AR Adjustment

| have a customer that has an open invoice for 25.50, and | want to do an AR Adjustment for 5.50, to
lower their open AR to 20.00

From the Main Menu — 6-3-1-2 AR Adjustment Entry
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Accounts Receivable Adjustments
01fSOUTHERN SAFETY SALES
1101
SOUTHERN SAFETY SALES INC
1719 EAST 2ND STREET

1.Adjustment Date
2.Transaction Type
3.Number

4.Adjustment Number Open Balance
5.Amount

6.G/L Number

T.Comments

8.Reference Number
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Company — Hit <ENTER>, it will default to 01.
Period — Enter your fiscal period, for example January 2011 is 1101 (YYMM).
Customer — Enter the customer number or begin the lookup.

Adjustment Date — Hit <ENTER> for today’s date, or click the calendar button and choose a different
date.

Transaction Type — Hit <ENTER> for the default type of ADJ. The other options are D/M (debit memo) or
S/C (service charge).



Continued...
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Accounts Receivable Adjustments

01MSOUTHERN SAFETY SALES
1101
SOUTHERN SAFETY SALES INC
1719 EAST 2ND STREET

1.Adjustment Date

I
2.Transaction Type E E ADJUSTMENT

3.Number 519386
4.Adjustment Number Open Balance

3.Amount 20.00

6.G/L Number 0120200
T.Comments DEDUCT SALES TAX

#.Reference Number

9.Product Number

ENTER LINE # TO CHANGE,DELETE TO DELETE,0 TO ACCEPT
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Number — Enter your invoice number, without the 01. In your case the invoice number would 510335.

Amount — To remove the tax from the customer, enter a negative sign first, then the amount.

G/L Number — Enter the GL number you need to adjust. In your case, the tax gl number for the tax rate
your invoice was for is 01-42400.

Comments — Enter any comments. Then at the bottom of the screen, type ‘0’ and hit <ENTER>. The
system will assign a unique AR Adjustment number.




Next, usually the AR person takes care of the update process.

Back at the menu; click the “BACK” menu one time. You will be at the menu title AR.MAIN

1 SSSLTEST - [timeshare tshinc.com-SSSLTEST-AR.MAIN]

X
-5{ File Edit Settings Reset Tools GUI Standard Functions  Special Functions  Help = [l& |
. | — Shortcuts % ;R.MAIE hSI.TEST =
9:53:21 AW Import MDS Files Entry and Inquiry Programs
4 January 2011 » | Stock Status Inquiry 3| 2.Daily Reports
Sun Mon Tue Wed Thu Fri Sat Contract Header 3| 3.Monthly Reports
1 Contract Detail —3|4.Dunning System
2 3 4 5 6T 8 C Master Mai e 5.AR Only Month End Jobstream
9 10 1 12 13.“ 15 ial Fi i i '_l|6.Customer Relationship W it
%6 17 18 19 20 21 22 Special File Price Maintenance P
23 024 25 26 271 28 29
30 31 -
< ] b
— Tasks
Date e Descriptio A
11/16/2010 | 5:00pm |Test task Past
111192010 4:00pm |Second test Past
« [m] 3 Back | [ H ] ||
— HKey Indicators |
T
Purchases By Vendor
Curr Inv Value $204,378 1 ELEHHHH , By
Orders - In Pick | 1105898 ﬂ } |
2 Legend
Bl Total Value
Total Received
« ] p

0OE NTACTS MAINT DRILL EXECINQ REPORTS CAPT OFF VIEW CRM.MENU | VRM.MENU
HELP OK/END INSERT ELETE PREV PG NEXT PG INQUIRY CANCEL Off Popup

‘s start OCERE @



The next step requires you to go to menu option #2. Daily Reports, then click on #2 Daily Adjustment

Journal.
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— AR.DAILY.REPORTS on SSSLTEST

1.Daily Cash Receipts Journal

2.Daily Adjustment Journal
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AR Adjustment List and Update

Press <RETURN= to Process Report, Line# to Change, or ABORT w
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Hit <ENTER> to process the report.
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AR Adjustment List and Update Capture:On

CAUTION
IF YOU ANSWER ' TO THE FOLLOWING QUESTION
HE A/R ADJUSTMENTS PRINT FILE WILL BE COPIED
0 THE MONTHLY A/R ADJUST.PRINT FILE AND UPDATED
TO THE GLA FILE, THEN CLEARED

DID THE A/R ADJUSTMENT LIST PRINT OK? (¥/N) -

[ 1 1 1 T 1 Jemwtor [ | |
HELP OKIEND INSERT LDELETE | PREVPG | NEXTPG INQUIRY CANCEL Popup

/5 start OrBeE . [ ; &)
This report prints directly to Report Capture. | normally would have you open a 2" session, and click on
the VIEW button. Then right click on the first report and print the report. Review the report; it should
just be your adjustment you just entered. If everything looks ok, which it should, return to your other

session.
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AR Adjustment List and Update Capture:On

CAUTION
IF YOU ANSWER ' TO THE FOLLOWING QUESTION
HE A/R ADJUSTMENTS PRINT FILE WILL BE COPIED
0 THE MONTHLY A/R ADJUST.PRINT FILE AND UPDATED
TO THE GLA FILE, THEN CLEARED

DID THE A/R ADJUSTMENT LIST PRINT OK? (¥/N) -

[ [ |emwwow| | [ | |
| wep | owewo | mwserr | ioetere | prevec | mextpc | moury | cancee | o [ | | Popwp

/5 start GOEBE —— 5
Now you should be back here, your original MDS session. The last step is to updat
“Y***” and hit <ENTER> to process.
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e the file. Just type

Remember to save the report you just printed, your accountant may want it.



