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Course Description
This one-day course has been designed to give an overview of the QAD Enterprise Financials. 
Students will experience the .Net UI interface and some of the QAD Enterprise Financials 
features. It is not designed to teach how to use QAD Enterprise Financials. To learn how to setup 
and use it, a more in-depth course exists. 

The format for this course is a combination of presentations, demo and hands-on exercises.

Course Objectives

The overall objectives of the 1 day introduction course are to learn about the key concepts behind 
QAD 2008 Enterprise Financials, to get an overview of its features, and to experience the 
application as well as the interface.

Audience

This course is intended for first-time users, and those who want a high-level overview of QAD 
Enterprise Financials.

Prerequisites

An understanding of basic manufacturing principles is beneficial.

Course Credit

This course is valid for 6 credit hours

This course is typically taught in one day.
Copyright 2008 by QAD Inc. All Rights Reserved.



 9
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 will 
display 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. The Print Solution option on the 
opening page provides a means of compiling desired content into a document specialized to your 
industry, business implementation, and needs.

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.
Copyright 2008 by QAD Inc. All Rights Reserved.
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Overview

QAD Proprietary 2008-EF-UI-020

Overview

Login and welcome screens
Menu navigation & tools
– Search
– Menu properties
– Workflow - Inbox
– Favorites
– Alternative menu access (GoTo, context menu)
– Document linking
Application integration
– Excel + XML integration
Browsing features
Copyright 2008 by QAD Inc. All Rights Reserved.



UI NAVIGATION 9
Login and Welcome
UI Components:

• Application pane
• Favorites pane
• Inbox
• Workspace selector
• Status bar

QAD Proprietary 2008-EF-UI-030

Login and Welcome

Application 
pane

Favorites 
pane

Inbox

Workspace 
selector

Status bar

Login 
screen
Copyright 2008 by QAD Inc. All Rights Reserved.
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Menu Navigation and Tools

Toolbar

QAD Proprietary 2008-EF-UI-040

Toolbar
Copyright 2008 by QAD Inc. All Rights Reserved.
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Menu Search

To find a menu, users can:
• Search through folders
• Enter a desired menu name
• Enter a desired menu number

QAD Proprietary 2008-EF-UI-050

Menu search: 3 options
Copyright 2008 by QAD Inc. All Rights Reserved.



12 FINANCIALS: OVERVIEW TRAINING GUIDE
Menu Properties

Any menu can be right-clicked to retrieve properties.

Note   This can also be useful if you know a menu name but not it’s number. Select the properties 
to find the menu number (labeled as “Key”).

QAD Proprietary 2008-EF-UI-060

Menu Properties
Copyright 2008 by QAD Inc. All Rights Reserved.
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Messaging and Workflow

QAD Proprietary 2008-EF-UI-070

Messaging and Workflow
Copyright 2008 by QAD Inc. All Rights Reserved.
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Create Workflow

QAD Proprietary 2008-EF-UI-080

Create Workflow
Copyright 2008 by QAD Inc. All Rights Reserved.
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Favorites

Your most-used menus, or even entire folders can be added to the Favorites pane for quick access 
later on. You can also create your own folders containing various menus to open them all at once

An Auto Start feature is available if you want to have certain menu start up every time you start 
QAD Enterprise Applications. This feature is also available for use on both single menus and 
entire folders

QAD Proprietary 2008-EF-UI-090

Favorites

Add to 
Favorites
Copyright 2008 by QAD Inc. All Rights Reserved.
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Direct Menu Access: GoTo

QAD Proprietary 2008-EF-UI-110

Direct menu access: GoTo
Copyright 2008 by QAD Inc. All Rights Reserved.
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Direct Menu Access: Context Menu

QAD Proprietary 2008-EF-UI-120

Direct menu access: Context menu
Copyright 2008 by QAD Inc. All Rights Reserved.
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Document Linking

QAD Proprietary 2008-EF-UI-130

Document Linking
Copyright 2008 by QAD Inc. All Rights Reserved.
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Application Integration

QAD Proprietary 2008-EF-UI-140

Application Integration
XML
Advanced Excel integration
– 2 way
Copyright 2008 by QAD Inc. All Rights Reserved.
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XML Integration

QAD Proprietary 2008-EF-UI-160

XML integration

Before

After
Copyright 2008 by QAD Inc. All Rights Reserved.
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Advanced Excel Integration

Several menus allow for 2-way Excel integration. This facilitates the setup, but also batch changes.

QAD Proprietary 2008-EF-UI-170

Advanced Excel Integration
Copyright 2008 by QAD Inc. All Rights Reserved.
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Steps for dump and load include:

1 Select columns to export that need modification or are needed to identify records.

2 Export to Excel

3 Modify or enter data

4 Re-import to QAD Enterprise Financials

QAD Proprietary 2008-EF-UI-180

Advanced Excel Integration

Dump/load data
Copyright 2008 by QAD Inc. All Rights Reserved.
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Data from any browse can be exported to Excel. 

Grouping is preserved.

QAD Proprietary 2008-EF-UI-190

Advanced Excel integration

Export browse results
Copyright 2008 by QAD Inc. All Rights Reserved.
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Browse Highlights

QAD Proprietary 2008-EF-BRO-160

Browses Highlights
Sort (click heading)
Drill-down (blue underlined values)
Filter (funnel)
Group data
Rearrange display (drag&drop, columns auto size)
Graph designer
Export (xls, doc, pdf or report)
Print
Save to Favorites
Automatic refresh
Copyright 2008 by QAD Inc. All Rights Reserved.
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Browse Features: Filter Funnel, Sort, Drill-Down

QAD Proprietary 2008-EF-BRO-170

Browses Features
Sort

Drill-down
Filter funnel
Copyright 2008 by QAD Inc. All Rights Reserved.



26 FINANCIALS: OVERVIEW TRAINING GUIDE
Rearrange Display

QAD Proprietary 2008-EF-BRO-180

Rearrange Display 

Before

After
Copyright 2008 by QAD Inc. All Rights Reserved.
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Rearrange Display

QAD Proprietary 2008-EF-BRO-190

Rearrange Display

Column auto sized

Rearranged columns

Sort by date
Copyright 2008 by QAD Inc. All Rights Reserved.
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Browse Features: Group, Column Options, Summary Options

QAD Proprietary 2008-EF-BRO-200

Browses Features

Group

Column options

Summary options
Copyright 2008 by QAD Inc. All Rights Reserved.
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Browse Features: Chart Designer

QAD Proprietary 2008-EF-BRO-210

Browses Features : Chart Designer
Copyright 2008 by QAD Inc. All Rights Reserved.
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Browse Features: Export, Print, Favorites, Refresh

QAD Proprietary 2008-EF-BRO-220

Browses Features

Export Print

Add to Favorites
Refresh
Copyright 2008 by QAD Inc. All Rights Reserved.



UI NAVIGATION 31
Exercise: UI navigation
Logon to QAD 2008 Enterprise Application with the credentials given by your instructor

• Familiarize yourself with the interface. 
• Click on menu options and go down the menu tree.
• Open your inbox. 
• Change the active workspace.

Look for menu Sales Order Browse, 7.1.2 (remember the 3 options to search for a menu)
• Look for the menu number. Right-click on menu name, select Menu Properties.
• Add Sales Order Browse to your Favorites (drag&drop)
• Rename Sales Order Browse in your Favorites pane

Go to Sales Order Browse, 7.1.2
• In the header, field “Record per page” select “All”
• Click one heading to sort (e.g due date)
• Move columns to create a more sensible display (drag&drop)

• Try filtering the data, e.g. by item number (click on funnel icon)
• Right-click on a sales order number. Click on Shipment transactions and review
• Right-click on a column header. Select 'Show Group By Box'
• Drag&drop the 'Due Date' column header to this area. Click on a + sign to drill down.
• Drag&drop the 'Item Number' column header to this area

• In the menu bar, click 'Actions' - Export to Excel. Save to your desktop
• Review the create Excel worksheet. The grouping is preserved.

• Go back to the application. Records per page: select 10
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• Click on 'Chart Designer'
• X Variable : Select 'Due Date'
• Y Variable : Select 'Qty Ordered'
• Chart type : Select Column Chart 3D
• Click “Apply”

Go to GL Account Excel Integration
• Right-click and select “Load Accounts”
• Right-click and select “Columns”
• Select the columns that you would like to export. Deselect the ones you don't want to export
• Right-click and select “Export to Excel for Maintenance” 
• Review the data. Look at row 2. It contains important inf.ormation for the system to reload the 

data after maintenance. Don't modify the data on this row.
• Now you could modify the data, and re-import it to the system. (Don't do it in this exercise to 

avoid creating issues in the Database that might prevent you to do the following exercises).
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Overview

QAD Proprietary 2008-EF-QAD-020

Overview
Components
– From Financial Analytics to Logistic Accountings

Concepts
– Business Data Model
– From Shared Sets
– Profiles
– Business Relations
– Accounting Layers 
– Daybooks
– GL Analytical Coding Segments (incl. SAF)
– Double Base Currency
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Components of QAD 2008 Enterprise Financials

QAD Proprietary
2008-EF-QAD-030

Components of 
QAD 2008 Enterprise Financials

Enterprise
Financials

Fixed
Assets

Logistics 
Accounting

Vertex Sales and
Use Tax Interface

Enhanced
Controls

Governance, 
Risk & Compliance

Allocations

BudgetingMulti-GAAP

Tax 
Management

General
Ledger

Accounts 
Payable

Accounts 
Receivable

Multi
Currency

Banking/Cash
Management

Cost
Management

Financial Shared 
Services

Management 
Reporting

Financial 
Analytics

Consolidations Credit 
Management

Internationalization
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QAD Financial Analytics
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QAD Financial Analytics

Align performance of business units 
to your overall company objectives
Analysis and reporting from C-level 
executives to business unit 
managers
Multi-layer accounting with support 
for simulations and what-if analysis
Extensive drill-down and analysis 
capabilities
Dashboards for customer and 
supplier information

Ensures overall state of the 
business analysis as strategic 
options are analyzed for the CFO

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
Copyright 2008 by QAD Inc. All Rights Reserved.



ENTERPRISE FINANCIALS COMPONENTS AND CONCEPTS 37
QAD Management Reporting
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QAD Management Reporting

Extensive set of reports
Graphical output that is easy to 
customize

– Unlimited report variants can be 
created for any specific requirement

Reports in company management 
currency and company chart of 
accounts for comparison of 
business operations
Spreadsheet style browses that 
allow detailed selections and easily 
generate one-off reports

Board Reporting made simple, 
and decision making made black 
& white with flexible, graphical 
reporting for the CFO

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Multi-Gap
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QAD Multi-GAAP

Accounting layers allow 
multi-GAAP reporting from 

a single set of books

Accounting Layers allow for 
multi-GAAP reporting
Multiple charts of accounts 
(COA) for reporting purposes
Ability to combine accounting 
layers in reporting
Simulate GAAP transformation 
transactions
Allocation module and 
Supplementary Analysis Fields 
to support IFRS segment 
reporting

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Budgeting

QAD Proprietary 2008-EF-QAD-070

QAD Budgeting
Quick, flexible, collaborative budgeting 

process for the Finance ManagerSupports multiple versions of budgets
Budget periods can be different from 
accounting periods
Recording of forecasts
On-line budget checking and 
warnings
Import budget data from 
Microsoft Excel®

Live modification of budgets using 
Microsoft Excel®

Supports multi-level budgeting and 
actuals coming from multiple 
companies

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD GRC
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QAD GRC

Extensive set of solutions for 
Governance, Risk and Compliance
Minimizes costs of compliance to 
government regulations such as 
Sarbanes-Oxley, IFRS, FDA Part 11 
and other governance requirements
Extensive automated controls
Role based security up to activity level
Segregation of duties enforcement and 
associated reporting
Trade compliance using QAD TMS
Access control including forced
password complexity, aging and 
intrusion detection

Helps companies stay compliant

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Consolidations
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QAD Consolidations

A subsidiary entity can be a part of 
multiple consolidation entities

Proportional Consolidation is supported 

You can build up hierarchies of 
consolidation entities

Fast balance level consolidation

Automatic tracking of intercompany 
transactions to support elimination

Consolidate separately by accounting 
layer

Support simulations

Provides quick & complete 
consolidation process for the 
Finance Manager

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Allocations
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QAD Allocations
Distribute costs and revenues to 
appropriate accounts, sub-accounts, 
cost centers and projects
Supports recursive allocations

– Reuse result of previous allocation run 
as input for the next

Validate results of allocation run before 
final posting
Supports different allocation methods, 
including proportional based on 
usage/activity

– For instance distribute electricity costs 
to production cells based 
on kWh

The power of controlling

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Financial Shared Services
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QAD Financial Shared Services

Sharing of chart of accounts and 
other key master data
Sharing of customers and supplier 
across business units
Workflow to move documents 
between business entities 
Link to document management to 
store electronic versions of paper 
documents such as invoices
Cross-company AR and AP 
payments

Have economies of scale to save 
back-office costs and support growth

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
Copyright 2008 by QAD Inc. All Rights Reserved.



44 FINANCIALS: OVERVIEW TRAINING GUIDE
QAD Credit Management
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QAD Credit Management
Ensures visibility of customers with 
credit issues for the Finance Manager 

Extensive and flexible credit 
check

– Based on percentage of 
turnover

– Fixed credit limit
– Maximum days of overdue
– Option to overrule
– Share credit limit of shared 

customers across companies
Configurable warning level
Dashboard for customer activity 
and credit information
Multi level dunning letters

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Tax Management
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QAD Tax Management

Serves the different sales, use and 
VAT taxes globally
Ensures correct tax registrations and 
smooth tax reporting

Allows global tax treatment for 
multiple tax environments in the 
same database
Unlimited number of tax types 
and rates

– VAT, luxury, capped, non-
recoverable

Considers
– Geography
– Item status (taxable, non-taxable)
– Customer / Supplier status
– Effective date

Includes flexible reporting

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD General Ledger
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QAD General Ledger
Multi-Entity, Multi-Currency, Multi-Layer
Support for recurring/reversing entries
Extensive drill-down capabilities
Flexible account structure with up to 5 
optional Supplementary Analysis Fields 
per account combination
Posting templates
Multi-stage period closing process 
including period marks, closing 
validations and reporting
Separate period for year-end corrections
Bi-directional Microsoft Excel®
integration for journal entries as well as 
for account setup

Ensures all financial data is quickly 
accessible for drill down and 
corporate reporting 

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Multiple Currency
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QAD Multiple Currency

Do business in any currency
Process, pay and receive money in any 
currency
Set up functional currencies by 
business unit
Dual Base Currency

– Transaction amounts always stored in 
transaction currency, base currency and 
company management currency

Extensive revaluation options, both for 
functional and management currency
Allows the global organization to 
conduct business in the required 
currency, and generate consolidated 
and management reporting in the 
mandated currency

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Accounts Receivable
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QAD Accounts Receivable
Flexible aging reports 
Supports Self Billing
Retro Billing allows price changes on 
items after items shipped and invoiced 
(Automotive)
Sharing of customers and credit limits 
between business units
Automatic netting of invoices and credit 
notes
Netting between customers and 
suppliers
Write-offs and open item adjustments
Dunning letters automatically generated
Customer activity dashboard

Full control on the total process 
between billing and collecting

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Accounts Payable
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QAD Accounts Payable

Variances are generated based on 3-
way match of PO, receipt and invoice
Flexible matching and approval process
Automate process of entering and 
approving supplier invoices with Scan 
daemon, document management and 
workflow routing
Evaluated Receipts Settlement (ERS) 
eliminates the need to enter supplier 
invoices
Netting between customers and 
suppliers
Write-offs and open item adjustments
Supplier activity dashboard

Streamline the process from 
purchase order to supplier payments

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Banking/Cash Management
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QAD Banking/Cash Management

Powerful cash flow projection reporting
Electronic import of bank statements
Supports US Lockbox processing
Extensive support for automated 
payments, including drafts and direct 
debit
Support for local payment and file 
formats using QAD Internationalization
Flexible mapping of payment formats 
using EDI eCommerce
Petty cash handling
Bank account validation according to 
local formats including IBAN

Automatic monitoring of cash flows 
to quickly make key decisions based 
on the cash position of the business 

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Cost Management
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QAD Cost Management

Accurately costs parts and track 
variances to standards based on 
flexible cost components 

Supplements standard costing model 
to allow actual cost analysis
Powerful tools to model and 
implement cost changes to standard 
costs
Set up cost structures as required for 
the corporation or make them unique 
by plant by utilizing unlimited cost 
sets, multiple costing methods and 
cost elements
Support for periodic valuation using 
average or FIFO

Enterprise
Financials

Accounts ReceivableGeneral Ledger Accounts PayableMulti Currency Banking / Cash 
Management Cost Management

Consolidations Financial Shared ServicesAllocations Credit Management Tax Management

Financial Analytics Multi-GAAPManagement Reporting Budgeting Governance, Risk and 
Compliance
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QAD Fixed Assets
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QAD Fixed Assets

Accurately manage and track fixed 
assets throughout their lifecycle: 
from asset acquisition to disposal 

Multiple and user defined 
depreciation methods
Ability to split and combine assets
Support transfers and retirements
Multiple concurrent depreciations 
to support different GAAP 
requirements
Helps in supporting regulations 
such as Sarbanes-Oxley

Enterprise
Financials Enhanced Controls Logistics AccountingVertex Sales 

and Use Tax InterfaceFixed Assets Internationalization
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QAD Internationalization
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QAD Internationalization

Run QAD across the globeSupport common local legal business 
practices across the world
Support local languages
Standardized solution as opposed to 
unique solution for each country

Single code base: easier 
development of core model
Support Shared Services from a 
single system

Keep up to date with new and 
changing local requirements

Enterprise
Financials Enhanced Controls Logistics AccountingVertex Sales 

and Use Tax InterfaceFixed Assets Internationalization
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QAD Enhanced Controls
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QAD Enhanced Controls

Enhanced Audit Trails
– Have full audit trail capability for 

data changes
– Tracks who made a change, when 

the change was made what are the 
prior and new value

Supports the requirements of the 
FDA’s 21 CFR pt 11 regulations for 
the Medical Vertical

Track changes and help with 
FDA Part 11 and Sarbanes-Oxley 
compliance

Enterprise
Financials Enhanced Controls Logistics AccountingVertex Sales 

and Use Tax InterfaceFixed Assets Internationalization
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QAD Vertex Sales and Use Tax Interface
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QAD Vertex Sales and Use Tax Interface

Reduce sales and use tax audit 
exposure and liability
Eliminate unproductive and 
repetitive sales and use tax rate 
and regulatory research 

API between Vertex Sales Tax Q Series®

and QAD Enterprise Applications
Allows Vertex to calculate US and Canadian 
Sales taxes for QAD Enterprise Applications
Vertex Sales Tax Q Series® contains sales 
and use tax rates for every taxing jurisdiction 
in the US and Canada (over 7,000 
locations), plus placeholders for more than 
60,000 potential taxing jurisdictions
Prevent inaccurate customer billings and 
supplier purchases and related issues
Significantly reduce time spent on preparing 
tax returns

Enterprise
Financials Enhanced Controls Logistics AccountingVertex Sales 

and Use Tax InterfaceFixed Assets Internationalization
Copyright 2008 by QAD Inc. All Rights Reserved.



56 FINANCIALS: OVERVIEW TRAINING GUIDE
QAD Logistics Accounting
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QAD Logistics Accounting

Improves visibility and control 
of costs and payments for 
transportation  

Ensure accurate payments to 
carriers by matching freight 
accruals with invoices
Allows deferred costs such as 
freight and shipping charges to be 
accommodated in standard costs 
and variances to be tracked
Freight charges interfaced from 
QAD Transportation Management 
System (TMS)

Enterprise
Financials Enhanced Controls Logistics AccountingVertex Sales 

and Use Tax InterfaceFixed Assets Internationalization
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Business Model
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Business Model

QAD Applications DatabaseQAD Applications Database
System-Wide Data

Profiles

Domain 2

Domain-Wide 
Data

EntityD
Data

EntityE
Data

Domain 1

Domain-Wide Data

EntityB
Data

EntityC
Data

EntityA
Data

Domain 3

Domain-
Wide Data

EntityF
Data

Domain 4

Domain-
Wide Data

EntityG
Data

Shared Set Data Shared Set Data
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Four Levels of Data
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Four Levels of Data
System wide
– Country codes, currencies, management currency, 

tax zones, …

Shared sets 
– GL accounts, sub-accounts, cost centers, projects, 

suppliers, customers, daybooks, exchange rates.

Domain 
– Base currency, GL calendar, combination of shared 

sets, …

Entity 
– Transactions, own bank account number, …
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Shared Sets
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Shared Sets
An entity points to a Shared Set. Multiple 
domains can use the same Shared Set.

Domain 1 Domain 2 Domain 3 Domain 4 Domain 5

GL Accounts set 1GL Accounts set 1
100 Assets

200 Liabilities
300 Revenues

GL Accounts set 2GL Accounts set 2
1100 Assets

1200 Liabilities
2000 Revenues
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Shared Sets
Example: a customer refers to an AR account
What if the same customer set is used by domains that 
point to different GL account sets?

QAD 2008 System - USDQAD 2008 System - USD

Domain
1

EUR

Domain
2

GBP

Domain
3

USD

Domain
4

USD

Domain
5

CHF

GL Account Set 1 GL Account Set 2

Customer Set 1
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Profile
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Profile
A profile links a record in one shared set to a 
record in another shared set

Customer A
AR Account

Profile code “AR-US”

GL Account 1200 GL Account 167
GL Account Shared Set 1 GL Account Shared Set 2

Customer Shared Set 1
Copyright 2008 by QAD Inc. All Rights Reserved.



62 FINANCIALS: OVERVIEW TRAINING GUIDE
Business Relation
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Business Relation
Each customer / supplier / entity / employee is linked 
to a business relation code
Defined at database or domain level
Can be created on-the-fly when creating a new 
customer/supplier
Business Relations have different address types:

- Remittance 
- Dock 
- End User

- Head office
- Ship-to
-Reminder
Copyright 2008 by QAD Inc. All Rights Reserved.



ENTERPRISE FINANCIALS COMPONENTS AND CONCEPTS 63
Business Relation Hierarchy
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Business Relation hierarchy

Customer/
Debtor

Customer/
Debtor

Supplier/
Creditor

Supplier/
Creditor

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Business
Relation

Corporate 
Group

Corporate 
Group

Customer/
Debtor

Customer/
Debtor

Inter
Company 1

Inter
Company 1

Inter
Company 2

Inter
Company 2

Customer/
Debtor

Customer/
Debtor

Corporate 
Group

Corporate 
Group
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Business Relation
Combine multiple debtor/creditor positions
Allows for AR/AP netting and inter-company transactions
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Accounting Layers
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Accounting Layers
Three + accounting layers:
– Primary layer

• For daily transaction posting

– Secondary layer(s)
• For adjustments (GAAP/IFRS compliance, or 

management reporting adjustments)

– Transient layer(s)
• for temporary postings e.g. for what-if 

simulations, or before approval
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Accounting Layers
Daybooks refer to layers
GL entries can be moved from layers by changing the 
daybook
– Use Mass Layer Transfer modify transactions in batch

In reporting, multiple layers can be selected
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Accounting Layers and Reporting
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Reporting can be based 
on:

– A single layer
– Or a combination of 

layers

Layer combinations for 
reporting can be stored 
as user preferences
An account can have a 
balance for each layer

Accounting Layers and Reporting
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Daybooks
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Daybooks

Play an important role in QAD 2008
Are mandatory (multiple daybooks are possible):
– Can default if using only a single daybook by type

Document numbering by daybook
– AR documents and associated GL entries have the 

same daybook reference number
– Each daybook has its own sequential numbering

Are linked to one particular layer
– If multiple layers, daybooks are required by layer

Controlled by Financials, Operational, or External
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GL Account Create
• GL Type
• Posting Control
• Analysis
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GL Account Create
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GL Analytical Coding Segments
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GL Analytical Coding Segments

AccountAccount Sub-AccountSub-Account Cost CenterCost Center Project  Project  

EntityEntity Yr/PdYr/Pd DaybookDaybook

can automatically retrieve SAF data 
from Operational transactions

Site
Product Line

Region (Customer)
Customer Type
Supplier Type

Item Type
Item Group

SAF’sSAF’s SAF’sSAF’s SAF’sSAF’s SAF’sSAF’s SAF’sSAF’s

Other GAAP AccountOther GAAP AccountOther GAAP AccountOther GAAP Account

Intercompany keyIntercompany key

Open item key  Open item key  

LayerLayer

Up to five supplementary analysis fields 
on a posting line

Primary GAAP AcctPrimary GAAP Acct
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Additional Coding Dimensions in GL
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Additional Coding Dimensions in GL
SAF: Supplementary Analysis Fields
Additional information that can be linked to GL transactions for specific 
account, sub-account, cost center and project combinations
Automatic defaulting
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Dual Base Currency
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Dual Base Currency
Transaction amounts always stored in 
– transaction currency
– base currency and
– company management currency

In GBP 
(transaction)

In GBP 
(transaction)

In EUR 
(base)
In EUR 
(base)

In USD 
(management)

In USD 
(management)

Sample
Customer 
Invoice

Sample
Customer 
Invoice
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Definitions: Transaction, Base & Management Currency
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Definitions
Transaction currency:
The functional currency of the transaction that 
is recorded.

Base currency:
The functional currency of the entity in which 
the transaction is recorded.

Management currency:
The currency used for corporate management 
reporting
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Example
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Example
A German  company:
– Keeps its accounting records in EUR
– Reports to a mother company in the US that keeps 

its accounting records in USD
– Receives a supplier invoice from a UK supplier in GBP

Transaction currency = GBP
Base currency = EUR
Management currency = USD
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Overview
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Quick demo
Functional overview
– SO process
– Invoicing process & highlights
– A/R Payment Process & Instruments

Hands-on exercise

OVERVIEW
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SO Process Flow
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SO Process Flow

Operational 
Transaction 

Post

Operational 
Transaction 

Post
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Invoicing Process & Highlights
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Invoice post and printInvoice post and print

Sales ordersSales orders Miscellaneous sales 
transactions

Miscellaneous sales 
transactions

Create invoice 
directly

Create invoice 
directly

Invoicing: Sources of Customer Invoices

Customer Invoice in ARCustomer Invoice in AR
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Invoicing Process
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Customer Invoicing Process
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Invoicing Highlights

QAD Proprietary 2008-EF-AR-070

Invoicing - Highlights
Invoice numbers generated using daybooks
– Daybook set functionality supports separate numbering by site
– Separate daybooks needed for SO based invoices and those created

directly in financials
– No longer possible to manually enter invoice # on sales orders

Invoice post and print combined
– Only posted invoices can be printed
– Reprinting possible (Invoice print or reprint)
– Preview invoice print possible

Correction invoices
– Keep relationship with original invoice
– All relevant detail automatically copied to the new sales order
– Ship correction order to process return

Reports
– Invoice History Report (7.13.8)
– Sales Order Tracking Inquiry (7.13.10)
– Correction Invoice Link Report (7.13.6)
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A/R Payment Process

QAD Proprietary 2008-EF-AR-076

A/R Payment Process
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Customer Payment Instruments

QAD Proprietary 2008-EF-AR-071

Customer Payment Instruments
– Checks
– Drafts 

• Initiated by customer
• Initiated by supplier

– Direct Debit
– Promissory notes
– Summary statements
– Transfer
– Cash
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Check Payment (Short Flow)

QAD Proprietary 2008-EF-AR-072

Create Customer 
Payment

Status For Collection

DR PIP account 
CR Sub-ledger and AR account   

Change status to Paid

Send checks
to bank

Bank clears check
Yes

No

Change status to
Bounced

DR Sub-ledger and AR account
CR PIP account
Invoices reopened   

DR Bank account 
CR PIP account 

Check Payment (Short Flow)
Copyright 2008 by QAD Inc. All Rights Reserved.



84 FINANCIALS: OVERVIEW TRAINING GUIDE
Check Payment (Multiple PIP)

QAD Proprietary 2008-EF-AR-073

Create Customer 
Payment

Status Allocated

DR PIP1 account 
CR Sub-ledger and AR account    

Banking Entry set
status to Paid

DR Bank account
CR PIP2 account

Bank clears check
Yes

No
Banking Entry 

Bounced

DR Sub-ledger and AR account 
CR PIP2 account 
Invoices Reopened

Change status to 
For Collection
Send checks

to bank

DR PIP2 account 
CR PIP1 account    

Check Payment (Multiple PIP)
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Direct Debit

QAD Proprietary 2008-EF-AR-074

Create 
Customer Payment 

Selection

Banking Entry
status Paid

DR Bank account 
CR PIP account 

Bank confirms
payment

No Banking Entry
status Bounced

DR Sub-ledger and AR account 
CR PIP account 
Invoices reopened   

Customer Selection 
Execute (creates file)

Yes

Send file to bank

No GL effect

Create direct debit payments based on due invoices
DR PIP  account
CR Sub-ledger and AR account 

Direct Debit
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Other Payment Instruments

QAD Proprietary 2008-EF-AR-075

Other Payment Instruments
Drafts initiated by supplier or customer
– Similar to checks

Promissory notes/Summary statements
– Similar to checks

Cash and transfer
– Processed directly in Bank/Cash entry
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Exercise: A/R Processing

In this exercise, you will learn to create a Sales Order, Ship it, and create, post and pay customer 
invoices based on sales orders. 

Use the following data throughout the exercise where it does not default.

Entity : US-WEST

Sub-account : ELEC

Cost Center : Default or ADM

Intercompany : US-WEST

Site : US-W-S

Location : 30

Output : PAGE

All other fields : Choose any from the drop-down list when necessary

Use Sales Order Maintenance, 7.1.1 to Create a sales order.

Customer : CU1500

Press Next until you get to the sales order line.

Line 1:

Item : 80-10000-001

Quantity : 20

Unit price :5 00

Press Next to confirm. Press End Lines. Press Trailer. Press Next twice to save and quit.
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Use Sales Order Shipments, 7.9.15 to ship all 20 units of the sales order you just created.

Enter the sales order number. Press Next. 

Enter Line 1. Press Next.

Enter Quantity: 10 Press Next, and End.

Display sales order lines being shipped? Yes

If everything is correct, confirm by pressing Yes.

Review trailer. If everything is correct, press Next twice to confirm.

Use Operational Transaction Post, 25.13.7 to post the sales order shipment. Restrict selection to 
sales order shipment transactions by entering daybook ISS-SO (in the daybook From and To 
fields).

Output : PAGE

Use Journal Entry View, 25.13.13 to review the posting. Select SOSHIP transactions only.

Use Pending Invoice Register, 7.13.2 to take a look at

Enter the sales order number in the From and To fields.

Use Invoice Post and Print, 7.13.4 to post and print the customer invoice.

Enter the sales order number in the From and To fields. Press Next. 

A new window opens. Review the posting details. 

Then return to the first window (close the posting details window). Press Next to print your 
invoice. A new window opens with your invoice.  

Note the invoice number for later: _______________________
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Use Customer Invoice View, 27.1.13 to take a look at the customer invoice.

Click on the business relation's name to drill down to your invoice. Double-click your 
invoice to view the details.

Use the following reports for both the SO shipment and the customer invoice:

GL Transaction Report, 25.15.1.1

GL Transactions Audit Log, 25.15.1.9

GL Transactions by Daybook, 25.15.1.4

Use Customer Payment Create, 27.6.4.1 to record the invoice payment.

Customer : CU1500

Amount : Enter the full amount of the invoice you printed above.

Reference : Enter a random check number

Status : Paid

Click on Allocate. Verify the search criteria and click on Apply. 

Select the invoice you created earlier. 

Check the Full field on the invoice detail line for full amount application 

Click OK

Use Customer Activity Dashboard, 27.18.1

Enter the customer code, review payment, or on the activity tab, select All to review closed 
items (paid invoices).
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Overview
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Overview
SAF Highlights
SAF Setup
Scenario Example
Hands-on Exercise
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Supplementary Analysis Fields (SAF) Highlights

QAD Proprietary 2008-EF-SAF-030

Usage
– Next to sub-accounts, cost centers and project 

codes, SAFs provide the basis for powerful and 
flexible financial reporting and analysis. 

SAF structure
– SAF concepts

• Use SAF concepts to streamline SAF analysis
• Automatically retrieve data from operational 

transactions
– SAF codes

• Define the analysis details

Link SAF structure with GL account, cc, project

Supplementary Analysis Fields - Highlights
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SAF Setup

QAD Proprietary 2008-EF-SAF-050

SAF Setup Overview
SAF structures : group of concepts
– SAF concepts : what is to be captured

• SAF codes : what are the valid values

GL Ledger Account
– Analysis Tab

• Analysis Type = SAF
• SAF Structure Code = e.g. Manufacturing, Travel…
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Scenario Example

QAD Proprietary 2008-EF-SAF-070

Scenario example
1. Sales order & work order were created
2. Work order was received with variances
3. Operational Transaction Post
4. Review posting and SAF analysis

– Journal Entry View
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Executing ‘Operational Transaction Post’
creates the final postings in Financials.
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QAD Proprietary 2008-EF-SAF-100

Transactions can be reviewed for example in 
‘Journal Entry View’
Here zooming in on the individual transaction. 
Let’s now drill down to review the details.
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QAD Proprietary 2008-EF-SAF-130

The SAF setup triggers the journal entry 
to carry additional information
Here we find the site, the product line 
and the item type that are at the origin 
of this variance.
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Exercise: SAF Setup
Use SAF Concept Create, 25.3.7.1.1

SAF Concept Code : Travel Reason

Description : Travel Reason;

Accept all other defaults : Click ‘Save.’

Use SAF Code Create, 25.3.7.2.1

SAF Code : Training

SAF Description : Training

SAF Concept Code : Travel Reason

Accept all other defaults : Click ‘Save and Create’

SAF Code : Consulting

SAF Description : Consulting

SAF Concept Code : Travel Reason

Accept all other defaults : Click ‘Save’

Use GL Account Modify, 25.3.13.2 to find account 7000, Travel Expense
Double click Travel Expense in the list to open it.

In the Analysis Tab, verify the following and change information if it does not match

Analysis Type : SAF

SAF Structure Code : Travel;

Accept all other defaults : Click Save
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Overview
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Quick process demo
Functional overview
– From Purchase Order to Payment – Process Flows
– A/P Payment Instruments and Process Flows

Hands-on exercise

Overview
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A/P Process Functional Overview

QAD Proprietary 2008-EF-AP-050

Operational
– Purchase Order Maintenance
– Purchase Order Receipt
Financial
– A/P Invoicing

• Supplier Invoice Create
• Receiver Matching

– A/P Payment
• Supplier Payment Selection

– Create
– Register
– Execute or Supplier Check Print

• Banking Entry Create or Supplier Payment Status Change

A/P Processing Functional Overview
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Purchase Order Receipt Process

QAD Proprietary 2008-EF-AP-060

Purchase Order Receipt Process

Operational 
Transaction 

Post
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Supplier Invoicing

QAD Proprietary 2008-EF-AP-070

Supplier Invoicing
Purchase Order Invoice (inventory or memo)
– PO Receipt
– Receiver Matching

Expense Invoice (without PO)
– No PO Receipt
– Manual Allocation
– Templates (optional)
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Supplier Invoice Process

QAD Proprietary 2008-EF-AP-080

Supplier Invoice Process
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A/P Payment Instruments

QAD Proprietary 2008-EF-AP-090

Electronic Transfer
– Use Payment Selection Execute
– Uses EDI for Payment format transformation
Check Payment
– Use Supplier Check Print
– With or without PIP account (with PIP is 

recommended)
Other Payment Instruments
– Drafts, similar to checks
– Paper transfers, similar to electronic transfer
– Promissory notes/Summary statements, similar to 

checks
– Cash, processed directly in Bank/Cash entry

A/P Payment Instruments
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Exercise: A/P Processing

In this exercise, you will create a purchase order, receive it, create a supplier invoice and match it 
against the received purchase order. You will then create and print the payment for the supplier.

Use the following data throughout the exercise where it does not default.

Entity: US-WEST

Sub-account : ELEC

Cost Center : Default or ADM

Intercompany : US-WEST

Site : US-W-S

Location : 30

Printer : PAGE

All other fields: Choose any from the drop-down list

Use Purchase Order Maitenance, 5.7 to create a Purchase Order 

Purchase Order : Press Enter. Note the number.

Supplier : S07600

Press Enter until you get to the purchase order lines.

Ln (PO line 1) : Press Enter

Site : US-W-S

Quantity : 10 (then press Enter until you get to the Item Number)

Item Number :

Qty ordered : 10

Unit Cost : USD 1,000 

Press Enter until you get to PO line 2. Then press End Lines, Trailer, and Enter/Next to save, 
until you get back to the entry screen.
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Use Purchase Order Receipts, 5.13.1 to receive above order in full.

Enter the purchase order number created at step 1). Press enter until you get to the shipping 
line.

Ln 1

Quantity : 10

Press Enter, then Back.  

Message "Display purchase order lines being received"; Click Yes, then Press Next

Message "Is all information correct" Click Yes, and Next to come back to the first screen.  
Quit.

Use Operation Transactions Post, 25.13.7 to post transactions. Limit posting to purchase order 
receipts to save time: enter daybook RCT-PO.

Use Journal Entry View, 25.13.1.3 to review the posted transaction. Use the filter fields to find it 
easily (daybook, posting date…)

Use Supplier Invoice Create, 28.1.1.1 to create an invoice for the received materials.

Supplier : S07600

Reference : INV-PO1 (this would be the reference of the invoice you 
would receive from your Supplier)

PO Number : Select from lookup

Daybook : SINV

Invoice Status Code : 000

TC Invoice Amount : 10,000

Click the Matching button. This opens a pop-up window. In that window, click the Apply 
button to display the open receivers for your purchase order. The amounts are automatically 
applied.

Click Save.
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Use Supplier Activity Dashboard, 28.18.1 to view the transactions for the supplier

Supplier Code : S07600

Double-click on supplier in the results pane to view the invoices.

Use Supplier Payment Selection Create, 28.9.4.1 to prepare the invoice payment.

Code : Enter a random, unique selection code. 2008-001 

Account : 1100 (the bank GL account number)

Click the Apply button. Review the checked invoices for payment. Only check the invoice 
you created above for Supplier S7600.

Use Supplier Payment Selection Confirm, 28.9.4.5 to confirm your selection with.

Code : 2008-001

Double-click on the code to select. Click Confirm. Click Close.

Use Supplier Check Print, 28.9.9.3 to print your check.

Bank Format : 12345678 US-CHECK (select from drop down)

Payment Selection : 2008-001 (select from drop down)

Print Type : Select from drop down

Start from number : 35001

Use Supplier Activity Dashboard, 28.18.1 to review

Supplier Code : S07600

Double-click on the supplier in the results pane to review the activity.
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Overview
Reporting features
Customizations
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Reporting Features

Standard Reports

QAD Proprietary2008-EF-BRO-030

Cover all areas of the QAD Enterprise Financials
Extensive functionality in report creation & management
Accessible
– From the main menu 
– Via GoTo

Standard Reports
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Standard Reports Selection

QAD Proprietary2008-EF-BRO-040

Standard Reports Selection

Execute now or 
schedule for later

nb: relevant user 
defined fields are 

included
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Standard Reports Output

QAD Proprietary2008-EF-BRO-050

Standard Reports Output
View in new window
Print, export, email
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Report Customization Levels

QAD Proprietary2008-EF-BRO-060

Report Customization levels

Usage
– Filter fields management, report options, variants
– Using QAD .Net UI

Layout
– Using Crystal reports designer

Business Logic
– Requires source code customization
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Usage Customization

QAD Proprietary2008-EF-BRO-070

Usage Customization
Use filter fields
– Define how data is filtered

Manage filter fields
– Select from the list of available filter fields 
– Set the sequence of the fields on the UI 
– Set initial values
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Usage Customization

QAD Proprietary2008-EF-BRO-080

Usage Customization

Report options
– date format
– language
– numeric format
– filter data on report y/n
– alternate shading
– user defined fields
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Report Variants
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Report Variants
Specific selection criteria can be stored
– Available next time the report is started
– Unlimited number of variants
– Saved for personal usage or shared with other users

All variants...
– are based on the same data
– use different filter criteria
– can use a different report layout
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Report Variants
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Report Variants
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Layout Customization

QAD Proprietary2008-EF-BRO-120

Layout customization (Crystal Report Designer)

Associated with standard report or variant
Crystal Report design skills required
Examples :
– Change sort order
– Add / remove columns

• Other business fields of the objects in the report
• User-Defined Fields (UDF) of the objects in the report
• Calculated fields 

– Add / remove break levels (subtotals)
– Change fonts, logo, other graphics
– …
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Report Layout Customization

QAD Proprietary2008-EF-BRO-130

Report layout customization: example
Report : Customer Statement of Account
Scenario :
– Make a UDF ‘Transaction Type’ available for a report
– Edit layout

• Data formatting : suppress leading zero’s
• Position address info
• Add the UDF to layout
• Add logo
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BEFORE AFTER Added 
logo

Swapped 
address boxes

Suppressed 
leading zero’s Added 

column 

Changed 
color
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Exercise: Report Usage Customization
In this exercise, familiarize yourself with the customization options available to you.

Open Cost Center Trans Summary Report
• Re-order and add/remove selection criteria

Go to Tools

Select Manage Filter Fields

Select what you want visible
• Add initial values (check variables on drop-down list)
• In the Variant dropdown menu, use the “Save” or “Save As” command to store as variant for 

re-use
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Overview
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Overview

Screen customization
User Defined Fields
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Screen Customization highlights

QAD Proprietary
2008-EF-SCR-030

Screen customization highlights
Design mode access restrictions
– Permission and settings

Customization level
– General, Role, User

Modify field properties
– Position, appearance, description, initial value, enable 

y/n, visible y/n

Customized views
– Rearrange entire screens for faster data entry

Review / delete customizations
– Customization Delete (36.4.19)
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Screen Customization

QAD Proprietary
2008-EF-SCR-040

Screen customization

Field properties
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User-Defined Fields

QAD Proprietary
2008-EF-SCR-060

User Defined Fields (UDF)
UDF activities: 36.4.12
Activate UDF

– Format
– Associate look-up
– Drop-down list UDF

Use design mode to add to UI
Use UDF in searches, export to excel, etc…
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User-Defined Field Create

QAD Proprietary
2008-EF-SCR-070

User Defined Fields: Create (36.4.12.7.1)

Select properties

Add values
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User-Defined Fields: Add to Screen
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User Defined Fields: Add to Screen

drag & drop

save
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User Defined Fields Added to Screen

QAD Proprietary
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User Defined Fields Added to Screen
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Exercise: Screen customization
Use GL Account Modify, 25.3.13.2; Double-click any account to open and view.

Use User-Defined Field Create, 36.4.12.1 and enter the information noted in the screenshot below

1. Selct the business component 
‘General Ledger Account”

2. Select the type of field we 
want to activate. Choos the first 
available field of type ‘combo’

3. Give it a name for later referral

4. Side label defines how the field 
will be named on maintenance / 
transaction screens.

5. Column label defines how the 
field will be named in browses. In 
order not to lose too much space 
in browser columns, we will use 
an abbreviated name here

6. We have the choice to make 
this a mandatory field
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Go to the 'Value List' tab.
– Right-click and select 'insert a new row' , enter “corporate” 
– Right-click and select 'insert a new row' , enter “regional” 
– Right-click and select 'insert a new row' , enter “local” 
– Click Save.
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Use GL Account Create, 25.3.13.1 and add the user-defined field to the screen.
Click on “Tools” - “Design Mode”

Note   Use 'Tools' in the submenu of the screen, not 'Tools' in the 
overall QAD Enterprise Applications top menu bar) to enter in the 
design mode. 
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In the Customization Level drop-down menu, select 'General' and press 'Continue'.  Take steps 
1 and 2 as in the picture below.

Click on this field and drag it on the screen.  It can be positioned and modified just like any 
other field

1. Select any field on the screen. 
When the focus is on a field, it will 
get a red boundary.

2. The panel to 
the left shows 
you your newly 
created field.
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Once you’ve placed your field where you want it, close Design Mode by selecting  “Tools” - 
“Design Mode” again.

Here is a good spot to put 
the our user-defined field. 
Drag your user-defined 
field here
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A window will pop up, asking for 
which activity we want to implement 
the screen changes in. Mark them all 
like the screen shown to the left..

The screen will now show as above, including the new field with all of the drop-down values we 
defined.
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During classroom training sessions, an evaluation form is distributed at the end of the course. If, 
for any reason, you are evaluating this course outside of the classroom setting, please follow this 
link and complete the course evaluation on-line:

http://www.surveymonkey.com/s.aspx?sm=EyuOF1cbaGCO9CrHKIOB5g_3d_3d/

The course name appears on the title page of this document.
Your feedback is important to us. Thank you for taking the time to send it to us. 
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