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Conventions used in this manual

Every effort has been used to try to make this manual as useful and informative as possible. To accomplish that
goal, several conventions have been used to assist the reader.

. These boxes contain warnings about things users MUST check or of
A Caution | jtems users should be aware before proceeding. In many cases, the
advice is to check with the C.P.A. or other tax advisor.

Y Tlp Tips offer the reader special information, considerations, or other insights when
undertaking the task described.

Hyperlink

A hyperlink is shown with an underline as it is shown by default in the program. Hyperlinks may be found in
screen forms or in screen previews of reports.

Access
Menu access to selected items is shown in the two or three ways available (depending on the item). Here is an
example for access to a functional menu element:

Customers - Menu Access

Modular Menu Access

AR | Customers

This represents access to the Customers master records from the Modular menu, irrespective of Reports Group
or List.

Standard Menu Access
Transactions | Customers
This represents access to the Customers master records from the Standard menu.

Here is an example of access to a report item:

Access in Modules with Reports Group Menu
AR | Reports | Customer Ledger
This represents access to the Customer Ledger report from the Module menu with the Reports Group.

Access in Modules with Reports List Menu
AR | Customer Ledger
This represents access to the Customer Ledger report from the Module menu with the Reports List.

Access in Standard Menu
Reports | AR | Customer Ledger

This represents access to the Customer Ledger report from the Standard (legacy) menu.

In some instances, individual screen buttons are shown in the text, such as the Magnifying Glass icon ] .
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Section 1 — Menu & Overview

Simply click on the Accounts Receivable menu item.

Overview

BIS® uses accounts receivable transaction entries to automatically update the files used for financial
statements, the general ledger, the sales journal, the cash receipts journal, the general journal, customers’
history, and inventory.

BIS® maintains the balance due from each customer account and allowing identifying customer accounts.

BIS® identifies customer accounts that have exceeded their credit limit.

BIS® handles either balance-forward or open-item customer account methods and maintains inactive
customer accounts.

BIS® updates all accounts receivable reports and files as of the last transaction entered.

BIS® prints or displays sales analysis reports, by sales number, department, territory, inventory item, report
code, sales tax code, or by job number.

BIS® allows nine levels of customer discounts. Used with the BIS® Inventory module, each sales discount
level interacts with seven levels of inventory discounts for each inventory item. This provides flexibility in
setting price levels for both customers and inventory items.

Users can enter and edit sales orders. BIS® maintains open order and back order files.

Recurring Billing or Contract Billing is fully supported.

BIS® can print orders and invoices sorted by order number, customer number, or shipping date.

The Text Invoicing feature can incorporate explanatory words or phrases on sales orders, sales invoices,
debit/credit memos, and contract invoices.

Debit memos and credit memos can be applied to specific invoices.
BIS® can create the Cost-Of-Goods-Sold (COGS) entries.

BIS® allows sales tax codes for different sales tax jurisdictions. These codes can be for separate or combined
jurisdictions.

Mailing or shipping labels can be printed from a menu option or after printing invoices from sales orders.

Users can specify, per line item on each order, a discount or amount for automatic use by BIS®, and change
it on any specific order.
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m  Users are able to display these reports on the screen or on paper, create export files or email export files
using the following feature selections:

Customers

Summary

Summary plus address and activity history

Summary plus activity plus balances

All with or without inactive customers

Search by company name, contact, address, or job number

Customer Ledger

By customer number: all customers, single customers, a range of customers, or a tagged selection of
customers

By Job number: all jobs, single job, a range of jobs, or a tagged selection of jobs

By any date or range of dates

By Invoice number: all invoices, a range of invoices, or a tagged selection of invoices

With or without active, inactive customers

With or without customers with a zero balance

With or without listing payments received

Customer Aging

By customer number: all customers, single customers, a range of customers, or a tagged selection of
customers

By aging date: retroactive aging report

Listing by Accounts Receivable account numbers, for all or any specific accounts

Listing by job number: all jobs or a single job

With or without customers with a zero balance

Sales Journal

Allows multiple accounts receivable accounts listed with or without cost and gross margin for each
invoice

For any date or range of dates

With or without Invoice subtotal option

Sales Analysis Reports

Sales category report by sales representative and date
Inventory sales report by inventory item number and date
Sales activity by activity code and date

Sales tax report by sales tax code and date

Oversold report by inventory item and date

Sales activity by job number and date

Open Order Analysis reports

Open orders by order number

Open orders by customer number
Open orders by selected ship date
Open orders by job number

Back orders by order number

Back orders by customer number
Back orders by inventory item number
Back orders by job number
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Accounts Receivable Module with the Inventory Module
This is an example of the accounting entries which pertains to Accounts Receivable and Inventory. When an
inventory item is sold through the Accounts Receivable module, the following entries are recorded:

Debit Credit
1) Accounts Receivable 1200
(or Cash 1100 in sale)

Sales 4100

Freight Expense 5350

Sales Tax Payable 2280

Discounts Allowed 4700
2) Cost of Goods Sold Expense 5100

Inventory 1400

The specific general ledger accounts are designated by the user, either from the screen which comes up prior to
entering the order or invoice or from the general ledger account number field in each line of entry.

In this example, the inventory items sold would have been stocked previously from accounts payable or an
inventory adjustment referencing general ledger account number 1400.

For the remainder of this chapter, the Accounts Receivable Menu may be abbreviated and referred to as AR
Menu.
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Section 2 — Customers

Modular Menu Access
AR | Customers

Standard Menu Access
Transactions | Customers

Overview

The Customer master file records all pertinent information related to customers. The information recorded on
these tabs is used throughout BIS® whenever a customer is referenced in transactions or in other master records.
The Customers form is a master record that must be completed before a particular customer can be used in a
transaction. Default information entered there will be used in a variety of transactions, including invoices, cash
receipts, and refunds. Defaults entered in the customer record can be changed at the time of entering an individual
transaction. The use of defaults is encouraged because it can save time and provide for more accurate entry.

®m Credit Limit: Entered as a dollar amount on the Main tab of the customer record. When entering customer
invoices, BIS will display a message if the customer exceeds this credit limit.

B Payment Terms: One payment term record can be associated with a customer on the Main tab. These payment
terms will be assigned to each invoice and sales order entered for this customer, but can be changed on-the-
fly.

B Monthly Interest Rate: Recorded on the Main tab, this rate is used to calculate finance charges on past due
invoices.

m Sales Tax Code: On the Default tab, a sales tax code can be assigned that will be automatically input on every
invoice and sales order referencing this customer.

m Salesperson: One salesperson can be associated with each customer. That salesperson’s name will be included
on invoices and sales orders for this customer. BIS® can prepare sales analysis reports by salesperson.

®m Sales Account: One account from the Chart of Accounts can be assigned to this customer. This account will
appear as the default on each invoice and sales order line item entered, but can be changed on-the-fly.

® Discount Level: The customer discount levels can be selected from the Discount Schedule. Discount levels
work in conjunction with inventory item discount codes.

When the record is complete or satisfactorily edited, either the [l Save button should be clicked or press Ctrl-S
to save the changes.

New Record

Initial access to Customers from the menu opens the Customers - New form. This form is used to enter new
customer information. However, access to a new form when another job record is on the screen only requires
pressing Ctrl+N or using the New icon [J on the toolbar. The system will ask if changes to the open record should
be saved.
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Editing an Existing Record

Figure: AR-1

Accounts Receivable
Customers — New screen
form.

=] Customers - New

HMain | Default || Contact || ship to Address || History || udf || Notes |

= SR >

Customer Id

Customer Name

Street Address 1

Street Address 2

City

State &]
Zip Code

Telephone {
Fax {
E-Mail

Seller's Permit #
Credit Limit
Payment Terms @

Customer Type
Status

Monthly Interest Rate

0.00
Balance Forward El

Active [+]

The list of customers can be examined by clicking on the Magnifying Glass icon [2] (at the top of the screen) or
pressing Ctrl+F and double clicking on the item of interest. Records can be edited either by using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Scrolling Through Customer Records
Users can scroll through the customer records by using the navigation buttons on the toolbar at the top
of the screen. Clicking on the First icon [4] (at the top of the screen) will open the first record of the list according
to Customer Id. Clicking on the Previous icon [1] (at the top of the screen) will open the immediately previous
record of the list according to Customer Id. Clicking on the Next icon [£] (at the top of the screen) will open the
next record of the list according to Customer Id. Clicking on the Last icon [4] (at the top of the screen) will open
the last record of the list according to Customer Id.

Figure: AR-2
Accounts Receivable,
Customer Find/Search
screen.

Customers [ = !@
Search for -_Eeardﬂ
Search in Customer Id lz‘
Condition Begin with |Z|
Status All lz‘ [ case sensitive

Customer Id Mame Status  Telephone Fax City State Zip | *
001 Far West Properties  |Active [(805)543-7000|(805)534-1595Los Angeles  [cA  [g0001

coon2 Harmon Brothers
Ccoo3

CASH

Active | (305)543-7000 (805)534-1595 Atlanta

CASH (s

Inactive { ) -

San Luis Obispo County Active | (805)543-7000 (805)534-1595 San Luis Obispo CA

GA 30301
93401
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Figure: AR-3

=3 Customers - C001 Far West Properties
Sample Accounts

Receivable Customer

I Default ” Contact || Ship to Address ” History | udf | MNotes |

= B >

Customer Id Ccoo1

master record screen form

fOI' edltlng Customer Name | Far West Properties Monthly Interest Rate 2.00
. Street Address 1 | 1625 Parker Street Customer Type Balance Forward =]
Street Address 2 Status Active El

City Los Angeles

State ca [&]|california
Zip Code 90001

Telephone (805)543-7000

Fax (805)534-1595
E-Mail jimc@farwest.com

Seller's Permit # | 100000000000000

Credit Limit 45,000.00
Payment Terms 2%-10/MET 30 @

Edit

Cloning an Existing Record

Once a record is selected, it can be cloned to create a new record and modifications can be made on the cloned
record. Once the source record is brought to the screen, use the Clone Record icon [& on the toolbar. The system
will ask, “Do you want to clone this record?”” Click on the Yes button to clone it or click on the No button to
leave this process. Records can be edited as described. However, the cloned record will require a new Customer
Id to be saved as a new record.

Figure: AR-4

Cloned record. Note that
all of the initial fields
except for the Customer Id
match the source record.

=3 Customers - New

=B e

Hain | Default || Contact || Ship to Address || History || Udf || Notes |

Customer Id

Customer Mame | Far West Properties Monthly Interest Rate 2.00

Street Address 1 | 1625 Parker Street Customer Type Balance Forward EI
Street Address 2 Status Active El
City Los Angeles

State &]

Zip Code 90001

Telephone {305)543-7000

Fax (805)534-1535

E-Mail jimc@farwest.com

Seller's Permit # | 100000000000000

Credit Limit 45,000.00

Payment Terms 2%-10/MET 30 @

Deleting an Existing Record
Once a billing code has been saved, it cannot be deleted if it has been used in any transactions.

Once the source record is brought to the screen, use the Delete icon [X] (at the top of the screen). The system will
ask, “Do you want to delete this record?” Click on the Yes button to delete it, or click on the No button to leave
this process.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar or press
Ctrl-S to save the changes.
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Main Tab

The Main Tab of the Customer Master Record is used to record general customer information

Customer Id
Enter the Customer Id code desired. Any 10-digit alpha or numeric character or combination of both can be used
in the Customer Id. BIS® checks for duplication. A warning will appear if an existing code is entered.

Please note that the Customer Id title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Billing Code hyperlink opens a selection of reports that can be directly accessed.

Figure: AR-5 Customer File
Right-click a hyperlink to e s
display a selection of
accessible reports.

Customer Ledger
Accounts Receivable Aging
Customer Deposits
Customer Payments

Customer Refunds

Customer Name
This field records the full name of the customer represented by the customer Id selected. This is an alphanumeric
field limited to 30 characters.

Address 1
This field records the primary street address, an alphanumeric field and is limited to 30 characters.

Address 2
The secondary street address is recorded here. This is an alphanumeric field and is limited to 30 characters.

City

This field records the city as an alphanumeric field, up to 30 characters.

State

The state abbreviation may be typed manually or selected from the list of defined state codes. Click on the Find
tool, or the drop-down button (whichever is available on this form) to see an extended list of states. This is a
two-character field.

Zip Code
This field records the postal zip code. This number limited to nine characters and will be formatted automatically
as 99999-9999 as the number is entered.

Telephone Number
This field records the telephone number. This number limited to ten digits and will be formatted automatically
as (999) 999-9999 as the number is entered.

Fax Number
This field records the facsimile (FAX) number. This number limited to ten digits and will be formatted
automatically as (999) 999-9999 as the number is entered.

E-mail
This field records the electronic mail (email) address. It is an alphanumeric field limited to 35 characters. Please
note that if entered correctly as an email address, the field becomes a hyperlink field. If the hyperlinked email
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address is accessed (by double-clicking), it will open the default email program. This field is also used in BIS®
to address internal or Outlook® emails with reports attached.

Seller's Permit
This field records the seller's permit number for the customer. This is an alphanumeric field limited to 15
characters.

Credit Limit

This field records the customer's credit limit. The credit limit can be any dollar amount from 0.00 to
9,999,999.99. If, when entering an invoice for the customer, the customer's credit limit is exceeded, a message
will be displayed to alert the user. Negative credit limits are not accepted by the program.

Payment Terms

This field records the payment terms for the customer. Terms are maintained in the Payment Terms file. BIS®
uses this field for aging each customer invoice. A code for a payment term can be entered manually or by using
the Find tool.

Please note that the underlined Payment Terms title is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Payment Terms — New form to add new sales
tax codes. Right-clicking on the Tax Code hyperlink accesses the Payment Terms report.

Monthly Interest Rate

This field records the monthly interest rate for past due invoices that will be charged to the customer. The rate
can be different for each customer and can be changed as often as needed. BIS® will compute interest for each
day that an invoice is past due (one day or more past the invoice due date). Interest calculations begin on that day
and the program adds daily interest charges to each customer’s account at the time billing statements are printed.
If the customer will not be charged interest for past due amounts, leave the amount zero.

Customer Type

This field displays the type for the current customer and provides a selection of customer types to choose from.
Click on the drop down control to select an option from the list. The available customers’ categories are Balance
Forward or Open Item. When applying customer payments, BIS® will automatically pull up the oldest invoices
first for Balance Forward customers. If Open Item method of accounting is used, BIS® applies a payment received
only to the particular invoice specified at the time the payment is entered.

Customer Status

This field displays the current status of the selected customer. Click on the drop down control to select an option
from the list. The available status types are Active or Inactive. Making a customer record inactive prevents any
transactions from being processed for that customer.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar or press
Ctrl-S to save the changes.
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Default Tab

Use the Default section of the customer maintenance form to set up the default values for various information
items related to the customer. This is a convenient option for fields that are repeated frequently. However, the
information may also be changed manually by entering a new value at the time of the transaction.

Figure: AR-6 =1 Customers - C001 Far West Properties e o )
Accounts Receivable,
Customers screen form

Main | Contact || Ship to Address || History || Udf || Motes |

Default tab Tax Type Montaxable EI
Tax Code 01 |4 | San Luis Obispo County
Sales Person M3 @ Mike Jargon
Default Sales Account | 4010 3 | Contract Revenue
Discount Level 1 =3 Repeat Customers
Credit Card
Default Credit Card El

Credit Card Type
MName on Card
Expiration Month Expiration Year
Billing Address
Zip Code

Add Credit Card ] lﬂemove Credit Card

Edit

Tax Type
This field records the default tax type for the customer selected. Use the drop-down tool to select either Taxable
or Nontaxable.

¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status is utilized second.
For Applications for Payment (posted to Accounts Receivable), the Job

Tax Code

This field records the default sales tax code for the customer selected. The sales tax code will appear when
entering orders and invoices and can be overwritten. The tax code can be entered manually or by using the Find
tool.

Please note that the underlined Tax Code title is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Sales Tax Codes — New form to add new sales tax codes.
Right-clicking on the Tax Code hyperlink accesses the Sales Tax File report.

Sales Person Initials
This field records the initials of the salesperson that transacts with this customer most frequently. The Sales
Person Initials can be entered manually or by using the Find tool.

Please note that the underlined Sales Person Initials title is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Salesperson Initials — New form to add new
salesperson initials. Right-clicking on the Sales Person Initials hyperlink accesses the Salesperson File report.



AR-12 Accounts Receivable

Default Sales Account

This field allows a sales account to be associated with the customer. This account number is recalled when
entering sales orders, debit or credit memos, sales invoicing, and contract invoicing. The Default Sales Account
can be entered manually or by using the Find tool.

Please note that the underlined Default Sales Account title is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on
the Default Sales Account hyperlink lists a selection of reports that can be directly accessed.

Discount Level

This field records the default customer discount level. The discount levels are maintained in the Discount
Schedule. These discount levels are used to provide preferred customer discounts and can be changed during data
entry if required. The Discount Level can be entered manually or by using the Find tool.

Please note that the underlined Discount Level title is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Discount Schedule — New form to add new
discount levels. Right-clicking on the Discount Level hyperlink accesses the Discount Schedule report.

Credit Card

The credit card section is primarily for use with PPI Credit Card Intregration process. If the PPI Credit Card
Intregration is enabled, this area provides the customer’s credit card information for billing purposes. The credit
card information is enter by selecting the Add Credit Card button.

Default Credit Card
When multiple credit cards are added using the Add Credit Card button, this field records the customer’s default
credit card for processing. Use the drop-down arrow to select or change the desired credit card as the default.

Credit Card Type
Displays the credit card type for the current default credit cards selected.

Name on Card
Displays the name on the current default credit cards selected.

Expiration Month
Displays the expiration month for the current default credit cards selected.

Expiration Year
Displays the expiration year for the current default credit cards selected.

Expiration Year
Displays the expiration year for the current default credit cards selected.

Billing Address & Zip Code
These fields displays the billing address and zip code for the current default credit cards selected.

Add Credit Card Button
These button provides the Credit Card Authorization form for entering the credit card information.

Remove Credit Card Button
These button will remove the select credit card.
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Figure: AR-6.1 =3] Credit Card Authorization @
Credit Card Authorization

form used to enter credit Credit Card Details to be stored in the Managed Payer Data Vault

card information for use in Mame on Card I

conjunction with the PPI Card Type -

Integrated Credit Card Credit Card Number cowv
process. Expiration Month 8IS Expiration Year |YyYY =

Billing Address

Zip Code - [] credit Card is present

QK Cancel
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Contact Tab

This tab form records an unlimited number of contacts for the customer selected. The contact name, title,
telephone and fax number, and email address can be entered in the corresponding fields. To enter notes for a
particular contact, click the button in the Notes column to open the screen for notes.

Flgure: AR-7 = Customer - COO1 - Far West Properties EI@
Accounts Recelvable’ Main Default ‘Contact  Ship to Address History UDF  Motes
Customers screen form : _ _
Contact Person Title Telephone Mobile Fax E-Mail Motes Send Email  a
Default tab. »|3im Corrant Vice President | (305)543-7000 | () (805)534-1595 | jimc@farwest.com L
|_|Temas Kant () - () - T e tomask@farwest.com [}
|_|Denis Robles () - () - { ] drobles @farwest.com (|
_ () - () - (] O
— W
1< >
Default Contact | Jim Corrant ~
Edit

Contact Person
This column records the name of the customer contact.

Title
This column records the title of the customer contact on the same line.

Telephone
This column records the telephone number for this customer contact.

Fax
This column records the fax number for this customer contact.

E-Mail

This column records the email address of this customer contact. Please note that if entered correctly as an email
address, the field becomes a hyperlink field. If the user double-clicks on the hyperlinked email address, it will
open the default email program. This field is also used in BIS® or Outlook® to address internal emails with reports
attached.

Notes
This column records free-form notes related to this customer contact.

Default Contact
This field allows for the select of a default customer contact from the list of contacts.
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Ship to Address Tab
This tab form records an unlimited number of shipping addresses for the customer selected. The name, address,
telephone and fax numbers, and e-mail address information is entered in the corresponding fields.

Figure: AR-8 =4 Customer - C0O1 - Far West Properties EI@
Accounts Rece_lvable’ Main Default Contact Ship to Address History UDF Notes
Customers, Ship to
Mame Street Address 1 Street Address 2 City State Zip Telephone -~

Address tab screen form. A oY S

L =1 (3 -

1 ]

1< >

Default Ship To Address w

Edit

Name
This column records the name of the Ship-To Address for the customer. It could be the same or different from
the customer name

Address 1
This field records the primary street address. This is an alphanumeric field and is limited to 30 characters.

Address 2
The secondary street address is recorded here. This is an alphanumeric field and is limited to 30 characters.

City

This field is used to records the city as an alphanumeric field of up to 30 characters.

State

The state abbreviation is a two-character field that may be typed manually or selected from the list of defined
state codes. Click on the Find tool or the drop-down button (whichever is available on this form) to see an
extended list of states.

Zip Code
This field records the postal zip code. This number limited to nine characters and will be formatted automatically
as 99999-9999 as the number is entered. This field is masked to accept only numeric values.

Telephone
This field records the telephone number. This number limited to ten digits and will be formatted automatically
as (999) 999-9999 as the number is entered. This field is masked to accept only numeric values.

Fax
This field records the facsimile (FAX) number. This number limited to ten digits and will be formatted
automatically as (999) 999-9999 as the number is entered. This field is masked to accept only numeric values.

E-mail

This field records the electronic mail (email) address. It is an alphanumeric field limited to 35 characters. Please
note that if entered correctly as an email address, the field becomes a hyperlink field. If the user double-clicks
on the hyperlinked email address, it will open the default email program. This field is also used in BIS® to
address internal emails with reports attached.
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Default Ship To Address

This field allows for the selection of a default ship to address from the list of ship to addresses to be used for
invoices, credit memos, debit memos and optionally for sales orders when the System Wide Parameters options
on the AR tab, Default sub-tab options are checked. (See the System Wide Parameters AR tab Default sub-tab
for available options.)

History Tab

The history section displays accounts receivable information to date for the customer and is for reference only.

Figure: AR-9 " 120 Customer - €001 - Far West i [roe] - (]
Accounts Receivable, ;

Customers file, History tab

Main Default Contact Ship to Address Motes

screen form . Dat= Arcnt Opened 0101/ YYYY |~ Sales Orders
Date Account Closed i Gt
Last Payment Date 06/30/YYYY] Invoices
Last Payment Amount 100.00 Deposits
Last Invoice Mumber 1047
Last Statement Date 03/04/YYYY FELIELE

Refunds

Edit

Date Account Opened
This field records the date the customer's account was opened. The Calendar tool can be accessed from the drop-
down arrow to select the date.

Date Account Closed
This field records the date the customer's account was closed. The Calendar tool can be accessed from the drop-
down arrow to select the date.

Last Payment Date
This field displays the date of the last payment made by the customer. BIS® will enter this date from customer
payments or applied customer deposits.

Last Payment Amount
This field displays the amount of the last payment on file for the customer. BIS® will enter this amount from
customer payments or applied customer deposits.

Last Invoice Number
This field displays the number of the last invoice used for the customer.

Last Statement Date
This field displays the date of the last statement run for the customer.
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Sales Orders Button
This button displays a list of sales orders on file for the selected customer.

Figure: AR-lo i?l Sales Order for Customer CD01 = @
Accounts Receivable,
. R Date Order # Amount AR Acct Job SP -~
Customers file, History tab | [oszs/ 2 2.45| 1110 1000 AM
Sales Orders Button screen || 09/03/ 25 2,080.00 1110 M3
form. ]
| w
I< >
Date [ all Beginning (i ~ Ending I ~ Select Close
Date

This column displays the date of the Sales Order.

Order #
This column displays the order number of the Sales Order.

Amount
This column displays the amount for the Sales Order.

AR Account
This column displays the AR Account for the Sales Order.

Job

This column displays the job number the sales order on this line.

SP

This column displays Salesperson for the Sales Order on this line.

Ship Date
This column displays the shipping date for the sales order on this line.

Date
The user has the option of checking the date box to show all of the sales order. If not checked, the user can select
a Beginning and Ending date range, either entering the dates manually, or using the drop-down Calendar tools.

Select
If the date range described above is checked, the Select button will apply the date range to the displayed sales
orders.

Close
This button closes the current screen form.
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Invoices Button
This button displays a list of invoices on file for the selected customer.

Flgure: AR-11 =] Invoices for Customer CO01 = @
Accounts Re_celv_able’ Date Invoice # Invoice Amt Invoice Type AR Acct Job -~
Customers file History tab, | oo 1000 58,768.29 | 1 1110 1000
Invoices button screen | o1y 1001 30,879.28 1 1110 1000
01/21/ 1002 9,960.84 | 1 1120 1000
form. | os/30/ 1006 100,00 | 1 1110 1000
| os/j30/ 1008 2,200.00 1 1110 1000
" |oss30/ 1009 20.00 |3 1110 1000
" |oeys304 1010 -10.00 4 1110 1000
o4y 1011 5,367.00 1 1110 1000
| |oar2sy 1014 2,262.95 |1 1110 1000
| | o4y 1015 58.21 3 1110 1000
| oasasy 1016 -179.66 4 1110 1000
| |oar2e/ 1017 687.60 1 1110 1000
| o5z 1018 47,538.46 1 1110 1000
| o517y 1019 5,227.62 |3 1120 1000
| |osr23/ 1020 6,367.00 1 1110 1000
05/27/ 1022 6,367.00 1 1110 1000 w
< >
Date [ all Beginning i ~ Ending 1! ~ Select Close
Date

This column displays the invoice date.

Invoice #
This column displays the invoice number.

Invoice Amt
This column displays the invoice amount.

Invoice Type
This column displays the invoice type.

AR Account
This column displays AR Account for the invoice.

Job

This column displays the job number of the invoice.

SP

This column displays the salesperson for the invoice.

Ship Date
This column displays the shipping date for the invoice.

Date
A user has the option of checking the date box to show all of the invoices. If it is not checked, the user can select
a Beginning and Ending date range, either by entering the dates manually or by using the drop-down Calendar
tools.

Select
Ifthe date range described above is checked, the Select button will apply the date range to the displayed invoices.

Close
This button closes the current screen form.
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Deposits Button

This button displays a list of deposits on file for the selected customer.

Date
Flgure: AR-12 i?l Deposits for Customer COD1 = @
Accounts R,ecel\_/able’ Date Deposit # Payment Type Amount GL Account Receipt # A
Customer file HIStOI‘y tab, || o101/ 1000 CHECK 50,000,00 | 2400 1500
Deposits button screen I LEN i CHECK 100,00 | 2060 1006
form. B
u -
1< >
Date [ all Beginning I - Ending I ~ Select Close

This column displays the deposit date.

Deposit #
This column displays the deposit number.

Payment Type
This column displays the deposit type.

Amount
This column displays the deposit amount.

GL Account
This column displays GL Account for the deposit.

Receipt #
This column displays the receipt number of the deposit.

Date

A user has the option of checking the date box to show all of the deposits. If it is not checked, the user can select
a Beginning and Ending date range, either by entering the dates manually or by using the drop-down Calendar

tools.

Select

If the date range described above is checked, the Select button will apply the date range to the displayed deposits.

Close
This button closes the current screen form.
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Payments Button
This button displays a list of payments on file for the selected customer.

Figure: AR-13 = Payments for Custemer CO01 —_ @
Accounts R_ecelv_able’ Check Date Receipt # Amount Discount Amt Invoice # Payment Typ »
Customer file, History o7y 100 51,175.37 1175.37 1000
Payments button screen | 0&f30/ 1009 10.00 0.00 1001 | CHECK
06/30/ 1011 10.00 0.00 1000

form. ]

L] v

| >

Date [ Al Beginning fL] - Ending S - Select Close
Check Date

This column displays the payment check date.

Receipt #
This column displays the receipt number.

Amount
This column displays the amount of the payment.

Discount Amount
This column displays the discount amount of the payment.

Invoice #
This column displays invoice number for the payment.

Payment Type
This column displays the payment type for the payment.

Date
A user has the option of checking the date box to show all of the payments. If it is not checked, the user can select
a Beginning and Ending date range, either by entering the dates manually or by using the drop-down Calendar
tools.

Select
If the date range described above is checked, the Select button will apply the date range to the displayed
payments.

Close
This button closes the current screen form.
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Refunds Button
This button displays a list of refunds on file for the selected customer.
Figure: AR-14 i?l Refunds for Customer COO1 = @
Accounts R_ecelvable Chk. Date Check # Invoice # Inv/Dep Date Depaosit # Amt to Refund ~
Customer file, Refunds BEEE 1004 1000 | 01/07) 100.00
button screen form. {0620/ 1005 06/30) 1 10.00
] -
1< >
Date  []all Beginning i/ v Ending ¥ i Select Close

Check Date
This column displays the refund check date.

Check #

This column displays the check number.

Invoice #
This column displays the invoice number for the refund payment.

Inv/Dep Date
This column displays the invoice or deposit date of the refund payment.

Deposit #
This column displays deposit number for the refund payment.

Amt to Refund
This column displays the amount to refund for the refund payment.

GL Account
This column displays GL Account for the refund payment.

Date
The user has the option of checking the date box to show all of the refund payments. If not checked, the user can
select a Beginning and Ending date range, either entering the dates manually, or using the drop-down Calendar
tools.

Select
If the date range described above is checked, the Select button will apply the date range to the displayed refunds.

Close
This button closes the current screen form.



AR-22 Accounts Receivable

Udf Tab
This tab will display up to thirteen User Definable Fields that can store additional information in the Master
Record. Click the Define Fields Button to add new fields and manage existing fields.

Figure: AR-15 =4 Customer - CO01 - Far West Properties )
Accounts Receivable

Customers file, Udf tab
screen form with one Billing Method Progress Biling - ALA Form
example of a user defined

field.

Main Default Contact Ship to Address History

Define Fields

Edit

Define Fields Button

User Definable Fields may be added to the Customers, Vendors, Employees, Inventory Items, Worker's Comp.
Classifications, Union, Sales Tax Codes, Salespersons, Jobs, and Equipment master records for customizable data
storage. Up to 13 different fields can be added to each master record. These fields are either character, numeric,
date, or logical in nature to give the maximum flexibility in creating exactly the type of field needed to store
data.

Figure: AR-16 =3 User Defined Fields for Customers =
Sample User Defined Fields Field Caption Type Length | Dec | Display Order | SearchIn Rpt. Quer A
for Customers screen Biing Method G o] o L '
form. ]
T< Sl
Mew Edit Delete Close

All pre-existing fields will be listed in the User Defined Fields form. New fields can be created and existing fields
may be edited or deleted from this form. In addition, the order the fields are listed may be adjusted by changing
the Display Order.

Field
This field displays the field name for a User Definable Field that was entered upon creation. Once a field name
is assigned, it cannot be altered.

Caption
The Caption field displays the caption that will be shown next to the field on the Udf tab of the associated master
record.
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Type
This field displays the letter C (character), N (numeric), D (date) or L (logical) for the field type.

Length
The Length field displays the maximum number of alphanumeric characters that may be saved within this field.

Decimal
The decimal field displays the number of decimal places that will be displayed. Only numeric fields have a value
greater than zero.

Display Order

The Display Order field shows the numeric order of the field for the Udf tab of the associated master record.
A “1” designates the field as the first or top field on the tab, while higher numbers indicate a lower placed field
on the tab. The Display Order value may be changed here for reordering purposes.

New
The New button is used to create a new character, numeric, date or logic field for this Master File.

Figure: AR-17 (=3 New Field for MSTCF e

Udf New Field screen form.
Field Mame:

Caption:
Type: Character |~
Tool Tip Text:

Format:

Length: 10

Decimals: 0

[Juse as a Find field to Search In
[Juse as a Report Query field
[Juse it in Repert Writer

A R[4

oK Cancel

Edit

The Edit button is used to alter character, numeric, date or logic fields previously created for this Master File.
The fields, Field Name, Caption, Type, Length, and Decimal are the same as those in the parent form, shown
above.

Figure: AR-18 =] Editing Field [BILLING] in MSTCF el @ (s
Udf Editing Field screen _

Field Mame: BILLING
form' Caption: Billing Method

Type: Character |~

Tool Tip Text:

Format:

Length: 30 [Juse as a Find field to Search In

Decimals: 0 == [Juse as a Report Query field

[use it in Report Writer
oK Cancel

Y Tip The following chart shows the relationship of the available types to the other
controls.

Tool Tip .
Type Text Format Length Decimals

Character || Available |User Defined| Available N/A
Numeric Available |User Defined| Available Available
Date N/A N/A N/A N/A
Logical N/A N/A 1 (Preset) N/A
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Tool Tip Text
The Tool Tip Text field is used to enter a tip that will appear when the user floats the mouse cursor over the field
in the Udf tab screen form.

s

Figure: AR-19 = u

Acgcounts Receivable S i = EoR =
Customers file Udf tab Main || Default || Contact || Ship to Address || History | udf |uohes |

screen form showing the —_

Tool Tip for the first field Bnobietind [P e Ak

listed. Email 2

Enter an email address

Edit

Format

The Format field is used to control the appearance of the user’s entry to the Udf field. If the format entry is the
letter, a, h, 1, n, u, w, or x, the user’s entry is unchanged. If the format entry is the letter y, the user’s entry is
changed to all capital letters. Using any other letter will cause the user entry in that position of the field entry to
change to that particular letter, number, or character.

Length
The Length field is used to enter the number of characters of the entry to the Udf field.

Decimals
The Decimals field is used to enter the number of decimals of a number field (only) of the user’s entry to the Udf
field.

Delete
The Delete button is used to remove any previously saved character, numeric, date or logic fields for this master
file.

Close
This button closes the currently opened form and eliminates any data that has been changed since the last save.
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Results for Value

E t D ipti F tE |
orma escription ormat Examp e Do g
Converts lowercase letter to uppercase
letters. The quantity of characters that the
1 i 131 i
2 user can enter ina UDF islimited tothe | HELE el I
quantity of Exclamation (1) characters.
# Permits only entry of digits, spaces, and #iAHH Hello 12/31/06 T (Overflow)
S, S i . S #HppEE #4% | HelloWord | 12/31/06 | 13579246245
9 Permits only entry of digits and signs, such 999335 Hello 12/31/08 T (Overflow)
e U 9999999999 | Hello Word | 12/31/06 13579246
Display the currentdigits grouping, or RS
separator symbaol, as set by the Regional e el el - i)
’ and Language Options setting in the
Wit Conteol Basial. 999,999,999 Hel lo Wor 12/31/06 13,679,246
Display the currentdigits grouping, or TR
separator symbol, as set by the Regional 999,999 Hello 12/31/06 5 (Overflow)
2 d L. Opti tting in th
et L 999,999,999 | Hello Wor | 12/31/06 13,679,246

Windows Control Panel.

A Permits alphabetic characters only. AAAAAA Hello 12/31/06 AAAAAA
H F'reventsgnlry of noq-_hexadgc_mal symbols HHHHH Hello 1253105
in the specified position.
L Permits logical data only. LLLLL Hello 12/31/06 LLLLL
N Permits letters and digits only. NNNMNN Hello 12/31/06 NMNNNN
Permits alphabetic characters only and
131/
U converts them fo uppercase (AZ). uuuuy HELLO 12/31/06 uuuuy
w F'ermr.tsalphabehc characters only and WA hello 12/31/06 " i
converts them to Lowercase (a-2).
X Permits any characters. XEXXX Hello 12/31/06 XXXXXX
Permits the letiers Y, y. N, and n for the
logical values True (T) and False (F),
Y respectively. Note: If the type value is text, YYYYY HELLO 12/31/06 YYYYY
the value will be converted to uppercase
letiers.
Virtually any character can be used in the TPQQW TPQQhH 12/31/06 TPQQW
format, but its behavior is subject to the
table above. 123TQW 123TQh 12/31/06 123TQW
Figure: AR-20 Data Format Chart. This chart shows the format, description, an example, and
results.
Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: AR-21 |=3] Customers - CO01 Far West Properties EI@
Sample Accounts
Receivable Customers
master record Notes tab
screen form.

| Main || Defsult || Contact || Ship to Address || History I Udf | Notes

Commercial Buildings only. -

Edit

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [E Save button on the toolbar or press
Ctrl-S to save the changes.
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Section 3 — Sales Tax Codes

Modular Menu Access
AR | Sales Tax Codes

Modular Menu Access
Miscellaneous | Sales Tax Codes

Standard Menu Access
List | Miscellaneous | Sales Tax Codes

Overview

Sales tax codes are used to establish records needed to charge the sales taxes required by the various taxing
authorities in states and cities where the company does business. The records are set up based on the primary
taxing district, although the tax rate for the selected record will most likely be a composite of various percentages
collected by different governing tax districts.

NV Tlp Sales tax codes are used to set up the various tax rates for the different regions where
business is conducted. Default tax codes can be set up in the customer master record.

To apply sales tax to a customer invoice:

1. Follow help steps for entering Sales Orders, Sales Invoices, Contract Invoices and
Debit/Credit Memos.

2. Place checkmark in the box in the Tax column for each taxable line item.

3. Select the correct sales tax code in the totals section of the invoice/order form.

BIS will use the tax rate set up for the tax code chosen and calculate the correct sales tax
amount for those line items marked.

When the record is complete or satisfactorily edited, either click on the [l Save button or press Ctrl-S to save
the changes.

New Record

Initial access to Sales Tax Codes from the menu opens the Sales Tax Codes - New form. This form is used to
enter new sales tax code information. However, access to a new form when another sales tax record is on the
screen only requires pressing Ctrl+N or use the New icon [ on the toolbar. The system will ask if any changes
to the record should be saved.
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Figure: AR-22

Accounts Receivable Sales
Tax Codes — New screen
form.

[=3] Sales Tax Codes - New

Main | TaxRate || Udf

[E=8 EEE (=5

Sales Tax Code

Primary Taxing District Mame
Street Address 1

Street Address 2

City

State

Zip Code

Sales Tax Mumber

Total Sales Tax Percentage 0.0000

Editing an Existing Record
The list of sales tax codes can be examined by clicking on the Magnifying Glass icon [2] (at the top of the screen)
or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: AR-23

Accounts Receivable Sales
Tax Code Find/Search
screen.

=7 Sales Tax Codes
Search for ||
Searchin Tax Code lz‘
Condition Begin with lz‘
I:‘ Case Sensitive
Tax Code Tax Rate Taxing District
01 8.0000 |3an Luis Obispo County

=N EER )

Clear
Ok

Cancel

I
>II

Scrolling Through Sales Tax Code Records
Users can scroll through the sales tax code records by using the navigation buttons on the toolbar at the
top of the screen. Clicking on the First icon [4] (at the top of the screen) will open the first record of the list,
according to Sales Tax Code. Clicking on the Previous icon [i] (at the top of the screen) will open the immediately
previous record of the list, according to Sales Tax Code. Clicking on the Next icon [2] (at the top of the screen)
will open the next record of the list, according to Sales Tax Code. Clicking on the Last icon [4] (at the top of the
screen) will open the last record of the list, according to Sales Tax Code.



AR-28 Accounts Receivable

Figure: AR-24
Sample Accounts

b |

i Tax Rate

=] Sales Tax Codes - 01 San Luis Obispo County

BN Eoh =

Receivable Sales Tax Code
master record screen form
for editing.

Sales Tax Code

Primary Taxing District Name
Street Address 1

Street Address 2

City

State

Zip Code

Sales Tax Number

o1
San Luis Obispo County
1239 Marsh Street

San Luis Obispo

ca [&] california
93401
100000000000000

Total Sales Tax Percentage

8.0000

Edit

Cloning an Existing Record

Once a record is selected, it can be cloned to create a new record, but modifications must be made to the cloned
record. Once the source record is brought to the screen, use the Clone Record icon [ on the toolbar. The system
will ask, “Do you want to clone this record?” Click on the Yes button to clone it, or click on the No button to
leave this process. Records can be edited as described above. However one difference is that the cloned record
will require a new Sales Tax Code to be saved as a new record.

Figure: AR-25
Cloned record. Note that

/=] Sales Tax Codes - New

Hain |IaxRabE | Udf |

BN Eoh =

all of the initial fields,
except for the Sales Tax
Code, match the source
record.

Sales Tax Code

Primary Taxing District Name
Street Address 1

Street Address 2

City

State

Zip Code

Sales Tax Number

San Luis Obispo County
1239 Marsh Street

San Luis Obispo

@

93401
100000000000000

Total Sales Tax Percentage

0.0000

Deleting an Existing Record

Once a sales tax code has been saved, it cannot be deleted (or the sales tax changed) if it has been used in any

transactions.

Once the source record is brought to the screen, use the Delete icon [ (at the top of the screen). The system will
ask, “Do you want to delete this record?”” Click on the Yes button to delete it, or click on the No button to leave

this process.
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Save the Changed Record

When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar, or press
Ctrl-S to save the changes.

Main Tab

The Main tab is used to record general information about the taxing district.

Sales Tax Code
Enter the Sales Tax Code desired. Any 2-digit alpha or numeric character or combination of both can be used
in the Sales Tax Code. BIS® checks for duplication. A warning will appear if the code has already been assigned.

Please note that the Sales Tax Code title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Sales Tax Code hyperlink opens access to the Sales Tax File report that can be
directly accessed.

Primary Taxing District Name
This field records the name of the municipality to which sales tax payments must be sent. This is an alphanumeric
field limited to 30 characters.

Address 1
This field records the primary street address. This is an alphanumeric field and is limited to 30 characters.

Address 2
The secondary street address is recorded in this field. This is an alphanumeric field and is limited to 30
characters.

City

This field is used to record the city as an alphanumeric field, up to 30 characters.

State
The state abbreviation may be typed manually or selected from the list of defined state codes. Click on the Find
tool to see an extended list of states. This is a two-character field.

Zip Code
This field records the postal zip code. The entry limited to nine characters and will be formatted automatically
as 99999-9999 as the number is entered. This field is masked to accept only numeric values.

City Sales Tax Number
This field records the tax number for the municipality. This number can be found on tax correspondence and
reports. This is an alphanumeric field limited to 15 characters.

Total Sales Tax Percentage
This field displays the total sales tax for this area according to the breakdown entered on the Tax Rate tab.
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Tax Rate Tab

The Tax Rate section records the various tax rates that make up the total sales tax percentage for this record.
Although the record is based on the primary taxing district, the rate for that district can include percentages
required by more than one district.

For example, in Denver the sales tax percentage is 6.5%. This includes 3% for the City of Denver, 0.5% for the
Regional Transportation District and another 3% for the State of Colorado. Denver would be entered as the
primary district, while the others would be the second and third districts.

The Discretionary Sales Surtax is a sales tax that applies above a set dollar amount. For example, if the sales tax
is 5% for all, and there is an additional Discretionary Sales Surtax of 0.5% for purchases more than $1,000.00,
the sales tax for $1000.01 and up would be 5.5%, but for $1000.00 and below would be 5%.

Figure: AR-26 =7 Sales Tax Codes - 01 San Luis Obispo County =N =R
Accounts Receivable Sales
Tax Codes Tax Rate tab
screen form.

—; -
Man | TaxRate ! | et |

Primary Taxing District Name | San Luis Obispo County
Primary District Tax Rate 8.0000

Second Taxing District Name

Second District Tax Rate 0.0000

Third Taxing District Name

Third District Tax Rate 0.0000
Fourth Taxing District Name

Fourth District Tax Rate 0.0000
Digcretionary Sales Surtax

Additional Taxing District

Additional District Tax % 0.0000
Taxable Amount Limit 0.00

Total Sales Tax Percentage 8.0000

Edit

Primary Taxing District Name
This field displays the primary taxing district entered on the Main tab.

Primary District Tax Rate
This field is used to record the tax percentage for the primary taxing district.

Second Taxing District Name
This field is used to record the name of the second municipality to which taxes must be paid. This is an
alphanumeric field limited to 30 characters.

Second District Tax Rate
This field records the tax percentage for the secondary taxing district.

Third Taxing District Name
This field records the name of the third municipality to which taxes must be paid. This is an alphanumeric field
limited to 30 characters.

Third District Tax Rate
This field records the tax percentage for the third taxing district.

Fourth Taxing District Name
This field records the name of the fourth municipality to which taxes must be paid. This is an alphanumeric field
limited to 30 characters.



Accounts Receivable

AR-31

Fourth District Tax Rate
This field records the tax percentage for the fourth taxing district.

Additional Taxing District
The field is used to record the name of the additional taxing unit charging the discretionary surtax.

Additional District Tax %
The rate of the additional discretionary surtax is entered into this field.

Taxable Amount Limit
The limit amount to which the additional discretionary surtax applies is entered into this field.

Total Sales Tax Percentage
This field calculates the total sales tax for this area by adding all the district rates.
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Udf Tab
This tab will display up to thirteen User Definable Fields that can store additional information in the Sales Tax
Code master record. Click the Define Fields Button to add new fields and manage existing fields.

Figure: AR-27 =9 Sales Tax Codes - 01 San Luis Obispo County ==
Sales Tax Codes file, Udf ]
tab screen form with one | |0 [TxRat
example of a user deﬁned Additional Data Due Quarterly
field.
Edit
Define Fields Button

User Definable Fields may be added to the Customers, Vendors, Employees, Inventory Items, Worker's Comp.
Classifications, Union, Sales Tax Codes, Salespersons, Jobs, and Equipment master records for customizable
data storage. Up to 13 different fields can be added to each master record. These fields are either character,
numeric, date, or logical in nature to provide the maximum flexibility in creating exactly the type of field needed.

Figure: AR-28 = User Defined Fields for Sales Tax Codes =] = ==
Sample User Deﬁned FIEId | Field Caption Type Length Dec Display Order =
for Sales Tax Code screen | I sddtonsl Data c B[ o 1]
form i
I- i
e ————

All pre-existing fields will be listed in the User Defined Fields form. New fields can be created and existing fields
may be edited or deleted from this form. In addition, the order the fields are listed may be adjusted by changing
the Display Order.

Field
This field displays the field name for a User Definable Field that was entered upon creation. Once a field name
assigned, it cannot be altered.

Caption
The Caption field displays the caption that will be shown next to the field on the Udf tab of the associated master
record.

Type
This field displays the letter C (character), N (numeric), D (date) or L (logical) for the field type.

Length
The Length field displays the maximum number of alphanumeric characters that may be saved within this field.
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Decimal
The Decimal field displays the number of decimal places that will be displayed. Only numeric fields have a value
greater than zero.

Display Order

The Display Order field shows the numeric order of the field for the Udf tab of the associated master record.
A “1” designates the field as the first or top field on the tab, while higher numbers indicate a lower placed field
on the tab. The Display Order value may be changed here for reordering purposes.

New
The New button is used to create a new character, numeric, date or logic field for this master file.
Edit
Figure: AR-29 =9 Mew Field for MSTTX = >
Udf New Field screen form.

Field Name: |

Caption:

Type: Character |~

Tool Tip Text:

Format:

[Juse as a Find field to Search In

Length: 10

Dedmals:

4k 4k

[Juse as a Report Query field
[Nuse it in Report Writer

(o] .4 Cancel

The Edit button is used to alter character, numeric, date or logic fields previously created for this master file. The
fields, Field Name, Caption, Type, Length, and Decimal are the same as those in the parent form, shown above.

Figure: AR-30 =] Editing Field [AD] in MSTTX (=== @1
Udf Editing Field screen
form. Field Name: AD ~

Caption: Additional Data

Type: Character |«

Tool Tip Text: Enter Additional Information

Format:

Length: 30 = [Juse as a Find field to Search In:

Decimals: 0= [Juse as a Report Query field

[ use it in Report Viriter
oK Cancel

Tool Tip Text
The Tool Tip Text field is used to create a tip that will appear when the mouse cursor is floated over the field
in the Udf tab screen form.

Y Tip The following chart shows the relationship of the available types to the other
controls.

Tool Tip .
Type Text Format Length Decimals

Character || Available |User Defined| Available N/A
Numeric Available |User Defined| Available Available
Date N/A N/A N/A N/A
Logical N/A N/A 1 (Preset) N/A
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Format

The Format field is used to enter a format that will control the appearance of the entry to the Udf field. If the
format entry is the letter, a, h, 1, n, u, w, or x, the user’s entry is unchanged. If the format entry is the letter y, the
user’s entry is changed to all capital letters. Using any other letter will cause the user entry in that position of the
field entry to change to that particular letter, number, or character.

i Results for Value
E t D ti F tE |
orma escription ormat Examp Fod Bt e
Converts lowercase letier to uppercase
letters. The quantity of characters that the
! 1 1314 1
& usercan enferina UDF islimited tothe | ez e B
quanfity of Exclamation (1) characters.
# Permits only entry of digits, spaces, and HHH Hello 12/31/06 T (Qverflow)
sy, Sueh e s oo BB #5% | HelloWork | 12/31/06 | 13579246 245
9 Permits only entry of digits and signs, such 99335 Hello 12/31/06 T (Overflow)
P e e =y 9999993999 | Hello Work | 12/31/06 13579246
Display the current digits grouping, or RS
separator symbol, as set by the Regional 999,999 Hello 12/31/06 = (Overflow)
! and Language Options setting in the
Windows Control Panel. 999,999,999 Hel,lo Wor 12/31/06 13,579,246
Display the current digits grouping, or T
separator symbol, as set by the Regional 999,999 Hello 12/31/06 ;7 (Overflow)
7 and Language Options setting in the
Windows Control Panel. 999,999,999 Hel lo Wor 12/31/06 13,579,246
A Permits alphabefic characters only. AAAAAA Hello 12/31/08 AAAAAN
H F'revents‘_anlry of noq-_hexadgglmal symbols HHHHH Hello 12131106
in the specified position.
L Permits logical data only. LLLLL Hello 12/31/06 LLLLL
N Permits letters and digits only. NNNMNN Hello 12/31/06 NMNNNN
Permits alphabetic characters only and
131/
u T yuuuu HELLO 12/31/06 Juuuu
w F'ermrFsaIphahehc characters only and WWWWW hello 19106 . e
converts them to Lowercase (a-z).
X Permits any characters. KHXXKX Hello 12/31/06 XXHXKX
Permits the letiers Y, y, N, and n for the
logical values True (T) and False (F),
Y respectively. Note: If the type value is text, YYYYY HELLO 12/31/06 YYYYY
the value will be converted to uppercase
letiers.
Virtually any character can be used in the TPQQW TPQQK 12/31/06 TPQQW
format, but its behavior is subject to the
table above. 123TQW 123TQh 12/31/06 123TQW

Figure: AR-31 Data Format Chart. This chart shows the format, description, an example, and
results.

Length
The Length field is used to enter the number of characters of the entry to the Udf field.

Decimals
The Decimals field is used to enter the number of decimals of a number field (only) of the entry to the Udf field.



Accounts Receivable AR-35

Figure: AR-32 = . T

Sales Tax Codes master e SR
record Udf tab screen form | | wein || TaxRate | Udf
showing the Tool Tip for
the first field listed.

Additional Data Due Quarterly

|Enter Additional Information

Define Fields

Edit

Delete
The Delete button is used to remove any previously saved character, numeric, date, or logic fields for this master

file.

Close
This button closes the currently opened form and eliminates any data that has been changed since the last save.
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Section 4 — Salespersons

Modular Menu Access
AR | Sales Persons

Modular Menu Access
Miscellaneous | Sales Person

Standard Menu Access
List | Miscellaneous | Salespersons

Overview
This master record records salesperson codes as a reference code used by the Account Receivable billing forms.

When the record is complete or satisfactorily edited, either click on the [l Save button or press Ctrl-S to save
the changes.

New Record

Initial access to Salespersons is from the menu opens the Salespersons - New form. This form is used to enter
new salesperson information. However, access to a new form when another salesperson record is on the screen
only requires pressing the Ctrl+N or using the New icon [ on the toolbar. The system will ask, however, if
changes to the record should be saved.

Figure: AR-33 £ Sales Person - New =
Salespersons — New screen| ———

Main | ydf |
form. S

Sales Person

Name

Editing an Existing Record

The list of salespersons may be examined by clicking on the Magnifying Glass icon [2] (at the top of the screen)
or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Scrolling Through Salespersons’ Records

Users can scroll through the sales tax code records by using the navigation buttons on the toolbar at the
top of the screen. Clicking on the First icon [&] (at the top of the screen) will open the first record of the list,
according to Sales Tax Code. Clicking on the Previous icon [] (at the top of the screen) will open the immediately
previous record of the list, according to Salesperson Initials. Clicking on the Next icon [] (at the top of the
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Figure: AR-34
Salespersons Find/Search
screen.

Sales Person E=5(ECE)
o |_sewrch |
Searchin Sales Person lz‘
Condition Begin with lz‘

[ Case Sensitive
Sales Person Name i
AM Alisza Monte
M3 Mike Jargon

screen) will open the next record of the list, according to Salesperson Initials. Clicking on the Last icon [i] (at the
top of the screen) will open the last record of the list, according to Salesperson Initials.

Figure: AR-35

Sample Accounts
Receivable Salespersons
master record screen form
for editing.

Sales Person - AM  Alissa Monte

[F=3 ECH 3

Sales Person AM

Name Alissa Monte

Edit
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Cloning an Existing Record

Once a record is selected, users can clone it to create a new record, and make modifications to the cloned record.
Once the source record is brought to the screen, use the Clone Record icon [ on the toolbar. The system will ask,
“Do you want to clone this record?”” Click on the Yes button to clone it, or click on the No button to leave this
process. Records can be edited as described above. However one difference is that the cloned record will require
a new Salesperson to be saved as a new record.

Figure: AR-36 =] Sales Person - New
Cloned record. Note that e

the other field, but not the
Salesperson Initials, match | | Sakesfesen I
the source record. s Alissa Monte

—

i [

Deleting an Existing Record
Once a sales tax code has been saved, it cannot be deleted (or the salesperson changed) if it has been used in any
transactions.

Once the source record is brought to the screen, use the Delete icon [x] (at the top of the screen). The system will
ask, “Do you want to delete this record?”” Click on the Yes button to delete it, or click on the No button to leave
this process.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [dl Save button on the toolbar or press
Ctrl-S to save the changes.

Main Tab

The Main tab is used to enter the salesperson’s initials and name.

Salesperson Initials

Enter the Salesperson Initials desired. Any 3-digit alpha or numeric character or combination of both can be used
in the Salesperson initials. BIS® checks for duplication. A warning will appear if the code that has already been
assigned.

Please note that the Salesperson Initials title is a hyperlink field as well as the description of the information to
be entered. Right-clicking on the Salesperson Initials hyperlink opens access to the Salesperson File report that
can be directly accessed.

Name
Enter the full name of the salesperson in the alphanumeric field limited to 30 characters.
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Udf Tab

This tab will display up to thirteen User Definable Fields that can store additional information in the Salespersons
master record. Click the Define Fields Button to add new fields and manage existing fields.

Figure: AR-37 =1 Sales Person - AM  Alissa Monte = Eoh )
Salesperson file, Udf tab :
screen form with one =
example of a user defined | | sn= |1ys/20m [v]
field.
Edit
Define Fields Button

User Definable Fields may be added to the Customers, Vendors, Employees, Inventory Items, Worker's Comp.
Classifications, Union, Sales Tax Codes, Salespersons, Jobs, and Equipment master records for customizable data
storage. Up to 13 different fields can be added to each master record. These fields are either character, numeric,
date, or logical in nature to provide the maximum flexibility in creating exactly the type of field needed.

Figure: AR-38 = User Defined Fields for Sales Person =] = ==
Sample User Deﬁned FIEId Field Caption Type Length Dec Display Order =
for Salesperson screen SINCE Since b 8 o 1]
form.
« b "
T

All pre-existing fields will be listed in the User Defined Fields form. New fields can be created and existing fields
may be edited or deleted from this form. In addition, the order the fields are listed may be adjusted by changing
the Display Order.

Field
This field displays the field name for a User Definable Field that was entered upon creation. Once a field name
assigned, it cannot be altered.

Caption
The Caption field displays the caption that will be shown next to the field on the Udf tab of the associated master
record.

Type
This field displays the letter C (character), N (numeric), D (date), or L (logical) for the field type.
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Length
The Length field displays the maximum number of alphanumeric characters that may be saved within this field.

Decimal
The Decimal field displays the number of decimal places that will be displayed. Only numeric fields have a value
greater than zero.

Display Order

The Display Order field shows the numeric order of the field for the Udf tab of the associated master record.
A “1” designates the field as the first or top field on the tab, while higher numbers indicate a lower placed field
on the tab. The Display Order value may be changed here for reordering purposes.

New
The New button is used to create a new character, numeric, date or logic field for this master file.

Figure: AR-39 =2 New Field for MSTSP == =
Udf New Field screen form.

Field Mame: |

Caption:

Type: Character lz‘

Tool Tip Text:

Format:

Length: 0=

Decimals: 0=

oK || Cancel

Edit

The Edit button is used to alter character, numeric, date or logic fields previously created for this master file. The
fields, Field Name, Caption, Type, Length, and Decimal are the same as those same fields available in the parent
form, shown above.

Figure: AR-40 =4 Editing Field [SINCE] in MSTSP [o] ® |l
Udf Editing Field screen .
form . ZEIdﬁName: gE
apuon: 1CE)
Type: Date lz‘
Tool Tip Text: Starting Date
Format:
Length: 8
Decmals: 0
[0]4 || Cancel
Y Tip | The following chart shows the relationship of the available types to the other
controls.
Tool Tip .
Type Text Format Length Decimals
Character |[ Available [User Defined| Available N/A
Numeric Available |User Defined| Available Available
Date N/A N/A N/A N/A
Logical N/A N/A 1 (Preset) N/A
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Tool Tip Text
The Tool Tip Text field allows a tip to be entered that will appear when the user floats the mouse cursor over
the field in the Udf tab screen form.

Figure: AR-41 =7 Sales Person - AM - Alissa Monte ===
Sales Person Udf tab
showing Tool Tip for the B
first field entered. Since | 08/28/YYYY|w
Edit

Format
The Format field is used to enter a format that will control the appearance of the Udf field. If the format entry

Results for Value

Format Description Format Exampl

Text Date Numeric
Converts lowercase letier fo uppercase
letters. The quantity of characters that the
1 i 31 1
& usercan enferina UDF islimited tothe | HELLED R Al
quantity of Exclamation (1) characters.
# Permits only entry of digits, spaces, and #iH Hello 12/31/08 e (Overflow)
S, Sl s e S HHHH ## | HelloWord | 12/31/06 | 13579246 245
9 Permits only entry of digits and signs, such 99999 Hello 12/31/06 w (Overflow)
i 9999999999 | Hello Word | 12/31/06 13579246
Display the current digiis grouping, or T
separator symbol, as set by the Regional 999,999 Hello 12/31/06 7 (Overflow)
' and Language Options setting in the
Windows Contral Panel. 999,999,999 Hel.lo Wor 12/31/06 13,579,246
Display the currentdigits grouping, or T
separator symbol, as set by the Regional 999,999 Hello 12/31/06 2 (Overflow)
7 d L Opti tting in th
o e o e e 999,999,999 | Hello Wor | 12/31/06 13,579,246

Windows Control Panel.

A Permits alphabefic characters only. AAABAA Hello 12/31/06 AABANA
H F'revents.n.anlry of nor?-.hexadelc.lmal symbols HHHHH Hello 12/31/06
in the specified position.
L Permits logical data only. LLLLL Hello 12/31/06 LLLLL
N Permits letters and digits only. NNNNN Hello 12/31/08 NNNNN
Permits alphabefic characters only and
314
U converks them to uppercase (A-Z). Uuuuu HELLO 12/31/08 Juuuuy
w F'ermr.tsalphabehc characters only and WIWWWW hello 12/31/06 = e
converts them to Lowercase (a-z).
X Permits any characters. KAXXX Hello 12/31/08 XAXAXX
Permits the letiers ¥, y, N, and n for the
logical values True (T) and False (F),
Y respectvely. Note: If the type value is text, YYYYY HELLO 12/31/08 YYYYY
the value will be converted to uppercase
letiers.
Virtually any character can be used in the TRQQW TPQQK 12/31/06 TPQQW
format. but its behavior is subject to the
table above. 123TQW 123TQh 12/31/08 123TQW

Figure: AR-42 Data Format Chart. This chart shows the format, description, an example, and
results.
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is the letter, a, h, 1, n, u, w, or X, the user’s entry is unchanged. If the format entry is the letter y, the user’s entry
is changed to all capital letters. Using any other letter will cause the user entry in that position of the field entry
to change to that particular letter, number, or character.

Length
The Length field is used to enter the number of characters of the Udf field.

Decimals
The Decimals field is used to enter the number of decimals of a number field (only) of the Udf field.

Delete
The Delete button is used to remove any previously saved character, numeric, date or logic fields for this master
file.

Close
This button closes the currently opened form and eliminates any data that has been changed since the last save.
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Section 5 — Payment Terms

Modular Menu Access
AR | Payment Terms

Modular Menu Access
Miscellaneous | Payment Terms

Standard Menu Access
List | Miscellaneous | Payment Terms

Overview

The Payment Terms file allows standard payment terms to be saved and recalled for use throughout the program
for vendors and customers. Payment terms are used for aging vendor and customer invoices and for offering
discounts for early customer payments. Default payment terms can be set up in the vendor and customer master
records.

When the record is complete or satisfactorily edited, either click on the Save [ button or press Ctrl-S to save
the changes.

New Record

Initial access to Payment Terms from the menu opens the Payment Terms - New form. This form is used to enter
new payment terms information. However, access to a new form when another payment terms record is on the
screen only requires pressing Ctrl+N or using the New icon [J on the toolbar. The system will ask if any changes
to the record should be saved.

Figure: AR-43 [ Payment Terms - New [l s
Payment Terms — New

screen form.

Main ]

Payment Terms
Payment Type Standard lz‘
Standard
Days to Due Date 0
Discount
Discount Type Percentage lz‘
Discount Percentage 0.00
Discount Amount 0.00
Days to Discount Date 0

Editing an Existing Record

The list of salespersons can be examined by clicking on the Magnifying Glass icon [2] (at the top of the screen)
or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.
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Figure: AR-44
Payment Terms
Find/Search screen.

Payment Terms

Search for Eoad)
Searchin Terms lz‘ Clear
Condition Begin with lz‘ Ok
[7] case sensitive Cancel
£20-15/NET 30TH |Due Date Driven a 0.00 15 |Fixed Amount 30| 20.00
2%-10/MET 30 | Standard 30 2.00 10 Percentage 0/ 0.00
5%-15/MET 30TH Due Date Driven [u] 5.00 15 Percentage 30 0.00
MET 21 Standard 21 0.00 0 |Percentage 0 0.00
MET 30 Standard 30 0.00 0 Percentage 0.00
MET 7 Standard 7 0.00 0 |Percentage 0.00
I 1 [l e— ¢

ih

-

Scrolling Through Payment Terms Records

Users can scroll through the payment terms records by using the navigation buttons on the toolbar at the
top of the screen. Clicking on the First icon [4] (at the top of the screen) will open the first record of the list,
according to Payment Terms. Clicking on the Previous icon [] (at the top of the screen) will open the immediately
previous record of the list, according to Payment Terms. Clicking on the Next icon [] (at the top of the screen)
will open the next record of the list, according to Payment Terms. Clicking on the Last icon [l (at the top of the

screen) will open the last record of the list, according to Payment Terms.

Figure: AR-45

Sample Payment Terms
master record screen form
for editing.

Payment Terms - $20-15/NET 30TH

Payment Terms
Payment Type

Due Date Driven
Day of Month Due

Discount -

Discount Type
Discount Percentage
Discount Amount
Days to Discount Date

520-15/NET 30TH
Due Date Driven

[=]

30 = @) Min Days for Due this Month
() Force Next Month

Fixed Amount Iz‘
0.00
20.00
15 £

i3

Edit
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Cloning an Existing Record

Once a record is selected, user can clone it to create a new record and make modifications to the cloned record.
Once the source record is brought to the screen, use the Clone Record icon [ on the toolbar. The system will ask,
“Do you want to clone this record?”” Click on the Yes button to clone it, or click on the No button to leave this
process. Records can be edited as described above. However one difference is that the cloned record will require
a new Payment Terms to be saved as a new record.

Figure: AR-46 =3 Payment Terms - New
Cloned record. Note that = e
the other fields other than

Main 1

the Payment Terms, match | | BaymentTerms
the source record R Soridord [=]
Standard
Days to Due Date 0
Discount
Discount Type Percentage lz‘
Discount Percentage 0.00
Discount Amount 0.00
Days to Discount Date 02

Deleting an Existing Record
Once a sales tax code has been saved, it cannot be deleted (or the particular payment terms) if it has been used
in any transactions.

Once the source record is brought to the screen, use the Delete icon [X] (at the top of the screen). The system will
ask, “Do you want to delete this record?”” Click on the Yes button to delete it, or click on the No button to leave
this process.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar, or press
Ctrl-S to save the changes.



AR-46 Accounts Receivable

Main Tab

This tab contains information about payment terms.

Payment Terms

Enter the payment terms description desired. Any 20-digit alpha or numeric character or combination of both can
be used in the Payment Terms field. BIS® checks for duplication. A warning will appear if the new code has
already been assigned.

Please note that the Payment Terms title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Payment Terms hyperlink opens access to the Payment Terms report that can be
directly accessed.

Payment Type

Two selections are available from the drop down tool: Standard and Date Driven. Standard refers to payment
terms in which the payment is due in a number of days, such as 25 or 30 days. Date Driven refers to payment
terms in which the payment is due on a specific date of any given month, such as the 10® of the month. Click on
the correct selection.

Depending on whether Standard or Date Driven was selected, one section of the screen form below will become
available, and the other will be grayed out.

Figure: AR-47

=3 Payment Terms - 2%-10/NET 30 [ ]
Payment Terms sc_reen H\
form sample showing a
Payment Type- Standard Payment Terms 2%-10/NET 30
and the corresponding Eapment s Standerd [=]
section Standard available | | **™ -
for editing. Note that the P S ars :
Date Driven section of the | | ;e
screen form is grayed out. S pr—
Discount Percentage 2.00
Discount Amount 0.00
Days to Discount Date 10 =
Edit
Figure: AR-48 =4 Payment Terms - 2%-10/NET 20 ==

Payment Terms screen
form sample showing a

Payment Type' Date Payment Terms 2%-10/NET 30
Driven and the Payment Type Due Date Driven |z|
corresponding section Date| | ™= e
Day of Month Due 0k 1@ Min Days for Due this Month 0=

Driven available for
editing. Note that the s
Standard section of the =

(7 Force Next Month

N Discount Type Percentage
screen form is grayed out. 2.00

0.00

Discount Percentage
Discount Amount
Days to Discount Date

10 1=

Edit
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Standard — Days to Due Date
Enter or select the correct number of Days to Due Date for this Payment Term. This can be any number up to
999.

Date Driven
Days to Due Date
Enter or select the correct number of Day of the Month Due. This can be any number up to 31.

Min Days for Due this Month

This “radio button” is used to enter the number of days that the invoice must be available prior to payment to be
paid in the same month. If the invoice is dated so that too few days are available, the due date is moved to the
following month.

Also enter or choose the minimum number of days of an invoice to be in-house to be due in the same month. The
maximum number is 31, but please note that this number cannot be higher than the Days to Discount Date
covered below.

Force Next Month
Irrespective of what date is entered, the due date is moved to the selected day of the following month.

Y Tlp This chart shows the interactive effect of the Invoice Date, Date Driven Date,

and Days to Due Date.
Invoice Date | Date Driven | Days to Due | BIS Due Month
Date Date

1 15 15 This Month
1 15 16 Next Month
9 14 10 Next Month
5 15 10 This Month
30 10 5 Next Month
30 10 15 Month After Next

Discount

Discount Type

There are two options for Discount Type: Percentage and Fixed Amount. Percentage refers to percent rate applied
to the invoice amount that is offered as a discount if paid within the number of days (Days to Discount Date)
indicated below. Fixed Amount refers to a set discount amount that will be applied to the invoice amount if paid
within the number of days (Days to Discount Date) indicated below. Click on the correct selection from the drop-
down tool.
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Figure: AR-49

Payment Terms screen
form sample showing
Discount Type Percentage
and the Discount
Percentage field available
for editing.

=4 Payment Terms - 2%-10/MET 30

{Main |

[E= o >

Payment Terms
Payment Type
Standard

Days to Due Date

Discount

Discount Type
Discount Percentage
Discount Amount
Days to Discount Date

2%-10/MET 30
Standard

30 =

Percentage lz‘
2.00

0.00
10 &

Edit

Depending on whether Standard or Date Driven was selected, one section of the screen form below will become
available, and the other will be grayed out.

Figure: AR-50

Payment Terms screen
form sample showing
Discount Type Fixed
Amount and the Discount
Amount field available for
editing.

=3 Payment Terms - $20-15/NET 30TH

Payment Terms
Payment Type

Due Date Driven

Day of Month Due

Discount

Discount Type

|620-15/NET 30TH

Due Date Driven

30

[+]

(@) Min Days for Due this Month

() Force Next Month

Fixed Amount lz‘

0.00
20.00

Discount Percentage
Discount Amount

Days to Discount Date 15 1=

Edit

Discount Percentage
If the Discount Type Percentage was selected, this field is available for entry of the percent number that will be
applied to invoices using this Payment Terms.

Discount Amount
If the Discount Type Fixed Amount was selected, this field is available for entry of the number (dollars and
cents) that will be applied to invoices using this Payment Terms.

Days to Discount Date
Enter the number of days to qualify for the discount specified above. This can be any number up to 3-digits, but
interactive restrictions apply.
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& Caution | The Days to Discount Date cannot be greater than the Min Days to
Due Date. If such a number is selected, a warning message is
provided when saving the payment terms.

L Tip
The interactive connection between the Days to Discount Date and Min Days for
Due this Month is designed to prevent “impossible” billing terms.

For example, without this restriction, one could enter a payment terms that would
require more days than the discount date permits to have the invoice in house and
still qualify for the discount. The restriction ensures that the number of days
needed to qualify for the discount must be less than the number of days that the
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Sales Orders

A sales order can be used to record related information prior to an actual sale. Once the actual sale is completed,
the sales order can be converted into an invoice using the Invoices from Sales Orders option, avoiding the need
to reenter the required information. Depending upon whether a job number is included in the sales order, BIS®
will create either a sales invoice (without a job number) or a contract invoice (that includes a job number).

g TiP When a sales order is converted into an invoice, the data is no longer stored in
the sales order file and cannot be viewed or edited there. The new invoice
must be located in the appropriate file (Sales Invoices or Contract Invoices) to
be viewed, edited or printed.

A Sales Order can be used for sales of inventory or services. However, only inventory sales will be posted to the
job record to account for Cost of Goods Sold (COGS).

Modular Menu Access
Accounts Receivable | Sales Orders

Standard Menu Access
Transactions | Sales Orders

New Record

Initial access to sales orders from the menu opens the Sales Orders - New form. This form is used to enter new
sales order information. However, access to a new form when another sales order record is on the screen only
requires pressing Ctrl+N or use the New icon [J on the toolbar. The system will ask, if any changes to the record
should be saved.

Figure: AR-51 =7 Salles Orders - New (=
Sales Order — New screen | s | oo T |
{Hiain } | gl To || shipTo || &R Account || print options || coGs || wotes |
form ' Sales Order # 1002 |... Sales Person @
Order Date Fil Discount Level @
Job Number @ Payment Terms @
Customer Id @ Ship Via @
Purchase Order ship Date £.f E
Item GL Account Frice Order Ship Disc. %% Amount Tax Disc Description
@ =T |
Il I +
Acct Mame Awg Cost 0.00000 Subtotal 0.00
Item Pref Cost 0.00000 Discount 0.00 % 0.00
On Hand 0.00 Last Cost 0.00000 Freight 0.00
Assigned 0.00 Special Disc. On 0,00 |Sales Tax &) 0.00
Qty. Avail, 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amount 0.00
-New

Scrolling Through Sales Order Records

Sales Order records can be scrolled by using the navigation buttons on the toolbar at the top of the screen.
Clicking on the First icon [ (at the top of the screen) will open the first record of the list, according to Sales
Order # . Clicking on the Previous icon [4] (at the top of the screen) will open the immediately previous record
of the list, according to Sales Order #. Clicking on the Next icon [2] (at the top of the screen) will open the next
record of the list, according to the Sales Order #. Clicking on the Last icon [4] (at the top of the screen) will open
the last record of the list, according to the Sales Order #.
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Figure: AR-52 = :
" - =3| Sales Orders =] @
Sales Order Find/Search
screen form. o Search
Search in Order # - Clear
Condition Less than ~
[ case Sensitive Cancel
Fiscal Year | Al ~
Order #  Customer Id Date AR Acct Amount Job s ™
22|Co01 08/26) 1110 2,45 1000 | AM
23/C003 09/09) 1110 21,000.00 AM
24\C002 0903} 1110 1,442.45
25 C001 09/03) 1110 2,080.00 M
26 C002 09/09) 1110 2,500.00 1030
W
|« >

Editing an Existing Record

The list of existing sales orders can be examined by clicking on the Magnifying Glass icon [2] (at the top of the
screen) or pressing Ctrl+F, and double clicking on the item of interest. Records cannot be edited, however. Note
that when the sales order screen form appears, most of the fields at the top are shaded; information can not be
entered or changed.

Deleting an Existing Record

Existing records can be deleted if they have not been used in subsequent transactions. Once the source record
is brought to the screen, use the Delete button on the tool bar. The system will ask, “Do you want to delete this
record?” Click on the Yes button to delete it, or click on the No button to leave this process.

Main Tab

The Sales Order function is used to record an order for an inventory item that will be supplied to a customer.
Alternatively, it can be used to record sales of services that will be provided to a customer. This form is also used
to enter the sales order beginning balances when setting up records for the first time in BIS®. Single sales orders
can also be printed or reprinted from here using the Print button on the main tool bar. All sales orders run by
using the Print option will be posted in this file. The Main tab records basic information related to the sales order
written.

Figure: AR-53 =3 Sales Orders - 261 - CO02 [ =
Sa m ple sales Order screen Bl To ShipTe AR Account Print Options Motes
form for an inventory item.|  saes order = 1] Sales Person
Order Date 08/28/¥YYY Discount Level
Job Mumber Payment Terms | 2%-10/NET 30
Customer Id coo2 Harman Brothers Ship Via
Purchase Order Ship Date 08/28/ YYYY
Item GL Account Price Order Ship Disc, % Amount Tax Disc Desciption ~
M EA1000-1 4010 200.00 12.00 12.00 0.00 2,400.00 Harmon Brothers -
|| l:l 4010 750.00 0.00 0.00 0.00 0.00 Harmon Erothers -
—i ~
1< >
AcctMame | Contract Revenue Avg Cost 0.00000 Subtotal 2,400.00
Item Steel Box Pref Cost. 60.00000 Discount 0.00 %% 0.00
©On Hand 0.00 Last Cost. &0.00000 Freight 0.00
Assigned 0.00 Spedial Disc. On 0.00 Sales Tax 0.00
Qty. Avail, 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amount 2,400.00
Closed
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The Main tab records information related to the sales order written. Immediately after entering one or more sales
orders, the results of the transactions can be seen by viewing or printing the Sales Orders, the Open Order List,
Back Order List, Inventory on Order, and/or Inventory on Back Order reports.

Figure: AR-54 =7 Sales Orders - New =%
Sales Order — New SCreen  main gito shpTo 4R Account  printOptons Notes
form . Sales Order # 262 | ... Sales Person =Y
Order Date 11 ~ Discount Level 23
Job Mumber =8 Payment Terms =Y
Customer Id =8 Ship via =Y
Purchase Order Sship Date 11 =
Item GL Account Price QOrder Ship Disc., % Amount Tax Disc Desaiption ~
p a ol =
I v
I« >
Acct Name Avg Cost 0.00000 Subtotal 0.00
Item Pref Cost| 0.00000 Discount 0,00 |2 0.00
On Hand 0.00 Last Cost| 0.00000 Freight 0.00
Assigned 0.00 Spedial Disc. On 0.00 Sales Tax o 0.00
Qty. Avail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amount 0.00

New

Sales Order Number

This field records the sales order number that is used to identify a record. BIS® assigns a consecutive number
automatically. The number assigned can be changed in the AR tab of the System Wide Parameters by changing
the number listed in the Last Sales Order Number field. The AR tab also offers an option to allow the user to
assign a sales order number manually for every record.

Order Date
This field records an order date for the sale. This date can be entered manually or by using the Calendar tool.

Job Number

Enter the associated job number or use the Find tool to browse or select from the Jobs table. The job number must
be on file. Use the Jobs Master Record from the Jobs menu to enter new jobs or change existing jobs. This field
is an alphanumeric field and is limited to ten characters.

Please note that the Job Number title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Job - New form. Right-clicking on the Job Number hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-55 Job List
Reports directly accessible

. . Job Budget
by right-clicking on the
field hyperlink Schedule of Values
Subcontract List

Subcontract Report
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Customer Id
This field displays the customer identification number associated with this record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Job - New form. Right-clicking on the Customer Id hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-56 Customer File
Reports directly accessible Customer Labels

by rlght-dlcklng on the Customer Ledger

ﬁeld hyper“nk. Accounts Receivable Aging

Customer Deposits
Customer Payments
Customer Refunds

Purchase Order
This field records the customer purchase order number associated with the sales order.

Sales Person

This field records the initials of the salesperson making this sale. If a particular salesperson has been entered in
the Defaults section of the Customers master record, these initials will be filled in automatically, but can be
changed if necessary. This may be entered manually or by using the Find tool, but the initials recorded must exist
in the Salespersons file.

Please note that the Sales Person title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Sales Person - New form. Right-clicking on the Sales Person hyperlink can
directly access the Sales Person File report.

Discount Level

This field is used to record the discount level that applies to the sale. If a discount level has been entered in the
Defaults section of the Customers master record, the level will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the discount level recorded must exist
in the Discount Schedule.

Please note that the Discount Level title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Discount Schedule - New form. Right-clicking on the Discount Level hyper-
link directly accesses the Discount Schedule File report.

Payment Terms

This field records the payment terms that apply to the sale. If payment terms have been entered in the Defaults
section of the Customers master record, these terms will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the payment terms recorded must exist
in the Payment Terms file.

Please note that the Payment Terms Level title is a hyperlink field as well as the description of the information.
Left-clicking on this hyperlink opens the Payment Terms - New form. Right-clicking on the Payment Terms
hyperlink directly accesses the Payment Terms report.

Ship Via
This field records the shipping method that applies to the sale. The information may be entered manually or by
using the Find tool.
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Please note that the Ship Via title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Ship Via - New form. Right-clicking on the Ship Via hyperlink directly accesses the
Ship Via File report.

Ship Date
This field records the date the order should be shipped. The date may be entered manually or by using the
Calendar tool.

Form Columns

Item

This column records the code of the inventory item ordered. The code may be entered manually or by using the
Find tool. This field is not required and may be left blank for non-inventory sales orders. Item codes are
maintained in the Inventory Items master file.

GL Account
This column records the general ledger account number that will be affected by the transaction line item. The
Find tool may be used to select an account number from those recorded in the Chart of Accounts.

. The ability to post sales to GL accounts not associated with jobs is
A Caution | determined by a setting in Administrator | System Wide Parameters | AR
tab. If billing non-job GL accounts, uncheck the feature, “Restrict GL

Price
This field records the selling price per unit. If a selling price has been recorded in the Inventory Items record of
the item selected, this price will be pulled up automatically, but may be changed if necessary.

Order

This column records the total quantity of items or units ordered. Ifthe entry is for a non-inventory item, this field
is not required unless BIS® will calculate the extended price. This entry in this field will update the number of
units assigned in the item’s inventory record.

Ship

This column records the quantity of items or units that will be shipped at this time. BIS® will automatically fill
in the number of units ordered. This number may be changed, for example, if the items are out of stock, but
should not be greater than the number ordered. If the quantity to be shipped is greater than the quantity on hand,
a warning will be displayed. This quantity is multiplied by the unit price to calculate the extended price
(Amount).

Discount Percentage

This column records the discount percentage for the line item. If a price discount code has been recorded in the
Inventory Items record of the item selected, BIS® will automatically cross-reference the item price discount code
with the customer’s discount level in the Discount Schedule to fill in the correct percentage automatically. This
percentage may also be entered or changed manually.

Amount
This column records the extended price for the line item. BIS® will calculate this amount by multiplying the unit
price by the units to ship, minus the discount. The amount can also be entered or changed manually.
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Tax

This column allows line items to be marked as taxable items. When a checkmark appears in the Tax box, sales
tax will be calculated for that line item and added to the Sales Tax field in the Totals section of the record. The
checkmark can be toggled on and off by clicking on the box in this column.

If the inventory item is a taxable item by default, the item will be marked as taxable in the Sales Order if the
customer and job are similarly marked.

Discount Column

This column allows a special discount to be applied to line items marked. When a checkmark appears in the
Discount box, the Discount fields in the Totals section of the record are enabled. The special discount percentage
entered will be applied only to those line items marked. The special discount is calculated separately from any
discounts offered using the Discount Schedule.

Description Column

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for this item, click the button to open a Notes [.J box. An unlimited amount
of information related to this line item may be stored in this field.

Report Code Column

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. This code may be typed or entered using the Find
tool.

CC Column
If the account number selected for the line item has been assigned a Job Cost type, the button in this column will
open the Job Cost screen, where the item can be posted to a specific cost code.

Summary
This section displays summary information about the Sales Order.

Acct Name
This displays the name of the general ledger account for the line item selected.

Please note that the Account Name title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Job Number hyperlink opens
a selection of reports that can be directly accessed.

Figure: AR-57 Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by r|ght'cl|ck|ng on the Chart of Accounts Tree Structure
field hyperlink. m——

Item

This field displays the item description for the line item selected.

Please note that the Item title is a hyperlink field as well as the description of the information. Left-clicking on
this hyperlink opens the Inventory Items - New form. Right-clicking on the Item hyperlink opens a selection of
reports that can be directly accessed.
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Figure: AR-58 Inventory File
Reports directly accessible Inventory Labels
right-clicking on the field Price List
hyperlink. Inventory Activity History

Inventory Planning Report
Inventory Reorder

Inventory Back Ordered

Inventory on Order

Inventory on Back Order

On Hand
This field displays the quantity on hand of the inventory item listed in the selected line item.

Assigned
This field displays the quantity assigned to customers through sales orders and invoices of the inventory item
listed in the selected line item.

Quantity Available
This field displays the quantity available (not assigned to customers) of the inventory item listed in the selected
line item.

Back Order
This field displays the quantity of the inventory item listed in the selected line item that is back ordered.

Average Cost
This field displays the average cost per unit for the highlighted inventory item.

Preferred Cost
This field displays the preferred cost per unit for the highlighted inventory item.

Last Cost
This field displays the last cost per unit for the highlighted inventory item.

Special Discount On
This field displays the total amount from all line items that are marked for a special discount. Marked items show
a checkmark in the Discount column box.

Sales Tax On
This field displays the total amount from all line items that are marked as taxable items. Marked items show a
checkmark in the Tax column box.

Tax Rate
This field displays the tax rate associated with the Sales Tax code selected. This rate is set up in the Sales Tax
Codes file.

Totals Section

Subtotal

This field displays the subtotal for the line items entered. The amount is the sum of the Amount column for all
line items.
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Discount

This field records a special discount percentage that will be applied to all line items showing a checkmark in the
Discount column. Ifthe special discount is entered as a dollar amount, the discount percentage will be calculated.
If no line items are marked for a special discount, these fields will appear disabled (grayed). Special discounts
are not related to discounts offered by using the Discount Schedule.

Freight
This field records the total amount that the customer will be charged for freight.

Sales Tax

This field records the sales tax code for the sales tax district that applied to this sale, if any. This code may be
entered manually or by using the Find tool, but must appear in the Sales Tax Codes file. The tax rate for the code
selected will be used to calculate the sales tax for the items so marked.

Please note that the Sales Tax title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Sales Tax - New form. Right-clicking on the Sales Tax hyperlink directly accesses
the Sales Tax File report.

L Tip

Sales Taxes follow a hierarchy of rules:

For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.

For Applications for Payment (posted to Accounts Receivable), the Job

Total Amount
This field displays the total dollar amount for the sales order. This calculated by adding the subtotal of all line
items, the freight amount and the sales tax amount, minus any special discount applied.
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Bill To Tab

The Bill To tab is for reference only. The fields in this tab display the billing address that will appear on the
invoice, which is recorded in the Customers master record for the customer selected. Also displayed here is
information regarding the payment history of the customer.

Figure: AR-59
Sales Order — Bill To tab
screen form sample.

Main (Bl To shipTo

Customer Id

Name

Address 1

Address 2

City

State

Zip Code

Total Due

Credit Limit

Date Account Opened
Last Payment Date
Last Payment Amount
Oldest Invaice

Last Statement

Type of Customer

=3 Sales Orders - 261 - CDO2

(RN e =)

AR Account  Print Options Notes

cooz
Harmon Brothers
5400 Peach Street

Atlanta
GA
30301
13,124.06
15,000.00
01/01f YYYY
L)

Georgia

0.00

1003
03/04 vyyy
Open [tem

Closed

Customer Id

Enter the Customer Id code desired. Any 10-digit alpha or numeric character or combination of both can be used
in the Customer Id. BIS® checks for duplication. A warning will appear if a code is entered that has already been
assigned.

Please note that the Customer Id title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Billing Code hyperlink opens access to the reports that can be directly accessed.

Figure: AR-61
Right-click a hyperlink to
display a selection of
accessible reports.

Customer File

Customer Labels

Customer Ledger
Accounts Receivable Aging
Customer Depasits
Customer Payments

Customer Refunds

Each billing code identifies a billing item in the schedule of values. The billing codes are maintained in the
Billing Code Library. The billing code can be any combination of numbers and/or letters up to ten characters in
length. It is suggested that all codes be made the same length. For example, five-digit code number are initially
used, five-digit numbers should be applied to all additional codes. However, codes may also be assigned to make
the list easier to organize or read; in those cases, other digit lengths may be useful.

Customer Name
This field displays the full name of the customer represented by the customer Id selected.

Address 1
This field displays the customer primary street address.
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Address 2
The secondary customer street address is recorded here.

City
This field displays the customer’s city.

State
This field displays the customer’s state abbreviation.

Zip Code
This field displays the customer’s postal zip code.

Total Due
This field displays the total currently due from the customer. BIS® calculates this automatically from the accounts
receivable and cash receipts records.

Credit Limit
This displays the credit limit that is recorded in the Customers master record. If the Total Due is greater than the
customer's limit, BIS will display an Over Limit warning.

Date Account Opened
This field displays the date the customer's account was opened. This is recorded in the History section of the
Customer Master record.

Last Payment Date
This displays the date of the customer's last payment. This is updated automatically by BIS® from the cash
receipts records.

Last Payment Amount
This field displays the amount of the customer's last payment. This is updated automatically by BIS® from the
cash receipts records.

Oldest Invoice
This field displays the oldest outstanding invoice for the customer. This information is updated automatically
by BIS® from the accounts receivable records.

Last Statement
This field displays the date of the last statement created for the customer.

Customer Type
This field displays the type established in the Customers master record for the customer.

Due Date
This field displays the due date of the customer's order if it were converted to an invoice on the same date. This
is updated to the correct date automatically when the order is converted to an invoice on a different date.

Discount Date

This field displays the date of any discount applicable to the customer's order if it were converted to an invoice
on the same date. This is updated to the correct date automatically when the order is converted to an invoice on
a different date.
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Ship To Tab

The Ship To section of this form records the shipping address that will appear on the invoice. The Customers
master form contains a Ship To tab that allows an unlimited number of shipping address to be recorded. The
button that appears on this tab opens a selection screen to choose a Ship To record.

Figure: AR-62 = Sales Orders - New [ =
Sales Order - NeW Shlp TO Main |i Bill To |§|"PT° AR Account ” Print Options || COGS ” MNotes |
tab screen form.

Company Mame D

Address 1

Address 2

City

State @

Zip Code

Collect or Prepaid | N/A El

New

Figure: AR-6.3 = ship To ==
Sales Order Ship To tab . _

. Company Address 1 Address 2 City 5t -
Sh|p TO SUb form used tO MFar West Properties 1625 Parker Street Los Angeles Cl
select full name of the |
customer whose shipping | H
address is selected. N

I 4 T 3
Cancel

Customer Name
This field displays the full name of the customer’s shipping address selected.

Address 1
This field displays the customer’s primary shipping street address.

Address 2
The secondary customer’s shipping street address is recorded here.

City
This field displays the customer’s shipping city.

State
This field displays the customer’s shipping state abbreviation.

Zip Code
This field displays the customer’s shipping postal zip code.

Collect or Prepaid
Use this field to select from the drop down choices: N/A (Not Applicable), Collect, or Prepaid. This field’s data
is informational only, and can optionally appear on a modified Sales Order form.
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AR Account Tab

This screen is used to change the related posting account and session date defaults. The default account numbers
are recorded in the System Wide Parameters, but they can be changed here.

Figure: AR-64 =1 Sales Orders - 261 - CO02 ==
Sales Orders - NeW AR Main Bl To ShipTo Print Options Motes
Account tab screen form ‘Your fiscal year date limits are from 01/01/ to 12431/

showing default accounts.

The following General Ledger accounts will be updated when you print Invoices, Debit or Credit
Memos. {(Accounts are not updated when erders are printed).

Accounts Receivable Account 1110 &, || Accounts Receivable-Trade

Freight Account 4030 &, || Freight Revenue

COGS Account 5010 &, | Cost of Contracts-Labor
Sales Tax Account 2510 3 | 5ales Tax Payable-State
Discount Account 4040 Q|| (Discounts Allowed-A/R)

Session Date OB[28/ YYYY |wr

Open

Accounts Receivable Account
This field displays the accounts receivable account to be used for posting this invoice. The Default Sales Account
can be entered manually or by using the Find tool.

Please note that the Accounts Receivable Account is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on
the Accounts Receivable Account hyperlink accesses a selection of reports that can be directly accessed.

Freight Account
This field displays the freight account to be used for posting the invoice. The Freight Account can be entered
manually or by using the Find tool.

Please note that the Freight Account title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Freight Account
hyperlink displays a selection of reports that can be directly accessed.

Cost of Goods Sold (COGS) Account
This field displays the cost of goods sold account to be used for posting this invoice. The Default Cost of Goods
Sold Account can be entered manually or by using the Find tool.

Please note that the Cost of Goods Sold Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Cost of
Goods Sold Account hyperlink displays a selection of reports that can be directly accessed.

Sales Tax Account
This field displays the sales tax account to be used for posting the invoice. The Sales Tax Account can be entered
manually or by using the Find tool.

Please note that the Sales Tax Account is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Sales Tax
Account hyperlink displays a selection of reports that can be directly accessed.

Discount Account
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This field displays the discount account to be used for posting the invoice. The Discount Account can be entered
manually or by using the Find tool.

Please note that Discount Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Discount Account
hyperlink displays a selection of reports that can be directly accessed.

Session Date

This field records the session date for this transaction (i.e., the date the transaction is recorded). The default date
is the session date entered at the Login screen. If the default is not correct for this transaction, another date may
be entered here. The date may be entered manually in the mm/dd/yy format, or by using the Calendar tool.
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AR-63

Print Options Tab
This section allows for the Sales Order to have its output changed from the default setting found in User
Preferences section.

Figure: AR-65 =7 Sales Orders - New = [E=H 5
Sales Order — New Print
Options tab screen form
showing Output options. cuput | - |

Output

Main ” Eil To ” Ship Ta ” AR Account I Print Options |QOGS ” Notes |

System Laser
System Laser-Computer Form
System Continuous

This field offers a selection of formats to print this form. It also may be viewed on the screen using the Preview

button.

L Tip

L Tip

If other formats of the Sales Order have been saved, they will be listed here
along with the system formats.

Prior to printing or previewing a Sales Order, the system will ask if it should
be saved. Even if the Sales Order is saved, it can be edited if necessary by
using the Open button.
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Sales Order — Computer Form

Best Construction Company sales order
1200 M ain Jtrect
5 SALES ORDER MO, S5.0.DATE PAGE
Unit 104
Arroyo Brande, CA 93420 261 as/z2af 1
Telephone B0Z-543-7000
S0 Lk TO SHIP TO
Harmom Brothers Harmon Brothera
E400 Peach Btreet E400 Peach Street
Atlanta, GA 30301 Ltlamta, GA 30301
ACCOUMNT ND. EP | PURCHASE DROER EHIP V1A DATE EHIPPED TERME JOB
Caoz Of728F 23-10/HET 320
ITEM UNIT PRICE
By aTY SHIPFED misc % |TAX| EXTEMDED PRICE
ORDERED BACK ORDERED DESCRIFTION uNIT e
12. 00 12.00| EA1000-1 200.00 0,00 2, 400.4a0
Stesl Box EZ
Harmon Brathers
0.00 0.00| Harron Brothers 75000 o.od o.o0
SALE AMOUNT Z,800.0
DICOUNT o.oo
FREIGHT CHARGE 0.
EALEE TAX a.4q
Thank You TOTAL 2,400.10

Figure: AR-66 Sample Sales Order of an inventory item applied to a job on a computer-generated form.
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AR-65

Sales Order — For Pre-Printed Form

Harmon Brathezs
E400 Peach Screetc

Atlanta, GA 30301

Cogz2

12.00 12.00 ER10DD-1
Steel Box
Harmon BrOThEEs

0.0a 0.00 Harmon Brothers

261 agraaf 1

Harmon Brothera
E400 Peach Screstc

Aclanca,

CGh 30301

2%-10,/HET 30

200.00 0.00 2,400.00

750.00 0.0a o.

2,400,
0.
d.
0.

2,400,

ao

ao
an
ao
a0

aa

Figure: AR-67 Sample Sales Order of Inventory Item applied to job for pre-printed form.
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COGS Tab
The COGS tab gives the line item detail for the credit and debit cost of goods sold entries associated with the
total of all items on the Main tab.

Figure: AR-68 =] Sales Orders - 1001 - CO01 [E=3 E=H =)
Sales Order — New COGS
(Cost of Goods Sold) tab
screen form.

I 0 1 I e ——
Main || Bill To ” Ship To || AR Account || Print Options |£055 E Notes |

Default Unit Cost to transfer COGS | Average Cost

Line Mumber  GL Account MName Credit Debit -
0001 1300 Inventory 89.49 0.00
0002 5030 Cost of Contracts-Other 0.00 89.49

-

Closed

The automatic Cost of Goods Sold (COGS) feature will produce an automatic journal entry to credit the inventory
account each time inventory items are sold to reflect the cost of goods sold. These entries can be located in the
Journal Entries file, but may not be changed or modified. BIS® uses the average, preferred or last unit cost, which
is displayed in the Inventory Items record, to generate these entries. The average and last unit costs are calculated
by the system based on the cost recorded in vendor invoices for the item.

To enable the Automatic Cost of Goods Sold feature, the Set Automatic Cost of Goods Sold Option must be
selected in the System Wide Parameters AR tab. This is also where the average, preferred or last unit cost may
be set as the Default Unit Cost to transfer to COGS.

To see the automatic entries to the Inventory and Cost of Goods Sold accounts, select the COGS tab while in
Sales Orders, Contract Invoices, Sales Invoices, Credit Memos or Debit Memos. The unit cost type, as well as
the Inventory and Cost of Goods Sold account, will be displayed with the appropriate entries.

BIS® does not provide for "drop shipping,” where inventory is maintained at zero units until an order is received.
This is because the general ledger cost-of-goods-sold account cannot be automatically updated when the number
of inventory units on hand is zero. However, the cost of goods sold can be recorded manually in this circumstance
through an inventory adjustment.

Ifthe nature of the business is such that inventory items are sold before they are received, there may be inaccurate
cost-of-goods-sold entries calculated. If the average unit cost is different (at the time of sale) than the cost when
the item is pre-purchased, the cost-of-goods-sold entry may be incorrect. If this situation is common, it may be
advisable to turn off the Cost of Goods Sold option.

A Caution

Check with the accountant if considering this action. When the
automatic Cost of Goods Sold feature is off, NO entry will be generated
to reflect the cost of goods sold. An inventory adjustment must be made
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Default Unit Cost to transfer to COGS
This field displays the default unit cost type selected in the System Wide Parameters.

Line Number
This column displays the journal entry line number that is generated.

GL Account
This column displays the account number to which the line item journal entry is posted. Usually this will be
either an Inventory account or a Cost of Goods Sold account.

Name
This column displays the account name to which the line item journal entry is posted. Usually this will be either

an Inventory account or a Cost of Goods Sold account.

Credit
This column displays the credit amount (if any) to the account number to which the line item journal entry is

posted.

Debit
This column displays the debit amount (if any) to the account number to which the line item journal entry is

posted.

Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: AR-69 =7 Sales Orders - 1001 - C001 = [E=H 5
Sample Sales Orders -
New Notes tab screen
form.

Mein || Bl To || Ship To || AR Account || Brint Optians || goesj{]!éﬁé{?\

Additional items needed for this jobbut not recorded in the Budget. -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar or press

Ctrl-S to save the changes.



AR-68 Accounts Receivable

Customer Invoices

BIS® allows two types of customer invoices to be recorded: sales invoices and contract invoices. If a sales order
was used to record the order initially, the sales order should be converted to an invoice to avoiding reentering
invoice information. Once an invoice has been created, it can be modified or deleted as long as no payment has
been received against the invoice. Contract invoices created automatically by an application for payment cannot
be modified or deleted. Invoices can be previewed and printed using these tools on the main tool bar.

Modular Menu Access
Accounts Receivable | Customer Invoices

Standard Menu Access
Transactions | Customer Invoices

Contract Invoices
The Contract Invoices option is used to record job-related invoices. A job number is required in creating a
contract invoice. For non-contract invoices, use the Sales Invoices option.

If a sales order was completed, it can be converted into an invoice using the Invoices from Sales Orders option,
avoiding the need to reenter the required information. Depending upon whether a job number is included in the
sales order, BIS® will create either a sales invoice (without a job number) or a contract invoice (that includes a
job number).

Modular Menu Access
Accounts Receivable | Customer Invoices | Contract Invoices

Standard Menu Access
Transactions | Customer Invoices | Contract Invoices

New Record

Initial access to contract invoices from the menu opens the Contract Invoices - New form. This form is used to
enter new contract invoice information. However, access to a new form when another contract invoice record
is on the screen only requires pressing Ctrl+N or using the New icon [J on the toolbar. The System will ask if
any changes to the record should be saved.

Figure: AR-70 ﬂ Contract Invoices - New E@
Contract Invoices — New : T e P!
Main | Gl To || Ship To || AR Account || Print Options || COGS || Notes |
screen form. R : —
Invoice Number 168 Sales Person ISJ
Invoice Date X E| Discount Level =Y
Job Nurnber @ Payment Terms @
Customer Id @ Ship Via @
Purchase Order Ship Date Ix) |z|
Item GL Account Price Order Ship Disc. % Amount  Tax Disc Description -
W [al [=Y] B E |
I I b
Acct Name Avg Cost 0.00000 | |Subtotal 0.00
Item Pref Cost 0.00000 | |Discount 0.00 | % 0.00
©On Hand 0.00 Last Cost 0.00000 | |Freight Amt 0.00
Assigned 0.00 Spedal Disc. On 0.00 | |Sales Tax @ 0.00
Qty. Avail, 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amt 0.00
New
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Flgure: AR-71 i-;l Contract Invoices = @
Contract Invoices
. Search
Find/Search screen form. Search for
Searchin Available to Refund v Clear
Condition Less than w
[ Case Sensitive Cancel
Fiscal Year | Al w
Available to Refund Invoice # Invoice Amt Amt Due Invoice Type  Job Date Cus}:ﬁmer Payment Terms DueDate ™

15198.46 |Confract Invoice | 1000 |01/21) 2%-10/MET 30
0.00 1003 6,000.00 6000.00 | Contract Invoice | 1020 02/03) Ccoo2 2%-10/MNET 30 03/05/
0.00 1004 26,640.00 26640.00 | Contract Invoice | 1010 01/31) Co03 NET 30 03f02f
0.00 1005 2,960.00 2960.00 Contract Inveice 1010 |01/31/ Coo3 NET 30 03/02f
0.00 1008 100.00 100.00 Contract Inveice 1000 |06/30/ Coo1 06/30/
0.00 1008 2,200.00 2200.00 Contract Invoice 1000 |06/30/ Coo1 2%-10/MET 30 07/30f
0.00 1011 6,367.00 63567.00 | Confract Invoice | 1000 0415/ Ccoo1 04/16/
0.00 1012 20,753.56 20753.56 | Confract Invoice | 1010 | 04/15) Coo3 04/16/
0.00 1013 174,559.00 174559.00 Contract Invoice | 1030 |04/22/ Co03 MNET 30 05/22f
0.00 1014 2,262.95 2141,50 Contract Invoice 1000 |04/26/ Coo1 2%-10/NET 30 05/26/
I 0.00 1017 687.60 687.60 Contract Invoice | 1000 | 04/26/ Coo1 2%-10/NET 30 05/26/ v
< >

Scrolling Through Contract Invoices Records

Contract Invoices records can be scrolled by using the navigation buttons on the toolbar at the top of the
screen. Clicking on the First icon [ (at the top of the screen) will open the first record of the list, according to
Invoice # . Clicking on the Previous icon [£] (at the top of the screen) will open the immediately previous record
of the list, according to Invoice #. Clicking on the Next icon [] (at the top of the screen) will open the next record
of the list, according to the Invoice #. Clicking on the Last icon [ (at the top of the screen) will open the last
record of the list, according to the Invoice #.

Editing an Existing Record
The list of existing contract invoice orders can be examined by clicking on the Magnifying Glass icon [2] (at the
top of the screen) or pressing Ctrl+F and double clicking on the item of interest. Records cannot be edited,
however. Note that when the contract invoice screen form appears, most of the fields at the top are shaded;
information cannot be changed.

Deleting an Existing Record

Existing records can be deleted if they have not been used in subsequent transactions. Once the source record
is brought to the screen, use the Delete button on the tool bar. The system will ask, “Do you want to delete this
record?” Click on the Yes button to delete it, or click on the No button to leave this process.

Figure: AR-72 e — =
Customer Invoices, . - ——
. . Bill To ” Ship To ” AR Account ” Print Options ” COGS ” Motes |
Contract invoices — New, i
. Invoice Number 168 Sales Person @
Main tab screen form. Invoice Date I E| Discount Level @
Job Number @ Payment Terms @
Cugtomer Id @ Ship Via
Purchase Order Ship Date I |Z|
Item GL Account Price Order Ship Disc. % Amount  Tax Disc Description -
B A
1< (T " 3
Acct Name Avg Cost 0,00000 | |Subtotal 0.00
Item Pref Cost 0.00000 | |Discount 0.00 | % 0.00
On Hand 0.00 Last Cost 0.00000 | |Freight Amt 0.00
Assigned 0.00 Spedial Disc. On 0.00 | |Sales Tax @ 0.00
Qty. Avail, 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amt 0.00
New
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Main Tab

The Contract Invoices option is used to record job-related invoices. A job number is required in creating a
contract invoice. For non-contract invoices, use the Sales Invoices option.

Figure: AR-73 =] Contract Invoice - 1058 - C002 I
Customer Invoices,

; + M Bl To ShipTo AR Account  Print Options MNotes

Contract Invoice sample nvoice Number 1058 Sales Person

Ma|n tab screen form Invoice Date 08/31f Y¥¥Y Discount Level

Created from a posted Job Mumber 1100 Hamilton House Payment Terms | 2%-10/MET 30

. . Customer Id coo2 Harmon Brothers ship Via
Application for Payment. T Ship Date 08/31/ YYvY
Item GL Account Price Qrder Ship Disc. % Amount Tax Disc Description ~
l:l 4010 12,000.00 1.00 1.00 0.00 12,000.00 Harmon Brothers

m v
1< >
Acct Mame |Contract Revenue Awvg Cost 0.00000 Subtotal 12,000.00
Item Pref Cost 0.00000 Discount 0.00 | %% 0.00
On Hand 0.00 Last Cost 0.00000 Freight Amt 0.00
Assigned 0.00 Spedial Disc. On 0.00 Sales Tax 0,00
Qty. Avail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amt 12,000.00

Closed

If a sales order was completed, it can be converted into an invoice using the Invoices from Sales Orders option,
avoiding the need to reenter the required information. Depending upon whether a job number is included in the
sales order, BIS® will create either a sales invoice (without a job number) or a contract invoice (that includes a
job number).

Figure: AR-74 = Contract Invoice - 1060 - C001 =N Es |
Customer InVOICeSI {Main} pgilTo ShpTo AR Account Print Options Motes
ContraCt InVOICe sample Invoice Number 1060 Sales Person AM Alissa Monte
created from a Sales Order| invoicebate  |08/31/vvyy Discountlevel |1 Repest Customer
B Job Mumber 1000 Pacific View Apartments Payment Terms | 2%-10/MET 30
for an Inventory item. e g
Customer Id cool Far West Properties Ship Via
Purchase Order Ship Date 08/31/
Item GL Account Price Order Ship Disc. % Amount Tax Disc Description ~
»EA1000-2 4010 50.00 5.00 5.00 2.00 245.00 Far West Properties _l
| |E1000 [“4] 4010 0.25 | 1,000.00  1,000.00 2.00 245.00 Far West Properties  |..
] ~
1< >
Acct Name | Contract Revenue Avg Cost 0.00000 Subtotal 490.00
Ttem Circut Breaker Pref Cost 15.00000 Discount 0.00 | % 0.00
On Hand -5.00 Last Cost 15.00000 Freight Amt 0.00
Assigned 5.00 Special Disc. On 0.00 Sales Tax (p1 0.00
Qty. Avail, 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate 8.0000 Total Amt 490.00
Closed

Invoice Number
This field records an invoice number that is used to identify this record. BIS® assigns a consecutive number

automatically. The number assigned can be changed in the AR tab of the System Wide Parameters by changing
the number listed in the Last Invoice Number field. The AR tab also offers an option to assign an invoice number
manually for every record.

Invoice Date
This field records an invoice date for the sale. This date can be entered manually or by using the Calendar tool.
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Job Number

Enter the associated job number or use the Find tool to browse or select from the Jobs table. The job number
must be on file. Use the Jobs Master Record from the Jobs’ menu to enter new jobs or change existing jobs. This
field is an alphanumeric field and is limited to ten characters.

Please note that the Job Number title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Job - New form. Right-clicking on the Job Number hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-75 Job List
Reports directly accessible
by right-clicking on the
field hyperlink.

Job Budget
Schedule of Values
Subcontract List

Subcontract Report

Customer Id
This field displays the customer identification number associated with this record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Customer - New form. Right-clicking on the Customer hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-76 Customer Fle
Reports directly accessible Customer Labels

by rlght-cllcklng on the Customer Ledger

field hyperllnk Accounts Receivable Aging

Customer Deposits
Customer Payments

Customer Refunds

Purchase Order
This field records the customer purchase order number associated with the sales order or invoice.

Sales Person

This field records the initials of the salesperson making the sale. If a particular salesperson has been entered in
the Defaults section of the Customers master record, these initials will be filled in automatically, but can be
changed if necessary. This may be entered manually or by using the Find tool, but the initials recorded must exist
in the Salespersons file.

Please note that the Sales Person title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Sales Person - New form. Right-clicking on the Sales Person hyperlink
directly accesses the Sales Person File report.

Discount Level

This field records the discount level that applies to the sale. If a discount level has been entered in the Defaults
section of the Customers master record, this level will be filled in automatically, but can be changed if necessary.
This may be entered manually or by using the Find tool, but the discount level recorded must exist in the
Discount Schedule.

Please note that the Discount Level title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Discount Schedule - New form. Right-clicking on the Discount Level hyper-
link directly accesses the Discount Schedule File report.
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Payment Terms

This field records the payment terms that apply to the sale. If payment terms have been entered in the Defaults
section of the Customers master record, these terms will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the payment terms recorded must exist
in the Payment Terms file.

Please note that the Payment Terms Level title is a hyperlink field as well as the description of the information.
Left-clicking on this hyperlink opens the Payment Terms - New form. Right-clicking on the Payment Terms
hyperlink directly accesses the Payment Terms report.

Ship Via
This field records the shipping method that applies to the sale. This may be entered manually or by using the Find
tool, but the shipping method recorded must exist in the Ship Via file.

Please note that the Ship Via title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Ship Via - New form. Right-clicking on the Ship Via hyperlink directly accesses the
Ship Via File report.

Ship Date
This field records the date this order should be shipped. This date may be entered manually or by using the
Calendar tool.

Form Columns

Item

This column records the code of the inventory item ordered. The code may be entered manually or by using the
Find tool. This code is not required and may be left blank for non-inventory sales orders. Item codes are
maintained in the Inventory Items master file.

GL Account
This column records the general ledger account number that will be affected by this transaction line item. The
Find tool may be used to select an account number from those recorded in the Chart of Accounts.

. The ability to post sales to GL accounts that are not associated jobs is
A Caution determined by a setting in Administrator | System Wide Parameters | AR
tab. If there is a need to bill to non-job GL accounts, uncheck the feature
named, “Restrict GL Accounts in Contract Invoices, SO, CM, DM to

Price
This field records the selling price per unit. If a selling price has been recorded in the Inventory Items record of
the item selected, this price will be pulled up automatically, but may be changed if necessary.

Order

This column records the total quantity of items or units ordered. If this is for a non-inventory item, this field is
not required unless BIS® should calculate the extended price. This field will update the number of units assigned
in the item’s Inventory Items record.

Ship
This column records the quantity of items or units that will be shipped at this time. BIS® will automatically fill
in the number of units ordered. This number may be changed, for example, the items are out of stock, but should
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not be greater than the number ordered. If the quantity to be shipped is greater than the quantity on hand, a
warning will be displayed. This quantity is multiplied by the unit price to calculate the extended price (Amount).

Discount Percentage

This column records the discount percentage for the line item. If a price discount code has been recorded in the
Inventory Items record of the item selected, BIS will automatically cross-reference the item price discount code
with the customer’s discount level in the Discount Schedule to fill in the correct percentage automatically. This
percentage may also be entered or changed manually.

Amount
This column records the extended price for the line item. BIS® will calculate this amount by multiplying the unit
price by the units to ship, less the discount. This amount can also be entered or changed manually.

Tax

This column allows line items to be marked as taxable items. When a checkmark appears in the Tax box, sales
tax will be calculated for that line item and added to the Sales Tax field in the Totals section of the record. The
checkmark can be toggled on and off by clicking on the box in this column.

¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job
Disc

This column allows a special discount to be applied to line items marked. When a checkmark appears in the
Discount box, the Discount fields in the Totals section of the record are enabled. The special discount percentage
entered will be applied only to those line items marked. The special discount is calculated separately from any
discounts offered using the Discount Schedule.

Description

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for this item, click the button to open a Notes [-] box. An unlimited amount
of information related to this line item may be stored in the Notes field.

Report Code

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. The code may be typed or entered using the Find
tool.

CC
If the account number selected for the line item has been assigned a Job Cost type, the button in this column will
open the Job Cost screen, where the item can be posted to a specific cost code.

Summary
This section displays summary information about the Contract Invoice.
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Acct Name
This displays the name of the general ledger account for the line item selected.

Please note that the Account Name title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Job Number hyperlink opens
a selection of reports that can be directly accessed.

Figure: AR-77 Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by rlght-cllcklng on the Chart of Accounts Tree Structure
field hyperlink. m——

Item

This field displays the item description for the line item selected.

Please note that the Item title is a hyperlink field as well as the description of the information. Left-clicking on
this hyperlink opens the Inventory Items - New form. Right-clicking on the Item hyperlink opens a selection of
reports that can be directly accessed.

Figure: AR-78 Inventory File
Reports directly accessible Inventory Labels
right-clicking on the field Price List
hyperlink. Inventory Activity History

Inventory Planning Report
Inventory Reorder

Inventory Back Ordered

Inventory on Order

Inventory on Back Order

On Hand
This field displays the quantity on hand of the inventory item listed in the selected line item.

Assigned
This field displays the quantity assigned to customers through sales orders and invoices of the inventory item
listed in the selected line item.

Quantity Available
This field displays the quantity available (not assigned to customers) of the inventory line item.

Back Order
This field displays any back ordered quantity of the inventory item listed in the selected line item.

Average Cost
This field displays the average cost per unit for the highlighted inventory item.

Preferred Cost
This field displays the preferred cost per unit for the highlighted inventory item.

Last Cost
This field displays the last cost per unit for the highlighted inventory item.

Special Discount On
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This field displays the total amount from all line items that are marked for a special discount. Marked items show
a checkmark in the Discount column box.

Sales Tax On
This field displays the total amount from all line items that are marked as taxable items. Marked items show a
checkmark in the Tax column box.

¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job

Tax Rate

This field displays the tax rate associated with the Sales Tax code selected. This rate is set up in the Sales Tax
Codes file.

Totals Section

Subtotal

This field displays the subtotal for the line items entered. This amount is the sum of the Amount column for all
line items.

Discount

This field records a special discount percentage that will be applied to all line items showing a checkmark in the
Discount column. Ifthe special discount is entered as a dollar amount, the discount percentage will be calculated.
If no line items are marked for a special discount, these fields will appear disabled (grayed). Special discounts
are not related to discounts offered by using the Discount Schedule.

Freight
This field records the total amount that the customer will be charged for freight.

Sales Tax

This field records the sales tax code for the sales tax district that applied to the sale, if any. This code may be
entered manually or by using the Find tool, but must appear in the Sales Tax Codes file. The tax rate for the code
selected will be used to calculate the sales tax for the items marked as taxable.

Please note that the Sales Tax title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Sales Tax - New form. Right-clicking on the Sales Tax hyperlink directly accesses
the Sales Tax File report.

Total Amount
This field displays the total dollar amount for this sales order. This calculated by adding the subtotal of all line
items, the freight amount and the sales tax amount minus any special discount applied.
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Contract Invoice — Computer Form

Best Construction Company

invoice

1200 Main treet
: INWOICE N D, INVOICE DATE | PAGE
Unit 100
Arrgya Brands, CA 93420 1064 uE AT i1
Telephone BOS-543-T00M :
Comtract Imvoice
S0LD TG SHIP TQ
Far Wesat Properties Eanmy
1615 Parker Street 400 Centexr 5t
Loz Angeles, CA S00D1 Cayucoa, CA 93415
ACCOUNT ND. | &P | PURCHASE DRDER SHIP V1A DATE EHIPPED TERME JOB
CcoolL AM OB f31S 23-10/HET 20 1000
ITEM UNIT PRICE
ary ary SHIPFED pisc % [TAE| ExTENDED PRICE
ORDERED | BACK ORDERED DESCRIPTION UNIT a0
5.00 5.00|ERL1OOO-2 50.00 2.00 245. 00
Circut Breaker EA
Far We3tT FECODEICLES
1,000. 00 1,000.00(E1000 0.25 Z_.00 245_ 00
Stranded Wire T
Far Weat Propercisa
SALE AMOUNT 450. 00
DISCOLNT 0. 00
FREIGHT CHARGE 0. 00
B.000% SALES TAX 0. 00
Thank You TomL B

Bill To Tab

Figure: AR-79 Customer Invoices, Contract Invoice, converted from a Sales Order.
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The Bill To tab is for reference only. The fields in this tab display the billing address that will appear on the
invoice, which is recorded in the Customers master record for the customer selected. Also displayed here is
information regarding the payment history of the customer.

Figure: AR'80 = Contract Invoice - 1060 - €001 EI@
ContraCt InVOICeS - BI” To Main Ship To AR Account  Print Options Motes
tab screen form sample. R —

Name Far West Properties

Address 1 1625 Parker Street

Address 2

City Los Angeles

State CA California

Zip Code 20001

Total Due 215,903.93

Credit Limit 45,000.00 | Ower Limit!

Date Account Opened 01/01f

Last Payment Date 06/30/.

Last Payment Amount 10.00

Oldest Invoice 1060

Last Statement 0304/

Type of Customer Balance Forward

Due Date 09/30f

Discount Date o910/

Closed

Customer Id

Enter the Customer Id code desired. Any 10-digit alpha or numeric character or combination of both can be used
in the Customer Id. BIS® checks for duplication; a warning will appear if a code is entered that has already been
assigned.

Please note that the Customer Id title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Billing Code hyperlink displays a list of reports that can be directly accessed.

Figure: AR-81 Customer File
Right-click a hyperlink to e s
display a selection of
accessible reports.

Customer Ledger
Accounts Receivable Aging
Customer Deposits
Customer Payments

Customer Refunds

The billing codes identify billing items in the schedule of values, and they are maintained in the billing code
library. The billing code can be any combination of numbers and/or letters up to ten characters in length.

Customer Name
This field displays the full name of the customer represented by the customer Id selected.

Y Tlp Using the customer name or familiar abbreviation helps eliminate the need for
reference list or look-ups.

Address 1
This field displays the customer primary street address.

Address 2
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The secondary customer street address is recorded here.

City

This field displays the customer’s city.

State
This field displays the customer’s state abbreviation.

Zip Code
This field displays the customer’s postal zip code.

Total Due
This field displays the total currently due from the customer. The program calculates this amount automatically
from the account receivable and cash receipts records.

Credit Limit
This displays the credit limit that is recorded in the Customers master record. If the Total Due is greater than the
customer's limit, BIS will display an Over Limit warning.

Date Account Opened
This field displays the date the customer's account was opened. This is recorded in the History section of the
Customer Master record.

Last Payment Date
This displays the date of the customer's last payment. This is updated automatically by BIS® from the cash
receipts records.

Last Payment Amount
This field displays the amount of the customer's last payment. This is updated automatically by BIS® from the
cash receipts records.

Oldest Invoice
This field displays the oldest outstanding invoice for the customer. This information is updated automatically
by BIS® from the accounts receivable records.

Last Statement
This field displays the date of the last statement created for the customer.

Customer Type
This field displays the type established in the Customers master record for the customer.

Due Date

This field displays the due date of the customer's order if it were converted to an invoice on the same date. This
information is updated to the correct date automatically when the order is converted to an invoice on a different
date.

Discount Date

This field displays the date of any discount applicable to the customer's order if it were converted to an invoice
on the same date. This is updated to the correct date automatically when the order is converted to an invoice on
a different date.
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Ship To Tab

The Ship To section of this form records the shipping address that will appear on the invoice. The Customers
master form contains a Ship To tab that allows an unlimited number of shipping address to be recorded. The
button that appears on this tab opens a selection screen to choose a Ship To record.

Figure: AR-82 1 Sales Invoices - 168 - C001 = =R =
Contract Invoices — Ship to
tab screen form sample.

Main || Bil To | 7Ship To'} | aR Account || print options || coes || motes |

Company Mame | Far West Properties E
Address 1 1625 Parker Street

Address 2

City Los Angeles

State CA California

Zip Code 90001

Collect or Prepaid | MfA

Closed

Figure: AR-8.3 ' = ship To =5 (F=Rr=)
Contra_Ct InVOICeS Shlp TO Company Address 1 Address 2 City State Zip Code -
tab Ship To sub form used s o 1625 Parker Street Los Angeles CA 90001 |
to select the customer’s
shipping address.

I- v

Customer Name
This field displays the full name of the customer’s shipping address selected.

Address 1
This field displays the customer’s primary shipping street address.

Address 2
The customer’s secondary shipping street address is recorded in this field.

City
This field displays the customer’s shipping city.

State
This field displays the customer’s shipping state abbreviation.

Zip Code
This field displays the customer’s shipping postal zip code.
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Collect or Prepaid
Use this field to select from the drop down choices: N/A (Not Applicable), Collect, or Prepaid. This field’s data
is informational only, and can optionally appear on a modified Sales Order form.

AR Account Tab
This screen is used to change the related posting account and session date defaults. The default account numbers
are recorded in the System Wide Parameters, but can be changed here.

Figure: AR-84 =7 Sales Invaices - 168 - CO01 ===
Contract Invoices — AR s e [
Account tab screen form R o e e
showmg default accounts, Your fiscal year date limits are from 01/01/2014 to 12/31/2014

1 0 T
| Print Options || COGS || Notes |

The following General Ledger accounts will be updated when you print Invoices, Debit or Credit
Memos. (Accounts are not updated when Sales Orders are printed).

Accounts Receivable Account | 4010 lg Contract Revenue

Freight Account 4030 EI Freight Revenue

Cost of Goods Sold Account 5030 @ Cost of Contracts-Other
Sales Tax Account 020 @ State Income Taxes
Discount Account 5090 @ Discounts Taken-AfF
Session Date 11/18/2014 [v |

Open

Accounts Receivable Account
This field displays the accounts receivable account to be used for posting the invoice. The Default Sales Account
can be entered manually or by using the Find tool.

Please note that the Accounts Receivable Account is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on
the Accounts Receivable Account hyperlink opens a selection of reports that can be directly accessed.

Freight Account
This field displays the freight account to be used for posting the invoice. The Freight Account can be entered
manually or by using the Find tool.

Please note that the Freight Account title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Freight Account
hyperlink opens a selection of reports that can be directly accessed.

Cost of Goods Sold (COGS) Account
This field displays the cost of goods sold account to be used for posting the invoice. The Default Cost of Goods
Sold Account can be entered manually or by using the Find tool.

Please note that the Cost of Goods Sold Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Cost of
Goods Sold Account hyperlink opens selection of reports that can be directly accessed.

Sales Tax Account
This field displays the sales tax account to be used for posting the invoice. The Sales Tax Account can be entered
manually or by using the Find tool.




Accounts Receivable AR-81

Please note that the Sales Tax Account is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Sales Tax
Account hyperlink opens a selection of reports that can be directly accessed.

Discount Account
This field displays the discount account to be used for posting the invoice. The Discount Account can be entered
manually or by using the Find tool.

Please note that Discount Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Discount Account
hyperlink opens a selection of reports that can be directly accessed.

Session Date

This field records the session date for the transaction (i.e., the date the transaction is recorded). The default date
is the session date entered at the Login screen. If the default is not correct for this transaction, another date may
be entered here. The date may be entered manually in the mm/dd/yy format, or by using the Calendar tool.

Print Options Tab
This section allows for the Sales Order to have its output changed from the default setting found in User
Preferences section.

Figure: AR-85 | = Contract Invoice - 1060 - CO01 [= = =)
Contract Invoices Print
Options tab, showing
Standard Message and Bt Sterdord Messons

Output OptlonS. We will be dosed the day before Labor Day. ~

Main Bil To ShipTe AR Account Motes

Output System Laser-Computer Form ~

Open

Print Standard Message
Check the box if the standard message should be included on the invoice. The text box records a standard
message to be printed on the invoice.

Y Tlp Other Standard Message options can be found in Administrator | System Wide
Parameters | AR | Print Options. The choice to Print Standard Messages and Retain

Output
This field offers a selection of formats to print the invoice. It also may be viewed on the screen using the Preview
button.
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v TiP If other formats of Invoices were created and saved, they will be listed here along
with the system formats.

. Prior to printing or previewing an Invoice, the system will ask to save
A Caution | it Even ifthe Invoice is saved, it can be edited if necessary by using the

COGS Tab
The COGS tab gives the line item detail for the credit and debit cost of goods sold entries associated with the
total of all items on the Main tab.

Figure: AR-86 =3 Sales Invoices - 168 - CO0L e
Contract Invoice COGS
(Cost of Good Sold) tab
screen form.

Main || Bl To || ship To || &R Account || print options | /€085 | potes |

Default Unit Cost to transfer COGS | Average Cost El

Line Mumber  GL Account Name Credit Debit -
0001 1300 Inventory 89.49 0.00
0002 5030 Cost of Contracts-Other 0.00 89.49

~

o
k-]
i
=

The automatic Cost of Goods Sold (COGS) feature will produce an automatic journal entry to credit the inventory
account each time inventory items are sold to reflect the cost of goods sold. These entries can be located in the
Journal Entries file, but may not be changed or modified. BIS® uses the average, preferred or last unit cost, which
is displayed in the Inventory Items record, to generate these entries. The average and last unit cost are calculated
by the system based on the cost recorded in vendor invoices for the item.

To enable the Automatic Cost of Goods Sold feature, the Set Automatic Cost of Goods Sold Option must be
selected in the System Wide Parameters AR tab. This is also where the average, preferred or last unit cost may
be set as the Default Unit Cost to transfer to COGS.

To see the automatic entries to the Inventory and Cost of Goods Sold accounts, select the COGS tab while in
Sales Orders, Contract Invoices, Sales Invoices, Credit Memos or Debit Memos. The unit cost type, as well as
the Inventory and Cost of Goods Sold account, will be displayed with the appropriate entries.

BIS does not provide for "drop shipping," where inventory is maintained at zero units until an order is received.
This is because the general ledger cost-of-goods-sold account cannot be automatically updated when the number
of inventory units on hand is zero. However, the cost of goods sold can be recorded manually in this circumstance
through an inventory adjustment.

Ifthe nature of the business is such that inventory items are sold before they are received, there may be inaccurate
cost-of-goods-sold entries calculated. If the average unit cost is different (at the time of sale) than the cost when
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the item is pre-purchased, the cost-of-goods-sold entry may be incorrect. If this situation is common, it may be
advisable to turn off the Cost of Goods Sold option.

& Caution Check with the accountant if considering this action. When the

automatic Cost of Goods Sold feature is off, NO entry will be generated
to reflect the cost of goods sold. An inventory adjustment must be made

Default Unit Cost to transfer to COGS
This field displays the default unit cost type selected in the System Wide Parameters.

Line Number
This column displays the journal entry line number that is generated.

GL Account
This column displays the account number to which the line item journal entry is posted. Usually this will be
either an Inventory account or a Cost of Goods Sold account.

Name
This column displays the account name to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Credit
This column displays the credit amount (if any) to the account number to which the line item journal entry is
posted.

Debit
This column displays the debit amount (if any) to the account number to which the line item journal entry is
posted.
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Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: AR-87 =1 Sales Invoices - 168 - C001 = e >
Sample Contract Invoice
Notes tab screen form.

Additional items needed for this jobbut not recorded in the Budget. -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [ Save button on the toolbar or press
Ctrl-S to save the changes.
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Sales Invoices
The Sales Invoices option should be used only to create invoices for the sales of inventory items that are not
related to a job.

For job-related billing, use the Contract Invoices form. If a sales order was completed, it can be converted into
an invoice using the Invoices from Sales Orders option.

Modular Menu Access
Accounts Receivable | Customer Invoices | Sales Invoices

Standard Menu Access
Transactions | Customer Invoices | Sales Invoices

New Record

Initial access to contract invoices from the menu opens the Sales Invoices - New form. This form is used to enter
new sales invoice information. However, access to a new form when another sales invoice record is on the screen
only requires pressing Ctrl+N or using the New icon L1 on the toolbar. The system will ask if any changes to the
record should be saved.

Figure: AR'88 1=3] Sales Invoices - New EI@
Sales Invoice — New : . | " |
HMain i Bill To || Ship To || AR Account || Print Options || coes || Motes |
screen form.
Invoice Number 170
Invoice Date i Iz‘ Sales Person @
Customer Id @ Digcount Level @
Purchase Order ship Via @
Payment Terms @ Ship Date I/ El
Item GL Account Price Order Ship Disc. % Amount Tax Disc Descriptior -
] = = Il
I < i [}
Acct Name Awvg Cost 0.,00000 | Subtotal 0.00
Item Pref Cost 0.00000 || Discount 0.00 | % 0.00
©On Hand 0.00 Last Cost 0.00000 || Freight Amt 0.00
Assigned 0.00 Spedal Disc. On 0.00 || Sales Tax @ 0,00
Qty. Avail. 0.00 Sales Tax On 0.00 | Total Amt 0.00
Back Order 0.00 Tax Rate Cash Rec @ 0.00
NE'J\'

Scrolling Through Contract Invoices Records

Contract Invoices records can be scrolled by using the navigation buttons on the toolbar at the top of the
screen. Clicking on the First icon [ (at the top of the screen) will open the first record of the list, according to
Invoice # . Clicking on the Previous icon [4] (at the top of the screen) will open the immediately previous record
of'the list, according to Invoice #. Clicking on the Next icon [-] (at the top of the screen) will open the next record
of the list, according to the Invoice #. Clicking on the Last icon [4] (at the top of the screen) will open the last
record of the list, according to the Invoice #.
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Flgure: AR-89 = sales Invoices ?@
Sales Invoices Find/Search
screen form. Search for el
Searchin Available to Refund ~ Clear
Condition Less than v
|:| Case Sensitive Cancel
Fiscal Year | All ~
AVRBQ?ELEEIW Invoice # Invoice Amt Amt Due Invoice Type Job Date Cus}n;mer Payment Terms )
Sales Invoice 63 2%-10/MET 30
0.00 1032| 41,782.356 41782.36 Finance Charge Invoice 10,03/ Coo1 2%-10/MET 30
0.00 1033 5,574.58 5574.58 Finance Charge Invoice 10,03/ coo2 2%-10/NET 30
0.00 1034 21,935.52 21935, 52 Finance Charge Invoice 10,03/ Coo3 MNET 30
0.00 1035 2,113.74 2113.74 Finance Charge Invoice 10,25/ coo1 2%-10/NET 30
0,00 1036 139.07 139.07 Finance Charge Invoice 10,25/ coo2 2%-10/NET 30
0.00 1037 2,377.30 2377.30 Finance Charge Invoice 10,25/ Coo3 MNET 30
0.00 1033 288.24 288. 24 |Finance Charge Invoice 10/28) coo1 2%-10/MET 30
0.00 1039 324.18 324. 18 |Finance Charge Invoice 10/28) Coa3 MNET 30
0.00 1040 19.42 19.42 Finance Charge Invoice 10/28) cooz 2%-10/MET 30
I 0.00 1041 96.08 96,08 |Finance Charge Invoice 10/29) coo1 2%-10/MET 30 W
£ >

Editing an Existing Record

The list of existing sales invoice orders may be examined by clicking on the Magnifying Glass icon [2] (at the top
of the screen) or pressing Ctrl+F and double clicking on the item of interest. Records cannot be edited, however.
Note that when the sales invoice screen form appears, most of the fields at the top are shaded; this information
can not be changed.

Deleting an Existing Record

Existing records can be deleted if they have not been used in subsequent transactions. Once the source record
is brought to the screen, use the Delete button on the tool bar. The system will ask, “Do you want to delete this
record?” Click on the Yes button to delete it, or click on the No button to leave this process.
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Main Tab

The Contract Invoices option is used to record job-related invoices. A job number is required in creating a

contract invoice. For non-contract invoices, use the Sales Invoices option.

Figure: AR-90 =7 Sales Invoices - 1059 - CO02 == =R

CUStomer InVOICesf Sales Main gl To shipTo AR Account  Print Options Motes

Invoice sample Main tab e e

screen form showing a InvoiceDate | 08/28)¥YY Sales Person
Customer Id [{s]s)r3 Harmon Brothers Discount Level

completed form. P
Purchase Order ship via
Payment Terms | 2%-10/MET 30 Ship Date 0828/ YYYY

Item GL Account Price QOrder Ship Disc. % Amount Tax Disc Description ~
M EA1000-1 4010 200.00 12.00 12.00 0.00 2,400.00 Harmon Brothers
LI ~
1< >
Acct Mame |Contract Revenue Awvg Cost 0.00000 Subtotal 2,400.00
Item Steel Box Pref Cost 50.00000 Discount 0.00 | 5% 0.00
©On Hand -12.00 Last Cost 50.00000 Freight Amt 0.00
Assigned 12.00 Special Disc. On 0.00 Sales Tax 0.00
Qty. Avail. 0.00 Sales Tax On 0.00 Total Amt 2,400.00
Back Order 0.00 Tax Rate Cash Rec 0.00
Closed

AR-87

If a sales order was completed, it can be converted into an invoice using the Invoices from Sales Orders option,
avoiding the need to reenter the required information. Depending upon whether a job number is included in the
sales order, BIS will create either a sales invoice (without a job number) or a contract invoice (that includes a

job number).

Figure: AR-91 =3 sales Invoices - 1059 - C002 = e =)
CUStomer InVOICesf Sales Main gl To ShipTo AR Account Print Options Motes
Invoice sample created S 1058
from a Sales Order for an Invoice Date | 08/28/¥¥YY Sales Person
i Customer Id cooz2 Harmon Brothers Discount Level
Inventory item. S
Purchase Order ship via
Payment Terms | 2%-10/NET 30 Ship Date 08/28/YYYY
Item GL Account Price Order Ship Disc. % Amount Tax_Disc Description ~
¥ EA1000-1 4010 200.00 12.00 12.00 0.00 2,400.00 Harmon Brothers
— v
1< >
Acct Mame | Contract Revenue Awg Cost 0.00000 Subtotal 2,400.00
Item Steel Box Pref Cost 60.00000 Discount 0.00 | 2% 0.00
On Hand 12.00 Last Cost 50.00000 Freight Amt 0.00
Assigned 12,00 Special Disc. On 0.00 Sales Tax 0.00
Qty. Avail. 0.00 Sales Tax On 0.00 Total Amt 2,400.00
Back Order 0.00 Tax Rate Cash Rec 0.00
Closed

Invoice Number

This field records an invoice number that is used to identify a record. The program assigns a consecutive number
automatically. The number assigned can be changed in the AR tab of the System Wide Parameters by changing
the number listed in the Last Invoice Number field. The AR tab also offers an option to assign an invoice number
manually for every record.

Invoice Date
This field records an invoice date for the sale. This date can be entered manually or by using the Calendar tool.

Customer Id
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This field displays the customer identification number associated with the record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Customer - New form. Right-clicking on the Customer hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-92 Customer File
Reports directly accessible Customer Labels

by rlght-dlcklng on the Customer Ledger

ﬁeld hyper“nk. Accounts Receivable Aging

Customer Deposits
Customer Payments

Customer Refunds

Purchase Order
This field records the customer purchase order number to be associated with a sales order or invoice.

Payment Terms

This field records the payment terms that apply to the sale. If payment terms have been entered in the Defaults
section of the Customer’s master record, these terms will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the payment terms recorded must exist
in the Payment Terms file.

Please note that the Payment Terms Level title is a hyperlink field as well as the description of the information.
Left-clicking on this hyperlink opens the Payment Terms - New form. Right-clicking on the Payment Terms
hyperlink accesses the Payment Terms report.

Sales Person

This field records the initials of the salesperson making the sale. If a particular salesperson has been entered in
the Defaults section of the Customers master record, these initials will be filled in automatically, but can be
changed if necessary. This may be entered manually or by using the Find tool, but the initials recorded must exist
in the Salespersons file.

Please note that the Sales Person title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Sales Person - New form. Right-clicking on the Sales Person hyperlink
accesses the Sales Person File report.

Discount Level

This field records the discount level that applies to the sale. If a discount level has been entered in the Defaults
section of the Customers master record, this level will be filled in automatically, but can be changed if necessary.
This may be entered manually or by using the Find tool, but the discount level recorded must exist in the
Discount Schedule.

Please note that the Discount Level title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Discount Schedule - New form. Right-clicking on the Discount Level hyper-
link accesses the Discount Schedule File report.

Ship Via
This field records the shipping method that applies to the sale. This may be entered manually or by using the Find
tool, but the shipping method recorded must exist in the Ship Via file.
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Please note that the Ship Via title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Ship Via - New form. Right-clicking on the Ship Via hyperlink accesses the Ship Via
File report.

Ship Date
This field records the date the order should be shipped. The date may be entered manually or by using the
Calendar tool.

Form Columns

Item

This column records the code of the inventory item ordered. This code may be entered manually or by using the
Find tool. This field is not required and may be left blank for non-inventory sales orders. Item codes are
maintained in the Inventory Items master file.

GL Account
This column records the general ledger account number that will be affected by this transaction line item. The
Find tool may be used to select an account number from those recorded in the Chart of Accounts.

. The ability to post sales to GL accounts that are not associated jobs is
A Caution determined by a setting in Administrator | System Wide Parameters | AR
tab. If there is a need to bill to non-job GL accounts, uncheck the feature
named, “Restrict GL Accounts in Contract Invoices, SO, CM, DM to

Price
This field records the selling price per unit. If a selling price has been recorded in the Inventory Items record of
the item selected, this price will be pulled up automatically, but may be changed if necessary.

Order

This column records the total quantity of items or units ordered. If this is for a non-inventory item, this field is
not required unless BIS® should calculate the extended price. This field will update the number of units assigned
in the item’s Inventory Items record.

Ship

This column records the quantity of items or units that will be shipped at this time. BIS® will automatically fill
in the number of units ordered. This number may be changed, for example, the items are out of stock, but should
not be greater than the number ordered. If the quantity to be shipped is greater than the quantity on hand, a
warning will be displayed. This quantity is multiplied by the unit price to calculate the extended price (Amount).

Discount Percentage

This column records the discount percentage for this line item. If a price discount code has been recorded in the
Inventory Items record of the item selected, BIS® will automatically cross-reference the item price discount code
with the customer’s discount level in the Discount Schedule to fill in the correct percentage automatically. This
percentage may also be entered or changed manually.

Amount
This column records the extended price for this line item. BIS® will calculate this amount by multiplying the unit
price by the units to ship, minus the discount. This amount can also be entered or changed manually.
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Tax

This column allows line items to be marked as taxable items. When a checkmark appears in the Tax box, sales
tax will be calculated for that line item and added to the Sales Tax field in the Totals section of the record. The
checkmark can be toggled on and off by clicking on the box in this column.

¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job Master
Disc

This column allows a special discount to be applied to line items marked. When a checkmark appears in the
Discount box, the Discount fields in the Totals section of the record are enabled. The special discount percentage
entered will be applied only to those line items marked. The special discount is calculated separately from any
discounts offered using the Discount Schedule.

Description

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for this item, click the button to open a Notes [ box. An unlimited amount
of information related to this line item may be stored in this field.

Report Code

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. This code may be typed or entered using the Find
tool.

Summary
This section displays summary information about the Sales Invoice.

Acct Name
This displays the name of the general ledger account for the line item selected.

Please note that the Account Name title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Job Number hyperlink opens
a selection of reports that can be directly accessed.

Figure: AR-93 Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by r|ght'cl|ck|ng on the Chart of Accounts Tree Structure
field hyperlink. m——

Item

This field displays the item description for the line item selected.
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Please note that the Item title is a hyperlink field as well as the description of the information. Left-clicking on
this hyperlink opens the Inventory Items - New form. Right-clicking on the Item hyperlink opens a selection of
reports that can be directly accessed.

Figure: AR-94 Inventory File
Reports directly accessible Inventory Labels
right-clicking on the field Price List
hyperlink. Inventory Activity History

Inventory Planning Report
Inventory Reorder

Inventory Back Ordered

Inventory on Order

Inventory on Back Order

On Hand
This field displays the quantity on hand of the inventory item listed in the selected line item.

Assigned
This field displays the quantity assigned to customers through sales orders and invoices of the inventory item
listed in the selected line item.

Quantity Available
This field displays the quantity available (not assigned to customers) of the inventory item.

Back Order
This field displays the quantity of the inventory item listed in the selected line item that is back ordered.

Average Cost
This field displays the average cost per unit for the highlighted inventory item.

Preferred Cost
This field displays the preferred cost per unit for the highlighted inventory item.

Last Cost
This field displays the last cost per unit for the highlighted inventory item.

Special Discount On
This field displays the total amount from all line items that are marked for a special discount. Marked items show
a checkmark in the Discount column box.

Sales Tax On
This field displays the total amount from all line items that are marked as taxable items. Marked items show a
checkmark in the Tax column box.

L Tip

Sales Taxes follow a hierarchy of rules:

For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.

For Applications for Payment (posted to Accounts Receivable), the Job Master
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Tax Rate
This field displays the tax rate associated with the Sales Tax code selected. This rate is set up in the Sales Tax
Codes file.

Totals Section

Subtotal

This field displays the subtotal for the line items entered. This amount is the sum of the Amount column for all
line items.

Discount

This field records a special discount percentage that will be applied to all line items showing a checkmark in the
Discount column. Ifthe special discount is entered as a dollar amount, the discount percentage will be calculated.
If no line items are marked for a special discount, these fields will appear disabled (grayed). Special discounts
are not related to discounts offered by using the Discount Schedule.

Freight Amt
This field records the total amount that the customer will be charged for freight.

Sales Tax

This field records the sales tax code for the sales tax district that applied to the sale, if any. This code may be
entered manually or by using the Find tool, but must appear in the Sales Tax Codes file. The tax rate for the code
selected will be used to calculate the sales tax for the items marked as taxable.

Please note that the Sales Tax title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Sales Tax - New form. Right-clicking on the Sales Tax hyperlink accesses the Sales
Tax File report.

Total Amount
This field displays the total dollar amount for this sales order. This is calculated by adding the subtotal of all line
items, the freight amount, and the sales tax amount, minus any special discount applied.

Cash Rec
If payment is made at the time of sale, these fields record the type and amount of payment made. The payment
type may be entered manually or by using the Find tool, but it must exist in the Payment Types file.

Please note that the Cash Rec Tax title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Payment Types - New form. Right-clicking on the Payment Types hyperlink
accesses the Payment Types report.
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AR-93

Sales Invoice Created From Sales Order

Best Construction Company

invoice

1200 Main Jtreet
- INWOICE N D INWOICE DATE | PAGE
Unit 100
Arrayo Brands, CA 93420 1055 as/2a,/YY al
Telephone B05-543-7000 T
SOLD T SHIP TO
Harmon Brothera Harmon Brothera
E400 Peach Btreet E4(00 Peach Street
Atlanta, GA 30301 Lelanmta, GR 30301
ACCOUNT ND. EP | PURCHASE DRIER EHIP VIA DATE EHIPPED TERMS JoB
Ccaoz ORS28YYYY (23-10/H0FT 20
ITEM LINIT PRICE
Ty aTY SHIPFED pisc w [TAK| EXTEMDED PRICE
ORDERED BACK ORDERED DESCRIPTION UNIT &
12, 00| 12.00|ERA1Q00-L 20, 00y 0, 00| 2,400. 0
Stael Box EA
Harmon Brothers
SALE AMOUNT 2,400.00
DISCOUNT 0. Odj
FREIGHT CHARGE 0. 00
SALES TAX 0. 0dj
Thank You b

Figure: AR-95 Sales Invoice created from Sales Order.
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Bill To Tab

The Bill To tab is for reference only. The fields in this tab display the billing address that will appear on the
invoice, which is recorded in the Customer’s master record for the customer selected. Also displayed here is
information regarding the payment history of this customer.

Figure: AR-96 =4 Sales Invoices - 1059 - C002 = e ==
Sales InVOICes BI“ TO tab Main Ship To AR Account  Print Options MNotes
screen form sample.

Customer Id cooz2

Name Harmaon Brothers

Address 1 5400 Peach Street

Address 2

City Atlanta

State GA Georgia

Zip Code 30301

Total Due 27,524.06

Credit Limit 15,000.00 | Ower Limit!

Date Account Opened 01/01}

Last Payment Date i

Last Payment Amount 0.00

Oldest Invoice 1059

Last Statement 0304/

Type of Customer Open Item

Due Date 0927/

Discount Date 0907/

Closed

Customer Id
This field displays the Customer Id associated with the record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Billing Code hyperlink displays the reports that can be directly accessed.

Figure: AR-97 Customer File
Right-click a hyperlink to
display a selection of
accessible reports.

Customer Labels

Customer Ledger
Accounts Receivable Aging
Customer Depasits
Customer Payments

Customer Refunds

Customer Name
This field displays the full name of the customer represented by the customer Id selected.

Address 1
This field displays the customer primary street address.

Address 2
The customer’s secondary street address is recorded here.

City

This field displays the customer’s city.

State
This field displays the customer’s state abbreviation.

Zip Code
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This field displays the customer’s postal zip code.

Total Due
This field displays the total currently due from the customer. BIS® calculates this automatically from the account
receivable and cash receipts records.

Credit Limit
This displays the credit limit that is recorded in the Customers master record. If the Total Due is greater than the
customer's limit, BIS will display an Over Limit warning.

Date Account Opened
This field displays the date the customer's account was opened. This is recorded in the History section of the
Customer Master record.

Last Payment Date
This displays the date of the customer's last payment. This information is updated automatically by BIS® from
the cash receipts records.

Last Payment Amount
This field displays the amount of the customer's last payment. This is updated automatically by BIS® from the
cash receipts records.

Oldest Invoice
This field displays the oldest outstanding invoice for this customer. This is updated automatically by BIS® from
the accounts receivable records.

Last Statement
This field displays the date of the last statement created for the customer.

Customer Type
This field displays the type established in the customer’s master record for the customer.

Due Date

This field displays the due date of the customer's order if it were converted to an invoice on the same date. This
information is updated to the correct date automatically when the order is converted to an invoice on a different
date.

Discount Date

This field displays the date of any discount applicable to the customer's order if it were converted to an invoice
on the same date. This information is updated to the correct date automatically when the order is converted to
an invoice on a different date.
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Ship To Tab

The Ship To section of this form records the shipping address that will appear on the invoice. The Customer’s
master form contains a Ship To tab that allows an unlimited number of shipping address to be recorded. The
button that appears on this tab opens a selection screen to choose a Ship To record.

Figure: AR-98 =7 sales Invoices - 168 - COOL = e 5

Sales Invoices — Ship to — =
tab screen form sample. e ]

AR Account || Print Options || COGs || Notes |

Company Mame Far West Properties B
Address 1 1625 Parker Street

Address 2

City Los Angeles

State CA California

Zip Code 90001

Collect or Prepaid | MfA

Closed

Figure: AR—99 _ £ shipTo ——
Sales Invoices Ship To tab . _

. Company Address 1 Address 2 City 5t -
Sh|p TO SUb form used tO MFar West Properties 1625 Parker Street Los Angeles Cl
select the customer’s
shipping address.

e | B s A
~

= _ T

Cancel

Customer Name
This field displays the full name of the customer’s shipping address selected.

Address 1
This field displays the customer’s primary shipping street address.

Address 2
The customer’s secondary shipping street address is recorded here.

City
This field displays the customer’s shipping city.

State
This field displays the customer’s shipping state abbreviation.

Zip Code
This field displays the customer’s shipping postal zip code.

Collect or Prepaid
Use this field to select from the drop down choices: N/A (Not Applicable), Collect, or Prepaid. This field’s data
is informational only, and can optionally appear on a modified Sales Order form.
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AR Account Tab

This screen is used to change the related posting account and session date defaults. The default account numbers
are recorded in the System Wide Parameters, but they can be changed here.

Figure: AR-100 =] Sales Invoices - 1059 - C002 [E=HEal =<5
Sales Invoice — AR Account
tab screen form showing
default accounts.

Main Bl To  Ship To Print Options MNotes

Your fiscal year date limits are from 01/01/ to 12/31/.

The following General Ledger accounts will be updated when you print Inveices, Debit or Credit
Memaos. {Accounts are not updated when Sales Orders are printed).

Accounts Receivable Account | 1110 Accounts Receivable-Trade

Freight Account <4030 Freight Revenue

Cost of Goods Sold Account 5010 Cost of Contracts-Labor
Sales Tax Account 2610 Sales Tax Payable-State
Discount Account 4040 {Discounts Allowed-A/R)
Session Date 08/28/YYYY

Closed

Accounts Receivable Account
This field displays the accounts receivable account to be used for posting the invoice. The Default Sales Account
can be entered manually or by using the Find tool.

Please note that the Accounts Receivable Account is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on
the Accounts Receivable Account hyperlink displays a selection of reports that can be directly accessed.

Freight Account
This field displays the freight account to be used for posting the invoice. The Freight Account can be entered
manually or by using the Find tool.

Please note that the Freight Account title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Freight Account
hyperlink displays a selection of reports that can be directly accessed.

Cost of Goods Sold (COGS) Account
This field displays the cost of goods sold account to be used for posting the invoice. The Default Cost of Goods
Sold Account can be entered manually or by using the Find tool.

Please note that the Cost of Goods Sold Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Cost of
Goods Sold Account hyperlink displays a selection of reports that can be directly accessed.

Sales Tax Account
This field displays the sales tax account to be used for posting the invoice. The Sales Tax Account can be entered
manually or by using the Find tool.

Please note that the Sales Tax Account is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Sales Tax
Account hyperlink displays a selection of reports that can be directly accessed.

Discount Account
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This field displays the discount account to be used for posting the invoice. The Discount Account can be entered
manually or by using the Find tool.

Please note that Discount Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Discount Account
hyperlink displays a selection of reports that can be directly accessed.

Session Date

This field records the session date for the transaction (i.e., the date the transaction is recorded). The default date
is the session date entered at the Login screen. If the default is not correct for this transaction, another date may
be entered here. The date may be entered manually in the mm/dd/yy format, or by using the Calendar tool.
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Print Options Tab

This section allows for the Sales Order to have its output changed from the default setting found in User
Preferences section.

Figure: AR- 102 . =3 Sales Invoices - New EI@
Con_tract Invoices Prlnt e e pe—ve— ot

Options tab, showing

Standard Message and

Output OptIOnS We will be closed the day before Labor Day. ~

Qutput System Laser-Computer Form ~

Print Standard Message
Check the box if the standard message should be included on the invoice. The text box records a standard message

to be printed on the invoice.

Y TlP Other Standard Message options can be found in Administrator | System Wide
Parameters | AR | Print Options. The choice to Print Standard Messages and Retain

Output
This field offers a selection of formats to print the invoice. It also may be viewed on the screen using the Preview

button.

Y Tip If other formats of Invoices were created and saved, they will be listed here along
with the system formats.

. Prior to printing or previewing an Invoice, the system will ask to save
A Caution it. Even if the Invoice is saved, it can be edited if necessary by using the
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COGS Tab
The COGS tab gives the line item detail for the credit and debit cost of goods sold entries associated with the total
of all items on the Main tab.

Figure: AR-103 =7 Sales Invoices - 168 - C001 [ e =]
Contract Invoice COGS
(Cost of Good Sold) tab
screen form.

Main ii Bill To || ship To i| AR Account || Print Options | E Notes |

Default Unit Cost to transfer COGS | Average Cost El

Line Mumber  GL Account Name Credit Debit -
0001 1300 Inventory 89.49 0,00
0002 5030 Cost of Contracts-Other 0.00 89.49

~
o

Open

The automatic Cost of Goods Sold (COGS) feature will produce an automatic journal entry to credit the inventory
account each time inventory items are sold to reflect the cost of goods sold. These entries can be located in the
Journal Entries file, but may not be changed or modified. BIS® uses the average, preferred or last unit cost, which
is displayed in the Inventory Items record, to generate these entries. The average and last unit cost are calculated
by the system based on the cost recorded in vendor invoices for the item.

To enable the Automatic Cost of Goods Sold feature, the Set Automatic Cost of Goods Sold Option must be
selected in the System Wide Parameters AR tab. This is also where the average, preferred or last unit cost may
be set as the Default Unit Cost to transfer to COGS.

To see the automatic entries to the Inventory and Cost of Goods Sold accounts, select the COGS tab while in Sales
Orders, Contract Invoices, Sales Invoices, Credit Memos or Debit Memos. The unit cost type, as well as the
Inventory and Cost of Goods Sold account, will be displayed with the appropriate entries.

BIS does not provide for "drop shipping," where inventory is maintained at zero units until an order is received.
This is because the general ledger cost-of-goods-sold account cannot be automatically updated when the number
of inventory units on hand is zero. However, the cost of goods sold can be recorded manually in this circumstance
through an inventory adjustment.

If the nature of the business is such that inventory items are sold before they are received, there may be inaccurate
cost-of-goods-sold entries calculated. If the average unit cost is different (at the time of sale) than the cost when
the item is pre-purchased, the cost-of-goods-sold entry may be incorrect. If this situation is common, it may be
advisable to turn off the Cost of Goods Sold option.

4 Caution Check with the accountant if considering this action. When the

automatic Cost of Goods Sold feature is off, NO entry will be generated
to reflect the cost of goods sold. An inventory adjustment must be made
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Default Unit Cost to transfer to COGS
This field displays the default unit cost type selected in the System Wide Parameters.

Line Number
This column displays the journal entry line number that is generated.

GL Account
This column displays the account number to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Name
This column displays the account name to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Credit
This column displays the credit amount (if any) to the account number to which the line item journal entry is
posted.

Debit
This column displays the debit amount (if any) to the account number to which the line item journal entry is
posted.

Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: AR-104 =3 Sales Invoices - 168 - CO01 ] (=Ss]
Sample Contract Invoice
Notes tab screen form.

T i i | M ; :
Main !I Bill To |: ship To || AR Account II Print Options !I COGS | Motes |

Additional items needed for this jobbut not recorded in the Budget. -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar, or press Ctrl-
S to save the changes.
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Invoices from Sales Orders

If a sales order is created prior to invoicing, BIS® can create a sales or contract invoice from that sales order,
avoiding the need to reenter the required information. Depending upon whether a job number is included in the
sales order, BIS® will create either a sales invoice (without a job number) or a contract invoice (including a job
number). Once a sales order is converted, the data is no longer stored in the Sales Orders file and cannot be viewed
and edited there. The new invoice must be located in the appropriate invoice file to be viewed, edited or printed.

Modular Menu Access
Accounts Receivable | Customer Invoices | Invoices from Sales Orders

Standard Menu Access
Transactions | Customer Invoices | Invoices from Sales Orders

Figure: AR-105 =3 Invoices from Sales Orders EI@
Invoice from Sales Orders
H Print by Order Mumb
screen form, showmg t_he g P::t b: Cgszm:rmN;;ber Default Unit Cost to transfer COGS ~
selection of Default Unit : : Average Cost
b RE Il Preferred Cost

Cost to transfer to COGS. s

Beginning Order Number 22 |4 | cool

Ending Order Number 25 | Q4| cooz

First Invoice Mumber 1051

Invoice Date 0Bf31/YYYY [w

Session Date 0831/ YYYY [~

[JPrint Standard Message

Qutput System Laser-Computer Form e

COGS Conwvert Close

. If the ship date field was left blank in any sales order, it must be filled
4 Caution prior to being converted to an invoice. If not, BIS® will skip that order

Conversion Process
1. Open the Customer Invoices submenu from the Transactions menu and select Invoices from Sales Orders.

2. Specify how sales orders are to be selected for conversion by marking one of the following options: Print by
Order Number, Print by Customer Number, or Print by Ship Date.

a. By Order Number: Specify the beginning and ending order numbers. To convert all existing sales orders,
check the box next to All Orders and leave the beginning and ending fields blank.

b. By Customer Number: Enter the beginning and ending customer Id codes. To convert sales orders for all
customers, check the box next to All Customers and leave the beginning and ending fields blank.

c. By Ship Date: Enter the selected shipping date.
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3. In the field First Invoice Number, the system will display the next invoice number available. This may be
changed if necessary. If more the one invoice is created, they will be numbered consecutively.

4. Enter the correct invoice and session dates.

5. Ifastandard message is to appear on all the invoices created, check the Print Standard Message box and type
it in the text box provided.

6. Verify that all information is correct and click the Convert button. BIS® will begin creating invoices from the
sales orders entered.

7. When the conversion is complete, BIS® provides the option of printing the new invoices. To print them, click
Yes to open the Print Setup dialog box. If the invoices are not printed at this time, click No.

When a sales order is converted to an invoice, the data is removed from the sales order file and cannot be viewed
or edited there. The new invoice must be located in the appropriate file (Sales Invoices or Contract Invoices) to
be viewed, edited or printed.

Print By Options

Sales orders can be selected for conversion by sales order number, by customer Id or by shipping date. When the
Print by Order Number option is marked, BIS® allows sales orders to be selected for conversion by a range of sales
order numbers. Once the correct information is entered, the Convert button should be used to begin the process
of converting all sales orders selected into invoices.

Default Unit Cost to transfer to COGS
The Default Unit Cost field allows the user to choose the type of Unit Cost (average, preferred, or last) that is used
to make the credit and debit cost of goods sold (COGS) entries on this form.

All Orders

When a checkmark appears next to this option, all outstanding sales orders will be converted. The checkmark can
be toggled on and off by clicking on the box. To convert only a portion of a sales order, this option must be
unmarked.

Beginning Order Number

If the All Orders option is off, this field records the beginning sales order number of the range selected for
conversion. The order number may be typed or selected using the Find tool. If the All Orders option is on, it
displays the number of the first outstanding sales order. The associated customer number is also displayed.

Ending Order Number

If the All Orders option is off, this field records the ending sales order number of the range selected for
conversion. The order number may be typed or selected using the Find tool. If the All Orders option is on, it
displays the number of the last outstanding sales order. The associated customer number is also displayed.

First Invoice Number
This field displays the invoice number that will be assigned to the first invoice created. Invoice numbers will be
assigned consecutively.

Invoice Date
This field records an invoice date. This date can be entered manually or by using the Calendar tool.

Session Date
The Session Date field records the session date for this transaction (i.e., the date the transaction is recorded). The
default date is the session date entered at the Login screen. If the default is not correct for this transaction, another
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date may be entered here. The date may be entered manually in the mm/dd/yy format, or by using the Calendar
tool.

Print Standard Message
Check the box if the standard message should be included on the invoice. The text box records a standard message
to be printed on the invoice.

Y Tlp Other Standard Message options can be found in Administrator | System Wide
Parameters | AR | Print Options. The choice to Print Standard Messages and Retain

Output
This field offers a selection of formats to print the invoice. It also may be viewed on the screen using the Preview
button.

Y Tip If other formats of Invoices were created and saved, they will be listed here along
with the system formats.

. Prior to printing or previewing an Invoice, the system will ask to save
A Caution | it Eyen ifthe Invoice is saved, it can be edited if necessary by using the
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Debit Memos

The Debit Memo is used to adjust existing invoices. By selecting an invoice to adjust and entering line items into
this form, the items are debited to the original invoice. To credit items, use the Credit Memos option. When a debit
or credit memo is made, the adjusted amount due will automatically appear in customer ledger reports for the
original invoice. A copy of the debit memo should be sent to the customer to inform them of the adjusted amount

due.

Modular Menu Access
Accounts Receivable | Debit Memos

Standard Menu Access
Transactions | Debit Memos

New Record
Initial access to contract invoices from the menu opens the Debit Memos - New form. This form is used to enter

new debit memo information. However, access to a new form when another debit memo record is on the screen
only requires pressing Ctrl+N or using the New icon [d on the toolbar. The system will if any changes to the
record should be saved.

Figure: AR-106 =7 Debit Mermos - New E=m[EoE~=
Debit Memos — New screen : " | m | |
HMain i Bill To || Ship To || AR Account || Print Options || COGS || Motes
form ' Invoice Number | 170 Sales Person @
Invoice Date I Discount Level @
Customer Id @ Payment Terms @
Invoice to Adjust o[ 1ob ship via (=]
Purchase Order Ship Date 1! El
Item GL Account Price Order Ship Disc. % Amount Tax Disc Description =
: B ©
I “ [ 2
Acct MName Avg Cost 0.00000 Subtotal 0.00
Item Pref Cost 0.00000 Discount 0.00 | %4 0.00
On Hand 0.00 Last Cost 0.00000 Freight Amt 0.00
Assigned 0.00 Special Disc. On 0.00 Sales Tax @ 0.00
Qty. Avail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amt 0.00
New

Scrolling Through Debit Memo Records
Debit Memo records can be scrolled by using the navigation buttons on the toolbar at the top of the screen.

Clicking on the First icon [{] (at the top of the screen) will open the first record of the list, according to Debit
Memo # . Clicking on the Previous icon [4] (at the top of the screen) will open the immediately previous record
of the list, according to Debit Memo #. Clicking on the Next icon [2] (at the top of the screen) will open the next
record of the list, according to the Debit Memo #. Clicking on the Last icon [ (at the top of the screen) will open
the last record of the list, according to the Debit Memo #.
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Editing an Existing Record

The list of existing debit memos may be examined by clicking on the Magnifying Glass icon [2] (at the top of the
screen) or pressing Ctrl+F, and double clicking on the item of interest. Records cannot be edited, however. Note
that when the contract invoice screen form appears, most of the fields at the top are shaded; this information
cannot be changed.

Flgqre: AR-1(_J7 =1 Debit Memos - ol
Debit Memos Find/Search
screen form. Search for Search
Searchin Available to Refund o Clear
Condition Less than w
[ case sensitive Cancel
Fiscal Year | Al ~
Available to ~

Refund Invoice # Invoice Amt  AmtDue  Inwvoice Type Job Date Customer Id Payment Terms  Due Date

5227.62 |Debit Memo | 1000 |05/17/
20,00 1009 20,00 0.00 Debit Memo | 1000 |06/30/ Coo1 2%-10/MET 30 |07/30/
58.21 1015 58.21 0.00 | Debit Memo | 1000 |04/26/ Cool 2%-10/MET 30 |05/26/

Deleting an Existing Record

Existing records can be deleted if they have not been used in subsequent transactions. Once the source record is
brought to the screen, use the Delete button on the tool bar. The system will ask, “Do you want to delete this
record?” Click on the Yes button to delete it, or click on the No button to leave this process.
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Main Tab

The Debit Memo is used to adjust existing invoices. By selecting an invoice to adjust and entering line items into
this form, the items are debited to the original invoice. To credit items, use the Credit Memos option. When a debit
or credit memo is made, the adjusted amount due will automatically appear in customer ledger reports for the
original invoice. A copy of the debit memo should be sent to the customer to inform them of the adjusted amount

due.

Figure: AR-108 = Debit Memos - New [ =]
Debit Memos Main tab ; :
Bl To ShipTe AR Account Print Options Motes
screen form sample, _
s . . Invoice Number 1061 Sales Person (o)
debltlng Inventory Items' Invoice Date 0831 YYYY |~ Discount Level 1 4 | Repeat Customer
Customer Id coo1 3 || Far West Properties Payment Terms | 2%-10/MET 30 =%
Invoice to Adjust 1055 |3 Job 1000 ship Via (o}
Purchase Order Ship Date 08/31/YY |~
Ttem GL Account Price Order Ship Disc. % Amount Tax Disc Description ~
» @ 4010 Q 500,00 1.00 1.00 500,00 I:| I:| Far West Properties |
| =] & oo
1 w
1< >
Acct Mame | Contract Revenue Awg Cost 0.00000 | |Subtotal 500.00
Item Pref Cost 0.00000 | |Discount 0,00 | 3% 0.00
On Hand 0.00 Last Cost 0.00000 Freight Amt 0.00
Assigned 0.00 Spedial Disc, On 0,00 Sales Tax |01 (o} 0.00
Qty. Avail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate 8.0000 Total Amt 500.00
Credit Limit has been exceeded for this customer
If the underlying invoice was not for an inventory item, a debit memo may be created if needed.
Figure: AR-109 = Debit Memos - 1061 - C001 =R
Debit Memo Main tab : : : o
g Bil To ShipTo AR Account  Print Options Motes
screen form sample,
oy . Invoice Mumber 1061 Sales Person
dEbItIng CUStomer WlthOUt Invoice Date 08/31/¥¥YY Discount Level 1 Repeat Customer
inventory item. Customer Id coot Far West Properties Payment Terms | 2%-10/NET 30
Invoice to Adjust 1055 Job 1000 Ship Via
Purchase Order Ship Date 0831 YY
Item GL Account Price Order Ship Disc. % Amount  Tax Disc Description ~
M l:l 4010 500.00 1.00 1.00 0.00 500.00 Far West Properties
— w
1< >
Acct Mame |Contract Revenue Avg Cost 0.00000 | |Subtotal 500.00
Item Pref Cost 0.00000 Diiscount 0.00 | =% 0.00
On Hand 0.00 Last Cost 0.00000 Freight Amt 0,00
Assigned 0,00 Spedal Disc. On 0,00 Sales Tax (01 0,00
Qty. Avail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate 8.0000 Total Amt 500.00
Closed

Invoice Number
This field records an invoice number that is used to identify a record. The program assigns a consecutive number

automatically. The number assigned can be changed in the AR tab of the System Wide Parameters by changing
the number listed in the Last Invoice Number field. The AR tab also offers an option to assign an invoice number
manually for every record. These numbers are in the same series as regular invoices.

Invoice Date
This field records an invoice date for the sale. This date can be entered manually or by using the Calendar tool.
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Customer Id
This field displays the customer identification number associated with a record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Customer - New form. Right-clicking on the Customer hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-110 Customer File

Reports directly accessible Customer Labels

by rlght-dlcklng on the Customer Ledger

f|e|d hyperhnk. Accounts Receivable Aging
Customer Deposits
Customer Payments
Customer Refunds

Invoice to Adjust

This field records the number of the invoice that will be adjusted by the debit memo. This information may be
entered manually or by using the Find tool. This number cannot be entered until the Invoice Date and Customer
Id fields are filled. The system verifies that the invoice to be adjusted is for the same customer selected and that
its invoice date is prior to the date of the debit memo.

Job Number

Enter the associated job number or use the Find tool to browse or select from the Jobs table. The job number must
be on file. Use the Jobs Master Record from the Jobs menu to enter new jobs or change existing jobs. This field
is an alphanumeric field and is limited to ten characters.

Please note that the Job Number title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Job - New form. Right-clicking on the Job Number hyperlink opens a selection of
reports that can be directly accessed.

Purchase Order
This field records the customer purchase order number associated with this sales order or invoice.

Sales Person

This field records the initials of the salesperson making the debit memo. If a particular salesperson has been
entered in the Defaults section of the Customers master record, these initials will be filled in automatically, but
can be changed if necessary. This may be entered manually or by using the Find tool, but the initials recorded must
exist in the Salespersons file.

Please note that the Sales Person title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Sales Person - New form. Right-clicking on the Sales Person hyperlink
accesses the Sales Person File report.

Discount Level

This field records the discount level that applies to the debit memo. If a discount level has been entered in the
Defaults section of the Customers master record, this level will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the discount level recorded must exist in
the Discount Schedule.

Please note that the Discount Level title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Discount Schedule - New form. Right-clicking on the Discount Level hyper-
link accesses the Discount Schedule File report.
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Payment Terms

This field records the payment terms that apply to the debit memo. If payment terms have been entered in the
Defaults section of the Customers master record, these terms will be filled in automatically but can be changed
if necessary. This may be entered manually or by using the Find tool, but the payment terms recorded must exist
in the Payment Terms file.

Please note that the Payment Terms Level title is a hyperlink field as well as the description of the information.
Left-clicking on this hyperlink opens the Payment Terms - New form. Right-clicking on the Payment Terms hyper-
link accesses the Payment Terms report.

Ship Via
This field records the shipping method that applies to the debit memo. This may be entered manually or by using
the Find tool, but the shipping method recorded must exist in the Ship Via file.

Please note that the Ship Via title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Ship Via - New form. Right-clicking on the Ship Via hyperlink accesses the Ship Via
File report.

Ship Date
This field records the date this debit memo should be shipped. This date may be entered manually or by using the
Calendar tool.

Form Columns

GL Account

This column records the general ledger account number that will be affected by this transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

. The ability to post sales to GL accounts that are not associated jobs is
A Caution determined by a setting in Administrator | System Wide Parameters | AR
tab. If there is a need to bill to non-job GL accounts, uncheck the feature
named, “Restrict GL Accounts in Contract Invoices, SO, CM, DM to

Item

This column records the code of the inventory item ordered. This code may be entered manually or by using the
Find tool. This field is not required and may be left blank for non-inventory debit memos. Item codes are
maintained in the Inventory Items master file.

Price
This field records the selling price per unit. If a selling price has been recorded in the Inventory Items record of
the item selected, this price will be pulled up automatically, but may be changed if necessary.

Order

This column records the total quantity of items or units ordered. If this is for a non-inventory item, this field is
not required unless BIS® should calculate the extended price. This field will update the number of units assigned
in the item’s Inventory Items record.

Ship

This column records the quantity of items or units that will be shipped at this time. BIS® will automatically fill
in the number of units ordered. This number may be changed, for example, the items are out of stock, but should
not be greater than the number ordered. If the quantity to be shipped is greater than the quantity on hand, a
warning will be displayed. This quantity is multiplied by the unit price to calculate the extended price (Amount).
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Discount Percentage

This column records the discount percentage for this line item. If a price discount code has been recorded in the
Inventory Items record of the item selected, BIS® will automatically cross-reference the item price discount code
with the customer’s discount level in the Discount Schedule to fill in the correct percentage automatically. This
percentage may also be entered or changed manually.

Amount
This column records the extended price for this line item. BIS® will calculate this amount by multiplying the unit
price by the units to ship, minus the discount. This amount can also be entered or changed manually.

Tax

This column allows line items to be marked as taxable items. When a checkmark appears in the Tax box, sales
tax will be calculated for that line item and added to the Sales Tax field in the Totals section of the record. The
checkmark can be toggled on and off by clicking on the box in this column.

¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job Master
Disc

This column allows a special discount to be applied to line items marked. When a checkmark appears in the
Discount box, the Discount fields in the Totals section of the record are enabled. The special discount percentage
entered will be applied only to those line items marked. The special discount is calculated separately from any
discounts offered using the Discount Schedule.

Description

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for this item, click the button to open a Notes [ box. An unlimited amount of
information related to this line item may be stored in this field.

Report Code

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. This code may be typed or entered using the Find
tool.

CC
If the account number selected for the line item has been assigned a Job Cost type, the button in this column will
open the Job Cost screen, where the item can be posted to a specific cost code.
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Summary
This section displays summary information about the Debit Memo.

Acct Name
This displays the name of the general ledger account for the line item selected.

Please note that the Account Name title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Job Number hyperlink opens
a selection of reports that can be directly accessed.

Figure: AR-111 Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by right'cl icki ng on the Chart of Accounts Tree Structure
field hyperlink. m——

Item

This field displays the item description for the line item selected.

Please note that the Item title is a hyperlink field as well as the description of the information. Left-clicking on
this hyperlink opens the Inventory Items - New form. Right-clicking on the Item hyperlink opens a selection of
reports that can be directly accessed.

Figure: AR-112 Inventory File
Reports directly accessible Inventory Labels
right-clicking on the field Price List
hyperlink. Inventory Activity History

Inventory Planning Report
Inventory Reorder

Inventory Back Ordered

Inventory on Order

Inventory on Back Order

On Hand
This field displays the quantity on hand of the inventory item listed in the selected line item.

Assigned
This field displays the quantity assigned to customers through sales orders and invoices of the inventory item
listed in the selected line item.

Quantity Available
This field displays the quantity available (not assigned to customers) of the inventory item listed in the selected
line item.

Back Order
This field displays the back ordered quantity of the highlighted inventory item.

Average Cost
This field displays the average cost per unit for the highlighted inventory item.

Preferred Cost
This field displays the preferred cost per unit for the highlighted inventory item.

Last Cost
This field displays the last cost per unit for the highlighted inventory item.
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Special Discount On
This field displays the total amount from all line items that are marked for a special discount. Marked items show
a checkmark in the Discount column box.

Sales Tax On
This field displays the total amount from all line items that are marked as taxable items. Marked items show a
checkmark in the Tax column box.

¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job

Tax Rate

This field displays the tax rate associated with the Sales Tax code selected. The rate is set up in the Sales Tax
Codes file.

Totals Section

Subtotal

This field displays the subtotal for the line items entered. This amount is the sum of the Amount column for all
line items.

Discount

This field records a special discount percentage that will be applied to all line items showing a checkmark in the
Discount column. Ifthe special discount is entered as a dollar amount, the discount percentage will be calculated.
If no line items are marked for a special discount, these fields will appear disabled (grayed). Special discounts
are not related to discounts offered by using the Discount Schedule.

Freight Amt
This field records the total amount that the customer will be charged for freight.

Sales Tax

This field records the sales tax code for the sales tax district that applied to the sale, if any. This code may be
entered manually or by using the Find tool, but must appear in the Sales Tax Codes file. The tax rate for the code
selected will be used to calculate the sales tax for the items marked as taxable.

Please note that the Sales Tax title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Sales Tax - New form. Right-clicking on the Sales Tax hyperlink accesses the Sales
Tax File report.

Total Amount
This field displays the total dollar amount for this sales order. This calculated by adding the subtotal of all line
items, the freight amount and the sales tax amount, minus any special discount applied.
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Bill To Tab

The Bill To tab is for reference only. The fields in this tab display the billing address that will appear on the debit
memo, which is recorded in the Customers master record for the customer selected. Also displayed here is
information regarding the payment history of this customer.

Figure: AR-113 =l Debit Memos - 1061 - COD1

(= [D ][]

Debit Memo Bill To tab
screen form sample.

Main Ship To

Customer Id
MName
Address 1
Address 2

AR Account  Print Options

Ccoo1
Far West Properties
1625 Parker Street

Motes

City Los Angeles

State CA California
Zip Code 90001

Total Due 216,403.93
Credit Limit 45,000.00 | Ower Limit!
Date Account Opened o101

Last Payment Date 056/30/.

Last Payment Amount 10.00
Oldest Invoice 1060

Last Statement o304

Type of Customer Balance Forward

Due Date 09304

Discount Date 09104

Closed

Customer Id
This field displays the Customer Id code associates with this record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Billing Code hyperlink displays a list of reports that can be directly accessed.

Figure: AR-114 Customer File
Right-click a hyperlink to
display a selection of
accessible reports.

Customer Labels

Customer Ledger
Accounts Receivable Aging
Customer Depasits
Customer Payments

Customer Refunds

Customer Name
This field displays the full name of the customer represented by the customer Id selected.

Address 1
This field displays the customer’s primary street address.

Address 2
The customer’s secondary street address is recorded here.

City
This field displays the customer’s city.

State
This field displays the customer’s state abbreviation.
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Zip Code
This field displays the customer’s postal zip code.

Total Due
This field displays the total currently due from the customer. BIS® calculates this automatically from the account
receivable and cash receipts records.

Credit Limit
This displays the credit limit that is recorded in the Customers master record. If the Total Due is greater than the
customer's limit, BIS® will display an Over Limit warning.

Date Account Opened
This field displays the date the customer's account was opened. This is recorded in the History section of the
Customer Master record.

Last Payment Date
This displays the date of the customer's last payment. This information is updated automatically by the program
from the cash receipts records.

Last Payment Amount
This field displays the amount of the customer's last payment. This is updated automatically by BIS® from the cash
receipts records.

Oldest Invoice
This field displays the oldest outstanding invoice for this customer. This is updated automatically by BIS® from
the accounts receivable records.

Last Statement
This field displays the date of the last statement created for this customer.

Customer Type
This field displays the type established in the Customers master record for this customer.

Due Date
This field displays the due date of the customer's debit memo.

Discount Date
This field displays the date of any discount applicable to the customer's debit memo.
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Ship To Tab

The Ship To section of this form records the shipping address that will appear on the debit memo. The Customers
master form contains a Ship To tab that allows an unlimited number of shipping addresses to be recorded. The
button that appears on this tab opens a selection screen to choose a Ship To record.

Figure: AR-115 =7 Debit Memos - 170 - C001 =l S|
Debit Memo — Ship To tab :

Main || gill To | Ship To | AR Account ” Print Options || COGS ” Motes |
screen form sample.

Company Mame Far West Properties

Address 1 1625 Parker Street

Address 2

City Los Angeles

State ca  |[&] california

Zip Code 90001

Collect or Prepaid | M/A El

Open

Figure: AR-116_ = ship To =
Sales Invoices Ship To tab _

. Company Address 1 Address 2 City 5o
Shlp TO SUb form used to MFar West Properties 1625 Parker Street Los Angeles CI
select the Customer’s [ ]
shipping address. ||

I < 1l d 3
oK il [ Cancel

Customer Name
This field displays the full name of the customer’s shipping address selected.

Address 1
This field displays the customer’s primary shipping street address.

Address 2
The customer’s secondary shipping street address is recorded here.

City
This field displays the customer’s shipping city.

State
This field displays the customer’s ship to state abbreviation.

Zip Code
This field displays the customer’s ship to postal zip code.
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Collect or Prepaid
Use this field to select from the drop down choices: N/A (Not Applicable), Collect, or Prepaid. This field’s data
is informational only, and can optionally appear on a modified Sales Order form.

AR Account Tab
This screen is used to change the related posting account and session date defaults. The default account numbers
are recorded in the System Wide Parameters, but can be changed here.

Figure: AR-117 = Debit Memos - 1061 - COD1 [ [ e
Debit Memos — AR Account
tab screen form showing
default accounts.

Main Bl To ShipTo AR

i Print Options Motes

Your fiscal year date limits are from 01/01/ to 12/31f

The following General Ledger accounts will be updated when you print Invoices, Debit or Credit
Memos. {Accounts are not updated when Sales Orders are printed).

Accounts Receivable Account | 1110 3 | Accounts Receivable-Trade
FEreight Account 4030 3 | Freight Revenue

Cost of Goods Sold Account 5010 3, | Cost of Contracts-Labor
Sales Tax Account 2610 3, | Sales Tax Payable-State
Discount Account 4040 3, | (Discounts Allowed-A/R)
Session Date 08/3L/YYYY |~

Open

Accounts Receivable Account
This field displays the accounts receivable account to be used for posting the debit memo. The Default Sales
Account can be entered manually or by using the Find tool.

Please note that the Accounts Receivable Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Accounts
Receivable Account hyperlink displays a selection of reports that can be directly accessed.

Freight Account
This field displays the freight account to be used for posting the debit memo. The Freight Account can be entered
manually or by using the Find tool.

Please note that the Freight Account title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Freight Account
hyperlink displays a selection of reports that can be directly accessed.

Cost of Goods Sold (COGS) Account
This field displays the cost of goods sold account to be used for posting the debit memo. The Default Cost of
Goods Sold Account can be entered manually or by using the Find tool.

Please note that the Cost of Goods Sold Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Cost of
Goods Sold Account hyperlink displays a selection of reports that can be directly accessed.

Sales Tax Account




Accounts Receivable AR-117

This field displays the sales tax account to be used for posting the debit memo. The Sales Tax Account can be
entered manually or by using the Find tool. Please note that the Sales Tax Account is a hyperlink field as well
asthe description of the information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts
form. Right-clicking on the Sales Tax Account hyperlink displays a selection of reports that can be directly
accessed.

Discount Account
This field displays the discount account to be used for posting the debit memo. The Discount Account can be
entered manually or by using the Find tool.

Please note that Discount Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Discount Account
hyperlink displays a selection of reports that can be directly accessed.

Session Date

This field records the session date for the transaction (i.e., the date the transaction is recorded). The default date
is the session date entered at the Login screen. If the default is not correct for this transaction, another date may
be entered here. The date may be entered manually, in the mm/dd/yy format, or by using the Calendar tool.

Print Options Tab
This section allows for the Sales Order to have its output changed from the default setting found in User
Preferences section.

Figure: AR-118 =7 Debit Memos - 1061 - COD1 = e
Debit Memos — Print
Options tab screen form,
showing Standard Message
and Output Options. We will be dosed the day before Labor Day. ~

Main Bl To ShipTo AR Account  Print Options Motes

Output System Laser-Computer Form L

Open

Print Standard Message
Check the box if the standard message should be included on the invoice. The text box records a standard message
to be printed on the invoice.

Y Tlp Other Standard Message options can be found in Administrator | System Wide
Parameters | AR | Print Options. The choice to Print Standard Messages and Retain

Output
This field offers a selection of formats to print the invoice. It also may be viewed on the screen using the Preview
button.

Y Tip If other formats of Invoices were created and saved, they will be listed here along
with the system formats.
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Debit Memo — Invoice Form

A
L. - -
Best Construction Company Invoice
1200 M ain Jtrest
4 INVQICE N D. INWOICE DATE | PAGE
Unit 1 00
Arrgya Brande, CA 93420 1061 08,31,y 1
Telephone BOS-H43-7000
P DERBRIT MEMO
Debiting Imvoice 1033
SO TG SHIP TQ
Far West Propertcicas Eanamy
1825 Parkexr Strest 40] Center 5t
Log hngeles, CA S0001 Cayucoa, CA 53415
ACCOUNT ND. &P | PURCHASE DROER SHIP WA DATE EHIPPED TERMS J0B
caol 08 731,MYY |2%-10/EET 320 14ad
Ty QTY SHIPFED il I PRI pisc % [TAX| EXTENDED PRICE
ORDERED | BACK ORDERED DESCRIPTION UNIT 0
1.00 1.00|Far Weat Properbica 500,00 Q.00 500,00
We will be closed the dey before Labor Day. SALE AMOUNT 500. 00
DMSCOUNT 0. 0q
FREIGHT CHARGE 0. 00
B.000% SALES TAX 0. 0]
Thank You o sos .00

Figure: AR-119 Sample Debit Memo printed on an Invoice form.
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COGS Tab
The COGS tab gives the line item detail for the credit and debit cost of goods sold entries associated with the total
of all items on the Main tab.

The automatic Cost of Goods Sold (COGS) feature will produce an automatic journal entry to credit the inventory
account each time inventory items are sold to reflect the cost of goods sold. These entries can be located in the
Journal Entries file, but may not be changed or modified. BIS® uses the average, preferred or last unit cost, which
is displayed in the Inventory Items record, to generate these entries. The average and last unit cost are calculated
by the system based on the cost recorded in vendor invoices for the item.

To enable the Automatic Cost of Goods Sold feature, the Set Automatic Cost of Goods Sold Option must be
selected in the System Wide Parameters AR tab. This is also where the average, preferred or last unit cost may
be set as the Default Unit Cost to transfer to COGS.

To see the automatic entries to the Inventory and Cost of Goods Sold accounts, select the COGS tab while in Sales
Orders, Contract Invoices, Sales Invoices, Credit Memos or Debit Memos. The unit cost type, as well as the
Inventory and Cost of Goods Sold account, will be displayed with the appropriate entries.

BIS does not provide for "drop shipping," where inventory is maintained at zero units until an order is received.
This is because the general ledger cost-of-goods-sold account cannot be automatically updated when the number
of inventory units on hand is zero. However, the cost of goods sold can be recorded manually in this circumstance
through an inventory adjustment.

If the nature of the business is such that inventory items are sold before they are received, there may be inaccurate
cost-of-goods-sold entries calculated. If the average unit cost is different (at the time of sale) than the cost when
the item is pre-purchased, the cost-of-goods-sold entry may be incorrect. If this situation is common, it may be
advisable to turn off the Cost of Goods Sold option.

4 Caution Check with the accountant if considering this action. When the

automatic Cost of Goods Sold feature is off, NO entry will be generated
to reflect the cost of goods sold. An inventory adjustment must be made

Default Unit Cost to transfer to COGS
This field displays the default unit cost type selected in the System Wide Parameters.

Line Number
This column displays the journal entry line number that is generated.

GL Account
This column displays the account number to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Name
This column displays the account name to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Credit
This column displays the credit amount (if any) to the account number to which the line item journal entry is
posted.
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Debit
This column displays the debit amount (if any) to the account number to which the line item journal entry is
posted.

Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: AR-120 = Debit Memos - 170 - €001 =B 5
Sample Debit Memos —
Notes tab screen form.

Main || Bill To || Ship To || AR Account || Print Options || COGS |?NotESE|

Additional items needed on the job. -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar or press Ctrl-
S to save the changes.
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Credit Memos

The Credit Memo is used to adjust existing invoices. By selecting an invoice to adjust and entering line items into
this form, the items are credited to the original invoice. To debit items, use the Debit Memos option. When a debit
or credit memo is created, the adjusted amount due will automatically appear in customer ledger reports for the
original invoice. A copy of the credit memo should be sent to the customer to inform them of the adjusted amount
due.

Modular Menu Access
Accounts Receivable | Credit Memos

Standard Menu Access
Transactions | Credit Memos

New Record

Initial access to contract invoices from the menu opens the Credit Memos - New form. This form is used to enter
new credit memo information. However, access to a new form when another credit memo record is on the screen
only requires pressing Ctrl+N or using the New icon [ on the toolbar. The system will ask if any changes to the
record should be saved.

Figure: AR-121 =4 Credit Memos - New ===
Credit Memos — New )
Main il To ShipTe AR Account  Print Options Motes
screen form.
Inwvoice Number 1062 Sales Person Q
Invoice Date £ bt Discount Level a3
Customer Id a Payment Terms aQ
Invoice to Adjust 05 Job ship via X
Purchase Order Ship Date LY ~
Item GL Account Price Order Ship Disc. % Amount Tax Disc  Description -
[=Y =
— w
1< >
Acct Mame Awvg Cost 0.00000 Subtotal 0.00
Item Pref Cost 0.00000 Discount 0,00 |84 0.00
©n Hand 0.00 Last Cost 0.00000 Freight Amt 0.00
Assigned 0.00 Spedial Disc. On 0.00 Sales Tax || jo} 0.00
Qty. Awvail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amt 0.00
MNew

Scrolling Through Debit Memo Records

Credit Memo records can be scrolled by using the navigation buttons on the toolbar at the top of the screen.
Clicking on the First icon [4] (at the top of the screen) will open the first record of the list, according to Credit
Memo # . Clicking on the Previous icon [4] (at the top of the screen) will open the immediately previous record
of the list, according to Credit Memo #. Clicking on the Next icon [=] (at the top of the screen) will open the next
record of the list, according to the Credit Memo #. Clicking on the Last icon [ (at the top of the screen) will open
the last record of the list, according to the Credit Memo #.
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Editing an Existing Record

The list of existing credit memos can be examined by clicking on the Magnifying Glass icon [2] (at the top of the
screen) or pressing Ctrl+F, and double clicking on the item of interest. Records cannot be edited, however. Note
that when the contract invoice screen form appears, most of the fields at the top are shaded; this information

cannot be changed.

Figure: AR-122 ] Credit Memos ?@

Credit Memos Find/Search

screen form. Search for Gearch
Searchin Available to Refund w Clear
Condition Less than R

Fiscal Year

Available to
Refund

-10.00

D Case Sensitive
Al

Invoice # Invoice Amt  AmtDue Invoice Type Job

1010 -10.00

LV

[l

Due Date

Customer
Date =

Payment Terms

2%-10/NET 30
2%-10/NET 30 07/30}

0.00 |Credit Memo | 1000 |D4/25/
0.00 |Credit Memo | 1000 06/30/

Coo1

Deleting an Existing Record
Existing records can be deleted if they have not been used in subsequent transactions. Once the source record is

brought to the screen, use the Delete button on the tool bar. The system will ask, “Do you want to delete this
record?” Click on the Yes button to delete it, or click on the No button to leave this process.
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AR-123

Main Tab

The Credit Memo is used to adjust existing invoices. By selecting an invoice to adjust and entering line items into
this form, the items are debited to the original invoice. To credit items, use the Credit Memos option. When a debit
or credit memo is made, the adjusted amount due will automatically appear in customer ledger reports for the
original invoice. A copy of the credit memo should be sent to the customer to inform them of the adjusted amount

due.
Figure: AR-123 = Credit Memos - 1064 - C001 ===
Credit Memos — Main tab
i BillTo ShipToe AR Account Print Options Motes
scree_n from S_a,mple’ Invoice Mumber 1064 Sales Person M1 Mike Jargon
ShOWIng CrEd Itlng Invoice Date 03/31/2020 Discount Level 1 Repeat Customer
inventory item. Customer Id coo1 Far West Properties Payment Terms | 2%-10/NET 30
Invoice to Adjust 1053 Job Ship Via
Purchase Order Ship Date 08/31/2020
Itemn GL Account Price Order Ship Disc. %o Amount Tax Disc Description -~
# EA100D ,_| 4010 250.00 -5.00 -5.00 5.00 -1,187.50 Far West Prnpertl
— w
1< >
Acct Mame |Contract Revenue Avg Cost EI.EIUEIEIU. Subtotal -1,187.50
Item Breaker Box Pref Cost 75.00000 Discount 0.00 | 24 0.00
On Hand 0.00 Last Cost 90.00000 =reight Amt 0.00
Assigned 5.00 Special Disc. On 0.00 Sales Tax |01 0.00
Qty. Avail, -5.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate 8.0000 Total Amt -1,187.50
Closed
If the underlying invoice was not for an inventory item, a debit memo may be created if needed.
Figure: AR-124 = Credit Memos - 1062 - COD1 o= ]
Credit Memo — Main tab ,
Bill To ShipTo AR Account Print Options Motes
scre(_er_1 form Sample’ Invoice Number 1062 Sales Person AM Alissa Monte
Credltlng a customer Invoice Date 08/31/v¥YY Discount Level 1 Repeat Customer
without an inventory item. Customer Id coo1 Far West Properties Payment Terms | 2%-10/MET 30
Invoice to Adjust 1030 Job | 1000 Ship Via
Purchase Order Ship Date 08/31/YYY
Item GL Account Price Order Ship Disc. % Amount Tax Disc Description -~
i I:I 4010 500.00 -2.00 -2.00 0.00 -1,000.00 Far West Properties
| =
— »
K3 >
AcctMame | Contract Revenue Awvg Cost 0.00000 Subtotal -1,000.00
Ttemn Pref Cost 0.00000 Discount 0.00 | 5% 0.00
On Hand 0.00 Last Cost 0.00000 Freight Amt 0.00
Assigned 0.00 Special Disc. On 0.00 Sales Tax |01 0.00
Qty. Avail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate 8.0000 Total Amt -1,000.00
Closed

Invoice Number

This field records an invoice number that is used to identify this record. BIS® assigns a consecutive number
automatically. The number assigned can be changed in the AR tab of the System Wide Parameters by changing
the number listed in the Last Invoice Number field. The AR tab also offers an option to assign an invoice number
manually for every record. These numbers are in the same series as regular invoices.

Invoice Date

This field records an invoice date for the credit memo. This date can be entered manually or by using the Calendar

tool.

Customer Id
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This field displays the customer identification number associated with the record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Customer - New form. Right-clicking on the Customer hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-125 Customer File

Reports directly accessible Customer Labels

by rIght-C|ICkIng on the Customer Ledger

ﬁeld hyperhnk. Accounts Receivable Aging
Customer Deposits
Customer Payments
Customer Refunds

Invoice to Adjust

This field records the number of the invoice that will be adjusted by the credit memo. This may be entered
manually or by using the Find tool. This number cannot be entered until the Invoice Date and Customer Id fields
are filled. The system verifies that the invoice to be adjusted is for the same customer selected and that its invoice
date is prior to the date of the credit memo.

Job Number

Enter the associated job number or use the Find tool to browse or select from the Jobs table. The job number must
be on file. Use the Jobs Master Record from the Jobs’ menu to enter new jobs or change existing jobs. This field
is an alphanumeric field and is limited to ten characters.

Please note that the Job Number title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Job - New form. Right-clicking on the Job Number hyperlink opens a selection of
reports that can be directly accessed.

Figure: AR-126 Job List
Reports directly accessible
by right-clicking on the
field hyperlink.

Job Budget
Schedule of Values
Subcontract List

Subcontract Report

Purchase Order
This field records the customer purchase order number associated with this sales order or invoice.

Sales Person

This field records the initials of the salesperson making the credit memo. If a particular salesperson has been
entered in the Defaults section of the Customers master record, these initials will be filled in automatically, but
can be changed if necessary. This may be entered manually or by using the Find tool, but the initials recorded must
exist in the Salespersons file.

Please note that the Sales Person title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Sales Person - New form. Right-clicking on the Sales Person hyperlink
accesses the Sales Person File report.
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Discount Level

This field records the discount level that applies to the debit memo. If a discount level has been entered in the
Defaults section of the Customers master record, this level will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the discount level recorded must exist in
the Discount Schedule.

Please note that the Discount Level title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Discount Schedule - New form. Right-clicking on the Discount Level hyper-
link accesses the Discount Schedule File report.

Payment Terms

This field records the payment terms that apply to the credit memo. If payment terms have been entered in the
Defaults section of the Customers master record, these terms will be filled in automatically, but can be changed
if necessary. This may be entered manually or by using the Find tool, but the payment terms recorded must exist
in the Payment Terms file.

Please note that the Payment Terms Level title is a hyperlink field as well as the description of the information.
Left-clicking on this hyperlink opens the Payment Terms - New form. Right-clicking on the Payment Terms hyper-
link accesses the Payment Terms report.

Ship Via
This field records the shipping method that applies to the sale. This may be entered manually or by using the Find
tool, but the shipping method recorded must exist in the Ship Via file.

Please note that the Ship Via title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Ship Via - New form. Right-clicking on the Ship Via hyperlink accesses the Ship Via
File report.

Ship Date
This field records the date this credit memo should be shipped. The date may be entered manually or by using the
Calendar tool.

Form Columns

GL Account

This column records the general ledger account number that will be affected by this transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

. The ability to post to GL accounts that are not associated jobs is
A Caution | determined by a setting in Administrator | System Wide Parameters | AR
tab. If there is a need to bill to non-job GL accounts, uncheck the feature
named, “Restrict GL Accounts in Contract Invoices, SO, CM, DM to

Item

This column records the code of the inventory item ordered. This code may be entered manually or by using the
Find tool. This field is not required and may be left blank for non-inventory credit memos. Item codes are
maintained in the Inventory Items master file.

Price
This field records the selling price per unit. If a selling price has been recorded in the Inventory Items record of
the item selected, this price will be pulled up automatically, but may be changed if necessary.
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Order

This column records the total quantity of items or units ordered. If this is for a non-inventory item, this field is
not required unless BIS® should calculate the extended price. This field will update the number of units assigned
in the item’s Inventory Items record. Since this is a credit memo, the quantity will be a negative number.

Ship

This column records the quantity of items or units that will be shipped at this time. BIS® will automatically fill
in the number of units ordered. This number may be changed, for example, the items are out of stock, but should
not be greater than the number ordered. If the quantity to be shipped is greater than the quantity on hand, a
warning will be displayed. This quantity is multiplied by the unit price to calculate the extended price (Amount).

Discount Percentage

This column records the discount percentage for the line item. If a price discount code has been recorded in the
Inventory Items record of the item selected, BIS® will automatically cross-reference the item price discount code
with the customer’s discount level in the Discount Schedule to fill in the correct percentage automatically. This
percentage may also be entered or changed manually.

Amount
This column records the extended price for this line item. BIS® will calculate this amount by multiplying the unit
price by the units to ship, minus the discount. This amount can also be entered or changed manually.

Tax

This column allows line items to be marked as taxable items. When a checkmark appears in the Tax box, sales
tax will be calculated for that line item and added to the Sales Tax field in the Totals section of the record. The
checkmark can be toggled on and off by clicking on the box in this column.

¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job Master
Disc

This column allows a special discount to be applied to line items marked. When a checkmark appears in the
Discount box, the Discount fields in the Totals section of the record are enabled. The special discount percentage
entered will be applied only to those line items marked. The special discount is calculated separately from any
discounts offered using the Discount Schedule.

Description

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for this item, click the button to open a Notes [ box. An unlimited amount of
information related to this line item may be stored in this field.
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Report Code

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. This code may be typed or entered using the Find
tool.

CcC
If the account number selected for the line item has been assigned a Job Cost type, the button in this column will
open the Job Cost screen, where the item can be posted to a specific cost code.

Summary
This section displays summary information about the Credit Memo.

Acct Name
This displays the name of the general ledger account for the line item selected.

Please note that the Account Name title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Job Number hyperlink opens
a selection of reports that can be directly accessed.

Figure: AR-127 Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by right'cl icki ng on the Chart of Accounts Tree Structure
field hyperlink. m——

Item

This field displays the item description for the line item selected.

Please note that the Item title is a hyperlink field as well as the description of the information. Left-clicking on
this hyperlink opens the Inventory Items - New form. Right-clicking on the Item hyperlink opens a selection of
reports that can be directly accessed.

Figure: AR-128 Inventory File
Reports directly accessible Inventory Labels
right-clicking on the field Price List
hyperlink. Inventory Activity History

Inventory Planning Report
Inventory Reorder

Inventory Back Ordered

Inventory on Order

Inventory on Back Order

On Hand
This field displays the quantity on hand of the inventory item listed in the selected line item.

Assigned
This field displays the quantity assigned to customers through sales orders and invoices of the inventory item
listed in the selected line item.

Quantity Available
This field displays the quantity available (not assigned to customers) of the inventory item listed in the selected
line item.
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Back Order
This field displays the back ordered quantity of the inventory item listed in the selected line item.

Average Cost
This field displays the average cost per unit for the highlighted inventory item.

Preferred Cost
This field displays the preferred cost per unit for the highlighted inventory item.

Last Cost
This field displays the last cost per unit for the highlighted inventory item.

Special Discount On
This field displays the total amount from all line items that are marked for a special discount. Marked items show
a checkmark in the Discount column box.

Sales Tax On
This field displays the total amount from all line items that are marked as taxable items. Marked items show a
checkmark in the Tax column box.

s Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job

Tax Rate

This field displays the tax rate associated with the Sales Tax code selected. This rate is set up in the Sales Tax
Codes file.

Totals Section

Subtotal

This field displays the subtotal for the line items entered. This amount is the sum of the Amount column for all
line items.

Discount

This field records a special discount percentage that will be applied to all line items showing a checkmark in the
Discount column. Ifthe special discount is entered as a dollar amount, the discount percentage will be calculated.
If no line items are marked for a special discount, these fields will appear disabled (grayed). Special discounts
are not related to discounts offered by using the Discount Schedule.

Freight Amt
This field records the total amount that the customer will be charged for freight.

Sales Tax

This field records the sales tax code for the sales tax district that applied to the sale, if any. This code may be
entered manually or by using the Find tool, but must appear in the Sales Tax Codes file. The tax rate for the code
selected will be used to calculate the sales tax for the items marked as taxable.
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Please note that the Sales Tax title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Sales Tax - New form. Right-clicking on the Sales Tax hyperlink accesses the Sales
Tax File report.

Total Amount
This field displays the total dollar amount for this sales order. This calculated by adding the subtotal of all line
items, the freight amount and the sales tax amount, minus any special discount applied.
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Bill To Tab

The Bill To tab is for reference only. The fields in this tab display the billing address that will appear on the
invoice, which is recorded in the Customers master record for the customer selected. Also displayed here is
information regarding the payment history of this customer.

Figure: AR-129 =1 Credit Memos - 1064 - CO01 =]
Credit Memos — Bill To tab ; ;
' AR Account  Print Options Motes

screen form sample.

Customer Id Coo1

Mame Far West Properties

Address 1 1625 Parker Street

Address 2

City Los Angeles

State CA California

Zip Code 20001

Total Due 215,403.93

Credit Limit 45,000.00 | Owver Limitd

Date Account Opened 01/01f

Last Payment Date 0630/

Last Payment Amount 10.00

Oldest Invoice 1063

Last Statement 0304/

Type of Customer Balance Forward

Due Date 03/30f

Discount Date 09410/,

Closed

Customer Id
This field displays the Customer Id.

Please note that the Customer Id title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Billing Code hyperlink displays a list of the reports that can be directly accessed.

Figure: AR-130 Customer File
Right-click a hyperlink to
display a selection of
accessible reports.

Customer Labels

Customer Ledger
Accounts Receivable Aging
Customer Depaosits

Customer Payments

Customer Refunds

Customer Name
This field displays the full name of the customer represented by the customer Id selected.

Address 1
This field displays the customer’s primary street address.

Address 2
The customer’s secondary street address is recorded here.

City
This field displays the customer’s city.

State
This field displays the customer’s state abbreviation.
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Zip Code
This field displays the customer’s postal zip code.

Total Due
This field displays the total currently due from the customer. BIS® calculates this automatically from the account
receivable and cash receipts records.

Credit Limit
This displays the credit limit that is recorded in the customer’s master record. If the Total Due is greater than the
customer's limit, BIS® will display an Over Limit warning.

Date Account Opened
This field displays the date the customer's account was opened. This information is recorded in the History section
of the Customer Master record.

Last Payment Date
This displays the date of the customer's last payment. This information is updated automatically by BIS® from the
cash receipts records.

Last Payment Amount
This field displays the amount of the customer's last payment. This information is updated automatically by BIS®
from the cash receipts records.

Oldest Invoice
This field displays the oldest outstanding invoice for the customer. This is updated automatically by BIS® from
the accounts receivable records.

Last Statement
This field displays the date of the last statement created for the customer.

Customer Type
This field displays the type established in the Customers master record for this customer.

Due Date
This field displays the due date of the customer's order if it were converted to an invoice on the same date. This
is updated to the correct date automatically when the order is converted to an invoice on a different date.

Discount Date

This field displays the date of any discount applicable to the customer's order if it were converted to an invoice
on the same date. This is updated to the correct date automatically when the order is converted to an invoice on
a different date.
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Ship To Tab

The Ship To section of this form records the shipping address that will appear on the Credit Memo. The Customers
master form contains a Ship To tab that allows an unlimited number of shipping addresses to be recorded. The
button that appears on this tab opens a selection screen to choose a Ship To record from this list.

Figure: AR-131 = Credit Memos - 171 - C001 e e
Credit Memos — Ship to tab —

Main || Bill To | i3 I AR Account || Print Options || COGS ” Motes |
screen form sample.

Company Mame Far West Properties D

Address 1 1625 Parker Street

Address 2

City Los Angeles

State CA California

Zip Code Q0001

Collect or Prepaid | M/A

Closed

Figure: AR-132 = ship To ==
Credit memos Invoices . _

. . Company Address 1 Address 2 City 5t -
Sh|p TO tab Sh|p TO SUb MFar West Properties 1625 Parker Street Los Angeles Cl

form used to select the
customer’s shipping
address.

e | B s A
~

Customer Name
This field displays the full name of the customer’s shipping address selected.

Address 1
This field displays the customer’s primary shipping street address.

Address 2
The customer’s secondary shipping street address is recorded here.

City
This field displays the customer’s shipping city.

State
This field displays the customer’s shipping state abbreviation.

Zip Code
This field displays the customer’s shipping postal zip code.

Collect or Prepaid
Use this field to select from the drop down choices: N/A (Not Applicable), Collect, or Prepaid. This field’s data
is informational only, and can optionally appear on a modified Sales Order form.
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AR Account Tab

This screen is used to change the related posting account and session date defaults. The default account numbers
are recorded in the System Wide Parameters, but can be changed here.

Figure: AR-133 =4 Credit Memos - 1064 - COD1 [ [ ]
Credlt Memos B AR Main Bl To Ship To ARAooount Print Options Motes

Account tab screen form

showing default accounts.

Your fiscal year date limits are from 01/01/ to 12/31/.

The following General Ledger accounts will be updated when you print Inveices, Debit or Credit
Memos. {(Accounts are not updated when Sales Orders are printed).

Accounts Receivable Account | 1110 Q& | Accounts Receivable-Trade
Ereight Account 4030 O3, | Freight Revenue

Cost of Goods Sold Account 5010 3 | Cost of Contracts-Labar
Sales Tax Account 2610 & | Sales Tax Payable-State
Digcount Account 4040 2 | (Discounts allowed-a/R)
Session Date DB/31/YYY [~

Open

Accounts Receivable Account
This field displays the accounts receivable account to be used for posting the credit memo. The Default Sales
Account can be entered manually or by using the Find tool.

Please note that the Accounts Receivable Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Accounts
Receivable Account hyperlink displays a selection of reports that can be directly accessed.

Freight Account
This displays the freight account to be used for posting the credit memo. The Freight Account can be entered
manually or by using the Find tool.

Please note that the Freight Account title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Freight Account
hyperlink displays a selection of reports that can be directly accessed.

Cost of Goods Sold (COGS) Account
This field displays the cost of goods sold account to be used for posting the credit memo. The Default Cost of
Goods Sold Account can be entered manually or by using the Find tool.

Please note that the Cost of Goods Sold Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Cost of
Goods Sold Account hyperlink displays a selection of reports that can be directly accessed.

Sales Tax Account
This field displays the sales tax account to be used for posting the credit memo. The Sales Tax Account can be
entered manually or by using the Find tool.

Please note that the Sales Tax Account is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Sales Tax
Account hyperlink displays a selection of reports that can be directly accessed.
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Discount Account
This field displays the discount account to be used for posting the credit memo. The Discount Account can be
entered manually or by using the Find tool.

Please note that Discount Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Discount Account
hyperlink displays a selection of reports that can be directly accessed.

Session Date

Records the session date for the transaction (i.e., the date the transaction is recorded). The default date is the
session date entered at the Login screen. If the default is not correct for this transaction, another date may be
entered here. The date may be entered manually in the mm/dd/yy format, or by using the Calendar tool.

Print Options Tab
This section allows for the Credit Memo to have its output changed from the default setting found in User
Preferences section.

Print Standard Message
Check the box if the standard message should be included on the credit memo. The text box records a standard
message to be printed on the invoice.

Y Tlp Other Standard Message options can be found in Administrator | System Wide
Parameters | AR | Print Options. The choice to Print Standard Messages and Retain

Output
This field offers a selection of formats to print the credit memo. It also may be viewed on the screen using the
Preview button.

Y Tip If other formats of Invoices were created and saved, they will be listed here along
with the system formats.

A Caution Prior to printing or previewing a Credit Memo, the system will ask to
save it. Even if the Invoice is saved, it can be edited if necessary by
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AR-135

Credit Memo — Invoice Form

S0LD> TG

Best Construction Company
1200 Main 3freet

Unit 100

Arreya Brands, CA 93420
Telephone B05-543-7000

Far West Properties
1825 Parker Street

SHIP TO

Hampmer Handle
1200 Maim S5t

invoice

INVQICE HD.

INVOICE DATE | PAGE

1064

a8/ 31LYYYY 1

CREDTIT

HEMOD

Crediting Invoice 1063

Los Angeles, CA S0001 Canbria, CA 53450
ACCOUNT ND.| 5P | PURCHASE DROER SHIP VIA DATE EHIPPED TERME J0B
Ccaal MI 08 /31/YYYY |23-10/HET %0
ITEM LUNIT PRICE
GTY aTy SHIPFED pisc % [PAX| ExTENDED PRICE
ORDERED BACK ORDERED DESCRIPTION UNIT i0
-5. 00| -5.00(EA&LO00 250.00f  5.00 -1,1B7.50
Breaker Box EA
Far West Fropercles
SALE AMOUNT -1,1E7.50
DISCOLNT 0.0d
FRE IGHT CHARGE 0.0d
B.000% SALES TAX 0.0d
Thank You ToTaL s

Figure: AR-134 Sample Credit Memo printed on an Invoice form.
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COGS Tab
The COGS tab gives the line item detail for the credit and debit cost of goods sold entries associated with the total
of all items on the Main tab.

Figure: AR-135 =1 Credit Memos - 171 - CO01 =0 Eam (5
Credit Memos — COGS =
(Cost of Good Sold) tab -

Main || Bill To |= Ship To || AR Account !5 Print Options |

screen form i Default Unit Cost to transfer COGS | Average Cost El
Line Mumber GL Account MName Credit Debit -
0001 1300 Inventory -89.49 0.00
0002 5030 Cost of Contracts-Other 0.00 -89.49

A

o
0
i
=

The automatic Cost of Goods Sold (COGS) feature will produce an automatic journal entry to credit the inventory
account each time inventory items are sold to reflect the cost of goods sold. These entries can be located in the
Journal Entries file, but may not be changed or modified. BIS® uses the average, preferred or last unit cost, which
is displayed in the Inventory Items record, to generate these entries. The average and last unit cost are calculated
by the system based on the cost recorded in vendor invoices for the item.

To enable the Automatic Cost of Goods Sold feature, the Set Automatic Cost of Goods Sold Option must be
selected in the System Wide Parameters AR tab. This is also where the average, preferred or last unit cost may
be set as the Default Unit Cost to transfer to COGS.

To see the automatic entries to the Inventory and Cost of Goods Sold accounts, select the COGS tab while in Sales
Orders, Contract Invoices, Sales Invoices, Credit Memos or Debit Memos. The unit cost type, as well as the
Inventory and Cost of Goods Sold account, will be displayed with the appropriate entries.

BIS does not provide for "drop shipping," where inventory is maintained at zero units until an order is received.
This is because the general ledger cost-of-goods-sold account cannot be automatically updated when the number
of inventory units on hand is zero. However, the cost of goods sold can be recorded manually in this circumstance
through an inventory adjustment.

If the nature of the business is such that inventory items are sold before they are received, there may be inaccurate
cost-of-goods-sold entries calculated. If the average unit cost is different (at the time of sale) than the cost when
the item is pre-purchased, the cost-of-goods-sold entry may be incorrect. If this situation is common, it may be
advisable to turn off the Cost of Goods Sold option.

4 Caution Check with the accountant if considering this action. When the

automatic Cost of Goods Sold feature is off, NO entry will be generated
to reflect the cost of goods sold. An inventory adjustment must be made




Accounts Receivable AR-137

Default Unit Cost to transfer to COGS
This field displays the default unit cost type selected in the System Wide Parameters.

Line Number
This column displays the journal entry line number that is generated.

GL Account
This column displays the account number to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Name
This column displays the account name to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Credit
This column displays the credit amount (if any) to the account number to which the line item journal entry is
posted.

Debit
This column displays the debit amount (if any) to the account number to which the line item journal entry is
posted.

Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: AR-136 =1 Credit Memos - 171 - €001 = [
Sample Credit Memos —
Notes tab screen form.

T i i 1 M
Main || Bill To |I Ship To || AR Account |! Print Options || COGS i Notes |

Adjustment for additional items needed. -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar or press Ctrl-
S to save the changes.
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Apply Customer Deposits

The Apply Customer Deposits form permits one or more customer deposits to be selected and applied to invoices
that show a balance due.

Modular Menu Access
Accounts Receivable | Apply Customer Deposits

Standard Menu Access
Transactions | Apply Customer Deposits

New Record

Initial access to contract invoices from the menu opens the Apply Customer Deposits - New form. This form is
used to enter new customer deposit information. However, access to a new form when another Apply Customer
Deposit record is on the screen only requires pressing Ctrl+N or using the New icon L1 on the toolbar. The system
will ask if any changes to the record should be saved.

Figure: AR-137 =3 Apply Customer Deposits - New =n e
Apply Customer Deposits — | [ gam [0 Account [[otes |
New screen form. R
Date i, E|
Customer Id @ Customer Type
Description
Amount 0.00
Deposit #  Invoice # Invoice Amt Amt to Pay Disc Amt __ Description  Report Code Job  » Deposit
" =] | =3 [ Balance 0.00
[T Remaining 0.00
LI Invoice
LI Disc Date i
1= Due Date 1
m Disc Allowed 0.00
] Amount Due 0.00
I Remaining 0.00
1 3
CR. Account Account Name Terms Job Application
Deposit Account | 2060 Customer Deposits Total 0.00
New
i . - 5 ey
Figure: AR-138 [ e peposts = =
Apply Customer Deposits
Find/Search screen form. Search for e
Search in AD # ~ Clear
Condition Begin with ~
[ case sensitive Cancel
Fiscal Year | Al w
AD = Date C”s}ﬁmer Job A/ Acct Amount 1™
100 0107/ cool 2060 50,000.00

1011 08/30/ coo1

<

2060

10.00
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Scrolling Through Applied Deposit Records

Contract Invoices records can be scrolled by using the navigation buttons on the toolbar at the top of the
screen. Clicking on the First icon [4] (at the top of the screen) will open the first record of the list, according to
Applied Deposit # . Clicking on the Previous icon [4] (at the top of the screen) will open the immediately previous
record of the list, according to Applied Deposit #. Clicking on the Next icon [] (at the top of the screen) will open
the next record of the list, according to the Applied Deposit #. Clicking on the Last icon [4] (at the top of the
screen) will open the last record of the list, according to the Applied Deposit #.

Editing an Existing Record
The list of existing applied customer records can be examined by clicking on the Magnifying Glass icon [2](at the
top of the screen) or pressing Ctrl+F and double clicking on the item of interest. Records cannot be edited,
however. Note that when the sales invoice screen form appears, most of the fields at the top are shaded; this
information can not be changed.

Deleting an Existing Record

Existing records can be deleted if they have not been used in subsequent transactions. Once the source record is
brought to the screen, use the Delete button on the tool bar. The system will ask, “Do you want to delete this
record?” Click on the Yes button to delete it, or click on the No button to leave this process.
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Main Tab
The Apply Customer Deposits form permits one or more customer deposits to be selected and applied to invoices
that show a balance due.

Figure: AR-139 =3 Apply Customer Deposits - 100 - 01/07/YYYY EI@
Apply customer Invoices .
. . Main  AD Account  MNotes
sample Main tab showing a W ey =
pplied Deposit #
completed form. 258 e
Customer Id Coo1 Far West Properties Customer Type Balance Forward
Description
Amount 50,000.00 Deposit
Deposit # Invoice # Invoice Amt Amt to Pay Disc Amt ~ Balance 50,000.00
W0 [0 100 ] 58,768.29 50,000.00 1,175.37| Remaining 0.00
L Invoice
— Inv Amt 58,758.29
— Amount Due 58,858.29
m Disc Allowed 0.00
| Met Due 58,858.29
N Remaining 7,682.92
L v
1< >
CR_Account Account Name Terms Job Application
1110 Accounts Receivable-Trads 1000
Deposit Account | 2060 Customer Deposits Total 50,000.00
Closed

Applied Deposit Number

This field records a number that will be used to identify the record. This is not the number of the deposit to be
applied that is entered on each detail line item. This permits one or more deposits to be applied to multiple
invoices during one transaction.

Date
This field records that date that this deposit is being applied. The date can be entered manually or by using the
Calendar tool.

Customer Id
This field displays the customer identification number associated with the record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Customer - New form. Right-clicking on the Customer hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-140 Customer File
Reports directly accessible Customer Labels

by rIght-cIICklng on the Customer Ledger

field hyperllnk Accounts Receivable Aging

Customer Deposits
Customer Payments

Customer Refunds

Description
This field records a general description for the transaction. This is an alphanumeric field limited to 30 characters.

Amount
This field records the amount of the deposit to be applied to invoices at this time.
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Customer Type
This field displays the type established in the Customers master record for the customer.

Form Columns

Deposit

This column records the number of the customer deposit that will be applied to an invoice. The number was
entered in the line item distribution of the Customer Deposits transaction when the deposit was received. This may
be entered manually or by using the Find tool.

Invoice
This column records the number of the invoice that will be credited by the deposit selected. This may be typed
or entered using the Find tool. Either sales invoices or contract invoices may be chosen.

Invoice Amount
This field displays the total amount of the invoice selected.

Amount to Pay
This column records the amount from the deposit selected that will be applied to the invoice.

Discount Amount
This column displays the amount of the discount that is allowed for the customer invoice selected if payment is
made by the discount date.

Description

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for the item, click the button to open a Notes [l button, where unlimited
information related to the line item may be stored.

Report Code

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. This code may be typed or entered using the Find
tool.

Job Column
If the account number selected for the line item has been assigned a Job Cost type, the [] button in this column
will open the Job Cost screen, where the item can be posted to a specific job, change order, and cost code.

Summary
This section displays summary information about the Applied Deposit.

Deposit Balance
This field displays the balance of the deposit selected.

Deposit Remaining
This field displays the amount of the deposit remaining after being applied to the invoice(s) selected.
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Invoice Discount Due
This field displays the date by which the invoice selected must be paid by the customer in order to receive the
discount.

Invoice Due Date
This field displays the date by which the invoice selected must be paid by the customer before it is considered past
due.

Invoice Discount Allowed
This field displays the amount of the discount allowed if the invoice is paid by the customer before the discount
date.

Invoice Amount Due
This field displays the total amount due for the invoice selected, minus any discounts allowed.

Invoice Remaining
This field displays the amount remaining for the invoice selected, which is the amount due minus any payments
made.

Posting and Invoice Summary

This section displays a summary of information related to the posting of the invoice. The general ledger account
number and name to which this payment will be posted are displayed. Also displayed are the payment terms for
the invoice, and the related job and application for payment numbers, if applicable.

Deposit Account
This field displays the deposit account to be used for posting this payment. The default deposit account is set up
in the System Wide Parameters, but can be changed on the AD Account tab.

Account Name
This field displays the account name associated with the account number selected.

Total
This field displays the total amount of all line items entered. In order to save the record, this amount must match
the amount to be applied entered above.
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AD Account Tab

This screen is used to change the related posting account and session date defaults. The default account numbers
are recorded in the System Wide Parameters, but can be changed here.

Figure: AR-141 = Apply Customer Deposits - 100 - 01/07/7YYY e ]
Apply Customer Deposits — :

AD Account screen form
showing default accounts.

Your fiscal year date limits are from 01/01/2020 to 12/31/2020,

I will update the following general ledger
accounts:

Deposit Account 2060 Customer Deposits
Discount Account 4700 Returns and Allowances
Session Date 01/01/Y 7YY

Closed

Deposit Account
This field displays the deposit account used for posting the deposit. The Default Deposit Account can be entered
manually or by using the Find tool.

Please note that the Deposit Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Accounts Receivable
Account hyperlink displays a selection of reports that can be directly accessed.

Discount Account
This field displays the general ledger account to be used for posting any discounts given for the customer invoice
selected for payment. The Freight Account can be entered manually or by using the Find tool.

Please note that the Freight Account title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Freight Account
hyperlink displays a selection of reports that can be directly accessed.

Session Date

Records the session date for this transaction (i.e., the date the transaction is recorded). The default date is the
session date entered at the Login screen. If the default is not correct for this transaction, another date may be
entered here. The date may be entered manually, in the mm/dd/yy format or by using the Calendar tool.
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Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.
Figure: AR'142 = Apply Customer Deposits - 100 - 01/07/ YYYY EI@
Sample Apply Customer :
. Main  AD Account
Deposits — Notes tab
screen form. Parsal Depost ~

Closed

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [dl Save button on the toolbar or press Ctrl-

S to save the changes.
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Recurring Billing

Modular Menu Access
AR | Recurring Billing

Standard Menu Access
Transactions | Recurring Billing

Certain billing transactions that rarely vary may need to be repeated on a regular basis. To save time and minimize
errors in making these billing entries, recurring billing transactions can be created that simply require posting at
regular intervals.

This section covers the three elements of recurring billing setup and use: Groups, Recurring AR, and Load Groups.
The first two of these elements are needed to set up a recurring billing. The last one is needed to process recurring
billing.

Once a recurring billing has been posted, all of its elements are available in Sales invoices or Contract Invoices,
either to be applied “as is,” or to be modified as needed.

Three steps are required in completing recurring transactions:

1. Setting up the transaction forms.
2. Grouping the transaction forms for posting.
3. Posting the transactions.

In order to use recurring transactions, it is first necessary to set up records for each transaction that will occur on
aregular basis. The recurring transaction forms are similar to regular transaction forms, except that they require
a Recurring Number (used for grouping) and they do not require transaction dates (since they will be used
repeatedly).

. The ability to post to GL accounts that are not associated jobs is
A Caution | determined by a setting in Administrator | System Wide Parameters | AR
tab. If there is a need to bill to non-job GL accounts, uncheck the feature
named, “Restrict GL Accounts in Contract Invoices, SO, CM, DM to

The recurring billing form is reached by selecting Recurring AR from the Recurring Billing submenu of the
Transactions menu. Complete this form like a regular customer invoice. Enter one form for each transaction that
will occur on a recurring basis. After the transaction forms have been created, groups must be set up that will be
used to post the transactions.

Grouping Recurring Transactions

After recurring transaction forms have been recorded, they must be grouped together in order to be posted. Groups
are created according to transaction type (e.g., journal entries, payables or billing). Different types cannot be
grouped together. A group can contain as many individual transaction forms as desired, as long as they will be
posted at the same time. Entries to post are selected by group number.

The creation of a group (and its associated forms) DOES NOT generate an accounting transaction. Only when
the recurring transactions are posted are the books affected. Posting can be done at any time, and forms within
a group can be changed, deleted, or regrouped as needed.
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To group recurring transactions:

L.

W

Select Groups from the Recurring Billing submenu of the AR menu or under Transactions in the Standard
menu.

On the Main tab, enter a group number and description that will identify the group of transactions to which
they are assigned.

Click on the Recurring tab.

. Use the Find tool to select all the recurring transactions that will be posted together, each listed on a separate

line.
Save the record.

To enter another grouping record, click New and repeat Steps 2 — 4.

Once transactions are grouped together, they may be posted whenever necessary.

Posting Recurring Transactions
When a recurring billing transaction is posted, BIS® automatically creates regular transaction records for each
recurring record posted and updated the books to reflect this transaction.

To post recurring transactions:

1.

Select Posting option from the recurring billing submenu.

2. Enter the posting date and, if necessary, the number of the first transaction to be posted. With the Post AR

4,

option, the next consecutive invoice number will be displayed automatically.

. The table displays the recurring groups and the date each was last posted. To post one or more groups, flag the

group(s) by marking the box for that line item. Clicking the Preview button will display all of the individual
recurring transactions selected for posting and their associated group number.
When the correct groups have been selected, click the Post button.

After posting, the transaction records created by the recurring procedure can be modified and deleted just like
regular invoices.

Reversing Recurring Transactions

Once recurring billing transactions have been posted, the actual transaction records that have been created can be
located in the billing transaction file, Contract Invoices, or Sales Invoices (recurring billing — depending upon
whether a job number was included in the recurring record).

To reverse or modify the transaction created:

L.

W

Select the appropriate option from Accounts Receivable in the Module menu or under Transactions in the
Standard menu.

. Locate the billing transaction created through the recurring posting procedure using the Find, Lookup or

navigation buttons. Identify the record by the transaction number, date and description.
Open the record.

. Toreverse the transaction, click Delete. This will remove the record from the file. To modify the record, make

any changes necessary and click Save.
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Groups
This section is used to create groupings of recurring billings that are created using the Recurring AR form, and
that will be posted together on a regular basis.

Modular Menu Access
AR | Recurring Billing | Groups

Standard Menu Access
Transactions | Recurring Billing | Groups

Main Tab

The Main section records a group number and description that will identify the group of invoices to which they
are assigned. This information will be used to select the groups in the Post AR form.

Figure: AR-143 =] Groups AR-1 Monthly Service Contract ==
Sample Recurring AR

Groups screen form. - | Reasring || Notes
Group Mumber 1
Description Monthly Service Contract

Edit

Group Number
This field records a number that will be used to identify a group of invoices that will be posted together on a
regular basis. This code may be any combination of letters and numbers, up to three characters in length.

Description
This field records a description of the invoice group, which will be associated with the group number selected.
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Recurring Tab

This section is used for selecting which items are to be grouped together for posting. Two buttons on the toolbar
are useful when modifying or editing the grid area on a screen form. The Insert Line icon [ (or Ctrl+]) adds a
blank line to the current grid of the form that is open. The Delete Line icon =/ (or Ctrl+J) removes the currently
highlighted line from the grid of the open record.

Figure: AR-144 =3 Groups AR-1 Monthly Service Contract == =R
Recurring AR, Groups AR,
Recurring tab screen form

samp|e Recurring Mumber Customer Id Customer Name Amount -
M5C1 ] cooz Harmon Brothers 200.00
M MSC2 ] coo1 Far West Properties 250,00
[+

m

Edit

Recurring Number
This field displays the numbers of the recurring invoices that are included in the group selected. To add a recurring
invoice, enter the recurring number manually or by using the Find tool.

Customer Id
This field displays the customer Id associated with the recurring number selected.

Customer Name
This field displays the customer name associated with the recurring number selected.

Amount
This field displays the amount of the invoice associated with the recurring number selected.
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Notes Tab
The Notes tab is a work area for miscellaneous notes and may be used as needed.
Figure: AR-145 =7 Groups AR - New E=mE=E I~
Sample Recurring Billing, :
Groups AR, Notes tab e | seamng | potes
screen form. Sroup Humber

Description

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [ Save button on the toolbar or press Ctrl-
S to save the changes.
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Recurring AR

Modular Menu Access
AR | Recurring Billing | Recurring AR

Standard Menu Access
Transactions | Recurring Billing | Recurring AR

The Recurring AR form is used to enter recurring billing activity for each designated customer in preparation for
processing billing. The file will only maintain recurring records for customers whose data will be posted together.

Once all recurring billing records have been posted to Sales or Contract Invoices, they can be edited. Once edited,
and other invoicing is entered, Sales and /or Contract Invoices can be printed using the Print Invoices options. The
books are updated once the invoices are posted.

New Record
Initial access to recurring billing from the menu opens the Recurring AR - New form. This form is used to enter

new recurring billing information. However, access to a new form when another recurring billing record is on the
screen only requires pressing Ctrl+N or using the New icon LJ on the toolbar. The system will ask if any changes
to the record should be saved.

Figure: AR-146 =7 Recurring AR - New ==
Recurring Bllllngr Recurring| | uain | Bill To || ship To || AR Account || cos || Motes |
AR — New screen form. S
Job Number =] Discount Level =]
Customer Id EJ Payment Terms (=8
Purchase Order Ship Via =9
Sales Person @
Item GL Account Price Order Ship Disc. % Amount Tax Disc Description Report Code CC Cost Code CC Description €O
o [al (=] s [=] 12[...]
I—‘ 3
Acct Mame Avg Cost 0.00000 Subtotal 0.00
Item Pref Cost 0.00000 Discount 0.00 | % 0.00
On Hand 0 Last Cost 0.00000 Freight Amt 0.00
Assigned o] Special Disc. On 0.00 Sales Tax l&| 0.00
Qty. Avail. 0 Sales Tax On 0.00
Back Order o] Tax Rate Total Amt 0.00
Mew

Scrolling Through Recurring AR Records

Recurring billing records can be scrolled by using the navigation buttons on the toolbar at the top of the
screen. Clicking on the First icon [4] (at the top of the screen) will open the first record of the list, according to the
Recurring Number. Clicking on the Previous icon [4] (at the top of the screen) will open the immediately previous
record of the list, according to the Recurring Number. Clicking on the Next icon [2] (at the top of the screen) will
open the next record of the list, according to the Recurring Number. Clicking on the Last icon [4] (at the top of the
screen) will open the last record of the list, according to the Recurring Number.
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Figure: AR-147 = Recurring AR - MSCI - C002 == ==
Recurring Billing, Recurring| ["wamn | it || sun7o || a7 accoun: | cocs || notes |
AR, Main tab screen form R e |
sam ple Job Number 1020 Giovanni's Pasta House Discont Leved
Customer Id cooz Harmon Brothers Payment Terms | 2%-10/MET 30
Purchase Order ship Via
Sales Person
Item GL Account Price Order Ship Disc. % Amount Tax Disc Description Report Code CC Cost Code CC Description CO =
M 2] 4020 200.00| 1.00 | 1.00| 0.00] 200.00 Harmon ...
I- '
Acct Name Awvg Cost 0.00000 Subtotal 200,00
Item Pref Cost 0.00000 Discount 0.00 %% 0.00
©On Hand o Last Cost 0.00000 Freight Amt 0.00
Assigned 0 Special Disc. On 0.00 Sales Tax 0.00
Qty. Avail, a Sales Tax On 0.00
Back Order o Tax Rate Total Amt 200.00

Closed

Editing an Existing Record
The list of existing recurring AR billing can be examined by clicking on the Magnifying Glass icon [2] (at the top
of the screen) or pressing Ctrl+F and double clicking on the item of interest. Records cannot be edited, however.

Figure: AR-148 £ Recurring AR o o)
Recurring AR, Find/Search
screen form. Search for
Search in Recurring Number lz‘
Condition Begin with lz‘
I:‘ Case Sensitive
Recurring Mumber AR Acct Customer Id  Amount  Job i
MsC1 4010 (C002 200.00| 1020
MsC2 4010 coo1 250.00 2350

When the Recurring Hours and Adjustments screen form appears, most of the fields at the top are shaded; this
information cannot be changed.

Deleting an Existing Record
Existing records can be deleted. Once the source record is brought to the screen, use the Delete button [ at the

top of the screen on the toolbar. The system will ask, “Do you want to delete this transaction?” Click on the Yes
button to void it, or click on the No button to leave this process.

Deleting a customer’s recurring billing entry will not change previously posted recurring AR billing.
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Main Tab
This option is used to create customer invoices that can be grouped and posted on a recurring basis. A group may
contain as many invoices or distribution lines as necessary, as long as they can be posted at the same time.

Figure: AR-149
Recurring Billing, Recurring
AR Main tab sample screen

=3 Recurring AR - MSC1 - C002

(B e

Main | Bil To || Ship To || AR Account || COGS ii Notes |

Recurring Mumber |[MSC1

form. Job Mumber 1020 Giovanni's Pasta House Discount Level
Customer Id cooz Harmon Brothers Payment Terms | 2%-10/MET 30
Purchase Order ship via
Sales Person
Item GL Account Price  Order Ship Disc. % Amount Tax Disc Description ReportCode CC Cost Code CC Descripion CO

» D 4020 200.00 | 1.00 | 1.00 0.00 | 200.00 Harmon ...

] (=]l

K '
Acct Name Awvg Cost 0.00000 Subtotal 200.00
Item Pref Cost 0.00000 Discount 0.00 |56 0.00
©On Hand o Last Cost 0.00000 Freight Amt 0.00
Assigned i} Spedial Disc. On 0.00 Sales Tax 0.00
Qty. Avail, o Sales Tax On 0.00
Back Order 0 Tax Rate Total Amt 200.00

Closed

Recurring Number
This field records a number which will be used to identify this invoice when grouping. This is an alphanumeric
field limited to ten characters.

Job Number

If the recurring sale is associated with a job, enter the job number or use the Find tool to browse or select from
the Jobs table. The job number must be on file. Use the Jobs Master Record from the Jobs’ menu to enter new jobs
or change existing jobs. This field is an alphanumeric field and is limited to ten characters.

Please note that the Job Number title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Job - New form. Right-clicking on the Job Number hyperlink opens a selection of
reports that can be directly accessed.

Figure: AR-150 Job List

Repprts dl_rec_tly accessible e

by right-clicking on the

field hyperlink. Schedule of Values
Subcontract List
Subcontract Report

Customer Id
This field displays the customer identification number associated with this record.

Please note that the Customer Id title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Customer - New form. Right-clicking on the Customer hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-151 Customer File
Reports directly accessible
by right-clicking on the

field hyperlink.

Customer Labels

Customer Ledger
Accounts Receivable Aging
Customer Deposits
Customer Payments
Customer Refunds
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Purchase Order
This field records the customer purchase order number associated with the recurring invoice.

Sales Person

This field records the initials of the salesperson making the recurring sale. If a particular salesperson has been
entered in the Defaults section of the Customers master record, these initials will be filled in automatically, but
can be changed if necessary. It may be entered manually or by using the Find tool, but the initials recorded must
exist in the Salespersons file.

Please note that the Sales Person title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Sales Person - New form. Right-clicking on the Sales Person hyperlink
accesses the Sales Person File report.

Discount Level

This field records the discount level that applies to the sale. If a discount level has been entered in the Defaults
section of the Customers master record, this level will be filled in automatically, but can be changed if necessary.
This may be entered manually or by using the Find tool, but the discount level recorded must exist in the Discount
Schedule.

Please note that the Discount Level title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Discount Schedule - New form. Right-clicking on the Discount Level hyper-
link accesses the Discount Schedule File report.

Payment Terms

This field records the payment terms that apply to the sale. If payment terms have been entered in the Defaults
section of the Customers master record, these terms will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the payment terms recorded must exist
in the Payment Terms file.

Please note that the Payment Terms Level title is a hyperlink field as well as the description of the information.
Left-clicking on this hyperlink opens the Payment Terms - New form. Right-clicking on the Payment Terms hyper-
link accesses the Payment Terms report.

Ship Via
This field records the shipping method that applies to the sale. This may be entered manually or by using the Find
tool, but the shipping method recorded must exist in the Ship Via file.

Please note that the Ship Via title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Ship Via - New form. Right-clicking on the Ship Via hyperlink accesses the Ship Via
File report.
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Form Columns

Item

This column records the code of the inventory item ordered. This code may be entered manually or by using the
Find tool. This field is not required and may be left blank for non-inventory recurring sales. Item codes are
maintained in the Inventory Items master file.

GL Account
This column records the general ledger account number that will be affected by this transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

. The ability to post to GL accounts that are not associated jobs is
A Caution | determined by a setting in Administrator | System Wide Parameters | AR
tab. If there is a need to bill to non-job GL accounts, uncheck the feature
named, “Restrict GL Accounts in Contract Invoices, SO, CM, DM to

Price
This field records the selling price per unit. If a selling price has been recorded in the Inventory Items record of
the item selected, this price will be pulled up automatically, but may be changed if necessary.

Order

This column records the total quantity of items or units ordered. If this is for a non-inventory item, this field is
not required unless BIS® is to calculate the extended price. This field will update the number of units assigned in
the item’s Inventory Items record.

Ship

This column records the quantity of items or units that will be shipped at this time. BIS® will automatically fill
in the number of units ordered. This number may be changed, for example, if the items are out of stock, but should
not be greater than the number ordered. If the quantity to be shipped is greater than the quantity on hand, a
warning will be displayed. This quantity is multiplied by the unit price to calculate the extended price (Amount).

Disc %

This column records the discount percentage for this line item. If a price discount code has been recorded in the
Inventory Items record of the item selected, BIS® will automatically cross-reference the item price discount code
with the customer’s discount level in the Discount Schedule to fill in the correct percentage automatically. This
percentage may also be entered or changed manually.

Amount
This column records the extended price for this line item. BIS® will calculate this amount by multiplying the unit
price by the units to ship, minus the discount. This amount can also be entered or changed manually.

Tax

This column allows line items to be marked as taxable items. When a checkmark appears in the Tax box, sales
tax will be calculated for that line item and added to the Sales Tax field in the Totals section of the record. The
checkmark can be toggled on and off by clicking on the box in this column.
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¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job Master
Disc

This column allows a special discount to be applied to line items marked. When a checkmark appears in the
Discount box, the Discount fields in the Totals section of the record are enabled. The special discount percentage
entered will be applied only to those line items marked. The special discount is calculated separately from any
discounts offered using the Discount Schedule.

Description

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for this item, click the button to open a Notes box, where unlimited
information related to this line item may be stored.

Report Code

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. This code may be typed or entered using the Find
tool.

CC
If the account number selected for the line item has been assigned a Job Cost type, the button in this column will
open the Job Cost screen, where the item can be posted to a specific cost code.
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Summary
This section displays summary information about the Recurring Invoice.

Acct Name
This displays the name of the general ledger account for the line item selected.

Please note that the Account Name title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Job Number hyperlink opens
a selection of reports that can be directly accessed.

Figure: AR-152 Chart of Accounts

Reports directly accessible Chart of Accounts Budget

by right'cl icki ng on the Chart of Accounts Tree Structure
field hyperlink. m——

Item

This field displays the item description for the line item selected.

Please note that the Item title is a hyperlink field as well as the description of the information. Left-clicking on
this hyperlink opens the Inventory Items - New form. Right-clicking on the Item hyperlink opens a selection of
reports that can be directly accessed.

Figure: AR-153 Inventory File
Reports directly accessible Inventory Labels
right-clicking on the field Price List
hyperlink. Inventory Activity History

Inventory Planning Report
Inventory Reorder

Inventory Back Ordered

Inventory on Order

Inventory on Back Order

On Hand
This field displays the quantity on hand of the inventory item listed in the selected line item.

Assigned
This field displays the quantity assigned to customers through sales orders and invoices of the inventory item
listed in the selected line item.

Quantity Available
This field displays the quantity available (not assigned to customers) of the inventory item listed in the selected
line item.

Back Order
This field displays the back ordered quantity of the inventory item listed in the selected line.

Average Cost
This field displays the average cost per unit for the highlighted inventory item.

Preferred Cost
This field displays the preferred cost per unit for the highlighted inventory item.

Last Cost
This field displays the last cost per unit for the highlighted inventory item.
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Special Discount On
This field displays the total amount from all line items that are marked for a special discount. Marked items show
a checkmark in the Discount column box.

Sales Tax On
This field displays the total amount from all line items that are marked as taxable items. Marked items show a
checkmark in the Tax column box.

¥ Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job Master
Tax Rate

This field displays the tax rate associated with the Sales Tax code selected. This rate is set up in the Sales Tax
Codes file.

Totals Section

Subtotal

This field displays the subtotal for the line items entered. This amount is the sum of the Amount column for all
line items.

Discount

This field records a special discount percentage that will be applied to all line items showing a checkmark in the
Discount column. Ifthe special discount is entered as a dollar amount, the discount percentage will be calculated.
If no line items are marked for a special discount, these fields will appear disabled (grayed). Special discounts
are not related to discounts offered by using the Discount Schedule.

Freight
This field records the total amount that the customer will be charged for freight.

Sales Tax

This field records the sales tax code for the sales tax district that applied to the sale, if any. This code may be
entered manually or by using the Find tool, but must appear in the Sales Tax Codes file. The tax rate for the code
selected will be used to calculate the sales tax for the items marked as taxable.

Please note that the Sales Tax title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Sales Tax - New form. Right-clicking on the Sales Tax hyperlink accesses the Sales
Tax File report.

Total Amount
This field displays the total dollar amount for the recurring invoice. This is calculated by adding the subtotal of
all line items, the freight amount and the sales tax amount, less any special discount applied.
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Bill To Tab

The Bill To tab is for reference only. The fields in this tab display the billing address that will appear on the
invoice, which is recorded in the Customers master record for the customer selected. Also displayed here is
information regarding the payment history of this customer.

Figure: AR-154 = Recurring AR - MSCL - C002 == R
Recurring Invoices — Bill s (572 | oo [ e i [meenl]
To tab screen form e —
sample. Name Harmon Brothers

Address 1 5400 Peach Street

Address 2

City Atlanta

State GA Georgia

Zip Code 30301

Total Due 28185.42

Credit Limit 15000.00  Qver Limit!

Date Account Opened 01/01f2012

Last Payment Date 10/30/2014

Last Payment Amount 10,000.00

Oldest Invaice 149

Last Statement 05/232014

Type of Customer Open Ttem

Closed

Customer Id
This displays the selected Customer Id code.

Please note that the Customer Id title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Billing Code hyperlink opens access to the reports that can be directly accessed.

Figure: AR-155 Customer File
Right-click a hyperlink to
display a selection of
accessible reports.

Customer Labels

Customer Ledger
Accounts Receivable Aging
Customer Depasits
Customer Payments

Customer Refunds

Customer Name
This field displays the full name of the customer represented by the customer Id selected.

Address 1
This field displays the customer’s primary street address.

Address 2
The customer’s secondary street address is recorded here.

City
This field displays the customer’s city.

State
This field displays the customer’s state abbreviation.
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Zip Code
This field displays the customer’s postal zip code.

Total Due
This field displays the total currently due from the customer. BIS® calculates this automatically from the account
receivable and cash receipts records.

Credit Limit
This displays the credit limit that is recorded in the Customers master record. If the Total Due is greater than the
customer's limit, BIS® will display an Over Limit warning.

Date Account Opened
This field displays the date the customer's account was opened. This is recorded in the History section of the
Customer Master record.

Last Payment Date
This displays the date of the customer's last payment. This information is updated automatically by BIS® from the
cash receipts records.

Last Payment Amount
This field displays the amount of the customer's last payment. This information is updated automatically by BIS®
from the cash receipts records.

Oldest Invoice
This field displays the oldest outstanding invoice for this customer. This information is updated automatically by
BIS® from the accounts receivable records.

Last Statement
This field displays the date of the last statement created for the customer.

Customer Type
This field displays the type established in the Customers master record for the customer.

Due Date

This field displays the due date of the customer's order if it were converted to an invoice on the same date. This
information is updated to the correct date automatically when the order is converted to an invoice on a different
date.

Discount Date

This field displays the date of any discount applicable to the customer's order if it were converted to an invoice
on the same date. This is updated to the correct date automatically when the order is converted to an invoice on
a different date.
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Ship To Tab

The Ship To section of this form records the shipping address that will appear on the invoice. The Customers
master form contains a Ship To tab that allows an unlimited number of shipping addresses to be recorded. The
button that appears on this tab opens a selection screen to choose a Ship To record from this list.

Figure: AR-156 =4 Recurring AR - MSC2 - C001 =S [ ||
Recurring AR — Ship To tab
screen form sample.

Mein || 8l To | ShipTo | AR Account || coGs || notes |

Company Mame | Far West Properties E]
Address 1 1625 Parker Street

Address 2

City Los Angeles

State CA California

Zip Code 20001

Collect or Prepaid | M/A

Closed

Figure: AR-157 . -
Recurring AR, Ship Totab | " et
Ship To sub form used to
select the customer’s
shipping address.

Company Address 1 Address 2 City State Zip Code -
L=l gl =] 1625 Parker Street Los Angeles |CA 50001 |

Customer Name
This field displays the full name of the customer’s shipping address selected.

Address 1
This field displays the customer’s primary shipping street address.

Address 2
The customer’s secondary shipping street address is recorded here.

City
This field displays the customer’s shipping city.

State
This field displays the customer’s shipping state abbreviation.

Zip Code
This field displays the customer’s shipping postal zip code.
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Collect or Prepaid
Use this field to select from the drop down choices: N/A (Not Applicable), Collect, or Prepaid. This field’s data
is informational only, and can optionally appear on a modified Sales Order form.

AR Account Tab
This screen is used to change the related posting account and session date defaults. The default account numbers
are recorded in the System Wide Parameters, but can be changed here.

Figure: AR-158 27 Recurring AR - MSC2 - €001 === =
Recurring AR — AR Account
tab screen form showing
default accounts.

Main || Bl To || Ship To || AR Account igocsi Notes |

Default Unit Cost to transfer COGS | Average Cost E‘

Line Number  GL Account Name Credit Debit B

=

Open

Accounts Receivable Account
This field displays the accounts receivable account to be used for posting the invoice. The Default Sales Account
can be entered manually or by using the Find tool.

Please note that the Accounts Receivable Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Accounts
Receivable Account hyperlink displays a selection of reports that can be directly accessed.

Freight Account
This field displays the freight account to be used for posting the invoice. The Freight Account can be entered
manually or by using the Find tool.

Please note that the Freight Account title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Freight Account
hyperlink displays a selection of reports that can be directly accessed.

Cost of Goods Sold (COGS) Account
This field displays the cost of goods sold account to be used for posting the invoice. The Default Cost of Goods
Sold Account can be entered manually or by using the Find tool.

Please note that the Cost of Goods Sold Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Cost of
Goods Sold Account hyperlink displays a selection of reports that can be directly accessed.

Sales Tax Account
This field displays the sales tax account to be used for posting the invoice. The Sales Tax Account can be entered
manually or by using the Find tool.
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Please note that the Sales Tax Account is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Sales Tax
Account hyperlink displays a selection of reports that can be directly accessed.

Discount Account
This field displays the discount account to be used for posting the invoice. The Discount Account can be entered
manually or by using the Find tool.

Please note that Discount Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Discount Account
hyperlink displays a selection of reports that can be directly accessed.
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COGS Tab
The COGS tab gives the line item detail for the credit and debit cost of goods sold entries associated with the total
of all items on the Main tab.

Figure: AR-159 =] Recurring AR - MSC2 - C001 ==
Recurring AR — COGS
(Cost of Good Sold) tab
screen form.

Main || Bil To || ship To || AR Account ig, i Motes |

Default Unit Cost to transfer COGS | Average Cost lz‘

Line Number  GL Account Name Credit Debit =

-

Open

The automatic Cost of Goods Sold (COGS) feature will produce an automatic journal entry to credit the inventory
account each time inventory items are sold to reflect the cost of goods sold. These entries can be located in the
Journal Entries file, but may not be changed or modified. BIS® uses the average, preferred or last unit cost, which
is displayed in the Inventory Items record, to generate these entries. The average and last unit cost are calculated
by the system based on the cost recorded in vendor invoices for the item.

To enable the Automatic Cost of Goods Sold feature, the Set Automatic Cost of Goods Sold Option must be
selected in the System Wide Parameters AR tab. This is also where the average, preferred or last unit cost may
be set as the Default Unit Cost to transfer to COGS.

To see the automatic entries to the Inventory and Cost of Goods Sold accounts, select the COGS tab while in Sales
Orders, Contract Invoices, Sales Invoices, Credit Memos or Debit Memos. The unit cost type, as well as the
Inventory and Cost of Goods Sold account, will be displayed with the appropriate entries.

BIS does not provide for "drop shipping," where inventory is maintained at zero units until an order is received.
This is because the general ledger cost-of-goods-sold account cannot be automatically updated when the number
of inventory units on hand is zero. However, cost of goods sold can be recorded manually in this circumstance
through an inventory adjustment.

If the nature of the business is such that inventory items are sold before they are received, there may be inaccurate
cost-of-goods-sold entries calculated. If the average unit cost is different (at the time of sale) than the cost when
the item is pre-purchased, the cost-of-goods-sold entry may be incorrect. If this situation is common, it may be
advisable to turn off the Cost of Goods Sold option.

4 Caution Check with the accountant if considering this action. When the

automatic Cost of Goods Sold feature is off, NO entry will be generated
to reflect the cost of goods sold. An inventory adjustment must be made
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Default Unit Cost to transfer to COGS
This field displays the default unit cost type selected in the System Wide Parameters.

Line Number
This column displays the journal entry line number that is generated.

GL Account
This column displays the account number to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Name
This column displays the account name to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Credit
This column displays the credit amount (if any) to the account number to which the line item journal entry is
posted.

Debit
This column displays the debit amount (if any) to the account number to which the line item journal entry is
posted.

Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: AR-160 =] Recurring AR - MSC2 - C0L = EoR
Sample Recurring AR —
Notes tab screen form.

— [ i I 1 e
Main || il To |} ship To | AR Account 1! COGS !

Building maintenance contract -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [H Save button on the toolbar or press Ctrl-
S to save the changes.
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Post AR

This screen displays recurring customer invoice groups that can be selected for posting. The invoices posted here
are created by using the Recurring AR form and grouped in the Groups screen. Once selected, the invoices can
be posted, which will create one or more invoices for the recurring transaction.

Modular Menu Access
AR | Recurring Billing | Post AR

Standard Menu Access
Transactions | Recurring Billing | Post AR

Figure: AR-161 =7 Post AR =] s
Sample Recurring AR, Post _

Posting Date il |z|
AR screen form' Beginning Number 172

Post Flag Group Description Last Post Date -
| I Monthly Service Contract 03/20/2014

GO1 Group One 1

G02 Group Two N

[

5] o o o

~

Preview | | Post | | Close

Mark the group to load

Posting Date
This field records the posting date for this group of customer invoices. The date may be entered manually or by

using the Calendar tool.

Beginning Number
This field records the beginning invoice number (entries will be numbered sequentially).

Post Flag
The Post Flag column allows groups to be selected for posting. A group is selected for posting if a checkmark
appears in the box. Toggle the checkmark on and off by clicking on the box.

Group
The Group column displays the group numbers available for posting.

Description
The Description column displays the description associated with each group number.

Last Post Date
The Last Post Date column displays the last date that this group of recurring billing entries was loaded to AR.
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Preview Button
Opens a window which displays the individual recurring billing entries to be loaded based on the groups selected.

Flgure': AR-162 =3 Recurring AR to Post = @
Recurring AR to Post
. {Group Recurring Description -
preview. W1 MSC1 co0z |
| [1 M5C2 coo1
I b

Post Button
This button causes the posting of the recurring billing entries of all selected groups. The program will request
confirmation of the action to post the recurring group entries selected.

Close Button
The Close button closes the active window.
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Billing Statements

Billing statements can be prepared periodically that list all outstanding invoices and payments received.
Statements can be prepared for one or more customers at a time. If a customer has any past due amounts at the
time a billing statement is prepared, BIS® will automatically create an invoice for any finance charges calculated
on all amounts past due.

BIS® calculates and charges interest on a daily basis from the last statement date for all amounts past due. Each

time billing statements are run, BIS® automatically creates an invoice for any finance charges calculated on past

due amounts. An amount is considered past due if it is not paid on or before the due date.

In BIS®, the due date is determined by the payment terms selected for each invoice. The amount of the finance

charge is calculated based on the monthly interest rate that is entered in the Customers master file. This interest

rate is applied to each past due account, calculated on a daily basis from the last statement date. The number of

elapsed days does not include the due date, but does include the statement date. This standard accounting

procedure guarantees accurate interest calculations.

To create customer billing statements:

1. Select Billing Statements from the Transactions menu.

2. Enter the statement date. (The last billing date is displayed for reference.)

3. To print billing statements for all customers, be sure that the All Customer option is marked. To send billing
statements only to selected customers, it should be unmarked and the beginning and ending customers must

be specified.

4. Enter the minimum finance charge (if any), and verify that the accounts listed for accounts receivable and
interest income are correct.

5. Select how payments will be listed on statements.

6. To include statements for customers that have no current balances, choose this option at the bottom of the
screen.

7. When all information has been entered correctly, click Print. Statements should be previewed before printing.

Y Tip If billing statements are rerun for the same billing period, NO additional interest
charge is calculated.

Modular Menu Access
AR | Billing Statements

Standard Menu Access
Transactions | Billing Statements

The Billing Statements option is designed to prepare periodic customer billing statements, which detail both
outstanding invoices and customer payments. Statements can be prepared for one, multiple or all customers,
including or excluding those with a zero balance. When preparing billing statements, BIS® will calculate and
automatically create an invoice for any finance charges (interest) on all amounts past due.
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Figure: AR-163 =9 Billing Staternents
AR Billing Statements, ’ e

Sample screen form Statement Date 05/23/2014 |Z|

Last Statement Date 05/23/2014

[¥] &l Customers

Beginning Customer Id Coo1 Far West Properties
Ending Customer Id Coo3 San Luis Obispo County
Minimum Finance Charge 0.00

Accounts Receivable Acct# 4010 @ Contract Revenue
Interest Income Acct# 8010 @ Interest Income
Output User Laser BS1 lz‘

'@ Print the DETAIL of payments received by invoice
Print the DETAIL of payments received by receipt date
_) Print the TOTAL of payments received

“[{Print statements for customers with no balance due:

The Print Payments box on the lower portion of the screen provides options with regard to the order and amount
of detail of payments received that are printed on the billing statements.

Once all relevant information is correctly entered, billing statements can be previewed and printed from this screen
by using the Preview and Print buttons or File menu options.

Statement Date
This field records the date to appear on the current billing statements.

Last Statement Date
This field displays the date of the last billing statements.

All Customers
When this option is checked, billing statements will be prepared for all customers. To select only a portion of
customers, this option must be off. The checkmark is toggled on and off by click on this box.

Beginning Customer Id

If the All Customers option is selected, this field displays the first customer to receive a billing statement. If the
All Customers option is off, this field is available to record the first in a range of customers for whom statements
will be prepared. To issue a statement for a single customer, enter the same customer Id in both the beginning and
ending fields.

Please note that the Customer Id title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Customer - New form. Right-clicking on the Customer hyperlink opens a
selection of reports that can be directly accessed.

Figure: AR-164 Customer File
Reports directly accessible Customer Labels

by rIght-C|ICkIng on the Customer Ledger

ﬁeld hyperhnk. Accounts Receivable Aging

Customer Deposits
Customer Payments
Customer Refunds

Ending Customer Id
If the All Customers option is selected, this field displays the last customer to receive a billing statement. If the
All Customers option is off, this field is available to record the last in a range of customers for whom statements
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will be prepared. To issue a statement for a single customer, enter the same customer Id in both the beginning and
ending fields. Please note that the Customer Id title is a hyperlink field as well as the description of the
information.

Minimum Finance Charge

BIS allows a minimum finance charge to be applied to past due accounts in lieu of the calculated percentage. The
minimum charge, however, is only applied to customers whose calculated interest is less than the minimum
amount entered here. It would also not be applied to customers who do not show an amount past due.

Accounts Receivable Acct #
Records the number of the accounts receivable account that will be updated with the interest (finance charge)
calculated. The Accounts Receivable Account # can be entered manually or by using the Find tool.

Please note that the Accounts Receivable Account # is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on
the Accounts Receivable Account # hyperlink displays a selection of reports that can be directly accessed.

Interest Income Acct #

Records the number of the interest income account that will be updated with the interest (finance charge)
calculated. If interest is never charged on past due accounts, use the account number for the accounts receivable
account. The Interest Income Account # can be entered manually or by using the Find tool.

Please note that the Interest Income Account # is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Interest
Income Account # hyperlink displays a selection of reports that can be directly accessed.

Print the DETAIL of Payments Received by Invoice
When this option is selected, each statement item is listed by invoice number. Each payment appears with the
invoice to which it was applied.

Print the DETAIL of Payments Received by Receipt Date
When this option is selected, each statement item is listed chronologically. Each payment appears in detail, listed
by the date received.

Print the TOTAL of Payments Received
This option prints invoices chronologically, but all payments are totaled and appear as a lump sum at the end of
the billing statement.

Print Statements for Customers with No Balance Due
This option allows statements to be printed for customers who show no outstanding balance due.

Figure: AR'165 Builder Information System @
When the statements are
previewed or printed, and ' . Finance Charge Invoices were saved successfully

. V' Total Saved to Invoices $8,543.10
there are finance charges, i

they will be posted to
invoices.
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AR Statement — Pre-Printed Forms

Yar Wast Propartias

1825 Parker Stroat

Los Engeles, CA 30001

1000 0L/07/20L2 I INWVCICE

1001 0L/21/2012 I INUCICE

1003 0142172012 I INUOICE

1008 06/30/2012 D ROJUST INV 1002

1010 08/30/2DLZ C© RDJUST INV 1002

1008 OB/30FE0LZ I INVOICE

142 05/Z37Z01% I FINANCE CHRAGE INVOICE

150 0BFZlfE0l4 I IINVOICE

15L 0%rL0r2Dld I INVOICE

152 037102014 I INVOICE

155 0%rL0r201¢ I INVOICE

158 10r01s2014 D BDJUST INV 1092

162 10F01r2014 D ADJUST INV 1002

157 1070172014 I IHVOICE

161 i0F0L72014 I IHVOICE

167 10/LES2014 D ADJUST INW 1042
0.00 18,660.87

8, £75.01

L1/L1ES2014
<DDL
1
52, 7229 Bg, T68.29
20, 878.28 89, 647.57
9, 960.24 99, &08.41
20.00 495, 62841
=10.00 99,.618.41
£, £00.00 101,8158.491
Z7.1143 43 138, 33Z.30
4, 000.00 132,33Z.30
7. 020,00 13»,352.30
15, 000.00 154, 352.30
2,000.01 156,331.31
12, 541.21 1€3,234.12
8, 500.00 17T, 794.12
108, 16087 285, 354.33
500.00 204, 454.3%
&, 5817 293,113.1¢
Comtirmaad
BZ,.876.07

1L718/2014

cooL
1000 &4, 762.29
1001 3a,8758.28
100z 9,960.94
10058 20.00
1m0 =10.00
1006 £,Z00.00
1az 7,114 .4%
150 4,000.00
151 1,020.00
152 15,000.00
155 2,000.01
158 12,341.21
12 a,5010.a0
157 108, 16087
181 530.00
1&7 %, €68.17

Continuad

Figure: AR-166 Sample AR Statement for printing on pre-printed forms.
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AR Reports

This section covers the reports available for Accounts Receivable. Access to specific reports begins with the
Query screen that enable users to select the particular variation needed. As with other reports in BIS®, reports can
generally be one of 3 types: Summary, Detail, and Extended. Most reports offer the ability to select an “Order By”
setting, and often have several choices of fields for that choice. Additionally, most reports have a variety of
Options allow certain elements to show or not on the report. Finally, most reports offer a listing of fields that can
allow a refined selection of data. The Report Query will be remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open a pop-up report menu related to that field. Either method opens a report setup form depending
upon the type of report selected.

Reports offer the opportunity to view all records and activity for a company. Reports are an easy way to view the
effects of specific transactions. They are also a good way to get a summary view of either all transactions of a
specific type, all entries for a single account or file.

BIS® reports allow the user to enter the exact specifications of what the report will contain. Make it as detailed
or simple as needed. Narrow or broaden the search criteria to allow as few as one record, or as many as all records
pertaining to the topic.

Once the criteria have been entered into the report form, the report can be viewed on the screen by clicking the
Preview button. A window will open to display the report. This is useful for detecting any errors in setting up the
report before actually printing it on paper. Use the scroll bars on the right side and bottom of the screen to move
around the page.

When previewing a report, the usual toolbar will disappear and the preview toolbar appears. After closing the
preview of the report and returning to the Report form, the report can be printed. Select Print, either from the File
menu or by clicking the Print button on the main tool bar. The Print dialogue box will open. Specify whether to
print the entire document or select certain pages to print. Also, select the number of copies desired and which
printer to use.

Reports can be viewed on the screen, printed, and exported. In other editions of BIS®, reports can be exported and
emailed in up to six different formats. Most reports have hyperlinks that enable users to either drill down to the
source record, or by right-clicking, open a list of other reports and functions related to the hyperlink field selected.

Report Toolbar Controls
There are anumber of controls that affect reports and how they are rendered. Initial access comes from the Reports
Toolbar

MW= N e |
Figure: AR-167
Report Toolbar

Preview
The Preview icon works with the Report and printing functions, allowing previews in WYSIWYG (What You

See Is What You Get) mode. As with other screen elements, these report previews can be tiled or layered with the
BIS® MSD (Multiple Screen Display).

Print (Ctrl+P)

The BIS® Print icon causes the current report to be sent to the print spooler so that it can be printed by the
default or selected printer accessible to the sending computer.
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Export Report

The Export Report icon exports the current report in up to six different formats, depending on the edition of
BIS® used. Standard edition users can export in DOS TXT, Microsoft® Excel® WKS, and Adobe® PDF formats.
Professional edition users add Microsoft® Word® and the graphical TIFF formats. Finally, Enterprise edition users
can also export in HTML format.

Email Report
The Email Report icon enables Professional and Enterprise edition users to email reports from directly within
BIS. The available formats for these editions are the same as listed for Export above.

Preview Toolbar Controls
Once a report is opened, and appears on the screen, an additional Preview Toolbar opens.

Table of Contents

The BIS® Table’s of Contents icon adds a table of contents to the left side of the screen report. Using a familiar
Explorer-style format, each primary record of the report can be directly accessed, eliminating the need for
laborious searching.

Show/Hide Ruler
The Show/Hide Rule icon reveals or hides a ruler guide to the top and side of the report. Users of word
processing and some graphics programs should be familiar with this feature.

Copy Page
The Copy Page icon copies the current page of the report to the Windows® Clipboard.

Find
43 The BIS Find icon enables users to find or search for a particular piece of data in the current report.

Disi lay Pages
The Display Pages icon controls how many pages of the report can appear on a single screen and how they
are arranged. The choices are: 1x1, 1x2, 1x3, 2x1, 2x2, and 2x3.

Zoom in
The Zoom in icon enlarges the screen image by preset percentages.

Zoom Out
The Zoom in icon reduces the screen image by preset percentages.

Zoom Control

The Zoom Control drop-down allows enlarging or reducing the screen image by preset percentages: 25, 50,
75, 100, 125, 150, 175, 200, 400, and 800, as well as Page Width and Full Page.

Navigation Buttons

[T ERE > M| The navigation button icons provides a way of moving through pages of the report. In
sequence, they are: the First Page, the Previous Page, the Next Page, and the Last Page. The numeric information
in the center indicates which page is showing or selected out of the total number of pages in the report.

Backward
The Backward icon reverses the order of the pages of the report that appear on the screen.
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Forward
The Forward icon resets the order of the pages of the report that appear on the screen.

Hyperlink Appearance
ab -| The Hyperlink Appearance icon controls how the hyperlinks will appear on the displayed report (and any
report printed from the preview).

Figure: AR-168
Hyperlink format options
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Refresh
The Refresh icon updates the report with the latest data from the program.

List Reports

The majority of BIS® reports are list reports. This section explains how to set up a list report and define the search
criteria on which to base it. If the criteria specified do not yield any records, BIS® will not allow the report to be
previewed or printed.

My Query
The My Query option enables the user to save multiple sets of query conditions (and is described in greater detail
below).

Report Type
Select the type of report, which generally determines the level of detail contained in the report itself. The amount
and type of detail available vary from report to report.

Order By

Use the drop down menu tool in the Order By option to select which field should be used to list entries. Some
reports can only be ordered by a certain field. If applicable, choose whether the entries will be shown in ascending
or descending order. For example, ascending alphabetical listings display A-Z entries, while a descending list
orders Z-A entries.

Options
The choices given in the Options box allow the report to be further defined. To select any of these options, check
the corresponding box.

Filter

The listing at the bottom of the form defines which records will be included in the report. Data can be selected
for inclusion by the fields displayed in this area. A variety of criteria can be used to make the report as narrow or
broad as necessary.

First select an operator from the drop down list in the Operator field. Depending on which operator is chosen, the
Beginning and/or Ending fields may need to be filled with data based on the field type. Sometimes a drop-down
menu is made available in these columns so that records on file can be selected.
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Operators

All Shows all records

= Displays only records with data matching the data in the Beginning column.

On Date Run For Date fields only; this dynamic operator uses the system date for the program

Day # of Month For Date fields only; this dynamic operator uses the pres-selected specific day of the

month
First Day of the Month For Date fields only; this dynamic operator uses the first day of the current month

Last Day of the Month For Date fields only; this dynamic operator uses the first day of the current month

In Includes all records contain the data entered in the Beginning column
Between Shows records that fall between the records listed in the Beginning and Ending columns
Tag Includes specific records tagged from a drop-down list of records

Includes records that have a value greater than that entered in the Beginning column
Only shows records with a value less than that defined

>= Displays records with a value greater than or equal to the defined data
<= Includes records whose value is less than or equal to the data entered
My Query

The My Query option enables the user to save multiple sets of query conditions including Order By, Field
Operators and their settings, and Options. The initial use of My Query shows no saved Queries. If there are
existing named queries available they can be seen using the drop-down tool. The saved Query, however, can be
applied to any of the available Report Types.

Figure: AR-169 sclect Custoners___ |3 [E)
My Query drop-down list Cash Customers Only (F) E
sample.

As with other system reports, each named query selection can be further refined with the other settings.

Figure: AR-170 i?lMy Query List - Customer File = @
My Query List initial use
sample screen form. Name Public CreatedBy

Copy

Rename
Delete
Private

Public

I 4 3 Close

Refresh Button
If a query has been saved, and new changes are made to the query settings, clicking on the Refresh button will
remove those unsaved changes.

Details Button
[JA query can be saved by clicking on the Details button. If there are no pre-existing queries, two buttons are
available, Save As and Close.
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Save

The Save button will save the current settings, but will provide a dialog box asking, “Do you want to overwrite
this query?” Click on Yes to save the current settings under the selected name, or No to not save them under the
current name.

Save As
The Save As button opens the Save As Query sub-form.

Name
Use this field to assign a name to the saved query.

Scope
The Scope option allows the user to specify whether the saved query will be kept for private use or be made
available to all users with access rights to this information.

Figure: AR-171 =4 Save As Query - Customer File @
Save As Query List sample
screen form showing the U e
two optional Scope Scope EIRENI |
selections: Private and Pubiic ok Cancel
Public.
Figure: AR-172 " ) ) —
. . . = My Query List - Customer File =
My Filter list showing one =
Public and one Private Name Pubic CreatedBy | =
Filter. Cash Customers Only ADMIN
Select Customers ] | ADMIN
[ cony |
I :

OK

Click on the OK button to accept the name and scope selections.

Cancel
Click on the Cancel button to close the form without saving.

Copy

The copy button will copy the current saved query to a new name, and allow changing its scope setting. The newly
named query can then be edited and saved again.

Figure: AR-173
Copy query screen form.

I

El Copy Query - Customer File
Copy From
Mame | Cash Customers Only
Copy To

Name
Scope | Private lz‘

Co (o)




AR-176 Accounts Receivable

Rename
The Rename button opens the Rename Query form that allows the query to be saved with a new name.

Figure: AR-174 =1 Rename Query - Customer File
Rename Query screen Current Name | Cash Customers Only

form. NewName |

Delete

The Delete button will delete the selected named query. If the query is a public query, the following dialog box
question will appear, “This is a public query. Are you sure that you want to delete this query?” If the selected
query is not a public query, the system simply asks for a confirmation of the action.

Private
If the query is marked as Private, this button will be grayed out. The user has the option of changing the scope of
the query to Public by using the next button.

Public
If the query is marked as Public, this button will be grayed out. The user has the option of changing the scope of
the query to Private by using the preceding button.

Close
This button closes the My Query List.

Clear Button

The clear button is located on the tool bar normally at the top of the screen. This button applies only to the
report queries. BIS® reports query settings are remembered by user from one session to the next. Thus, if a saved
query was last used, the query screen for the same report would open with it preselected. The clear button resets
the query screen to the system default.

Figure: AR-175 B s e S
Sample report query form e — —
after apply clear button. ElE] ] [Show Report Criteria |
_JJ Active
Report Type " | [inactive
EE R =] | 7] boiance Forverd
__JJ_ Open Item
Order By _r_] Show Motes
Customer Id EI _rj Case Sensitive
@) Ascending ) Descending W =
Field Operator Beginning Ending -
Customer Id All
MName All
City Al
State All
Zip Al

Telephone Al
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Accounts Receivable Report List
The following is a list of accounts receivable reports available in BIS.
®m Job Billing History B Accounts Receivable Journal ®m Customer Deposits
®m Customer List ® Invoices List ®m Customer Payments
® Customer Labels ® Applied Deposits Journal ®m Customer Refunds
® Applied Deposits List
m Sales Orders m Sales Analysis
B Reprint Sales Orders ®m Recurring Billing ®m By Sales Person
®  Open Orders List ® Orders ® In Inventory Item
®  Back Order List ® Groups ® By Report Code
®  Inventory on Order m By Sales Tax Code
®  Inventory on Back Order ®m Customer Ledger ® By Oversold Inventory Items
®m Customer Aging ® By Job Number
®m Reprint Invoices ® Job Aging

Menu Access

Unlike other areas in Accounts Receivable, access to reports can be achieved via three different menus: Modules
with Reports Group, Modules with Reports Listed, and Standard.

Reports Access via Modules with Reports Group

AR | Reports

Reports Access via Modules with Reports Listed

AR

Standard Menu
Reports | Accounts Receivable

Job Billing History

The Job Billing History lists information on previous contract billings.
Access to Job Billing History

Module Menu with Reports Group

AR | Reports | Job Billing History

Module Menu with Reports List

AR | Job Billing History

Standard Menu

Reports | Accounts Receivable | Job Billing History

Report Types
Summary

The Summary Report Type displays job number and name, amount billed, and tax.

Detail

The Detail Report Type displays billing history broken down by invoice, including invoice number, date, customer
Id, description, application number, amount billed, and tax.
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Figure: AR-176 [ Customer File S
Job Billing History, Query |, ouery
i Options -
screen form, showing two Cash Customers Only (=] [[Z]] [-.. | | | |71 Show Report Criteria |
report types: Summary _[#][Active
and Detail. FouElinE _[#]|1nactive
EEETIN ~ | ( | [¥|Balance Forward

El Open Item
_ Show Motes

Summary

Extended || Case sensitive
Contact Wi
Ship-to-Address —
udf L S
Field QOperator Beginning Ending -
Customer Id Tag 2 Selected
_[mMame All
| |city Al
_|state Al
k) Al
_Telephone Al
Order By Options Fields
* Job Number » Show Report Criteria *  Job Number
e Active Jobs * Date
*  Inactive Jobs *  Invoice Number
*  Completed Jobs ¢ Amount
Drill-Down+® Destinations
Figure: AR-177 Job Detail Report
Right-click a hyperlink to Job Extended Report
access reports and other Job Markup Report
featu res. Job Defaults Report
Job Local Taxes Repart
Job UDF Repart
Edit Job File

Document Link

Properties
Figure: AR-178 Customer Detail Report
Right-click a hyperlink to Customer Extended Report
access reports and other Ciustomer Contact Report

features. Customer Ship-to-Address Report

Customer UDF Repaort

Edit Customer File

Document Link

Properties
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Job Billing History — Summary Report

Best Construction Company

Job Billing History

Summary Report Page 1
Job Job Name Amount Tax

1000 PacificView Apartments 100,608.41 0.00

1010 Truesdale Elementary School 29,600.00 0.00

1020 Giovanni's Pasta House 6,000.00 0.00

Figure: AR-179 Job Billing History - Summary Report.

Job Billing History — Detail Report
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Be st Construction Company
Job Billing History

Dietail Report Fage 1
Job Job Name
De scription Date  Customerld Invoice# App# Amount Tax
1000 Facific View Apartmant
Invoice# 1000 o7 OO0 1000 1 58, 766.28 0.00
Invoice# 1001 o1y OO0 1001 2 20,678.28 0.00
Retantion Invoica# 1002 o1y oood 1002 2 B,880.84 .00
Invoice# 1006 Da0V CoDd 1006 100.00 0.00
DE20: ooDd 1008 220000 0.00
DMz 1000 adjusting Invé# 1002 06/304 Coo1 1000 20,00 0.00
CM# 1010 adjusting Inv# 1002 08730/ Coo1 1010 -10.00 0.00
D418 oo 1011 8,267 .00 462.00
Invoice# 1014 D428/ oood 1014 2,292 85 16628
DMz 1015 adjusting Inv# 1014 04287 e vj] M5 58.21 431
CM# 1018 adjusting Inv# 1014 0408/ Co0q 1016 -178.68 =133
D428 o v 7 Bar .60 48.48
Invoice# 1018 oeTy o001 1018 3 47.538.48 0.00
DMz 1018 adjusting Inv# 1002 0517/ oo e 3 5,227 .62 0.00
D623/ oo 1020 B,267.00 462.00
087! OO0 o2 ,267.00 462.00
0&'7) OO0 1024 8,267 .00 462.00
0628/ o001 1026 6,367 00 462.00
oa13 CoDd 1028 8,267 .00 46200
Invoice# 1030 Da'28:! o v 1030 1.500.25 0.00
Invoice# 1031 DeDe oo 1021 562 .50 0.00
o217y Coo1 1047 8,267 .00 462.00
D481 oo 1055 8,267 .00 462.00
Invoice# 1080 083114 e vj] 1080 48000 Q.00
DMz 1081 adjusting Inv# 1055 0831/ oo0d 1081 500.00 0.00
Job Totals 211,502 34 3.801.74
1020 Giowanni's PestaHouse
Invoice# 1003 0203 oon 1003 8.000.00 0.00
Job Totals B,000.00 0.00

Figure: AR-180 Example of Job Billing History, Detail Report with hyperlinks in the Job and Customer Id
columns, sorted by Job Number.
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Customer List
This report provides a listing of records in the Customers file. A variety of report types are available to produce
as detailed a listing as needed.

Access to Customer List
Module Menu with Reports Group
AR | Reports | Customer List

Module Menu with Reports List
AR | Customer List

Standard Menu
Reports | Accounts Receivable | Customer List

Report Types
Summary
This type displays the customer Id and name, telephone and fax numbers, status, and type.

Detail
The Customer List Detail report also lists the complete customer address and e-mail.

Extended
The Customer List Detail report provides a full-page report for each customer that displays all information from
the Main, Default and History tabs, as well as the amount due from the customer.

Contact
The Customer List Contact report includes a listing of all contacts recorded on the Contact tab of the Customer
file.

Ship to Address
The Customer Ship to Address report includes a listing of all shipping addresses listed on the Ship To Address
tab.

Order By Options Fields

*  Customer Id » Show Report Criteria * Customer Id

*  Customer Name *  Active * Customer Name

. City *  Inactive * City

. State *  Balance Forward  State

. Zip *  Open Item * Zip

. Telephone Number »  Case Sensitive * Telephone Number
. Customer type

Drill-Down+® Destinations

Figure: AR-181 [v] Edit customer File
Right-click a hyperlink to .
display a selection of Document Link

reports and other available :
functions. e
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Customer File — Summary Report

Best Construction Company
Customer File

Summary Report Fage 1
Customer Id Customer Name Telephone Fax Status Type

001 Far West Properties (805)543-7000 (805)534-1595 Active Balance Forward
coo2 Harmon Braothers (805)543-7000 (805)534-1595 Active Open ltem

Co03 San Luis Obispo County (805)543-7000 (805)534-1505 Active Balance Forward
CASH CASH Inactive Balance Forward

Figure: AR-182 Customer File Summary Report sample.

Customer File — Detail Report

Best Construction Company
Customer File
Detail Report Fage 1
Customer Id Customer Name Telephone Fax Status Type
Address Email
City State Zip Code
001 Far West Properties (805)543-7000 (805)534-1595  Active Balance Forward
1625 Parker Street jimc@farwe st com
Los Angeles CA 90001
coo2 Harmon Brothers (805)543-7000 (B05)534-1585 Active Openltem
5400 Peach Street
Aflanta GA 30301
003 San Luis Obispo County (805)543-7000 (805)534-1595 Active Balance Forward
1825 Market Street
San Luis Obispo CA 93401
CASH CASH Inactive Balance Forward

Figure: AR-183 Customer File Detail Report sample. Note that in the screen preview of this report, the
email address is “live” and can be used to open the computer’s default email program with that address
already entered.
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Customer File — Extended Report

Customer File
Extended Report

Best Construction Company

Page 1

Customer C001, Far West Properties

Customerid
Customer Name
Street Address1
Street Address 2
City

State ZpCode
Telephone

Fax

Email

Sellers Pemit #
Credit Limit
Payment Terms
Monthly Inte rest Riate
CustomerType
Status

Far
L

Far West Properties
1625 Parker Strest

Los Angeles
CA B0DM

{B0S) 542-T0DD
{BOE) 534-1595

jirn revEst com

Balance Forward
Actihe

TaxType MoneTaable
Tax Code 01

Sales Person Initials A

Default 5ales Account | 4010
Discount Level i

Date A ceount Opened
La st Payment Date

La st Payment Am ount
Last Invoice Number
Last Statement Date

Commercial Buildings only.

Figure: AR-184 Customer File, Extended Report.
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Customer File — Contact Report

Customer Contact
Contact Report

Best Construction Company

Page 1

Customer Id Customer Name

Telephone Fax

Email

Title

€001

=]

002

(=]
(=1
=
i}

]
=
[z
=

Far West Properties

Jim Corrant

Harmon Brothers
SusanUrsklah

San Luis Obispo County
Susan Durant

CASH

(805)543-7000 (805)534-1595

(805)543-7000 (805)534-1585 |[imc@farwest.com

(805)543-7000 (805)534-1595

(805)543-7000

(805)543-7000 (805)534-1595

(805)543-7000 (805)534-1595 sdurant@sloschools.edu

ice President

Manager

Building Manager

Customer File — Ship-to-Address Report

Figure: AR-185 Customer File, Contact Report.

Customer Ship to Address
Ship-to-Address Report

Best Construction Company

Page 1

Customer Id

Customer Name

Telephone

Fax

Email

=]

00

(]
=]
=]
(]

(o]
=]
=]
3]

iyl
(1=
]
firg

Far West Properies
Far West Properies
1625 Parker Street
Los Angeles, CA 90001
Harmon Brothers

San Luis Obispo County

CASH

(805)543-7000

(805)543-7000

(805)543-7000

(805)534-1595

(805)534-1595

(805)534-1595

limc@farwest.com

Figure: AR-186 Customer File, Ship-to-Address Report.
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Customer File — Udf Report

Udf Report

Customer User Definable Fields

Best Construction Company

Page 1

Customer Id

Name
UDF Field

Description

oo

Far West Properties
Billing Method
Email 2

Harmon Brothers
Billing Method
Email 2

San Luis Obispo County
Billing Method
Email2

CASH

Billing Method
Email 2

Progress Billing - AlA Form

Contractinvoice

Al4 Billing

Figure: AR-187

Customer File, User Definable Fields Report.
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Customer Labels

This option allows labels to be prepared and printed that can be used for shipping, mailing, etc. BIS® permits you
to choose a label size for both dot matrix and laser printers. Each label includes the name and address of customers

recorded in the Customers file.

Access to Customer Labels
Module Menu with Reports Group
AR | Reports | Customer Labels

Module Menu with Reports List
AR | Customer Labels

Standard Menu
Reports | Accounts Receivable | Customer Labels

Report Types

Select the option that corresponds to the labels being used.
Order By Options

e Customer Id » Show Report Criteria
*  Customer Name *  Active

. City *  Inactive

. State *  Balance Forward
. Zip *  Open Item

. Telephone Number *  Case Sensitive

. Customer type

Avery® 5160, 5260, 5810, 5960 Report Label

Fields

e Customer Id

e Customer Name

» City

 State

« Zip

* Telephone Number

Far West Properties Harmon Brothers
1825 Parker Street 5400 Peach Street
Los Angeles, CA S0001 Atlanta, GA 30301

San Luis Obizpo County
1825 Market Street
San Luis Obispo, CA 33401

Figure: AR-188 Avery® 5160, 5260, 5810, 5960 Report Label .
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Sales Orders — Reprint Sales Orders
The Reprint Sales Orders option allows printing copies of sales orders saved in the Sales Orders files. Sales Orders
are intended to for printing onto blank invoice forms.

Access to Reprint Sales Orders

Module Menu with Reports Group
AR | Reports | Sales Orders | Reprint Sales Orders

Module Menu with Reports List
AR | Sales Orders | Reprint Sales Orders

Standard Menu
Reports | Accounts Receivable | Sales Orders | Reprint Sales Orders

Report Types
Select either System Laser, System Laser-Computer Form, or Continuous, depending upon the type of invoice
form being used.

Order By Fields
e Sales Order # . Sales Order #
e Order Date . Order Date

e Customer Id . Customer Id
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Reprint Sales Orders — System Laser - Computer Form

Best Construction Company sales order
1200 M ain 3treet
: SALEE ORDER NGO, 5.0.DATE PAGE
Linit 100
Arroya Drande, CA 93420 262 a5 /01y il
Telephone B05-543-7000
S0 LD TG SHIP TQ
Far West Properties Eanmy
1625 Parker Street 400 Center 5t
Loz Angeles, CA S00D1 Cayucoa, CA 43435
ACCOUMNT ND. | &P | PURCHASE DRDER SHIP V1A DATE EHIPPED TERME JOB
Ccaol MT ag oIy  |23-10/NET 30
Ty ary SHIPFED SEEM NERLE pisc % [TAX| ExTENDED PRICE
CRDERED BACK ORDERED DESCRIPTION UNIT
5.00 5.00|ERAIOQDOD 250.00 5.00 1,187.50Q
Bre aker Box EL
Far West Bropercies
1,200. 00 l,200.00|El000 B-25 Z.00 2534 .00
Stranded Wire FI
Far West Eropertiss
SALE AMOUNT 1,451. 30
DI3COUNT oo
FREIGHT CHARGE 0. adq
2.000% SALES T TAX 0.adq
Thank You TOTAL 143159

Figure: AR-189 Reprint Sales Orders — System Laser - Computer Form.
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Sales Orders — Open Order List

The Open Order List produces reports on current sales orders on file to help manage open orders.

Access to Open Order List
Module Menu with Reports Group
AR | Reports | Open Order List

Module Menu with Reports List
AR | Open Order List

Standard Menu
Reports | Accounts Receivable | Sales Orders | Open Order List

Report Types

Summary

The Open Order List Summary Report displays sale date, order number, customer Id, purchase order number, ship
date, shipping method selected, sales person, payment terms, order amount, and sales order total.

Detail
The Open Order List Detail Report also shows the line item posting account, item, description, quantity ordered,
quantity shipped, unit price, and extended amount.

Extended
The Open Order List Extended Report also shows the job to which the order has been applied, cost code by line
item, subtotal amount and sales tax.

Order By Options Fields

 Sales Order Number * Show Report Criteria + Sales Order Number
* Order Date *  Show Sales Order Subtotal * Order Date

 Ship Date e Show Sales Order Notes  Ship Date

* Customer Id *  Show Line Item Extended * Customer Id

* Job Number Description * Job Number
 Salesperson + Salesperson

Drill-Down+® Destinations

Figure: AR-190 Figure: AR-192 Customer Detail Report

Right-click a hyperlink to
display other available
functions.

Figure: AR- 191
Right-click a hyperlink to
display a selection of
reports and other available
functions.

Edit Sales Order

Document Link

Properties

Inventory Summary Report

Inventory Extended Report

Edit Inventory Ttem

Document Link

Properties

Right-click a customer
hyperlink to display a
selection of reports and
other available functions.

Customer Extended Report
Ciustomer Contact Report
Customer Ship-to-Address Report
Customer UDF Report

Edit Customer File

Document Link

Properties
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Open Order List — Summary Report

Best Construction Company

Open Order List
Summary Report Page 1
Date Order# Customerld PO# Ship Date Ship Via 5P Terms Amount
06/261 » 001 06/26/ AM 2%-10/MET 30 245
09009/ B coo3 09/09/ AM NET 30 21,000.00
09008/ M conz 02109, 2%-10/NET 30 1,442.45
09009/ ] CO01 0e/08/ M 2%-10/MNET 30 2,080.00
09008/ * cooz 09/09/ 2%-10/NET 30 2,500.00
08001 262 CcO01 080011 M 2%-10/MNET 30 1,481.50
Total Sales Orders Listed 28,506.40

Figure: AR-193 Open Order List — Summary Report sample sorted by Sales Order Number.

Open Order List — Detail Report

Best Construction Company
Open Order List
Detail Report Page 1
Date Orders Customerld PO# Ship Date  Ship Via 5P Temms
GL Account Rem Description Ordered Shipped Unit Price Armou it
De/26/2019 22 CoD1 068/26/2019 AM 2%-10MNET 30
4010 E1000 Far West Properties 2500 10.00 025 245
Order Total 245
08/08/2019 23 Cco03 09/092019 AM NET 30
4010 San Luis Obispo Gounty 140.00 140.00 150.00 2,000.00
Order Total 21,000.00
D9/09/2019 24 con2 0902019 2%-1VNET 30
4010 Harmon Brothers 85.00 85.00 15.20 1,292.00
4040 (Discounts Allowed-A/R) Discount 2.00 % Dizcount Amount 3584
4030 Freight Revenue Freight Charge: 75.00
2610 Sales Tax Payable-State Tax Rate 8.00 % Sales Tax 101.29
Order Total 144245
Total Sales Orders Listed 2,444.90

Figure: AR-194 Open Order List — Detail Report sample sorted by Sales Order Number.
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Accounts Receivable

Open Order List — Extended Report
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Sales Orders — Back Order List

The Back Order List is important in tracking the status of orders. When a sales order for a customer includes an
item that is out of stock and not shipped, BIS automatically generates back order information that is listed on this
report.

Access to Back Order List
Module Menu with Reports Group
Job Billing | Reports | Back Order List

Module Menu with Reports List
Job Billing | Back Order List

Standard Menu
Reports | Accounts Receivable | Sales Orders | Back Order List

Report Types

Summary

The Back Order List Summary Report displays sale date, order number, customer Id, purchase order number, ship
date, shipping method selected, sales person, payment terms, order amount, and sales order total.

Detail
The Back Order List Detail Report also shows the line item posting account, item, description, quantity ordered,
quantity shipped, unit price, and extended amount.

Extended
The Back Order List Extended Report also shows the job to which the order has been applied, cost code by line item,
subtotal amount and sales tax.

Order By Options Fields

 Sales Order Number * Show Report Criteria + Sales Order Number
* Order Date *  Show Sales Order Subtotal * Order Date

 Ship Date e Show Sales Order Notes * Ship Date

* Customer Id * Show Line Item Extended * Customer Id

* Job Number Description * Job Number
 Salesperson + Salesperson

Drill-Down+® Destinations

Figure: AR-196 Edit Sales Order Figure: AR-198 Custamer Detail Report
Right-click a hyperlink to —_— Right-click a customer Customer Extended Report
display other available el i hyperlink to display a Giustomer Contact Report
functions. Properties selection of reports and Customer Ship-to-Address Reprt
other available functions. Customer UDF Report

Edit Customer File

Document Link

Properties
Figure: AR- 197 Inventory Summary Report
nght'C“Ck a hyper“nk to Inventory Extended Report

display a selection of
reports and other available
functions. Document Link

Edit Inventory Ttem

Properties
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AR-193

Back Order List — Summary Report

Best Construction Company

Back Order List
Summary Report Page 1
Date Orders Customerid PO# Ship Date Ship Via 3P Temms Amount
0e2emnYyY 22 Con1 DB260YYY AM Z%-10MHET 30 245
Back Ordered Amt D.00
Total Sales Orders Listed 245

Figure: AR-199

Back Order List — Detail Report

Sales Order — Back Order List — Summary Report

Best Construction Company

Back Order List
Detail Report Page 1
Date Orders Customerid PO# Ship Date Ship Via 5P Terms

GL Account  ftem Description Ordered Shipped Unit Price Amount

DB/26MYYY 22 COD1 0B/26/YYY AM 2%-10/MET 30
4010 E1000 Far West Properties 25.00 10.00 025 245
Units Back Ordered 15.00 BackOrdered 375
Subtotal 245
Order Total 245
Back Ordered Amt 375
Total Sales Orders Listed 245
Total Sales Orders on Back Order Listed 375

Figure: AR-200 Sales Order — Back Order List — Detail Report, showing Sales Order Subtotal, Notes, and

Extended Description.
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Back Order List — Extended Report
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AR-196 Accounts Receivable

Sales Orders — Inventory on Order
The Inventory on Order report displays the number of inventory items included in any current sales orders on file.

Access to Inventory on Order Report
Module Menu with Reports Group
Job Billing | Reports | Inventory on Order

Module Menu with Reports List
Job Billing | Inventory on Order

Standard Menu
Reports | Accounts Receivable | Sales Orders | Inventory on Order

Report Types

Summary

The Inventory on Order Summary Report displays: inventory item, unit of measure, description, quantity ordered,
quantity shipped, amount of shipped item, quantity back ordered, and back ordered amount.

Detail

The Inventory on Order Detail Report shows: inventory item, unit of measure and description, and lists inventory
information broken down by sales order, including sales order number, date, ship date, customer Id and name,
units ordered and shipped, unit price, discount percentage, amount shipped, quantity back ordered and back
ordered amount.

Order By Options Fields
* Inventory Item * Show Report Criteria * Inventory Item
e List Blank Inventory Items

Drill-Down+® Destinations

Figure: AR-202 Edit Sales Order Figure: AR-204 Customer Detail Report
Right-click a hyperlink to —_— Right-click a customer Customer Extended Report
display other available el i hyperlink to display a Giustomer Contact Report
functions. Properties selection of reports and Customer Ship-to-Address Reprt
other available functions. Customer UDF Report

Edit Customer File

Document Link

Properties
Figure: AR-203 Inventory Summary Report
nght'C“Ck a hyper“nk to Inventory Extended Report

display a selection of
reports and other available
functions. Document Link

Edit Inventory Ttem

Properties
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Sales Order — Inventory on Order — Summary Report

Best Construction Company
Inventory on Order

Summary Report Page 1
Back Ordered
Item Unit Description Ordered  Shipped  Amount Qty  Amount
EA1000-1 EA  Breaker Box 5.00 200 490 .00 600 142500
EA1000-2 EA  Steel Box 300 0.00 0.00 300 600.00
EA1000-2 EA  Circuit Bresker 12.00 5.00 500 700 350,00

Figure: AR-205 Sales Order — Inventory on Order — Summary Report.

Sales Order — Inventory on Order — Detail Report

Best Construction Company
Inventory on Order

Detail Report Page 1
ftem Unit Description Back Ordered
Orderf  Date ShipDate Cust. Id Customer Name Ordered Shipped Unit Price Disc % Amount Oty Amount
E1000 FT  Swanded Wire
22 0826 0826 con Far West Properies 200 10.00 025 200 245 1500 368
262 0901/ [T g coi Far West Properies 120000 1200.00 025 200 X400 0.00 0.00
Invenkory, Totdl 1500 121000 2645 1500 368
EAIDDD EA  Breaker Box
262 (A1 0801 ool Far West Properies 500 5.00 250.00 500 1187.50 0.00 0.00
vy ot 500 500 18750 000 0.00

Figure: AR-206 Sales Order — Inventory on Order — Detail Report.
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Sales Orders — Inventory on Back Order
The Inventory on Back Order report displays the number of inventory items included in any current sales orders
on file.

Access to Back Order Report
Module Menu with Reports Group
Job Billing | Reports | Inventory on Back Order

Module Menu with Reports List
Job Billing | Inventory on Back Order

Standard Menu
Reports | Accounts Receivable | Sales Orders | Inventory on Back Order

Report Types

Summary

The Inventory on Back Order Summary Report displays: inventory item, unit of measure, description, quantity
ordered, quantity shipped, amount of shipped item, quantity back ordered and back ordered amount.

Detail

The Inventory on Back Order Detail Report shows inventory item, unit of measure and description, and lists inventory
information broken down by sales order, including sales order number, date, ship date, customer Id and name, units
ordered and shipped, unit price, discount percentage, amount shipped, quantity back ordered, and back ordered amount.

Order By Options Fields
* Inventory Item * Show Report Criteria * Inventory Item
e List Blank Inventory Items

Drill-Down+® Destinations

Figure: AR-207 Edit Sales Order Figure: AR-209 Custamer Detail Report
Right-click a hyperlink to —_— Right-click a customer Customer Extended Report
display other available el i hyperlink to display a Giustomer Contact Report
functions. Properties selection of reports and Customer Ship-to-Address Reprt
other available functions. Customer UDF Report

Edit Customer File

Document Link

Properties
Figure: AR-208 Inventory Summary Report
nght'C“Ck a hyper“nk to Inventory Extended Report

display a selection of
reports and other available
functions. Document Link

Edit Inventory Ttem

Properties
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AR-199

Sales Order — Inventory on Back Order — Summary Report

Inventory on Back Order

Best Construction Company

Summary Report Page 1
Back Ordered
Item Unit Description Ordered  Shipped Amount Oty  Amount
EA1000-1 EA  Breaker Box 6.00 0.00 0.00 600 142500
EAT000-2 EA  Steel Box 300 0.00 0.00 300 600.00
EA1000-2 EA  Circuit Breaker 700 0.00 0.00 0 350.00

Figure: AR-210 Sales Order — Inventory on Back Order — Summary Report.

Sales Order — Inventory on Order — Detail Report

Best Construction Company

Inventory on Back Order
Detail Report Page 1
ltem Unit Description Back Ordered
Orderf  Date ShipDate Cust ld Customer Name Ordered Shipped Unit Price Disc % Amount Qty Amount
E1000 FT  Stranded Wire
208726/ 0826/  CO01  FarWest Properies 500 10.00 035 200 245 1500 358
Inveriory Totals 2500 10.00 245 1500 368
E&1000 EA  Bresher Box
23 0902 (902 C2  Hamon Broers 4000 0.0 250.00 0.0 000 4000 10000.00
Inivesiogy Totals 40,00 0.00 000 4000 10000.00
EAT000-1 EA S Box
23 0907 (902  CN2  Hamon Bromers 50.00 0.00 200.00 0.00 000 5000 10000.00
Inveriory Totals 50.00 000 000 5000  10000.00
EA1000-2 EA  Circut Breaker
263 0903 (902  C02  Hermon Broess 18,00 0.00 5000 0.00 000 1800 900.00
Inveniory Totals 18.00 000 000 1800 900.00

Figure: AR-211 Sales Order — Inventory on Order — Detail Report showing Taxable and Non-Taxable

items.



AR-200 Accounts Receivable

Reprint Invoices

The Reprint Invoices option allows printing copies of invoices saved in the Sales Invoices and Contract Invoices
files. Sales Orders are intended to for printing onto blank invoice forms (sheet fed or continuous) or computer-
generated forms.

Access to Reprint Invoices
Module Menu with Reports Group
AR | Reports | Reprint Invoices

Module Menu with Reports List
AR | Reprint Invoices

Standard Menu
Reports | Accounts Receivable | Reprint Invoices

Report Types
Select either System Laser, System Laser-Computer Form, or Continuous, depending upon the type of invoice
forms being used.

Order By Options Fields
e Invoice # . Print Standard Message . Invoice #
e Invoice Date . Invoice Date

e Customer Id . Customer Id



Accounts Receivable AR-201
Reprint Invoices — System Laser - Computer Form
a - -
Best Construction Company involice
1200 Main Street
b INWCICE N O INVOICE DATE | PAGE
Uit 100
Arroya Brande, CA 93420 1060 08 31 Y 1
Telephone BOS-543-T000 5
Contract Imwoice
SO0 TO SHIP TO
Far West Properties Hammer Shop
1g25 Parker Street 1200 Main 5t
Loz Angeles, CA S0001 Cambria, CA 43450
ACCOUNT ND. EP | PURCHASE DRODER SHIPVIA DATE EHIPPED TERMS JOB
caol AM 08 FILAYYY |(23-10/NET 30 1400
ITEM LINIT PRICE
Y ary SHIPFED pisc % [TRE| ExTENDED PRICE
ORDERED BACK ORDERED DESCRIPTION UNIT 2
5. 00| 5.00ERLJO0-2 5a. 00 2..00 245, 00
Circuit Breakar EA
Far West Propercles
1,000. 00 1,000.00|ELO00 0.25 2.00 245.00
Jtranded Wice T
Far Wsat Propsartisa
We will be cloaed the dey before Labor Day. SALE AMOUNT 450.00
DISCOUNT 0. 00
FREIGHT CHARGE 0. 0]
B.O00% SALES TAX 0. 0
Thank You ToTAL 1es 18

Figure: AR-212 Reprint Sales Order on Computer Generated Form.



AR-202 Accounts Receivable

Accounts Receivable Journal
The Accounts Receivable Journal is a listing of accounts receivable invoices by date for a particular account. This
can be compared with the actual records to verify that they have been entered correctly.

Access to Accounts Receivable Journal
Module Menu with Reports Group
AR | Reports | Accounts Receivable Journal

Module Menu with Reports List
AR | Accounts Receivable Journal

Standard Menu
Reports | Accounts Receivable | Accounts Receivable Journal

Report Types

Summary

The Accounts Receivable Journal Summary Report displays: invoice date, invoice number, customer Id, purchase
order number, ship date, shipping method selected, type, sales person, payment terms, session date, and invoice
total. It also lists the total accounts receivable invoices, total discounts, total freight charges, total sales taxes, and
total sales for the month.

Detail
The Accounts Receivable Journal Detail Report also shows the line item posting account, item, description, quantity
ordered, quantity shipped, unit price, and extended amount.

Extended
The Accounts Receivable Journal Extended Report also shows the job to which the order has been applied, cost
code by line item, subtotal amount and sales tax.

Order By Options Fields

¢ Invoice Date » Show Report Criteria * Invoice Date

» Session Date *  Reversing Entries * Invoice Number
. Show Invoice Subtotal * Customer Id
. Show Invoice Notes + Job Number
. Show GL Extended Description + Session Date

. Show Cost and Gross Margin
. Show Subtotal Details
. Show User Id

General Ledger Account
Enter the General Ledger account to be displayed in this report.



Accounts Receivable

AR-203

Drill-Down+® Destinations

Figure: AR-213
Right-click an invoice
number hyperlink to
display options.

Figure: JB-214
Right-click a customer
hyperlink to display a
selection of reports and
other available functions.

Figure: AR-215
Right-click a hyperlink to
display a selection of
reports and other available
functions.

Figure: AR-216
Right-click a hyperlink to
access reports and other
features.

Edit Customer Invoice

Document Link

Properties

Customer Detail Report

Customer Extended Report
Ciustomer Contact Repart
Customer Ship-to-Address Report
Customer UDF Report

Edit Customer File

Document Link

Properties

Inventory Summary Report

Inventory Extended Report

Edit Inventory Item

Document Link

Properties

Job Detail Repart

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties




AR-204 Accounts Receivable

Accounts Receivable Journal — Summary Report

Accounts Receivable Journal
Summary Report - Accourt 1110, Accounts Receivable-Trade

Best Construction Company

Pags 1
Oate Invoice# Customer |d  PO# Ship Date Ship Via Type SP Terms Session Amount
0203 045 Cl
02ATE 1047 Cl
02A T D48 Cl
02T 040 FC MJ  2%-10VNET 30
AT 050 FC AM NET 2D 02T
Total A ccounts Receivable Invoices Listed for February
0304 FC MJ  ZW-1VNET 20 Qg4 E042E
0204 i FC  AM NET 2D 0304 Eigiz
0204 054 0304t FC 2%-1VNET 30 Q304! B2B.4B
Total A ccounts Receivable Invoices ListedforMarch 437086
04 8¢ 055 oD D1 it Cl 04 8¢ 6,267.00
Total A ccounts Receivable Invoices ListedforA pril 636700
07T i) CODE OTATE Cl 07T 0.00
Total A ccounts Receivable Invoices Listed forJuly 000
OBZ 14 C
OB2 8¢ sl 2%-10VNET 20
083 1 c 2 NET 30
08214 08214 Cl am 2%-10VNET 30
082 1 DEZ 14 Dt 2%-10VNET 30
DebitMemo 1061 to Adjust Invoice 1055
083 1 174 oo 08214 Cd  AM 2%-10VNET 20 o0B31
Credit Memo 1062 o Adjust invoice 10230
083 1 08311 51 M ZR-TWNET 30 peay 18750
083 1 0E2 1 o4 M) 2%-1VNET 30 03l -1.18750
Credit Memo 1064 o Adjust Inwoice 1063
Total A ccounts Receivable Invoices ListedforA ugust 13.470.00
0D 14 = PR T WHNET 20 oD 18652.18
o 14 FC 2%-1VNET 30 oo u 117154
00 14 FC  AM NET 2D 0B 14 2078371
Total A ccounts Receivable Invoices Listed for Septem ber A0 617 .44
Total A ccounts Receivable Invoices Listed 133.320.23

Figure: AR-217 Accounts Receivable Journal -Summary Report for the AR Trade account.




Accounts Receivable AR-205

Accounts Receivable Journal — Detail Report

Best Construction Company
Accounts Receivable Journal
Detail Report - Account 1110, Accounts Recevable-Trade Fags 1
Date Invoice® Customerid PO ShipDate ShipVia Type 5P Terms Session
GLAccount Rem Description Ordered Shipped Unit Price Amount
*** Inwoice number 1043 {below) has been reversed
D23/ 1043 CODs 02oas Cl 0203
1 Job Biling 1200 100 1.00 35,125 D0
*** Rexersing Entry ="
Retention Amount for 1200 100 1.00 -3612 50
*** Reversing Entry =*
Subiotal
Invoice Total
D23 CODE 0203y Cl 0203/
Job Billing 1200 43,350 DD
Retention Amount or 1200 1.00 1.00 -4.335 DD
Subiotal
Invoice Total 39045 .00
COGS was not trans Emad Cost 0.00 Giross Marngin 30015 .00
02T COD1 el b Cl ved) i)
Far West Properfies 1100 11.00 52500 5775.00
Subiotal 5775.00
4030 Freight Revenue Freight Charge 13
2610 SalesTaxFayable-Stale  Tax Rate .00 SalesTax 452,00
Invoice Total £.367.00
COGS was not trans Emad Cost 0.00 Giross Margin 6,387 00
ey i) Con3 el b Cl el i)
San Luis Obispo County 300 Z3.00 851.00 1857200
Subiotal 1857300
4040 {Discounts Allowed-AR)  Discount200% DiscountAmount 20148
4030 Freight Revenue Freight Charge TS0
2610 SalesTaxPayable-Stale  Tax Rate 5.0 SalesTax 1534 52
Invoice Total 20733 56
COGS was not trans Emad Cost 0.00 Giross Margin 20 T3 58
02T, COD1 el b FC Mt 2%-10/NET 20 0247/
Ses AR Journal 100 1.00 10,564 79
Subiotal 10664 70
Invoice Total 10664 79
COGS wasnot trans Emad Cost 0.00 Giross Margin 10564 TR
ey i) cop3 el b FC AM NET 3D ved) i)
Sees AR Journal 100 1.00 11,284 58 1,804 58
Subiotal 11984 58
Invoice Total 11,994 58
COGS wasnot trans&mad Cost 0.00 Gross Mangin B4 BE
*** Inwoice number 1051 (below) has besn reversed
D27/ 1051 COD5 0ZEFF cl 02T/

Figure: AR-218 Accounts Receivable Journal — Detail Report for AR Account, showing Reversing Entries,
Invoice Subtotal, Invoice Notes, GL Extended Descriptions, Cost and Gross Margin, and Subtotal Details.



AR-206 Accounts Receivable

Accounts Receivable Journal — Extended Report
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Accounts Receivable AR-207

Invoices List

This report creates a listing of all accounts receivable invoices. This option provides the flexibility to generate
specific invoice reports based on a variety of criteria including job, salesperson, customer, corresponding sales
order and invoice type.

Access to Invoices List
Module Menu with Reports Group
AR | Reports | Invoices List

Module Menu with Reports List
AR | Invoices List

Standard Menu
Reports | Accounts Receivable | Invoices List

Report Types

Detail

The Invoice List Detail Report displays the invoice date, invoice number, invoice type, customer Id, purchase order
number, payment terms, due date, job number, accounts receivable account, salesperson, invoice amount and total.

Extended
The Invoice List Detail Report also shows the reversing date.

Options Fields
» Show Report Criteria * Invoice Number

Order By

Invoice Number

¢ Invoice Date

¢ Customer Id

¢ AR Account

¢ Amount

* Purchase Order
 Job Number
 Sales Person

¢ Session Date

. Contract Invoices

. Sales Invoices

. Debit Memos

. Credit Memos

*  Finance Charge Invoices
*  Reversing Entries

. Subtotals

. Case Sensitive

Drill-Down+® Destinations

Figure: AR-220
Right-click a hyperlink to
access reports and other
features.

Figure: AR-221
Right-click a customer
hyperlink to display a
selection of reports and
other available functions.

AR Journal Detail Report

AR Journal Extended Report

Edit Customer Invoice

Document Link

Properties

Customer Detail Report

Customer Extended Report
Ciustomer Contact Report
Customer Ship-to-Address Report
Customer UDF Report

Edit Customer File

Document Link

Properties

Figure: AR-222

Right-click a hyperlink to
access reports and other

features.

Invoice Date
Customer Id
AR Account
Amount
Purchase Order
Job Number
Sales Person
Session Date

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties




AR-208 Accounts Receivable

AR Invoice List — Detail Report

Best Construction Company
AR Invoice List
Detail Report Fags 1
Date Invoices Type Customerld PO Terms Due Date  Job AR Account 5P Amount
10008/ 1082 G CcOol 2%-1DMNET30 11020 1110 MJ 41,7826
1008/ 1083 & coo 2%-1DMET30 110270 1110 5.674.58
1003 1034 FG coo3 NET 30 110 1110 AM 2,835.52
10254 1035 FC CDOO1 2%-10MNET 30 1110 MJ 2113.74
10725/ 1028 & coe 2%-10MNET 30 1110 12807
1025/ 1037 FC CDI3 NET 30 1110 AM 237730
1028/ 1028 FC  COO1 2%-10MNET 30 1110 MJ 28824
1028/ 10ae FC  COo3 NET 30 1110 AM 22418
1028/ 1040 &G Cco2 2%-10MET 30 ! 1110 18.42
100200 1041 G CcDO1 2%-1WNET 30 1110 MJ Be.08
100200 1042 G  cho3 NET 30 28+ 1110 AM 106 .04
*** invoios number 1043 { below) has beenreversed ***
020062000 1043 Cl CO05 0203 1200 1110 [1001]
*** invoioe number 1044 | below) has beanreversed """
oenas 1044 Cl Coos A 1200 1120 oo
0203 1048 Cl CO05 0203 1200 1110 36,015.00
[HelheY) 1048 Cl CO05 O0ay. 1200 1120 4,335.00
o 17s 1047 Cl Com 17 1000 1110 8,367.00
O 17 ¢ 1048 Cl Ccoo3 o177, 1o 1110 20, 753.56
o 17¢ 1048 G  COOol 2%-1WNET30 03184 1110 MJ 10,884.70
17 1050 G CcOB NET 30 03/18+ 1110 Al 11,664.58
*** invoioe number 1051 { below) has beanreversed """
0o 27/ 1051 Cl CO05 7, 1200 1110 .00
D04y 1052 G CDO1 2%-1DMNET30 04087 1110 MJ 1,604.28
0204y 1053 FC COO3 NET 30 D403 1110 AM 1,838.12
DD 10654 & cooe 2%-10NET30 0403/ 1110 B28 .48
04184 1065 Cl COr D418+ 1000 1110 8,367.00
77y 1056 Cl CO05 O7ars. 1200 1110 0,00
a1y sy Cl Coos a2 1400 1110 1,080.00
a3ty 1058 Cl Cone 2%-1DMET30 0630 1100 1110 12,000.00
0e'28/ 1058 sl Coo2 2%-1DMNET30 0627 1110 2,400.00
*** invoioe number 1080 | below) has beanreversed """
Deats 1080 Cl Coor 2%-1DMET30 06307 1000 1110 AM 0,00
*** invoioe number 1080 | below) has beanreversed ***
o3y 1080 Cl Coo1 2%-1NET30  0a'30 1000 1110 AM .00
a3t 1080 Cl COo1 2%-1MNET30 06300 1000 1110 AM 480,00
Deats 1081 DM COO1 2%-1VWNET30 06307 1000 1110 500,00
*** invoioe number 1082 { below) has beanreversed """
oaats 1082 CM  CDO1 2%-1DMNET30 0630 1000 1110 AM ouoa
oa'ats 1082 CM  COO1 2%-1WNWET30 06307 1110 AM -1,000.00
a3y 1083 Sl Co 2%-1DMET3D 0630 1110 hJ 1,187 .50
*** invoioe number 1084 { below) has besnreversed ***
oaats 1084 CM  CDO1 2%-1WNET30 0630 1110 MJ 0.00
0e'ats 10684 CM  CDO1 2%-1DNET30  0a'30 1110 MJ -1,187.50
Denns 10685 G CDO1 2%-10MNET30 1001/ 1110 MJ 18,852 18
ey 1088 FC Ccoo2 2%-1MNET3D 1001/ 1110 1.171.54

Figure: AR-223 AR Invoice List — Detail Report, showing Contract Invoices, Sales Invoices, Debit Memos,
Credit Memos, Finance Charge Invoices, Reversing Entries, and Subtotals, sorted by Invoice Number.




Accounts Receivable

AR-209

AR Invoice List — Extended Report

Extended Report

AR Invoice List

Best Construction Company

Page 1
Date  Inwoice# Type Cusiomerid PO# Terma Due Date Job AR Account  EP User Rev Date FAmount

Invoice Number 032
vl 2 (T 2 0NET 0 1902 110 MJ  ADMIN M, 78236
Bubiotal 4, 782 35

Invoice Number 1033
rfoey B3 FC oD 25 10NETD 1902 110 ADMIN 35745
Subotal 357458

Invoice Number 9034
vl e FC OB NET 3D 1w 110 AL ADMIN 21,535.52
Subinta 21,83552

Invoice Numbar 035
s ;s FC 0D 26 10NET 20 1929 110 MJ  ADMIN 211274
Subiotal 211374

Invoice Number 1036
WS 1EE G oe 20 1NET 0 192Y 110 ADMIN =T
Subinta =T

Invoice Number 037
WS ;7 FC OD8 NET 30 ITgt 10 AN ACMIN 23770
Subiotal 2370

Invoice Number 1038
e 28 T s i | 20 $NET 20 sl 110 MJ ADMIN XM
Subiota XM

Invoice Number 1038
e e FC O3 NET 3D il 110 AN ADMIN 3418
Subintal 348

Invoice Number 040
e 0 & oD 250 HNET 30 sl 110 ADMIN w4
Subiotal w4z

Invoice Numbar 041
e 0 T o 2o WNETD 1428 10 MJ  ADMIN 9608
Subiota 608

Invoice Number 1042
e mz FC OB NET 3D 2 110 AL ADMIN 0806
Subintal 808

Invoice Number 1043

*4¢ evore rumber 1083 (below ) hos been mvarsad ¥

redecd m3 a OoMs refecd 1200 110 ADMIN 008 1]}
Subinta 000

Invoice Number 0t

*4¢ evore rumber 1084 (helow ) ros bean mvarsad ¥

el 144 a oMs ooy 1200 20 ADMIN oFoe il ]
Subintal o]

Invoice Numbar 045
el ms a oMs rdved 1200 110 ADMIN 34 500
Subiotal 30 0500

Invoice Number 1046
ooy e a Qe oo 100 20 ADMIN 433500
Subintal 433500

Figure: AR-224 AR Invoice List — Extended Report, showing Contract Invoices, Sales Invoices, Debit
Memos, Credit Memos, Finance Charge Invoices, Reversing Entries, Reversing Date, and Subtotals, sorted by

Invoice Number.



AR-210 Accounts Receivable

Applied Deposits Journal
The Applied Deposits Journal report creates a listing of customer deposits on file that have been applied fully or
partially to customer invoices.

Access to Applied Deposit Journal
Module Menu with Reports Group
AR | Reports | Applied Deposits Journal

Module Menu with Reports List
AR | Applied Deposits Journal

Standard Menu
Reports | Accounts Receivable | Applied Deposits Journal

Report Types

Summary

The Applied Deposits Journal Summary Report displays: the account number and name, deposit date, deposit
number, customer Id and name, deposit description, amount applied, monthly totals, and list total.

Detail
The Applied Deposits Journal Detail Report also lists the invoices to which the deposit was applied, including account
number and name, line item description, invoice number, and amount applied to invoice.

Order By Options Fields

* Date » Show Report Criteria * Date

» Session Date *  Reversing Entries » Applied Deposit #
*  Show check Notes * Customer Id
*  Show GL Extended Description  Session Date

. Show User Id
. Case Sensitive

General Ledger Account
Enter the General Ledger account to be displayed in this report.

Drill-Down+® Destinations

Figure: AR-225 Edit Applied Customer D it - .
Right-click an invoice o Figure: AR-227 Edit Customer Invoice
number hyperlink to Document Link Right-click an invoice I
display options. Properties n_umber hyperhnk to
display options. Properties
Figure: AR-226 Customer Detail Report
Right-click a customer Customer Extended Report
hyper“nk tO dISplay d Ciustomer Contact Report
selection of repor‘ts and Customer Ship-to-Address Repart

other available functions. Customer UDF Report

Edit Customer File

Document Link

Properties




Accounts Receivable AR-211

Applied Deposits Journal — Summary Report

Best Construction Company
Applied Deposits Journal

Summary Report - Account 2060, Customer Deposits Page 1
Date Deposit# Customer Id Customer Name Session Amount
Df07 Ny 100 Co01 Far West Properties 0D YYYY 50,000.00
Apply Deposits Listed for January 50,000.00

D6/30MYYYY 1011 Cco01 Far West Properties 06/300YY 10.00
Apply Deposits Listed for June 10.00

Total Apply Deposits Listed 50,010.00

Figure: AR-228 Applied Deposits Journal — Summary Report showing Customer Deposits GL account.

Accounts Receivable Journal — Detail Report

Best Construction Company
Applied Deposits Journal
Detail Report - Account 2060, Customer Deposits Page 1
Date Deposit#  Customer ld Customer Name Session

GL Account Account Name Description Invoice# Amount

01070YYYY 100 coo Far West Properties D1/01YYYY
1110 Accounts Receivable-Trade Payment W/Discount 1000 B51,17537
4700 Returns and Allowances Discount Given -1,175.37
Apply Deposits Total 50,000.00
Apply Deposits Listed for January 50,000.00

06/300YYYY 1011 Ccoo Far West Properties DE/300YYYY
1110 Accounts Receivable-Trade Payment 1000 10.00
Apply Deposits Total 10.00
Apply Deposits Listed for June 10.00
Total Apply Deposits Listed 50,010.00

Figure: AR-229 Apply Deposits Journal — Detail Report showing Customer Deposits GL account.



AR-212 Accounts Receivable

Applied Deposits List
The Apply Deposits List report creates a listing of customer deposits on file that have been applied fully or
partially to customer invoices.

Access to Applied Deposit List
Module Menu with Reports Group
AR | Reports | Applied Deposits List

Module Menu with Reports List
AR | Applied Deposits List

Standard Menu
Reports | Accounts Receivable | Applied Deposits List

Report Types

Detail

The Applied Deposits List Detail Report displays the date applied, deposit number, customer Id and name, posting
account number, deposit description, amount applied and total deposits applied.

Order By Options Fields

* Applied Deposit # » Show Report Criteria » Applied Deposit #
* Date . Subtotals * Date

* Customer Id »  Case Sensitive * Customer Id

* Amount * Amount

* Description * Description

» Session Date + Session Date

Drill-Down+® Destinations

Figure: AR-230 Edit Applied Customer Deposit
Right-click an invoice

X Document Link
number hyperlink to

display options. Properties

Figure: AR-231 Customer Detail Report
Right-click a customer Customer Extended Report
hyper“nk tO dISplay d Ciustomer Contact Report
selection of repor‘ts and Customer Ship-to-Address Repart

other available functions. Customer UDF Report

Edit Customer File

Document Link

Properties




Accounts Receivable AR-213

Applied Deposits List — Detail Report

Best Construction Company

Applied Deposits List
Detail Report Page 1
Date  AD# Customer Id Customer Name GL Account Description Amount
0/071YYYY 100 Ccoo1 Far West Properties 2060 50,000.00
06/30MYYYY 1011 Coo1 Far West Properties 2060 10.00

Total of Apply Deposit Listed 50,010.00

Figure: AR-232 Apply Deposits List — Detail Report, showing Subtotals.



AR-214 Accounts Receivable

Recurring Billing — Orders
This report is a listing of the recurring billing records on file. This report can be used for posting and grouping
recurring invoices.

Access to Recurring Billing — Orders
Module Menu with Reports Group
AR | Reports | Recurring Billing | Orders

Module Menu with Reports List
AR | Recurring Billing | Orders

Standard Menu
Reports | Accounts Receivable | Recurring Billing | Orders

Report Types

Summary

The Recurring Billing — Orders Summary Report shows: the recurring order number, customer Id and name,
purchase order, shipping method, salesperson initials, payment terms and amount.

Detail

The Recurring Billing — Orders Detail Report also displays line item detail for each recurring order including
posting account number, inventory item, description, quantity ordered, quantity shipped, unit price, and line item
extended amount.

Order By Options Fields

» Accounts Receivable Account * Show Report Criteria » Accounts Receivable Account
* Recurring # . Show Order Notes * Recurring #

* Customer Id *  Show Extended Descrip- * Customer Id

* Sales Order Amount tion + Sales Order Amount

Recurring Orders — Summary Report

Best Construction Company
Recurring Orders

Summary Report Page 1
Rec Order# Customer Id Customer Name POd# Ship Via SP Temms Amount
MSC1 cooz Harmon Brothers 2%-10/NET 30 200.00
M3C2 coo1 Far West Properties MJ 2%-10/NET 30 250.00

Total Sales Orders Listed 450.00

Figure: AR-233 Recurring Orders — Summary Report.



Accounts Receivable AR-215

Recurring Orders — Detail Report

Best Construction Company
Recurring Orders
Detail Report Page 1
Rec Orderd# Customer |ld Customer Name POR# Ship Via SP Temms
GL Account Item Description Ordered Shipped Unit Price Amount
M=CH coo2 Harmon Brothers 2%-10/MET 30
4020 Harmon Brothers 1.00 1.00 200.00 200.00
Order Total 200.00
MSC2 coo1 Far West Properties MJ 2%-10/MNET 30
4020 Far West Properties 1.00 1.00 250.00 250.00
Order Total 250.00
Total Sales Orders Listed 450.00

Figure: AR-234 Recurring Orders — Detail Report.



AR-216 Accounts Receivable

Recurring Billing — Groups
This report provides a listing of and information about recurring billing groups. This report can be used for
preparing to post recurring entries.

Access to Recurring Billing — Groups
Module Menu with Reports Group
AR | Reports | Recurring Billing | Groups

Module Menu with Reports List
AR | Recurring Billing | Groups

Standard Menu
Reports | Accounts Receivable | Recurring Billing | Groups

Report Types
Summary
The Recurring Billing — Groups Summary Report shows the group number, description and date last posted.

Detail
The Recurring Billing — Groups Detail Report displays summary information and lists the customer Id and name,
recurring number and amount of each recurring billing record contained in each group.

Order By Options Fields

» Group * Show Report Criteria * Group

* Description . Show Order Notes * Description
 Last Post Date *  Show Extended Descrip-  Last Post Date

tion



Accounts Receivable

AR-217

Recurring AR Groups — Summary Report

Recurri ng AR Groups
Summary Report Page 1
Groupd# Description Last Posted
GO01 Group COne 04M8/YYYY
Go2 Group Two 02M7YYY
Figure: AR-235 Recurring AR Groups — Summary Report.
Recurring AR Groups — Detail Report

Recurring AR Groups
Detail Report Page 1
Group# Description Last Posted

Customer ld Customer Name Recurring# Amount
G01 Group One 04116/ YYYY

coo1 Far West Properties 101 6,367.00
Go2 Group Two 02M7IYYYY

Coo3 San Luis Obispo County 102 20,753.56

Figure: AR-236

Recurring AR Groups — Detail Report.
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Customer Ledger

The Customer Ledger summarizes the customer’s history by transaction and serves as the supporting sub-ledger
for the General Ledger report. The total dollar amount in the general ledger should equal the total dollar amount
for all customers for the same date range.

Access to Customer Ledger
Module Menu with Reports Group
AR | Reports | Customer Ledger

Module Menu with Reports List
AR | Customer Ledger

Standard Menu
Reports | Accounts Receivable | Customer Ledger

Report Types

Summary

The Customer Ledger Summary Report displays: customer Id and name, as well as invoice information including
invoice date, due date, invoice number, purchase order number, job number, invoice amount, amount from
debit/credit memos, amount paid, refund amount, discount taken amount, current net amount due, and totals.

Detail
The Customer Ledger Detail Report also lists payments and refunds made on each invoice including transaction
date, check number, and description.

Order By Options Fields

¢ Customer Id * Show Invoice Notes e Customer Id

* Job Number . Show Report Criteria * Job Number

¢ Invoice Date . Active * Invoice Date

¢ Invoice Number . Inactive * Invoice Number

*  Include Customers with no Activity
*  Reversing Entries

Drill-Down+® Destinations

Figure: AR-237 AR Journal Detail Report
nght'C“Ck a hyperlmk to AR Journal Extended Report
access reports and other _ i
Edit Customer Invoice
features.
Document Link Figure: AR-239 Job Detail Report
Properties Right-click a hyperlink to Job Extended Report
access reports and other Job Markup Report
features. Job Defaults Report

Job Local Taxes Report

Figure: AR-238 CR. Journal Detail Report Job UDF Report
Right-click a check number

hyperlink to access the CR ek Edit Job File
Journal Detail Report and Document Link Document Link
other features. Properties

Properties
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Accounts Receivable

Customer Ledger — Summary Report
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AR-220 Accounts Receivable
Customer Ledger — Detail Report




Accounts Receivable AR-221

Customer Aging

The Customer Aging report is a valuable tool for credit management. It lists the customer transactions by aging
categories, allowing quick determination of customers who are delinquent. BIS® breaks down the amount owed
by customers into the following categories: current (on or before the due date), up to 30 days past due, 31-60 days
past due, 61-90 days past due, and more than 90 days past due. By selecting a past aging date, retroactive aging
can be created.

Access to Customer Aging Report
Module Menu with Reports Group
AR | Reports | Customer Aging

Module Menu with Reports List
AR | Customer Aging

Standard Menu
Reports | Accounts Receivable | Customer Aging

Report Types

Summary

The Customer Aging Summary Report displays account number, aging date, customer Id and name, customer
telephone, total amount owed, total current amount, amount 1-30 days past due, 31-60 days past due, 61-90 days
past due, more than 90 days past due, and list totals.

Detail
The Customer Aging Detail Report also shows a list of open invoices including the invoice number and date, due
date, days past due, and amount due.

Order By Options Fields

¢ Customer Id & Invoice Number ¢ Show Invoice Notes * AR Account
* Customer Id & Invoice Number *  Show Report Criteria * Customer Id
¢ Due Date & Customer Id * Job Number

* Aging Date
 Invoice Number
 Invoice Date

Drill-Down+® Destinations

Figure: AR-242 Edit Customer File Figure: AR-243 AR Journal Detail Report

Right-click a Customer Id EEE—— Right-click a hyperlink to AR Journal Extended Report
Document Link

to access other features. access reports and other

| Edit Customer Invoice
Properties features.

Document Link

Froperties

Y Tip The two Date fields offer four date options: entering a particular date, On
Date Run, Day # of the Month, First Day of the Month, or Last Day of the
Month.




AR-222 Accounts Receivable

Customer Aging — Summary Report

Accounts Receivable Aging

Best Construction Company

Summary Report - All AR Accounts, Aging Date: 09/02/YYYY Page 1
Customerid CustormerName Telephone
Total Current 1-30 Past 31-60 Past 61-90 Past Over90

Co01 FarWest Properties ([B05)543-T000

Total Owed 234,046.12 19,142.19 0.00 000 0.00 214,903.93
co02 Harmon Brothers (B05)543-F000

Total Owed 28,695.60 15,571.54 0.00 0.00 0.00 13,124.06
Co03 San Luis Obispo County (B05)543-T000

Total Craed 408,805.39 20,793.71 0.00 000 000 388,011.68
Coo5 Williams Bros

Total Owed 44,430.00 0.00 1,080.00 000 0.00 43,350.00

Totals Listed 71597711 55,507 .44 1,080.00 000 000 659,389.67

Figure: AR-244 Accounts Receivable Aging — Summary Report.




Accounts Receivable

AR-223

Customer Aging — Detail Report

Best Construction Company
Accounts Receivable Aging
Detail Feport - All AR Accounts, Aging Date 090020 YYY Page 1
Customer I1d Customer Name Telephone
Imvoice # I Date Due Date Days Current 130 Pasi H-60 Past 61-30 Past Ower 30
Far West Properties [B05)543-7000
08/ 1304
20/ 00
) 200
o730 1130
o 505
45
45
444
45
454
454
43
k]
13
05
23
280
o
108
168
152
138
0oy
Totsl Owed 23404612 0.00 000 0.00 21490383
Harmeon Brothers B0z} 3-T 000
i) D06/ 277
00y 0ey #0000/ k] 5652 50
i 0 5 574 58
23 138,07
20 .42
152 ETE.40
12,000.00
2.400.00
1,171.54
26,805 60 15,571 54 il 000 il 13,124 06
San Luis Obispo County [B05)543-7000
il i) 1280 26,640 00
1280 2.950.00
505 20,753 55
] 174 550 00
45 0,753 56

Figure: AR-245 Accounts Receivable Aging — Detail Report.



AR-224 Accounts Receivable

Job Aging

The Job Aging report is a valuable tool for credit management. It lists the customer job transactions by aging
categories, allowing quick determination of which job customers are delinquent. BIS® breaks down the amount
owed by customers into the following categories: current (on or before the due date), up to 30 days past due,
31-60 days past due, 61-90 days past due, and more than 90 days past due. By selecting a past aging date,
retroactive aging can be created.

Access to Job Aging
Module Menu with Reports Group
AR | Reports | Job Aging

Module Menu with Reports List
AR | Job Aging

Standard Menu
Reports | Accounts Receivable | Job Aging

Report Types

Summary

The Job Aging Summary Report displays aging date, customer Id and name, customer telephone, Job number and
name, total amount owed, total current amount, amount 1-30 days past due, 31-60 days past due, 61-90 days past
due, more than 90 days past due, and list totals.

Detail
The Job Aging Detail Report also shows a list of open invoices including the invoice number and date, due date,
days past due, Job number, AR account, and amount due.

Order By Options Fields

* Customer & Job & Date & Invoice * Show Invoice Notes * AR Account
* Customer & Job & Invoice & Date *  Show Report Criteria * Customer Id
* Job & Customer & Date & Invoice +  Page Break * Job Number
* Job & Customer & Invoice & Date » Aging Date

 Invoice Number
 Invoice Date

Drill-Down+® Destinations

Figure: AR-246 Customer Detail Report Figure: AR-248 Job Detail Report
Right-click a Customer Id Customer Extended Report Right-click a Job Number Job Extended Report
to access reports and Ciustomer Contact Report hyperlink to access reports Job Markamp Report
other features. Customer Ship-to-Address Report and other features.

Job Defaults Report

Customer UDF Report Job Local Taxes Report

Edit Customer File Job UDF Report

Document Link Edit Job File

Properties B
Document Link

Figure: AR-247 AR. Journal Detail Report o
nght'CIICk a hyper“nk to AR Journal Extended Report
access reports and other
features.

Edit Customer Invoice

Document Link

Properties




AR-225

Accounts Receivable

The two Date fields offers four date options: entering a particular date, On

Date Run, Day # of the Month, First Day of the Month, or Last Day of the

Month.

L Tip

Accounts Receivable Job Aging — Summary Report
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Accounts Receivable Job Aging — Detail Report
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Accounts Receivable AR-227

Customer Deposits
The Customer Deposits report displays the deposits received from customers, including the balance that remains
not applied toward invoices.

Access to Applied Customer Deposits Report
Module Menu with Reports Group
AR | Reports | Customer Deposits

Module Menu with Reports List
AR | Customer Deposits

Standard Menu
Reports | Accounts Receivable | Customer Deposits

Report Types

Summary

The Customer Deposits Summary Report shows the customer Id and name, total deposits received, balance
remaining, and list totals.

Detail

The Customer Deposits Detail Report also displays a break down of deposits received including date received,
deposit number, check number, posting account number, payment type code and description, deposit amount, and
balance remaining.

Order By Options Fields
* Customer Id » Show Report Criteria * Customer Id
»  Show Deposits with Zero Balance * Amount
»  Case Sensitive * Deposit #
* Date

Drill-Down+® Destinations

F!gure:_ AR-251 =R (e Figure: AR-252 CR Journal Detail Report
Right-click a customer SR E s Right-click a check number
hyperlink to d|5p|ay a Ciustomer Contact Report hyperllnk to access the CR Edit Cash Receipt
selection of repOI’tS and Customer Ship-to-Address Report Journal Detail Report and Document Link
other available functions. Customer UDF Report other features
: 5 ) Properties
Edit Customer File

Document Link

Properties

Y Tip The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




AR-228 Accounts Receivable

Customer Deposits — Summary Report

Customer Deposits

Best Construction Company

Summary Report Page 1
Customer Id Customer Name Amount Balance
Coo1 Far West Properties 10,100.00 5,080.00
coo2 Harman Brothers 25000.00 15,000.00

Total Deposits Listed 35,100.00 20,080.00

Figure: AR-253 Customer Deposits — Summary Report.

Customer Deposits List — Detail Report

Customer Deposits

Best Construction Company

Detail Report Page 1
Customer Id Customer Name
Ck Date Deposit# Check# GL Account Pay Type Description Amount Balance
Coo1 Far West Properties
0630/ YYYY 1 1006 2060 CHECK Check 100.00 80.00
Total Customer Deposits 100.00 80.00
cooz2 Harmon Brothers
09/03IYYYY 1 1255 2060 CHECK Check 45,000.00 45,000.00
Total Customer Deposits 45,000.00 45 000.00
Total Deposits Listed 45,100.00 45,080.00

Figure: AR-254 Customer Deposits — Detail Report




Accounts Receivable AR-229

Customer Payments
The Customer Payments report provides information about the payments received from customers.

Access to Applied Customer Payments Report
Module Menu with Reports Group
AR | Reports | Customer Payments

Module Menu with Reports List
AR | Customer Payments

Standard Menu
Reports | Accounts Receivable | Customer Payments

Report Types

Summary

The Customer Payments Summary Report shows the customer Id and name, total discounts given, total payments
received and list totals.

Detail

The Customer Payments Detail Report also displays a break down of payments received including date received,
check number, invoice date, invoice number, payment type code and description, discount given, and payment
amount.

Order By Options Fields

* Customer Id » Show Report Criteria * Customer Id
»  Show Deposits with Zero Balance * Amount
»  Case Sensitive * Receipt #

e Check Date

Drill-Down+® Destinations

Figure: AR-255 Customer Detal Report Figure: AR-256 AD Journal Detail Report

Right-click a customer
hyperlink to display a
selection of reports and
other available functions.

Customer Extended Report
Ciustomer Contact Report
Customer Ship-to-Address Report
Customer UDF Report

Edit Customer File

Document Link

Properties

Right-click a Check or
Apply Deposit number to
access a report and other
functions.

Figure: AR-257
Right-click a hyperlink to
access reports and other
features.

Edit Apply Depaosit

Document Link

Properties

AR Journal Detail Report

AR Journal Extended Report

Edit Customer Invoice

Document Link

Properties

L Tip

The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




AR-230 Accounts Receivable

Customer Payments — Summary Report

Customer Payments

Best Construction Company

Summary Report Fage 1
Customer Id Customer Name Disc Given Amount
Coo1 Far West Properties 1,175.37 162,580 84
coo2 Harmon Brothers 100.00 57,205.49
£003 San Luis Obispo County 0.00 5,000.00

Total Payments Listed 1,275.37 224 786.33

Figure: AR-258 Customer Payments — Summary Report.

Customer Payments List — Detail Report

Customer Payments

Best Construction Company

Detail Report Page 1
Customer Id Customer Name
Date Check/*AD # Inv Date Invoice# Pay Type CC Num Approval Code Disc Given Amount
Co01 Far West Properties
01071 * 100 01071 1000 1,175.37 50,000.00
061301 1009 o121 1001 CHECK 0.00 10.00
061301 * 1011 01071 1000 0.00 10.00
Total Customer Payments 1,176.37 50,020.00
Co02 Harmon Brothers
08/03! 5443 0z2/03! 1003 CHECK 0.00 5,000.00
09/03 5443 oa/o9! 1031 CHECK 0.00 562.50
08/03! 5443 10/031. 1033 CHECK 0.00 5,574.58
Total Customer Payments 0.00 12,137.08
Coo3 San Luis Obispo County
0s/034 8776 0131 1004 CHECK 0.00 16,640.00
Total Customer Payments 0.00 16,640.00
Total Payments Listed 117537 78,797.08

Figure: AR-259 Customer Payments — Detail Report.




Accounts Receivable AR-231

Customer Refunds
The Customer Refunds report provides information about the refunds issued to customers through both the Refund
Invoices and Refund Deposits forms.

Access to Applied Customer Refunds Report
Module Menu with Reports Group
AR | Reports | Customer Refunds

Module Menu with Reports List
AR | Customer Refunds

Standard Menu
Reports | Accounts Receivable | Customer Refunds

Report Types

Summary

The Customer Refunds Summary Report shows the customer Id and name, total refunds, total discounts refunded,
net amount of refund, and list totals.

Detail
The Customer Refunds Detail Report also displays a break down of refunds issued including date, check number,
refund type, invoice date, invoice or deposit number, refund amount, discount refunded, and net refund amount.

Order By Options Fields

* Customer Id » Show Report Criteria * Customer Id

¢ Amount . Case Sensitive ¢ Amount

¢ Check Number e Check Number
¢ Check Date e Check Date

Drill-Down+® Destinations

Figure: AR-260 Customer Detail Report .
RIght-ClICk a customer e F!gure.. AR-261 CD Journal Detail Report
hyperlink to display a Clustomer Contact Report Right-click a Check number| " b journal Extended Report
selection of reports and Customer Ship-to-Address Repart ta?'l(?c(::t?qsesrafelgsttuigsl,‘eports Edit Cash Disbursement
other available functions. Customer UDF Report . e
Edit Customer File
Froperties
Document Link
Properties
Figure: AR-262 AR Journal Detail Report
nght'Cth a hyper“nk to AR Journal Extended Report
access reports and other : :
Edit Customer Invoice
features.
Document Link
Properties

Y Tip The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




AR-232 Accounts Receivable

Customer Refunds — Summary Report

Best Construction Company

Customer Refunds

Summary Report Page 1

Customer Id Customer Name Refund Disc Given Amount

Coo1 Far West Properties 110.00 0.00 110.00

cooz Harmaon Brothers 10,000.00 0.00 10,000.00
Total Refunds Listed 10,110.00 0.00 10,110.00

Figure: AR-263 Customer Refunds — Summary Report.

Customer Refunds — Detail Report

Best Construction Company

Customer Refunds
Detail Report Page 1
Customer Id Customer Name
Date Check# Refund Type Date Invoice/Deposit# Refund Disc Given Amount
coo1 Far West Properties
06130/ 1004 Invoice 017! 1000 100.00 0.00 100.00
06130/ 1005 Deposit 06130/ 1 10.00 0.00 10.00
Total Custemer Refunds 110.00 0.00 110.00
cooz2 Harmon Brothers
08/03! 1123 Deposit 09/03/ Al 10,000.00 0.00 10,000.00
Total Customer Refunds 10,000.00 0.00 10,000.00
Total Refunds Listed 10,110.00 0.00 10,110.00

Figure: AR-264 Customer Refunds — Detail Report.




Accounts Receivable AR-233

Sales Analysis — by Sales Person
The Sales Analysis reports provides information necessary to manage the sales activity of the business. This report
produces sales figures for each salesperson.

Access to Sales Analysis by Sales Person Report
Module Menu with Reports Group
AR | Reports | Sales Analysis | By Sales Person

Module Menu with Reports List
AR | Sales Analysis | By Sales Person

Standard Menu
Reports | Accounts Receivable | Sales Analysis | By Sales Person

Report Types

Summary

The Sales Analysis by Sales Person Summary Report shows the salesperson initials and name, total invoice
amount, amount of invoices paid, remaining amount due, commissionable invoice amount, and list totals.

Detail
The Sales Analysis by Sales Person Detail Report also lists invoices including date, invoice number, customer Id and
name, amount of invoice, amount paid, amount due and the commissionable amount.

Extended
The Sales Analysis by Sales Person Extended Report also displays the refund amount, discount amount, freight
amount, sales tax amount and cost amount for each invoice.

Order By Options Fields
 Salesperson * Show Report Criteria + Sales Person
»  List Blank Sales Person * Invoice Date

* Invoice Number
* Invoice Amount
» Customer Id
* Job Number

Drill-Down+® Destinations

Figure: AR-265 AR Journal Detail Report Figure: AR-266 Blsmmegneral Kenok

right-click an Invoice
Number hyperlink to
display a selection of
reports and other available
functions.

AR Journal Extended Report

Edit Customer Invoice

Document Link

Properties

Right-click a customer
hyperlink to display a
selection of reports and
other available functions.

Customer Extended Report
Ciustomer Contact Report
Customer Ship-to-Address Report
Customer UDF Report

Edit Customer File

Document Link

Properties

L Tip

The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




AR-234 Accounts Receivable

Sales Analysis By Sales Person — Summary Report

Best Construction Company
Sales Analysis by Sales Person

Summary Report Page 1
Salesperson Invoice Amt Amt Paid/Adj Amt Due Commissionable
AM AlissaMonte 47 61376 -5,000.00 42 61376 47 61376
MJ Mike Jargon 334 803.49 -135791.84 199,011.65 360,948 37

Totals Listed 3B82417.25 -140,791.84 241 62541 408 562.13

Figure: AR-267 Sales Analysis by Sales Person — Summary Report

Sales Analysis by Sales Person — Detail Report

Best Construction Company
Sales Analysis by Sales Person

Detail Report Fags 1
Cate Invoice# Customer|d Customer Name Invoice & mt Amt Paid/A dj A mt Due COmmissicnabls
Alissa Monts

Salesperson:
0131/ o3 San Luis Obispo County
i San Luis Obispo County

San Luis Obispo County

Far WestProperties

Far WestProperties

Far WestProperties -17pas =

Far WestProperties BET 50 BET 50

Far WestProperties 47 538 48 4T 538 45
a

Far WestProperties 522762
Far WestProperties i
Harmon Brothers

210935 52 2193552

237T7.30

San Luis Obispo County 21835 52
San Luis Obispo County 23720
San Luis Obispo County
San Luis Obispo County
San Luis Obispo County
San Luis Obispo County
Far WestProperties

Far WestProperties

San Luis Obispo County

Totals Z0B.248.28

Far WestProperties EETEE 2D TEEZ2 42 ERTEE 7D
Far WestProperties
Far WestPFroperties
Far WestProperties
Far WestProperties
Far WestProperties
FarWestProperties
Far WestProperties
FarWestProperties
Far WestProperties
Far WestProperties
Far WestProperties
Far WestProperties
FarWestProperties

Far WestProperties
Totals

Totals Listed

* Amounts fom Debit or Credit Memes are not induded in Invoice Amount Totl

Figure: AR-268 Sales Analysis by Sales Person — Detail Report.



AR-235

Accounts Receivable

Sales Analysis by Sales Person — Extended Report
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AR-236 Accounts Receivable

Sales Analysis — by Inventory Item
The Sales Analysis reports provides the information necessary to manage the sales activity of the business. This
report produces sales figures based on inventory items.

Access to Sales Analysis by Sales Inventory Item
Module Menu with Reports Group
AR | Reports | Sales Analysis | By Inventory Item

Module Menu with Reports List
AR | Sales Analysis | By Inventory Item

Standard Menu
Reports | Accounts Receivable | Sales Analysis | By Inventory Item

Report Types

Summary

The Sales Analysis by Inventory Item Summary Report shows the inventory item number, unit of measure, item
description, quantity ordered, quantity shipped, amount shipped, average cost, and gross profit.

Detail

The Sales Analysis by Inventory Item Detail Report also lists invoices including date, invoice number, customer Id
and name, quantity of items ordered, quantity shipped, unit price, discount percentage, amount shipped, average cost,
and gross profit.

Order By Options Fields

¢ Item Number * Report Criteria * Item Number
* Invoice Date
* Invoice Number
* Customer Id

Drill-Down+® Destinations

Figure: AR-270 Inventory Summary Report Figure: AR-272 Customer Detail Report
Right-click an Item Inventory Extended Repart Right-click a customer Customer Extended Report
Number hyperlink tp : hyperlink to display a Cuustomer Contact Report
display a selection of o selection of reports and Customer Ship-to-Address Report
reports and other available Document Link other available functions. Customer UDF Report
functions. Properties Edit Customer File

Document Link

Properties

Figure: AR-271 AR Journal Detail Report
nght'C“Ck an Invoice AR Journal Extended Report
Number hyperlink to
display a selection of
reports and other available Docinenthek
functions. Properties

Edit Customer Invoice

Y Tip The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




Accounts Receivable AR-237

Sales Analysis By Inventory Item — Summary Report

Best Construction Company

Sales Analysis by Inventory Item
Summary Report Page 1
ftem Unit Description Ordered Shipped Amount AvgCost Gross Profit
E1000 FT  Stranded Wire 1,000.00 1,000.00 24500 1,000.00 -155.00
EA1000 EA  Bresker Box 400 0.00 0.00 0.00 0.00
EA1000-1 EA  Steel Box 400 0.00 0.00 0.00 0.00
EA1000-2 EA  Circuit Breaker 11.00 500 24500 8949 155 .51
TESTS EA Testhem#5 1000 10.00 3000 8750 5750
Totgls Listed 520.00 1,176.99 £56.99

Figure: AR-273 Sales Analysis by Inventory Item — Summary Report.

Sales Analysis by Inventory Item — Detail Report

Best Construction Company
Sales Analysis by Inventory Item
Detail Report Page 1
ftem Unit Description
Inv Date  Invoice? Customer ld Customer Name Ordered Shipped Unit Price Disc?: Amount  AvgCost Gross Profit
E1000 FT  Swanded Wire
(08/26¢ 1030 ciol Far West Properies 200 1.00 0.25 200 0.25 1.00 {076
083 1060 co Far West Properies 1,000.00 1,000.00 035 200 2500 1,000.00 -135.00
Imveniory Totals 1,002.00 1,001.00 M52 1,001.00 15576
EA1000 EA Breaker Box
08731 1063 ci Far West Properies 5.00 500 250 .00 500 1,187.50 0.00 1,187.50
0831/ 1054 il Far West Properies 5.00 500 250 .00 500 -1,18750 0.00 -1,187.50
Imventory Totals 0.00 0.00 0.00 0.00 0.00
EA1000-1 EA Sesl Box
0828/ 1059 o2 Harmon Brothers 1200 1200 200.00 0.00 240000 0.00 2400.00
Imveniory Totals 1200 1200 240000 0.00 2.400.00
EAID00-2 EA Circut Breaker
0831 1060 coi Far West Properies 2.00 500 000 200 2500 0.00 2500
Imventory Totals 500 5.00 500 000 24500
Toizks Listed 289025 1,001.00 1,889.24

Figure: AR-274 Sales Analysis by Inventory Item — Detail Report.



AR-238 Accounts Receivable

Sales Analysis — by Report Code

The Sales Analysis reports provides information necessary to manage the sales activity of the business. Report
codes allow customizing the BIS® system for some of the unique aspects of the business. This report allows
retrieval of information based upon report codes assigned to inventory items or invoice line items.

Access to Sales Analysis by Report Code
Module Menu with Reports Group
AR | Reports | Sales Analysis | By Report Code

Module Menu with Reports List
AR | Sales Analysis | By Report Code

Standard Menu
Reports | Accounts Receivable | Sales Analysis | By Report Code

Report Types

Summary

The Sales Analysis by Report Code Summary Report shows the report code number and description, quantity
ordered, quantity shipped, amount shipped, average cost and gross profit.

Detail

The Sales Analysis by Report Code Detail Report also lists invoices including date, invoice number, customer Id and
name, inventory item number and description, quantity ordered, quantity shipped, unit price, discount percentage,
amount shipped, average cost, and gross profit.

Order By Options Fields
* Report Code * Show Report Criteria * Report Code
e List Blank Report Codes * Invoice Date

 Invoice Number
e Customer Id

Drill-Down+® Destinations

Figure: AR-275 Inventory Summary Report Figure: AR-277 Customer Detail Report
Right-click an Item Inventory Extended Repart Right-click a customer Customer Extended Report
Number hyperlink to : hyperlink to display a Cuustomer Contact Report
display a selection of o selection of reports and Customer Ship-to-Address Report
reports and other available Document Link other available functions. Customer UDF Report
functions. Properties Edit Customer File

Document Link

Properties

Figure: AR-276 AR Journal Detail Report
nght'C“Ck an Invoice AR Journal Extended Report
Number hyperlink to
display a selection of
reports and other available Docinenthek
functions. Properties

Edit Customer Invoice

Y Tip The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




Accounts Receivable AR-239

Sales Analysis By Report Code — Summary Report

Best Construction Company
Sales Analysis by Report Code

Summary Report Fage 1

ReportCGode Deecription Amount AvwgGost  Groes Profit

ABCXYZ CodeABCXYZ 10,0:30.00 .30 9942 30

Totsls Listed #0,0:30.00 &30 2847 50

Figure: AR-278 Sales Analysis by Report Code — Summary Report.



AR-240 Accounts Receivable

Sales Analysis by Report Code — Detail Report

“Hoday |1eleg — 9po) 1oday Aq sisAjeuy sajes

6/£T-YdV :24nb14

00'068°c1 00000t 00068 'F1 D2EEn SEL

00'088°cH 00000} 0006871 SR A00 7 oty

00854 00000} 00'StE e S0 00000k 000001 SN pEpEls 14 (PiTE] FELECUI M B LO0D 0901 JHErED

0S¥ oo 00 'S# e 0005 00's oS =g EnoED W3 Z000EV FELEC0I4 =N B HOGD 0501 FEgD

0000028 oo 00000 24 (L] 00 000E [ [ SRpE wollEY 200D [y FLEED

00°00%'T 0o 0000'E (L] 00002 [ 3 w0z *0g B W3 000KV SRE0E LolEY 2000 BS0F 1BEI80
ZAYDEY 200D ZAWDAY Ppoo Hoday

woidssoin 0o Bay  junouy wamg  soudhun  paddys paspo uondudsag pun way DY JUUOJENTD PYIAUCIENT  FIHOAU| 38 AU

| abeg uoday Ilera

Auedwon uonannsuos 1sag

apoo vodey Aq sisAjeuy sajes




Accounts Receivable AR-241

Sales Analysis — by Sales Tax Code
The Sales Analysis reports provides information necessary to manage the sales activity of the business. This report
provides applicable sales tax information based on the sales tax codes applied to invoices.

Access to Sales Analysis by Sales Tax Code
Module Menu with Reports Group
AR | Reports | Sales Analysis | By Sales Tax Code

Module Menu with Reports List
AR | Sales Analysis | By Sales Tax Code

Standard Menu
Reports | Accounts Receivable | Sales Analysis | By Sales Tax Code

Report Types

Summary

The Sales Analysis by Report Code Summary Report displays the sales tax code, taxing district name, total invoice
amount in that district, total taxable amount, total amount of tax, and list totals.

Detail
The Sales Analysis by Sales Tax Code Detail Report also lists invoices including date, invoice number, customer Id
and name, invoice amount, taxable amount, tax rate and amount of tax.

Order By Options Fields

 Sales Tax Code » Show Report Criteria + Sales Tax Code
+  List Blank Sales Tax Codes * Invoice Date
. Show Discretionary Sales Surtax * Invoice Number

* Invoice Amount
e Customer Id

Drill-Down+® Destinations

F?gure:_ AR-280 Tax ':DdE REpDrt F?gure:. AR-282 Customer Detail Report
Right-click Tax Code Right-click a customer Customer Extended Report
hyperlink to display reports P . hyperlink to display a Customer Contact Repart
and other Options. dhnmhonie selection of reports and Customer Ship-to-Address Report

other available functions. Customer UDF Report

Edit Customer File

Figure: AR-281 AR Journal Detail Report Document Link
Right-click an Invoice AR Journal Extended Report Properties

Number hyperlink to
display a selection of
reports and other available oot
functions. Properties

Edit Customer Invoice

Y Tip The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




AR-242 Accounts Receivable

Sales Analysis By Sales Tax Code — Summary Report

Be st Construction Company

Sales Analysis by Sales Tax Code
Summary Report Page 1
TaxCode Taxing Disfrict Invoice Total Taxable Amit Tax Amit
m San Luis Obizpo County 14,219.99 6,500.00 520.00
Totals Listed 14,218.99 6,500.00 520.00

Figure: AR-283 Sales Analysis by Sales Tax Code — Summary Report.



Accounts Receivable AR-243

Sales Analysis by Sales Tax Code — Detail Report

Best Construction Company
Sales Analysis by Sales Tax Code

Detail Report Page 1
Inv Date Invoice# Customerld Customer Name State Invoice Total Freight Nontaxable TaxableAmt Tax Rate Tax Amt

Tax Code: 01 Taxing District: San Luis Obispo County
06/30/ 1008 Ccoo1 FarWestProperties CA 2,200.00 0.00 2,200.00 0.00 8.0000 0.00
06/30/ 1008 COo01 FarWestProperties CA 20.00 10.00 10.00 0.00 6.0000 0.00
0630 oo con1 FarWestProperties CA -10.00 0.00 -10.00 0.00 8.0000 0.00
04118/ 1011 Coo1 FarWestProperties CA 6,367.00 130 .00 0.00 577500 8.0000 452 00
o416 2 coo3 San Luis Obispo County CA 20,753.56 37.50 0.00 19,181.54 8.0000 1,534.52
04r28/ 1014 Coo1 FarWestProperties CA 226295 18.50 0.00 207819 8.0000 166 .26
D426/ 1015 coo1 FarWestProperties CA 5821 0.00 0.00 53.90 8.0000 43
04r28/ M6 Coo1 FarWestProperties CA -179.66 0.00 0.00 -186.35 8.0000 -1331
o426/ 107 CO01 FarWestProperies CA 637 .60 3312 0.00 606.00 8.0000 4848
0523/ coo1 FarWestProperties CA 6,367.00 130.00 0.00 5,775.00 8.0000 462.00
05123/ Co03 San Luis Obispo County CA 20,753.56 3750 0.00 19,181.54 8.0000 1,534.52
0271 coo1 FarWestProperties CA 6,367.00 130.00 0.00 5,775.00 8.0000 462 .00
050271 Coo3 San Luis Obispo County CA 20,753.56 3750 0.00 19,181.54 8.0000 1,534.52
os27! coo1 FarWestProperties CA 6,367.00 130.00 0.00 5775.00 8.0000 462.00
050271 Co03 San Luis Obispo County CA 20,753.56 3750 0.00 19,181.54 8.0000 1,534.52
0528/ 1026 CO01 FarWestProperies Ca 6,367.00 130.00 0.00 577500 8.0000 462.00
0528/ 1027 coo3 San Luis Obispo County CA 20,753.56 37.50 0.00 19,181.54 8.0000 1,534.52
0813/ 1028 Co01 FarWestProperies Ca 6,367.00 130.00 0.00 577500 8.0000 462.00
0813/ 1029 coo3 San Luis Obispo County CA 20,753.56 3750 0.00 19,181.54 8.0000 1,534.52
0826/ 1030 Coo1 FarWestProperties CA 1,50025 0.00 1,500.25 0.00 8.0000 0.00
o2 1047 coo1 FarWestProperties CA 6,367.00 130.00 0.00 5775.00 8.0000 462.00
o2n7 1048 Co03 San Luis Obispo County CA 20,753.56 3750 0.00 19,181.54 8.0000 1,53452
o418/ 1055 CD01 FarWestProperies CA 6,367.00 130.00 0.00 577500 8.0000 462.00
o821/ 1057 coos Williams Bros CA 1,080.00 0.00 0.00 1,000.00 8.0000 80.00
0831 1060 Co01 FarWestProperies Ca 490.00 0.00 450.00 0.00 8.0000 0.00
o831 1061 coo1 FarWestProperties CA 500.00 0.00 500.00 0.00 8.0000 0.00
0a/3 1 1062 Co01 FarWestProperties CA -1,000.00 0.00 -1,000.00 0.00 6.0000 0.00
o831y 1063 coo1 FarWestProperties CA 1,187.50 0.00 1,187.50 0.00 8.0000 0.00
0a/31 1064 Co01 FarWestProperties CA -1,187.50 0.00 -1,187.50 0.00 6.0000 0.00
Totals 203,820 27 1,364.12 3,690.25 184,042 52 14,723.38
Totals Listed 203,820 27 1,364.12 3,690.25 184,042 .52 14,723.38

Figure: AR-284 Sales Analysis by Sales Tax Code — Detail Report.



AR-244 Accounts Receivable

Sales Analysis — by Oversold Inventory

The Sales Analysis reports produces the information necessary to manage the sales activity of the business. The
oversold report is a listing of negative inventory sales (not enough items in stock to fill the entire order at the time
the invoice was created). The number of units oversold represents only those units sold after the quantity on hand
reached zero. The purpose of this report is to provide a list to use when reconciling the physical inventory (the
actual count of items on the shelf) with the amount BIS® shows on hand. Usually the difference is determined to
be lost or damaged goods.

. If the Cost of Goods Sold option is off at the time an item is sold, BIS
4 Caution does not record the cost of the item or the reduction of inventory in

Access to Sales Analysis by Oversold Inventory
Module Menu with Reports Group
AR | Reports | Sales Analysis | By Oversold Inventory

Module Menu with Reports List
AR | Sales Analysis | By Oversold Inventory

Standard Menu
Reports | Accounts Receivable | Sales Analysis | By Oversold Inventory

Report Types

Detail

The Sales Analysis by Oversold Inventory Detail Report displays the inventory item number, unit of measure, item
description and lists invoices including date, invoice number, customer Id and name, inventory account, cost of goods
sold account, whether a cost of goods sold transfer was made, the quantity of units oversold, the amount, and the total
cost of goods sold.

Order By Options Fields

* Item Number * Report Criteria * Item Number
* Invoice Date
* Invoice Number
* Customer Id

Drill-Down+® Destinations

Figure: AR-285 Inventory Summary Report Figure: AR-287 Customer Detail Report
nght'F||Ck an _Item Inventory Extended Report Right-click a customer Customer Extended Report
hyper!mk to display a Edit Inventory Ttem hyper!lnk to display a Ciustomer Contact Report
selection of reports and _ selection of reports and Customer Ship-to-Address Report
other available functions. b i other available functions. Customer UDF Report
Properties Edit Customer File
Document Link
Figure: AR-286 AR Journal Detail Report Properties
nght'C“Ck an Invoice AR Journal Extended Report
Number hyperlink to : :
. . Edit Customer Invoice
display a selection of
reports and other available Boamentiek
functions. Properties

Y Tip The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




Accounts Receivable AR-245

Sales Analysis By Oversold Inventory — Detail Report

Best Construction Company
Sales Analysis by Oversold Inventory

Detail Report Fags 1
lem Unit Descripfion Tranafer Linita FurBrage
invDate Imvoicef Customerld Customer Name I Accourt  COGS3 Acct COG3 Orvereoid Unit Cost Amount
EDD0 FT Stranded Vifre
e 1020 oo FarWWest Propeties MO No 700 100 o
083 i) oo FarWest Propadies S0 Yo 1600 100 01600
Total Costof Goods Sabd 08300
EA1000 EA EreakerBox
e 063 (e FarViest Properties 0 No S04 ile i) 000
Total Costof Goods Sabkd Qg
EA1000-2 EA Circuil Breder
iy HED [ ] FarViest Propaties 0 Mo 500 1le) 1]
Total Costof Goods Sabd Qg
Repod Total 03300

Figure: AR-288 Sales Analysis by Oversold Inventory — Detail Report.



AR-246 Accounts Receivable

Sales Analysis — by Job Number
The Sales Analysis reports provides information necessary to manage the sales activity of the business. This report
shows the applicable sales tax information based on the sales tax codes applied to invoices.

Access to Sales Analysis by Job Number
Module Menu with Reports Group
AR | Reports | Sales Analysis | By Job Number

Module Menu with Reports List
AR | Sales Analysis | By Job Number

Standard Menu
Reports | Accounts Receivable | Sales Analysis | By Job Number

Report Types

Summary

The Sales Analysis by Job Number Summary Report displays the sales tax code, taxing district name, total invoice
amount in that district, total taxable amount, total amount of tax, and list totals.

Detail
The Sales Analysis by Job Number Detail Report also lists invoices including date, invoice number, customer Id and
name, invoice amount, taxable amount, tax rate, and amount of tax.

Order By Options Fields
* Job Number » Show Report Criteria * Job Number
. List Blank Job Numbers * Invoice Date

* Invoice Number
* Invoice Amount
e Customer Id
 Sales Person

Drill-Down+® Destinations

Figure: AR-289 Job Detail Report F?gure:_ AR-290 ) AR Journal Detail Report
nght'C“Ck Job Number Job Extended Report nght'CIICk an I.nVOI(:e AR Journal Extended Report
hyperlink to display a Job Markup Report N-Umber hyperll.nk to Edit Customer Invoice
selection of reports and i display a selection of —
other available functions. e reports and other available Sisachini
functions. Properties
Job UDF Report
Edit Job File
Document Link Figure: AR-291 Customer Detail Report
Properties RIght-ClICk a C'UStomer Customer Extended Report
hyperhnk tO d|5p|ay d Ciustomer Contact Report
selection of repor‘ts and Customer Ship-to-Address Report
other available functions. Customer UDF Report

Edit Customer File

Document Link

Properties

Y Tip The Date field offers four date options: entering a particular date, On Date
Run, Day # of the Month, First Day of the Month, or Last Day of the Month.




Accounts Receivable AR-247

Sales Analysis By Job — Summary Report

Sales Analysis by Job

Best Construction Company

Summary Report Page 1
Job Description Invoice Amt Adjustments Amt Paid Amt Due
1000 Pacic View Aparments 270,580.88 27508 .38 156,656.21 141,834.05
1010 Truesdale Elementary Schocl 2,600.00 0.00 0.00 29,600 00
1020 Giovanni's Pasta House 16,000.00 0.00 10,000 .00 6,00000
1500 90,900.00 77,000 00 17,500 .00 -3.600.00
1600 15,940.00 000 10,000 00 594000
1500 200610 0.00 19,505 49 20081
2500 4,000.00 0.00 0.00 400000
T Daisy Creek 7.020.00 25500 0.00 727500
2500 Cripgle Creek Dary 17,000.02 0.0 0.00 17,000 01
Totake Listed 4734700 45,235 63 H3I%170 10,4967

Figure: AR-292 Sales Analysis by By Job — Summary Report.

Sales Analysis by Job — Detail Report

Best Construction Company
Sales Analysis by Job
Detail Report Fage 1
linwv Diabe  Invvpicad Customer i Customer Name linvpice Amt Adjustments At P aid At Due &P
Job:  HI0D P acific View Aparinerts
Vo 000 o Far West P ropertios 58, 768 29 o0 51,085 37 7EEZ G2 M
oy 2004 i) Far West Properfies 30, 870.28 oo 000 30,860 28 W
002 o0 SarWest Propeiss G060 84 529762 o 45, 19845 M
005 o Far st P roperfios 00,00 Q00 o0 00,00
008 o Far Wiest P ropetios 220000 LT o0 220000 M
009 i} SarWest Propetes 000 * o o0 Q00 M
1O i) Far st P roperfios 1000 * o0 o0 Q00 M
044 o] FarWest Propeiss 636700 oad o 636700
014 com Far Wiest P ropestios 2762 95 42145 LT 244150 AM
s o Far West P ropefiss 582 * LT o0 Q00 AM
Pals] fovini] Far st P ropesfios 478G * o0 o0 D00 AM
w7 o Far West P ropestios 587 60 o0 LT 87 60 AM
w08 fov ] SarWest Propeiss 47,538 45 o [ 1 47,538 45 AW
Mg oM Far West Properfiss 52T ez * ood ood 0.0d AM
000 o Far West P ropefios 536700 oo o0 536700
w2 o Far West P ropefiss §367.00 o o0 §367.00
0ea o SarWWest Propetes §:3657.00 o 200 §367.00
1005 Fovn] SarWest Propediss 636700 o o 636700
0es v} Ear st P ropetios §:367.00 oo o0 §367.00
000 com Far st P ropestios 150035 41,0000 200 500.35 AM
004 cpoe Harmor Brotres 562 50 o0 562 50 D0 AM
0T o Far West P ropesfios 536700 o0 LT 536700
055 fovn] FarWest Froperties 635700 50000 000 EB57.00
1060 o Far West Properies 490,00 oo o0 490,00 AM
061 CoH Far West Properfiss 50000 * ood ood o0d
Tokas 205 885 17 451617 51,657 87 158,844 47
Job: 0O Truesdole Elementay School
oua 004 onos San Luis Obispo Courty 26, 640,00 000 16,640.00 40,000.00 AM
o3 005 s San Luis Obispo Courty 255000 o o0 2G50 00 AM
o w2 cpos San Luis Obispo Courty 20 753 56 200 200 20, 75356
sz 0 cpos San Luis Obispo Courty 20 753 56 oo LT 20, 753 56
o5 wes Cpos San Luis Obispo Courty 20, 753 56 o0 o0 20 753 56
o5z w0es fovire] San Luis Obispo Courty 373354 o [ 1 07356
o5 0T cpos San Luis Obispo Courty 20 753 56 o LT 20 753 56
o081 ] coos San Luis Obispo Cournty 20, 753 56 o0 o0 0, 753 56
o B cpos San Luis Obispo Courty 20 753 56 o o0 20 753 56
Totais T 87a90 o0d 145,640.00 138,234 90
Job: 4020 Giiow anmi's Pasta House
o oa 003 oo Harm on Brofhers 600000 ood 6,000 00 [T+
Totas 600000 ood 6,000 00 [T+ 4]
Job: 4030 Alam oA porim ents
oz w3 cpos San Luis Obispo Courty 178,558.00 o 000 174,559.00 AM
Totas 174.555.00 1] 1] 174,554.00
Job: 4900 Hamillon Howse
o3 058 oo Harm on Brofhes 12,000,040 o0 o0 1200004
Tokas 42.000.00 o0 000 42,000.00

Figure: AR-293 Sales Analysis by Job Number — Detail Report.
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Appendix
System Wide Parameters — AR Tab

The Accounts Receivable tab of the System Wide Parameters contains four sub-tabs with settings that affect
Accounts Receivable.

Menu Access
Administrator | System Wide Parameters | AR Tab | Accounts Sub-tab

Open the AR tab of the System Wide Parameters form.

Figure: AR-294 = System Wide Parameters EI@
Administrator, System p—

. GL AP (AR CD CR IV AD PR UN JC JB DM BK Miscellaneous Consolidation
Wide Parameters, AR tab,

Accounts sub-tab screen

Accounts  Default Print Options  Custom App

fo rm shOW|ng accou nt a nd Contract Receivable Account 1110 3} | Accounts Receivable-Trade
- Freight Account 4030 Q| Freight Revenue
other options. ; )
Automatic Cost of Goods Sold Option Account | 5010 3 | Cost of Contracts-Labor
Sales Tax Liability Account 2610 % | Sales Tax Payable-State
Discounts Allowed Account 4040 2 | (Discounts Allowed-4/R)

Interest Income Account 8010 3 | Interest Income

Restrict GL Accounts in Contract Invoices, SO, CM, DM to Contract Accounts for Job Transactions
[Juse Contract Receivable Account in Contract Invoices, SO, CM, DM from the selected Job

Click on the <Sawve> button to save changes

Accounts Sub-tab

Contract Receivable Account Number

This field is used to record the default contract receivable account. This may be selected from the Chart of
Accounts by using the Find tool. Please note that the Accounts Receivable Account is a hyperlink field as well
as the description of the information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts
form. Right-clicking on the Accounts Receivable Account hyperlink accesses a selection of reports that can be
directly accessed.

Freight Account Number

This field is used to record the default freight account. This may be selected from the Chart of Accounts by using
the Find tool. Please note that the Freight Account title is a hyperlink field as well as the description of the
information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on
the Freight Account hyperlink displays a selection of reports that can be directly accessed.

Cost of Goods Sold Account Number

This field records the default cost of goods sold account. This may be selected from the Chart of Accounts by
using the Find tool. Please note that the Cost of Goods Sold Account is a hyperlink field as well as the description
of the information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking
on the Cost of Goods Sold Account hyperlink displays a selection of reports that can be directly accessed.
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Sales Tax Liability Account Number

Records the default sales tax liability account. The Sales Tax Account can be entered manually or by using the Find
tool. Please note that the Sales Tax Account is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Sales Tax Account
hyperlink displays a selection of reports that can be directly accessed.

Discounts Allowed Account Number

This field is used to records the default discounts allowed account. The Discount Allowed Account can be entered
manually or by using the Find tool. Please note that the Discounts Allowed Account number is a hyperlink field as well
as the description of the information to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form.
Right-clicking on the Discount Allowed Account hyperlink displays a selection of reports that can be directly accessed.

Interest Income Account Number

This field is used to records the default interest income account. The Interest Income Account can be entered
manually or by using the Find tool. Please note that the Interest Income Account number is a hyperlink field as
well as the description of the information to be entered. Left-clicking on this hyperlink opens the Chart of
Accounts form. Right-clicking on the Interest Income Account hyperlink displays a selection of reports that can
be directly accessed.

Restrict GL Accounts in Contract Invoices, SO, CM, DM to Contract Accounts for Job
Transactions

When this option is checked, BIS® will limit the account numbers that can be listed or entered for line items to
those accounts that are marked as a job cost type other than None in the Chart of Accounts.

Default Sub-tab

Figure: AR-294.1 =4 System Wide Parameters E@
Administrator, System

Wide Parameters, AR tab,
Default sub-tab screen

GL AP AR (CD CR IV AD PR UM JC JB DM BK Miscellaneous Consolidation

Accounts Print Options  Custom App

form showing Optiona| Default Unit Cost to transfer COGS | Average Cost |« [] 5et Automatic Cost of Goods Sold Option
settlngs [ Transfer 50 lines to Invoices with Qty Shipped equal to zero
) Remaove transferred lines from SO with Qty Shipped egual to zero
ferred | fr th hi d |
Last Invoice /CM/DM NMumber 1067 [ Edit Invoice/CM/DM Mumber
Last Sales Order Mumber 263 El Edit Sales Order Mumber

Fill Line Description with Customer Mame on Invoices/Credit Memos,Debit Memaos

Fill Line Description with Customer Name on Sales Orders

[[J Do not show the Oversold Situation Message on Invoices/Credit Memos,Debit Memos
[[]De not show the Oversold Situation Message on Sales Orders

Use Default Ship To Address on Invoices/Credit Memos/Debit Memos

Use Default Ship To Address on Sales Orders

Allow the Customer Id to be changed for the selected Job in Contract Invoices

Click on the <Save > button to save changes

Default Unit Cost to transfer COGS
This option is used to set the default unit cost to be used when the cost is processed in the Cost of Goods Sold
option (next option).

Automatic Cost of Goods Sold Option
When this option is marked, BIS® will automatically update the inventory and cost of goods sold account when
an invoice is run.
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Transfer SO lines to Invoices with Qty Shipped equal to zero
When this option is marked, BIS® will automatically change the quantity shipped to zero when a sales order is
converted to a sales invoice.

Remove Transferred lines from SO with Qty Shipped equal to zero
When this option is marked, BIS® will automatically remove lines when a sales order is converted to a sales
invoice and when the quantity shipped on that line is equal to zero.

Last Invoice/CM/DM Number

This field is used to keep track of the last customer invoice number assigned by the system. BIS® will assign the
next consecutive number to the next invoice, credit memo or debit memo created. To reset the system numbering,
enter the last number used in this field.

Edit Invoice/CM/DM Number

When this option is checked, the user is allowed to override the system-assigned number at the time an invoice
is entered. This feature may be necessary to use if the company uses a system of numbering other than simply
consecutive numbers.

Last Sales Order Number
As with invoice numbers, BIS® uses this field to determine the next consecutive number to assign to the next sales
order created. This field can be used to reset the sales order numbering.

Edit Sales Order Number
This field should be checked to allow the user to manually assign numbers to sales orders.

Fill Line Description with Customer Name on Invoices/Credit Memos/Debit Memos
When this option is marked, BIS® will automatically enter the customer name in the description field for invoices,
credit memos, and debit memos.

Fill Line Description with Customer Name on Sales Orders
When this option is marked, BIS® will automatically enter the customer name in the description field for sales
orders.

Do Not show the Oversold Situation Message on Invoices/Credit Memos/Debt Memos
When this option is checked, BIS® will not provide the “Oversold” message on Invoices, Credit Memos and Debit
Memos when an oversold situation occurs.

Do Not show the Oversold Situation Message on Sales Orders
When this option is checked, BIS® will not provide the “Oversold” message on Sales Orders when an oversold
situation occurs.

Use Default Ship To Address on Invoices/Credit Memos/Debit Memos
When this field is checked, the default Ship To address will appear on the AR Invoices, Credit Memos and Debit
memos.

Use Default Ship To Address on Sales Orders
When this field is checked, the default Ship To address will appear on the Sales Orders.

Allow the Customer ID to be Changed for the Selected Job in Contract Invoices
When this field is checked, this option allows the Customer ID to be changed on-the-fly on Contract Invoices.



AR-252 Accounts Receivable

Print Options Sub-tab

Figure: AR-294.2 =3 System Wide Parameters
Administrator, System
Wide Parameters, AR tab,
Print Options sub-tab
screen form showing print
optional settings.

GL AP AR €D CR IV AD PR UN JC JB DM BK Miscelaneous Consoclidation

Accounts  Default [PrintOptions! custom App

[Frint Standard Message
Retain Standard Message until changed

Click on the <Sawve> button to save changes

[= = =]

Print Standard Message
When this field is checked, a standard message can be printed on invoices.

Retain Standard Message until changed

When this field is checked, any pre-existing standard message will remain until it is changed.

Custom App Sub-tab

Figure: AR-294.3 =3 Systern Wide Parameters EI@
AdmInIStrator’ SYStem GL AP AR CD CR IV AD PR UN JC JB DM BK Miscel Ci lidati
Wi Gl 2 = D Sep B L e B M BK iscellaneous onsolidation
de Pa rameters’ AR ta b’ Accounts  Default  Print Options | Custom App
Custom App sub-tab
screen form providing Custom Application to call from Application for Payment a
Send Email to (® Default Contact () Selected Contacts to Send Email

settings related to an
optional custom AR app.

Click on the <Save = button to save changes

Custom Application to Call from Application for Payment

A selection field used to select and identify an optional custom application used in the Application for Payment

process.

Send Email to

Provides the option to select either the Default Contact or Selected Contacts to Send Email for the custom

application process selected.
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [H Save button on the toolbar, or press Ctrl-
S to save the changes.
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System Wide Parameters — AD Tab
The Apply Deposits tab of the System Wide Parameters contains settings that affect Accounts Receivable.

Menu Access
Administrator | System Wide Parameters | AD Tab

Open the AD tab of the System Wide Parameters form.

Figure: AR-295 ﬂ System Wide Parameters EI@
Administrator, System
Wide Parameters, AD tab -
screen form ShOWIng A.pp\\' Deposit Account 2060 &| Customer Deposits
accou nt opt|ons Discount Allowed Account 4700 m Returns and Allowances

a e o |lco || || | 857 pr || 22 [ 32 [[ om || B || Miscetaneous || cor

Click on the <Save:> button to save changes

Apply Deposit Account

This field is used to record the default deposit account to which customer deposits will be posted. This may be
selected from the Chart of Accounts by using the Find tool. Please note that the Apply Deposit Account is a
hyperlink field as well as the description of the information to be entered. Left-clicking on this hyperlink opens
the Chart of Accounts form. Right-clicking on the Default Deposit Account hyperlink accesses a selection of
reports that can be directly accessed.

Discount Allowed Account

This field is used to record the default account used for posting discounts allowed to customers. This may be
selected from the Chart of Accounts by using the Find tool. Please note that the Discount Allowed Account title
is a hyperlink field as well as the description of the information to be entered. Left-clicking on this hyperlink
opens the Chart of Accounts form. Right-clicking on the Discount Allowed Account hyperlink displays a selection
of reports that can be directly accessed.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the [d Save button on the toolbar, or press Ctrl-
S to save the changes.
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User Preferences — Forms

The Forms tab of the User Preferences contains settings that affect Accounts Receivable for users. These include
the default AR Invoice, Sales Order, and Billing Statement formats, as well as the default printers for each user.

Menu Access
Administrator | User Preferences | User Preferences | Forms Tab

Open the forms tab of the User Preferences form.

Flgure: AR- 296 =3 Forms & Printers - User Preferences E@

Administrator, User rorme 1]

Preferences, Forms tab

screen form showing form . S

. . g AP Checks System Laser Iz‘ E] (Default printer) lz‘

a nd prl ntl ng OpthI’IS. Payroll Checks System Laser (4-Digit S5M) Q (Default printer)
Other Checks System Laser (PR Format) Iz‘ E] (Default printer) lz‘
Purchase Orders System Laser Iz‘ E] (Default printer) lz‘
AR Invoices System Laser-Computer Form lz‘ [;] (Default printer) lz‘
Sales Orders System Laser-Computer Form Iz‘ [;] (Default printer) lz‘
Biling Statements User Laser BS1 Iz‘ E] (Default printer) lz‘
1099 Forms Laser Iz‘ (Default printer) lz‘
W2 Forms Laser Iz‘ (Default printer) lz‘

To save changes, dick the <Save> button

AR Invoices

This option is used to select the user’s default AR Invoice print format. This may be selected using the crop-down
tool. Initially, this feature has three options, System Laser sheet-fed pre-printed forms, System Laser - Computer
Form, and System Continuous for pre-printed dot matrix printers.

Figure: AR'297 Purchase Orders System Laser EE] {Default printer)
AR Invoices drop-down AR Invoices e M - | (=] (et printer)

[ EEEE]

: Sales Orders System Laser = | (Default printer)
optional default formats. e
p Biling Statements i " e ! {Default printer)
System Continuous
1093 Forms tiad Lot liiads {Default printer)

—

Sales Orders

This option is used to select the user’s default Sales Order print format. This may be selected using the crop-down
tool. Initially, this feature has three options, System Laser sheet-fed pre-printed forms, System Laser - Computer
Form, and System Continuous for pre-printed dot matrix printers.

Figure: AR- 298 Purchase Orders System Laser EQ (Default printer)
sa Ies Orders d rop-dOWn AR Invaices System Laser-Computer Form Iz‘ Q (Default printer) E
Optiona| default formats. Sales Orders e R = | (| (Defauit printer) =]
Biling Statements System Laser || {Default printer) E

System Laser-Computer Form
1093 Forms System Continuous (Defauilt printer)
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Billing Statements

This option is used to select the user’s default Billing Statement print format. This may be selected using the crop-
down tool. Initially, this feature has three options, System Laser sheet-fed pre-printed forms and System
Continuous for pre-printed dot matrix printers.

Figure: AR' 299 Purchase Orders System Laser |z| E] (Default printer) E‘

B|”|ng Statements drop— AR Invoices System Laser-Computer Form |z| E] (Default printer) E‘

down Opt|0na| default Sales Orders System Laser-Computer Form |z| Q (Default printer) E‘

fo rmats Billing Statements |z| Q (Default printer) E‘
- System Laser

1099 Forms System Continuous (Default printer) E‘

W2 Forms User Laser BS1 (Default printer)

Form Editor

This button is used to access the BIS® Form Editor functions. The Form Editor may be used to copy existing
forms, save them with a different name, and modify them. Such modifications could include adding graphics (in
bitmapped format) to the form, changing fonts, removing or adding lines or columns, and more. Details about the
form editor may be found in the Report Writer module manual. Newly created user forms can then be set as the
default Type for the specific form.

Default Printer

To the right of each form listed, the default printer for the user is listed. To its right is a drop-down tool that may
be used to change the default printer used by the user for the selected form. Any printer accessible to the user’s
workstation may be selected as the default printer for the selected form. However, it is important to remember that
any form may be sent to any other accessible printer “on-the-fly” when getting ready to print the form(s).
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Copy Master Information

After creating a new company, master files can be copied from an existing company by selecting Copy Master
Information from the Administrator menu. This option can save a great deal of time if some or all of the master
files for the new company will be the same or similar as those already set up for another company, and especially
useful when creating a parent or subsidiary company. The Copy Master Information window will display the
currently opened company. This should be the new company.

Menu Access
Administrator | Copy Master Information

Figure: AR:300 = Copy Master Information =] @ (=3
Administrator, Copy Master e e

Information screen form. | c.oury 1 cony o | - |

Available Data Files Selected Data Files

Billing Code Library - -
Chart of Accounts
Cost Cost Library
Customer Master File
Departments
Discount Schedule
Employes Master File
Inventory File

Macro Text

Pay Type

Payment Terms - -

Copy Close

m

EEEE

Select the Master Information files you want to copy

Current Company
This field displays the name of the company currently open. This should be the new company that will receive
the copied master records.

Company to Copy from
This field is used to select the name of the company from which to copy master records.

Available Data Files
This is a list of data files available to be copied. Files can be moved to the Selected Data Files by using the Add

Selected Items or Add All Items buttons.

* Departments * Customer Master File * Employee Master File
* Chart of Accounts * Cost Code Library * Pay Type

* Payment Terms * Billing Code Library * Ship Via Master File
* Sales Person * Unit of Measure * Report Code

 Sales Tax * Vendor Master File + Standard Description
* Discount Schedule * Inventory File  User Defined Fields

Selected Data Files
This is a list of files selected to be copied to the active company. Files can be removed from this list with the
Remove Selected Items or Remove All Items buttons.

Copy

Click on the Copy button to copy the selected records to the current company. If one of more records exist in the
current company, a message will appear.
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Figure: AR:301 [E Builder Information System ==

Message that appears lf \i‘) Chart of Accounts file is already established.
attemptlng tO Accounts from another company cannot be copied

overwrite a pre-

Close
This button closes the currently opened form.



Accounts Receivable AR-259

Index

A
ACCOUNEING BNEMIES .« & v i st et e it et AR-4
ACHIVILY COOE . . . ot AR-2
ACtiVItY NIStOrY. . o o e e AR-2
A0ING .+ it e AR-2, AR-10, AR-43, AR-177, AR-221-226
amounttorefund . ... .. e e AR-21
applied deposits . . ..ot e e e AR-177, AR-210-213
automatically update . . . . .. o e e AR-1, AR-250
averagecost................... AR-56, AR-74, AR-91, AR-111, AR-128, AR-156, AR-236, AR-238

B
back order ... ... AR-1, AR-52, AR-56, AR-74, AR-91, AR-111, AR-128, AR-156, AR-177, AR-192-194,
AR-198, AR-199
balance due .. ... i e e e e AR-1, AR-138, AR-140, AR-169
balance-forward . . . ... ... e AR-1
billingstatement . . ....... ... . . e AR-167-169, AR-255, AR-256

C
Gl i e e AR-55, AR-73, AR-110, AR-127, AR-155
checkdate . ... ot e AR-20, AR-21, AR-229, AR-231
ClONE . o e e e e AR-8, AR-28, AR-38, AR-45
COGS. . ... AR-1, AR-50, AR-61, AR-66, AR-67, AR-80, AR-82, AR-83, AR-97, AR-100, AR-101, AR-103,
AR-116, AR-119, AR-133, AR-136, AR-137, AR-161, AR-163, AR-164, AR-250
(a0 | = AR-2, AR-14, AR-181, AR-184, AR-252

contract invoices . . AR-1, AR-11, AR-26, AR-50, AR-55, AR-57, AR-66, AR-68-70, AR-72, AR-73, AR-75,
AR-77, AR-79-82, AR-85, AR-87, AR-89-91, AR-99, AR-100, AR-103, AR-105, AR-109, AR-110,

AR-112, AR-119, AR-121, AR-125, AR-126, AR-128, AR-136, AR-138, AR-139, AR-141, AR-145,

AR-146, AR-150, AR-154, AR-157, AR-163, AR-200, AR-207-209, AR-250, AR-251

creditlimit .................. AR-1, AR-6, AR-10, AR-59, AR-78, AR-95, AR-114, AR-131, AR-159
creditmemo. ... AR-105, AR-107, AR-121, AR-123-127, AR-132-135, AR-251
D

datedriven. . ... e AR-46-48
daystoduedate. . ...t e e e AR-47, AR-49
debitmemo .......... AR-105, AR-107-109, AR-111, AR-113-118, AR-121, AR-123, AR-125, AR-251
deposit. . . .......... AR-19, AR-21, AR-138-143, AR-210, AR-212, AR-227, AR-229, AR-231, AR-254
discount. . . .. AR-1, AR-6, AR-12, AR-20, AR-47-49, AR-53-57, AR-59, AR-61, AR-62, AR-71, AR-73-75,

AR-78, AR-81, AR-88-92, AR-95, AR-97, AR-98, AR-108, AR-110, AR-112, AR-114, AR-117, AR-125,
AR-126, AR-128, AR-129, AR-131, AR-134, AR-141-143, AR-153-155, AR-157, AR-159, AR-162,

AR-196, AR-198, AR-218, AR-229, AR-231, AR-233, AR-236, AR-238, AR-250, AR-254, AR-257
displayorder. . . ... AR-22, AR-23, AR-32, AR-33, AR-39, AR-40

E
editing . AR-7, AR-23, AR-28, AR-33, AR-36, AR-37, AR-40, AR-43, AR-44, AR-46, AR-48, AR-51, AR-69,
AR-86, AR-106, AR-122, AR-139, AR-148, AR-151

email ........... AR-2, AR-9, AR-10, AR-14, AR-15, AR-24, AR-34, AR-41, AR-172, AR-182, AR-252
1505 o AR-2, AR-172
F

finance charge .. ... .. .. AR-167, AR-169, AR-207-209

force NEXt MONTN. . . . ..o AR-47



AR-260 Accounts Receivable

G

GEOSS TNATEII . . . vt vt e et e et e e et et e e e e e e e e e e e e AR-2, AR-202, AR-205

H

history . . .... AR-1, AR-2, AR-16-20, AR-58, AR-59, AR-77, AR-78, AR-94, AR-95, AR-113, AR-114, AR-130,
AR-131, AR-158, AR-159, AR-177-181, AR-218

I

INEETES INCOIMIE . . . o v v ottt et et e e e e e e e e e e e e e e e e AR-167, AR-169, AR-250

INVENtOry M MUMDET . . . ..ottt ettt ettt e et ie i e e AR-2, AR-236, AR-238, AR-244

J

JOD DIIlING MiStOTy . ..o AR-177-180

jobnumber . ....... AR-1, AR-2, AR-17, AR-18, AR-50, AR-52, AR-55, AR-68, AR-70, AR-71, AR-74, AR-87,

AR-90, AR-102, AR-108, AR-111, AR-124, AR-127, AR-146, AR-152, AR-156, AR-177, AR-178,

AR-180, AR-189, AR-192, AR-202, AR-207, AR-218, AR-221, AR-224, AR-233, AR-246, AR-247

journal. ..... AR-1, AR-2, AR-66, AR-67, AR-82, AR-83, AR-100, AR-101, AR-119, AR-120, AR-136, AR-137,
AR-145, AR-163, AR-164, AR-177, AR-202, AR-204-206, AR-210, AR-211, AR-218, AR-227

L
JabelS . . .o AR-1, AR-177, AR-186
JaSt COSE . o v vt AR-56, AR-74, AR-91, AR-111, AR-128, AR-156

M
Monthly Interest Rate . . . ... AR-6, AR-10, AR-167

N
navigation buttons. . .......... AR-7, AR-27, AR-36, AR-44, AR-50, AR-69, AR-85, AR-105, AR-121, AR-139,
AR-146, AR-150, AR-172

(o]
0] 0153 1 151 1.4 VA AR-10, AR-181, AR-186
0] 0153 1 10 (o (<2 AR-1, AR-2, AR-52, AR-189-191
order number. . ....... AR-1, AR-2, AR-17, AR-52, AR-53, AR-71, AR-88, AR-102, AR-103, AR-108, AR-124,
AR-153, AR-189, AR-190, AR-192, AR-196, AR-198, AR-202, AR-207, AR-214, AR-218, AR-251
oversold. . . ... AR-2, AR-177, AR-244, AR-245, AR-251

P
payment terms. . . . . . AR-6, AR-10, AR-43-46, AR-48, AR-49, AR-53, AR-72, AR-88, AR-109, AR-125, AR-142,
AR-153, AR-167, AR-189, AR-192, AR-202, AR-207, AR-214, AR-257
PAYMENE LYPC .« . vt ettt e e AR-19, AR-20, AR-46, AR-92, AR-227, AR-229
preferred Cost. . .. ..ot AR-56, AR-74, AR-91, AR-111, AR-128, AR-156

R
(S o7 o1 A AR-19, AR-20, AR-169, AR-229
recurring . ............ AR-1, AR-145-154, AR-156-158, AR-160, AR-161, AR-163-166, AR-177, AR-214-217
refund . ... AR-21, AR-218, AR-231, AR-233
reportcode .......... AR-1, AR-55, AR-73, AR-90, AR-110, AR-127, AR-141, AR-155, AR-177, AR-238-241,
AR-257

S
SAlEeS PErSON INTHALS . . . . .ottt ettt et e et e e e e e e e e e AR-11
sales tax codes. .......... AR-1, AR-10, AR-11, AR-22, AR-26, AR-27, AR-30, AR-32, AR-35, AR-39, AR-56,

AR-57, AR-75, AR-92, AR-112, AR-128, AR-157, AR-241, AR-246




Accounts Receivable AR-261

session date. . ...... AR-61, AR-62, AR-80, AR-81, AR-97, AR-98, AR-103, AR-116, AR-117, AR-133, AR-134,
AR-143, AR-161, AR-202, AR-207, AR-210, AR-212
shipdate........... AR-2, AR-17, AR-18, AR-54, AR-72, AR-89, AR-102, AR-109, AR-125, AR-189, AR-192,
AR-196, AR-198, AR-202
shipto................... AR-15, AR-16, AR-60, AR-79, AR-96, AR-115, AR-132, AR-160, AR-181, AR-251
special discount . ....... AR-55-57, AR-73-75, AR-90-92, AR-110, AR-112, AR-126, AR-128, AR-129, AR-155,
AR-157
statement date. . . ... ..t AR-16, AR-167, AR-168
T
taxcode ......... AR-1, AR-2, AR-6, AR-10, AR-11, AR-26-29, AR-32, AR-36, AR-38, AR-45, AR-56, AR-57,
AR-75, AR-92, AR-112, AR-128, AR-157, AR-177, AR-241-243, AR-246
taxrate ........ AR-26, AR-29-31, AR-56, AR-57, AR-75, AR-92, AR-112, AR-128, AR-157, AR-241, AR-246
LD o1 P AR-11
taXing diStriCt . . ..o vttt e AR-26, AR-29-31, AR-241, AR-246
17070 18710 TR P AR-23, AR-24, AR-33, AR-35, AR-40, AR-41
toolbar ...... AR-6-8, AR-10, AR-25-29, AR-36, AR-38, AR-43-45, AR-50, AR-67-69, AR-84, AR-85, AR-101,
AR-105, AR-120, AR-121, AR-137-139, AR-144, AR-148-151, AR-164, AR-171, AR-172, AR-253,
AR-254
)
Udf . . AR-22-24, AR-32-35, AR-39-42, AR-185
Z
Zero balance . . ... ... . AR-2, AR-167, AR-227, AR-229

ZOOIMN. .« o ottt et e et e e e e AR-172
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