one-sided entries that update retained earnings from the year’s net profit
and loss.
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Common Problems

Common Problems

‘ Domainfaccount Control % |

# GoTo ~ &ctions ~| .. Copy - ,‘:",r Print s Preview

| Yerify GL Accounts: ¥ I_

Base Curtency] eur 3]
Entity:{ ]
Bank AcctValdation| |
Default Systemn Language:!__u__s—

Audit Tral: v

Setting this field fo Yes
reduces numiber of -+
invalid fransactiors

The following are the main causes of unbalanced or invalid transactions. Two settings in
Domain/Account Control can prevent transactions with these problems.

Invalid COA Combination
To be posted, transactions must:

- Reference active accounts, sub-accounts, cost centers, and projects that are valid in
combination with each other.

- Be balanced, with debits equaling credits.

- Be balanced within entities when Balanced Entities is Yes in General Ledger Control.

» Occur in an open GL period.
Transactions that do not meet these criteria are considered unbalanced and remain in the unposted
transaction table. To identify unbalanced transactions for correction, use Unposted Transaction
Inquiry (25.13.13) or Register (25.13.14).
The main causes of unbalanced or invalid transactions are:

- An invalid or inactive account, sub-account, cost center, or project code.

- A transaction effective date that is in a closed GL period or year.

- Debits that do not equal credits.
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Even if a transaction is balanced, you might still need to correct it if the wrong account, sub-
account, cost center, or project code was used.

Set Verify GL Accounts field to Yes when you begin to process GL transactions. This step ensures
that only valid account, sub-account, cost center, or project combinations are entered on
transactions.

Effective Date

A transaction fails to post if the transaction effective date was in a closed calendar period or year.
To prevent this problem, set Verify GL Accounts to Yes in Domain/Account Control.

Debits Do Not Equal Credits

If someone else on the system creates a transaction at the same time you are running Transaction

Post, the transaction may be incomplete. Posting only when no one else is on the system or posting
transactions only through the previous day's date reduces the likelihood of posting an incomplete

batch. (Posting can be executed as an automatic process in batch mode.)

Invisible Problems

Even if a transaction is balanced, it may still need to be corrected if the wrong account, sub-
account, cost center, or project was used; perhaps because the wrong site code was entered on the
sales order, or PO. The system still posts this transaction, so it is much better if you catch this
problem before posting. To see which site code was used, review the transaction history reports in
the source module.

Note Attempt to post corrections in the sub-module whenever possible.
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Correcting Module Transactions

Correcting Module Transactions

Yes
— | Post Transaction

Review Unposted
Transactions

Tramsaction OK2

Correct
—  Transaction in
MNo Sub-Module

Whenever possible, correct transactions prior to posting. Make the correction in the source module
rather than in the General Ledger module because often the change also affects sales analysis,
commission records, inventory balances, or other records. For example, to correct the GL accounts
on a sales order, enter a negative shipment or invoice in Sales Orders/Invoices rather than an
adjusting transaction in the General Ledger module.

We recommend that you prevent people from making these corrections in general ledger, because
if they do, reporting may drift out of sync. For example, if people make AR corrections in the
General Ledger module, the GL account balance reports show the changes but the AR-GL
Transactions Report do not, and the customer detail does not balance to the AR account in General
Ledger.

To globally prevent people from correcting transactions from other modules in the General Ledger
module, set the Allow Changes to Module Transactions field in General Ledger Control to No.
You can also restrict corrections to specific GL accounts by setting Sub-Module Entries Only to
Yes in Account Code Maintenance. Use this feature to restrict transactions to GL “control”
accounts for sub-module detail, such as AR, AP, and Inventory.

There is one instance in which you should delete transactions prior to posting. If your company
implements other modules before General Ledger, the transactions created by the other modules
are already included in GL balances initialized during the GL implementation. To prevent these
transactions from updating GL balances twice, delete them prior to posting using GL Transaction
Delete/Archive in the Manager Functions module.
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Transaction Post

Transaction Post

Transaction Post |
# GoTo ™ Actions '| - Copy '| ké,’. Print  a] Preview
Entity; 1000 B3| Tomﬂﬂ P
Effective] 17172008 -] Tof3AGZ00E =]
ranzaction Typeg JL
Daybook | 41

Post Trangactions: ¥

Output:
Batch D

4

You can post fransactions by
effective date range or
fransactiontype

Transaction Post (25.13.7) posts balanced GL transactions from the unposted transaction file to the
GL history file. The history file is used to print financial statements, so GL transactions are not
included on statements until they have been posted.

You can post transactions by effective date range and/or transaction type. To print a posting report
prior to posting the transactions, set Post Transactions to No. To post all types of transactions,
leave Type blank. The transaction type enables you to divide posting responsibility by department
(for example, the AP manager verifies and posts AP). The audit trail is generated only at posting;
you cannot reprint it afterward. The audit trail lists all transactions that posted. Unbalanced
transactions that did not post are marked Unposted.

In some countries, audit trails must be continuously numbered. If your last audit trail for entity
1000 ends on page 30, your next one for entity 1000 must begin on page 31. A setting in General
Ledger Control, Continuous Page Numbers for Post Audit, determines whether your database uses
continuous audit trail page numbering. Entity Code Maintenance displays the last page number
used in transactions.

You should only post up to the prior day’s transactions to prevent posting an incomplete batch.
Once posted in general ledger, transactions cannot be changed. Any changes to account balances
must be made through adjusting entries, which is discussed later in this lesson.
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Allocation Codes and Posting

Allocation Code Maintenance ‘\'|

‘M GoTo ™ Actions '| | Copy '| 'gl Print &| Preview

Allocation Code:| [SI=ERN

Desciiption: Rent Allacation

Account Sub-Acct CcC Project Percent
1 040 nnn N nnn
1040 Voucher Maintenance X
1040 W GoTo *  Acions »| Ll Copy *| = Print & Preview
2L Batch / Voucher
040 Batch 100 a Batch Cul: 10,000.000 Tot: 0,000
Woucher. 122162 usd Cuk: 5.000.00 Tot: 000
Distribution
Ln  Account Sub-Acct (B e Praject Erity Tax Description Agnount T
1 RENT 1000 Rent A8 oo
Descriphon
IF=ni Alocator

During posting, any transactions that reference allocation codes are exploded to the appropriate
accounts, as described in the last lesson. For example, if you posted $100 to allocation code
Utilities, and it was split out with 30% to the utilities account in department 100 and 70% to
department 200, two account postings would be made.

Prior to posting, it is helpful to print the posting report with Post Transactions set to No so that you
can preview how the allocation codes explode amounts to individual accounts.
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Closing the GL Calendar to Other Modules

Closing the GL Calendar to Other Modules

GL Calendar Maintenance X |
# GoTo ™ Actions " | Copy 'i '%J Frint s Preview
Year: 2002
Perind: 1
Period Start: 1./1/2008
Period End: 1/31/2008
Enty Description AP AR Fi wolC 50 GL rear Clozed

Setfting fieldto Yes
closes module to the
GL.Modules can be
closed individudlly.

After all module transactions have been reviewed, corrected, and posted, the next step in GL
processing is to close the GL calendar to further period activity. Using GL Calendar Maintenance,
you can do this either for individual transaction types or for all transaction types at once.

If you want to close a GL accounting period for one or more specific GL transaction types, select a
reporting period and entity, and then set the corresponding flags to Yes. Once you set the GL field
to Yes, the system automatically sets all transaction type flags to Yes. However, the system
prevents you from closing the period until all open transactions are posted.

Note Some modules create more than one type of GL transaction. For example, sales order
shipments create type IC transactions, while invoice posting creates SO transactions. At the same
time, a single transaction type can be used by more than one module. For example, SO shipments,
WO receipts, and PO receipts all create the transaction type, IC.

If necessary, you can reopen the period by setting the field back to No at any time before the end of
the fiscal year. Once you perform the year-end close transaction, you cannot reopen periods for
that year.

To prevent transactions from being inadvertently created for future periods, you can set up the GL
calendar for the entire year with all periods closed to activity, except the current one. If you use
reversing transactions, you need to have both the current and following periods open in order to
post.
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General Ledger Transactions

Transactions Recorded Within the GL

Standard Transaction Maint % |

W GoTo Action =
Yo-Yo Company
GL Reference; JLOS0806000001 Type: JL Effective: 6/6/2008 Period: 8/2008
Currency: USD Control: 1,600.00 Base Total: 0.00
Daybook: System Entry Number:
Correction:
Line __ Account | Reversing Transaction Maint *
1 Account Information
W GoTo ~ Action =
Account: 7200
Yo-Yo Company
Sub-Account: -~
Cost Center: 1000 [ GL Reference: RVDBOSD&000001 Effective: 8/6/2008 Period: 8/2008
Business: PRE )] Reversal: 9/1/2008 Period: 9/2008
Currency: USD Control: 85,000.00 Base Total: 0.00
Daybook: SYSTEM Entry Number:
Correction:
Line Actount Business Enty Description Cur Amount
1 2150 100 Salaries uso 25,000.00
2 2150 100 Salaries usD 50,000.00
3 2150 100 Salaries usD 10,000.00
4 2150 100 Wages Payable usp -85,000.00

As discussed earlier, in addition to processing module transactions, you also record some period-
end adjusting entries for equipment depreciation and accrued expenses, such as payroll, directly in
General Ledger using standard transactions and reversing transactions.
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Standard Transactions

Standard Transactions

Standard Transaction fMaint %

o GoTo - Action =

Yo-Yo Company

GL Reference: JLOG0S06000001 Type: IL Effective: §/6/2008 Period: 8/2008
Currency: USD Control: 1,600.00 Base Total: 0.00
Daybook: Systemn Entry Murnber:
Correction:
Line Account Business Enty Description Cur  Amount
1 Account Information 100 uso o.00

Account:| 7200
Sub-Account: p
Cost Center: 1000 [

Business: PRE [E]

Standard transactions are used to:
 Enter GL account balances from your previous system during implementation
- Balances can be transferred electronically, or entered manually.

- When starting from the current GL period, enter ending balances from the prior GL
period.

- If starting mid-year when details for the current year are needed, enter the period year
closing balances, close the year, and then enter detailed transactions for the current year or
enter transaction totals for each month.

- Enter miscellaneous GL transactions.

- Correct unposted transactions.

- Create adjusting entries for posted transactions.

- Update values in memo and statistical accounts.
Standard Transaction Maintenance (25.13.1) allows you to change amounts and accounts (in
addition to sub-accounts, cost centers, and projects, if used) for unposted transactions. However,
you cannot change posted transactions. If you find a mistake in a posted transaction, you can

correct account balances using a standard transaction if the posted transaction is in the same fiscal
year, and the year is open.
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Note An unbalanced transaction is a transaction outside the posting parameters. For example,
debits and credits that do not balance; one-sided transactions; transactions containing an invalid or
inactive account, sub-account, or cost center; or an invalid combination of account, sub-account,
or cost center.
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GL Transactions
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setlls
General Ledger

General Ledger Implementation

+

Enter
Pricr Period
End Balances

!

Post GL
Tramsactions

]

Delete Prior
Period Transactions
from Other Modules

Erter
Budgets

I

Print and Verify
Fimcncial
Statements

Print and Verify
Froforma
Statements

h

Set Verify
GlL Accounts = Yes

After you have set up the chart of accounts, you are ready to enter your beginning account

balances. Some people transfer this information electronically from their old systems; others enter

it manually. You can record starting balances in a number of ways:

1 Ifyou are just starting to use QAD SE from the current period on, simply enter the prior period

ending balances in Standard Transaction Maintenance (25.13.1).

2 If you are starting mid-year, but want details for the year, enter the prior year closing balances,
close the year, and enter detailed transactions for the current year or enter transaction totals for

each month.

3 If you are starting at the beginning of a year, enter the prior year closing balances and close the

year.

Take care when posting account balances. The system may already contain unposted transactions

if you have implemented sales, inventory control, or other functions.

Note Delete unposted transactions before you start GL processing so that the transactions do not
post and overstate GL balances. Enter and post prior period ending balances first, then delete the

remaining unposted transactions.

Use GL Transaction Delete/Archive to delete these unposted transactions. This menu selection

should be password-secured.

M QAD



362 Training Guide — Financial Management

Note As you implement any module that generates GL transactions, it is useful to run 36.23 for
the report alone (Delete = No) to verify that users in sales, purchasing, etc. are entering the right
accounts. This helps you catch and correct problems early.

In addition to entering GL balances, you can also enter budgets at this time. Before going to live
processing, remember to reset the Verify GL field in Domain/Account Control (36.1) to Yes.
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Reversing Transactions

Reversing Transactions

n Unposted Transaction Inquiry 12/27/07

QAD

GL Reference Batch Cur  Unb Only Qutput

RVOF 1227000001 No page

GL Reference Batch  Eff Date Entered User ID Total Corr

RW071227000001 01/01/07 12/27/07 mfg 0.00 Mo

Line Account Project Enty Description Amount Cur
17100--1000 w100  Salaries 25,000.00U50
27100--2000 100  Salaries 50,000,00U50
37100--5000 w100  Salaries 10,000.00U50
42150 100 Wages Payable -35,000.00U5D
17100--1000 w100  Salaries -235,000.00U5D
27100--2000 100  Salaries -350,000.00U5D
37100--5000 w100  Salaries -10,000.00U50
42150 100 Wages Payable 85,000.00U50

In accrual accounting, revenue is recognized when earned rather than when received. Expense is
recognized when benefits associated with the payable are received rather than when payment is
due. The portion of a revenue or expense that is incurred, but not yet realized, is considered an
accrual.

Reversing Transaction Maintenance (25.13.3) is used to enter accruals, such as end-of-period
payroll. When reversing transactions are entered, the system calculates a corresponding reversing
transaction that is effective the first day of the next GL period. Transaction type RV is assigned to
reversing transactions.

Note You can also create reversing transactions in the Standard Transaction Maintenance
(25.13.1), but the system does not automatically create the reversing entry.

Both the current period and the subsequent GL period must be open to post reversing transactions.
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Copying Transactions

Copying Transactions

Transaction Copy

4 GoTo - Action =

Quality Products

L Reference to Copy:| RMOF1000001001 ,»." MNew GL Reference:
Dayboak: Entry Mumber:
Mew Effective Date: Period: Correction:|

Mew Reversal Date: Period: Qutput:

Use Transaction Copy (25.13.4) to copy a posted transaction and to create a transaction with a new
GL reference code and effective date. This function is especially useful for setting up templates for
recurring entries, such as depreciation. You can enter a transaction with zero amounts as the
template, then copy and modify the transaction as needed.

The new transaction has a GL reference number and effective date for the first day of the current
period. Only posted transactions with a type JL or RV can be copied.
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Transaction Security

Menu Search
¥ (5 Dishibuiicn (4
#- 7 Manulactuing |
+-7) Financials
+ 7 Customer Services
= * Master Data
+7 ltems ¢ Sites
+7] Addresses / Taves
5] Inventory Control
= * Manager Functions
% Domaindécoount Control
[#7=] Domain Constants Menu
| =17 System Security Menu |

""‘s User Maintenance
B User Ingquiry
% User Password Maintenance
—%’\:‘s User Graup Maintenance
B User Graup Inquiry
*E“‘, GL &ccount Security Maintenance
'“33 tenu Security Maintenance
@ tenu Security Change
"'f‘s Entity Security Maintenance
B Entity Security Inquiry
'“:} Site Securiy Maintenance
’é’\:‘s Inwventory Movement Code Security
By I Mymt Code Security Browse
% Field Secuity Maintenance
¢ Field Security by Group
+-[-7) Desktop Security Menu
B User Access by Application Ing
# [ Reparts and Utiities Menu
S Security Cantral

You can also restrict access to specific menus, functions, and fields through user ID and user group

security.

To enhance security in GL transaction processing, we recommend that you password-protect
Transaction Post (25.13.7), Domain/Account Control (36.1), and GL Transaction Delete/Archive

(36.23.2).

The System Security Menu in the Manager Functions menu contains all the functions for setting
up security throughout QAD SE. Two functions there provide additional security for GL
transaction processing; you should also password-protect these two functions.

« GL Account Security Maintenance (36.3.9) restricts access to specific GL accounts based on
the user ID or user group. Account security works in all modules of QAD SE.

- Entity Security Maintenance (36.3.13) restricts access to specific entities based on the user ID.
When multiple companies operate within the same database, you might want to limit some
uses to processing transactions only for their own entity. Entity security works only in the

General Ledger module.

If you do not have access to an account or entity, you cannot create a transaction for it. However,
you can still print reports that reference the account or entity, unless you are restricted from using

these functions.
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Exercise 18: Review and Post Transactions

In this activity, you will review and post the transactions you created in the previous activities.

Unposted Transaction Inquiry

1 In Unposted Transaction Inquiry (25.13.13), review the unposted transactions.

2 Inthe GL Reference field, use the arrow keys to scroll through transactions.

3 Click Next until the detail display appears. Look at the descriptions and accounts. See if you
can identify where and when these were created. Press the Spacebar to display each
transaction individually.

Unposted Transaction Register

4 In Unposted Transaction Register (25.13.14), print the register to verify accounting. Leave the
transaction type blank.

Transaction Post

5 In Transaction Post (25.13.7), post the transactions. Let the effective dates default.

6 Examine the audit trail. Did all of the transactions post correctly?

Project Accounting

In this activity, you will create a project code and record expenses for a project using a standard
transaction.

Project Code Maintenance

1 InProject Code Maintenance (25.3.11), enter the following data to create a project code for

advertising:.

Project: 1001ADV

Description: Prod Line 1001 Ads

Active: Yes

Begin Date: 01/01/YY

Comments: Yes

Acct/SubAcct/ Ranges: <blank> to 9999

Comments: New Product Line 1001 advertising expense

Standard Transaction Maintenance

2 In Standard Transaction Maintenance (25.13.1), enter the following data using an effective
date of 01/01/Y'Y and a control total of $1,600.00. Charge only the expenses to project
1001ADV.
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Account CC Project Description Amt (USD)
7200 1000 1001ADV Promotion 1,100.00
7200 2000 1001ADV Promotion 500.00
1040 Promotion -1,600.00

Transaction Post

367

3 In Transaction Post (25.13.7), post all transactions. Leave the Transaction Type field blank for

all.

Before continuing, make sure all transactions in the system are posted. If there are any errors,

fix them and repost them now, or you may experience problems in later activities.

Enter Beginning Balances

In this activity, you learn to enter GL beginning balances in Standard Transaction Maintenance.
Normally, you enter beginning balances only when setting up an entity in the GL.

Entity Code Maintenance

1 Use Entity Code Maintenance (25.3.1.1) to define a new entity. Enter your initials as the entity
code. Indicate non-primary entity.

2 At Company Address enter 10000000.

Current Entity Change

3 Use Current Entity Change (25.1) to change the current entity to the entity you just defined.
You will create the following transactions in this entity.

Standard Transaction Maintenance

4 In Standard Transaction Maintenance (25.13.1), enter the following data using an effective

date of 01/01/YY (Y'Y = the current year). Set the control amount to $470,500.00.

Account cC Description Amt (USD)
1040 YTD Balance 100,000.00
1050 YTD Balance 30,000.00
1060 YTD Balance 45,000.00
1200 YTD Balance 60,000.00
1500 YTD Balance 90,000.00
2100 YTD Balance -48,500.00
2400 YTD Balance -5,500.00
2700 YTD Balance -50,000.00
2800 YTD Balance -90,000.00
3000 0100 YTD Balance -250,000.00
3000 0200 YTD Balance -26,500.00
3900 0100 YTD Balance 4,500.00
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Account CcC Description Amt (USD)
3900 0200 YTD Balance 2,000.00
4100 YTD Balance 3,000.00
6300 YTD Balance 1,500.00
7100 YTD Balance 60,000.00
7200 2000 YTD Balance 12,000.00
8200 YTD Balance 10,000.00
8300 YTD Balance 20,000.00
8400 YTD Balance 32,500.00

Transaction Post

5 In Transaction Post (25.13.7), enter an effective date range of 01/01/YY to 01/01/YY.

6 Post all transactions.

Enter Reversing Transactions

In this activity, you will enter reversing transactions.

Reversing Transaction Maintenance

1 In Reversing Transaction Maintenance (25.13.3), enter the following data using an effective
date of 01/01/YY (Y'Y = current year) and control total of $85,000.00.

Account CcC Description Amt (USD)
7100 1000 Salaries 25,000.00
7100 2000 Salaries 50.000.00
7100 5000 Salaries 10,000.00
2150 Wages Payable -85,000.00

Unposted Transaction Inquiry

2 In Unposted Transaction Inquiry (25.13.13), display the transaction just entered (enter the
prefix RV and use the down arrow).

Notice the reversing entries automatically created by QAD Enterprise Applications.

Transaction Post

3 In Transaction Post, post all transactions.

Select Current Entity Change

4 Change current entity back to T100.
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Overview

QAD Standard Edition Financial Management

System Introduction 12. Accounts Payable Vouchers
Basic Data Setup 13. Accounts Payable
Multinational Setup Payments
(Optional) 14. 1099-MISC Reporting
Accounts Receivable [Optional)
Data Setup 15. AP Draft Management

- (Optional)
Invoicing

Multinational AP (Optional)

Debit/Credit Memaos & i Led o
eneral Ledger Setu
Accounts Receivable G L dg P
Payments enerd . edger
Draft M ; Transactions
ra anagemen s
(Optional) 7. Generadl Ledger Reports

Multiple Entiti Opti I
Multinational AR (Optional) ultiple Entities {Optional)
Multinational GL (Optional)

PUfChQS!ng/AP Datasetup  ,, Currency Dependent
Purchasing Rounding

This chapter describes QAD SE’s reporting capabilities.
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GL Processing Flow

GL Processing Flow

Transaction Frocessing

Process Close Period Process GL
Module to Other Adjusting

Transactions Modules Transactions

Reporting

Maintain/Primt
Custom
Reports

Primt

Ehaneic] Maimtain/Primt

Statements

Budgets

Closing

Close Year 1o Consolidate
SlL/Update Previous Year's
Retained Earmings Transactions

QAD SE has many functions for printing balance sheets, income statements, budgets, and other
reports. You can also create your own reports in Custom Report Maintenance.

Close Period

to GL

You can print most reports in summary or detail (including all transaction activity). You can also
generate comparative reports that compare actual to budget, budget to budget, or actual to actual,
over similar or different periods. Some reports show variances.

General ledger reports show only posted transactions. However, if unposted transactions exist for
the selection range included in the report, the system generates a warning message.

After you review and print your reports (and enter and post any necessary corrections), close the
GL calendar to the General Ledger module. At year-end, run Transaction Year-End Close to
update retained earnings and close the year to further activity.

To preserve database space, we recommend you also consolidate transactions at year-end.
Transaction consolidation combines groups of transactions into one consolidated transaction and
can be used to archive and delete the original transactions.
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GL Reports

GL Reporis

fl' pp lications

Menu Search

=™ Financials
=1L General Ledger |
@ Current Entity Change |
(5] General Ledger Setup Menu
#H5) General Ledger Budgets Menu
Dapbook Menu
= M aster Comment Maintenance

& [

) [5) General Ledger Transactions Menu
=¥ General Ledger Feports Menu
D Account Balance Summarny
B Account Balance Detail
H I:é Trial Balance Summary
E& Trial Balance Detail
[__j Trial Balance Budget
B Ealance Sheet
H I:é Balance Sheet Comparative
E& GL &ccount Sheet Report
[@ GL Statement of Account
B Financial Statement Proforma
__Lé Inzome Statement
E& Income Statement Comparative
[@ Income Statemernt 4 Column
B Income Statement - 12 Column
H I:é Cost Center Activity
E& Cost Center Activity Comparative
D Project Activity Summary

The standard GL reports are located in General Ledger Reports menu.
 Account Balances

- The Account Balance Summary report shows beginning balances, period activity, and
ending balances for the entity and effective date range you specify.

» The Account Detail Summary report has an additional column for Activity to Date and an
option to break down amounts by transaction.

- Trial Balance

- The Trial Balance Summary report shows the beginning balance, period activity, and
ending balance. It has a column for recording manual adjustments.

- The Trial Balance Detail Summary report shows beginning balances, period activity, and
ending balances and lists individual transactions.

- The Trial Balance Budget report shows ending balances, budgeted amounts, and variance
amounts and percentages.

- Balance Sheets
- The Balance Sheet report lists asset and liability amounts as of a specific date.

- The Balance Sheet Comparative report compares amounts for two different periods or
actual figures to budget and has an option to show the amount and percentage of variance
between the two amounts.

« Financial Statement Proforma
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The Financial Statement Proforma report is only used to preview formatting of balance sheets
and income statements. No account balances appear on this report.
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GL Reports (Continued)

‘ﬁ' App i‘t:at‘i‘nn;

Meru Search

S Master Camment Maintenance \:-|
+{7) General Ledger Transactions Menu
= " General Ledger Reports Menu

Q Account Balance Summarny
D Aocount Balance Detail

D Trial Balance Summary

[ Trial Balance Detail

B Trial Balance Budget

D Balance Sheet

D Balance Sheet Comparative
B GL Account Sheet Report
B GL Statement of Account

[ Financial Statemant Proforma

m

D Inzome Statement

B Income Statement Comparative
B Income Statement 4 Column

D Inzome Statement - 12 Column
D Cost Center Activity

B Cost Center Activity Comparative
B Project Activity Summary

D Project Activity Detail

D Project Activity Comparative

[4] ) i T Tk

 Income Statements
- The Income Statement report (25.15.13) lists revenues and expenses for a specific period.

- The Income Statement comparative report (25.15.14) compares 2, 4, or 12 periods or
actual figures to budget. The two-column report also has an option to show variances
between the two periods.

- All the reports show the percentage of total income each amount represents.

« Cost Centers
- The Cost Center Activity report (25.15.18) lists cost center balances.

- The Cost Center Comparative report (25.15.19) compares the cost center balances for two
different periods or actual figures to budget.

« Project Activity

« The Project Activity Summary report (25.15.21) lists transaction activity for projects over
a period.

 The Project Activity Detail report (25.15.22)also lists the transactions for each project.

 The Project Activity Comparative report (25.15.23) compares the project balances for two
different periods or actual figures to budget.
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Reporting Options

Reporting Options

Balance Sheet Comparative X

W GoTo ~ Action =

Entity: 100 To: 100

Description; Yo-Yo Company

Calumn 1 -- Ending Date: 3??}’2‘[}03 v

Use Budgets: Budget Code:
Colurmn 2 -- Ending Date: (8/7/2008 v
Use Budgets: Budget Code:
Suppress Zero Amounts:
Sub-Account: -~ To:
Cost Center: Je] To:
Level: 99
Print Variances: ¥ Summarize Sub-Accounts:
Summarize Cost Centers: Suppress Account Murmbers: ¥
Round to Nearest Thousand: Round to Nearest Whole Unit:
Reporting Currency: Fa Cutput;

Batch ID:

You can print GL reports for:
- One or a range of entities, accounts, sub-accounts, or cost centers.
- Budgeted or actual amounts.
- A specific ending date (trial balances and balance sheets) or a range of dates (income
statements and activity reports).
Other useful report options are:

Level. Specify the level of detail to appear on a report; corresponds with format position
levels.

Suppress Zero Amounts. Set this field to Yes to only include accounts with non-zero balances
on the report.

Suppress Account Numbers. Set this field to Yes to if you want a report with amounts broken
down by account, sub-account, and cost center combination.

Round to Nearest Thousand. Specify the degree of accuracy required for the report. If you set
this field to Yes, an amount, such as 2,500.00, would be rounded up to 3,000.00.
Conversely, an amount of 2,350.00, would be rounded down to 2,000.

If rounding causes a balance sheet to be out of balance, a rounding error entry prints with the
balancing amount.
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Round to Nearest Whole Unit. Specify whether decimals are printed. Amounts that are greater
than or equal to 0.5 are rounded up to the next highest whole number; smaller amounts are
rounded down. Again, the system prints a rounding adjustment on balance sheets.

Print Comments. On income statements and project activity reports, you have an option to
print comments. Comments are useful for storing information, such as the names of auditors or
accounting firms that review financial statements. Comments are set up using Master
Comment Maintenance.

Reporting Currency. Specify a currency that the report output should use. You can generate
reports in any currency, regardless of the currency of the source document.
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Correcting Balances on Reports

Correcting Balances on Reporis

Problem Solution
Joumal account has wrong Feopen GL calendar for module.
balance.

Record adjusting tfransaction in module.

Fost transaction to General Ledger
module.

Post transaction in general ledger.
Re-close GL calendar for module.

GL account has wrong balance. Reopen GL calendar for general ledger.
Record adjusting transaction.

FPost fransaction in general ledger.
Re-close GL calendar for general
ledger.

You can reprint your financial reports as often as necessary until you are satisfied with the
amounts. But what happens if you need to correct the amounts?

As discussed earlier, you cannot correct posted transactions directly. If you need to correct
amounts that originated outside of general ledger, reopen the GL calendar for that module, enter
the necessary adjusting transactions, and then post the transaction in the General Ledger module
using Transaction Post.

For transactions entered directly in the General Ledger module, enter adjusting transactions using
Standard Transaction Maintenance and re-post the transactions using Transaction Post.
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Drill-Down by GL Reference

| Inquiry by Acct with Drill-Down X

® GoTo ~ © Actin
Quality Products

Enty Account Sub-Acct cc Froject Daybook T EffDate
1000 3000 1/1/z002

Domain : QP
GL Reference Eff Date Batch Enty Document =1 Amount
S0021015000062 10/15/2002 1095 1000 V20054 1 1,000.00cr

S0021f 3 1000 1v20054 1 1,000.00cr
so021f1

Inquiry by Acct with DrillDown X
So0210L

sooaona m 21" 3

S003013 G/L Transaction List

o030z, 0L Reference £ff Date Entered User 10 Deseription
copaga; SOVHI0IS0N00E2 10/15/2002 10872004 qad Postad Tovoice

3003031

S003033 0, Domain Enty Account Armount Currency Amount Cur

5003042 3 1 1000 3000-10000-COMP -25,000.00 -25,000.00 usp
S003042 2 e 1000 3000-10000-COMP -30.00 -30.00 usD
o 1000 3000-10000-COMP -30.00 -30.00 uso

ap 100 3000-PORT-COMP -40,00 -60.00 usD
ar 1000 1201 -40.00 £0.00 uso
ar 100 1203 £0.00 0,00 usD
QF 100 I905-PORT-COMP .00 300 uso
Qr 1000 1201 3.00 3.00 uso
o 100 1203 -3.00 -3.00 uso
10 ar 1000 3000-10000-COMP -40.00 -40.00 uso
11 ar 1000 3900-10000-COMP 200 2.00 uso
12 ar 1000 3000-10000-COMP -20.00 -20.00 uso

To identify transactions to correct, you can use one of several inquiry and report functions in the
General Ledger Transaction menu:

 Account Balance Inquiry (25.13.17)
Generates a list of balances and period activity by account, sub-account, and cost center.

w e e e ae

- Transaction by Reference Inquiry (25.13.19)
Generates a list of posted transactions by GL reference number.
« Inquiry by Acct with Drill-Down (25.13.20)

Generates a list of posted transactions by account, sub-account, and cost center. When you
enter the account code, you see the GL transactions that referenced the account. By pressing
Enter from the GL reference, you can drill down and see the entire transaction.

You can also access the batch or document for the GL reference by pressing Tab and then
Enter. On journal entries originating outside of GL, less detail is available if the entries were
posted from the source module in summary form.

For AR batches, the bank code does not display because multiple banks can be associated with
an AR batch.

- Transaction Register (25.13.21)

Produces a report showing all posted transactions. This report is useful as a permanent record
of activity for the period.

- Transaction by Account Inquiry (25.13.18)
Creates a list of posted transactions based on various selection criteria.

M QAD



GL Reports 379

Transaction by Account Inquiry

Transaction by Account Inquiry

Transaction by Account Inguiry I
o GoTo ~ Action -
Entity: 100 Account: 1200
Display Foreign Currency:
Display Detailed Audit Trail:
Sort By: Eff Effective Date
Display Sub-Totals: No Do not display subtotals
Exported: Both Show exprted and unexprt
Effective Date:| 1/1/2008 ¥ To:[8/7/2008 ¥
Sub-Account: -~ To:
Cost Center: , To:
Business Unit: >~ To: ¢
Entered Date:| 1/1/2008 v To:[8/7/2008 ¥
Batch: To:
Address: P To:
Docurment: To:
User ID: To:
Amount: 0.00 To: 0.00
Currency Armount: 0.00 To: 0.00
Currency: USD E] Transaction Type: Output:

This inquiry is a powerful reporting tool for identifying unbalanced or invalid transactions. It
generates a list of posted transactions by account, sub-account, and cost center.
You can use the Transaction by Account Inquiry (25.13.18) to:

- Select the transactions to review by entering a range of criteria, including sub-account, cost
center, project, batch, document number, user ID, and amount.

- Display more information, such as foreign currency and audit trail information, for each
transaction.

- Define how you want to sort the selected transactions.
- Determine whether to display subtotals.
- Display various grand totals for the inquiry.

The default detailed transactions screen displays one line for each transaction. To display this
screen, accept all default values for the options on the inquiry’s initial screen.

You can view a Detailed Transaction screen when you set the option Display Detailed Audit Trail
to Yes. The system displays an additional line for each transaction showing the Description,
Project Code, Address Code, Document Number, and Document Type fields.

Note When you set Display Foreign Currency to Yes, you can also view the exchange rate,
foreign currency amount, and currency code for each transaction.
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Transaction by Account Inquiry Totals Screen

QUALITY PRODUCTS COMPANY 3000-5ALES
unt Cur Amount Cur

Total: 625.00cr USD 1,000.00cr ABC

33,575.00cr USD 33,575.00cr USD
Grand Total: 34,200.00cr USD
tccount Balance: 34,200.00cr USD

The slide shows the screen displayed when you set Display Sub-Totals to Only. In this example,
the Sort By field is set to CC, so the system displays subtotals for each cost center.

The last screen in the Transaction by Account Inquiry always displays a grand total for the selected
transactions in base currency. The totals are broken down by currency.
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Budgets

Budgets

Once a Year Every Period

Yes

Calculate

Budget

Budget is based on )
another Account, Sub-
Account, Cost Center,

or Format Position?

Enter Budget
for Period

Prirmt

Financicl
Repaorts

Each year, you set up budgets to plan for expenses and revenues, and to compare actual revenues
and expenses to budgeted amounts.

On financial statements, you can print reports that compare actual activity for the period to the
budgeted amounts by setting Use Budgets to Yes and specifying the budget code.

Budgets are used to allocate company resources and to establish spending limits for departments,
projects, divisions, and for the entire company. In Budget Maintenance (25.5.1), you can create
multiple budgets for any GL period in the GL calendar year.
Using Budget Maintenance, you can:

- Enter budgets with fixed amounts for each GL period.

« Calculate the budget amount in each period based on the percentage of the balance of a
specific format position, account, sub-account, or cost center.

- Distribute the yearly budget evenly over the several GL periods.
- Assign a different percentage of the yearly budget to each GL period.
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Budget Allocated Evenly to Each Period

Budget Allocated Evenly to Each Period

Budget Maintenance %

4 GoTo - Action =

Yo-¥o Company
Entity: 100
Budget Code: BUDGETYY
Account: 1040
Format Position: 0

Year; 2008
Base Account:

Base Fmt Pos: 0 Sub-Account: Cost Ctr:
Default Percentage: 0.000

Auto Spread: By Percentage: ‘rearly Budget: 120,000.00

Per Percentage Budget Armount Entered

1 g.333 10,000,00 8/7/2008
2 8333 10,000,00 B/7/2008
3 8,333 10,000,00 [8/7/z008 ¥

In Budget Maintenance, the system prorates the yearly budget for each period if you set the Auto
Spread field to Yes, the By Percentage field to No, and if you enter a Yearly Budget amount.

In the slide, the Yearly Budget is $500,000. The system calculates the Budget Amount as
41,666.67. (In all of these examples, there are 12 periods in the GL calendar.)

Note QAD SE resets the Auto Spread and By Percentage fields whenever you access an existing
budget code in Budget Maintenance.

Important Take care when changing a budget period percentage or budget amount. For example,
if your original yearly budget was $12,000 and the period budget amount was $1,000, but you
change the budget on one of the periods to $1,500, your new yearly budget is $12,500, and the new
period budget amount is $1,041.67.
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Budget Allocated Differently by Period

Budget Allocated Differently by Period

Budget Maintenance X

M GoTo - Ackion =

Yo-Yo Company
Entity: 100
Budget Code: BUDGETYY
Account: 8400
Format Position: 0

ear; 2008
Base Account:

Base Frnt Pos: 0 Sub-Account: Cost Ctr:
Default Percentage: 0.000

Auto Spread: By Percentage: | rearly Budget: 48,000.00

Per Percentage Budget Arnount Entered

1 10,000 4,800.00 8/7/2008
2 15,000 7,200.00 /772008
3 7.000 3,360.00 la/7/zo08 v

There are two ways in which you can allocate budgets differently by period in Budget
Maintenance.

1 You can manually specify the budget amount for each period by setting the Auto Spread field
to No. For each period, leave the Percentage set to 0.00, then enter the budget amount.

2 You can specify a Yearly Budget for the entire year, enter percentages for each period, and let
the system calculate the amount. To do this, set both Auto Spread and By Percentage to Yes.

For each period’s budget, you then specify the percentage to allocate to that period, and the system
uses the percentage to calculate the budget amount. Or, you can specify a Default Percentage,
which becomes the default period percentage.

In the slide, the Default Percentage value is 12% and Yearly Budget is $500,000. Unless you
specify otherwise, the period percentage is 12% and the budget amount $60,000. In a 12-period
year, the system displays a warning that these percentages add up to more than 100%, so be aware
that you must manually adjust some percentages downward. In the above example for a 12-period
year, only $20,000 (4% of $500,000) is left to allocate by period 9. In periods 10, 11, and 12, both
the percentage and the amount are zero.
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Budget Based

on a Percentage

Budget Maintenance *

Budget Based on a Percentage

M GoTo ~ Action

Yo-Yo Company
Entity:
Budget Code:
Account:
Format Position:

Tear;
Base Account:
Base Fmt Pos;

Default Percentage:

Auto Spread:

100
BUDGETOG
7100

0 Budget Calculation *

2008
M GoTo - Action =

0 Entity:
0.000 Budget Code:

Account:
Sub-Account:

Cost Center:

100 J
BUDGETOS
6300

;100 pe
+ BUDGETOS
1 6500

Forrnat Position: 0 0 To: 999999 O
Business Unit: P To:

Effective Date:[1/1/2008 %]  Toi|

Fer Percentage Budget A

8/7/z008  v|
Use Budgets if no Actual: ¥
Print Budget Report: ¥

Curnulative Only: Cutput: page

Batch ID:

Budgets can be based on a percentage of an actual account or format position or a yearly budget, or
you can enter a default percentage. The system automatically calculates the default percentage for
each GL period.

You can also enter a different percentage for each period. If By Percentage is set to Yes, you are
prompted to enter a percentage for each GL period. The system uses the percentage to calculate the
budget amount for the period, based on the percentage entered and the value in the Yearly Budget
field.

In the slide, the budget for period 1 is based on 5% of sales (account 3000). But you do not have a
budget amount until you run the budget calculation for budget DEPT30.

Note For a budget based on percentages, you cannot use the Auto Spread option—you must
specify a default percentage or manually enter the amounts or percentages for each period.

In Budget Calculation, you have the option to calculate the budget amount based on either the
actual or the budgeted amount for the budget code's base account, sub-account, etc. If you set Use
Budgets if no Actual to No, and there are no actual balances in the base account, the calculated
budget is zero.

You can also print a report showing the calculated budget amounts by setting Print Budget Report
to Yes. The Cumulative Only option enables you to specify how budget amounts are broken down
on the report.

« Yes prints only the cumulative budget amounts for the current fiscal year.
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- No prints a detailed report of each budget amount by fiscal period within the effective date
range of the calculation.
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Custom Reports

Custom Reports

Set Up Custom Report

Custom Report Format fainte.. * Zod e/FoerT Positions
W GoTo ~ Action ~* | 7
Assign Accounts
Custom Report Account Maint % g
E to Format Positions
Custom Code: T&E
W GoTo ~ Action
Report Title: TRAVEL & ENTI I
Custom Report Print * ]
Custom Code: T&E : L .
W GoTo » . Action = Frimt
Format Position: 100 Report Title: TRAVEL & ENTERT
Description: Traw RGDOFTS
Sums-Into: Custorn Code:| T&E =
Debit{dr)/Credit{cr); DR Line: 2 Entity: T100 [ To: T100
Page Break After Total: Description: | QUALITY PRODUCTS COMPANT
Suppress Header: Account: 7300 Column 1 - Date:| 10/31/20058 w To: w
Suppress Total: Sub-Account; Use Budgets: ¥ Budget Code:
Skip Line After Total: ¥ Cost Center: Column 2 - Date:|11/1/2008  « To: v
Use Budgets: ¥ Budget Code:
Double-Underline Total: Sums-Into: 1200 g udg
Sub-Account: & To:
Cost Center: P To:
Praject: = To:
Suppress Zero Amounts: Level: 99
Print Variances: & Suppress Account Codes: ¥
Round to Mearest Thousand: Summarize Sub-Accounts:
Round to Nearest Whole Unit: Summarize Cost Centers:
Reporting Currency: USD - Print for Each Cost Ctr:

Qutput:
Batch 10

If your company requires specialized reporting, you can create custom reports using functions in
the Custom Reports Menu. You can set up an unlimited number of custom reports. To create a
report, all you do is set up format positions and then assign accounts, sub-accounts, and cost
centers to these format positions.

In Custom Report Format Maintenance (25.17.1), set up the code for the custom report and define
the format positions to appear on it. The format positions control the order in which GL accounts
appear on the report, how they are totaled, and where page breaks occur. You can use the same
format positions on multiple custom reports. You can also use the same format positions as your
regular financial statements, but you still set them up separately.

In Custom Report Account Maintenance (25.17.4), specify the accounts, sub-accounts, and cost
centers that sum into each format position. If you leave the sub-accounts and cost centers blank,
transactions for all sub-accounts/cost centers assigned to the account appear on the custom report.
If you do assign sub-accounts or cost centers to the format position, only transactions for those
account/sub-account/cost center combinations appear.

To create multiple similar custom reports, use Custom Report Copy and then adjust the format
positions or accounts as necessary.
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Custom Reports

M GoTo - Ackion

Custom Report Format Mainte... *

Custorn Code: T&E

Format Position: 100
Description: Travel
Sums-Into:

Debit{dr)/Credit{cry: DR
Page Break After Total:
Suppress Header:
Suppress Total:

Skip Line after Total:

<

Double-underline Total:

Report Title: TRAVEL & ENTERTAINMENT

and Entertainment
a i

-

Custom reports are printed using Custom Report Print (25.17.13). The slide shows a sample

custom report.

Print for Each Cost Center is used for custom reports that have been set up without specifying a
cost center range. For example, to print expense reports by department, you do not need to
reference specific cost centers—just leave the cost center ranges blank; set Print for Each Cost

Center to Yes.
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Custom Report Print

n

Custom Reports (Continued)

11/25/08 22:41:59

End of Report
Custom Report Print
Training

n

QAD

Report Subemtted By: mfg
TRAVEL & ENTERTAINMENT
To: T100

Report Criteria:

Custom Code: T&E

Entity: T100 o
Description: QUALITY PROCUCTS COMPANY
08/01/08

i Mo
i 09/30/08
1 No

10/01,/08

Yes  Suppress Account Codes: Yes
ize Sub=Accounts: No

W z : Ko

s Prant for Each Cost Ctr: No
Output: page

Batch ID:

Custon

25.17.13

Report Print

QAD Training Page:1
QUALITY PRODUCTS COMPANY Reporting Currency:  USD
Exchange Rate:
TRAVEL & ENTERTAINMENT Activity Activity
08/01,/08 To 09/30,/08 To
10/01/08 11/01/08 Variance

TRAVEL ©.00 .00 @.00

ENTERTALNMENT 0.00 .00 Q.00
TOTAL TRAVEL & ENTERTAINMENT .00 .00 Q.00

11/25/08 22:41:59
Page:2

glerrp.p
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Closing the GL Calendar to GL

Closing the GL Calendar to GL

GL Calendar Maintenance %

M GoTo v Action =

Yo-Yo Company
Year: 2008
Period: 1
Period Start: 1/1/2008
Period End: 1/31/2008

Enty Description AP AR Fa Wi lC S0 GL Year Closed
100 | Yo-Yo Company

After you have printed (and corrected) all your financial statements and reports for the period, you
must close the period to the General Ledger module, using the same function you used earlier to
close the period to activity in the other modules, GL Calendar Maintenance.

If you need to make corrections to closed modules or General Ledger periods, you can reopen the
periods at any time during the year until you execute the year-end close. To reopen a closed GL
period, reset the GL field to No, enter and post the correction, and set the field back to Yes to close
the period. Once the GL field is set to Yes, you can reopen and close the period to specific
transaction types by setting the flags for AP, AR, FA, WO/IC, PR, and SO transactions.
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Year-End Close

Year-End Close

JTransactinn Year-End Close 3:‘

M GoTo ~ Action =

Entity: | 100 2 ya-To Company
“ear to be Closed:| 2008

GL Calendar Maintenance

M GoTo - Ackion =

Yo-Yo Company
Year: 2003
Period: 12
Period Start: 12/1/2008
Period End: 12/31/2008

Enty Diescription
100 “o-vo Company

ap AR Fa Wwo I S0 GL rear Closed
v ~ ~ ~ v v v

When the fiscal year is closed, a type YR (year-end) transaction is created that posts the net
profit/loss to the retained earnings account identified in General Ledger Control. The year-end
close also updates the Year Closed setting in GL Calendar Maintenance to Yes.

You cannot reopen a closed fiscal year. If you absolutely have to make an adjustment to a closed
year, you can record it using Retroactive Transaction Maintenance (25.13.2), which we cover next.
However, you can still print reports for the year after it has been closed.

If you print a balance sheet or trial balance for the new fiscal year without closing the previous
year, the reports are wrong because the accounts include the balances for the previous year as well

as for the current one.
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Retroactive Transactions

Retroactive Transactions

Retroactive Transaction Maint *

# GoTo - Action =

QUALITY PRODUCTS COMPANY

GL Reference: RAO7Z350000001 | Type: RA Effective: Period:
Currency: Control: 0.00 Base Total: 0.00
Davboolk: Entry Number:

Correction:

Use Retroactive Transaction Maintenance (25.13.2) to add or maintain transactions to a fiscal year
that has been closed in the year-end close. This function creates a type RA transaction and
automatically makes any necessary adjustments to retained earnings.

We recommend you exercise caution in the use of this function, particularly if you have already
produced and published your financial reports for the year. This function should be password-
secured.
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Transaction Consolidation

Transaction Consolidation

Before Consolidation Unbalanced Transactions
After Consolidation
JL#1 1200 3000 CS #1 1200
500 500 300
JL#2 1040 1200 CS #2 3000
200 200 500
Cs#3 _ 1040
200

Once transactions are posted, you cannot delete them. However, to free up database space, you can
use Transaction Consolidation (25.13.11) to combine transactions from a specified period into a
single transaction for each account, sub-account, cost center, and project. This consolidation
feature saves database space.

Consolidation combines the posted transactions for each period by account, sub-account, cost
center, and project. Each consolidation transaction is assigned a GL reference number beginning
with CS, followed by the effective date and a sequential number.

Use caution in selecting by account, sub-account, or cost center. Although it works correctly, it
leaves you with one-sided transactions, as shown by the above example. For similar reasons, we
recommend that you do not consolidate transactions for a range of entities. Also, consolidations
should be done by period rather than by year. You might choose to consolidate for six periods ago
and earlier in order to preserve more current detail in the GL.

You can produce a report that shows how transactions are consolidated by setting Audit Trail
Report to Yes and Consolidate to No.

This function should be password-secured.
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Security

Security

Set Up For...
GL Reports
GL Calendar Maintenance
Transaction Year-End Close
Transaction Consolidation
Retroactive Transaction Maintenance
Year End Adjustment Transaction

To restrict access to confidential company information to authorized personnel, we recommend
that you set up menu or password protection for the following GL reporting and period-end
functions:

» GL reports in menus

» GL Calendar Maintenance

- Transaction Year-End Close

- Transaction Consolidation

- Retroactive Transaction Maintenance

Security for user IDs and user groups is set up using functions in the System Security menu of the
Manager Functions module.
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Exercise 19: Balance Sheets, Income Statements, and
Budgets

Print Balance Sheet and Income Statement

In this activity, you will print a comparative balance sheet and income statement comparing actual
to actual figures.

Balance Sheet Comparative

1 Use Balance Sheet Comparative (25.15.9) to print a comparative balance sheet that displays
the figures for periods 1 and 2 of the current year. Accept the system defaults on the remaining
fields.

Column 1 — Ending Date: End of previous period
Column 2 — Ending Date: End of current period

Income Statement Comparative

2 In Income Statement Comparative (25.15.14), print a comparative income statement that
displays the figures for periods 1 and 2 of the current year. Accept the system defaults on the
remaining fields.

Column 1 — Date: First day of previous period To: Last day of previous period
Column 2 — Date: First day of current period To: Last day of current period

Note The percentage of income is based on the total of all type | account balances.

Enter and Calculate Budgets

In this activity, you will enter and calculate budgets for the current year.

In QAD SE, you can:

1 Enter budget amounts manually for each GL period.

2 Distribute the annual budget over the periods or assign a percentage of the budget to each.

3 Allow the system to calculate the budget amount for each period based on a percentage of a
format position or another account.

You will use all of these methods in this activity.

Budget Maintenance

1 In Budget Maintenance (25.5.1), enter the following budget information for entity T100,
budget code BUDGETYY (Y'Y = current year).

The first budget is for an account/cost center with an annual budget divided evenly over all GL
periods.
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Budget Code: BUDGETYY
Account (Cost Center): 7100 (1000)
Auto Spread: Yes

Yearly Budget: 300,000.00

GL Reports

Which field determined how the annual budget for account 7100 was divided?

The next budget is allocated to each period by percentage.

Budget Code: BUDGETYY
Account: 8400

By Percentage: Yes

Yearly Budget: 50,000.00
Period: Percentage
1: 25%

2: 40%

3: 30%

4 5%

395

Notice how the system calculated the budget amount based on the percentage you entered.
Which field enabled you to allocate the budget amount to each period by percentage?

The next budget shows the amounts for each period.

Budget Code: BUDGETYY
Account: 8200

By Percentage: Yes

Yearly Budget: 125,000.00
Period: Budget Amount
1: 20,000.00

2: 55,000.00

3: 35,000.00

4 15,000.00

For the next budget, the sales account has a credit balance, so the budget amounts for each

period are entered as negative amounts.

Budget Code: BUDGETYY
Account (Cost Center): 3000 (0100)
Pd 1 through Pd 12 -5,000.00

The budget for account 6300 is 30% of the format position for sales (net sales on the income

statement).
Budget Code: BUDGETYY
Account: 6300
Base Format Position: 50000
Default Percentage: 30
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Even if you enter a positive default percentage, the budget for account 6300 (normally a debit
account) will always be a credit amount because sales is normally a credit amount.

5  The budget for account 6500 is 10% of account 6300.

Budget Code: BUDGETYY
Account: 6500

Base Account: 6300

Default Percentage: 10

Budget Calculation

6 In Budget Calculation (25.5.7), calculate the budgets for accounts 6300 and 6500. Enter
budget code BUDGETYY. Enter 01/01/YY to the current date as the effective dates.

Trial Balance Budget

7 Print a Trial Balance Budget (25.15.6) for entity T100, budget code BUDGETY'Y and report
ending date (the current date).

Notice the variance column showing the difference in amounts and the variance percentage. **
indicates that no budget has been created for the account.

Creating a Custom Report

In this activity, you will create and print an operating expense report. You will set up a report code
and custom format positions and assign accounts and cost centers to the format positions.
Custom Report Format Maintenance

1 In Custom Report Format Maintenance (25.17.1), set up the report code, title, and format
positions for the custom report. Accept the default values for the remaining fields.

Custom Code: OPEXP

Report Title: OPERATING EXPENSES
Format Position: 100

Description: OPERATING EXPENSES
Sums Into: 0

Double-Underline Total: Yes

Format Position: 200

Description: SALARIES

Sums Into: 100

Format Position: 300

Description: TRAVEL/ENTERTAINMENT
Sums Into: 100

Format Position: 400

Description: OTHER

Sums Into: 100
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GL Reports

397

2 In Custom Report Account Maintenance (25.17.4), assign accounts and cost centers to the

format positions on the custom report (OPEXP).

Line: 1

Account: 7100 to 7100
Cost Center: 1000 to 3000
Sums Into: 200

Line: 2

Account: 7200 to 7200
Cost Center: 1000 to 3000
Sums Into: 300

Line: 3

Account: 7300 to 7300
Cost Center: 1000 to 3000
Sums Into: 300

Line: 4

Account: 5100 to 5100
Sums Into: 400

Line: 5

Account: 8200 to 8200
Sums Into: 400

Line: 6

Account: 8400 to 8400
Sums Into: 400

Custom Report Print

3 In Custom Report Print (25.17.13), print the custom report.

Custom Code:

OPEXP

Column 1 - Date:

To: Prior Period

Column 2 - Date:

To: Current Period

Suppress Account Codes:

No
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Your report should show format positions and accounts similar to the following:

OPERATING EXPENSES
SALARIES
7100—1000 SALARIES & WAGES
7100—2000 SALARIES & WAGES
TOTAL SALARIES

TRAVELENTERTAINMENT
7200—1000 TRAVEL
7200—2000 TRAVEL

TOTAL TRAVEL/ENTERTAINMENT

OTHER
5100 PURCHASES (EXPENSED)
5100--0100 PURCHASES (EXPENSED)
8200 SUPPLIES
8400 UTILITIES

8400—0100 UTILITIES,

8400—0200 UTILITIES

8400—0300 UTILITIES

8400—0500 UTILITIES
TOTAL OTHER

TOTAL OPERATING EXPENSES
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup . Accounts Payable
Multinational Setup Payments
(Optional) 4. 1099-MISC Reporting
Accounts Receivable {Optional}
Data Setup 5. AP Draft Management
Invoicing ICpilene)

Multinational AP (Optional
Debit/Credit Memos GU i I"E”Z S‘ Tp il

eneral Ledger Setu

Accounts Receivable . P
Payments General Ledger

Transactions
Draftt Management

(Optional)

Multinational AR (Optional)
Purchasing/AP Data Setup
Purchasing

General Ledger Reports
Multiple Entities (Optional)
Multinational GL (Optional)

Currency Dependent
Rounding

Up to now, we have been dealing only with transactions that take place within one entity and
database; however, QAD SE supports multiple entities within a single database and multiple
entities in multiple databases.

The flow of GL activities is somewhat different for companies whose financial reporting spans
several entities. In these situations, transactions from subsidiary entities must be consolidated into
a consolidation entity, either within or across domains.

In this lesson, we review processing in multi-entity and multi-domain environments.

Refer to User Guide: Master Data for more information on domains and databases, and to User
Guide: Financials A for more information on GL consolidation.
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GL Processing Flow (Single Domain)

GL Processing Flow (Single Domain)

Transaction Processing for Each Entity

Process Close Period Process GL
Maodule to Other Adjusting

Tramsactions Modules Transactions

Reporting for Each Entity and AllEntities

Prirt — : MMaintain/Print
Fimancial Mogra’rgnm;l:;rw Custom
Statements 9 REeports

Closing for Each Entity

CHlEE iselr e Consoldate
Gl/Update Previous Yedr's
Retained Earmings Transactions

By now, you should understand where GL transactions come from, how they are posted to the GL,
what GL reporting looks like, and how to close fiscal periods and years.

Close Period

to GL

Up to now, we have discussed all of these activities under the assumption that only one entity is
involved. In reality, large corporations often have multiple financial entities.

If all the entities are in the same domain, GL processing is much the same as for single entities, as
you can see from the above diagram.

Transaction processing and period-/year-end close are done by entity and reporting is done both by
entity and for the range of entities. There are a few procedural considerations that you need to
understand, which we discuss at the beginning of this lesson.
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GL Processing Flow (Multiple Domains)

GL Processing Flow (Multiple Domains)

Source Domdain

(Period-End
Complete)

Export
Tramsactions

1o File
(25.12.14)

Import

Tramsactions
252005)

Consolidation Domain

Fost
Imported
Transactions
25E ]

Print Period
Reports
(menus 25.5,
20 dp 20 1

Close Period
to GL
(25.3.4)

As noted earlier, the flow of GL activities is somewhat different for companies whose financial
reporting spans several entities. In these situations, transactions from subsidiary entities must be
consolidated into a consolidation entity, either within or across domains.
The processing flow varies slightly depending on:

+ The complexity of the consolidation hierarchy

» Whether account numbering is consistent across domains

« Whether the entities are in different databases

- Whether the transactions being consolidated come from entities with different base currencies.
You use GL Consolidation (25.19.20) in the consolidation domain to create the transactions for

consolidated reporting, based on the relationships defined for a consolidation set in Entity Code
Maintenance.

You can create consolidation sets specifically to generate reports and then delete and/or archive the
resulting transactions and optionally the consolidation sets using Consolidation Entity
Delete/Archive (25.3.1.6) when they are no longer needed.
The GL consolidation process supports consolidation in any of the following conditions:

- Multiple entities within the same domain.

Using consolidation sets, you can select exactly which entities you want to include, regardless
of the value of the entity code.
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« Multiple entities in more than one domain in a single database.

You can combine any number of entities from different domains in a database into a
consolidation set. One entity can belong to more than one consolidation set, letting you create
multiple views of your business.

< Multiple levels of consolidation.

You can add consolidation entities as subsidiaries to a higher-level parent, thereby creating
hierarchies with as many levels as you need.

- Multiple entities in more than one database at more than one application release level.

Using transaction export and import features, you can import transactions into entities in a
target database that are part of a GL consolidation set in preparation for consolidation. The
transactions can be imported from databases on the same revision of QAD software or on
earlier versions. This facilitates the roll-out and upgrade path, since you do not have to update
all remote databases simultaneously.

Preparation
Before attempting to consolidate transactions, you must complete a number of preparatory steps:
- You must complete all financial activity in the source entities.

- If entities are in different databases, you must follow steps to export transactions from the
source database and import them into the consolidation database.

« You must prepare for the consolidation in the consolidation domain.

Refer to User Guide: Master Data for more information on domains and databases, and to User
Guide: Financials A for more information on GL consolidation.
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Multiple Entities in Same Domain

Multiple Entities in Same Domain

T
S

Entity 1000 Entity 2000
Manufacturing Field Service

BS/1S
Repaorts

!
v
Consolidated
BS/1S/Reports

The simplest example of a multi-entity company is one in which all entities reside in the same
domain. In these environments, the transaction processing steps are the same as in single-entity
businesses. Reports are prepared at both the entity and corporate levels.

BS/1S
Reporfs

In the slide, the business consists of two distinct companies: Entity 1000, a manufacturing
operation and Entity 2000, a field service office. Transactions for both entities are stored in the
same database. Both entities print individual financial statements, but the business also prepares
consolidated statements.

Refer to User Guide: Master Data for more information on domains and databases.

M QAD



Multiple Entities 405

Default Entity for GL Transactions

Default Entity for GL Transactions

Entity Code Maintenance * l Cho hg =g
o GaTo = Actian = Current Entity Change >3I Diefoult EﬁﬂTy
o GoTo = Action =
2 fora User
Entity: 1000 Sessloﬁ
ion: lity P
Diescription ;| Quality Products Current Default Entity: 100 i
Friecnary Entity: ¥ New Entity Currency: USD
Currency:| USD 2
Post Translation Adj to (B/T): Bal Sheet = w
Posting Audit Trail Page Nbr: 1] |Entity Code Change >
Company Address: 10000000 @ GoTo ~ Action =
Consaolidation Entity:
Type:
Default _ _
E TT —— of the General Ledger module, It will not change the default entity codes
mll y that are part of other modules. For example, the entity code in the site

master record or the default entity in the System Control table will not be
modified, It is not possible to use this routine to merge entities. The

new entity code must not have any budgets or transactions attached to it.

Changes Entity
I GL History

Old Entity: 100 Yo-Yo Company

Mew Entity: 200 A To-vo Company

When you record a GL transaction in a multi-entity domain, the system assumes that the
transaction applies to the primary entity designated in Entity Code Maintenance. The primary
entity is the default entity for transactions created in the General Ledger module.

If the majority of transactions during a day are for an entity other than the primary entity, you can
change the default entity for the duration of the user session using Current Entity Change. If you
change the current entity, all your GL screens default to this entity.

The change does not affect other users logged onto the same database, and once you log off the
system, the current entity reverts to the primary entity. Also, the change affects only transactions
created in the General Ledger module; all other transactions still default to either the entity
associated with the site, on transactions that update inventory) or the system entity from
Domain/Account Control.

QAD SE has another function that deals with entity codes called Entity Code Change, which is
used to change entity codes on previously posted GL transactions. An occasion when you might
use it is if your company is acquired by another company and the new management wanted a
different entity code used. Do not use Entity Code Change to change the current entity for a user
session!
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Unbalanced Transactions

Unbalanced Transactions

Cuash Transfer Between Entities 1000 and 2000 Entered s o Standard GL Transaction

Transactlion A
GL Confrol File {25.24],
Balanced Entities = No Entity 1000 Entity 2000
Cash Cash
800 800
Balanced Entities="Yes ravsgehen 8 .
Entity 1000 Entity 2000
in the general ledger, Cash Intercompany Cash Intercormpanry
you must enter the 800 800 800 800
offsetting tfransactions
account.

Transaction processing in a multi-entity/single-domain environment is the same as in a single-
entity company. However, an important consideration is keeping your GL transactions balanced.

Continuing the previous example, suppose the accounting department transfers cash from entity
1000 to entity 2000. Cash would be credited at entity 1000 and debited at entity 2000 (see
transaction A above). Therefore, the debits and credits between entities would balance. However,
within each entity there would be no corresponding counter entry unless you debit and credit the
intercompany accounts as illustrated by transaction B.

To prevent unbalanced transactions within an entity, QAD SE automatically creates balancing
entries for the appropriate inventory, AP, or AR intercompany account (see the example in the
slide).

To prevent unbalanced transactions across entities, such as deleting intercompany balancing
transactions in the general ledger, QAD SE has a safety feature called the Balanced Entities field in
General Ledger Control.

If the Balanced Entities field is set to Yes, you cannot post transactions that created unbalanced
entities. A warning message appears and you must rebalance the transaction manually.
(Unbalanced transactions across entities can occur during manual GL entries. You need to balance
these figures before they are entered.)
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If the Balanced Entities field is set to No, transactions post without a warning message.
Unbalanced entities prevents you from printing balanced statements by entity. You can only print
consolidated statements.

For several reasons, storing several entities in the same database is not always practical, advisable,
or even possible.
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Multiple Entities in Multiple Domains

Entity 1000
Manutacturing

BS /1S
Reports

Multiple Entities in Mulliple Domains

Entity 2000
Field Service

B3 /1S
Reports

Consolidated

BS/IS Reports

Multiple-entity businesses usually use multiple domains for several reasons.

In QAD SE, separate domains are required whenever the entities have different base currencies,

charts of accounts, and GL calendars.

A business may also use multiple domains if the company sites are physically separated or a single
domain is used for separate activities. In the above example, separate domains are used for
manufacturing and field service, and consolidated corporate reporting is done from a third domain.

Refer to User Guide: Master Data for more information on domains and databases.
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Transaction Export/Import

Transaction Export/Imporit

Source Domain Consolidation Domain
File

; Transfer :
Transaction »| | Transaction
File File
Transaction Export

Yo-Yo Company I

Endty: 200 Transaction Import %
- o GoTo = Action =
ficcount: > To: m

Sub-Account; > To:
Cost Center: Fod To! Entity:| 100 ~ | Yo-Yo Company Currency: USD
Business Unit: o To! Transfer File Name: 100000603 trx
Daybook: ~ To:
Effective Date: | 1/1/2008 bl To: B/7/200 Allow Errors:
Summarize Transactions: ¥ Print Audit Trail:
Transfer File: 1000807 trx Currency Translation:
Print Audit Trail: ¥ Records Loaded:
Errors: Output:

After you finish all the period-end transaction processing and reporting in each source domain,
export the posted transactions to an ASCII file using Transaction Export. An export file name can
have a maximum of eight characters in the format <entity><MMDD> trx.

Then transfer this file to the working directory of your consolidation domain. If the consolidation
domain also uses QAD SE, import the exported transactions using Transaction Import.

When exporting and importing files between domains in different countries, make sure that both
the export and import databases are using the same date format. For example, if your export
domain uses DD/MM/YY (day/month/year), the import domain must also use DD/MM/YY.
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Consolidation at Export

Consolidation at Export

Transaction Export

Finance Class

Enty Account Project GL Reference Line Eff Date Description Amourt Currency Amount
Cur
1000 1040 JLOZ0SZ3000001 3 01701703 Promotion 1.600.00ck 0.00
UsD
1000 1040 CE020131000000 0 0lf31703 CRIOOOOEO03 trx 1.600.00cr o.o0
UsD
lo0o ?z00--1000 1001ADY JLOZ0SZ2000001 1 01701703 Promotion 1.100.00 0.00
TED
1000 ?E00--1000 1001ADY CE020131000000 1 01¢31403 DRI1OOOOEOZ £rix 1._100.00 0_00
UsD

looo 7z00--z000

Source Record Inported Record
Line FL Reference Line GL Beference
1000 7z00--2000 hec ount Arcount Bmourts
UsD e el e s s sty
1000 1zoo 0 EI020121000000 1 XX020E02000001
=D Lot -1,600.00 000 VID Lo4n 160000
1 t3ozolzlessonn £ XX020602000001
T200--1000 L.100.00 u.00 USD 7200--1000 1.100.00
£ TEO2OL2Lo00000 2 XXD20E02000001
TE00--L000 500,00 000 USD TL00--2000 50000
3 DE020ERE000000 1 XX0Z0E0Z000002
10 2,050 00 £,050. 00 UID Linn 2,050 00
4 TEO20EES000000 £ OXXDZIE02000002
2000--0100 -z,050.00 -2,050.00 UID 2000--0100 -2.050.00
5 LE020221000000 1 XX0ZUE02000002
1o 5.500.00 550000 UVID Lio 5, 50000
6 LE0Z0221000000 £ OXXDZNG02000002
1100 -zE5 .00 -zz5.00 UID £100 -zEs.on
7 rEDZOZ2L000000 2 XXDZ0E0500000%
£000--0100 -5.500.00 -5.500.00 USD 2000--0100 -5 50000
5 CI020221000000 4 XX020602000002
5100 £25.00 £25.00 UID 5100 500
9 TE0ZO42H000000 1 XX0ZUEOZI00004
100 -50.000.00 -50,000.00 VID €100 50,000 00
10 U3020420000000 T XX020602000002
5100 50,000.00 50,000.00 UID 5100 50,000, 00

By default, the export consolidates the exported transactions to preserve database space.
(However, you should not consolidate when you are exporting transactions for foreign currency
accounts.)

Consolidation creates a single transaction in the format CS<M>YY><transaction number> whose
effective date is the last day of the period associated with the original transaction's effective date.
For example, if the original transaction had an effective date of July 7 and the GL period ended on
July 31, the CS transaction would have an effective date of July 31, not July 7. (When you export
in detail rather than consolidated mode, the original transactions are exported at the original
effective date.)

In the consolidation domain, Transaction Import assigns all imported transactions (both
consolidated and detail) a GL reference humber of XX<M><YYMMDD><transaction number>.
In the example, the imported transaction is XX940707000005.

Important Make a backup of your system before you export or import transactions. Once you
have transferred the transactions for the period, you cannot re-export or re-import them; however,
you can still run reports on the transactions in the source domain.
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GL Calendars

‘GL Calendar Maintenance ~'<|

Source Entity

M GoTo - Action =

Yo-¥o Company
rear: Z008
Period: 7
Period Start: 7/1/2008
Period End: 7/31/2008

Enty Description AP

100 9| yo- i
I &7| Yo-Yo Comnpany JGL Calendar fiaintenance X

AR

FA

WO IC SO

GL ear Closed

Consolidation
Entity

M GoTo - Ackion -

Yo-Yo Company

Same As
Year: 2008
Feriod: 7
Period Start: 7/1/2003
Feriod End: 7/31/2008

Enty Description

R | Ya-vo Company

sP

AR F& wo IC =0 GL vear Closed

When transactions are exported and imported between entities, the source and target entities must
have the same GL calendar setup for the import to work correctly. However, you can close and
open calendar periods individually within each entity.

M QAD



412  Training Guide — Financial Management

Account Cross-Reference

Account Cross-References

Source Database Consolidation Database

File Import

Export Transaction
@L’ Transaction TrOnSfer File 4’@
File

Accounts Account
e Accounts Cross-Reference
1000
o0 1000 1100
. 2000 2200
3000 3300

Use From-Account Cross-Reference Maintenance (25.19.4) to create relationships between
accounts in different entities to be used during transaction import and GL consolidation:

- Transaction Import uses this data to map accounts associated with GL transactions created for
an entity in a source database to accounts for the same entity in the target domain and
database.

= GL Consolidation uses this data to post transactions from a subsidiary entity and domain
within the current database into the correct corporate accounts in the consolidation entity.

The validations for the entity and account fields vary depending on the type of cross-references
you are setting up:

- For Transaction Import, the subsidiary entity and To accounts must exist in the current
domain. From accounts are not validated since they are in a different database.

« For GL Consolidation, the subsidiary entity must exist in the subsidiary domain as defined for
the consolidation set defined in Entity Code Maintenance. From accounts are validated in that
domain and To accounts are validated in the current working domain.

During import or consolidation, the system reads the account, sub-account, and cost center from
the source transaction and looks for a match in the cross-reference table of the consolidation
entity’s domain.

M QAD



Multiple Entities 413

Transaction Post

Transaction Post

Transaction Post X|

M GoTo = Action =

Yo-Yo Company
Entity: | 100 >~ To: 100
Effective Date:|1/1/2008 N To:| 8/7/2008 ~
Transaction Type: XX
Davybook:

Post Transactions: ¥

Qutput: page
Batch ID:

After you import the transactions into the consolidation domain, you then have to post them before
they are included in reports. Imported transactions are not automatically posted by the import—
this gives you a chance to edit or delete them prior to posting.

For convenience, Transaction Post is also accessible from the Transaction Import/Export menu.
Imported transactions can be selected for posting using transaction type XX.
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Consolidated Reporting

Income Statement %

Consolidated Reporting

# GoTo - Action =

Beginning of Period

Reporting Currency

Entity:

Description:

Use Budgets:

Sub-Account:
Cost Center:
Level:|
Summarize Sub-Accounts:
Summarize Cost Centers: )
Suppress Account Murnbers:
Round to Nearest Thousand:

Print Comments:

100 el
“o-Yo Company

Budget Code:

Suppress Zero Amounts:

To:

9

< | <«

Master Cornment Reference:

Juso [T

To:| 100

End of Period: | 7/31/2008 &

Round to Mearest Whole Unit:
v Cornment Type:

Qukput:
Batch ID:

When you have imported and posted transaction information from all entities, you can generate
consolidated reports. To print consolidated financial reports in QAD SE, enter the entity range in

the report selection criteria.

When you specify an entity range on a report, all entities in the range are included. For example,

suppose your company has the following subsidiaries:

North America Europe

United States France

Canada Spain
Italy

In order to print a separate consolidated report for the European subsidiaries, the American and
European entity codes must have separate number ranges (for example, 1000-1999 for American

subsidiaries, 2000-2999 for European).
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Exercise 20: Consolidated Income Statements

In this activity, you will print a consolidated income statement.

Income Statement

1 In Income Statement (25.15.13), enter the following data

Entity:

T100 to T200

Beginning of Period:

Current Period

End of Period:

End of Period

415

2 Compare this to the income statement printed previously for entity T100. Notice how QAD SE
consolidated the account balances.
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Overview

QAD Standard Edition Financial Management

System Introduction 2. Accounts Payable Vouchers
Basic Data Setup . Accounts Payable
Multinational Setup Payments
(Optional) 4 IO‘?QTMISC Reporting
Accounts Receivable {Optional}
Data Setup 5. AP Draft Management

- (Optional)
Invoicing o )
DeBCTedifMenios Multinational AP (Optional)

General Ledger Setu

Accounts Receivable . P
Payments General Ledger

Transactions
Draftt Management

(Optional)

Multinational AR (Optional)
Purchasing/AP Data Setup
Purchasing

General Ledger Reports
Multiple Entities [Optional)
Multinational GL (Optional)

Currency Dependent
Rounding

Earlier, we covered AR and AP transaction processing in multiple currency environments. In this
lesson, we see how exchange rate fluctuations affect the general ledger. In addition to multiple
currencies, we show how GL reporting is consolidated between multiple databases and entities and
discuss how exchange rate fluctuations affect account balances.

Currencies are defined at the system level in your application database. You must have at least one
currency defined and specified as the base currency for each domain in Domain/Account Control.
Other setup is required if you use foreign currencies or if you have multiple domains with multiple
base currencies.
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Currency Account Maintenance |

Currency: AUD Australian Dollar

Foreign Currency Accounts

# GoTo ~ Actions ~| .| Copy *| & Print » Preview

Unrealized Exchange Gain Accl:[ 035 H

Unrealized Exchange Loss Accl:{_‘l_l]_38 \|

Realized Exchange Gain Acct| 1037 =
|

Realized Exchange Loss Acct[ 1038

Exchange Rounding Account] 1033 A

Lol ol

Since each domain can have its own chart of accounts, the accounts associated with a currency
may vary from one domain to another. Use Currency Account Maintenance (26.7) to define the six
accounts associated with each currency in the current working domain. These accounts default
from Domain/Account Control, so if the default accounts are acceptable, this step is not required.
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GL Transactions in Foreign Currencies

GL Transactions in Foreign Currencies

Standard Transaction #aint

M GoTo ~ Action =

Yo-Yo Company

GL Reference: JLOS0S07000001 Type: 1L Effective: 8/7/2008 Period: &/2008
Currency: UsSD Control; 100.00 Base Total: 0.00
Daybook: Systemn Entry Mumber:

Correction:

Line Account Business Enty Description Cur Armount

1 1045 100 Bank Charges EUR | 0,00

Exchange RateiEUR  |1.0 | = usD [143

On GL transactions, you can enter control totals to promote accuracy in data entry. A warning
message displays if the debit total for the transaction does not match the control total.

If you are recording the entire transaction in a foreign currency, enter the batch total in terms of the
foreign currency. The system lets you enter batch totals in base currency, but you get a warning
message that the debit total does not equal the control amount.

If you record a transaction in a currency other than the account currency, a warning displays telling
you that the system is converting the amount to the account currency.

A pop-up window displays the default rate for the transaction’s GL effective date and allows you
to override it with a spot rate. You should specify a spot rate whenever the actual exchange rate is
known (for example, if the bank specified a conversion rate on the statement).

Whenever you enter a transaction with a foreign currency amount, you see: Warning: Amount
in base currency is amount < >. This message shows you how the foreign currency
amount converted to base currency. This is the amount that goes into your financial statements, as
you see next.
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Multicurrency GL (Single Domain)

GL Transactions in Foreign Currencies

Standard Transaction #aint
M GoTo ~ Action =
Yo-Yo Company
GL Reference: JLOS0S07000001 Type: 1L Effective: 8/7/2008 Period: &/2008
Currency: UsSD Control; 100.00 Base Total: 0.00
Daybook: Systemn Entry Mumber:
Correction:
Line Account Business Enty Description Cur Armount
1 1048 100 Bank Charges EUR | 0,00
Exchange Rate: EUR 1.0 = uso 1.43

In multicurrency environments, additional GL processing is required to account for exchange rate
fluctuations, ensuring that foreign currency amounts are accurately represented in financial
reporting.

The additional processing required depends on whether you are operating in one or multiple
domains. In a single-domain environment (as shown above), all you must do is calculate and post
transactions for unrealized exchange gain/loss. When exchange rates fluctuate, the values of
foreign currency GL accounts (primarily AR, AP, and cash) also fluctuate relative to your system
base currency. This is known as an unrealized gain/loss because a true gain or loss is not realized
on these amounts until they are disposed—that is, until cash is received or paid.
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Multicurrency GL (Multiple Domains)

Multicurrency GL (Single Domain)

Transaction Processing

Close Petiod Process GL Post Unrealized
to Other Adjusting Exchange
hModules Transactions Sair/Loss

Process
fModule
Transactions

Reporting

‘ Maimtain/Print
Print Maintain/Print Custom

Financicl

Staterments Budgets

Reports

Closing

Close Period Close Year fo Corsoldate

to GL

Gl/Update Previous Year's
Retained Earmings Transactions

In multi-database environments, you still calculate and post transactions for unrealized exchange
gain/loss. Periodically, you also recalculate foreign currency transactions you have imported from
other domains, because their values also fluctuate relative to the base currency of the consolidation
domain.

M QAD



Multinational GL 423

Currency Translation

-
Currency Translation
Domain B
(MXF)
Currency
Trarsactions »  Tronsloted [ Tramsactions
to USD

|

Consolidation

Domain (USD)

M QAD

In companies with multiple entities or domains, a number of currencies can be used for
transactions, with charts of accounts in the different entities including the appropriate non-base
currency accounts. However, for consolidated financial reporting, all transactions must be valued
in the same currency. This is done either when transactions are imported by the consolidation
domain or when GL Consolidation is run when the entities are in domains in the same database.
The translation converts the source transaction amounts to the base currency in the consolidation
domain using the translation index associated with the account.

A US company has subsidiaries in France and Mexico. The domains in the French and Mexican
databases each maintain accounts in currencies other than the US parent entity base currencies.
When the US consolidation domain imports transactions from the French and Mexican entities, the
system translates transaction amounts to USD. Since account codes in the US domain are different,
that domain first cross-references the accounts, then translates the currencies.
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Foreign Exchange Revaluation

Multicurrency GL (Multiple Domains)

Source
Domain

Export
Transactions
to File

Consolidation
Domain

Post Unrealized Revalue/Post
Exchange |—| Imported ——
Gain/Loss Transactions

Impor/Fost
Transactions

As noted earlier, some balance sheet accounts (primarily AR, AP, and cash) may be held in foreign
currencies. The system maintains balances for these accounts at their historical rates. A true gain
or loss is not realized on these amounts until they are disposed; that is, when cash is received for a
receivable or when cash is paid for a payable. Likewise, gains or losses are not realized on cash
accounts until they are closed or transferred to a base currency account. Therefore, the actual value
of foreign currency accounts at the current exchange rate may be quite different from the value at
the historical rate.

To ensure that unrealized gains and losses are accurately represented on the balance sheet, you
execute the Foreign Exchange Revaluation every period prior to printing your statements.

Foreign Exchange Revaluation calculates the value of foreign currency amounts using the current
exchange rate and creates unrealized gain/loss transactions. The transactions that are created vary
depending on whether the debit/credit entries for each transaction are in the same or different
currencies. Above, we show the transactions that are created when the currencies are the same.

If the debit/credit entries of the transaction to be revalued are in different currencies, the
revaluation creates an adjusting entry for the Unrealized Exch Gain/Loss Acct in General Ledger
Control

After reviewing the revaluation transactions (and deleting any extraneous transactions), you post
them. Revaluation transactions are type FX.

Once you execute the revaluation for a specific date, you cannot rerun it.
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Note The revaluation function revalues all foreign currency accounts using the current exchange
rate. If you hold fixed assets in foreign currencies, fixed asset accounts are also revalued. Prior to
posting, you must manually delete the revaluation transactions for fixed asset accounts (and any
other accounts whose balances should be valued at the historical exchange rates) using GL
Transaction Delete/Archive or Standard Transaction Maintenance.
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Translation Indexes

Currency Translation Indexes

Index | Description | Weights

] Current Transactions are valued based on exchange rates for the
fransaction’s pericd ending date.

2 Weighted Ratesfor all dates in the effective date rangespecified during
Average transaction export are averaged over the number of days in the
range (for example, If fransactions were exported for January 1-31,
QAD 2008 SE adds up the rates for January 1, January 2, andso on
and then divides therm by 31).

3 Simple Average | Ratesfor the first andlcst date in the effective date range
specified during trarsaction export are totaed and then divided
by 2 (for example, if fransactions were exported for January 1-31,
QAD 2008 SE averages only the rates for January 1 and 31).

4 Historical Trarsactions are valued at the rates in effect on the fransaction
effective date. (Transactions for these accountsmust lbe exported
indetail)

5} User-Defined Transactions are revalued at a setf rate for the accounting period,

as definedin Translation Exchange Rate Maintenance (25.19.1).

The slide shows the indexes used for currency translation. The account’s currency translation
index must be the same in each database. For example, an index 1 (current) account in the source
database must be translated to an index 1 account in the consolidation database.

Transactions for 1 accounts are translated using the exchange rate for the period ending date of the
transaction's effective date. For example, if the transaction's effective date is March 15 and the
period ending date is March 31, the transaction is translated using the March 31 exchange rate.

The fifth currency translation index is User-Defined. On these accounts, transactions are revalued
at a set rate for the accounting period. User-defined rates are set up by account, sub-account, and
cost center in Translation Exchange Rate Maintenance. Translation exchange rates are maintained
on the consolidation database.

GL Entries for Currency Translation

A translation adjustment is calculated if the exchange rate for the period ending date of the export
transaction is different from the effective date of the original transaction. A translation adjustment
is also calculated if only one of the GL entries in a transaction requires a currency translation.

During the post, this adjustment updates the translation adjustment account for the consolidation
entity. The choice of financial statement is specified for the entity, and the account for posting the
translation adjustment is specified in the control program.
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Imported Transaction Rewalua... *

W GoTo v Action =

Entity:| 100 [T7] To:[100  [O]

Effective Date:| 8/7/2008  w

Imported Transaction Revaluation

Print Audit Trail: ¥ Output:
Batch ID:

Even after transactions are imported and posted in a consolidation database, the values of some
transactions fluctuate, namely, those for accounts with the currency translation index of 1

(current).

Therefore, at the end of every period, you must also revalue all previously imported transactions
for these accounts using the Imported Transaction Revaluation. This function revalues only
accounts that are in the base currency of the consolidation database—it does not recalculate

accounts held in foreign currencies.

The revaluation creates type XY transactions that must be reviewed and posted. In addition, like
currency translation, Imported Transaction Revaluation creates additional GL adjusting entries to

compensate for imbalances.
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Overview

QAD Standard Edition Financial Management

System Introduction 12. Accounts Payable Vouchers

Basic Data Setup 13. Accounts Payable

Multinational Setup Payments

(Optional) 14. IO‘?QTMISC Reporting

Accounts Receivable {Optional}

Data Setup 15. AP Draft Management

Invoicing ICpilene)

DeBCTedifMenios Multinational AP (Optional)
General Ledger Setu

Accounts Receivable . P

Payments General Ledger

Draft M ; Transactions

((SC;)ﬁDnccl]rlw)dgemen General Ledger Reports

Multiple Entities [Optional)
Multinational GL (Optional)

Currency Dependent
Rounding

Currency Dependent Rounding (CDR) lets you round monetary amounts in a manner consistent
with a given currency. You can apply appropriate rounding methods to each currency involved in a
multiple currency transaction.

Multinational AR (Optional)
Purchasing/AP Data Setup
Purchasing

CDR affects both the value and presentation of monetary transaction amounts. In some countries,
it is a legal requirement. For example, in Japan and Brazil, the local currencies round to zero
decimals, while in Switzerland, the local currency rounds to the nearest 0.05 Swiss francs.
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Features
- Document amounts are rounded according to the document currency.

- At data entry, currency amounts are validated to conform to the document currency format.
For example, when entering a voucher in Japanese yen, QAD SE does not allow the user to
enter an amount with decimals.

< Amounts are saved in the rounded form so totals and account balance updates are accurate.

Terms

Rounding Unit

The amount is rounded to a multiple of the rounding unit specified here. For example, for US
dollars, the rounding unit is equal to 0.01; for Swiss francs, the rounding unit is equal to 0.05.

Rounding Threshold

Enter the number at which monetary values are rounded up. This number must be less than the
number entered for the rounding unit. For example, if the rounding unit is 0.001, entering 0.0025
for the rounding threshold tells the system that decimal values of 25 ten-thousandths and higher
are to be rounded up to the nearest one-thousandth.
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Setting Up Additional Rounding Methods

Adding Rounding Methods

Rounding Method Maintenance %

M GoTo - Action =

Rounding Method: 3

Description: Japanese Rounding
Rounding Unit: 1.000
Rounding Threshald: 0.0000

Decimal Paint: | .

Use Rounding Method Maintenance (36.2.9) to set up additional rounding methods if those in the
CDR conversion program do not meet your needs.

Account. Enter a code (maximum eight characters) identifying the account.

Rounding Method. Enter an alphanumeric code identifying the new rounding method to be
created.

Description. Enter a description of the rounding method.

Rounding Unit. The amount is rounded to a multiple of the rounding unit specified here. For
example, for US dollars, the rounding unit is equal to 0.01; for Swiss francs, the rounding unit
is equal to 0.05.

Rounding Threshold. Enter the number at which monetary values are rounded up. This
number must be less than the number entered for the rounding unit. For example, if the
rounding unit is 0.001, entering 0.0025 for the rounding threshold tells the system that decimal
values of 25 ten-thousandths and higher are to be rounded up to the nearest one-thousandth.

Amounts are rounded based on their absolute value. For example, —9.99 is rounded the same
as 9.99.

Decimal Point. Enter the character to be used as the decimal point in monetary values.
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Rounding Examples
In the following example, the rounding threshold in thousandths determines how the amounts are

rounded to the nearest hundredth.
Rounding Unit = 0.010

Rounding Threshold = 0.0050

Amount to be Rounded
Rounded Amount
1,234.454 1,234.45
1,234.455 1,234.46

This example demonstrates rounding during processing. The extended price is calculated before
the rounding unit and threshold are applied. The whole number in the Stored Amount column is

the number stored for the sales order line.
Rounding Unit=1.0
Rounding Threshold = 0.50

Sales
Order Extended Stored
Line Quantity  Unit Price Price Amount
1 100 1.114 111.40 111.00
2 200 5.132 1,026.40 1,026.00

Total: 1,137.80 1,137.00
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Applying Rounding Methods

Currency: EUR

Description: | Eurapean Eura
Rounding Mathod::_Z
Active: ¥

M QAD



Exercise 21: Currency Dependent Rounding

In this activity, you will:

- Verify the rounding method for base currency

- Set up a new rounding method

- Set up a new currency
 Process a purchase order

« View Voucher Maintenance

Currency Maintenance

1 In Currency Maintenance (26.1), verify the Rounding Method field is set to 2 for base

currency USD (US dollars).

Rounding Method Maintenance

2 In Rounding Method Maintenance (25.21.12.1), enter the following:

Currency-Dependent Rounding

Rounding Method: 9
Description: New Method
Rounding Unit: 5.000
Rounding Threshold: 0.500
Decimal Point: , (Comma)

Currency Maintenance

435

3 In Currency Maintenance (26.1), enter the following information, accept all other defaults:

Currency:

<use your initials>

Rounding Method:

9

Exchange Rate Maintenance

4 In Exchange Rate Maintenance (26.4), enter an exchange rate for your new currency, relative

to the base currency.

Beg Date: today
End Date: today
Exch Rate: 1.00000

Purchase Order Maintenance

5 In Purchase Order Maintenance (5.7), create a new purchase order, noting the PO number. In

the header, enter the following information, accepting defaults for all other fields:

Supplier: 5001000
Currency: New Currency Code
Fixed Price: Yes
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Enter in the pop-up window

Fixed Rate:

Yes

6 In the line item section, add two line items using

the following information:

Line 1 2

Site: Train Train
Item Number: 09-0035 10-0040
Qty Ordered: 100 200
Unit Cost: 1.134 .037

7 On the trailer screen, note the Total is adjusted for no decimal places.

8 Complete the purchase order.
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