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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 óHELPô icon or by pressing the <F1> 
function key.  Help text is setup as two layers.  By 
pressing óF1ô at the first field on the screen, an 
overall description of the master file will be 
displayed.  If óF1ô is pressed at a specific field 
within the master file, a detailed description of the 
field and itsô use will be displayed.

OK/END ïThe OK/END function is available by 
clicking on the óOK/ENDô icon, pressing the óF2ô 
function key, or by typing in the word óENDô and 
hitting <ENTER>.  This function key acts an 
óacceptô within a program.  It will also takes you 
back a menu within menus.

INSERT ïThe INSERT function is available by 
clicking on the óINSERTô icon or by pressing the 
óF3ô function key.  The INSERT mode feature 
allows insertion of letters or numbers into existing 
text.  

LDELETE ïThe LINE DELETE function is 
available by clicking on the óLDELETEô icon or by 
pressing the óF4ô function key.  The LDELETE 
function allows you to delete a line from the 
master file.  Simply bring the cursor to the line 
you wish to delete, and click or press óF4ô.

PREV PAGE ïThe PREVIOUS PAGE function is 
available by clicking on the óPREV PGô icon or by 
pressing the óF5ô function key.  This function 
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.



Notes:

_______________________________________________________
_______________________________________________________
_______________________________________________________

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

Master File Maintenance Function Keys

NEXT PG ïThe NEXT PAGE function is available 
by clicking on the óNEXT PGôicon or by pressing 
the óF6ô function key.  This function would be 
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 ïThe INQUIRY function is available 
by clicking on the óINQUIRYôicon or by 
pressing the óF7ô function key.  This function 
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 clicks on the óINQUIRYô icon or óF7ô is 
pressed the inquiry can be made to display 
products on file (to eliminate duplication).  If you 
click on the óINQUIRYô icon or press the óF7ô 
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.

CANCEL ïThe CANCEL function is available by 
clicking on the óCANCELôicon or by pressing the 
óF8ô function key.  This function is used to end a 
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 ïThe Off function is available by clicking on 
the óOffô icon or by pressing the óF9ô function at 
any menu.  This function will disconnect your 
session from WinMDS.

Popup ïThe Popup function is available by 
clicking on the óPopupô icon or by pressing the 
óF12ô function key.  This function will bring up a 
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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.

These function keys change in each of the 
programs that you are in.  For example, 
Product File Price Maintenanceôs top row of 
function keys will be different than Batch 
Price Changes ïby Vendorôs top row of 
function keys.

CONTACTS - The CONTACTS function is 
available by clicking on the óCONTACTSô 
icon or by pressing the Shift+óF2ô function 
key.  This will bring the user to the Contacts 
inquiry.

MAINT - The MAINTENANCE function is 
available by clicking on the óMAINT ôicon or 
by pressing the Shift+óF3ô function key.  This 
will bring the user to the File Maintenance 
menu.

DRILL - The DRILL function is available by 
clicking on the óDRILL ôicon or by pressing 
the Shift+óF4ô function key.  This will bring 
the user to the Drill Down menu.

EXECINQ - The EXECUTIVE INQUIRY is 
available by clicking on the óEXECINQô icon 
or by pressing the Shift+óF5ô function key.  
This will bring the user to the Executive 
Inquiry.

REPORTS ïThe REPORTS module is 
available by clicking on the óREPORTSô icon 
or by pressing the Shit+ôF6ô function key.

CAPT OFF - The CAPTURE OFF function is 
available by clicking on the óCAPT OFFô icon 
or by pressing the Shift+óF7ô function key.  
This will disable all available reports from 
going to Report Capture.
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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 óVIEWô icon or by pressing the Shift+óF8ô 
function key.  This will forward the user to Report 
Capture and display all reports previously ran.

CRM.MENU ïThe CRM.MENU function is 
available by clicking on the óCRM.MENUôicon or 
by pressing the Shift+ôF9ô function key.  This will 
forward the user to the Customer Relationship 
Management menu.

VRM.MENU ïThe VRM.MENU function is 
available by clicking on the óVRM.MENUôicon or 
by pressing the Shift+ôF10ô function key.  This will 
forward the user to the Vendor Relationship 
Management menu.
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Accounts Payable Parameters

Parameter file setting should be setup 
before going live.

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

33 - CD.MO - future months for Cash 
Disbursements

34 VOU.BATCH ïAre 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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Company File Settings

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

AP settings in the Company File:

Set the AP Allowance (AP/PO interface):  

AP Allow Tier 1 - Enter the accounts 
payable allowance dollars for purchase 
orders.  This is used to remove vouchers 
from inventory hold automatically and to 
SET the accept variance flag automatically 
as part of the purchase order accrual 
reports.

AP Allow Tier 2 (CODE) ïSecond tier 
code (either F or P) for flat amount or a 
percentage to be used in manual release 
from inventory hold (vouchers) and accept 
variance flag maintenance (purchase 
orders).  Allowable entries are F or P.

AP Allowance 2nd Tier (VALUE) - The 
value is either a flat amount or a 
percentage to be used in manual release 
rrom inventory hold (vouchers) and 
accept variance flag maintenance 
(purchase orders).

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 
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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 
Operator in 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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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 
example, "A" may be for assets, "Lñ for 
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 in-transit 
interface in conjunction with cost evaluation:

'I' First Cost (Inventory)

'O' Ocean Freight

'S' Insurance

'D' Duty

'B' Brokerage

'F' Inland Freight
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Vendor Maintenance

From the main system selector go into File 
Maintenance Menu, Accounts Payable and 
General Ledger Files Menu and then 
Vendor Maintenance.

Std G/L # - Enter the standard general 
ledger number. Up to 4 general ledger 
numbers may be entered for this vendor 
(without company number). If entered, 
the general ledger numbers will appear 
during voucher entry general ledger 
distribution as the default expense 
accounts.  You may use the general 
ledger numbers or override at entry time.
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Voucher Entry Menu

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

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

Batch Voucher Entry

Batch# - Enter an existing batch number, 
you can also click the óINQUIRYô icon or 
press the óF7ô function key which opens the 
drop-down menu for you to select from the 
available batchôs or hit óENTERô to create a 
new batch number.

CO# - Enter the 2 digit company code, you 
can also click the óINQUIRYô icon or press 
the óF7ô function 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.
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Voucher Input

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

Enter a Zero (0) to accept, click on the 
óOK/ENDô icon, press the óF2ô function key, 
or type in the word óENDô and hit <ENTER> 
to accept this entry.

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

Enter óABORTô, press óF8ô function key or 
click on the óCANCELô icon to cancel out.

Enter óDELETEô followed by *** to delete an 
existing record.
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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 óINQUIRYô icon or press the 
óF7ô function key which opens the drop -down 
menu for you to select from the available 
companies.

MON ïEnter fiscal period in YYMM format.

VEND# - At the vendor number prompt you 
can enter the vendor number, click on the 
óINQUIRYô icon or press the óF7ô function key 
which opens the pop-up inquiry box to search 
for the vendor number.
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Voucher Input

If there are any global (ALL) or Accounts 
Payable (AP) vendor notes on file for this 
vendor you will se the vendor notes screen pop 
up after the vendor number is entered. 
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Voucher Input

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

TERMS - The vendors terms will display.

TRANS CD ïEnter a transaction code.  You 
can also click on the óINQUIRYô icon or press 
the óF7ô function key which opens the drop -
down menu for you to select óIô for Invoice, óCô 
for Credit Memo, óDô for Debit Memo or óO/Aô 
for On Account.

The operator can select óIô to enter a vendor 
invoice, óCô if a credit is issued from your 
vendor, óDô will be credited from the return to 
vendor and rebate system and óO/Aô can 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 ôs date or 
enter a date.  You can also click on the drop 
down box and select a date from the calendar.

HAND CHECK ïEnter a óYô if this is a hand 
check.  This field will default to óNô.

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

DUE DATE 2nd ïThis field is used for On 
Accounts (O/A). 

OA Vouchers actually create 2 vouchers.  The first voucher is 
an óIô Invoice voucher and the second is a óCô Credit Memo 
against the first voucher.  Both will have the same invoice 
number.  Net effect to accounts payable balance is $0.
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Voucher Input

GROSS AMT ïEnter the total invoiced 
amount.

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

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

DISC AMT ïThis 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 óINQUIRYô icon or press the 
óF7ô function key which opens the drop -down 
menu for you to select óPô for pay voucher or 
óNô do not pay voucher.

If óNô is entered the voucher will require 
maintenance to remove the óNô and allow 
voucher to be paid.

BANK# - Enter a bank.  You can also click the 
óINQUIRYô icon or press the óF7ô function key 
which opens the drop-down menu for you to 
select from the available banks.

SING CHECK ïEnter a óYô if you want this 
voucher to print on a single check.  This field 
will display to óNô.

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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Voucher Input

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

Enter a Zero (0) to accept, click on the 
óOK/ENDô icon, press the óF2ô function key, or 
type in the word óENDô and hit <ENTER> to 
accept this entry.

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

Enter óABORTô, press óF8ô function key or click 
on the óCANCELô icon to cancel out.

G/L# - The standard general ledger numbers 
are displayed from vendor maintenance.  Hit 
óENTERô to select the the first standard general 
ledger number.   The operator can also enter 
the general ledger number, click on the 
óINQUIRYô icon or press the óF7ô function key 
which opens the pop-up inquiry box to search 
for the general ledger number.

JOB NO ïThis field is optional and used for 
another method of tracking and reporting 
within MDS.  Enter job number, you can also 
click the óINQUIRYô icon or press the óF7ô 
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 óINQUIRYô icon or press the óF7ô 
function key which opens the drop-down menu 
for you to select from the available purchase 
orders.

RECEIVER# - Enter receiver number, you can 
also click the óINQUIRYô icon or press the óF7ô 
function key which opens the drop -down menu 
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Voucher Input

DIST AMT ïEnter the distribution amount for 
this general ledger.  Hit enter to automatically 
fill in the remaining amount.

ENTER LINE# TO CHANGE, ó0ô TO ACCEPT 
VOUCHER, óADDô TO ADD LINES OR 
óDELETEô TO DELETE VOUCHER

Enter a Zero (0) to accept, click on the 
óOK/ENDô icon, press the óF2ô function key, or 
type in the word óENDô and hit <ENTER> to 
accept this entry.  

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

Enter óABORTô, press óF8ô function key or click 
on the óCANCELô icon to cancel out.

Upon ó0ô to accept the voucher number will be 
assigned.

If the AP/PO Interface is utilized and you enter 
a inventory general ledger number the 
message will appear:

VOUCHER NUMBER: IS ON INVENTORY 
HOLD, Hit <RETURN>.  
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Voucher Input

When an On Account 
(O/A) voucher is 
accepted it assigns 2 
vouchers.  The first 
voucher is an óIô 
Invoice voucher and 
the second is a óCô 
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 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 also click the óINQUIRYô icon or press the 
óF7ô function key which opens the drop-down 
menu for you to select from the available 
companies.

VOU# - Enter the voucher number to be 
maintained.

ENTER LINE# TO CHANGE, ñCANCELò TO 
EXIT OR ñ0ò TO ACCEPT THE HEADER:

Enter a Zero (0) to accept, click on the 
óOK/ENDô icon, press the óF2ô function key, or 
type in the word óENDô and hit <ENTER> to 
accept this entry.  

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

Enter óABORTô, press óF8ô function key or click 
on the óCANCELô icon to cancel out.
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Voucher Maintenance

ENTER LINE# TO CHANGE, ñ0ò TO 
ACCEPT VOUCHER, óADDô TO ADD LINES 
OR óCô TO CANCEL THIS SESSION:

Enter a Zero (0) to accept, click on the 
óOK/ENDô icon, press the óF2ô function key, or 
type in the word óENDô and hit <ENTER> to 
accept this entry.

The user can enter Line Number to make 
desired changes to any distribution line on the 
detail screen.  You also have the ability to 
enter óAô to add a new line.

Enter óABORTô, press óF8ô function key or click 
on the óCANCELô icon to cancel out.
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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.

VENDOR# - The operator can also enter the 
vendor number, click on the óINQUIRYô icon or 
press the óF7ô function 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 óINQUIRYô icon or press the 
óF7ô function 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 ïEnter the new invoice number or 
hit enter to bypass this field.

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

DISC -AMT ïEnter the new discount date or 
hit enter to bypass this field.
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Voucher Maintenance by Vendor

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

BANK# ïEnter a new back number, you can 
also click the óINQUIRYô icon or press the óF7ô 
function key which opens the drop -down menu 
for you to select from the available banks.

SING CHECK ïEnter a óYô if you want this 
voucher to print on a single check or óNô .

ENTER LINE# TO CHANGE, ó0ô TO ACCEPT 
OR óCô TO CANCEL THIS SESSION:

Enter a Zero (0) to accept, click on the 
óOK/ENDô icon, press the óF2ô function key, or 
type in the word óENDô and hit <ENTER> to 
accept this entry.

The user can enter Line Number to make 
desired changes.  

Enter óABORTô, press óF8ô function key or click 
on the óCANCELô icon to cancel out.
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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 óINQUIRYô icon or press the 
óF7ô function 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 óINQUIRYô icon or press the óF7ô 
function key which opens the drop -down menu 
for you to select from the available vouchers.

DEL DATE ïHit return for today ôs 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, ñCANCELò TO 
EXIT, OR ñDELETEò TO DELETE VOUCHER:

Enter a Zero (0) to accept, click on the 
óOK/ENDô icon, press the óF2ô function key, or 
type in the word óENDô and hit <ENTER> to 
accept this entry.

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

Enter óABORTô, press óF8ô function key or click 
on the óCANCELô icon to cancel out.
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Sequential Voucher Register

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

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.   
Deleted vouchers will appear with a D after the 
number.

Company Number( 2A) or óAô for All

Enter the 2 digit company code, enter óAô for all 
companies or you can also click the óINQUIRYô 
icon or press the óF7ô function key which opens 
the drop-down menu for you to select from the 
available companies.

Batch number ( 6N) or óAô for All

Enter a batch number, enter óAô for all batches 
or you can also click the óINQUIRYô icon or 
press the óF7ô function key which opens the 
drop-down menu for you to select from the 
available batches.



Notes:
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Sequential Voucher Register

ENTER LINE # TO CHANGE,  0 TO ACCEPT 
and Print or ABORT:

Enter a Zero (0) to accept, click on the 
óOK/ENDô icon, press the óF2ô function key, or 
type in the word óENDô and hit <ENTER> to 
accept this entry.  

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

Enter óABORTô, press óF8ô function key or click 
on the óCANCELô icon to cancel out.

IF 'Y' IS ANSWERED, TEMPORARY PRINT 
FILE WILL BE CLEARED.

DID THE REPORT PRINT 
SATISFACTORILY (Y/N):

Enter Y*** if the report printed satisfactorily. 



Notes:
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AP/PO Interface - Summary



Notes:
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Remove Vouchers from Inventory Hold
(Batch)

If the AP/PO Interface is active, all vouchers 
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 óRETURNô, enter a Zero (0), click on the 
óOK/ENDô icon, or press the óF2ô function key to 
process the report.

Click on the óABORTô icon or press the óF8ô 
function key to abort out of the report.



Notes:
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Vouchers on Inventory Hold Report

This report will print all open account payable 
vouchers on Inventory hold.  It is for use with 
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

Press óRETURNô, enter a Zero ( 0), click on the 
óOK/ENDô icon, or press the óF2ô function key to 
process the report.

Click on the óABORTô icon or press the óF8ô 
function key to abort out of the report.

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

Answering  óY*** ô will update the counter as to 
how many times this voucher has appeared on 
this report. 



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. 



Notes:
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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.  (Items put on hold 
by the AP/PO interface).

Company 

In this field the operator has the option of 
selectingóAll Companiesô, óCompany Rangeô or 
óSpecific Companyô.

Vendor 

In this field the operator has the option of 
selectingóAll Vendorsô, óVendor Rangeô or 
óSpecific Vendorô.

Batch Number

In this field the operator has the option of 
selectingóAll Batchesô, óBatch Rangeô or 
óSpecific Batchô.

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

Press óRETURNô, enter a Zero ( 0), click on the 
óOK/ENDô icon, or press the óF2ô function key to 
process the report.

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

Click on the óABORTô icon or press the óF8ô 
function key to abort out of the report.


