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

OK/END – The OK/END function is available by 
clicking on the ‘OK/END’ icon, pressing the ‘F2’ 
function key, or by typing in the word ‘END’ and 
hitting <ENTER>.  This function key acts an 
‘accept’ within a program.  It will also takes you 
back a menu within menus.

INSERT – The INSERT function is available by 
clicking on the ‘INSERT’ icon or by pressing the 
‘F3’ function key.  The INSERT mode feature 
allows insertion of letters or numbers into existing 
text.  

LDELETE – The LINE DELETE function is 
available by clicking on the ‘LDELETE’ icon or by 
pressing the ‘F4’ 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 ‘F4’.

PREV PAGE – The PREVIOUS PAGE function is 
available by clicking on the ‘PREV PG’ icon or by 
pressing the ‘F5’ 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.
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Master File Maintenance Function Keys

NEXT PG – The NEXT PAGE function is available 
by clicking on the ‘NEXT PG’ icon or by pressing 
the ‘F6’ 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 – The INQUIRY function is available 
by clicking on the ‘INQUIRY’ icon or by 
pressing the ‘F7’ 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 ‘INQUIRY’ icon or ‘F7’ is 
pressed the inquiry can be made to display 
products on file (to eliminate duplication).  If you 
click on the ‘INQUIRY’ icon or press the ‘F7’ 
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 – The CANCEL function is available by 
clicking on the ‘CANCEL’ icon or by pressing the 
‘F8’ 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 – The Off function is available by clicking on 
the ‘Off’ icon or by pressing the ‘F9’ function at 
any menu.  This function will disconnect your 
session from WinMDS.

Popup – The Popup function is available by 
clicking on the ‘Popup’ icon or by pressing the 
‘F12’ 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>+(F1-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 Maintenance’s top row of 
function keys will be different than Batch 
Price Changes – by Vendor’s top row of 
function keys.

CONTACTS - The CONTACTS function is 
available by clicking on the ‘CONTACTS’ 
icon or by pressing the Shift+‘F2’ function 
key.  This will bring the user to the Contacts 
inquiry.

MAINT - The MAINTENANCE function is 
available by clicking on the ‘MAINT’ icon or 
by pressing the Shift+‘F3’ function key.  This 
will bring the user to the File Maintenance 
menu.

DRILL - The DRILL function is available by 
clicking on the ‘DRILL’ icon or by pressing 
the Shift+‘F4’ function key.  This will bring 
the user to the Drill Down menu.

EXECINQ - The EXECUTIVE INQUIRY is 
available by clicking on the ‘EXECINQ’ icon 
or by pressing the Shift+‘F5’ function key.  
This will bring the user to the Executive 
Inquiry.

REPORTS – The REPORTS module is 
available by clicking on the ‘REPORTS’ icon 
or by pressing the Shit+’F6’ function key.

CAPT OFF - The CAPTURE OFF function is 
available by clicking on the ‘CAPT OFF’ icon 
or by pressing the Shift+‘F7’ 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>+(F1-F8) are reserved for special 
functions in the MDS master file maintenance 
programs.

VIEW - The VIEW function is available by clicking 
on the ‘VIEW’ icon or by pressing the Shift+‘F8’ 
function key.  This will forward the user to Report 
Capture and display all reports previously ran.

CRM.MENU – The CRM.MENU function is 
available by clicking on the ‘CRM.MENU’ icon or 
by pressing the Shift+’F9’ function key.  This will 
forward the user to the Customer Relationship 
Management menu.

VRM.MENU – The VRM.MENU function is 
available by clicking on the ‘VRM.MENU’ icon or 
by pressing the Shift+’F10’ 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 – future months for AP 
vouchers (3 is usually the default)

33- CD.MO - future months for Cash 
Disbursements

34 VOU.BATCH – 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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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) – Second 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, "L“ 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 ‘Y’ the 
operator will first see the batch control entry 
screen.

Batch Voucher Entry

Batch# - Enter an existing batch number, 
you can also click the ‘INQUIRY’ icon or 
press the ‘F7’ function key which opens the 
drop-down menu for you to select from the 
available batch’s or hit ‘ENTER’ to create a 
new batch number.

CO# - Enter the 2 digit company code, you 
can also click the ‘INQUIRY’ icon or press 
the ‘F7’ 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 
‘OK/END’ icon, press the ‘F2’ function key, 
or type in the word ‘END’ and hit <ENTER> 
to accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or 
click on the ‘CANCEL’ icon to cancel out.

Enter ‘DELETE’ 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 ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-down 
menu for you to select from the available 
companies.

MON – Enter fiscal period in YYMM format.

VEND# - At the vendor number prompt you 
can enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ 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 – This is the discount flag. 
Allowable entries are Y or N. 

TERMS - The vendors terms will display.

TRANS CD – Enter a transaction code.  You 
can also click on the ‘INQUIRY’ icon or press 
the ‘F7’ function key which opens the drop-
down menu for you to select ‘I’ for Invoice, ‘C’ 
for Credit Memo, ‘D’ for Debit Memo or ‘O/A’ 
for On Account.

The operator can select ‘I’ to enter a vendor 
invoice, ‘C’ if a credit is issued from your 
vendor, ‘D’ will be credited from the return to 
vendor and rebate system and ‘O/A’ 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’s date or 
enter a date.  You can also click on the drop 
down box and select a date from the calendar.

HAND CHECK – Enter a ‘Y’ if this is a hand 
check.  This field will default to ‘N’.

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

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

OA Vouchers actually create 2 vouchers.  The first voucher is 
an ‘I’ Invoice voucher and the second is a ‘C’ 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 – Enter the total invoiced 
amount.

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

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

DISC AMT – 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 ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-down 
menu for you to select ‘P’ for pay voucher or 
‘N’ do not pay voucher.

If ‘N’ is entered the voucher will require 
maintenance to remove the ‘N’ and allow 
voucher to be paid.

BANK# - Enter a bank.  You can also click the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the drop-down menu for you to 
select from the available banks.

SING CHECK – Enter a ‘Y’ if you want this 
voucher to print on a single check.  This field 
will display to ‘N’.

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 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.

G/L# - The standard general ledger numbers 
are displayed from vendor maintenance.  Hit 
‘ENTER’ to select the the first standard general 
ledger number.   The operator can also enter 
the general ledger number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the general ledger number.

JOB NO – This field is optional and used for 
another method of tracking and reporting 
within MDS.  Enter job number, you can also 
click the ‘INQUIRY’ icon or press the ‘F7’ 
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 ‘INQUIRY’ icon or press the ‘F7’ 
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 ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
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Voucher Input

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

ENTER LINE# TO CHANGE, ‘0’ TO ACCEPT 
VOUCHER, ‘ADD’ TO ADD LINES OR 
‘DELETE’ TO DELETE VOUCHER

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ 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 ‘A’ to add a new line.

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.

Upon ‘0’ 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 ‘I’ 
Invoice voucher and 
the second is a ‘C’ 
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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NUMBER ASSIGNED IS: Hit <RETURN>

This is the number for second (Credit) voucher. 

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



Notes:

_______________________________________________________
_______________________________________________________
_______________________________________________________

MDS AP Training Guide Base WinMDS                                       ©The Systems House, Inc. Page 21

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 ‘INQUIRY’ icon or press the 
‘F7’ 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, “CANCEL” TO 
EXIT OR “0” TO ACCEPT THE HEADER:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.  

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Voucher Maintenance

ENTER LINE# TO CHANGE, “0” TO 
ACCEPT VOUCHER, ‘ADD’ TO ADD LINES 
OR ‘C’ TO CANCEL THIS SESSION:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ 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 ‘A’ to add a new line.

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ 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 ‘INQUIRY’ icon or 
press the ‘F7’ 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 ‘INQUIRY’ icon or press the 
‘F7’ 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 – Enter the new invoice number or 
hit enter to bypass this field.

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

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

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

BANK# – Enter a new back number, you can 
also click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available banks.

SING CHECK – Enter a ‘Y’ if you want this 
voucher to print on a single check or ‘N’ .

ENTER LINE# TO CHANGE, ‘0’ TO ACCEPT 
OR ‘C’ TO CANCEL THIS SESSION:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

The user can enter Line Number to make 
desired changes.  

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ 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 ‘INQUIRY’ icon or press the 
‘F7’ 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 ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available vouchers.

DEL DATE – Hit return for today’s 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, “CANCEL” TO 
EXIT, OR “DELETE” TO DELETE VOUCHER:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ 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 ‘A’ to add a new line.

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ 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 ‘A’ for All

Enter the 2 digit company code, enter ‘A’ for all 
companies or you can also click the ‘INQUIRY’ 
icon or press the ‘F7’ function key which opens 
the drop-down menu for you to select from the 
available companies.

Batch number (6N) or ‘A’ for All

Enter a batch number, enter ‘A’ for all batches 
or you can also click the ‘INQUIRY’ icon or 
press the ‘F7’ 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 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.  

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ 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 ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

Click on the ‘ABORT’ icon or press the ‘F8’ 
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 ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.

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

Answering  ‘Y***’ 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 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.

Vendor 

In this field the operator has the option of 
selecting ‘All Vendors’, ‘Vendor Range’ or 
‘Specific Vendor’.

Batch Number

In this field the operator has the option of 
selecting ‘All Batches’, ‘Batch Range’ or 
‘Specific Batch’.

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

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

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.



Notes:
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AP Vouchers on Inventory Hold with PO#

Fail Reason Codes:

M = Merchandise

F = Freight

B = Both 



Notes:
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Manual Remove from Inventory Hold 

Used to manually remove vouchers from 
inventory hold.

CO# - Enter the 2 digit company code or you 
can also click the ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-down 
menu for you to select from the available 
companies.

VOU# - Enter 6 digit Voucher number.

“DO YOU WANT TO REMOVE VOUCHER 
FROM INVENTORY HOLD? (Y/N):”

Enter ‘Y***’ to remove from inventory hold

*TIP* To test- Enter same CO# and 
Voucher#- you should get message:

“VOUCHER IS NOT ON INVENTORY HOLD, Hit 
<RETURN>”



Notes:
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Accept Variance Flag Maintenance

This maintenance is used to accept the 
variance on certain PO’s even though the 
variance falls outside of the specified 
tolerance. Maintenance is performed by 
PO#. 

PO# - Enter 8 digit purchase order 
number.

System will fill the remainder of the fields 
with information from the PO file. 
Vendor number and name, received value 
of purchase order, invoiced value (from 
voucher) and accrual value.

Accept Variance Flag - Enter Y to 
accept variance or N (or leave blank) to 
NOT accept variance.

ENTER LINE # TO CHANGE or 0 TO 
ACCEPT:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, 
or type in the word ‘END’ and hit 
<ENTER> to accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or 
click on the ‘CANCEL’ icon to cancel out.



Notes:
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Hand Check Methods:

Note: ALL Vouchers (Regular, PAID, and PAID-
L/C’) will appear on the “Sequential Voucher 
Register”

Washout Entry Open accounts payable 
Maintenance (post hand check) :

For use with vouchers already on the system, 
that were paid by handcheck.

2 step process: regular voucher was entered 
on system, then do OAP (Open Accounts 
Payable) maintenance to ‘wash out’.  If AP/PO 
interface is in use, may have to remove 
voucher from inventory hold first or accept 
variance.

Note: MUST run a separate Check Register 
and Update (Cash Disbursements menu) for 
washouts immediately after entry (separately 
from a regular voucher check run).  If you try 
to run OAP without clearing check run will get 
error message:

“CHECKS BEING PRINTED OR HAVE NOT BEEN 
UPDATED!! - PRESS <RTN> TO END:”

PAID Vouchers:

For use when you already know voucher has 
been paid at time of entry on the system, or if 
the Voucher is being paid through a letter of 
credit.

Enter voucher with Due Date of “PAID” 

You MUST run Daily Handcheck Register (from 
Voucher entry menu).

Note: PAID vouchers will not appear on the 
regular “Check Register and Update”. 



Notes:
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Open Accounts Payable Maintenance 
(post hand check)

Washout Handcheck

Step 1-

Regular AP Voucher Entry . Continue to Detail 
page and complete the GL Distribution 

Note the voucher number.

You can also use this for a voucher that was 
already entered on the system. 



Notes:
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Open Accounts Payable Maintenance 
(post hand check)

Step 2 -

This procedure washes out a voucher on the 
system. 

CO# - Enter the 2 digit company code, you 
can also click the ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-down 
menu for you to select from the available 
companies.

Bank# - Enter 3 digit bank number, you can 
also click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available banks.

FISCAL (YYMM) - Enter fiscal period in 2 
digit year, 2 digit month format.

Check Date - Enter check date.  You can also 
click on the drop down box and select a date 
from the calendar.

Check# - Enter number or hit enter for NEW 
check number. 

VEND# - You can enter the vendor number, 
click on the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the pop-up inquiry 
box to search for the vendor number



Notes:
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Open Accounts Payable Maintenance 
(post hand check) or (Washout entry)

VOUCH# - Enter voucher number, you can 
also click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available vouchers.

Users can enter multiple vouchers at once and 
pay the entire amount, partial or the 
discounted total, or remove or change discount 
amount.   The system keeps track of the check 
total (see upper right of screen).

ENTER ‘0’ TO ACCEPT, ‘W’ to WIPE-OUT 
THIS SESSION AND START AGAIN OR 
‘ADD’ TO ADD VOUCHERS: 

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.  

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

Type W to wipe out this entire session of OAP 
or ADD to go to next available line number and 
add additional vouchers for this vendor. 

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.



Notes:
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Check Register

Accounts Payable- Cash Disbursements Menu –
Check Register

Run this separately for washouts.

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

Click on the ‘ABORT’ icon or press the ‘F8” 
function key to abort out of the report.

IF 'Y' IS ANSWERED, CHECK PRINT FILE 
WILL BE UPDATED AND ERASED

DID THE REPORT PRINT 
SATISFACTORILY ? (Y/N)

Enter Y***to update only if report did print 
and is correct.  If using Report Capture say “N” 
first, check report and then run again with 
update!



Notes:
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Check Register

This register should be run separately for 
washouts.



Notes:
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Voucher Input - PAID Handcheck 

Step 1-

Hand Check Flag

Use regular voucher entry. When entering 
the voucher, after the INV DATE (invoice 
date) field Enter ‘Y’ or click INQUIRY (F7) 
to select from the inquiry box.



Notes:
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Voucher Input - PAID Handcheck

Hand Check Fields for Voucher Header

When a voucher is specified as a HAND 
CHECK- fields PAY STATUS and SING CHECK 
are skipped

For Hand checks the last four fields are in 
use:

BANK REF - text reference field.

HAND CHK# - Enter hand check number 
(MUST BE NUMBERIC).  This should be the 
number of the physical hand check from your 
checkbook. 

HAND CKDT - Enter date of Hand check or 
return for today’s date.  You can also click on 
the drop down box and select a date from the 
calendar.

L/C NUMBER - Enter Letter of credit number 
or click INQUIRY (F7) to select Letter of Credit 
number.  Leave blank if this is not part of a 
L/C. 



Notes:
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Voucher Input - PAID Handcheck

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

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.  

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.

Continue with Voucher Distribution. Remember 
you may NOT assign Hand Check vouchers to 
Inventory GL accounts. 

Remember to RUN Check register & Update 
separately! 



Notes:
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Daily Handcheck Register

PAID Handcheck –

Similar to the “Check Register” (from cash 
disbursements menu).  This lists all hand 
checks entered in voucher input, (vouchers 
flagged with a ‘Y’ for handcheck or LC).  This 
finishes the process of updating the 
handchecks. 

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.

IF 'Y' IS ANSWERED, (HDCH) FILE WILL 
BE UPDATED AND ERASED

DID THE REPORT PRINT 
SATISFACTORILY ? (Y/N) 

Enter Y***to update only if report did print!  If 
using Report Capture: say “N” first, check 
report, and then run again with update! 

Updating this report finishes the process of 
updating PAID Hand Checks.



Notes:
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Handcheck Entry Review

Method 1

Remember, you need to run a separate Check 
Register (and Update) from the Cash 
Disbursements menu for Washout Handchecks. 

Method 2

If you do PAID vouchers remember to run the 
“Daily Handcheck Register” (and Update) from 
the Voucher Entry menu.

Remember:  All vouchers (regular, PAID and 
L/C), will appear on the Sequential Voucher 
Register.  This is your check for voucher entry. 



Notes:
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Daily Expense Distribution Reports 

Report used for general ledger accounting 
which shows voucher distribution.

Date Of Report- Enter a date.  You can also 
click on the drop down box and select a date 
from the calendar.

Option Number (1-3) - You have the choice 
of 3 sorting options for this report: 

1. By G/L#

2. By Department

3. By Job #

Enter the option number, you can also click the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the drop-down menu for you to 
select an option.

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

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.

IF Y IS ANSWERED, THE VOUCHERS FILE 
WILL BE UPDATED

HAVE YOU PRINTED ALL THE DAILY 
EXPENSE DISTRIBUITON REPORTS (Y/N)

It is suggested to run this report the first time 
and say N then check report and run again 
with a Y*** to update.



Notes:
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Daily Expense Distribution Reports

This report is used for general ledger 
accounting.  It shows distribution by 
general ledger number and lists general 
ledger number, description, and 
information from voucher. 



Notes:
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Recurring Voucher Input/Maintenance

Recurring voucher input/maintenance is 
designed to maintain vouchers that occur on a 
regular basis, such as rent payment. 

The first 2 screens are the same as regular 
voucher input.

REF# - Recurring voucher reference number.  
This is used instead of the Voucher number. 
Enter this number to keep track of recurring 
vouchers for maintenance. 



Notes:
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Recurring Voucher Input/Maintenance

The general ledger distribution screen is 
the same as regular voucher input.  
However, you cannot enter recurring 
vouchers for inventory general ledger 
accounts. 



Notes:
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Recurring Voucher Input/Maintenance

There are 2 ways to specify recurring 
vouchers; by number of periods or by fiscal 
period.

# OF PERIODS - This could be used for 
installment payments or for monthly payments 
like rent.  Entering 12 here means that this 
voucher will be created every month. 

Entering the number 4 here will mean that this 
voucher will be created for the next 4 fiscal 
periods that the recurring voucher update is 
run.  (e.g.: If this voucher was entered in 
March of 01, and recurring voucher update is 
run every month, this voucher will be created 
for April, May, June and July.)  

Please Note:  If recurring voucher update is 
skipped for one period, then this voucher will 
be for the next 4 period where the update is 
run. (e.g.. April, May, July,  and Aug or July, 
Sept, Nov, Dec.)



Notes:
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Recurring Voucher Input/Maintenance

The second way to enter recurring vouchers is 
by specifying specific periods.  User may enter 
specific periods to update this voucher, along 
with invoice date and due date for cash 
disbursement.

SPECIFIC PERIOD - Enter period for voucher 
to be created.

INV DATE - Enter date for invoice.  You can 
also click on the drop down box and select a 
date from the calendar.

DUE DATE - Enter due date for invoice or 
system will calculate from terms.  Multiple due 
dates are provided for multiple vouchers within 
a single period.  For instance, vouchers that 
recur weekly.

Note - If recurring voucher update is not run 
for a month specified in a recurring voucher, 
the voucher will never be created for the 
skipped period.

ENTER LINE # TO CHANGE, ‘0’TO ACCEPT 
PERIODS OR ‘DELETE’ TO DELETE 
VOUCHER:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 



Notes:
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Recurring Voucher Listing

Lists Recurring voucher reference number, 
vendor number, vendor Name, # of fiscal 
Periods/ or specific fiscal period, invoice 
number, invoice date, due date, gross 
amount for invoice, discount and net 
amount, bank #, general ledger number, 
first update period and distribution amount.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ 
or ‘Specific Company’.

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function 
key to process the report.

Click on the ‘ABORT’ icon or press the ‘F8” 
function key to abort out of the report.



Notes:
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Recurring Voucher Update

You must run this once a fiscal period to create 
recurring vouchers. (Vouchers will appear on 
the Sequential Voucher Register.) 

CAUTION: If you do not run this for a period 
in which a recurring voucher has been 
specified, the voucher will never be created.  If 
you run this twice for a period where vouchers 
have been specified, the voucher will be 
created twice!   

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.

Fiscal Period

Enter fiscal period.

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

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

Click on the ‘ABORT’ icon or press the ‘F8” 
function key to abort out of the report.



Notes:
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Accounts Payable- Cash Disbursements 
Selection Menu

From the main system selector go into 
Accounts Payable and then Cash 
Disbursements.

After all vouchers are entered and updated, 
the next step in accounts payable is cash 
disbursements.



Notes:
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Cash Disbursement Overview

MDS has several forecasting options: 

Payment Schedules are intended to provide a 
corporate cash flow forecast.

Cash Disbursements (CD) are the vouchers 
that will be paid in the next check run. It is a 
short term cash flow forecast of payments 
through the specific voucher selection. 

NOTE: You cannot have any washout entries 
running (see Open Accounts Payable 
Maintenance (post hand check)) in the voucher 
entry section) while running cash 
disbursements.  You will get an error message: 
“Washout Entries running!” You must run a 
separate check register and update and then 
do cash disbursements. You can have paid 
hand checks running as these are on a 
separate register. 



Notes:
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AP Payment Schedule (AGED)

The AP payment schedule is intended to 
provide a corporate cash flow forecast based 
on 3 month intervals entered by user. It will 
prompt for 3 dates. 

The report is in sequence by voucher number 
within each vendor with totals and grand 
totals. All vouchers after 3rd date and vouchers 
on hold are in the FUTURE column.

First Date

Enter first interval date. You can also click on 
the drop down box and select a date from the 
calendar.

Second Date

Enter second interval date. You can also click 
on the drop down box and select a date from 
the calendar.

Third Date

Enter third interval date. You can also click on 
the drop down box and select a date from the 
calendar.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.
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AP Payment Schedule (AGED)

Starting Vendor

At the starting vendor number prompt you can 
enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

Ending Vendor 

At the ending vendor number prompt you can 
enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

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

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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AP Summary Payment Schedule

The AP summary payment schedule is a 
summary of the Aged AP schedule. 

It has the same selection criteria as Prompts 
for 3 dates. 

First Date

Enter first interval date. You can also click on 
the drop down box and select a date from the 
calendar.

Second Date

Enter second interval date. You can also click 
on the drop down box and select a date from 
the calendar.

Third Date

Enter third interval date. You can also click on 
the drop down box and select a date from the 
calendar.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.
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AP Summary Payment Schedule

Starting Vendor

At the starting vendor number prompt you can 
enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

Ending Vendor 

At the ending vendor number prompt you can 
enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

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

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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AP Summary Payment Schedule- Inquiry

This is an inquiry version of the summary 
payment schedule and has the same selection 
screen as AP Schedule and report. Prompts for 
3 dates for periods but sends information to 
screen.

First Date

Enter first interval date. You can also click on 
the drop down box and select a date from the 
calendar.

Second Date

Enter second interval date. You can also click 
on the drop down box and select a date from 
the calendar.

Third Date

Enter third interval date. You can also click on 
the drop down box and select a date from the 
calendar.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.



Notes:
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AP Summary Payment Schedule- Inquiry

Starting Vendor

At the starting vendor number prompt you can 
enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

Ending Vendor 

At the ending vendor number prompt you can 
enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

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

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.



Notes:
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AP Scheduled Cash Disbursements 

Provides a short term cash flow forecast of 
payments through a particular date.  This 
report includes vouchers that would be 
selected for payment if the voucher payment 
by due date routine were initiated.

Enter Due Date to Pay or END - Enter due 
date. You can also click on the drop down box and 
select a date from the calendar.

Company 

In this field the operator has the option of selecting
‘All Companies’, ‘Company Range’ or ‘Specific 
Company’.

Vendor

In this field the operator has the option of selecting
‘All Vendors’, ‘Vendor Range’ or ‘Specific Vendor’.

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

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

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.

This produces the Scheduled Cash 
Disbursements Journal. If you are using 
report capture, remember to go into Report 
Capture and check your journal before check 
print! 



Notes:
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Cash Disbursements (Selection and Process) 

NOTE: System will warn if washouts are in progress 
or of someone else is running cash disbursements. 
You will not be allowed into the selection screen if 
someone else is running disbursements.

New Select or Continue with current file? 
(N/C) – Enter ‘N’ for a new select or ‘C’ to continue 
with a current cash disbursement, you can also click 
on the ‘INQUIRY’ icon or press the ‘F7’ key which 
opens the drop-down menu for you to select the 
available options.

Company# - Enter the 2 digit company code, 
you can also click the ‘INQUIRY’ icon or press 
the ‘F7’ function key which opens the drop-
down menu for you to select from the available 
companies.

Select All, Range or Selected Vendors - In this 
field the operator has the choice of selecting ‘All 
Vendors’, ‘Vendor Range’ or ‘Specific Vendor’. 

Beg Vendor#/End Vendor # - If vendor RANGE is 
chosen, these fields become active. Enter beginning 
and ending vendor numbers for the vendor range. 
You can enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

Selected Vendors - If SELECTED VENDORS is 
chosen, these fields become active. Enter a single or 
multiple vendor numbers for the vendor selection. 
You can enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

Bank# - Validates against bank file. Only used if 
parameter is set to enter bank number at CD time. 
Enter the bank number, you can also click the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the drop-down menu for you to 
select from the available banks.



Notes:
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Cash Disbursements (Selection and 
Process) 

Due Date - Hit return for today’s date or 
enter a date.  You can also click on the drop 
down box and select a date from the calendar. 
All vouchers with a due date less than or equal 
to the date entered for cash disbursement. 

Include Vouchers on Hold? (Y/N) – Enter 
‘Y’ to include vouchers on hold or ‘N’ not to 
include, you can also click on the ‘INQUIRY’ 
icon or press the ‘F7’ key which opens the 
drop-down menu for you to select the available 
options.

Discounted Vouchers only? (Y/N) - Enter 
‘Y’ for discounted vouchers only or ‘N’ for all 
vouchers, you can also click on the ‘INQUIRY’ 
icon or press the ‘F7’ key which opens the 
drop-down menu for you to select the available 
options.

Bank# for Selection - Enter the bank 
number, you can also click the ‘INQUIRY’ icon 
or press the ‘F7’ function key which opens the 
drop-down menu for you to select from the 
available banks or leave blank for ALL banks. 

ENTER LINE # TO CHANGE, 0 TO ACCEPT 
OR “C” TO CANCEL THIS SESSION:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry. Additionally, you may type 
“C” to cancel.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.



Notes:
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Cash Disbursements (Selection and 
Process) 

Vendor - Current Vendor number is displayed

Vendor Name - Current Vendor Name is 
displayed

Check$ - Current dollar amount of this check 
is displayed.

# of vendors in the list – The system 
displays the number of vendors that are in the 
current cash disbursement selection list.

Position of this vendor in the list - The 
number for the current vendor’s position in the 
selection list. 

# of Vouchers-this vendor - Number of 
vouchers for this vendor in the current 
selection list. 

Tot amt open- This Vendor - Total dollar 
amount of all vouchers for this vendor in the 
current cash disbursement selection list. 

LN# - Line number used to access this 
voucher. 

PY – Pay code. Enter ‘A’ to pay the full amount 
of the voucher, ‘P’ for partial payment or ‘X’ to 
exclude this voucher for payment.  You can 
also click on the drop down box and select the 
available options.

Vouch# - voucher number is displayed.

Invoice Ref - Invoice number (as entered on 
voucher).



Notes:
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Cash Disbursements (Selection and 
Process)

Gross Amt - Gross amount of voucher.

Disc Amt - Discount amount of voucher.

P - Pay status flag from the voucher. Vouchers 
with a ‘N’ for Non-pay will also have an ‘X’ in 
the ‘PY’ field. If you do not want to see the 
non-pay vouchers, you can exclude them in 
the CD selection screen. 

Due Date - Due date of the voucher.

Pay Amount - Amount to pay on this voucher 
for this check. You may change this amount in 
this field by selecting ‘P’ for partial pay on that 
particular voucher in the ‘PY’ field.  

Bank# - Bank number from voucher.

S - Single Check flag from voucher.  You may 
override this flag here.

If multiple vendors were selected, the program 
will page through by vendor by entering ‘0’ to 
accept this Vendor.



Notes:
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Cash Disbursements (Selection and 
Process)

ENTER LINE # TO CHANGE, “0” to Accept 
this Vendor, “ADD” to add a voucher, “A” 
to accept all this entire session or “c” to 
Cancel this entire session: 

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept the current vendor.  If there are other 
vendors they will now be displayed. If not, the 
current vendor will remain on screen.  

Enter ‘A’ to accept this cash disbursement (CD) 
and exit this screen. 

Enter ‘ADD’ to add a vendor the selection list. 

Enter ‘C’ to cancel this cash disbursement (CD) 
selection and start over. 

This produces the Cash Disbursements Journal.



Notes:
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Cash Disbursements (Selection and 
Process) - Function Keys

Vend Inq - The Vend Inq function is available 
by clicking on the ‘Vend Inq’ icon or by 
pressing the Shift+ ‘F1’ function key. This will 
bring the user to the Vendor Open Payables 
inquiry.

Vouch Inq – The Vouch Inq function is 
available by clicking on the ‘Vouch Inq’ icon or 
by pressing the Shift+ ‘F2’ function key. This 
will bring the user to the AP Detailed Voucher 
inquiry.

Next Vend – The Next Vend function is 
available by clicking on the ‘Next Vend’ icon or 
by pressing the Shift+ ‘F3’ function key.  This 
function will bring the user to the next vendor 
in the selected cash disbursement list.

Prev Vend – The Prev Vend function is 
available by clicking on the ‘Prev Vend’ icon or 
by pressing the Shift+ ‘F4’ function key.  This 
function will bring the user to the pervious 
vendor in the selected cash disbursement list.

Go Vend – The Go Vend function is available 
by clicking on the ‘Go Vend’ icon or by pressing 
the Shift+ ‘F5’ function key. This will bring up 
the vendor lookup feature.

Clr Vend – The Clr Vend function is available 
by clicking on the ‘Clr Vend’ icon or by pressing 
the Shift+ ‘F6’ function key. This will flag all 
vouchers as ‘X’ in the ‘PY’ (pay code) field to 
exclude all vouchers for payment.

Vend Hold – The Vend Hold function is 
available by clicking on the ‘Vend Hold’ icon or 
by pressing the Shift+ ‘F7’ function key. This 
will flag all vouchers as ‘N’ (non-pay) in the ‘P’ 
(pay status) field; which will also flag all 
vouchers as ‘X’ in the ‘PY’ (pay code) field to 
exclude all vouchers for payment.  To change 
the ‘P’ (pay status) back to ‘P’ (pay) then click 
on the ‘Cancel’ icon or press the ‘F8’ function 
key.

Totals – The Totals Vend function is available 
by clicking on the ‘Totals’ icon or by pressing 
the Shift+ ‘F8’ function key. This will display 
the total number of vouchers and total 
payments for the specific vendor in your 
current cash disbursement selection.



Notes:
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Cash Disbursements Journal

This report prints automatically after the Cash 
Disbursements selection process. This is a list 
of vouchers that will be paid in the next check 
run. 

Since this initiates the cash disbursements 
(CD) process, NO voucher deletion, 
maintenance or washout entries should be 
done at this time. 



Notes:
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Clear Check Print File 

This is not part of normal accounts payable 
processing. This process is used to clear 
checks accidentally selected for payment. This 
process clears ALL checks. No reports are 
produced. No accounting is affected.

WARNING: DO NOT RUN THIS AFTER 
CHECKS HAVE BEEN PRINTED – this will clear 
the check register.

Remember to Reset check numbers in bank file 
(or throw out checks).

NOTE: The entire cash disbursement 
selection process must be repeated.

HELPFUL HINT: Use CLEAR CHECK PRINT 
FILE to clear current cash disbursements (CD) 
if you accidentally selected the wrong vouchers 
for disbursement.

Press <RETURN> to Process Report, 
line# to Change, or Abort:

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
continue this process.

Click on the ‘ABORT’ icon or press the ‘F8” 
function key to abort out of the report

ENTER ‘Y’ TO CLEAR CHECK PRINT FILE 
OR ‘END’

Enter ‘Y***’ to clear the check print file. Enter 
‘END’ or click on the ‘OK/END’ icon, or press 
the ‘F2’ function key to abort this process.



Notes:
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A/P Check Print  

This initiates Check Printing. This process will 
print checks for vouchers selected during Cash 
Disbursements Selection.  

Since this initiates the Check printing process, 
NO voucher deletion, maintenance or washout 
entries should be done at this time.   The 
program will give you the next check # and tell 
you how many checks you need.

Company# - Enter the 2 digit company 
code, you can also click the ‘INQUIRY’ icon or 
press the ‘F7’ function key which opens the 
drop-down menu for you to select from the 
available companies.

Bank# - Enter 3 digit bank number, you can 
also click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available banks.

Check Date – Hit return for today’s date or 
enter a date.  You can also click on the drop 
down box and select a date from the calendar.

Fiscal Period - Enter fiscal period for this 
check print.

Starting check # - Next check number is 
displayed. Please note this number if you are 
matching pre-printed checks.  You can also 
enter a check number.

PRESS OK to Print Checks, CANCEL to 
exit without Printing: 

The user may click on the ‘OK/END’ function 
key or type ‘END’ to run the check process.

YOU WILL NEED xx Checks, Press Y to 
continue (Y/N):

Type a ‘Y’ to continue check printing process or 
‘N’ to abort out of the process.

DID CHECKS PRINT CORRECTLY (Y/N) ?

Enter ‘Y’ if the checks printed correctly or ‘N’ to 
go to the Check Void Program.  



Notes:
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A/P Check Print

The above sample is a is a sample of 3 part 
check print. Top has 2 check stubs with all 
vouchers paid on this check listed and the 
bottom is the actual check.  This check prints 
on pre-printed 3 part check forms.   Items 
such as company logos and layout of checks 
can be custom designed to suit your needs. 



Notes:
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A/P Check Print

Void Check Run

The void check run is part of the check print 
program.  If for some reason the check did not 
print properly, the paper got jammed or the 
checks printed on the wrong paper, you can 
void the checks here. 

DID CHECKS PRINT CORRECTLY (Y/N) ?? 

If you enter ‘N’ for NO and you will be entered 
in to the void check program. 

First Check to Void – Enter the first check 
number to void.

Last Check to Void – Enter the last check 
number to void.

Last Wasted Check#  – Enter the last 
wasted check number.

Enter Line# to change OK/END to Void

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ 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 ‘A’ to add a new line.

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.

Check Run Voided Successfully, Hit Enter.

Hit ‘ENTER’ to continue.



Notes:
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Check Register 

Prints a register of all checks from last check 

print or open accounts payable maintenance 

(post a hand check). Register is in sequence 

by check number and shows, for each check, 

invoice detail and check amount. 

Press <RETURN> to Process Report, 
line# to Change, or Abort:

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

Click on the ‘ABORT’ icon or press the ‘F8” 
function key to abort out of the report.

IF 'Y' IS ANSWERED, CHECK PRINT FILE 
WILL BE UPDATED AND ERASED

DID THE REPORT PRINT 
SATISFACTORILY ? (Y/N)

Enter ‘Y***’ to update the files. The Check files 
(CKP and CKR) will be updated and cleared!  
Also, the Vendor Detail, MTD, YTD, Monthly 
Cash Disbursements, OAP and MON.CKR files 
will be updated.  Entering ‘N’ at this point will 
take you out of check register printing without 
updating the checks. 



Notes:
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A/P Check Print Procedures

Review 



Notes:

_______________________________________________________
_______________________________________________________
_______________________________________________________

MDS AP Training Guide Base WinMDS                                       ©The Systems House, Inc. Page 77

AP Troubleshooting 1 – Checks not 
printing:

1. Checks are set to print to a default printer.  
Check the Printer and Configuration 
Maintenance for AP Check Form.

2. Cash disbursement register prints after 
cash disbursements selection. 

3. If a vendor is on hold (Vendor 
Maintenance) at the time of voucher entry, 
the voucher will be flagged as non-pay.  

4. If a voucher is on hold it will be flagged as 
non-pay.  The fastest way to check this is 
via the Voucher Inquiry by vendor. 

5. If a voucher is flagged as a single check 
(check voucher maintenance) and there is 
a credit on the system, the vouchers will 
not print. You may print the voucher using 
“CD by individual voucher” however, this 
will not deduct the credit from the amount 
you are paying the vendor on the check.  
To have the system automatically calculate 
the difference you must change the sing 
chk flag to an “N” (use voucher 
maintenance or voucher inquiry by 
vendor). 

6. Vouchers will go on inventory hold if the 
difference between the PO/Receipt and the 
invoice do not fall within the tolerance.  If 
you are using the AP/PO interface, you 
should be familiar with remove vouchers 
from inventory hold.  



Notes:
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Check Reversal 

This program voids checks after they have 
printed.

There are two versions of program:

Regular Checks which voids the check and 

reinstates the voucher(s).

Hand Checks (paid voucher) which voids the 
check and deletes the voucher(s).



Notes:
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Regular Check Reversal

This program Void Checks after printing and 
reinstates the voucher(s).

To void a regular check, fill in the following fields in 
the upper right hand corner of the screen.

VOID DATE - Enter void date for this check.  You 
can also click on the drop down box and select a 
date from the calendar.

CO# - Enter the 2 digit company code, you can also 
click the ‘INQUIRY’ icon or press the ‘F7’ function 
key which opens the drop-down menu for you to 
select from the available companies.

FISC MO - Enter fiscal month (period) for this 
check.

BANK# - Enter 3 digit bank number, you can also 
click the ‘INQUIRY’ icon or press the ‘F7’ function 
key which opens the drop-down menu for you to 
select from the available banks.

CHECK# - Enter 6 digit check number for reversal.

The remainder of the information fields on screen 
will be filled in with the information for the check 
numbered entered.

ENTER LINE # TO CHANGE,  0 TO ACCEPT 
REVERSAL OF THIS CHECK OR ‘C’ TO CANCEL 
THIS REVERSAL:

Enter a Zero (0) to accept, click on the ‘OK/END’ 
icon, press the ‘F2’ function key, or type in the word 
‘END’ and hit <ENTER> to accept this entry.  

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

You may also type “C”, Enter ‘ABORT’, press ‘F8’ 
function key or click on the ‘CANCEL’ icon to cancel 
this reversal. 



Notes:
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Hand Check Reversal 

This procedure is used after ‘check register and 
update’.  This voids the check and deletes the 
voucher(s) for HANDCHECKS (paid vouchers).  This 
will affect the general ledger and letter of credit file 
(if applicable).

For Hand checks enter company number, bank 
number and hand check number.

CO# - Enter the 2 digit company code, you 
can also click the ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-down 
menu for you to select from the available 
companies.

BANK# - Enter 3 digit bank number, you can 
also click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available banks.

CHECK# - Enter 6 digit check number for 
reversal. The remainder of the information on 
screen is displayed from the voucher.

ENTER LINE # TO CHANGE,  0 TO ACCEPT 
REVERSAL OF THIS CHECK OR ‘C’ TO CANCEL 
THIS REVERSAL:

Enter a Zero (0) to accept, click on the ‘OK/END’ 
icon, press the ‘F2’ function key, or type in the word 
‘END’ and hit <ENTER> to accept this entry.  

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

You may also type “C”, Enter ‘ABORT’, press ‘F8’ 
function key or click on the ‘CANCEL’ icon to cancel 
this reversal. 



Notes:
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Open Payables On Hold Report

This is a listing of all open Accounts Payable 
items with a DO NOT PAY status.

Date - Enter date for the report. You can also 
click on the drop down box and select a date 
from the calendar.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.

Vendor# 

In this field the operator has the option of 
selecting ‘All Vendors’, ‘Vendor Range’ or 
‘Specific Vendor’.

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

Press ‘RETURN’, enter a Zero (0), click on 
the ‘OK/END’ icon, or press the ‘F2’ 
function key to process the report.

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

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.



Notes:
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Due Date Update on Items Past Cash 
Discount

Optional procedure to calculate new due date 
for items that are past their discount terms and 
clear the discount amount. This procedure 
automatically reviews terms and removes 
discount for vouchers that are past their 
discount date. (Checks OAP and VEND.DET)

Date - Enter date for the report. You can also 
click on the drop down box and select a date 
from the calendar.

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the update.

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

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the update.



Notes:
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Vendor Maintenance (for Transfer 
Vendors)

A Vendor has to be created for the Trans 
Vendor (this is the vendor which an existing 
voucher will be transferred to).

Credit Card Type – Enter the credit card 

type, you can also click the ‘INQUIRY’ icon 
or press the ‘F7’ function key which opens 
the drop-down menu for you to select 
from the available credit card types.

Card# - Enter the credit card number.

Exp – Enter the expiration date.



Notes:
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Vendor Maintenance (for Transfer 
Vendors)

This is the vendor that the vouchers will be 
paid by the Trans Vendor (by Credit Card 
Vendor).

Email Addr – Enter the vendors email 
address.  A report will be automatically emailed 
to this vendor showing vouchers that were 
paid by the Trans Vendor (Credit Card 
Vendor).

Trans Vend – Enter the Vendor Number that 
this vendor is typically paid through.  This field 
will not automatically transfer the voucher.



Notes:
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Accounts Payable Transfer Selector

Used to transfer existing Vouchers from one 
vendor to another vendor.  Primarily used for 
Vendors who are typically paid through 
another vendor (ex: credit card vendors).



Notes:
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Accounts Payable Transfer Selector

New Select or Continue with current file? 
(N/C) – Enter ‘N’ for a new select or ‘C’ to 
continue with a current cash disbursement, 
you can also click on the ‘INQUIRY’ icon or 
press the ‘F7’ key which opens the drop-down 
menu for you to select the available options.

Company# - Enter 2 digit company number 
for selection.

Select All, Range or Selected Vendors - In 
this field the operator has the choice of 
selecting ‘All Vendors’, ‘Vendor Range’ or 
‘Specific Vendor’. 

Beg Vendor#/End Vendor # - If vendor 
RANGE is chosen, these fields become active. 
Enter beginning and ending vendor numbers 
for the vendor range. You can enter the 
vendor number, click on the ‘INQUIRY’ icon or 
press the ‘F7’ function key which opens the 
pop-up inquiry box to search for the vendor 
number.

Selected Vendors - If SELECTED VENDORS 
is chosen, these fields become active. Enter a 
single or multiple vendor numbers for the 
vendor selection. You can enter the vendor 
number, click on the ‘INQUIRY’ icon or press 
the ‘F7’ function key which opens the pop-up 
inquiry box to search for the vendor number.

Bank# - Validates against bank file. Only used 
if parameter is set to enter bank number at CD 
time. Enter the bank number, you can also 
click the ‘INQUIRY’ icon or press the ‘F7’ 



Notes:
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Accounts Payable Transfer Selector

Due Date - Hit return for today’s date or enter a 
date.  You can also click on the drop down box 
and select a date from the calendar. All vouchers 
with a due date less than or equal to the date 
entered for cash disbursement. 

Include Vouchers on Hold? (Y/N) – Enter ‘Y’ 
to include vouchers on hold or ‘N’ not to include, 
you can also click on the ‘INQUIRY’ icon or press 
the ‘F7’ key which opens the drop-down menu for 
you to select the available options.

Discounted Vouchers only? (Y/N) - Enter ‘Y’ 
for discounted vouchers only or ‘N’ for all 
vouchers, you can also click on the ‘INQUIRY’ icon 
or press the ‘F7’ key which opens the drop-down 
menu for you to select the available options.

Bank# for Selection - Enter the bank number, 
you can also click the ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-down 
menu for you to select from the available banks or 
leave blank for ALL banks. 

ENTER LINE # TO CHANGE, 0 TO ACCEPT OR 
“C” TO CANCEL THIS SESSION:

Enter a Zero (0) to accept, click on the ‘OK/END’ 
icon, press the ‘F2’ function key, or type in the 
word ‘END’ and hit <ENTER> to accept this entry. 
Additionally, you may type “C” to cancel.

The user can also enter Line Number to make 
desired changes.
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Account Payable Transfer Selector

Vendor - Current Vendor number is displayed

Vendor Name - Current Vendor Name is 
displayed

Check$ - Current dollar amount of this check 
is displayed.

# of vendors in the list – The system 
displays the number of vendors that are in the 
current transfer selection list.

Position of this vendor in the list - The 
number for the current vendor’s position in the 
selection list. 

# of Vouchers-this vendor - Number of 
vouchers for this vendor in the current 
selection list. 

Tot amt open- This Vendor - Total dollar 
amount of all vouchers for this vendor in the 
current transfer selection list. 

LN# - Line number used to access this 
voucher. 

PY – Pay code. Enter ‘A’ to pay the full amount 
of the voucher, ‘P’ for partial payment or ‘X’ to 
exclude this voucher for payment.  You can 
also click on the drop down box and select the 
available options.

Vouch# - voucher number is displayed.

Invoice Ref - Invoice number (as entered on 
voucher).
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Account Payable Transfer Selector

Gross Amt - Gross amount of voucher.

Disc Amt - Discount amount of voucher.

P - Pay status flag from the voucher. 
Vouchers with a ‘N’ for Non-pay will also 
have an ‘X’ in the ‘PY’ field. If you do not 
want to see the non-pay vouchers, you 
can exclude them in the transfer selection 
screen. 

Due Date - Due date of the voucher.

Pay Amount - Amount to pay on this 
voucher for this check. You may change 
this amount in this field by selecting ‘P’ for 
partial pay on that particular voucher in 
the ‘PY’ field.  

Bank# - Bank number from voucher.

S - Single Check flag from voucher.  You 
may override this flag here.

If multiple vendors were selected, the 
program will page through by vendor by 
entering ‘0’ to accept this Vendor.
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Account Payable Transfer Selector

ENTER LINE # TO CHANGE, “0” to 
Accept this Vendor, “ADD” to add a 
voucher, “A” to accept all this entire 
session or “c” to Cancel this entire 
session: 

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, 
or type in the word ‘END’ and hit 
<ENTER> to accept the current vendor.  
If there are other vendors they will now 
be displayed. If not, the current vendor 
will remain on screen.  

Enter ‘A’ to accept this Transfer and exit 
this screen. 

Enter ‘ADD’ to add a vendor the selection 
list. 

Enter ‘C’ to cancel this transfer selection 
and start over. 
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Account Payable Transfer Selector -
Function Keys

Vend Inq - The Vend Inq function is available 
by clicking on the ‘Vend Inq’ icon or by 
pressing the Shift+ ‘F1’ function key. This will 
bring the user to the Vendor Open Payables 
inquiry.

Vouch Inq – The Vouch Inq function is 
available by clicking on the ‘Vouch Inq’ icon or 
by pressing the Shift+ ‘F2’ function key. This 
will bring the user to the AP Detailed Voucher 
inquiry.

Next Vend – The Next Vend function is 
available by clicking on the ‘Next Vend’ icon or 
by pressing the Shift+ ‘F3’ function key.  This 
function will bring the user to the next vendor 
in the selected cash disbursement list.

Prev Vend – The Prev Vend function is 
available by clicking on the ‘Prev Vend’ icon or 
by pressing the Shift+ ‘F4’ function key.  This 
function will bring the user to the pervious 
vendor in the selected cash disbursement list.

Go Vend – The Go Vend function is available 
by clicking on the ‘Go Vend’ icon or by pressing 
the Shift+ ‘F5’ function key. This will bring up 
the vendor lookup feature.

Clr Vend – The Clr Vend function is available 
by clicking on the ‘Clr Vend’ icon or by pressing 
the Shift+ ‘F6’ function key. This will flag all 
vouchers as ‘X’ in the ‘PY’ (pay code) field to 
exclude all vouchers for payment.

Pay Vend – The Pay Vend function is 
available by clicking on the ‘Pay Vend’ icon or 
by pressing the Shift+ ‘F7’ function key. This 
will flag all vouchers as ‘P’ (pay) in the ‘P’ (pay 
status) field; which will also flag all vouchers as 
‘A’ in the ‘PY’ (pay code) field to include all 
vouchers for payment. 

Totals – The Totals Vend function is available 
by clicking on the ‘Totals’ icon or by pressing 
the Shift+ ‘F8’ function key. This will display 
the total number of vouchers and total 
payments for the specific vendor in your 
current cash disbursement selection.

Trans Vnd – The Trans Vnd function is 
available by clicking on the ‘Trans Vnd” icon or 
by pressing the Shift+’F9’ function key.  This 
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Transfer (Proof Listing and Update)

Prints a register of all accounts payable 
vouchers that were transferred.  

IF 'Y' IS ANSWERED, CHECK PRINT FILE 
WILL BE UPDATED AND ERASED

DID THE REPORT PRINT 
SATISFACTORILY ? (Y/N)

Enter ‘Y***’ to update the files. The Check files 
(CKP and CKR) will be updated and cleared!  
Also, the Vendor Detail, MTD, YTD, Monthly 
Cash Disbursements, OAP and MON.CKR files 
will be updated.  Entering ‘N’ at this point will 
take you out of transfer register printing 
without updating.
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Accounts Payable Month End Reports

From the main system selector go into 
Accounts Payable and then Month End 
Reports.



Notes:
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Expense Distribution Register

This report displays all expense transactions 
for a specified period based off the Vouchers 
file.

End of Month Date

Enter the end of month date, or click on the 
drop down box and select a date from the 
calendar.

Fiscal Period (YYMM)

Enter the fiscal period.

1.By GL#

2.By Department

3.By Job#

Option Number (1-3)

Enter option number choosing how you want 
the report to sort.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Sequential Voucher Listing

The report provides a sequential listing of all 
vouchers entered for a specific fiscal month.  It 
is commonly referred to as a purchase journal.

End of Month Date

Enter the end of month date, or click on the 
drop down box and select a date from the 
calendar.

Fiscal Period (YYMM)

Enter the fiscal period.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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AP Check Register and Paid Invoice 
Register

This report will print a listing of all paid 
invoices for a specific fiscal period along with 
the voucher number and detail information.

End of Month Date

Enter the end of month date, or click on the 
drop down box and select a date from the 
calendar.

Fiscal Period (YYMM)

Enter the fiscal period.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Hand Check Register

This report prints a recap of all hand checks 
processed for a specific period; including voids.

Date

Enter a date, or click on the drop down box 
and select a date from the calendar.

Fiscal Period (YYMM)

Enter the fiscal period.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Summary Check Register

This summary check register combines the 
hand checks and regular checks in one report.  
The report is sorted by company by bank with 
totals by each.

Date

Enter a date, or click on the drop down box 
and select a date from the calendar.

Fiscal Period (YYMM)

Enter the fiscal period.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Month End C/D Summary

The month end cash disbursements summary 
reports are a recapitulation of a specific 
month’s disbursements.  Two separate reports 
are generated.  A report for regular 
disbursements and one for hand checks.

Date

Enter a date, or click on the drop down box 
and select a date from the calendar.

Fiscal Period (YYMM)

Enter the fiscal period.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Open Accounts Payable Listing

This report lists all open accounts payable 
items as of the end of a specific month.  It is 
useful as a reconciliation tool to prove to the 
summary balances in the general ledger.

Date

Enter a date, or click on the drop down box 
and select a date from the calendar.

Fiscal Period

Enter the fiscal period.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.

Vendor#

In this field the operator has the option of 
selecting ‘All Vendors’, ‘Vendor Range’ or 
‘Specific Vendor’.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Open Accounts Payable Listing in Foreign 
Currency

This report lists all open accounts payable 
items with foreign currency as of the end of a 
specific month.  It is useful as a reconciliation 
tool to prove to the summary balances in the 
general ledger.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.

Vendor#

In this field the operator has the option of 
selecting ‘All Vendors’, ‘Vendor Range’ or 
‘Specific Vendor’.

Fiscal Period

Enter the fiscal period.

Date

Enter a date, or click on the drop down box 
and select a date from the calendar.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Job Cost Summary Report

This report provides a recap of all charges 
entered against a job by general ledger 
number.  This report displays month-to-date 
and year-to-date totals.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Job Detail History Report

This report prints the details for each job for 
each transaction.

Fiscal Period

In this field the operator has the option of 
selecting ‘All Fiscal Periods’, ‘Fiscal Period 
Range’ or ‘Specific Fiscal Period’.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Update Vendor History File

This monthly vendor history update copies the 
current status of all items in the Oap file to the 
history Dump-Oap file.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Voucher History Report

The report will generate a listing of voucher 
history based on a range of fiscal periods and 
general ledger numbers.

Date of Run

Enter a date, or click on the drop down box 
and select a date from the calendar.

Update History File? (Y/N)

Enter ‘Y’ to update the vendor history and ‘N’ 
not to update.

Starting Fiscal Period (YYMM)

Enter the starting fiscal period.

Ending Fiscal Period (YYMM)

Enter the ending fiscal period.

Range of G/L #’s? (Y/N)

Enter ‘Y’ for a range of general ledger numbers 
or ‘N’ for all.

Starting G/L #

Enter the starting general ledger number or 
click on the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the pop-up inquiry 
box to search for the general ledger number.
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Voucher History Report

The report will generate a listing of voucher 
history based on a range of fiscal periods and 
general ledger numbers.

Ending G/L#

Enter the ending general ledger number or 
click on the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the pop-up inquiry 
box to search for the general ledger number.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Vouchers Purchase History Report

This report prints the purchase dollars for each 
vendor by month for the year and last year.  
This report only totals for each month.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.

Vendor#

In this field the operator has the option of 
selecting ‘All Vendors’, ‘Vendor Range’ or 
‘Specific Vendor’.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Vendor Payment History Report

This report prints the payment dollars for each 
vendor by month for the year and last year.  
This report only totals for each month.

Company 

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.

Vendor#

In this field the operator has the option of 
selecting ‘All Vendors’, ‘Vendor Range’ or 
‘Specific Vendor’.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Purchase Order Inventory Accrual Report

This report displays the purchase order 
received value and the voucher (invoice) value.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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A/P Transfer Check Register

Prints a listing of all accounts payable vouchers 
that were transferred for the month.  

End of Month Date

Enter the end of month date, or click on the 
drop down box and select a date from the 
calendar.

Fiscal Period (YYMM)

Enter the fiscal period.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Vouchers Per User Report

This report displays by user how many 
vouchers were entered/created per month.

Company Number

In this field the operator has the option of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’.

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.
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Accounts Payable End of Month Job 
Stream

Prior to running End of Month(EOM) the 
do the following:

1.Verify all vouchers have been entered and 
updated.

2.Verify that all checks and handchecks have 
been generated

3.Run month end tape backup

Note: You may also run AP EOM from the EOM 
menu:  End of Month Processing, Accounts 
Payable End of Month Job Stream.

The AP EOM report capture can be accessed 
from the EOM Menu: End of Month 
Processing, View End of Month Reports 
(Accounts Payable).

You do not have to close AP at the end of the 
month. 

ENTER END OF MONTH DATE OR ‘END’: 
MM/DD/YY

Enter the end of month date for the month you 
are currently closing or enter ‘END’ to end out 
of this process.
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Accounts Payable End of Month Job 
Stream

ENTER LINE# TO CHANGE, ‘A’ FOR ALL, 
‘0’ TO ACCEPT, OR ‘END’ TO ABORT:

Enter line of the company you want to run the 
end of month update on or enter ‘A’ for all 
companies.  Enter ‘0’ to accept or ‘END’ to 
abort out of the update.

COMPANY XX, ENTER ‘Y’ TO UPDATE, ‘N’ 
TO REMOVE FROM UPDATE:

Enter ‘Y’ to update and start the end of month 
update for the selected company or ‘N’ to 
remove the company from the update.
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Accounts Payable End of Month Job 
Stream

When you enter ‘Y’ to update it will change the 
UPD flag on the screen.

ENTER LINE# TO CHANGE, ‘A’ FOR ALL, 
‘0’ TO ACCEPT, OR ‘END’ TO ABORT:

Enter a Zero (0) to accept, or type in the word 
‘END’ to abort this update.

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

COMPANIES: XX

ARE ON THE SAME FISCAL, ENTER 
FISCAL PERIOD TO UPDATE OR <END>:

Enter the fiscal period to update.
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Vendor Detailed Payables Inquiry

Displays all open accounts payable records or 
history for a specific vendor (monthly).

CURRENT or HISTORY?

Click to select current or history.  History will 
show both (current will be at end of history). 

Vendor# - At the vendor number prompt you 
can enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ 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 ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-down 
menu for you to select from the available 
companies.

Enter Line# for Detail Information or 
‘END’:

Enter a line number for detail information on 
that voucher. Click on the ‘OK/END’ icon, press 
the ‘F2’ function key, or type in the word ‘END’ 
and hit <ENTER> to accept this entry.



Notes:
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Vendor Detailed Payables Inquiry –
Function Keys

PurchHist - The Purchase History function is 
available by clicking on the ‘PurchHist’ icon or 
by pressing the Shift+ ‘F1’ function key. This 
will bring the user to the Vendor Purchase 
History Inquiry.

Pay Hist - The Payment History function is 
available by clicking on the ‘Pay Hist’ icon or by 
pressing the Shift+ ‘F2’ function key. This will 
bring the user to the Vendor Payment Inquiry.

Vouch Inq – The Vouch Inquiry function is 
available by clicking on the ‘Vouch Inq’ icon or 
by pressing the Shift+ ‘F3’ function key. This 
will bring the user to the AP Detailed Voucher 
Inquiry.

Check Inq – The Check Inquiry function is 
available by clicking on the ‘Check Inq’ icon or 
by pressing the Shift+ ‘F4’ function key. This 
will bring the user to the Check Detail Inquiry.

VRM Det – The VRM Detail function is 
available by clicking on the ‘VRM Det’ icon or 
by pressing the Shift+ ‘F5’ function key. This 
will bring the user to the Vendor Relationship 
Management Call Detail Screen.

Transfer – The Transfer function is available 
by clicking on the ‘Transfer’ icon or by pressing 
the Shift+ ‘F6’ function key. This will bring the 
user to the Transfer Voucher Detail Inquiry.



Notes:
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Vendor Purchase (History)  Inquiry

Displays the cumulative monthly purchase 
dollars for next year, this year, last year and 
two years ago. 

CO# - Enter the 2 digit company code, ‘A’ for 
all companies, you can also click the ‘INQUIRY’ 
icon or press the ‘F7’ function key which opens 
the drop-down menu for you to select from the 
available companies.

Vendor# - At the vendor number prompt you 
can enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

Enter <RETURN> to Continue: 

The user may press <ENTER> or type “END” 
and press <ENTER> to be brought back to the 
menu. 



Notes:
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Vendor Payment (History)  Inquiry

Displays the cumulative monthly payment 
dollars for next year, this year, last year and 
two years ago. 

CO# - Enter the 2 digit company code, ‘A’ for 
all companies, you can also click the ‘INQUIRY’ 
icon or press the ‘F7’ function key which opens 
the drop-down menu for you to select from the 
available companies.

Vendor# - At the vendor number prompt you 
can enter the vendor number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the vendor number.

Enter <RETURN> to Continue: 

The user may press <ENTER> or type “END” 
and press <ENTER> to be brought back to the 
menu. 



Notes:
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Check Detail Inquiry

This inquiry is used to see the payment detail 
of a single check. 

CO# - Enter the 2 digit company code, you 
can also click the ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-down 
menu for you to select from the available 
companies.

Bank# - Enter the bank number, you can 
also click the ‘INQUIRY’ icon or press the 
‘F7’ function key which opens the drop-
down menu for you to select from the 
available banks.

Check# - Enter the check number, you 
can also click the ‘INQUIRY’ icon or press 
the ‘F7’ function key which opens the 
drop-down menu for you to select from 
the available checks.

Enter ‘END’ to END this inquiry:

Click on the ‘OK/END’ icon , press the ‘F2’ 
function key, or type in the word ‘END’ and hit 
<ENTER> to end this inquiry.



Notes:
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Detailed Voucher Inquiry

This inquiry can be utilized to see the details of 
a specific voucher.

Vouch# - At the voucher number prompt you 
can enter the voucher number, click on the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the pop-up inquiry box to search 
for the voucher number.



Notes:
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Detailed Voucher Inquiry

Top section shows payment information:
Bank number, Check#, Check date, Gross 
Amount, Discount Amount and Payment 
amount and remaining balance ( if any). 

Lower section shows General Ledger 
information: General Ledger number and 
description, PO#, receiver#, job# and 
distribution amount. 

Enter ‘END’ to END this inquiry:

Click on the ‘OK/END’ icon , press the ‘F2’ 
function key, or type in the word ‘END’ and hit 
<ENTER> to end this inquiry.



Notes:
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Open Accounts Payable Listing

Lists all open AP as of the end of the 
requested fiscal period.  Primarily used to tie 
together the general ledger financial control 
accounts to its subsidiary ledger, the Open 
Accounts Payable file. 

Determines open items as follows:

1. Was it entered in current or previous fiscal 
period? 
2. Paid during the fiscal period entered by the 
operator for this report?  (This report is also 
produced as part of EOM. )

Date

Enter a date.  You can also click on the drop 
down box and select a date from the calendar.

Fiscal Period

Enter Fiscal period for this report.

Company

In this field the operator has the choice of 
selecting ‘All Companies’, ‘Company Range’, or 
‘Specific Company’.

Vendor#

In this field the operator has the choice of 
selecting ‘All Vendors’, ‘Vendor Range’, or 
‘Specific Vendor’.



Notes:
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Open Accounts Payable Listing 

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

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

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.



Notes:
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Open Accounts Payable in (Foreign 
Currency)

Lists all open AP as of the end of the 
requested fiscal period. Similar to regular OAP 
report but shows foreign currency conversions. 

Determines open items as follows:

1. Was it entered in current or 
previous fiscal period? 

2. Paid during the fiscal period 
entered by the operator for this 
report.  (This report is also produced 
as part of EOM.) 

Company

In this field the operator has the choice of 
selecting ‘All Companies’, ‘Company Range’, or 
‘Specific Company’.

Vendor#

In this field the operator has the choice of 
selecting ‘All Vendors’, ‘Vendor Range’, or 
‘Specific Vendor’.

Fiscal Period

Enter Fiscal period for report.

Date

Enter a date.  You can also click on the drop 
down box and select a date from the calendar.



Notes:
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Open Accounts Payable Listing Foreign 
Currency

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

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

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.



Notes:
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Account Payable Vendor Card
This report prints a history of vendor activity 
for the last 370 days.  Prints all vouchers 
processed and checks written against the 
vouchers for each vendor.

Update VENDOR HISTORY File? (Y/N)-
Do you want to update the Vendor History file 
with the running of this report. Enter Y or N.  
‘Y’  will copy records to the report.

1. By Company

2. Consolidated

Option Number (1-2)

Enter option number for type of report.   If ‘By 
Company’ is chosen the report will be run for 
each company.  If ‘Consolidated’ is chosen 
information for all companies will be 
consolidated.

Company Number(2A) or ‘A’ for All

Enter the 2 digit company code, enter ‘A’ for all 
companies or you can also click the ‘INQUIRY’ 
icon or press the ‘F7’ function key which opens 
the drop-down menu for you to select from the 
available companies.

Ending CO#(2N)

Enter the 2 digit company code, you can also 
click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available companies.



Notes:
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Account Payable Vendor Ledger Card

Beginning Vendor# or ‘A’ for ALL

Enter the beginning vendor number, enter ‘A’ 
for all vendors, or you many click the 
‘INQUIRY’ for vendor lookup. 

Ending Vendor#

Enter ending vendor number, or you many 
click the ‘INQUIRY’ for vendor lookup. 

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.



Notes:
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Accounts Payable 1099 Procedures
Menu

From the main system selector go into 
Accounts Payable and then 1099 
Procedures.

MDS will create 1099 forms and file tape 
and/or laser prints for all 1099 Vendors. 
Vendors must be set up as 1099 Vendors 
for the 1099 forms to be created. 



Notes:
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1099 Procedures – Vendor File Settings

Vendor Master Maintenance

User must set the following fields:

FED ID/SS# - Federal ID or social security 
number.

1099 REQ - Enter 'Y' or 'N' for 1099 updates 
and reports.  Enter 'Y' if a 1099 form is 
required for this vendor.

Also make sure address fields 2-5 are filled in. 



Notes:
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MDS AP Training Guide Base WinMDS                                       ©The Systems House, Inc. Page 130

1099 Procedures Menu Overview:

1099 File Adjustment Entry/ 
Maintenance - Use this procedure to Adjust 
1099 payment amount. (Should only be 
necessary to correct errors, or if vendor was 
started mid-year).  Adjustments are 
replacements so subtract. 

1099 Vendor File List - Detail listing of the 
1099 forms by vendor.  This is your paper 
backup for the 1099 forms.  Report shows (by 
company): Co#, Vendor# Vendor Name, SS#, 
Voucher #, Inv.#, Inv. Date, Gross Amount, 
Date Paid, Check#, and Fiscal Period.

1099 Form Print- Selects all vendors coded 
to receive a 1099 form and prints appropriate 
form. Government form print- subject to 
change annually. (You must have MDS 
maintenance to have this form updated 
annually and make sure this form is current.)  
<$600 1099 forms do not print. (per govt.)

Check 1099 File for SS# and Address-
Should be run BEFORE 1099 are printed or 
dumped to tape. Checks each vendor record 
for proper format of city, state, zip and Tax ID. 
This will print a report listing Vendor #, vendor 
Name and Error Description. 

1099 Forms on Tape- Generates 1099 on 
tape in the format required by the IRS. Format 
is subject to change by IRS. Note: Tape dump 
of 1099 & vendor file. Should be stored in a 
secure location in case you need to retrieve 
1099 info for previous years.



Notes:
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1099 Procedures Menu Overview:

Tape Dump of 1099 File (should be done 
before purge) - Purges 1099 information. 
CAUTION: YOU WILL NOT BE ABLE TO 
GENERATE 1099 AFTER PURGE. Normally run 
after April15th. 

1099 File Purge (end of calendar year) -
1099 file purge. This is a Final purge- only 
retrieval after this is via the tape.

1099 Form Print – Laser form print.

Notes: 1099 Menu requires an analysts 
intervention when ready. The 1099 menu is 
not in order for first time use.  Typical first 
time procedure would be; 

Check 1099 File for SS# and Address- Vendor 
File List- Form Print – Adjustments – Form 
print ( again) - 1099 Forms on Tape- Tape 
Dump of 1099 File (should be done before 
purge).



Notes:
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Vendor – Customer Listing
This listing provides a cross- reference of 
all vendors that are also customers.

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function 
key to process the report.

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.

To set a Vendor as a customer:

1. Set up a Customer Master record with the 
vendor’s information. 

2. Enter this new Customer Number in field 
AR CUST# of the Vendor Master record.



Notes:
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A/P Invoice Verification List

This report lists all vendor invoices received 
and vouchered. This is kept to ensure that the 
same vendor invoice is not accidentally 
vouchered twice.   Information is kept for 1 
year. Records older than 1 year are purged as 
part of EOY. 

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

Press ‘RETURN’, enter a Zero (0), click on the 
‘OK/END’ icon, or press the ‘F2’ function key to 
process the report.

Click on the ‘ABORT’ icon or press the ‘F8’ 
function key to abort out of the report.



Notes:
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Letter of Credit System Menu

From the main system selector go into 
Accounts Payable and then Letter of Credit 
System.



Notes:
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Letter of Credit Maintenance

This maintenance give the operator the ability 
to enter or maintain a letter of credit.

COMPANY - Enter the 2 digit company code, 
you can also click the ‘INQUIRY’ icon or press 
the ‘F7’ function key which opens the drop-
down menu for you to select from the available 
companies.

BANK - Enter the bank number, you can also 
click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available banks.

L/C # - Enter a new letter of credit.  To 
maintain an existing letter of credit you can 
click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available letter of 
credits.

VENDOR - Enter the vendor number, you can 
also click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available vendors.

ISSUE DATE - Enter letter of credit issuance 
date, hit return for today’s date or click on the 
drop down box and select a date from the 
calendar.

EXPIRATION DATE - Enter letter of credit 
expiration date or click on the drop down box 
and select a date from the calendar.

EXPIRED – The expired flag can be set to ‘N’ 



Notes:
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Letter of Credit Maintenance

EXP FISC - Expiration fiscal period. When 
the expired flag is set to ‘Y’, enter fiscal 
period for expiration here. (Note: Fiscal 
Period must still be open on the system.) 

DATE EXPIRED - Enter date expired flag is 
turned to ‘Y’.

OPEN BALANCE - Current open balance of 
letter of credit is displayed. 



Notes:
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Letter of Credit Maintenance

DATE – Enter the date for the start of the 
letter of credit, hit return for today’s date or 
click on the drop down box and select a date 
from the calendar.

PERIOD - Enter opening fiscal period.

CODE - Hit enter for code.  The First entry is 
ALWAYS ‘ISS’ for issuance.  Additional CODES 
are:

ISS - Issuance of letter of credit - This code is 
automatically entered for the first transaction 
posted, and may not be used for further 
transactions.

ADJ – Adjustment - This code allows 
adjustments to the open balance. You cannot 
add or change terms here.                                                     

AMD – Amendment - This code is used to post 
amendments such as terms, expirations 
date, and amount.                                                   

PMT – Payment - This code is used to post 
payments against the letter of credit where 
payments were not entered during voucher 
input. Payments will reflect a negative 
adjustment to the letter of credit.  (Note: 
Vouchers paid by letter of credit on the 
system, will automatically be posted to the 
letter of credit).



Notes:
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Letter of Credit Maintenance

DESCRIPTION - ENTER description.

TERMS - Enter terms for the letter of credit.

EXPR-DATE - Expiration date will fill 
automatically, based on Expiration Date 
entered previously.

AMOUNT- Enter a dollar amount.  For first 
entry this is the amount of the letter of credit.  
The open balance will be filled in. 

ENTER LINE # TO CHANGE, NEXT PG, 
PREV PG, DELETE TO DELETE, 0 TO 
ACCEPT:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.  

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.

Enter ‘DELETE’ and then ‘Y***’ to delete an 
existing letter of credit.



Notes:
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Letter of Credit Maintenance- Automatic 
Postings

Vouchers entered on the system and PAID with 
a letter of credit will automatically be updated 
to the appropriate letter of credit. 

The system will enter the transaction as a PMT 
with the Misc. Description field (REF# taken 
from the voucher) and the voucher # (VOU#) 
in the description field.  Note: If there is no 
miscellaneous description entered, the system 
will add the Voucher number only. 

In the example above there are 3 PMT’s that 
were posted by the system, however, only 
voucher 000226 had a miscellaneous 
description. Notice the miscellaneous 
description comes in as well as the voucher 
number. 



Notes:
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Open Letter of Credit Position Report

This report lists all open Letters of credit as of 
the end of a specified fiscal period. It is useful 
as a reconciliation tool to prove to the 
summary balances in the general ledger. 

1. Detail

2. Detail Summary

3. Summary

Option Number (1-3)

Enter option number for type of report.  If 
‘Detail’ is chosen the report will print the detail 
transactions for each letter of credit.  If ‘Detail 
Summary’ is chosen the report will print 
opening balances and some detail of the letter 
of credits by vendor.  And if ‘Summary’ is 
chosen the report will print a summary of each 
vendors open letter of credit balance.

Month Ending Date (MM/DD/YY)

Enter the month end date or you can also click 
on the drop down box and select a date from 
the calendar.

Fiscal Period (YYMM)

Enter Fiscal Period.

Company Number (NN) OR 'A' for ALL 

Enter the 2 digit company code, enter ‘A’ for all 
companies or you can also click the ‘INQUIRY’ 
icon or press the ‘F7’ function key which opens 
the drop-down menu for you to select from the 
available companies.



Notes:
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Open Letter of Credit Position Report

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.



Notes:
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Letter of Credit File Purge

The letter of credit file purge purges expired 
letters of credit based on the latest expiration 
date as entered by the user, and the company 
number selected. The file purge will prevent 
maintenance of expired L/C. However, the 
history information will remain in the summary 
and detail inquiries. 

Enter Last Date to be Purged

Enter purge date or you can also click on the 
drop down box and select a date from the 
calendar.

Company

In this field the operator has the choice of 
selecting ‘All Companies’, ‘Company Range’ or 
‘Specific Company’. 

Press Line# to Change, ‘0’ to Accept and 
Print or ‘ABORT’:

Enter a Zero (0) to accept, click on the 
‘OK/END’ icon, press the ‘F2’ function key, or 
type in the word ‘END’ and hit <ENTER> to 
accept this entry.

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

Enter ‘ABORT’, press ‘F8’ function key or click 
on the ‘CANCEL’ icon to cancel out.

IF Y IS ANSWERED LETTER.CREDIT 
RECORDS WILL BE PURGED

DO YOU WANT TO CONTINUE?



Notes:
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Letter of Credit Inquiry 

This inquiry will show all letters of credit 
for a specific company, bank and vendor 
combination.

CO# - Enter the 2 digit company code, 
enter ‘A’ for all companies or you can also 
click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down 
menu for you to select from the available 
companies.

BANK# - Enter the bank number, you 
can also click the ‘INQUIRY’ icon or press 
the ‘F7’ function key which opens the 
drop-down menu for you to select from 
the available banks.

VEND# - Enter the vendor number, you 
can also click the ‘INQUIRY’ icon or press 
the ‘F7’ function key which opens the 
drop-down menu for you to select from 
the available vendors.

OPEN L/C VALUE - Calculated total open 
letter of credit balance of all letter of 
credits displayed. Expired letter of credits 
are not included in balance.  The first 
transaction line of each letter of credit is 
displayed. 

Enter Line# for DETAIL or “END”:

Enter a line number to see the detail of 
that specific letter of credit or click on the 
‘OK/END’ icon, press the ‘F2’ function key 
or type END to exit this inquiry.



Notes:
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Letter of Credit Inquiry (detail)

This inquiry will show detailed information for a 
specific letter of credit. (All information from 
L/C maintenance). 

CO# - Enter the 2 digit company code, enter 
‘A’ for all companies or you can also click the 
‘INQUIRY’ icon or press the ‘F7’ function key 
which opens the drop-down menu for you to 
select from the available companies.

BANK# - Enter the bank number, you can 
also click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available banks.

L/C# - Enter Letter of credit number, you can 
also click the ‘INQUIRY’ icon or press the ‘F7’ 
function key which opens the drop-down menu 
for you to select from the available letter of 
credits.

VEND# - System will fill in this information 
based on letter of credit selected/entered.

Use function keys for Previous Page, 
Next Page or ‘END’:

Click on Previous Page or Next page (for 
multiple pages) or click on the ‘OK/END’ icon, 
press the ‘F2’ function key or type END to exit 
this inquiry.



Notes:
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Vendor Relationship Management

Please see the VRM Guide for details. 



Notes:
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Comments:


