4{ MDS for Windows Version 8.3.7 - [rs6000d-14 BASE. 12-AP.MENU] @@i Accounts Payable Training Guide

g‘l File Edit Settings Reset Tools GUI PDA Standard Functions Special Functions Help

-| &

Account:14 BASE.12  Port:014 MenuwAP.MENU Capture:On

1. Voucher Entry

2, Cash Disbursements

3. Month End Reports

4. Month End Job Stream

5. Vendor Detailed Payables Inquiry
6. Vendor Purchase History Inquiry

7. Vendor Payment History Inquiry

8. Check Detail Inquiry

9. Detailed Voucher Inquiry

10. Open Accounts Payable Listing
11. Open Accounts Payable Listing in (Foreign Currency)
12. Accounts Payable Vendor Card
13. 1099 Procedures

14. Vendor-Customer Listing

15. AP Invoice Verification List

16. Letter of Credit System

17. Vendor Relationship Management

I
CONTACTS MAINT DRILL EXECING  REPORTS  CAPT OFF VIEW CRMMENU  VRM.MENU
HELP OK/END INSERT LDELETE ~ PREVPG  NEXTPG INQUIRY CANCEL off Popup
Notes:
MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Pagel



MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-15 BASE.12-MENU]
§) Fle Edit Settngs Reset Tools GUI PDA Standard Functions Special Functions Help

Account:15 BASE.12

Master Distribution System
Main System Selector

15. End of Day Processing

1. Order Entry and Invoicing

2. Order Entry Reports

3. Accounting Registers

4. Accounts Receivable

5. Price Maintenance/Price Books
6. Costing/Inventory Evaluation

7. Purchasing

8. Inventory/Warehouse Procedures
9. Physical Inventory Procedures
10. Inventory Management

11. Sales Analysis

12. File Maintenance

13. Accounts Payable

14. General Ledger

Port:015 Menu:MENU Capture:On

Release:12.90706

16. End of Month Processing
17. End of Year Processing
18. Inquiries

19. Utilities

20. Recall Generator

21. Special Programs

22. Electronic Mail

23. Purge and Fix Programs
24, EDI Menu

25. Service Menu

26. Raw Materials

27. Sales Management Menu

Enter Selection or END : 13 [¢]
CONTACTS MAINT DRILL EXECING REPORTS CAPT OFF VIEW CRM.MENU | VRM.MENU
HELP OK/END INSERT LDELETE PREY PG NEXT PG INQUIRY CANCEL

Notes:

Master File Maintenance Function Keys

The first 12 function keys on your keyboard (F1-
F12) are reserved for special functions in the MDS
master file maintenance programs. They appear
on the last line of the screen as follows:

HELP - The HELP function is available by clicking
on the O6HELPO® icon or b
function key. Help text is setup as two layers. By
pressing OF16 at the fi.
overall description of the master file will be

di spl ayed. I f O6F16 i s |
within the master file, a detailed description of the
field and itso6 use wild.l

OK/END i The OK/END function is available by
clicking on the &6OK/ END:(
function key, or by typi
hitting <ENTER>. This function key acts an
6acceptd within a progr
back a menu within menus.

INSERT 1 The INSERT function is available by
clicking on the 61 NSERT
6F306 function key. The
allows insertion of letters or numbers into existing
text.

LDELETET The LINE DELETE function is
available by clicking ol
pressing the O0F46 funct.i
function allows you to delete a line from the

master file. Simply bring the cursor to the line

you wish to delete, and
PREV PAGET The PREVIOUS PAGE function is
available by clicking ol

pressing the O0F506 funct,i
would be used for master files which contain
multiple input screens, and will allow easy paging

to additional screens. This function will be used
simultaneously with the NEXT PG function to

move back and forth between the screens.

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.
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1 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-15 BASE. 12-MENU]

E{ File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help
Account:15 BASE.12  Port:015 MenuzMENU Capture:On
1. Order Entry and Invoicing 15. End of Day Processing
2. Order Entry Reports 16. End of Month Processing
3. Accounting Registers 17. End of Year Processing
4. Accounts Receivable 18. Inquiries
5. Price Maintenance/Price Books 19. Utilities
6. Costing/Inventory Evaluation 20. Recall Generator
7. Purchasing 21. Special Programs
8. Inventory/Warehouse Procedures 22. Electronic Mail
9. Physical Inventory Procedures 23. Purge and Fix Programs
10. Inventory Management 24, EDI Menu
11. Sales Analysis 25, Service Menu
12. File Maintenance 26. Raw Materials
27. Sales Management Menu
14. General Ledger
13 4]

MW, CEMMENIL L VEM MEN)]

CONTACTS _ MAINT nell EXECING | _BFPORTS | CAPT OFF
HELP OK/END INSERT LDELETE PREY PG NEXT PG INQUIRY

CANCEL

Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Master File Maintenance Function Keys

NEXT PG 1 The NEXT PAGE function is available
by clickingonthe 6 NE X T icBn®0Bby pressing
the 6F606 function key.
used for master files which contain multiple input
screens and will allow easy paging to additional
screens. This function can be used
simultaneously with the PREV PG function to
move back and forth between the screens.

INQUIRY i The INQUIRY function is available
by clickingonthe 6 I N QU | iderYad by
pressing the O6F76 funct
allows the operator the flexibility to display items
in the master file already entered and to display
other master files used within the file being
created. Example: The Product Master file. At
the first prompt for product number, if the

operator clicksonthe 6 1| NQUIiRYodbn or
pressed the inquiry can be made to display
products on file (to eliminate duplication). If you
clickonthe 61 NQUIIRYobn or pr es
function key at another field, for example,

product type (which is another master file) the
system will display product types on file to help
the operator in selecting which product type best
fits the product being created. As you can see
the inquiry function can be a very useful tool

when creating or maintaining master files.

CANCEL1T The CANCEL function is available by
clicking on the 6 C A N CiEoh 6r by pressing the
6F806 function key. Thi
program without applying changes or additions
made and should only be used if you DO NOT
want the changes to be updated to the file. If
used, the record will be filed as it was before the
operator accessed it, in other words, as though
no changes were made.

Off i The Off function is available by clicking on
the 6 Ofifcbon or by pressing
any menu. This function will disconnect your
session from WinMDS.

Popup 1 The Popup function is available by
clicking on the 6 P o p icqn @r by pressing the
6F1206 function key. Th
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custom menu with personally specified menu options.

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 3



Master File Maintenance Function Keys

The top row function keys on your keyboard
<Shift>+(F 1-F8) are reserved for special
functions in the MDS master file maintenance
programs.

1 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-15 BASE. 12-MENU]
E{ File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help - 8 X

Account:15 BASE.12  Port:015 MenuzMENU Capture:On
These function keys change in each of the
programs that you are in. For example,

1. Order Entry and Invoicing

2. Order Entry Reports

3. Accounting Registers

4. Accounts Receivable

5. Price Maintenance/Price Books
6. Costing/Inventory Evaluation

7. Purchasing

8. Inventory/Warehouse Procedures
9. Physical Inventory Procedures
10. Inventory Management

11. Sales Analysis

12. File Maintenance

13. Accounts Payable

14. General Ledger

15. End of Day Processing
16. End of Month Processing
17. End of Year Processing
18. Inquiries

19. Utilities

20. Recall Generator

21. Special Programs

22. Electronic Mail

23. Purge and Fix Programs
24, EDI Menu

25. Service Menu

26. Raw Materials

27. Sales Management Menu

Enter Selection or END : 13 [¢]
CONTACTS MAINT DRILL EXECING REPORTS CAPT OFF VIEW CRM.MENU | VRM.MENU
HELP OR7END INSERT LDELETE PREV Pl NEXT Pl INUUIRY LANCEL

Notes:

Product File Price Maintenancé top row of
function keys will be different than Batch
Price Changesi by Vendor& top row of
function keys.

CONTACTS - The CONTACTS function is
available by clicking on the CONTACTS6
icon or by pressing the Shift+ d-26function
key. This will bring the user to the Contacts
inquiry.

MAINT - The MAINTENANCE function is
available by clicking on the AMAINT bicon or
by pressing the Shift+ #&36function key. This
will bring the user to the File Maintenance
menu.

DRILL - The DRILL function is available by
clicking on the MRILL bicon or by pressing
the Shift+ ¢-46function key. This will bring
the user to the Drill Down menu.

EXECINQ - The EXECUTIVE INQUIRY is
available by clicking on the &EXECINQ bicon
or by pressing the Shift+ d-56function key.
This will bring the user to the Executive
Inquiry.

REPORTS i The REPORTS module is
available by clicking on the REPORTSb6icon
or by pressing the Shit+ ¢-66function key.

CAPT OFF - The CAPTURE OFF function is
available by clicking on the dCAPT OFFbicon
or by pressing the Shift+ ¢-76function key.
This will disable all available reports from

going to Report Capture.

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.
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MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-15 BASE.12-MENU]
§) Fle Edit Settngs Reset Tools GUI PDA Standard Functions Special Functions Help

Account:15 BASE.12

Master Distribution System
Main System Selector

15. End of Day Processing
16. End of Month Processing
17. End of Year Processing

1. Order Entry and Invoicing

2. Order Entry Reports

3. Accounting Registers

4. Accounts Receivable

5. Price Maintenance/Price Books
6. Costing/Inventory Evaluation

7. Purchasing

8. Inventory/Warehouse Procedures
9. Physical Inventory Procedures
10. Inventory Management

11. Sales Analysis

12. File Maintenance

13. Accounts Payable

14. General Ledger

Port:015 Menu:MENU Capture:On

Release:12.90706

18. Inquiries

19. Utilities

20. Recall Generator

21. Special Programs

22. Electronic Mail

23. Purge and Fix Programs
24, EDI Menu

25, Service Menu

26. Raw Materials

27. Sales Management Menu

Enter Selection or END : 13| [¢]
CONTACTS MAINT DRILL EXECING REPORTS CAPT OFF VIEW CRM.MENU | VRM.MENU
HELP CR/END INSERT LDELETE PREV Pl NEXT Pl INUUIRY LANCEL

Notes:

Master File Maintenance Function Keys

The top row function keys on your keyboard
<Shift>+(F 1-F8) are reserved for special
functions in the MDS master file maintenance
programs.

VIEW - The VIEW function is available by clicking
on the &/IEW dicon or by pressing the Shift+ ¢-86
function key. This will forward the user to Report
Capture and display all reports previously ran.

CRM.MENU i The CRM.MENU function is
available by clicking on the dCRM.MENU éicon or
by pressing the Shift+ &96function key. This will
forward the user to the Customer Relationship
Management menu.

VRM.MENU i The VRM.MENU function is
available by clicking on the /RM.MENU 6icon or
by pressing the Shift+ &106function key. This will
forward the user to the Vendor Relationship
Management menu.

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.
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=& Accounts Payable Parameters

"= = How many future months for vouchers?

How many future months for Cash
Disbursements?

Is batch control being used?
Pickup Bank number for CD?
Is the AP/PO interface being used?

MDS AP Training Guide

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc.

Accounts Payable Parameters

Parameter file setting should be setup
before going live.

32- VOU.MO i future months for AP
vouchers (3 is usually the default)

33- CD.MO - future months for Cash
Disbursements

34 VOU.BATCH i Are batches used?
This will bring additional screen in voucher
entry.

35 CD.BANK - Will the Bank # be
entered at CD time? Default is N.
Automatically takes from voucher.

NOTE: There are many Parameter files
that affect the entire MDS system. These
are reviewed and set with your analyst
prior to going live.

80 LOGON.OPERATOR Use LOGON
Operator throughout MDS (L) or always
Re-prompt (R)
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§; MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-12 BASE.12-COMPANY-MAINT010S3] =3l company File Settings
4, Fle Edit Settings Reset Tools GUI PDA Standard Functions SpedalFunctions Help -8 X

From the main system selector go into File
Maintenance Menu, Company Related

OMPANY MASTER MAINTENANCE Files Menu and then Company.

Company # 01
Additional AP Parameters Statements and Invoicing AP settings in the Company File:
45.AP Allow Tier1 30.00 60.Name THE SYSTEMS HOUSE Set the AP Allowance (AP/PO interface):
AP Allow Tier2 P 25.00 61.Addr 1 FOR E. GLUCK CORPORATION
46.Frt Hold $ 0.00 62.Addr 2 1033 ROUTE 46 AP Allow Tier 1 - Enter the accounts
b uds — = b payable allowance dollars for purchase
a8 Ext Maxc — = orders. This is used to remove vouchers
49.Frt Max % — 65Zip b from inventory hold automatically and to
50.Frt Min $ — 66.Phone A SET the accept variance flag automatically
51.Frt Min % .00 as part of the purchase order accrual
52.AP Mdse GL # Lﬁ.Z.AP.I.ﬂ.IﬂﬂM# 01.1000.00 I reports.
53.AP Frt GL # 68.UPC Prefix
54.AP Misc GL # 69.Print Pick Ticket Y
55.AP Disc GL # 70.Service Labor Rate 55.00 AP Allow Tier 2 (CODE) i Second tier
56.AP Debit GL # code (either F or P) for _flat amount or a
57.AP Credit GL # percentage to be used in manual release

from inventory hold (vouchers) and accept
variance flag maintenance (purchase

58.Foreign Gain/Loss GL# .
- orders). Allowable entries are F or P.

59.Check DS Frt N

AP Allowance 2" Tier (VALUE) - The
ENTER LINE # TO CHANGE,DELETE TO DELETE,0 TO ACCEPT : XXXXXX PAGE 3 OF 4 value is either a flat amount or a
percentage to be used in manual release
rrom inventory hold (vouchers) and

HELP | OK/END | INSERT | LDELETE = PREVPG | NEXTPG | INQUIRY | CANCEL accept variance flag maintenance
(purchase orders).

Notes:

AP Tolerance GL# - Enter the AP/PO
interface tolerance general ledger number
to be used to post inventory discrepancy
between what was received and what was

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page7



invoiced. Pertains to purchase order receipts and vouchers.

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 7



51 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-13 BASE.12-OPERATOR-MAINT01052]
4, Fle Edt Settngs Reset Tools GUI PDA Standard Functions SpedalFunctions Help

CE®

Master Distributor System - Operator Maintenance

Operator Code CRC
20.Sell Warehouse 001
| 21.Default Company 02 |

22.Default Salesman 000 HOUSE ORDERS

23.Email Address jbeach@tshinc.com

24.Email Alias SYFERTIG

25.Copy All EMails Y

26.Popup Menu SF

27.Default to Capture ON Y

28.Picker/Packer Code 07 JOYPACKER

29.Catalog Display Y

0.Catalog Convert

3N# Processing Codes Update
1. OP Operator Maintenance F
2. PY Payroll F
3. FR = Financial Reporting F
4. CO Company Related File Maintenances F
5. CU Customer Related File Maintenances F
6. PR Product Related File Maintenances F
7. OE Order Entry F
8. IV Invoicing and Release F

Enter Function Key Number to change, 0 to Accept : XXXXXX PAGE 2OF 3
HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL
Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Operator File Settings

From the main system selector go into File
Maintenance Menu, Company Related
Files Menu and then Operator.

You may set a Default Company per
Operatorin the Operator file.

Default Company - This will pre-set the
company field in accounts payable
screens.

Processing Codes - Processing codes
control access to system areas. Enter
processing codes for this operator. For
accounts payable you will need at a
minimum AP, GL.

Optional:

Logon - Entering a menu name in this
field will take this operator directly to this
menu whenever they log into MDS.
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&1 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-13 BASE.12-CADM00851]
4§, Fle Edit Settings Reset Tools GUI PDA Standard Functions SpedalFunctions Help

ER

CHART OF ACCOUNTS DESCRIPTION MAINTENANCE

ACCOUNT NUMBER 6300
1.DESCRIPTION Inventory Intransit
2.TYPE 2 PROFIT & LOSS

| 3.CATEGORY |
4.ACCT TYPE 1 Income (Revenue)
5.SOCIFC

6.ACCT HIST FLAG (D/S)
7.INACTIVE FLAG

8.PL Line# 9.Y/B FLAG 10.SCHED# 11.SCHED LN# 12.ALT REPORT#
B
ENTER LINE # TO CHANGE,DELETE TO DELETE,0 TO ACCEPT : KXXXXX

HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc.

General Ledger Settings - Chart of
Accounts Description Maintenance

From the main system selector go into File
Maintenance Menu, Accounts Payable and
General Ledger Files Menu and then C/A
Account Description.

Category: You may enter a 1 character code
for the category of each account. For
exampl e, "A" may be fo
liabilities, and so on. The category code is not
used during financial processing, but if the
category is "I", accounts payable voucher entry
will require purchase order and receiver
information. The following category codes are
used during A/P P/O and A/P P/O intransit
interface in conjunction with cost evaluation:

'I' First Cost (Inventory)
'0O' Ocean Freight

'S' Insurance

'D' Duty

'B' Brokerage

'F' Inland Freight

Page9



Vendor Maintenance

&1 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-23 BASE.12-VEND.MAST.MAINT01151] (i=1(c3]
- | 5]

§i Dl ot Settngs Reset Tods QN PDA StndardFunctons SpecalFunctions Heb From the main system selector go into File
Maintenance Menu, Accounts Payable and
Vendor Master Maintenance Created 10/26/06 NOTES General Ledger Files Menu and then
Vendor Number A1000 ** Purchase Order Address ** Vendor Maintenance.
1.Name SAMPLE VENDOR 20.PO Name Laura M.
2.Address 1 123 Broadway 21.PO Add1 456 Lake Forest Dr.
3.Address 2 Building A5 22.PO Add2 3455 International Drive Std G/L # - Enter the standard general
4City CIRCAGO 23.PO City CIRCAGO ledger number. Up to 4 genera_l ledger
5.State IL | Country 000 USA. 24.PO State IL | Country 000 U.SA. E‘V‘;it“;]%iftscg‘%:ﬁye:ﬁigr‘;oﬁ]}*;'rft‘e’f:g‘“
SZlp Code 50045 BP0 — the general ledger numbers will appear
7.Contact 60645 26.PO Phone 88888833888888388888 .
during voucher entry general ledger
8.Telephone 11111111111111111111 27.PO Fax Phone TITTTTTITTTTIII77777 distribution as the default expense
9.Fax Phone 99999999999999999999 28.PO Contact REP; JIM accounts. You may use the general
10 Fad NS st s 2 ledger numbers or override at entry time.
11.1099 Req N 30.Ship Method
12.Misc Data Jane Doe CFO 31.Frt PD Cutoff$ 0
13.Misc Data 2 32.Currency us
14.Vend Class 001 33.Combo Code 0
15.5td G/L # 4566-00 [#] 34.Dea# MG1002334
4000-00 35.Pay Status P
16.Temporary N 36.Rebate Via EDI
17.DUNS# 37.Vendor Cust# 45673TSH
18.A/R Cust# 38.Inactive Flag
19.EMail Addr JOHNSENR@T SHINC.COM
PAGE 1OF 2
NOTES
HELP OK/END | INSERT | LDELETE | PREVPG | NEXTPG | INQUIRY | CANCEL

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 10



=

Voucher Entry Menu

From the main system selector go into
Accounts Payable and then Voucher Entry.

§1 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-18 BASE.12-AP.VOUCHER] (=13
§| Fle Edt Settngs Reset Tools GUI PDA StandardFunctions SpedalFunctions Help =] &) %

Account:18 BASE.12 Port:018 Menuw:AP.VOUCHER Capture:On

2. Voucher Maintenance
3 --by Vendor
4. Voucher Deletion
5. Sequential Voucher Register
6. Daily Handcheck Register
7. Daily Expense Distribution Reports
8. Remove Vouchers from Inventory Hold
9. Vouchers on Inventory Hold Report
10. AP Vouchers on Inventory Hold with PO#
11. Manual Remove From Inventory Hold
12. Accept Variance Flag Maintenance

13. Recurring Voucher Input/Maintenance
| _Recurring | 14. Recurring Voucher Listing

15. Recurring Voucher Update

16. Open Accounts Payable Maintenance (post hand ¢

[ Open| | Maint |
Enter Selection or END : [ [#]
CONTACTS MAINT DRILL EXECING REPORTS | CAPT OFF VIEW CRM.MENU | VRM.MENU

HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 11



1 MDS for Windows Version 8.2.1 - [rs6000d.tshinc.com-28 BASE.12-SSS.VOU.CON.ENTRY01151]

3{ File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help

EEX

ey

2.CO# 01
3.PERIOD 0708
4.# OF VOUCHERS 12
5.GROSS AMT §

1.BATCH# NEW

ENTER LINE # TO CHANGE,DELETE TO DELETE,0 TO ACCEPT :

ENTRY s

The Systems House, Inc.

—

l HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Input

If batches are in use and
Parameter(34)VOU.BATCH is set tod/6the
operator will first see the batch control entry
screen.

Batch Voucher Entry

Batch# - Enter an existing batch number,
you can also click the NQUIRYdicon or
press the ¢-76function key which opens the
drop-down menu for you to select from the
available batch® or hit &ENTERto create a
new batch number.

CO# - Enter the 2 digit company code, you
can also click the INQUIRYdicon or press
the d-76function key which opens the drop-
down menu for you to select from the
available companies.

PERIOD - Enter fiscal period in YYMM
format.

# OF VOUCHERS - Enter the number of
vouchers in this batch.

GROSS AMT $ - Enter total dollar amount
for this batch.

Page 12



1 MDS for Windows Version 8.2.1 - [rs6000d.tshinc.com-28 BASE.12-SSS.VOU.CON.ENTRY01151]

&l File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help

EER

ey

1.BATCH# NEW

2.CO# 01

3.PERIOD 0708

4.# OF VOUCHERS 12

5.GROSS AMT § 1562.00

ENTER LINE # TO CHANGE,DELETE TO DELETE,0 TO ACCEPT :

ENTRY s

The Systems House, Inc.

l HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Input

ENTER LINE # TO CHANGE, DELETE TO
DELETE, 0 TO ACCEPT:

Enter a Zero (0) to accept, click on the
@®K/ENDbicon, press the ¢-26function key,
or type in the word &NDband hit <ENTER>
to accept this entry.

The user can also enter Line Number to
make desired changes.

Enter ABORT press ¢-86function key or
click on the & ANCEBicon to cancel out.

Enter ®ELETBfollowed by *** to delete an
existing record.

Page 13
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53 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-18 BASE.12-SSS.VOU.ENTRY.HDR0O1151]
4| Fle Edit Settngs Reset Tools GUI PDA Standard Functions SpedalFunctions Help

B

VOUCHER ENTRY INPUT (HEADER) CO# 01  The Systems House,
VEND# RXXXXXXX  [5] MON 0710
1.NAME BATCH#
2.ADDR1 VOU#
3.ADDR2
4.CITY,STATE CURRENCY
5.ZIP CODE CURR RATE 0.000000
6.DISCOUNT 7.FOR VALUE 0.00
TERMS
TRANS CD
8.INVOICE# E 16.PAY STATUS
9.INV DATE 17.BANK#
HAND CHECK 18.SING CHECK
10.DUE DATE 19.MISC DESC
11.DUE DT 2nd
12.GROSS AMT 0.00 20.BANK REF
13.MERCH AMT 0.00 21.HAND CHK#
14.NON-DISC 0.00 22.HAND CKDT
15.DISC AMT 0.00 23.L/C NUMBER
NET AMT 0.00
Vend Inq CheckIng = Vouching VRM Det
HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Input

If batches are not in use, Voucher Entry will
immediately take you to the Voucher Entry
Input screen.

CO# - Enter the 2 digit company code, you
can also click the 9NQUIRYbdicon or press the
d&-76function key which opens the drop-down
menu for you to select from the available
companies.

MON 71 Enter fiscal period in YYMM format.

VEND# - At the vendor number prompt you
can enter the vendor number, click on the
ANQUIRYbicon or press the ¢-76function key
which opens the pop-up inquiry box to search
for the vendor number.

Page 14
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<1 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-18 BASE.12-VENDOR.NOTES.INQ0125$1] =138 Voucher Input
- | & X

§i Fle Edt Settngs Reset Tools GUI PDA StandardFunctions Spedal Functons Help If there are any global (ALL) or Accounts

Payable (AP) vendor notes on file for this

VOUCHER ENTRY INF vendor you will se the vendor notes screen pop
up after the vendor number is entered.
Vendor  Notes Date Co P
Vnd request invoice # with payment 01/25/07 ALL
Press any key to Continue : X Page 10f1
0.00
0.00
0.00
0.00
0.00

HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 15
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51 MDS for Windows Version 8.3.6 - [rs6000d.tshinc.com-18 BASE.12-SSS.VOU.ENTRY.HDR01151]

4| Fle Edit Settngs Reset Tools GUI PDA Standard Functions SpedalFunctions Help

B

MDS AP Training Guide Base WinMDS

VOUCHER ENTRY INPUT (HEADER) CO# 01  The Systems House,
VEND# A1000 MON 0710
1.NAME SAMPLE VENDOR BATCH#
2.ADDR1 123 Broadway VOU#
3.ADDR2 Building A5
4.CITY,STATE CHICAGO,IL CURRENCY us
5.ZIP CODE 60645 CURR RATE 0.000000
6.DISCOUNT Y 7.FOR VALUE 0.00
TERMS 10.00% 10 DAYS/NET 30 DAYS
TRANS CD XX (3]
8.INVOICE# g 16.PAY STATUS
9.INV DATE 17.BANK#
HAND CHECK 18.SING CHECK
10.DUE DATE 19.MISC DESC
11.DUE DT 2nd
12.GROSS AMT 0.00 20.BANK REF
13.MERCH AMT 0.00 21.HAND CHK#
14.NON-DISC 0.00 22.HAND CKDT
Contextual Help
Enter Transaction Code: "I" - Invoice , "C" - Credit Memo,
“D" - Debit Memo or "OA"™ - On Account.
Vend Inq CheckIng | VouchIng VRM Det
HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL
Notes:

©The Systems House, Inc.

Voucher Input

DISCOUNT i This is the discount flag.
Allowable entries are Y or N.

TERMS - The vendors terms will display.

TRANS CD i Enter a transaction code. You
can also click on the aNQUIRYoicon or press
the d76function key which opens the drop-
down menu for you to select dofor Invoice, &0
for Credit Memo, ®d&for Debit Memo or @/A6
for On Account.

The operator can select 46to enter a vendor
invoice, &dif a credit is issued from your
vendor, ®6will be credited from the return to
vendor and rebate system and @/Adcan be
used for pre-paid invoices.

INVOICE # - Enter the vendor invoice
number. The system will let you know if an
invoice number for that vendor is a duplicate.

INV DATE - Hit return for today & date or
enter a date. You can also click on the drop
down box and select a date from the calendar.

HAND CHECK i Enter a &0if this is a hand
check. This field will default to N6

DUE DATE - Enter a due date or hit return
and system will calculate a date from TERMS.

DUE DATE 2™ i This field is used for On
Accounts (O/A).

OA Vouchers actually create2 vouchers. The first voucher is
an d6Invoice voucher and the second is a €0Credit Memo
against the first voucher. Both will have the same invoice
number. Net effect to accounts payable balance is $0.
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P |

MDS for Windows Version 8.3.15 - [rs6000d.tshnj.com-25 BASE.12-SSS.VOU.ENTRY.HDRO1151]
File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help

CE®

VEND#
1.NAME
2.ADDR1
3.ADDR2
4.CITY,STATE
5.ZIP CODE
6.DISCOUNT

TERMS

TRANS CD
8.INVOICE#
9.INV DATE

HAND CHECK
10.DUE DATE
11.DUE DT 2nd
12.GROSS AMT
13.MERCH AMT
14.NON-DISC
15.DISC AMT

NET AMT

VOUCHER  ENTRY  INPUT

A1000

SAMPLE VENDOR

123 Broadway

Building A5

CHICAGO,IL

60645

Y

10.00% 10 DAYS/NET 30 DAYS
I

123321 [re
07/10/07

N

07/20/07

1000.00
1000.00
0.00
100.00
900.00

(HEADER)

Co#
MON
BATCH#
VOuU#

CURRENCY
CURR RATE

7.FOR VALUE

16.PAY STATUS
17.BANK#
18.SING CHECK
19.MISC DESC

20.BANK REF
21.HAND CHK#
22.HAND CKDT
23.LJC NUMBER

ENTER LINE# TO CHANGE , 'DELETE’ TO DELETE OR ‘0" TO ACCEPT THE HEADER:

[

01 The Systems House, Inc.

0710

us
0.000000
0.00

100 FIDELITY UNION TRUST

N

misc description for invoice

VendInq Check Inq
HELP OK/END

Vouch Inq VRM Det

INSERT LDELETE

PREV PG

NEXT PG INQUIRY

CANCEL

Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Input

GROSS AMT i Enter the total invoiced
amount.

MERCH AMT - Enter the merchandise
(discountable amount). Hit ENTERto default
entire invoice amount.

NON-DISC i This is the remainder of invoice;
freight, surcharge or non-discountable items.

DISC AMT 1 This will be calculated for you
based on the discount field.

NET AMT - Total for disbursement (payment)
and will be calculated automatically.

PAY STATUS - Enter a pay status. You can
also click on the dNQUIRYoicon or press the
&-76function key which opens the drop-down
menu for you to select d&6for pay voucher or
d&No6do not pay voucher.

If dNbis entered the voucher will require
maintenance to remove the dodand allow
voucher to be paid.

BANK# - Enter a bank. You can also click the
ANQUIRYbicon or press the ¢-76function key
which opens the drop-down menu for you to
select from the available banks.

SING CHECK i Enter a &®6if you want this
voucher to print on a single check. This field
will display to dNO

MISC DESC - Enter a miscellaneous
description if you want this to print on memo
on the check; which will also display on
maintenance by Vendor.

Note: the last four fields are only used for paid
handchecks. These will be discussed later.
They are: Bank Reference, Hand Check
Number, Hand Check Date, and Letter of
Credit Number.
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ENTER LINE # TO CHANGE, DELETE TO DELETE, 0 TO ACCEPT:

Enter a Zero (0) to accept, click on the ®K/ENDbicon, press the d¢26function key, or type in the word d&NDband hit <ENTER> to accept this entry.
The user can also enter Line Number to make desired changes.

Enter ®BORT press d-86function key or click on the &CANCEBicon to cancel out.

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 17



MDS for Windows Version 8.3.15 - [rs6000d.tshnj.com-25 BASE.12-SSS.VOU.ENTRY.DET01151]
File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help

VEND#
NAME
INVOICE#
INV DATE
DUE DATE
GROSS AMT
MERCH AMT
NON-DISC
DISC AMT
NET AMT
LN#

1 POOOOOXXXXXXXXXX

VOUCHER ENTRY INPUT (DETAIL) Co# 01 The Systems House, Inc.
A1000 MON 0710
SAMPLE VENDOR BATCH#
123321 @& VOuU#
07/10/07 STANDARD  G/L#S GROSS TOTAL
07/20/07 1000.00
1000.00 01-4010-00 EQUIPMENT- COST OF SALES
1000.00 01-4000-00 EXPENSE ACCOUNTS DIST BALANCE
0.00 01-1000-00 ASSETS 1000.00
100.00
900.00
/L# DESC JOB NO PO# RECEIVER# DIST AMT
¥ 0.00
0.00
0.00
0.00

Contextual Help

Enter G

al Ledg Numb

or <RETURN> for Standard G/L# - 1.

Gross Amt
HELP

OK/END INSERT

LDELETE PREV PG

NEXT PG

INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Input

ENTER LINE # TO CHANGE, DELETE TO
DELETE, 0 TO ACCEPT:

Enter a Zero (0) to accept, click on the
@®K/ENDbicon, press the ¢-26function key, or
type in the word &NDdand hit <ENTER> to
accept this entry.

The user can also enter Line Number to make
desired changes.

Enter ABORT press ¢-86function key or click
on the &CANCEABicon to cancel out.

G/L# - The standard general ledger numbers
are displayed from vendor maintenance. Hit
ENTERo select the the first standard general
ledger number. The operator can also enter
the general ledger number, click on the
ONQUIRYaicon or press the ¢-76function key
which opens the pop-up inquiry box to search
for the general ledger number.

JOB NO i This field is optional and used for
another method of tracking and reporting
within MDS. Enter job number, you can also
click the dNQUIRYbicon or press the ¢-76
function key which opens the drop-down menu
for you to select from the available job
numbers.

If you are utilizing the AP/PO Interface the
purchase order number and receiver number
fields need to be entered.

PO# - Enter purchase order number, you can
also click the ANQUIRYbicon or press the ¢76
function key which opens the drop-down menu
fo[jyou to select from the available purchase
orders.

RECEIVER# - Enter receiver number, you can
also click the BNQUIRYoicon or press the ¢-76
function key which opens the drop-down menu
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for you to select from the available receivers.

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 18



$1 MDS for Windows Version 8.3.15 - [rs6000d.tshnj.com-25 BASE.12-SSS.VOU.ENTRY.DET011$1] =13 voucher Input
- 8 X

4| Fle Edt Settngs Reset Tools GUI PDA StandardFunctions SpedalFunctions Help

DIST AMT i Enter the distribution amount for

VOUCHER  ENTRY  INPUT Co# 01|  The Systems House, Inc. this general ledger. Hit enter to automatically
VEND# A1000 MON 0710 fill in the remaining amount.
NAME SAMPLE VENDOR BATCH#
INUOICES — - VOous ENTER LI NE# TO CHANGE,
INV DATE 07110107 STANDARD  G/L#S GROSS TOTAL VOUCHER, 6ADDO6 TO ADD
DUE DATE 07/20/07 1000.00 ODELETE® TO DELETE VOU
GROSS AMT 1000.00 01-4010-00 EQUIPMENT- COST OF SALES
MERCH AMT 1000.00 01-4000-00 EXPENSE ACCOUNTS DIST  BALANCE Enter a Zero (0) to accept, click on the
NON-DISC 0.00 01-1000-00 ASSETS 0.00 60K/ END6 icon, press t
DISC AMT 100.00 type in the word O6ENDS®S
NET AMT 900.00 accept this entry.
LN# G/L# DESC JOB NO PO# RECEIVER# DIST AMT
1 __[01-4010.00 10 130257 981.00 The user can also enter Line Number to make
EQUIPMENT- COST OF SALES COMPUTER ACQUISITION desired changes. You also have the ability to
2 01-4000-00 10 19.00 enter OAO to add a new
EXPENSE ACCOUNTS COMPUTER ACQUISITION
3 0.00 Enter 6ABORTG6, press 6

on the O6CANCELO6 icon t
4 0.00

Upon 6006 to accept the
assigned.

ENTER LINE# TO CHANGE , '0' TO ACCEPT VOUCHER ,

‘ADD’ TO ADD LINES OR 'DELETE' TO DELETE VOUCHER: XXXXXX . -
If the AP/PO Interface is utilized and you enter

VOUCHER NUMBER: 01001185 IS ON INVENTORY HOLD , Hit <RETURN> a inventory general ledger number the
message will appear:

Gross Amt
l HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL VOUCHER NUMBER: IS ON INVENTORY

Notes: HOLD, Hit <RETURN>.

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 19



51 MDS for Windows Version 8.3.15 - [rs6000d.tshnj.com-57 BASE.12-SSS.VOU.ENTRY.DET01151]

'5{ File Edit Settings Reset Tools GUI PDA Standard Functions Specal Functions Help

DEX

VOUCHER ENTRY INPUT (DETAIL) Co# 01 The Systems House, Inc.
VEND# A1000 MON 0710
NAME SAMPLE VENDOR BATCH#
INVOICE# 999888 [ oU# 01001091 - EEX|
INV DATE 07/12/07 STANDARD GIL#S GROSS TOTAL -8 X
DUE DATE 07/22/07 100.00
GROSS AMT 100.00 01-4010-00 EQUIPMENT- COST OF SALES House, Inc.
MERCH AMT 100.00 01-4000-00 EXPENSE ACCOUNTS DIST BALANCE
NON.DISC 0.00 01-1000-00 ASSETS 0.00
DISC AMT 10.00
NET AMT 90.00 ROSS TOTAL
LN# G/L# DESC JOB NO PO# RECEIVER# DIST AMT 100.00
1 01-1410-00 100.00
EROSIS BT BALANCE
2 0.00 0.00
3 0.00
DIST AMT
4 0.0 100.00
0.00
'OA’ VOUCHER NUMBER ASSIGNED IS: 01001091 , Hit <RETURN> | 0.00
4 0.00
ross Amt
HELP OK/END INSERT LDELETE = PREVPG | NEXTPG | INQUIRY CANCEL
. VOUCHER NUMBER ASSIGNED IS: 01001090 , Hit <RETURN> |
Voucher #2
S ——_
Voucher #1
Gross Amt
HELP OK/END INSERT LDELETE = PREVPG NEXT PG INQUIRY CANCEL
Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Input

When an On Account
(O/A) voucher is
accepted it assigns 2
vouchers. The first
voucher is an 6
Invoice voucher and
the second is a &b
Credit Memo against
the first voucher.
Both will have the
same invoice
number. Net effect
to accounts payable
balance is $0.

The first voucher
number reads:
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VOUCHER NUMBER ASSIGNED IS: Hit <RETURN>

In addition, you will get a second screen with @AVOUCHER
NUMBER ASSIGNED IS: Hit <RETURN>

This is the number for second (Credit) voucher.

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 20



$1 MDS for Windows Version 8.2.1 - [rs6000d.tshnj.com-57 BASE.12-SSS.VOU.MAINT.HDR01151]

Sl File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help

EEX

VEND#
NAME
ADDR1
ADDR2
CITY,STATE
ZIP CODE
TERMS

TRANS CD
2.INVOICE#
3.INV DATE
4.DUE DATE
5.GROSS AMT
6.MERCH AMT
7.NON-DISC
8.DISC AMT

NET AMT

VOUCHER

MAINTENANCE
A1000

SAMPLE VENDOR

123 Broadway

Building A5

CHICAGO,IL

60645

10.00% 10 DAYS/NET 30 DAYS

123321
07/10/07
07/20/07
1000.00
1000.00
0.00
100.00
900.00

(HEADER) Co# 01 The Systems House,
OU# 01001086
MON 0710
BATCH#
CURRENCY us
CURR RATE 0.000000
1.FOR VALUE 0.00
9.PAY STATUS N
10.BANK# 100 FIDELITY UNION TRUST

11.SING CHECK
12.MISC DESC

N

misc description for invoice

ENTER LINE# TO CHANGE, "CANCEL" TO EXIT OR "0" TO ACCEPT THE HEADER: XXXXXX
l HELP OK/END INSERT LDELETE = PREVPG | NEXTPG | INQUIRY = CANCEL
Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Maintenance

Accounts payable voucher maintenance is used
to maintain a voucher after voucher entry and
before cash disbursements. This maintenance
requires the input of a voucher number.

CO# - Enter the 2 digit company code, you

can
6F7

al
6 f

so click
unction

t he
k ey -dommi c

o1

menu for you to select from the available
companies.

VOU# - Enter the voucher number to be
maintained.

ENTER

E X1

Enter a Zero (0) to accept, click on the
6 OK/ ENDG6 i

typ

T OR

e i

LI
noo

con,
n the wor

accept this entry.

press

d

O0END

The user can enter Line Number to make
desired changes on the header screen.

Ent
on

er
t he

0ABORTOG,
6 CANCELO

press

con
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51 MDS for Windows Version 8.2.1 - [rs6000d.tshnj.com-57 BASE.12-SSS.VOU.MAINT.DET011$1] Hl=)lL30 Voucher Maintenance
- 8 X

Sl File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help

ENTER LINE# TO CHANGE, fi00 TO

VOUCHER  MAINTENANCE (DETAIL) Co# 01 The Systems House, ACCEPT VOUCHER, ADDOTO ADD LINES
VEND# A1000 MON 0710 OR &6TO CANCEL THIS SESSION:
NAME SAMPLE VENDOR BATCH#
INVOICE# SEEEE Vou# i Enter a Zero (0) to accept, click on the
INV DATE 07/10/07 STANDARD GI/L#S GROSS TOTAL @K/ENDbicon, press the ¢26function key, or
DUE DATE 07/20/07 1000.00 type in the word &NDband hit <ENTER> to
GROSS AMT 1000.00  01-4010-00 EQUIPMENT- COST OF SALES accept this entry.
MERCH AMT 1000.00  01-4000-00 EXPENSE ACCOUNTS DIST BALANCE
NON-DISC 0.00)  01-1000-00 ASSETS 0.00 The user can enter Line Number to make
DISC AMT 100.00 desired changes to any distribution line on the
NET AMT 900.00 detail screen. You also have the ability to
LN# GIL# DESC JOB NO PO# RECEIVER# DIST  AMT enter &Gto add a new line.
1 01-4010-00 10 130257 981.00
EQUIPMENT- COST OF SALES COMPUTER ACQUISITION Enter ABORT press #80function key or click
2 01-4000-00 07 19.00 on the &CANCEDbicon to cancel out.
EXPENSE ACCOUNTS OUTSIDE SERVICING
3 0.00
4 0.00

ENTER LINE# TO CHANGE , '0' TO ACCEPT VOUCHER ,

"ADD’ TO ADD LINES OR 'C' TO CANCEL THIS SESSION: XXXXXX
l HELP OK/END INSERT LDELETE | PREVPG = NEXTPG = INQUIRY & CANCEL
Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 22



$1 MDS for Windows Version 8.2.1 - [rs6000d.tshnj.com-57 BASE. 12-SSS.VOU.MAINT.VEND01151]

EEX

51 File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help
VOUCHER MAINTENANCE BY VENDOR

VENDOR# A1000 SAMPLE VENDOR A/P BALANCE 0002740.20
COo# A

LN# VOUCHER# VENDOR-INVOICE# INV-DATE DUE-DATE GROSS-AMT DISC-AMT NET/OPEN
MISC. DESCRIPTION BANK# PAY-STAT SING-CHK

56 01001087 345543 07/11/07 07/11/07 -25.00 0.00 -25.00
Credit Memo 100 P

57 01001088 34555 07/12/07 07/22/07 -30.00 -3.00 -27.00
debit memo 100 P

58 01001090 999888 07/12/07 07/22107 100.00 10.00 90.00
OA Invoice Voucher 100 P N

59 01001091 999888C 07/12/07 07/30/07 -100.00 0.00 -100.00
OA Invoice Voucher 100 P N

60 02000000 INV-1 10/26/04 12/10/04 9999999.00 0.00 9999999.00

100 N N
61 02000002 01000001 05/16/07 06/10/07 5.00 0.10 4.90
100 N N
ENTER LINE# TO CHANGE , '0' TO ACCEPT OR 'C’' TO CANCEL THIS SESSION: XXXXXX
l HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Maintenance by Vendor

Accounts payable voucher maintenance by
vendor is used to maintain a voucher after
voucher entry and before cash disbursements.
This maintenance requires the input of a
vendor number.

This maintenance shows all vouchers for a
specific vendor. The user has the ability to
maintained specific fields.

VENDORY# - The operator can also enter the
vendor number, click on the dNQUIRYbicon or
press the ¢-76function key which opens the
pop-up inquiry box to search for the vendor
number.

CO# - Enter the 2 digit company code, you
can also click the 9NQUIRYbicon or press the
&76function key which opens the drop-down
menu for you to select from the available
companies.

VENDOR-INVOICE# - Enter the new vendor
invoice number or hit enter to bypass this field.

INV -DATE i Enter the new invoice number or
hit enter to bypass this field.

DUE-DATE i Enter the new due date or hit
enter to bypass this field.

DISC-AMT i Enter the new discount date or
hit enter to bypass this field.
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$1 MDS for Windows Version 8.2.1 - [rs6000d.tshnj.com-57 BASE. 12-SSS.VOU.MAINT.VEND01151]

EEX

Sl File Edit Settings Reset Tools GUI PDA Standard Functions Spedcial Functions Help
VOUCHER MAINTENANCE BY VENDOR —
VENDOR# A1000 SAMPLE VENDOR A/P BALANCE 0002740.20
COo# A
LN# VOUCHER# VENDOR-INVOICE# INV-DATE DUE-DATE GROSS-AMT DISC-AMT NET/OPEN
MISC. DESCRIPTION BANK# PAY-STAT SING-CHK
56 01001087 345543 07/11/07 07/11/07 -25.00 0.00 -25.00
Credit Memo 100 P
57 01001088 34555 07/12/07 07/22/07 -30.00 -3.00 -27.00
debit memo 100 P
58 01001090 999888 07/12/07 07/22107 100.00 10.00 90.00
OA Invoice Voucher 100 P N
59 01001091 999888C 07/12/07 07/30/07 -100.00 0.00 -100.00
OA Invoice Voucher 100 P N
60 02000000 INV-1 10/26/04 12/10/04 9999999.00 0.00 9999999.00
100 N N
61 02000002 01000001 05/16/07 06/10/07 5.00 0.10 4.90
100 N N
ENTER LINE# TO CHANGE , '0' TO ACCEPT OR 'C’' TO CANCEL THIS SESSION: XXXXXX
l HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL
Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

Voucher Maintenance by Vendor

MISC i Enter new miscellaneous information
or hit enter to bypass this field.

BANK# 1 Enter a new back number, you can
also click the 61 NQUI R
function key which opens the drop-down menu
for you to select from the available banks.

SINGCHECKi Enter a oO0YO6 i f
voucher to print on a

ENTER
OR 06C6bo

LI NE# TO CHANGE,
TO CANCEL THI S

Enter a Zero (0) to accept, click on the

60K/ ENDOG6 i con, press t
type in the word O6ENDS®G
accept this entry.

The user can enter Line Number to make
desired changes.

Enter O6ABORTS®G, press 0
on the O6CANCELO6 icon t
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§3 MDS for Windows Version 8.2.1 - [rs6000d.tshnj.com-36 BASE. 12-SSS.VOU.DELETEO1151]

CE®

'ﬁl File Edit Settings Reset Tools GUI PDA Standard Functions Spedal Functions Help
VOUCHER  DELETION CO# 01 The Systems House,
VEND# A1000 VOu# 01001081
NAME SAMPLE VENDOR MON 0701
ADDR1 123 Broadway BATCH#
ADDR2 Building A5
CITY,STATE CHICAGO,IL
ZIP CODE 60645
TERMS 10.00% 10 DAYS/NET 30 DAYS
TRANS CD |
INVOICE# 113 PAY STATUS P
INV DATE 06/22/07 BANK# 100 FIDELITY UNION TRUST
DUE DATE 07/02/07 SING CHECK N
GROSS AMT 1.00 MISC DESC
MERCH AMT 1.00 HAND CHECK#
NON-DISC 0.00
DISC AMT 0.10 1.DEL DATE 07/30/07
NET AMT 0.90
ENTER LINE# TO CHANGE, "CANCEL" TO EXIT, OR "DELETE" TO DELETE VOUCHER: DELETE
l HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS

©The Systems House, Inc.

AP Voucher Deletion

Accounts payable voucher deletion is used to
delete a voucher.

CO# - Enter the 2 digit company code, you
can also click the dNQUIRYdicon or press the
d&-76function key which opens the drop-down
menu for you to select from the available
companies.

VOU# - Enter the voucher number, you can
also click the dNQUIRYbicon or press the ¢-76
function key which opens the drop -down menu
for you to select from the available vouchers.

DEL DATE i Hit return for today & date or
enter a date. You can also click on the drop
down box and select a date from the calendar.

ENTER LINE# TO CHANGE, ACANCELOTO
EXIT, OR ADELETEO TO DELETE VOUCHER:

Enter a Zero (0) to accept, click on the
@®K/ENDbicon, press the d-26function key, or
type in the word &ENDSand hit <ENTER> to
accept this entry.

The user can also enter Line Number to make
desired changes. You also have the ability to
enter @6to add a new line.

Enter ABORT press d-86function key or click
on the CANCELRicon to cancel out.
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Sequential Voucher Register

The sequential voucher register lists all
vouchers entered and maintained on the
Sequential Voucher Listing system since the last time this report was run
and cleared. Y*** clears the register file but
does NOT do any updating.

51 MDS for Windows Version 8.2.1 - [rs6000d.tshnj.com-15 BASE. 12-SEQ.VOU.LIST$1] Q@@
3{ File Edit Settings Reset Tools GUI PDA Standard Functions Specal Functions Help - 8 X

This register is not required for CD. It is used
to check that all invoices have a voucher
entered and to check GL distribution. Report
will show almost all fields and the distribution
lines. Gives total by period, by company.

2. Batch Number (6N) or "A" for All Deleted vouchers will appear with a D after the
number.

1. Company Number (2N) or 'A’ for All 01 The Systems House, Inc.

Company Number( 2A) or Adbfor All

Enter the 2 digit company code, enter @&for all
companies or you can also click the 6NQUIRY0
icon or press the d-76function key which opens
the drop-down menu for you to select from the
available companies.

Batch number ( 6N) or \6for All

Enter a batch number, enter @6for all batches
or you can also click the dNQUIRYbicon or
press the ¢-76function key which opens the
drop-down menu for you to select from the

Enter Line# to Change , ‘0’ to Accept and Print or '"ABORT": 0 available batches.

l HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL

Notes:

MDS AP Training Guide Base WinMDS ©The Systems House, Inc. Page 26



Sequential Voucher Register

Z& Adobe Acrobat Standard - [SequentialVoucherListing.pdf] = @
X

% Fle Edt View Doament Toos Advanced Window Hep -8
“"Open & B o) Print @ Emai “ Search -j Create POF v ') Review & Comment ~ ﬁ Secure v ZSqn -
. —— 0 ENTER LINE # TO CHANGE, 0 TO ACCEPT
WANE Text v ® - ALY @ 125% v 0% A 1= HowTo.? v .
(| Diseecren - [ | & - (] J[J @ 2% - @ i and Print or ABORT:
0
"
- A .
g Enter a Zero (0) to accept, click on the
2 SEQUENTIAL VOUCHER LISTING DATE: 07/12/07 PAGE 2 60K/ END& icon, press t
C0: 01 The Systems House, Inc. TIME: 23:26:11 . £ ~
o FISCAL: 0703 type in the word O6ENDS®S
o accept this entry.
H VOUCH# VEND NO. VENDOR NAME INVOICE NO.  INV DATE DUE DATE GROSS AMT DISCOUNT NET AMOUNT JOB# BANK REF
g G/L CODE  DIST. AMI.
€
-
; #001058 A1000  SAMPLE VENDOR INV-E-1 03/22/07 04/01/07  700.00  70.00  630.00 The user can enter Line Number to make
! 01-6000-00 200,00 desired changes on the header screen.
-l *++ TOTAL: 700.00
= 001059 A1000  SAMPLE VENDOR INV-E-2 03/22/07 04/01/07  450.00  45.00  405.00
7: Enter O6ABORTSOG, press 0
H 01-6600-00 450.00 . L
g 44+ TOTAL: 450.00 on the O6CANCELO6 icon t
1 001060 CONNIE CONNIE TEST VENDOR TEST123 03/28/07 03/28/07 10.00  0.00 10.00
b s IF 'Y' IS ANSWERED, TEMPORARY PRINT
001061 CONNIE CONNIE TEST VENDOR 124 03/30/07 03/30/07 ~ 100.00  0.00  100.00 FILE WILL BE CLEARED.
01-6000-00 100.00 DID THE REPORT PRINT
SRS 190,00 SATISFACTORILY (Y/N):
001062 CONNIE CONNIE TEST VENDOR 125 03/30/07 03/30/07 40.00  0.00 40.00
2 01-6000-00 40.00
g #44 T0TAL: 40.00 Enter Y*** if the report printed satisfactorily.
£ 001063 CONNIE CONNIE TEST VENDOR 126 03/30/07 03/30/07  165.00  0.00  165.00
o
1™ 01-6000-00 165.00
*4++ TOTAL: 165.00
FISCAL: 0703 TOTAL: 1465.00 115.00  1350.00 1465.00
I b
o] 1ux85n_ & >
4 4 20f7 PO O L (=]

(- SintemetExplorer  ~ 4 Paim Desktop © 5MaosoftOutiook  ~| ] AP TrainingGuide20... = [ APGude2007 2 Adobe Acrobat Stand... RLRY) 9,0
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AP/PO Interface - Summary

iAP/ PO Interface- Summary

== Voucher Entry: "1" for Inventory Transaction
Code, PO and Receiver Number required
during General Ledger distribution.

= All vouchers go on Inventory Hold

= Must run: Remove Vouchers from Inventory
Hold

= Use the following additional menu items:
= Vouchers on Inventory Hold Report

= AP Vouchers on Inventory Hold with PO#
= Manual Remove From Inventory Hold

MDS AP Training Guide 28

Notes:
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Remove Vouchers from Inventory Hold

%1 MDS for Windows Version 8.2.1 - [rs6000d.tshnj.com-13 BASE. 12-AP.INV.HOLD.RELS1] (=13
8 X

&l File Edit Settngs Reset Tools GUI PDA Standard Functions Spedal Functions Help AP/PO Interface = (Batch)
If the AP/PO Interface is active, all vouchers
Remove Vouchers - Inventory Hold (Batch) Capture:On with an inventory general ledger number are

automatically put on Inventory hold. Running
this program checks the AP/PO differential and
vendor status and will remove appropriate
vouchers from inventory hold. There is no
report produced.

Press <RETURN> to Process Report,
Line# to Change, or ABORT:

Press ORETURNOG, enter
60K/ END6 icon, or pres
process the report.

Click on the O6ABORTO® i
function key to abort out of the report.

Press <RETURN> to Process Report, Line# to Change, or ABORT : BIXXXXX
CAPT OFF
HELP OK/END INSERT LDELETE PREV PG NEXT PG INQUIRY CANCEL
Notes:
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Vouchers on Inventory Hold Report

&1 MDS for Windows Version 8.2.1 - [rs6000d.tshnj.com-13 BASE. 12-VOUCH.ON.HOLDS1] (=13
8 X

3{ File Edit Settings Reset Tools GUI PDA Standard Functions Spedial Functions Help AP/PO Interface - This report will print all open account payable

vouchers on Inventory hold. It is for use with
Vouchers in Suspense Report Capture:On the AP/PO interface. You have the option to
update the number of exceptions in the
exception counter. Vouchers are put on hold if
the difference between the Merchandise
(Merch) amt of the voucher and the received
amt of PO is > the AP tolerance.

Press <RETURN> to Process Report,
Line# to Change, or ABORT

PressRETURN enter a Zero (0), click on the

@K/ENDbicon, or press the d-26function key to
process the report.

Click on the ABORDicon or press the ¢-86
function key to abort out of the report.

DO YOU WANT TO UPDATE THE
EXCEPTION COUNTERS (Y/N)

Answering &*** éwill update the counter as to
how many times this voucher has appeared on
this report.

DO YOU WANT TO UPDATE THE EXCEPTION COUNTERS (Y/N) Y
CAPT OFF
HELP DK/END INSERT LDELETE =~ PREVFPG NEXT PG INQUIRY CANCEL
Notes:
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& Adobe Acrobat Standard - [VouchersinSuspenseReport.pdf]
% Fie Edt Vew Doament Toos Advanced Window Hep
?Opeﬂ & H

(v PNt @; Email ”Searcn -,;c Create POF ~ -"‘ Review & Comment ~ ly_‘p Secure v Z Sign v

O [T seecree - @1 & - () O [ © 50% - @[ 0% 0] i vowro2 -
M
£ A
E VOUCHERS IN SUSPENSE REPORT RUN : 11:13:50pm 16 Jul 2007
§ FOR COMPANY 01 PAGE : 2
’ DEPT. VOUCH#.. VEND#..... VENDOR.NAME.........o00un GROSS.AMT. DISC.AMT. INV.DATE DUE.DATE PAY.CODE REC#.. #.EXCEPT
L4
g
g 00 01001053 Joy J0Y'S PONY SHAMPOO CO 200.00 6.00 01/30/07 02/04/07 N 004872 2
5 00 01001057 Joy J0Y'S PONY SHAMPOO CO 150.00 4.50 02/07/07 02/12/07 N 004886 2
00 01001070 A1000  SAMPLE VENDOR 75.00  7.50 05/16/07 05/26/07 P 004951 1
7 00 01001060 CONNIE  CONNIE TEST VENDOR 10.00 0.00 03/28/07 03/28/07 N 004970 2
] 00 01001061 CONNIE ~ CONNIE TEST VENDOR 100.00 0.00 03/30/07 03/30/07 N 004970 1
3 00 01001062 CONNIE  CONNIE TEST VENDOR 40.00 0.00 03/30/07 03/30/07 N 004970 1
Val 00 01001065 RJ11 RACHEL VEND 55.00 0.00 04/24/07 04/24/07 P 004974 1
H 00 01001066 R11 RACHEL VEND 55.00 0.00 04/25/07 04/25/07 P 004975 1
& 00 01001083 Al11 TEST VEND 10.00 0.0 06/28/07 06/28/07 P 005011 1
ﬂ 00 01001086 A1000 SAMPLE VENDOR 1,000.00  100.00 07/10/07 07/20/07 N 1
00 01000747 A1000 SAMPLE VENDOR 9,999,999, 0.00 02/02/05 03/04/05 ¥ 3
00
003715
TOTAL DEPT 00 10,303,375 458.85
2 .00
2
] wae 10,303,375 458.85
o .00
TOTAL COMPANY 01 10,303,375 458.85
.00
|
¢ 11x85n &
44 203 PO O i

Notes:
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Vouchers on Inventory Hold

Report

The exception counter appears in the last
column of the report under the heading

EXCEPT.
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AP Vouchers on Inventory Hold with PO#

For use with AP/PO interface. This report will
print all open AP on inventory hold with
Purchase Order numbers. (ltems put on hold
by the AP/PO interface).

Company

In this field the operator has the option of
selecting &ll Companies) €Company Rangeor
&pecific Company

Vendor

In this field the operator has the option of
selecting All Vendors) &/endor Range&dor
&pecific VendoH

Batch Number

In this field the operator has the option of
selecting All Batches) ®atch Rangedor
&pecific Batchd

Press <RETURN> to Process Report,
Line# to Change, or ABORT:

Press&RETURN enter a Zero (0), click on the
@K/ENDbicon, or press the d-26function key to
process the report.

The user can also enter Line Number to make
desired changes.

Notes:

Click on the ABORDicon or press the ¢-86
function key to abort out of the report.
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