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CREDITORS - OVERVIEW

Accrivia provides a fully integrated Creditors module, with direct links to Debtors, Jobs,
Manufacturing & General Ledger. Extensive functions include:

¢ Invoicing, including Standing Invoices

o Credit Notes including Credit Requests

e Purchase Orders, linked through Inventory module

¢ Manual Payment Entry

e Automated payments based on Creditor strategies, discount days or pay-by-date trans-

action stamping (Autopay)

o Direct creditor account payments

o Contra payments for Debtors/Creditors

o Expense Account Entry and Reporting linked to General Ledger

e PPSTax

¢ Updating of Stock Quantities from Invoices

¢ Updating of Job Estimates from Invoices

e Cheque printing facilities

o Links directly to the General Ledger

e Import XML files direct from Suppliers

o Taxable Payment Annual Reporting

Full details on each of these functions are provided in the Creditors Manual, with additional
information on specific modules available in the relevant manuals.
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CREDITORS - FILE
MAINTENANCE (CFM)

Menu option: CREDITORS -

Information about the creditor, as well your trading activity terms with them can be found in
the File Maintenance screen - commonly referred to as the Masterfile. A variety of tabs are
available to enter details for each Creditor which provide you with the ability to record a large
volume of information to assist in various other modules, including Jobs & General Ledger.

Any tab listed below that is not currently on your screen will need to be activated through User
Access after speaking to your onsite Accrivia Supervisor assuming that function falls within your
current package.

The purpose of the creditor information fields are described below:

CFM - Details Tab

Creditor File Maintenance

Detals | Options | Contact Details | Notes || Tatals || Postings || Standing lnvoices || Contractar || Changes Log || Assoc. Files

Code |s(n5]E5FS Edit Code Bedundant
FPayment Temsz
Fay by Date Days

Trading Hame | &ccrivia

e oo ivia Dizzaunt Days an Staterment

ABN 131033013386 Check ABN Default Dizcount Fate
Contact N Jason Lugton
ontact Name q Payment Terms |30 v
Addregs PO Bax 311
W armnambool 3280
Pay Details

Drawer's Name  |[&ccrivia

BSB/Bank Acct |000663 123456

Fhone Humber (5562 0700
Fax Number |5562 0400

Mobile Number EFT Id |Accrivia
E-bail Address
Pay by Credit Card |+
Group |GEMERAL v
A Retention Defaults
Credit Limit 1%
Days
SR 2 W *|= ﬁt Merge... Show Redundant

PAY DETAILS -
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Code - Unique code, with a maximum of 10 characters

Trading Name - enter the creditors Trading Name

Legal Name - enter the creditors Legal Name (enter even it Legal & Trading name are the
same)

ABN - enter the creditors Australian Business Number, this is a requirement and you will
prompted each time you use this creditor if an ABN is not entered.

Check ABN - click this button to open a browser with a direct link to the ABN website allow-
ing you to confirm that the ABN you have entered is the a valid legal entity. This is especially
useful for clients who are required to produce Taxable Payment Reports as only valid entries
will allow you to produce your yearly report.

Contact Name - enter if you have a specific contact within the organisation.

Address - enter details here, will be used when producing paperwork such as Purchase
Orders, Remittance advices and TPAR reports.

Phone / Fax / Mobile / Email - enter all details as required

Group - You can assign each Creditor to a Group for both analysis in reports and can also be
used in the Autopay function. For further details See "Creditors - Groups Overview" on page
49

Credit Limit - if applicable enter the limit you have with the Creditor

PAYMENT TERMS

Pay by Date Days - If a creditor requires payment a specific number of days from invoice
date, enter these terms here (e.g. if a creditor requires payment of invoices 3 weeks from
invoice date, enter 21 here). This will overwrite the standard payment terms set in the Pay-
ment Terms drop box.

Discount Days on Statement - If a creditor offers a discount percentage for prompt pay-
ment, enter the number of days from statement that this discount applies for.

Default Discount Rate - If the Creditor offers a discount percentage for prompt payment,
enter this percentage rate here.

Payment Terms - Enter the number of days from invoice date to when the payment is due.
Standard selections are 0/7/14/30/45/60/90.

TOP - Terms of Pay, for Creditors offering multiple discounts structures it is possible to enter

up to 5 different "Pay Days" along with the specific Discount applicable if paid by that day.
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Procurement - (user specific option) tick if paying this Creditor a Procurement Fee
Drawers Name - Enter the creditors Bank Account Name to be used in the bank file when
processing a payment for them in the Autopay screen. Note maximum of 32 characters
can be used for a bank file.

BSB/Bank Acct - Enter the creditors BSB and Account Number details to be used in the
bank file when processing a payment for them in the Autopay screen. Note - details must
be entered in this field if you wish to pay Creditor by EFT.

EFT ID - Enter the text that will appear on the creditors bank statement when they are
paid via EFT. Most common reference is the Creditor Account Name (limit of 18 char-
acters) *** Note failure to enter an EFT ID will prevent a direct EFT payment being
processed, data must be entered to process a bank file.

Default Cashbook - (used only if multiple Cashbooks are set up on your system). This
field allows you to select the default Cashbook for this creditor.

Pay by Credit Card - check this box only if the Autopay system should pay this Creditor
using your Credit Card every time.

Retention Defaults - (Site specific, may not be seen by all users) 3 fields are available to
record retention details if applicable. The first field 'S' records a flat dollar value while the
second '%' can record a percentage figure based on the total value of items purchased.
The final field 'Days' records how many days you wish to retain the payment. For more
details see - See "Creditors - Payment Retention" on page 29

Edit Code - it is possible to change a Creditor code if required. For full details See "Cred-

itors - Editing a Code" on page 25
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CFM - Options Tab

Creditor File Maintenance

Dietailz | Optiotz | Contact Detals | Notes || Tatals || Postings || Standing Invoices || Contractor | Changes Log || Asszoc. Files
Creditor Mame |Accrivia
Iteenice Defaults Other O ptions
Default Branch |ADMIN v Supplier POrd § DSetSel
Default Expense Account 1577 = Supplier Cat [IT SUPPORT
Tatalz Include GST [+ Minimum PO $ $R00.00
Reguires Autharization v h PO Credit Limit £ $1.000.00
Email Addresses Shipping Method
Credit Fequests supportiEaccrivia. com. au
Purchase Orders | sales@accrivia.com.au Debtor Code
Auto Femittance
Send To [Email -
Ebal | ckoenig@accrivia.com.au Show PO $¥  Show Del Date Reqd
Mo GST
Lo (RS LA L = FF Merge... Shaw Redundart

INVOICE DEFAULTS

e This entry is not compulsory and you can elect to enter just a Branch or and Expense Code

or both, but it is handy if the Creditor always provides to the same Branch/Entity, or if the

product they supply is always the same. This will then autofill these details whenever you are

making payments, posting journals or entering stock. Any default entry made here can be

over-ridden at any stage if required.

Default Branch - for clients with multi-company entities use the drop down to select the

appropriate

Default Expense Account - use the drop down to access the General Ledger account listing

and select the appropriate GL code most commonly used for purchases from this Creditor.

o Totals Include GST - As not every Creditor will provide invoices with the same format this
field can prove useful when entering invoice details on a line by line basis. eg: some invoices
show a line total which excludes GST then a line at the bottom which totals the entire GST for

that invoice, which means if you want to enter it correctly you have to manually work out
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what portion of the entire GST value relates to each line - this can be very annoying and
time consuming, Others show the total of each line including GST - if that is th case with
this Creditor then ticking this field will let the system know that the value to enter
already includes the GST portion.

¢ Requires Authorisation - ticking here controls the ability to make payments to this Cred-
itor via the use of an Authorisation process. When invoices are entered they must pass
through management to get approval before a payment can be made. Up to 2 levels of

Authorisation can be set up if required.
EMAIL ADDRESSES

o Ifapplicable to your site, you can enter email addresses here for both Credit Requests
and Purchases Orders. These will then accessed by the system when producing these

items.
AUTO REMITTANCE

e The selection here advises the system how you wish to produce Remittances, the
options being Printer / Fax / Email. Depending on your selection further fields will appear

below to enter in the appropriate address or number etc.
CURRENCY

o This is a User specific option for clients who trade or purchase items from overseas
where a different Currency needs to be taken into account. Select the Trading and Native

Currency from the supplied list.
OTHER OPTIONS

o Supplier - tick this box if the items you purchase from thsi Creditor is an Inventory Stock
item.

o POrd$ DSetSell - Tick this box to use the sell prices for the linked debtor account for Pur-
chase Order pricing.

o Importer - user specific, tick if the Creditor is an Importer

o Supplier Cat - This is a free-text field that can be used to group suppliers in reporting etc.

e Minimum PO $ - If this creditor requires a minimum purchase order value, specifiy this

here.
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e PO Credit Limit $ - If this creditor restricts you with a Credit Limit for purchase order values,
specifiy this here.

o Shipping Method - Select a standard shipping method for items purchased from this cred-
itor. Shipping methods can be added via the Inventory module.

o Default Rate - site specific when using sub-contractors for jobs, allows you to enter the
default rate that they will be paid.

o Debtor Code - Double clicking in this field will bring up the Debtor code search screen. If this
Creditor is also a Debtor and you wish to collate the details of monies owed by them when
you are making your payments - enter their code here. For further details See "Creditors -
Contra Payments for Debtor & Creditors" on page 142

e PO Acct - Enter the Creditor account code to move PO's in the PO Invoice process

o Use Import Factor Calc - (user specific) tick to use the Import Factor screen to update the
cost of received stock

e Show PO $ - Tick this box to show dollar values on purchase orders generated for this Cred-
itor.

« Show Del Date Req - Tick this box to show the delivery date purchase orders are required for
this Creditor.

o No GST - tick to set the default for this customer as "NO GST" (useful for export accounts)

o Job Contractor - tick to define this Creditor as a Job Contractor
CARRIER CHARGES

e Minimum § - site specific if using the Cartage charge option enter the minimum charge the
carrier will charge for a job

o Rate $-enter a per rate here, this will be calculated when producing the invoice and if the
totalexceeds the minimum value will be charged accordingly.

e Vehicles - click on this button to enter or choose a Vehicle for this account.

*** note Carrier Charges can only be added if at least one Vehicle has been set up
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CFM - Contact Details Tab

Creditor File Maintenance

Detailz || Options | Contact Details | Mates || Totals | Postings || Standing Invoices | Contractar | Changes Log || Aszoc. Files
Creditor Name |Accrivia
Type Job Title Salutation First Mame Last Hame Mobile Dlirect Mumber E-tal -
Accounts Accounts iz Cathy F.oenig 0355620700 choenigl
* Purchaze Order ™ | Sales ] Johit Sith 03 BEERYYE
-
1 3
H 4 » M & = ¥ Merge... Show Redundant

This tab provides space to enter up multiple contacts for this Creditor, these contacts are for
information only and the numbers and email addresses cannot be accessed directly through

any other are in the system.
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CFM - Notes Tab

Creditor File Maintenance

Detailz | Options | Contact Details | Motes | Taotals || Postings || Standing Invoices | Contractar | Changes Log || Assoc. Files

Creditor Name |Accrivia

Motes

[Dffice opens 9.00 - 5.00
Account iz Strictly 30 daps

Prompt Notes
Must always pravide an afficial purchase arder

H 4« » M & = ¥ Merge... Show Redundant

¢ Notes - enter in any details that may be helpful to know at a later date - eg: reasons for a
credit dispute, code items for specials etc. Can be very helpful for clients who have multiple
people accessing the file so they can be kept up to date and can assist with queries even if
the original user is not around.

« Prompt Notes - any entry made here will appear as a screen pop-up whenever you access

this Creditor throughout the system. Useful for reminding users about specific details like

Trading Terms or Purchase order requirements.
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CFM - Totals Tab

Creditor File Maintenance

Details | Options || Contact Details || Motes | Totals | Postings || Standing Invoices || Contractor || Changes Log || Assoc. Files

Creditor Mame |Accrivia

Current $0.00 Purchases PTD $15,354.55
3 -60Days $0.00 YTD $4E.354 BB
B1-90 Days $0.00
GST PTD $2,035.45
90+ Days $14 500,00
¥TD $5.130.44
Tatal $14.500.00
Refresh Totals Discounts PTD $0.00
¥TD $0.00
L > M * | = ﬁt Merge... Show Redundant

Displays the total amounts invoiced (for current, 30/60/90+ days) also Year to date figures for
Purchases, GST & Discounts if applicable.

Click [REFRESH TOTALS] to update to the most current data.
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CFM - Postings Tab

Creditor File Maintenance

Details || Options || Contact Details || Mates || Taotals | Postings | Standing Invoices || Contractar || Changes Log || Assoc. Files
Creditor Mame |Accrivia
Tranzactions | Details
Date Reference Branch Type Amount  Remaining G5T |~ Comment
11/02/2M5 |EFT ADIM EFT #1282 68 $0.00 Invedice posted requiring -
P 2041002014 9875 ADMIN [N 500,00 S EXT I JRE f‘c"r‘tga”;'fnf;ﬁ”
4/09/2014  |ALG Pay ADMIM CHE $30.00 $0.00 Approval will be required by
4/09/2014  |AUG FEES ADMIN IMY $30.00 $0.00 H !‘QCCF“;‘? Ll
econd Approval wil be
16/07/2014 | D00BER ADMIN CHE $251.40 $0.00 recuired by JAS0N
16/07/2014 | 000555 ADMIN CHE $500.00 $0.00
10/05/2014 958 SERYICE IMY $2,000.00)  $2,000.00 418 Autharization Reset by :
7/05/2014 | CRO54 ADMIN CRDR $200.00 $0.00 ‘a’*ggg'g’ﬁhf” 28/02/2015
FAO5/2014  [CR MAY 14 ADMIN CRDR $117.32 $0.00 .ﬂ..ppl.oval will be required by =
1004024 |31 ADMIN IMY $500.00 $0.00 $a00 : :
Agsociated Filez
A0S |CATHYP ADMIM CHE $500.00 $0.00
N0 |CATHY ADMIN IMY $500.00 $0.00 4
15/08/2013 | 000011 A0MIM CHE $33.000.00 $0.00
10/08/2013 [MTHLY SUPP A0MIM EFT $350.00 $0.00
10/08/2013 (ITSUPPORT ADMIM I $350.00 $0.00 EX)
-
4 »
Past Order Of Postings
= Date Reference (#) Few Date Sort By Branch
M 4 » M *F = ¥ Merge... r=iEind. al Show Redundant

Displays all Creditor transactions, including historical data (see PAST button). Detailed information
is available for each entry by clicking the [DETAILS] button.

This screen shows a list of all transactions for the Creditor, listed in date order. All transactions are
colour coded for easy searching -

Blue - for invoices (charges)
Green - for payments
Red - for credits

Scrolling across the screen further will show any extra details like Pay by Date, Original PO Ref,
Retention etc. Note only current or unreconciled entries will appear on this screen. To access any
reconciled transactions in previous periods click on the [PAsT] button.

ORDER OF POSTINGS
You can change the order the items appear by choosing an option at the bottom of the screen -
Order by

o Date (default) - shows all entries in the Current screen in order of the oldest at the top

o Reference - shows all entries in the Current screen in order of the Reference entry
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¢ Reversal Date - shows all entries in the Current screen in order of the most recent at the

top

¢ Sort by Department/Branch - It is also possible to see each entity grouped in date order

COMMENT

When selecting a transaction entry on the left of the screen, you can see at a glance any

comments that were added to the entry at the time of posting.
ASSOCIATED FILES

When selecting a transaction entry on the left of the screen, you can see at a glance any files
that were added to the entry at the time of posting - these would traditionally be a copy of the
invoice etc. Copies of all Associated files for this Creditor can be found on the Associated Files

tab.

CFM - Standing Invoices

Standing Invoices is a function whereby you can set up a 'template' of an common or regularly
purchased item. This means that you can record the data and save it so that it can be re-
invoiced over and over again, with only minor changes such as the date etc. For full details on

this process See "cREDITORS - Standing Invoices " on page 82

Creditor File Maintenance

Details | Options || Contact Details || Motes || Totals || Postings | Standing Invoices | Contractar || Changes Log || Assoc. Files
Creditar Name \&ccrivia
Reference Penod Start Date End Date Apply Day Last Apphed Date Comment -
F ITSURFORT Maonthly 10/10/08/201 2
-
Branch Expense No Job No Section No Bas Type GST Amount Dizc $ Comment -
b ADMIN 1577 1 $31.82 $350.00
-
LI 4 M * | = rﬁ’t Merge... Show Fedundant
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This screen will show details of any Standing Invoices currently set up in the system, showing when
the invoice was last applied as well as the expense details.

CFM - Contractor Tab

This screen provides fields to record details of any contractor information relating to this Creditor.
Multiple contractors can be added if applicable.

Creditor File Maintenance

Details || Options || Contact Details | Motes || Totals || Postings || Standing Invoices | Contractor | Changes Log || Assoc. Files
Creditor Mame |Accrivia

Sub Contractor DHS Super Redundancy LSL -
»

4 3
Taxahle Payments Feparting

| Include in Contractor Reporting

Sole Trader [uses Individuals Name) Address 1 | PO BOX 311
First / Second Name Address 2
Surnare Suburb / State / PCode | WARRMNAMEDOOL WIC | 3280
2l L M * = ﬁi Meige... Show Redundant

New Taxation requirements that commenced in July 2013 also require that details be recorded and
reported on for any Contractor who provides Labour in the Building & Construction industry.
Details for this need to be added at the bottom of this screen. For full details on Taxable Payments
Annual Report (TPAR) See "cREDITORS - Taxable Payment Annual Reporting (TPAR)" on page 152

This is a user specific field and clients in unrelated industries would not necessarily see this
function unless it was turned on via User Access.
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CFM - Changes Log

Creditor File Maintenance

Detailz | Options || Contact Details | Motes || Tatals | Postings || Standing Invoices | Contractar | Changes Log | Assoc. Files
Creditor Mame |Accrivia

Date Uszer Form Changes -

b 2502012 103207 &M ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: OId ="'31/08/2006 8:58:03 P’
25M0/2012 10:32:26 &M | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: Old = "25/10/2012 10:32:07 b
22/05/20131:4351 PM | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: Old = "25,/10/2012 10:32: 27 Abe
23/05/2013171:48:21 &M | ACCRMA Creditor File Maintenance Field [L&ST_UPDATE]: OId = "23/05/2013 11:46:35 A
23/05/201311:54:07 &M | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: Old = "23/05/2013 11:48:22 Ak
3/09/201310:35:54 AW | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: Old = "15/08/2013 10:22:45 Ab
11/09/2013171:31:44 &M | ACCRIMIA Crediter File Maintenance Field [EFT_ID]: Old = "' Mew = "Accrivia"; Field [LAST_I
11/09/201312:21.40 PM | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: OId ="11,/09/2073 11:31:44 Ak
11/09/201312:23:42 PM | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: OId ="11,/09/2013 12:21:40 Ph
11/09/20131:4305 PM | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: OId ="11,/09/2013 12:23:43 Ph
26/09/2013 35842 PM | ACCRIMIA Creditor File Maintenance Field [BSE_MO]: Old = "123123" New =""; Field [BAMNF,
28M11/201310:55:05 &M | ACCRIMIA Creditor File Maintenance Field [FERIOD_4]: Old ="0" New = "10"; Field [LAST_L
13/02/2014 34244 AW | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: Old = "28/11/2013 10:55:06 b
4/06/2014 3:42:08 PM ACCRIMIA, Crediter File Maintenance Field [LAST_UPDATE]: Old ="'7/05/2014 4:00:05 PM"
16/07/2014 1:00:45 PM | ACCRIMIA Creditor File Maintenance Field [LAST_UPDATE]: Old ="'4/06/2014 3:42:08 PM"
16/07/2014 33833 PM | ACCRIMIA Creditor File Maintenance Field [ESE_MO]: Old = "' Mew = "000663"; Figld [BANE,
19/08/2014 3:54:14 AWM | ACCRIMIA Creditor File Maintenance Field [PERIOD_1]: Old = "532 68" Mew = "0"; Field [PEF
18/02/2015 3 46:36 4 ACCRIVIA Creditor File Maintenance Field [CONTACT_MAME]: Old =" Mew = "Jason Lugtor

-
»
h (L LN A Y Merge... Show Fedundant

This screen is a 'View only' function that tracks all major changes relating to this Creditor - can
prove helpful when trying to track movements. Details on this screen cannot be changed by
users.
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CFM - Associated Files

Creditor File Maintenance

Details || Options || Contact Detailz | Motes || Totals || Postings || Standing Invaices || Contractor | Changes Lag | Assoc. Files
Creditor Name |&ccrivia &dd File Remove File &)
| Show Tranzaction Files

Security Level: (&) Standard Flesticted

95875_2M02014_CITRIX 1201053228 _2014_12_20.pdf

H 4 » MW =% = ¥ Merge...

Show Redundant

This screen records any Associated Files linked to this Creditor. Only Users with the correct
Permissions can see this tab. For full details on this function - See "Creditors - Associated Files " on
page 32

Related Topics:

See "Creditors - Creating New Accounts" below

Creditors - Creating New Accounts

Menu option: CREDITORS -FILE MAINTENANCE | CREDITOR

. . + . .
To add a new creditor record, click toinsert a newrecord. Ablank record will appear.

1. Fillin the information for this creditor. See "Creditors - File Maintenance (CFM)" on page 11

for a detailed explanation of each field. The minimum required fields are:

2. e Code

e Creditor name and address
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o ABN (if supplied)

e Group (Ifa PAYG Group is selected, you will note a new Tab called TAB will be
added to this account. will need to add the appropriate tax rate to this tab as per
your PAYG agreement).

e Payment Terms offered by this creditor

e Payment Details - these can be filled in later however EFT payments through Auto-
pay will fail if no EFT details are added in this field.

3. Work though each tab and fill in any relevant information as required.

'

4. Click to save thefile.

Hold your mouse over each field to view a description in the ‘hints’ bar at the bottom of
the screen

Failure to add the minimum details for a new account will result in a reminder pop-up
before the new entry can be saved.

Creditors - Updating Information

Menu option: CREDITORS -

The creditor’s record can be updated at any time by simply adjusting their details in their
masterfile. To do this:

1. Select the creditor you want to update and modify the required details.

v

x

to save the new details. Click to cancel these

2. Ifall details are correct then click

changes.

Moving to a different record, or closing the screen will also save your changes. Depending on
how your system is configured, you may be notified that there are changes, and asked to
confirm if you want to save these changes when moving off the record.

Creditors - Editing A Code

Menu option: CREDITORS -

The Code field is how Accrivia identifies this record. When you change the Code, the system
goes through and automatically changes any reference of it to the new code. This may take a
few moments, depending on how much data is in your system. To change a code:
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1. Select the creditor you want to update and click the [EDIT cODE] button.

v

2. Enter the new code, and click to saveit.

All transactions linked to the original creditor code will now be linked to the new code.

*** Note - the ability to Edit a code is a Permission option and will need to be activated in
User Access.

Creditors - Permissions to Edit codes

An extra level of security has been added which restricts the ability of a User to Edit codes in
Creditors, Debtors or Jobs.

Individual permissions can be setup for Users in the User Access screen - you may need to contact
your in house Accrivia Supervisor to get these permissions activated.

In order for Users to be able to see the Edit Code button in any of the modules, they must first
have permission on the Menu Visibility fields in User Access, then also a tick in ASSOCIATED FILES -
ENABLE RESTRICTED ACCESS field for the relevant module.

*** Care should be taken to ensure that the User is actually allowed Permission to see
Associated Files - as this may not be the case just because they are allowed to Edit Codes.

It should be noted that a further system setting must also be in place in relation to Associated Files
in order for a User to both Edit codes, but also save files to the Associated Files register. There must
be a Filepath name set up in Associated Files fields both Standard and Restricted - these can be
found in FILE | SYSTEM SETTINGS | PDF REPORTS TAB

Branch Maintenance |/ System Preferences

Branch Taw Eank Syztem Dates Paprall || Creditors | Debtors || Debtors 2 || Debtors 3 FOS Iriventam Jobs Jobsz §
Jobs Quate Ledger PDF Reports Data Tranzfer Emailing # &utormated Feparting

Archiving Directories
Statements  EREE i orkinghD antbemp: .| Bemitance  “SDATASYREYWorkingsD anstemp?

Stocktake | “DATASVRNWorkingD anttemp2 Paproll| “DATASVR Wworking\Danternp2
Irvoice | MODATASVRNW Orking'D antemp2

Azzociated Files
Standard | “DATASVRNWorking\Dantemp2 .| Resticted MDATASVRWWorking\Dan'\bemp2

Creditors - Merging Two Files

Menu option: CREDITORS -FILE MAINTENANCE | CREDITOR
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There may be times when you wish to merge two accounts - this could be because 2 different
people have set up the exact same account, or possibly the spelling that was used was not
correct which meant it was difficult to search on, or maybe the Creditor simply changed the
name of their business.

Rather than have 2 accounts, it is a very quick option to simply merge the two accounts - which
retains all the transactions for both accounts but combines them into the one account of your
choosing.

1. Select the creditor you want to merge and click the [MERGE] button. All transactions
from this creditor will be moved across to the next creditor you select. This creditor rec-
ord (along with all of its contact details and payment settings etc) will be deleted.

2. The Creditor Selection screen will then be shown. Locate the creditor you want the file to
be merged with and click [OK]. This is the creditor that will remain after the merge is

complete.

Take care to follow the instructions carefully - once merged it is very difficult to seperate
them again.

Creditors - Viewing Records (View Only)

Menu option: CREDITORS -

Creditor records form the basis of all transactions processed through the Creditors module.
These are setup and updated through the screen, commonly
referred to as the Creditor Masterfile.

Not all sites allow staff to make entries or changes into the Masterfile, however most will need
access to view the details of the Creditor from time to time. For this reason we have included a
"Read-Only" view of the Masterfile and permissions can be set for each user to ensure this is
the only screen they can access.

For details on how to set up User's Access permissions contact your supervisor . Details
can be found in the Accrivia System Manual PDF.

Creditors are listed in this screen in alphabetical order, based on the Creditor Code. To find an
existing creditor record:

1. Ifyou know the creditor code - type this into the Code field (typing the first few letters of
their code, then move out of the Code field or press your Tab button to take you to the

closest code to the letters you typed).
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2. To move through the records, one at a time - use the navigator buttons to move

to another creditor file from any of the tab screens.

3. To search for a specific creditor - Double click in the Code field. This will display the Creditor
Selection screen. In the ‘Search on...” box, select Code, Name or Address. Enter the infor-
mation that you wish to search on, often just the first few digits is enough to get you to the

right area.
4. Press [F4] to update the search results

5. Onceyou have found the creditor you are looking for, click [OK]. You will be taken to this

creditor in the Masterfile.

Creditors - Delete An Account

Menu option: CREDITORS -

A Creditor file cannot be deleted if it has had a transaction posted against it as these details may be
required for reporting purposes. Use this delete function only if an account has been opened in
error and has had no transactions logged to it.

button.
2. Aconfirmation to delete the selected creditor will be displayed.

1. Select the creditor you want to delete and click the

3. Answer [OK] to confirm deletion or [CANCEL] to return to the creditor file.

Once confirmation of a deletion is accepted the data is lost and cannot be retrieved!

Redundant Accounts

To keep databases current and up to date it is possible to make an account 'Redundant'. This
means it will no longer appear in Search routines and data cannot be added to the account by
users.

In order to make an account Redundant, you must first ensure that all postings have been
reconciled and there are no outstanding invoices, orders or payments, then follow these steps.
1. Open

2. Place atick in [sHow REDUNDANT] field at the bottom of the screen
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3. Place atick in the box field marked Redundant

4. Save this entry

*** Note - Redundant accounts can still be viewed and searched simply by ticking the
'Show Redundant' button at the bottom of the screen both in the Details tab and also
on the Search screen.

Any redundant account can be re-instated at any time by simply removing the tick in the
Redundant box.

Creditors - Payment Retention

As part of your initial set up for new Creditors, Accrivia offers a facility to allow for a Retention of
Payment based on set terms. Commonly used in the Building & Construction industries, this
process flows through the Auto Payment module to "hold back" a portion of the Invoice total -
allows times to ensure the work is complete and is satisfactory.

In order to activate this facility you will need to ensure that you have ticked the option in the
System Settings.

Open Creditors tab, then place a tick in the field marked CREDITOR

INVOICE RETENTION

Click the Tick at the bottom of the screen to save these changes then close this screen to
activate the changes throughout the rest of the system.

s Branch Maintenance [ System Preferences o @ 0

Ledger FODF Reparts Data Transfer Emailing # Automated Reparting
Eranch Tax Bank System Dates Faproll Creditars Debtors Debtors 2 Debtors 3 FOS Inventany Jobz Jobs || Jobs Guote
Last Expense Mo. that requires a Job Mo Il Autopay Before Due Days 15
Single Job Purchases Expense Account - PAYG Penalty Rate 48.25
Lazt Expenze Ma. that prompts Stock Update | 1115.02
Expense Ma. for Stock Credit Request Allocation 3285
X Invaice Autharization
Round down PAYG deductions i X L
Eieditornvoics R atention il Irwvoice Frequires Authorization|»
Pay Debtor Irvoices in Autopay v Diefault Approver |ACCRIA -
Confirm File Maintenance Changes
Auto Pay - Cheque Sum - Include full words Second Approver |[JASON -
‘wiamn If Bank Acct Mot Entered When Invoicing Authorization Amount $5.000.00
Taxable Payrments Fepaorting v
HIWwWG
Lacal File Directory HIwiG Compatible
Always Post
Display Al Past
HIWG Freight Exp Acct Na ARSI

Now that your system is set up for Retention you will notice an extra section on the front
screen of the Creditor Masterfile. For Creditors who you would always or at least regularly
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retain payment, the details can be set up here and will automatically flow through when entering
invoices and making payments.

Retention D efaultz

$/% | | 10

D ays a0

Retention can be set up as either -
Field 1 =a set Samount - eg always retain $500 from every invoice OR

Field 2 = a set % - eg always retain 10% of the total value of the invoice (so actual amount will change
each time)

Field 3 = determines how many days after the original invoice is paid before the Retention is paid
out. The example above shows that for this Creditor we always want to retain 10% of the total
invoice value and pay that 30 days after the initial payment is made.

Note - this can be over-ridden if necessary when entering invoices

Creditors - Set Up Automatic Remittances

1. Accrivia allows for 3 basic options for despatching a remittance. Click on the
- Options tab - Auto Remittance field; use the drop down selection to choose
Email, Fax or Printer.
2. Ifthe Email option is selected you will then be given a second field to enter an email address
3. Ifthe Fax option is chosen, 2 fields will open to enter a fax number and also a Message to
appear on the fax. The fax option requires a specific external programme and is therefore
not commonly used. For further information on this option please contact Your Accrivia Sup-

port Team
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Creditor File Maintenance

Details | Options | Contact Details | Mates || Totals || Postings || Standing Invaices || Contractor | Changes Lag || Aszsoc. Files
Creditor Name |&ccrivia
Invoice Defaults Other Options
Default Branch |ADMIN hd Supplier ™) POrd $ DSetSel
Default Expense Account 1577 = Supplier Cat |IT SUPPORT
Totals Include GST & Minimum PO $ $500.00
Requires Authorisation ¥ hd PO Credit Limit $ $1.000.00
Email &ddresses Shipping Methad
Credit Fequests sUpportEaccrivia. com. au
Purchase Orders | fales@accrivia.conm.au Diebtor Code
Auto Remittance:
Send Ta [Email -
Eal | Ckoenigi@accrivia.com.au Showe PO $¥)  Shaw Del Date Regd
Na GST
M M *F = 3 terge. .

Show Redundant
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CREDITORS - ASSOCIATED FILES

A new feature is available that will allow you to store related files directly into specific Creditor
accounts - which means you can now store information directly into files that can then be accessed
from the Creditor File Maintenance screen.

The function will accommodate a variety of file types - ie Word, Excel, JPEG, PDF etc, so thereis no
limit to the number of files that you may wish to store.

o Copies of Invoices

e Pricing Agreements

e Price Lists

o Contracts

e Product Photos

Specific settings are required for this function which will be set up by Your Accrivia Support
Team

Once the System Settings have been set up - you will notice you have a new Tab in the CREDITOR FILE
MIAINTENANCE screen called Assoc. Files.

Creditor File Maintenance

Cietails || Options || Contact Details || Mates || Totals || Postings || Standing Invoices || Contractor || Changes Log | Assoc. Files

Creditor Mame (&MY SUPPLIER Remove File &

Secunty Level: (@) Standard Festricted

3212001 2013 _dummy invoice. pdf

GENERIC FILES

Generic Files can be associated with the Creditor that relate the account as a whole and are not
specific to any one Invoice etc. You can add files to the Assoc. Files tab by using the AbD FILE
button and searching your system files for the appropriate item, or Drag & Drop direct from your
system file folders.

Files can also be deleted from the File Maintenance screen by highlighting the file then selecting
[REMOVE FILE] or simply click on the [DELETE] button on the keyboard.

To see a list of all Transaction type files on the Assoc. Files tab - simply place a tick in the [sHOwW
TRANSACTION FILES]

TRANSACTION FILES

Files can also be directly associated with individual invoices as the Invoice is posted via CREDITOR
| Invoick, or later from the Postings tab in CREDITOR FILE IMIAINTENANCE,
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1. Open

2. Process as normal, adding all appropriate details

3. Inthe main ITEMS screen you will note a new button [Assoc. FILEs] in the top left of the
screen. This button will be enabled only once all stock data has been entered and com-
plete, and once the [POST] button has been enabled.

4. Click on this button and search for the file that you wish to attach directly to this invoice
- it may be the copy of the creditor invoice, or the warranty, or a photo of the product

you are receiving etc.

At this point the file is given a temporary name - ie the original file name prefixed with
‘{INVNOY This prefix with be replaced with the Invoice Reference once the Invoice is
Posted.

5. Complete the invoice as normal

Once the invoice has been processed the files will be stored against that particular invoice in the

. At any time, users can now select the appropriate creditor account
and click on the Posting tab. Any invoice that was posted with an Associated File will now show
that in the bottom right of the screen. Click on the file name to access the file.

Creditor File Maintenance

Detailz || Options || Contact Detailz || Motes || Tatals | Postings | Standing Invoices || Contractor | Changes Log || Asszoc. Files
Creditor Mame |&N'v SUIFFLIER
Tranzactions | Dietailz
Date Reference Branch Type Amount Remaining GS5T | & Comment
11/02/2015 |EFT ADELAIDE EFT $100.00 $0.00
1041042014 2153 ADELAIDE IMY $5,500.00  $5,500.00 $500.00
06/10/2014 |E583 ADELAIDE I $5.400.00  $5.400.00 $490.9
12/03/2014  [951PAY 1%T CHO $75.00 $0.00
12/03/2014 |951P- ADMIM CHO- $75.00 $0.00
12/03/2014 |951F ADMIM CHO $75.00 $0.00
11/03/2014 951 1&T I $200.00 $200.00 $18.18
11/03/2014 951 SERVICE IH 7000 $0.00 jE.82
11/03/2014 951 CONTRACTS I $50.00 $50.00 $4.55
11/03/2014 951 ADELAIDE I $100.00 $0.00 $9.09 Seameiza Fks
1212/2013 |98746 SERVICE IMYW $11,077. 74 $11.077.74| $1.007.07 321_20012013._durmmy rvvoice. pdf
2011042013 | 357 ADMIN I $825.75 $825.75 $75.07
10/07/2013 | TEST ADELAIDE I $300.00 $300.00 2727
b 20/01/2013 321 SERVICE IMYW $.3.500.00 $318.14

If you forget to add a file from the invoice screen - you can simply add it later using the Drop &

Drag function directly into the Assoc Files box in the Creditor account.
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Open Creditor account
click on Postings tab
Ensure you have highlighted the correct Reference entry

Open your server files where the file is saved

LA

Click on the file and Drag it into the Associated Files box in the bottom right of the screen

You will note that because you have added the file into the Posting screen, the system knows that
the item you are saving is a 'Transaction' type and will therefore add it to the Transactions folder for
this Creditor. The file name has also been renamed to include the Reference Number and the date
of the transaction.

Creditors - Pending Invoices (Associated Files)

It is possible to save an invoice as a "Pending" as normal, bearing in mind that any Associated Files
added at that point will be allocated the temporary file name with the prefix of {INVNO} as
discussed above. Then once you click on the [PENDING] button, it will be reassigned with the correct
Reference number from the Pending invoice.

When loading the Pending invoice, you have the ability to add more Associated Files if necessary.
When the invoice is finally complete, all items added to the Associated Files for this invoice will
saved and listed with the final Reference and date prefix.

Creditors - Associated File Storage

All files saved as Associated Files are kept in the system separated into the respective modules. You
can access these files directly from the server if required, which can be helpful to see just which
accounts have files associated.

The filepath name will be slightly different for each client, however once the first file is saved, it will
always remain in the same master folder.

, < Working » Phil » igesilees » | Search Assoc Files

horocries » | <[ 4]

Organize » Burn Mew folder
45 Favorites MName . Date modified Type
Bl Desktop . CREDITOR 6/11/2013 3:40 PM File folder
& Downloads . DEBTOR 7/11/2013 9:41 AM  File folder
‘# Dropbox , JOB 5/11/2013 5:18 PM File folder
= Recent Places . MACHIMNE 5/11/2013 5:22 PM File folder

Within each module further folders are created - one for each Creditor/Debtor/Job/Machine. You
can attach as many files as you like in each folder.

Example of Creditor account folders:
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—,
@U-| |« Phil » Messew b AssocFiles » CREDITOR » ~ [ | [ search crEDITOR
- — oo
Organize * Burn Mew folder
-~
< Favorites MName Date modified Type
B Desktop 1. 3B6_25 5/11/2013 5:458 PM File folder
& Downloads | ABKFORK 5/11/2013 5:48 PM File folder
4% Dropbox L ALCOMMS 5/11/2013 5:05 PM File folder
"5l Recent Places L AAMI 5/11/2013 5:15 PM File folder
L WINWORD 1. ACME 7/11/2013 947 AM File folder

Example of an individual Creditor folder:

D ——————————

@@-| | < Phil » @esse s » AssocFiles » CREDITOR » ACME » v | 43 || Search Acme
Crganize - = COpen Burn Mew folder
43¢ Favorites i MName Date medified Type
Bl Desktop | . TRAMSACTIONS 7/11/201310:11 AM  File folder
4 Downloads | Serial codes 30/10/201312:04 ...  Text Document
3# Dropbox a Worksafe Compliance 15/01/20131:51 PM  HTML Document

S5 Rerent Places

Note - any files Associated directly from the Invoice process are saved as a 'Transaction'
and saved into a seperate folder with the Account file.

I e ———————

e,

@U-| | |«¢| Assoc Files » CREDITOR » ACME » TRANSACTIONS ~ | 43 ||| Search TRANSACTIONS
Organize « Burn MNew folder A==
S Favorites i Mame Date medified Type 5

B Desktop [&| CAT_ 07112013 _Lighthouse 14/07/2009 3:32 PM  JPEG image
& Downloads [=] CAT001 06112013 Desert 14/07/2009 3:32 PM  JPEG image
4# Dropbox “ Thumbs 7/11/201310:11 AM  Data Base File

"5 Recent Places

The Transaction will be allocated a name which contains a combination of the details saved:-

e CAT =the invoice reference
e 07112013 =the date of the invoice
e Lighthouse =the name of the file that was added
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Details of Associated Files are stored on your server as discussed. It is crucial that the file names are
not changed on the server as this will effectivley sever the link in the relevant module.

While the original file name will still exist in the module Assoc. Files tab, it will no longer have a valid
link to a recognised file.
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CREDITORS - CARTAGE
CHARGES

An enhancement of the old Delivery system allows you to record default rates for delivery
against each individual Creditor along with a pre-selected group of Vehicles.

Once the system settings have been activated, you will then be able to use this information to
charge Cartage fees when producing Debtor Orders as well as Purchase Orders.

USER ACCESS

In order to set up and allocate Vehicles, you will need to ensure you have activated the option
in User Access.

VEHICLE ALLOCATION:
e Open File User Access (make sure to select the correct User name at top of the screen)
e Click on Debtors Tab

e Select Vehicle Allocation

e Save, close then restart Accrivia to activate this function.

REPORT OPTION:

e Open File User Access (make sure to select the correct User name at top of the screen)

¢ Click on Debtors report selection on the far right of the screen

e Find the report group called - Debt-Adm#2 - ensure this is selected with a Yes

e Find the actual report name - Cartage by Contractor/Int Veh - sure this is selected with a
Yes

e Save, close then restart Accrivia to activate this function.
FILE - SYSTEM SETTINGS

1. Openthe Debtors 2 tab

2. Ensureyou have a tick in the 'Enable Delivery' field.

Note: having this field ticked without using the Cartage function will cause issues with
invoicing. Please contact Your Accrivia Support Team if you have any queries.
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Creditors - Cartage, Creating New Vehicles

Vehicles set up in the Creditor Cartage are separate from the Vehicles you may have set up in the
Delivery feature in the Debtors. As such they are set up in a separate screen, and each Vehicle ID
must be unique and not duplicated in any other module. In order to set default rates against a
Creditor you must have at least one 'Vehicle' set up for that Creditor.

With this in mind - you can use your own discretion as to what you want to use as a Vehicle ID, and
there is no limit as to how many Vehicles you can log against a Creditor as there may be times when
you use a different type of vehicle depending on the size of the load.

It would be recommended however, that you may wish to use a prefix for any Company owned
vehicle so it presents in a group on reports.

To set up new vehicles:

LA

7.
8.

Select the Creditor File Maintenance Account

Go to the Options tab

Enter the Minimum & Rate $ amount

Click on the [VeHICLES] button to see the Vehicle Maintenance screen

Manually add as many Vehicle ID's as required (each ID on every Creditor account must be
unique).

Carry Capacity - Optional, enter load weight if applicable

Vehicle Details - Optional, can enter extra details to assist with selection

Warehouse - Optional, choose a Warehouse if applicable

[y Vechile Maintenance " = O

2

Creditor |CTL PLASTERBOARD SUFPPLIERS

Yehicle ID Carry Capacity|¥Yehicle Details - Warehousze -
_|CTL-T 20| Flat top truck L MELE
_[CTL-U Ite - zmall deliveries
L O-0% M Owin vehicle to collect

Related Topics:

Fullinstructions on the Delivery feature can be found in the Debtors Manual.

Creditors - Cartage, Setting Default Details

To set the default fees it is required that you enter the details into each Creditor account
individually (would only apply to accounts ticked as a Supplier).
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Note: default amounts can only be added if at least one Vehicle has been set up against
this Creditor

l@ Creditor File Maintenance =

Details Uptions lEDntactDetaiIs] MHates ] Totals] F'Dstings] Standing Invoices | Contractor | Changes Log | Asszoc. Filesl

Creditar M arne |CTL FLASTERBOARD SUPPLIERS

Invoice Defaults Other Options
Default Company |MELE | Supplier [v POrd § DSetSell [
Default Expenze Account | j Supplier Cat |
Totals Include GST [v Minirmur PO & |
Requires duthonsation [ PO Credit Limit & |
Ermail Addreszes Shipping Methad | ﬂ
Credit Requestz | Default Bate |
Purchase Orders | Dehtor Code |

Auto Remittance
Send To |F'rinter j

Show PO $[  Show Del Date Fegd [

Carrier Charges
Mikirmurm $25.00 PRate$ $0.20

“ehicles

Creditors - Cartage on Debtor Orders

Assuming you have elected to use Cartage in Orders, you can will now find that a new Cartage
Contract pop-up will appear when you press 'Order' to complete a Debtor Order.

e Enter a Debtor Order as normal

e When complete press [ORDER]

e Follow the standard prompts from here to add Delivery charges and Notes if applicable

¢ When the Cartage Contract pop-up appears use the drop down selection to choose from

the Vehicle ID's available.
o Ifthe Vehicle is not known at this time select 'TBA', or if cartage is not required at all

select 'No Delivery'
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[ Debtor Orders [e[@][=
Debtar HAND - VIC HAND Curent Line 3
Date 27/02/2014 Reference 002429 Company MELE New _ < Detals
Code [F4]| 1| 5530 | 10.000 [L/M] WH: MELB
I— 3000m= x 55 mm CORNICE
Quansy 5 204.04
ltem Rista Ex 2 | €7530 | 2.000 [L/M] WH: MELR
T - 3000mm X 7S5mm CORMNICE
otal Frice Ex . ~
Total Price
Supp'WH |MELB --|
F~ 5
Stock Code C7530 Cartage Contract
inStock 35
Reseived 36 Cartags vehice |{Choose} -
D sl - {dm‘f 4
Hovalable 1 o Delneery
Pack Size 10 TEA
NTHMELE 2 cn-T
RICHMOND 0 T -u Py
CTL_VEHCILE J
O-0WN E
S \EHicE 1 - j—
3 2 #iee] Bes | £iooee] B i) Ex Total $213.99
m ok D G5T Paysble $21.39
= Stock Desc. [F6] | Delrvery Total Ine $0.00
Discline 2 2] a2 2] Ordler Tatal $235.38
: - | Eemad | Pt [ Creste PO
o Opder | Winoice | B Quote | 3% oo | X Cancel | [ EraDkt [ DedDkt [ Direct Del
Note: the Cartage Contract pop-up will not close until a selection is made.

Creditors - Cartage on Debtor Invoices

Assuming you have elected to use Cartage on Invoices, you will now find that a new Cartage
Contract pop-up will appear when you press 'INVOICE' to complete a Debtor Order.

Follow the same procedures as per Debtor Orders above selecting the appropriate Cartage vehicle
when prompted.

Creditors - Reporting on Cartage

Ensure you have activated the report name as per the initial instructions on this page, you can now
produce a report showing any cartage that has been applied during the period you select, you can
also elect to choose specific creditors or leave blank to see them all. It is also possible to elect to see
Detailed information not simply a Summary by ticking the box at the bottom of the screen.
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I Report Selection

| coanie
Eretrt-Crat

i
mL

Debting | DebtDocket | DebtOnOid | Debtinfo | Deb

R~

DebtProfi! | DebtProfitte | DebtProfit#3 | Debt-TriaBal

DebtEOM | DebtTrans | Debtédm Debit:Adm#2 DebtMaid | DebtProd | DebtStoid
—Report Group Selection Criteria Cormpatys
MELE
MNTHMELE
RICHMOMND
 Trial Balance - Sum by O Type . §
Starting Eredltorl
Ending Creditor I
Starting Datel L
Ending Date | /7 / Giroups
% Cartage by Contractor/Int Ve
¥ Include Intemnal Debtors
[~ Show Detailed information, nat just S ummary

Creditors  Debtars I Inventoryl Juobs I GLedgerI Cashbookl F'a}lrolll Favourites

I Erint EmaiIMel @Group |
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CREDITORS - REBATES

Rebates which are given as a discount on future invoices should be entered through the Creditors
System as a debit adjustment.

To do this, set up a new creditor transaction type called ‘REBATES’ (See "Creditors - Transaction
Types - Add " on page 52)

This must be a ‘D’ type transaction which debits ‘Trade Creditors’ and credits ‘Rebates
Received’ in the GL.

An adjustment for the amount of the rebate can be entered through the Creditor Payment screen
and reconciled off against future invoices.

This REBATE transaction is simply a payment. There has been no crediting of GST.

Creditor Rebate Cheques - Where a rebate cheque is issued, instead of a REBATE adjustment type,
you need to raise a Credit Note against a Rebate expense account. A CHQ- can be raised to
represent the cheque being paid into your bank. This CHQ- can be reconciled against the Credit
Note. The credit note will result in a reversal of any GST credits.

Alternatively, rebate cheques can be entered directly through the general ledger. This does not
impact on your Creditor system at all. Simply post a journal which debits your bank account and
credits your GL Rebate. Ifthe rebate includes a GST component, ensure that your Rebate account
is assigned a BAS Type of G1, this ensures your GST credits claimed through the creditor system are
off set by a corresponding amount of GST collected on this payment.
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CREDITORS - EXPENSES -
MANAGING ACCOUNT SETTINGS

Itis important to understand the principles of expense accounts, and the impact that these
have throughout the system to effectively setup and use them within the creditor’s module.

Expense Accounts allow you to directly link the details of purchases to specific General Ledger
accounts, which in turn provides a wider range of reporting features.

Creditors - Expenses - Expense Accounts Vs
Ledger Accounts

A Creditor Expense account is not a General Ledger account; however each account is linked to
a General Ledger credit and debit account. Every time something is invoiced to this Expense
No. it will automatically update the appropriate credit and debit ledger accounts. The general
ledger credit account would usually be the Trade Creditors account, while the debit account
would be the GL account you want purchases to this expense account to be recorded against.

Creditor expense accounts allow you to itemise your expenditure at a more detailed level than
you may want to include in your general ledger chart of accounts.

For example, if all your company vehicle expenses are recorded against the GL account “210—
Motor Vehicles”, but you would like to keep track of the individual expenses for each, you
would copy the GL account across, and then create sub accounts for each vehicle ie “210.1 -
Vehicle 1”. Each sub account would be linked to the GL account 210. You will be able to access,
and report on the company information you require, without cluttering up your GL reports.

If you do not link an account to a General Ledger credit and debit account, a General
Ledger Accounts Selection screen will prompt you to select the appropriate accounts
each time this expense account is selected in the invoice screen.

Creditors - Expenses - Creating, Configuring
And Deleting Expense Accounts

Menu option: CREDITORS -
The Creditor Expenses screen allows you to add, modify and configure expense accounts.

As a general rule your standard Expenses will have been set up here by your Accrivia Support
team and therefore this screen need only be maintained and updated with any new items.
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When setting up a new General Ledger account you will automatically be asked if you wish the
system to add the account to this expense list - it is always recommended that you say Yes to this
to avoid having to manually add it in later.

Creditor Expense File Maintenance

Eranch £ Awailable Expensze Accounts

Ho Description - HNo Description BAS Type Capital Labour GLAcct D| =

» B52| Creditor Pays Debtors <

1115|Purchazes < 540 Digcounts Received 1G5T Creditable 540
1510 Accountancy 552 | Creditor Pays Debtors 552
1515 advertizing And Promotion {44 1115 | Purchases 1 G5T Creditable 1115
1535 dudit Fees 1510 Accountancy 1 G5T Creditable 1510
1540 Ead Debts > 1515 | Advertizing And Promotion 1 GST Creditable 1515
1545 Bank Fees And Charges 1535 Audit Fees 1 GST Creditable 1535
1546 Body Corporate Fees > 1540/ Bad Debts 1 GST Creditable 1540
1550/ Borrowing Expenzes 1545 Bank Fees And Charges 1 GST Creditable 1545
1560/ Casual labour gy 1546 Body Corporate Fees 1 G5T Creditable 1545
1565 Cleaning/rubbish Removal 1550 Bomowing Expenses 1 G5T Creditable 1550
1577 Computer Expenzes 1560 Cazual labour 1 G5T Creditable v 1560
1580 Conference/saminar Costs 1565 | Cleaning/rubbish R emoval 1 GST Creditable 1565
1535 Eonsulta_nts Fees - 1577 Coﬂputer Expenzes 1G5T Credﬂa 1577 | w

Creditors - Expenses - Create An Expense
Account

Menu option: CREDITORS -

1. Press theinsert key, or arrow down from the last entry to create a new line on the Right
hand column.

Type in a number for the new expense account you want to add.

Type a description and use the arrow keys to move to the next column.

Select the ‘BAS Type’ from the drop down box.

Place a tick in the check box if it is a capital purchase.

o v kA w N

Enter the General Ledger Credit Account number or double click on the GL Acct C column to
select the appropriate ‘Creditors’ account from the available account numbers.

7. Enter the General Ledger Debit Account number or double click on the GL Acct D column to
select from the available account numbers.

8. Pressthe down or up arrow key to finish the entry.

Note - that Expense Accounts in the Stock Range must be assigned a BAS Type of ‘1’ or ‘3’

To delete this entry, press [CTRL] [DEL], and click [OK].
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For clients in the Building & Construction industry - the final column entitled 'Labour’
must be ticked for any Labour codes to be used for the Taxable Payment Annual Report

Creditors - Expenses - Assigning Expense
Accounts

Menu option: CREDITORS -

1. Select the specific Entity (eg Branch/Company/Store/Division) you wish to assign
expense accounts to - if running a multi-company system

2. Thetable on the left contains the Expense Accounts that are currently assigned to this
company. The table on the right contains all Available Expense Accounts as set up in the
General Ledger File Maintenance.

3. Click an expense account in the right-hand table to select it, select multiple accounts by
holding down the control key when you click. Click [<] to copy it across to the left-hand
table.

4. To copy all available accounts across to the selected company, click [<<].

5. To copy the selected accounts across to all companies, click the [<<<]

6. To remove expense accounts from those assigned to your company, select the
account/s and click [>].

7. Toremove all assigned expense accounts from your company, click [ >].

8. For clients using Contractors providing labour you will need to enter a tick in the
[LaBouR] field for applicable codes, which will then be used when generating the Taxable

Payment Annual Report (TPAR).
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Creditor Expense File Maintenance

Branch [E2RlG080 Avallable Expense Accounts

HNo Description - Mo Description BAS Type Capital Labour GLAcct D |~

» 552| Creditor Pays Debtors < m

1115 Purchases 7 540/ Dizgcounts Received 1GST Creditable 540
1510| Accountancy 552 Creditor Paps Debtors 552
1515 Adwvertizing And Promotion €€ 1115/ Purchazes 1 GST Creditable 1115
1535| Audit Fees 1510| Accountancy 1 GST Creditable 1510
1540/ Bad Debts N 1515| Advertizing And Promation 1 GST Creditable 1515
1545 Bank Fees And Charges 1535 Audit Fees 1 GST Creditable 1535
1546|Body Corparate Fees 3 1540/Bad Dehts 1 GST Creditable 1540
1550 Bormowing E wpenzes 1545 Bank Fees And Charges 1 GST Creditable 1545
1560 Casual labaur it 1545 Bady Corparate Fees 1 GST Creditable 1546
1565/ Cleaning rubbish Removal 1550|Borrowing Expenses 1 GST Creditable 1880
1577 | Computer Expenzes 1560  Cazual labour 1 GST Creditable v 1560
1580| Conferencedseminar Costs 1565 CleaningArubbizh Remaowal 1 GST Creditable 1565
1586 Consultants Fees - 1577 | Computer Expenzes 1 GST Creditable 1577 -

Clients running multiple entities can customise each one to suit requirements. For example you
may find the Head Office is the only Entity that needs access to the Rent or Bank Loans accounts
etc, in which case you would not move these types of accounts over to the left column when
setting up the accounts for a smaller site. This shortens the list of available expenses that the
smaller site can see when entering invoices etc, which not only speeds up searches but also
prevents accidental selection of incorrect accounts.

Related Topics:
See "cREDITORS - Taxable Payment Annual Reporting (TPAR)" on page 152

Creditors - Expenses - Copy From The General
Ledger

Menu option: CREDITORS -
If you are running the Accrivia General Ledger module you can manually define your own creditor
expense accounts, or, to avoid double handling information and to make locating easier, you can
choose to make a copy of your chart of accounts. If you have copied from your chart of accounts,
any time you make changes or an addition to these accounts you will be given the option of having
your creditor expense accounts updated automatically.

1. To add accounts from the General Ledger, right click in the table (for multi-company systems

click on the right hand table).
2. Select Add Ledger Accounts — New Nos, if you want the selected accounts to be assigned the

next available expense account numbers. Or, select Add Ledger Accounts —Old Nos, if you

want the expense account numbers to correspond with the ledger numbering system.

Page 46



Select the starting GL account. Click [OK].
Select the ending GL account. Click [OK].
Select the Trade Creditors account. Click [OK].

o v o~ w

The selected accounts will be added to the available Expense Accounts ready for selec-

tion.

***NOTE Currently single entity clients do not have the same option to add accounts
directly from the General Ledger using the same code numbers.

Creditors - Expenses - Modify An Account
Description

Menu option: CREDITORS -FILE MAINTENANCE | EXPENSE

1. Click on the Expense type you wish to modify.
2. Double Click in the column you want to change. Make the required changes by typing
over the current entry.

3. Press enter or the arrow keys to accept each change and move to the next field.

*** NOTE - Changing the description details for an expense will mean that all past entries
will now present with the new entry. For this reason care should be taken as this may
cause confusion on any future reports

Creditors - Expenses - Delete An Account

Menu option: CREDITORS -FILE MAINTENANCE | EXPENSE

1. Place the cursor on the Expense Type you wish to delete.
2. Press [CTRL] [DEL], and click [OK].
Before deleting an account it must be removed/un-assigned from the individual company lists.

You cannot delete an account that has postings assigned to it, however by removing the entry
from the company lists, this will ensure that you can no longer allocate a transaction to it.

Warning - Once confirmation of a deletion is accepted the data is lost and cannot be
retrieved!
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Creditors - Expenses - Job Cost Range

If you are running the Costing Module, invoices can be costed against jobs/projects. It is required
that all job related expense numbers be listed together at the start of your creditor expense
account range. This range of accounts must be defined in the

tab (from zero —highest job related expense number inclusive). Allinvoices referencing these
expense numbers will prompt for costing details, and will update the actual cost of the jobs
selected.

Creditors - Expenses - Stock Range

It is required that all stock related expense numbers are also listed together at the start of your
creditor expense account range (following on from any job related accounts). This range, from zero
(orthe last job account) to highest stock related expense number inclusively must be specified in

the tab. Allinvoices referencing these expense numbers will
prompt for stock details and update the inventory levels (except where stock levels have been
updated through the option).
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CREDITORS - GROUPS
OVERVIEW

Menu option: CREDITORS -

Creditor Groups are used to categorise your creditors, (eg General Supplier, Subcontractor,
Internal etc). Creditor Groups can be set up to assist with reporting or paying creditor
accounts.

The contains certain reports that will give you the option to
select a ‘group’ of creditors to report on. You may for example set up groups to report on
totals for ‘subcontractors’, or ‘wholesalers’ or '30 day accounts’, or ‘Small Accounts’, the
choice is totally up to you.

Similarly, in Creditor Autopay you have the option of selecting a group of creditors for payment
—giving you the option for example, of generating an Autopay run just for your ‘wholesalers’.

Once set up then each creditor is assigned to a group in the
screen.

If a Creditor Group has the ‘PAYG Tax’ option ticked, a Tax Tab (for voluntary PAYG agreements)
will be added to all creditors assigned to this group. PAYG Tax will be calculated at the rate
specified in the creditor’s Tax tab, and will be calculated automatically on all invoices for this
creditor and deducted automatically from any payments made.

Within the Group screen you can view, add, modify and delete groups. Use the arrow keys or
the scroll bar to move up and down the table of existing groups.

Creditor Group File Maintenance Q @ 'o

Group Mo Description PAYG Agreement =
] 1|GEMERAL
2|COMTRACTORS
A|SUBCONT PAYG L
4| MATERIALS
5| OWVERHEAD
G| FIMAMCLAL

Related Topics:
See "Creditors - Add a new Group" on next page
See "Creditors - Modify a Group" on next page

See "Creditors - Delete a Group" on next page

Page 49



Creditors - Add A New Group

Menu option: CREDITORS -

1.
2.

Press the insert key, or arrow down from the last entry to create a new line.

Type in a NUMBER for the creditor group you wish to add - can be as simplea 1,2,3 etcas it is
actually the Description name that will be used for selection and reporting.

Use the arrow keys to move to the next column and type a DESCRIPTION (limited to 15 char-
acters)

If creditors belonging to this group have a PAYG tax agreement with you, double click or
press the space bar in the ‘PAY TAX’ column.

Press the down or up arrow key to finish the entry.

Creditors - Modify A Group

Menu option: CREDITORS -

1
2.
3.

Locate the Creditor type you wish to modify.

Change the DESCRIPTION by typing over the current entry.

Double click or press the space bar in the PAY TAX column to mark/unmark the group as pay-
ing tax.

Press Enter or use the arrow keys to accept each change and move to the next field.

Creditors - Delete A Group

Menu option: CREDITORS -

A creditor group cannot be deleted once it has been allocated and transactions have been allocated
to a Creditor. You can only delete a group after initial entry and before it is used. It is recommended
that you locate any Creditor with that group and change the details in the Creditor Masterfile
before deleting the Group itself. Once this group is no longer used on any account it can then be
deleted.

1
2.

Place the cursor on the creditor type you want to delete.

Press [CTRL] [DEL], and click [OK].
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Il Warning - Once confirmation of a deletion is accepted the data is lost and cannot be
retrieved!
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CREDITORS - TRANSACTION
TYPES - OVERVIEW

Menu option: CREDITORS -

The Transaction Types screen allow you to manage all transaction types used for payments,
adjustments, invoicing and credits, and the general ledger accounts that each effects.

To view or adjust transaction types, within the screen - use the arrow keys or the scroll bar to move
up and down the table.

Related Topics:
See "Creditors - Transaction Types - Add " below
See " Creditors - Transaction Type - Modify" on page 54

See "Creditors - Transaction Type - Delete" on page 54

Creditors - Transaction Types - Add

Menu option: CREDITORS -

1. Press theinsert key, or arrow down from the last entry to create a new line (the new entry
will be alphabetically sorted once saved)

2. Typein aunigue CODE of up to 4 characters for the new transaction type you wish to add.

3. Usethe Enter or arrow key to move to the next column. Type a DESCRIPTION of the new
transaction type.

4. Alladjustment transaction types should have a tick in the In the BAS column check box.

5. Enter the TYPE (eg. C for Credit or D for Debit).

6. Enter the General Ledger Credit Account number or double click on the GL ACCT C column to
select from the available account numbers.

7. Enter the General Ledger Debit Account number or double click on the GL ACCT D column to
select from the available account numbers.

8. Forclients in the Building & Construction Industry who use the TPAR report, you must place
a tick in the Payment field for any Transaction type that may be used to pay for Labour by a

sub-Contractor.
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9. To save the new Transaction details move off the current record. The new transaction

type will be sorted alphabetically in the list.

10. To delete this entry, press [CTRL] [DEL], and click [OK]

Note 'INV’ and ‘CRN’ transaction types are not Adjustments.
Adjustments —they adjust the amount you ‘owe’ a creditor, they do not change the
total of your purchases and so have no effect on your GST input credits or PAYG liability.

PAYMENT Types are not

It is common for mistakes to be made when entering a transaction. To this end, it is
recommended that for every Transaction type you have, you should also have a corresponding
reversal type - eg: EFT should also have an entry called EFT-. This way if you ever have to

reverse a transaction due to an error then the code will already be set up. See below an
example of a Transaction type list.

*** NOTE it is important to use the same Tran spelling when entering the reverse entry
so the system can link the two entries.

Branch [ERlglE]

Description

552 | Creditor Payz Debtaors
1115 Purchazes
1510] Accountancy
1515 Advertizing And Pramaotion
1535 | Audit Fees
1540 Bad Debt:
1545/ Bank Fees &ind Charges
1546 | Body Corporate Fees
1550/ Barrowing Expenzes
1560 Cazual labour
1565 Cleaning/rubbizh Remaowval
1577 | Computer Expenzes
1580  Conference//zeminar Costz
1585 Conzultants Fees

Creditor Expense File Maintenance

>

LS

Awvailable Expense Accounts

Description

540 Digcounts Received

552 Creditor Fays Debtors
1115 Purchazes
1510 | Accountancy
1515 | Advertizing And Promation
1535 Audit Fees
1540 Bad Debts
1545/ Bank Fees dnd Charges
154E|Body Corporate Fees
15580/ Barrowing Expenzes
1560 Cazual labour
1865/ Cleaning/rubbizh Remaoval
1577 | Computer Expenzes

BAS Type

1 G5T Creditable

1 G5T Creditable
1 GST Creditable
1 GST Creditable
1 G5T Creditable
1 G5T Creditable
1 G5T Creditable
1 G5T Creditable
1 G5T Creditable
1 G5T Creditable
1 G5T Creditable
1 G5T Creditable

Capital Labour GLAcct D |~

540
582
1115
1510
1515
1635
1540
1545
15946
1550
v 1560
1565
1577 |+

To save time and to ensure that the correct account is used consistently, it is recommended
that you enter both a Debit & Credit GL Account code for each Transaction type which is
automatically used whenever that Tran Type is used.

While this is easy for transaction where the ledger accounts never change -

eg: a cheque will always Debit the Trade Creditors and Credit the Bank account
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There will always be times when the balancing entry for a transaction may change from entry to
entry based on the reason for the transaction.

eg: ADJC - an adjustment may be done for several reasons, so for this Tran Type you would leave
the Debit column blank. This means that whenever that Transaction Type is selected you will be
prompted at the time to choose a GL account.

Creditors - Transaction Type - Modify

Menu option: CREDITORS -FILE MAINTENANCE | TRANSACTIONS

1. Locate the transaction type you wish to modify.
2. Make the required changes by typing over the current entry.

3. Press enter or use the arrow keys to accept each change and move to the next field.

*** NOTE: it should be noted that any changes to a Transaction type should only be to the
information relating to the code. Do not alter the actual code itself, if that is required set up
a new code entirely

Creditors - Transaction Type - Delete

Menu option: CREDITORS -FILE MAINTENANCE | TRANSACTIONS

1. Place the cursor on the Transaction Type you want to delete.

2. Press [CTRL] [DEL], and click [OK].

Atransaction type cannot be deleted if it has been used. Warning - Once confirmation of a
deletion is accepted the data is lost and cannot be retrieved!
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CREDITORS - INVOICE

OVERVIEW

Menu option: CREDITORS -

The Creditor Invoice screen allows you to process standard invoices, invoices from purchase
orders, stock invoices, job invoices, settlement discounts and payments. You will also be able
to see at a glance, which accounts have been entered as a Job contractor - as set in the Creditor

File Maintenance screen.

The initial screen provides several options which are discussed further in detail.

e Print Barcodes for incoming stock - See "Creditors - Invoice with Barcodes" on page 62

o Create a Standing Invoice - See "cREDITORS - Standing Invoices " on page 82

o Modify a Standing Invoice - See "Creditors - Standing Invoice - Modify/Delete" on page

84

¢ Re-Invoice a previous entry - See "Creditors - Copy an Existing Invoice" on page 76

¢ Select a specific Purchase Order to invoice

LECKN'S ELECTRHI | Leckw's Electrical
bAANUFACT LRE PMAMHUFACTURE

MHMEKO FMeko Pty Lid

MIDDTS MIDDYS ELECTRICSL SUPPLIES
MECS, Mational Electrical & Comm, Assac
NOTIFY IMatify Pty Ltd

SEAMAN Seaman FIS

wialGMER WS agner

wATERS “wiaters Electrical

. Invoice Posting =)
Select a Creditar Code |COIMNVEST =3 Add Mew |  Select PO A A= LN Invoics
. St
Code Name Address Job Contr?| =
BBEC ABC CO PTY LTD 123 STREET aBCWILLE WIC 3699
ACCESS #ccess Supplies 8 &ccess StACCESSYILLE wIC 3800
ACCRMA, Accrivia PO Box 911 warnambool 3280
ALTO ALTO Py Lid F O Box 6350 ALTOYILLE B usiness Centre,
SASUPFLIER Ak SUFPPLIER 8928 SUFF ST MELEOURME “/IC 2000
St 2w/ - SUPFLIER 5 CEMENT ROAD MELEOURNE IC 3000
BUMMINGS BUMMINGS waAREHOUSE 6BIGLOT CRT EVERT™WHERE VIC 3898
C-BLS C-Bus Locked Bag 999 Carlton South, Vie 3053
» COINVEST el 478 Albert St East Melbourne Locked Bag 4010 S auth Melbourne 32065
IDEAL IDE&L SUFFLIES 23 BaAMNE ST IDEALTOW N WIC 3877
LECKS LECKYS 1 MAIN ROAD MELBOURNE VIC 3288

Factory 2,92 Hallam Sth Bd Hallam, “ic 2203

F O Bos 110 MEKOWILLE

1 MIDDLE ST ALLTOWMN %IC 3111

Level 127222 Kingsway South Melbourms 2205

Unit 2/ 32 Add St Addwille

EE6 WATER ROAD SEAWILLE WIC 3888 -

Schieswigstrabe 5 D-30853 Langenhagen, Germarw Att: Michael Brinkhaus
F O Box 642 Electville vIC 3999

Bar Code || Modify Std Inv || Re-dnvoice

Creditors -Process A Basic Creditor Invoice

Menu option: CREDITORS -

To process a standard creditor invoice:
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10.

11.
12.

13.
14.
15.

Load the Creditor Invoice screen -

Enter the first letters of the creditor code in the search code box or browse the table to
locate the required creditor. If the creditor does not exist, click [ADD NEW] to create a new
creditor. ( See "Creditors - Creating New Accounts" on page 24 )

If the Creditor selected has no ABN on their file, a message will appear asking you if you want
to enter an ABN. Simply follow the prompts to fillin ABN and/or PAYG if required.

If you do not have a valid tax invoice for this transaction, or are otherwise required to with-
hold PAYG penalty tax, place a tick in the ‘Withhold PAYG Penalty’ check box. This will
ensure tax is deducted from your payment, and the transaction recorded correctly in your

BAS reports.

Please refer to your company Accountant or Tax Agent for information regarding the
need for ABN or PAYG

If the invoice you have received shows each invoice line as GST-inclusive, tick the ‘Amount
Inc GST'. (Clear this box if you want to enter invoice line amounts exclusive of GST)

Click [InvoiIce] to enter details of the invoice.

Fill out the date of the transaction and an invoice reference number.

Enter the ‘PAY BY DATE’ if required (if a pay by date was set up in the Creditor’s file, this date
will be calculated automatically, if left blank the invoice will be due as per the payment terms
selected in their file).

Retention (if using) details entered into the Creditor Masterfile will automatically be entered
here, but can be over-ridden if required. See "Creditors - Payment Retention" on page 29
Record any relevant details in the comment field. This comment will appear against this post-
ing in the GL.

Press Tab or click on the bottom grid to enter the invoice items.

The COMPANY and EXPENSE account fields will default to those selected in the Creditor’s
file. If necessary, select an alternative value from the drop lists for these fields.

Press Enter to move to the next field.

Check that the BAS type is correct, if not select the correct type from the drop down box.
Enter the S AMOUNT from the invoice which is to be assigned to this expense account. GST

will be calculated on this line as per the BAS type selected. Note that although BAS type ‘4 —
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Private’ calculates a GST component; it is not included in your Input Tax total at the bot-
tom of the screen.

16. Enter an extra COMMENT for each line if needed. Any comment entered on this line will
display on the appropriate General Ledger Report and is able to be viewed in CREDITOR |
FILE MAINTENANCE - Postings — Details tab.

17. Iftheinvoice you are posting relates to stock, purchase orders, jobs, discounts, or you

would like to post a payment with this invoice, see the sections:

e See "creditors - Invoice - Stock Purchases" on page 63

e See "Creditors - Invoice - Purchase Orders" on page 64

o See "Creditors - Invoice - Job-Related Expenses " on page 65

o See "Creditors - Entering Creditor Settlement Discounts" on page 74

e See"Creditors - Posting a payment with the invoice" on page 74

18. Press Enter or arrow down to finish the current entry and create a new line for the next
invoice item.
19. When the invoice details match the creditor invoice received, press the up arrow to com-
plete the entry.
20. Click on the [POST] button to create the invoice.
Accrivia also has the ability to place an invoice on HOLD until it has been Approved for

payment. Details of this function are detailed in full - See "Creditors - Invoice Payment
Authorisation" on page 66

The [PosT] button will not be active if any of the following are left blank -
Date/Reference/Expense No or if the Last line entry has not been saved.

To remove a line from the invoice, before completing the entry, press the Esc key and
click [OK]

To remove a line from the invoice, when the entry is already complete press [CTRL] +
[DEL] and click [OK].

To cancel this invoice without posting click CANCEL
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Related Topics:

See " Creditors - Invoice Pending" below

See "Creditors - Credit Requests" on page 87

See "Creditors - Credit Notes 'Pending'" on page 102

See "Creditors - Credit Note Processing" on page 87

See "Creditors - Invoice Payment Authorisation" on page 66

Creditors - Invoice Pending

Menu option: CREDITORS -

The ability to partially enter details of a Creditor Invoice is available through the "Pending" feature.
This allows you to enter as much detail from the invoice as you need without actually Posting the
finished product. There may be times when you are waiting on confirmation of a price difference, or
possibly waiting on confirmation on quantities from the warehouse.

While in the past you would get part way through your entry then realise something needed to be
checked, you would have to cancel the entry and start again. This feature means you can save your
work without updating the Creditor or Inventory files, then reload at a later date to complete it.

Process your invoice as normal See "Creditors -Process a Basic Creditor Invoice" on page 55
Complete as much as possible following all normal instructions, details of items to be que-
ried can still be entered now as you can change quantities and prices etc later if required

When complete click the [PENDING] button - data will saved up to this point

All Pending invoices are kept in a log for each Creditor and multiple pending invoices can be entered

for each Creditor.

1
2.

To access this log - Open

Search for the relevant Creditor and double click or click the [INvoice] button

Now instead of entering the details as you would for a new invoice entry - click on the [LoAD
PENDING] button at the bottom of the screen.

A prompt screen will appear with a list of all pending invoices in the system for that Creditor.

You can now scroll down through the list and select the correct invoice or use the Search

function which searches on the Reference number used.
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5. Click [ok] to select the required invoice

6. All details of the original entry will be loaded to the screen and changes to can be made
to any field

7. Once all details are complete - click [PosT] to save the data and update the Creditors and

any other linked modules.

Related Topics:
See "Creditors - Posting a payment with the invoice" on page 74
See "Creditors - Pending Invoices & Credits" below

See "Creditors - Delete Pending Invoice & Credits" on next page

Creditors - Pending Invoices & Credits

Menu option: CREDITORS -INV/CRN PENDING

You can reload a 'Pending' invoice or credit note from within the crRepITOR | INVOICE screen as
discussed - See " Creditors - Invoice Pending" on previous page and See "Creditors - Credit
Notes 'Pending" on page 102.

You can also access the details of all Pending transactions from the crepiTor | INV/CRN
PENDING option. From this screen you can select the Creditor using the search function of either
the Creditor account name or by the reference number if known. You can also narrow the
search further by selecting only Invoices or Credit Notes or leave the default as ALL.

You can also select the relevant Company (eg Branch/Company/Store/Division)

e Making the appropriate selections of Company etc as required

e Select the required Creditor and Reference

¢ Place atick in the [AccepT] field on each line (or choose the Accepted field at the top of
the screen to auto accept all requests in the system).

e Enter the official Credit Note number in the [PosT REFERENCE] field

e Enter the [PosT DATE] of the Credit Note

e Add a comment if required

e Chooseto Print or Preview if required

e Click [PosT] to finalise
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Invoice/Credit Notes Pending

Search For |ACCESS * Code Beference | & a) Irveices () Credits &coepted
Company -
Creditor Heference Company |Date Type GST Amount Accept &~ +% Delete
ASUPPLIER 57CH ADMIN 20410/2013 |CRM $0.07 $0.77 i
ASUPPLIER 55ACH [&T 17/03/2015 |CRM $15.90 $174.02 Prit
b ASUPPLIER ER4CH [%T 17/03/2015 |CRM $15.90 $174.83
ASUPPLIER 321CH FRODUCT |01/07/2013 | CRH $1.82 $20.00 - Prexview
L | 3
Pending | Stock,
Expensze No Deszcription Job Ho Section Ho Amount [Inc] G5T Comment =
b 32580 Purchazes - Credit Request Pen $174.88 $15.90) Stock, Code:
-
H Frirt X Cancel =1 Post

Creditors - Delete Pending Invoice & Credits

The ability to Delete a Pending Invoice or Credit is a User Access option as some clients wish to
retain that option for Supervisors only. Contact your Supervisor for assistance with this.

e Go to User Access

Select your User Name at the top of the screen

Place a tick in the Creditor Menu option called 'Override PO Rate'

Save, close and restart Accrivia to activate this option.
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File lJob Creditors Debtors Payroll

Izer Hame |ACCRIVIA

kenuz & Repart: | Branchs

b e Wizibiliby
»| File Menu
»'| Job Menu
Read Only Job
| Create Mew Jobs

| View Financial Pages

| Yiew Poztings Page

Restrict tabe # data bazed on:
b

Jab [rw Lirt

| Creditors Menu
Wiew Detailz Tabs Only
»'| Edit Creditor Codes
| Can Authorize Invoice

| Ovemide PO Rate

If this menu option is not available to you please contact Your Accrivia Support Team

Deleting a Pending item

¢ Open
o Highlight the Pending invoice reference you wish to delete
o Click on the [DELETE] button at the top right of the screen

¢ You will be presented with a confirmation of deletion - Say Yes
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Invoice/Credit Notes Pending

Search For [ACCESS # Code Beference | fe) 4l [rwaices [ ) Credits &ccepted
Compary -
Creditor Reference Company | Date Type G5T Amount Accept ~ 3 Delete
ASUPPLIER RRACR [ET 1740352005 | CRM $£15.80 $174.83 -
» ASLUIFFLIER ER4CR [&T 17/03/2015 |CRM $£15.50 $174.83 Print
ASUPPLIER IZ1CR PROCDUCT (1/07/2013 |CRM $1.82 $20.00
A5UPPLIER A2Z1SHORT |PRODUCT |2/07/2013 |CRM $9.09 $100.00 - Presiew
L | »
Pending | Stock
Stock Code Deszcnption Quantity Cost Amount [Ex] Credit Type -
b 1C095MM2E=P HPSDITCO95k M2 10 $14.01 $14010) Short Supply
1C035MM2E=P HPSDITCO35k M2 10 $0.30 $2 98 Price Credit
w
4 »
| Frint X Cancel =1 Fost
|-

Creditors - Invoice With Barcodes

For selected clients, the ability to produce barcode labels is available within the Creditor Invoicing
screen. Once all the normal details have been added to the screen regarding the creditor and the
stock received, you can then click on the [BAR CODE] button at the bottom of the screen, then
follow these steps:

1. Ifthe first sheet of labels is partly used, enter the number of labels used. Your barcodes will

be printed from the next available label.

2. To select stock items requiring barcodes, click on the first line of the table, or press the Insert

key to create a new line.

3. Double click in the blank field in the STOCK CODE column to access the Stock line Selection
screen. Select the required stock line and click [OK] or leave the search text blank and click
[OK] to select the serial stock number for the required stock line.

Enter the quantity of barcodes required for each stock line.
To remove a stock line from the table, select it then press [CTRL] [delete], and click [OK].

When all required stock lines have been selected, load the barcode labels into the printer.

N o v B

Click [PRINT] to print the barcode labels.
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Creditors - Invoice - Stock Purchases

If you are running the Accrivia Inventory Module, you will have a ‘Stock’ column present, which
allows you to update your stock values/costs when entering invoices for stock.

When a ‘stock related’ expense account is selected , you will be expected to enter stock details
for that line.

To enter stock details for a line, select the relevant line and double-click in the ‘Stock’” Column.
This will load the Stock Update screen.

1. For each stock line on the invoice:

o Search for the appropriate codes in the search table in the top half of the

screen.
e Click on the required item and click [ADD] to add this line to your invoice.
e Enter the quantity being invoiced.

e Match the cost/GST details of the selected stock item to that of the invoice
(changing any of the cost fields will cause the other cost fields to be recal-

culated).

2. Click [poNE] when all stock items on the invoice have been added. The cost/GST totals

will be copied back to the Invoice screen.

3. Continueinvoicing as for a basic invoice. (See "Creditors -Process a Basic Creditor

Invoice" on page 55)

***Note - clients using the Credit Request option will note that from the

form (double click on the Stock/Dets column) there are
additional columns for stating the difference between quantity invoiced and quantity
received (by determining if stock was damaged, or not supplied but not backordered),
and the difference between the invoice rate charged and the agreed rate. For further
details See "Creditors - Credit Requests" on page 87
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Creditors - Invoice - Purchase Orders

If you have a purchase order in the system that you want to invoice, - See "Creditors -Process a
Basic Creditor Invoice" on page 55 complete the following:

When a ‘stock related’ expense account is selected (See "Creditors - Expenses - Stock Range" on
page 48), you will be expected to update the stock details of the invoice you are entering.

For each purchase order in the system that you want to add to the current invoice:

1.

10.

If you know the Purchase Order Number simply enter into the [select PO] field in the Invoice

Posting screen which will then load the Purchase Order direct.

Alternatively, select the Creditor and click the [invoice] button (or simply press enter when

highlighted). Then click the [LoAD PO] button and select the PO required from the list dis-

played.

Click [OK] to load the details of this PO into the Invoice screen.

If the PO contains stock the STOCK column will contain a ‘Yes’, Double click in the ‘Stock’ col-

umn to view the stock lines for this Purchase Order.

Check the stock quantities being received and modify if necessary;

You will not be able to alter quantities if this PO has already been received through the
option.

If the quantity of stock received is less than that ordered, the outstanding stock remains on

the original PO, and is re-saved in the system.

Match the cost/GST details of the selected stock items to that of the invoice (changing any of

the cost fields will cause the other cost fields to be recalculated).

Click [DONE] when all stock items on the invoice have been added. The cost/GST totals will

be copied back to the Invoice screen.

You can add non-stock items to this invoice if necessary.

Clicking [cANCEL] in the Invoice screen, will prompt you to remove the PO. Answering NO will
re-save any PO’s as they were, clicking YES will delete the PO permanently from the system.

Related Topics:

See "Creditors - Credit Requests - Auto" on page 92
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Creditors - Invoice - Job-Related Expenses

If you are running the Accrivia Costing / Jobs module, you will have additional fields to allow
you to assign creditor purchases to selected jobs. You have the option of selecting which job
and job section (if any) a non-stock creditor purchase relates to.

Expensze Ho |BA5 Type |Amuunt [Inc EST]l G5T Amountl.luh MHo |Se|::til:|n |Alluwed
*| 2 - lob Costs 1 GST Credil $320.00 $23.09 1007 4 F1.41236

To do this, the purchase must be assigned to a ‘job related’ creditor expense account (See
"Creditors - Expenses - Job Cost Range" on page 48). Double-clicking on the ‘Job No’ and
‘Section’ columns will then allow you to choose which job/section this purchase relates to from
a list, and records the amount specified against the job’s ‘actual costs’ (see ‘Estimated vs
Actual’ Costing report). The ‘Allowed’ column shows you how much you quoted for the
selected job section.

If an appropriate job section does not exist, click [MoDIFY JOB] to access the Job Setup screen to
add a new section.
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CREDITORS - INVOICE PAYMENT
AUTHORISATION

The Creditor Invoice Authorisation function provides the ability to control payments for selected
creditors. By activating this system option, you can automatically place the payment of invoices on
hold until authorisation has been given by a "nominated user".

The processing flow of this feature is:

1. At processing time, mark invoices as requiring authorisation (nominated creditors will mark
these invoices as requiring approval by default). invoices will remain on hold until author-
ised.

2. Once works have been confirmed, authorised users mark the invoices as authorised for pay-
ment.

3. Invoices will then show as requiring payment.

For some companies the level of Approval for invoices is based on internal company procedures.
By setting up a single 'Approver' it means that every invoice can be approved by one nominated
person regardless of the value etc. Some clients prefer to have a second level of approval for
multiple reasons:-

o Managers final approval on all invoices

e Asecond approver only when the value of the invoice exceeds a certain level

o Simply a second cross check across the business so that no one person has total control

This can be achieved by setting up 2 Approvers in your System Settings.

To enable the Credit Invoice Authorisation function you need to activate some settings within the
system. In order for the process to work correctly you must set up the User Access details before
the System Settings screen:

1. Select your User name at the top of the screen
2. Goto the Creditor tab at the top of the screen and select "Invoice Authorisation".

3. Activate the Creditor report found in Cred-Tran folder called "Invoices Req Authorization"
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4. Also ensure you place a tick on the left side under the Creditors Menu fields - called Can

Authorise Invoice

File Job Creditors Debtors Payroll

User Mame | ACCRIWVIA

kenuz & Repaortz | Branchs

b e Wigibility
| File Mer
»f| Job Menu
Read Only Job
| Create Mew Jobs

| View Financial Pages

| View Pozstings Page

Restrict tabs 4 data bazed on:
w

Job [ Limit

»'| Creditors Menu
Wiew Detailz Tabs Only
»'| Edit Creditor Codes
»f| Can Authorige |nvoice
»f| Ovemide PO Rate

5. Save and close then restart Accrivia to activate the changes

SUPERVISORS

Note that if the User is also ticked as a supervisor, they’ll be able to see all valid
Approvers via a drop box and due to this - will have the ability to look at and approve
other Users invoices. There will however be a paper trail of these transactions in the
comment field at all times.

Note that if you’ve got the company security turned on (i.e. you set who can see which
stores at a user access level) the stores shown in this drop box will also be limited to
what they can see.

Work through each company and each of the fields below. The second approver and
Authorisation Amount are required if you want a second approval to go through, for example,
for all invoices over $15,000.
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|rvoice Authonzation

Irvoice Requires Authaorisation

Default Approver |ACCRIVA -
Second Appraver [JASOMN -
Authonzation Amount $5.000.00

CREDITOR FILE MAINTENANCE

1. Select the Creditor you wish to use
2. Click on the Options tab

3. Place atick in the "Requires Authorisation" field within the Invoice Defaults group at top left.

Creditor File Maintenance

Detailz | Options | Contact Details | Motes || Totals || Postings || Standing [nvoices || Contractar || Changes Log || &ssoc. Files

Creditor Name |&ccrivia

Irvvoice Defaultz Other Options
Default Branch |ADMIN hd Supplier  POrd § DSetSel
Diefault Expense Accaunt 1577 = Supplier Cat [IT SUPPORT
Totals Include GST |+ Minirum PO § $500.00
Requires Authorisation + - PO Credit Lirit § $1.000.00
Email &ddresses Shipping Method

Credit Requests suUppart@accrivia. con. au

Purchaze Orders zalesi@accrivia, com. au Debtor Code

Auto Remittance

Send To |Email -
EMagl | ckoenig@accrivia com.au Show PO $  Show Del Date Reqd
Mo GST
Halut iR I Iﬂ: Merge.. Show Redundant
JoB MODULE

Open -JoB | SETUP | INFORMATION 2 TAB

For clients using the Jobs Module, you can add Invoice Authorisation to this module as well. If you
want to default an approver by Job, set this in the section shown below. If this is set, it'll overwrite
the Creditor & Store defaulting.
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Job Setup

Imfrmation || Estimates | [nformation 2 | % ariations || Job Progress | Costs || Revenue || Allowances || Bevenue Postings || Postings || Orders

Job Details | 7768 - Demoville University

Rizk Aszezzment Invoice Authorization
Date | /4 Invoice Requires Autharization |
Notes Default Approver | TEERT -

Once the System Settings are in place, entering Invoices for this Creditor remains the same as
normal in every way, except you will now notice a new field in the body of the invoice screen
called 'Inv on Hold for Payment until Authorised'. You will notice that this field automatically
has a tick in it if this Creditor has the required tick in his Creditor File Maintenance. (No tick
appears if the Creditor File Maintenance has not been ticked).

The Creditor Invoice screen now has a grid shown on the right hand size that shows who is
going to approve each store’s component of the invoice (obviously if there’s only one store,
there will be one approver shown here). You can overwrite the defaults — (the defaults works by
first looking at the creditor for a default approver, and if there’s none there, it’ll look to the
company default you set up first). An authoriser is required for each store shown in this grid.

N Invoice Posting (:) (=)'}
Creditor Name Accrivia Description Current $0.00
Addiess PO Box 911 Addiess - 3080 Days $0.00
Waimambeol 3260 5050 Days $0.00
R — 90+ Daps 31450000
Group . Total $14 500.00
4BN 91099013385 St
BSE 000663
Account Mo 123456 i
Date OMO1/2015 | Reference 36387 PaybyDate 7/ Retention Reterttion % 0.00% Approver Branch -
N b JASON ADMIN
Comment PayRetn Assac, Files
[ 52 Inw ar Hold for Payment uril Authorised 1k
Branch  Espense No BAS Type Amount (Inc GST)/GST Amaunt Stock/Dets Cr Comment PO Type C.R. GST |C.R. Amt (Inc GST) PO Reference Comment Disc Days Disc$ Al ~
P ADMIN 1577 - Computer Expenses 1GST Credit $68.00, $6.18

4

Discount Tokal $0.00 G5T Total $6.18 Irvoice Total [Ex GST) $£1.82
Input T ax Credit $6.18 Irvvoice Total $68.00
=1 Fost =3 Payment Pending X Cancel LoadPO | Load Pending &, Bar Code Fiint; Frint CR Email Batch No: 15502, Invoices: 0, Amount $0.00

*** Note it is possible to manually place a tick in the Invoice screen for those one off
occasions.

Any invoice that has been ticked using the above function has a notation added to the Creditor
File Maintenance, Posting tab detailing that the transaction is waiting for Approval and the User
name who will need to approve it.

These invoices will also be shown as on "HOLD" and therefore blocked for payment within the
standard Creditors Autopay function.
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While the "Hold" button is in place on the Autopay screen, the invoice will not be available to be
selected using the normal strategies or by using the Pay All function, however the User can choose
to override the "Hold" by manually typing in the dollar value in the Pay field. If the manual
payment process is completed at this point, the hold flag will be removed and a Comment will be
added to the Creditor Posting tab advising that the invoice was authorised manually.

While the person responsible for Authorising invoice can look at the screen at any time to
determine what it waiting, there is also a report that can be run which will show a list of all Invoices
currently in the system that are waiting for approval to be given. To see this report you may need
to activate it in User Access if you cannot see it.

1. Open

2. Find report called 'Invoices Req Authorization'

3. Enter any specific details if you wish - or leave the selections blank to see the complete list of

allinvoices currently waiting for approval.

Each company will have it's own policies regarding who can Authorise payments, and these should
be followed now.

Users without 'Supervisor' status within User Access will only be able to see transactions
logged to their name - however they can change the Approver if required. Only Users with
'Supervisor' status will have the Approver drop down selection option and be able to see
other Users transactions.

Once it is determined that the invoice can be approved, the following steps should be taken to
release the invoice for payment.

1. Click on Creditors Menu

2. Click on Invoice Authorisation

3. Choosethe relevant Company/Branch - this will need to be done for each company if mul-
tiple entities are involved.
Ensure you have the correct Approver selected (use the drop down to change if required)
Find the relevant invoice that you wish to Authorise

Place a tick in the Authorise field on the end of the line

N o v k&

Continue to authorise any other invoices relating to this Company
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8. When complete click on the Authorise button at the bottom of the screen.

9. Repeat for any other Companies as required.

Once all transactions have been actioned, the selected invoices will now be available in the
Autopay screen ready for payment (with the hold tick removed), and details of when each
invoice was Authorised and by which User will now appear in the Creditor File Maintenance
Posting tab.

Iﬁ Creditor Invoice Authorisation ':;' =
Approver [JASON ~| Branch -
Auwaiing Appoval | Fejected
Creditor Code | Creditor Name Inv Date | Reference Amount (Inc] Autharise| Reicot|PO Reference Branch |Job py G
ACCAIVIA becrivia 201020149875 $12500.00 ADMIN Jresice posted equiing Ahorsation
» ACCRIVIA Aosivia 10172015 |35387 46800 ADMIN vl il b recuived by JASON
ASUFPLER | ANY SUPPLIER 10212015 6578 435000 ADMIN | 7768 - Demaile Universi
Authorisation Comments
AssoctedFles
-
o Bpoly

You will note in the Authorisation screen - there are 3 fields on the right which provide
information on each transaction.

e Comments - this field is auto-filled by the system to provide a running commentary on
the progress of this transaction - most commonly it will advise that this invoice is await-
ing Approval, and if the approval has been reset etc.

o Authorisation / Rejection Comment - Any transaction that is rejected by the authorised
approver must have an entry here advising the details of why the transaction has been
Rejected. For a transaction that is being approved you also have the option to add a
comment if required.

o Associated Files - any files that have been attached to this invoice will appear in the field.

Further Options

It is possible to use this screen to access or change some limited information regarding each
transaction - by right clicking on any line you will be presented with 3 new options.
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« Change Approver - if the wrong approver has been selected, you can change the details
from here.

« View Creditor Invoice - It should be noted that the Authorisation screen will show only mini-
mal detail including the final value of the relevant invoices, it does not however show the ite-
mised details of the specific entries. Choosing this will take you to the Creditor File
Maintenance Posting tab with the relevant invoice highlighted. From there you can choose
to right click and view the actual details. Note this option shows you the Invoice details
based on what was entered into Accrivia, to see the actual Creditors invoice click on the Asso-
ciated Files field if you have saved an electronic copy. (Close the posting tab to return the
approval screen).

o View Purchase Order - (use specific for clients using the Purchase Order function - if not this
selection will be greyed out and not available for selection). To see a copy of the Purchase
Order select this option, it is a view only option and changes cannot be made to the PO from

the screen.

For clients using the 2nd Approver option - the function works the same as a single option with one
further step. The First Approver will see the details on the Authorisation screen and the Comments
on the side will read that the transaction will need approval from 2 people.

Initially the transaction will only appear in the first Approvers screen. Once initial approval has been
process the 2nd Approval will be able to see the transaction.

Once the first person has approved then the comment changes - to show that initial approval has
been made and the details will now appear on the screen for the 2nd Approver - who can clearly see
by the Comments that it is now his/her turn to make the final approval.

The Authorised Person can at any time reject an invoice by checking the relevant box. If you choose
to reject, you must enter a comment to explain why ( as seen above). You can also, at any time, see
all previous rejected entries in the second tab of Invoice Authorisation screen.

To re-request authorisation, go to the , right mouse click
on the entry and re-request. You can also set an entry to require authorisation from this screen or
change.

You can change who is authorising an invoice in both the Creditor Invoice Authorisation screen or
Creditor File Maintenance postings tab by right mouse clicking the entry.

If you approve an entry but put a comment in against it, or if you reject an entry, the system
automatically puts a reminder in the system back to the user that created the invoice. When you
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go back into Accrivia the reminders screen will show. To re launch the reminders screen go to
(you don’t need to turn this on in user access).

A reminder facility has been set up for Users that is utilised only when an invoice has been
"Rejected" in the Authorisation screen. When this happens a reminder appears for the User
who originally entered the invoice into the system and highlights to them that there are
transactions in the system that may still need action.

This reminder is to ensure that a Rejected invoice is not simply left in limbo without approval,
and reminds the User that the Supplier may need to be contacted to sort out any query before
approval can be finalised.

The transactions will be colour coded to show the age of the entries as either Today, This Week
or Previous Weeks.

To access the Reminder screen without restarting Accrivia - open

From this screen you can choose to see the reminders for a select User or the Group (if set up)

and show the Complete list of all reminders. This can be handy for Managers to see the status

of transactions in the system. You can also choose to Dismiss the reminder from the screen, or
Add a new manual reminder if required. A standard Refresh button is available to bring the list

up to date.

9 Reminders E=m R
View Reminders By
* er: |ACCRIVIA - " Group [~ Show Complets Dismiss ‘ Add Reminder ‘ S ‘
Entry Ho |Due Date |B_l,| User |F|:|r User |Delails |Dismiss|Tlansacliun Source | -
Ld 110/02/2015 11:21:24 £ ACCRIMIA ACCRIVIA Invice Reference 958 hasbeen | | Creditor Invoice Authorisation

-

Colour Legend
Today This Week Previous Weeks

Manual Payments can be entered into the system for account invoices currently on hold using
. The system will present a warning advising the User that the invoice is on
hold and asks for confirmation that it is OK to proceed.

If the manual payment process is completed at this point, the hold flag will be removed and a
Comment will be added to the Creditor Posting tab advising that the invoice was authorised by
a manual payment.

Related Topics:
See "Creditors - Auto Pay - Basic Steps " on page 122
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See "creditors - Process a Single Payment" on page 110

Creditors - Entering Creditor Settlement
Discounts

Menu option: CREDITORS -

If a discount is offered for early payment, enter the number of days in which you must pay to
receive the discount, in the ‘DISC DAYS’ column.

1. Inthe DISC S column, enter the S value of the discount offered, or double click in this field to

display the Discount Percent screen and enter a percentage (in whole numbers).

Invoice Posting
Creditar Mame AMNY SUPFPLIER Dezcriptian : Current $12.11852
Address 98 SUPP ST Address 30-60 Drays $3.850.00
MELBOURME %IC 3000 EO0-90 Days $0.00
90+ Days $8.774.93
EIpRa GENERAL b o Total $24.743.50
ABN 357951258 SiEei
BSE 000458
Account Mo 357835
Date | 18/03/2015 Reference | 3157 Pay by Date | ¢/ Retention Retention & 0.00% Appraver Branch -
Sy b ACCRIVIA ADMIN
Caomment Pay Ret'n
+/| Inv on Hold for Payment untl Authorized b
Branch Expenze Mo Amount [Inc GS5T) BAS Type GST Amount Disc Dayps Disc $ tock/Dets PO Type PO Reference Comment &
b ADMIN 1115 - Purchases $200.00/1 GST Credit $18.18 g

w
| il | »
Digcount Tatal $20.00 GST Total $18.18 Invoice Tatal (Ex GST) $181.82

Input Tax Credit $18.18 Irvoice Tatal $200.00
‘ =9 Post =9 Payment Pending x Cancel Load PO Load Pending 1 Bar Code Invoices: 0, Amour | (PERE Print CR Ermnail

Creditors - Posting A Payment With The
Invoice

Menu option: CREDITORS -

A payment can be generated directly to a Creditor Invoice as part of the process of entering the
invoice into the Accrivia system.
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b Invoice Posting (— MO X
Creditor Mame Accrivia Description : Current $0.00
&ddress PO Box 911 Address 30-60 Days $0.00
Warmnambool 3280 BO0-90 D ays $65.00
90+ Days $14,500.00
Group GENERAL : Total $14.568.00
ABN 91099013386 Section
BSE 000663
Account Mo 123456
Date | 20410/2014 Reference | 147 Pay by Date | ¢/ Fietention Approver Branch —
. ;) b JASON ADMIM
Comment FPay Ret'n
| Inv on Hold for Papment until &uthonzed 4
Branch Expense No Amount [Inc G5T] BAS Type GS5T Amount Disc Days Disc 3 Stock/Dets PO Type PO |-
b ADMIN 1577 - Computer Expenzes E3LSRNN) 1 GST Credit $1364
Payment Details o
Enter the details of the carrespanding payment(s]
Date | 20410/2014
Reference [147H
Tran Type | CHO
-
A W 0K X Cancel »
Digcaunt Total $0.00 GST Total $13.64 foice Tatal [Ex GST) $136.36
Input T a= Credit 31364 Ihwoice Total $150.00
=9 Fost =9 Payment Fending x Cancel nf  Load PO | Load Pending ! Bar Code Frint Print CR Ermnail

To do this, enter the details of the invoice as normal then before posting the invoice, complete
the following:

1. Click [PAYMENT] at the bottom of the window. The Payment details screen will appear,
defaulting to the current date and payment type to cheque. Adjust these details if
required by selecting an alternative form of payment from the dropdown list.

2. Enter areference for the payment e.g. CHQ#####. Note this reference must be different
to that of the invoice posting it relates to. This reference will appear in the Cashbook Rec-
onciliation screen.

3. Click [ok] to post the payment to the system. This transaction will be automatically
added to the Creditor Posting screen showing the invoice followed by the fully reconciled

payment.

Note: This method can only be used for full payment, without adjustments. If you
require a part payment containing discounts or adjustments, use the
or screen.
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Creditors - Copy An Existing Invoice

Menu option: CREDITORS -
You can create a new creditor invoice, based on the detail lines of a previous existing invoice, as a
way of saving time. This can be very useful for repetitive invoices like your phone bill that might
have multiple Expense lines etc - allowing you to keep all the transaction lines and simply change
the pricing.
This invoice can then be posted with new reference details ‘as is’ or can be modified to create a
completely new invoice. The invoice being copied is not changed in any way.

1. Select a creditor as normal within the Creditor Invoice screen.

2. Click [Re-INvoICE] to view a list of existing invoices for that creditor.

3. Select an invoice and click [OK] to generate a new invoice based on the details of the existing

invoice.
4. Enter the date and reference details.
5. Modify any details required.

6. Complete as for normal invoice.

Creditors - Creating Non-Stock Purchase
Orders

Menu option: CREDITORS -

Non-stock purchase orders can be used to track projected expenditure and to record authorisation
of purchases for both internal purposes and for generating a purchase order for the supplier.

Stock Purchase Orders are created via the Inventory menu, and are covered as part of the
Inventory Operational Manual.

1. Open the Non-Stock Purchase Order

2. Enter the creditor code in the search code box or browse the table to locate the required
creditor. Double click their record to move to the Items page.

3. Tocreate a new purchase order, fill out the date of the transaction and a purchase order ref-
erence number (leave it blank if you want the system to assign a reference number auto-

matically).

Page 76



Alternatively, if you want to modify an existing purchase order, click [LoAD PO], select
the PO to load and click [OK].

Note the delivery address field will be reset with a new department being stated, and
clicking on the Company bullet will see the address refreshed to reflect the address of
the Branch/Department selected in the grid (if multiple branches exist)

4. Enter the delivery address and any relevant details in the comment field. This infor-
mation will be carried through to the Creditor Invoicing screen when it is invoiced.
5. Exp DATE DEP & Exp DATE ARRIVE- while not compulsory, dates can be added in these files
if specific dates are required.
6. Shipping Method - not compulsory, use the drop down to select the appropriate
method of shipping is using that function.
7. There are 3 options available to select how this order will be handled:
e Company -the order will be delivered to normal warehouse as stipulated
e Pickup - advises supplier you wish to collect the goods
e Job -advised that the goods are to be shipped direct to a Job site.
8. Press Tab between each selection to move through the screen. Details of the specific
items can now be added in the grid in the bottom half of the screen.
9. Select a COMPANY and EXPENSE account
10. Ifthisis a purchase order for a job, enter aJOB NO and SECTION NO.
11. Enter either the dollar value of the line, or double-click on the QUANS column, and enter
a DESCRIPTION, QUANTITY, RATE and AMOUNT for as many items as are required on
this expense line. Click [OK] in the Non Stock Quantities screen to have Accrivia auto-

matically insert the total amount in the AMOUNT column.

MNon Stock Quantities

Enter the quantity detailz below
Description Quantity Rate [Ex] Amount [Ex] =
¥ Ergonomic Office Chair 1 $300.00 $300.00
Standard dezk with returm 1 $200.00 $£200.00
-
[ Excel Dbt Ord & 0K
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12. Enter a COMMENT for the line if required.

13. Press Enter or arrow down to finish the current entry and create a new line for the next non-

stock purchase order item.
14. Click on the [POST] button to create the purchase order. (You can print or email this pur-

chase order by selecting a destination in the Print To drop down box)

Non-Stock Purchase Order o @ o
Creditor | Items
Creditar Mame |4NY SUPPLIER Creditor Code [4SUPFLIER g):csgoristioni
Date 18/02/2015 Beference (143820 Exp Date Dep| 18/103/2015
Camment |Mew Office Fumitre Exp Date fyy 16/03/2015
Delivery [FACTORY 31 2 DEMO COURT Shipping Methad -
Address %) Company
DEMOVILLE ¥IC 3000 ifjk“p
Company Expense No Job Ho Section Amount [Ex) Quans Comment P
b ADMIN 2862 Office Furniture $500.00 es
-
GST Total § 50.00 | Total [Ex GST) $ 5S00.00 Tetal (Inc GST) § 550.00
H o Fost x LCancel Load FO Frint To | [None) -

You have the ability to create a Purchase Order directly from a Debtor Order that has already been
entered in the Debtors module, saving time and double entry of stock.

1. Followthe normal steps as per a Manual entry shown above - up to Step 10, excluding the
Delivery Address details as this will be drawn from the Debtor Order you are about to select.

2. After adding the Company, Expense No & Job details as applicable double click into the
QuANs field.

3. You will be shown the Non Stock Quantities screen as usual, however in this instance select
the [DEBT ORD] button at the bottom in order to see all current Debtor Orders in the system.
Use the Search by options to speed up your selection or simply scroll through the list until

you find the Debtor Order you are looking for - then click on the [SELECT] button.

4. The system will now access the details on the original Debtor Order and add it to the Non

Stock Quantities screen ready for you to click [OK] to accept into the Purchase Order.

5. Full details will then be transferred (in a summary fashion) into the main Purchase Order

Screen including the S value of the order along with the Delivery details etc.
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6. Further items can also be added to the order at this point following the normal steps.

7. Click [posT] when purchase order is ready to complete.

Creditors - To create a Non-Stock Purchase Order - From a Excel load:

For an order with a large quantity of items, or for an order that has already been entered into a
spreadsheet, save time and double handling by using the system to automatically load the
details directly from the spreadsheet.

Accrivia requires very little information in order to load, however this information must be set
out in a specific way in order for the programme to know where to put the relevant
information. See below and example of a typical spreadsheet

A B C D
CODE DESCRIFTION aTy TOTAL VALUE
O011MLF-EST 011MLF-EST 10 209.90
013CS5B-EST 013C5B-EST 2 350.00
Delivery charge 1 20.00

e Column A -add either the inventory stock code if applicable or a description of the item-
this column is compulsory and will be used in the upload.
e Column B -for your information only not used in the upload
e Column C - enter the total number of items required for this order - this column is com-
pulsory and will be used in the upload.
e Column D -this is the total $ value of the items ordered - this column is compulsory and
will be used in the upload.
The first row will always be assumed to be a header row and therefore ignored by the system
when uploading.

Prices in the Excel load should be entered as Ex GST.

You must ensure that all 4 columns are entered in a spreadsheet in the exact order to
ensure the load transfers correctly.

1. Follow the normal steps as per a Manual entry shown above - up to Step 10

2. After adding the Company, Expense No & Job details as applicable double click into the
QuANs field.

3. You will be shown the Non Stock Quantities screen as usual, however in this instance

select the [EXCEL] button at the bottom. You will now see an Excel Selection popup
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which allows you to nominate the Excel File name that you wish to use for this purchase

order.

4. Usethe Fileicon to search for the file location and then click [oK] to load the file. You will
note that when uploaded the system has taken the information from your spreadsheet and

entered the data into the appropriate columns, and also calculated the 'per item' value for

each entry as well.

Mon Stock Quantities ﬁ

Enter the quantity detailz below

Descrption |ﬂuantit_1,l |Hate [Ex] |Amuunt [E:r.]| -
_|OTIMLFEST 10 $20.99 $209.90
_|3CSB-EST 2 $175.00 $350.00
L Deliveny charge 1 F20.00 $=000/ |

-

Dbt Ord O |

5. Confirm the details are what you expected then click [0K] to add to the purchase order.

6. Complete the Purchase Order as normal.
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CREDITORS - REVERSING AN
INVOICE OR CREDIT NOTE

Menu option: CREDITORS -

When an invoice is selected for reversal, a credit note will automatically be produced with the
same details as the invoice being reversed. The reference for the credit note will be the same as
that on the invoice followed by a ‘-“. Alternatively, if a credit note is being reversed, a

corresponding invoice will automatically be produced with the same reference followed by a ‘+'.

To reverse an invoice or credit note:

Open the Reversal screen.
At the top of this form select either Invoice or Credit Note.

Select a Creditor from the selection screen

> w0

Click [seLecT] to view all invoices or credit notes that are eligible for reversing for the

selected creditor (see note below).

5. Usethe Sort By options at the top of the screen to determine how the results are pre-
sented.

6. You will need to select a Reversal Date for this transaction. Be aware of the accounting
implications of back dating to the original transaction date.

7. Double click in the select column to tick the required invoice/s or credit note/s to
reverse.

8. Click the [REVERSE] button to generate a reversal entry (having no boxes ticked when

you click the Reverse Button will result in nothing being reversed).

NOTE: Invoices and Credit Notes already moved to history, or ones that have been
partly or fully reconciled, cannot be reversed. The

screen will display only invoices and credit notes that are fully unreconciled and do not
contain stock. This option will generate an INV/CRN and automatically reconcile it
against the transaction being reversed; the original transaction is not deleted.
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CREDITORS - STANDING
INVOICES

Menu option: CREDITORS -

Standing Invoice is a time saving function for those recurring invoices you get every month - like
the electricity bill or the rent on your premises. For those times when the creditor, expense codes
and details don't change except possibly the $ value and of course the date and reference number.

By setting up a 'Standing Invoice' you only have to do the work once, then when the bill comes in
each month you can simply change the date and reference number and Post the invoice. You can
also elect to add payment details at the same time - very useful for any Direct Debit payments you

may have set up.

Setup a new Standing Invoice:

1. Selecta

2. Select the appropriate Creditor

3. Click the STD INV button at the top of the screen

%

Invoice Posting A—
Select a Creditor Cade |COINVEST #i4ddNew| Select PO o) Amour Inc GST IS
£ = Wwithhold PAYG Penalty
. Std lr
Code Name Address Job Contr? =
ABC ABC COPTYLTD 123 5TREET ABCVILLE WIC 3639
ACCESS Access Supplies 8 Access 5tACCESSVILLE WIC 3800
ACCRIMLA Accrivia PO Box 9711 Warhambool 3280
ALTO ALTO Py Ltd P O Box 8350 ALTOVILLE Business Centre,
ASUPPLIER AWY SUPPLIER 98 SUPP ST MELBOURME %IC 3000
Al AwM - SUPPLIER 5 CEMENT ROAD MELBOURME %IC 3000
BUNMINGS BUNMINGS wWaREHOUSE BEIGLOT CRT EVERYWHERE IC 3828
CEUS C-Buz Locked Bag 939 Carlon South, Yic 3053
» COINVEST Colnvest 478 albert St East Melbourne Locked Bag 4010 South Melbourme 3205
IDEAL IDEAL SUPPLIES 23 BANK ST IDEALTOWM WIC 3877
LECKYS LECKYS 1 MaIN ROAD MELBOURME YIC 3288
LECKYS ELECTRI | Lecky's Electical Factary 2/92 Hallam Sth Rd Hallam, %ic 3803
MANUFACTURE |MAWUFACTURE
MEKD ekao Pty Ltd F 0 Box 110 MEKOVILLE
MIDDYS MIDDYS ELECTRICAL SUPPLIES THMIDDLE ST ALLTOWN WIC 3111
MECA, Mational Electrical & Comm. Assoc Lewvel 12/222 Kingsway South Melbourne 3205
WOTIFY M atify Pty Ltd Unit 2/ 32 Add St Addville
SEAMAN Seaman FIS BEWATER ROAD SEAVILLE WIC 3888 -
WAGHNER W agner Schleswigstrabe 5 D-30853 Langenhagen, Germany Att: Michael Brinkhaus
WATERS “waters Electical P O Box 642 Electville WIC 3939
4 Bar Code || Madify Std Inv| | Re-lnvoice

5. You are now taken to the Invoice Posting screen to enter the rest of the details

6. Select a PErIOD from the dropdown box (this grouping can be utilised when applying

invoices).
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7.

8.

10.

11.

12.
13.

Use the start and end date to define the duration for which this standing invoice is valid
(the system will prevent you from applying this invoice if the end date has expired). If no
End date is entered the Standing Invoice will remain valid until such time as it is deleted.
Use the APPLY DAY to define which day of the period this invoice should be raised on
and is determined by the system date at the time of invoicing - see examples below

o i.e. If the Apply period is 1/12/2013,

. andtheapply day =1, then the invoice date will be 1/12/2013.

« andtheapply day =2, then the invoice date will be 2/12/2013.

. andtheapply day =3, then the invoice date will be 3/12/2013.

. andthe apply day =4, then the invoice date will be 4/12/2013.

. i.e. If the Apply period is 10/12/2013,

« andtheapply day =1, then the invoice date will be 10/12/2013.

« andtheapply day =2, then the invoice date will be 11/12/2013.

« andthe apply day =3, then the invoice date will be 12/12/2013.

« andthe apply day =4, then the invoice date will be 13/12/2013.

Enter a REFERENCE (maximum 10 characters) and COMMENT (optional). The reference
entered here is assigned each time this invoice is generated - so you may want to use
your account number or name.

PAY REF - If you want a corresponding payment entry raised every time this invoice is gen-
erated, fill out the payment reference and transaction type details. The reference
entered here will appear in your Bank Reconciliation screen so choose something self-
explanatory. Leave this field blank if you do not wish a payment to be automatically gen-
erated with the invoice.

TvpE - select the appropriate option to allocate the payment of this invoice. Leave this
field blank if you do not wish a payment to be automatically generated with the invoice.
Fillin the invoice lines as for a regular invoice.

Click [POST] to save the format of this standing invoice.
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*** Pay Ref & Type work in conjunction with each other, if you choose to enter details for a
payment then both fields must have an entry in order for the [PosT] button to be activated.

N Invaice Posting |:::| ol(x
Creditar Mame Accrivia Deszcription : Cuirent $0.00
Address PO Box 911 Address - 30-60 Days $0.00
warrnambool 3280 £0-90 Days $65.00
5 SENERAL 90+ D ays $12 650,00
Graup . : Total $12.718.00
ABM 91099013386 Section
BSE DODEE3
Sccount Mo 123456
Standing Invoice
Period | Manthly w| StatDate 01701720014 |EpdDate 4/ /7 Apply Dray 28
Reference | SUFPP FEE Comment | Support Fees for IT
Pay > Ref ACCRIMIA Type |EFT -
Branch Expense No Amount [Inc GST] BAS Type GS5T Amount Disc Days Disc $ Stock/Dets PO Type PO Refereni =
» ADMIM 1577 - Computer Expenzes $200.00(1 GSTCr $18.18
-
4 3
Dizcaunt Tatal $0.00 G5T Tatal $18.14 Irwnice Tatal [E4 GST) $151.82
Input Tax Credit #1814 Imwaice Total $200.00
=1 FPost x Cancel Batch Mo: 15516, [nvoices Bar Code 10 Frint Print CR Ernail

A standing invoice is a template only —this process does not raise an invoice in the system.
To generate an invoice from standing invoice go to

To view all available Standing Invoices for a particular creditor, see the
- tab.

Creditors - Standing Invoice - Modify/Delete

Menu option: CREDITORS -

After setting up a standing invoice, if you wish to modify it (maybe the charges have increased etc)
then ...

1. From the Creditor Invoice screen click the [MODIFY STD INV] button.

2. Alist of all standing invoices in the system will be displayed.
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3. Select the required invoice to modify.

4. Make changes as required, and click [POST] to re-save.

Creditors - Deleting a Standing Order

From the Creditor Invoice screen click the [MODIFY STD INV] button.
Alist of all standing invoices in the system will be displayed.
Select the required invoice you no longer to keep

Click on the Delete button at the bottom left of the screen.

ARSI A

You will be prompted to confirm that you wish to Delete - take care as once done it can-

not be reversed.

Creditors - Standing Invoice Processing

Menu option: CREDITORS -STANDING INVOICE

Creditor Standing Invoices

Creditor Reference Penod Last Applied Comment Payment Apply 5t Date End Date Apply Day In¥ Amount
b ACCRIIA ITSUPFORT | Manthiy 10/08/2013 bd 10 $350.00
WATERS 456695 Manthiy 22/08/2013  |Head Office Electricity v 1/08/2013 22 $200.00

« Apply | Apply Period | /¢

As discussed, setting up a Standing Invoice (template) does not actually post an invoice into the
system - this must be done manually.

1. Open the Standing Invoices screen by going to CREDITORS | STANDING INVOICES.

2. Tick the standing invoices you require (you should only apply invoices of the same

PERIOD TYPE in any one batch).
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3. The PAYMENT field will read 'True' if the original template was set up to pay the invoice with
a corresponding payment when the invoice is generated. 'False' will appear in this field if only
an invoice is to be generated.

4. The APPLY DATE indicates on which day of the selected period the invoice will be dated.

5. Right mouse click on a transaction and select DETAILS to show information about the invoice
being applied.

6. Inthe APPLY DATE field at the bottom of the screen, enter the start date (Day 1) for the
period you want the invoices applied in.

7. Foramonthly period you would choose the 1st of the month, for all other period types
enter the start date of that period.

8. Click [APPLY] to automatically raise an invoice/payment for each of the selected trans-

actions. You will be asked to confirm if you wish to apply these invoices - say OK.

The system will prevent you from applying this invoice if the end date on the standing
invoice has expired.

Creditors - Standing Invoice Example

Assume you have three recurring charges each month

¢ Rentis charged on the 15th of each month
o The Electricity bill is charged on the 22nd of each month

e The car lease is charged on the 25th of each month

By creating a standing invoice for each of the creditors with a Monthly period and an Apply Date as
per above you can then set a reminder for yourself to run the Standing Invoice posting at the
beginning of each month with the ‘Apply Period’ date set to the 15t of the month for which you
want to raise these invoices.

The system will then automatically raise an invoice in the system with the same details as the
standing invoice, dated 15, 22 and 25 days after the ‘Apply Period’ date.
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CREDITORS - CREDIT NOTE
PROCESSING

Menu option: CREDITORS -CREDIT NOTE

The Credit Note option is exactly the same as the Creditor Invoice screen, except that the
system will recognise the transaction as a credit - with a large reminder in RED on the header
screen that you are entering a Credit Note. Due to this there is no need to enter details as
negative figures, the system will automatically allocate all entries as credits.

Note - as the system recognises that the Invoice & Credit Note screens are linked - you
cannot have both screens open at the same time - a warning will be given if you try this.

|@| You cannot have the Creditor Inveice and Credit Mote forms open simultaneously. Please close the Invoice form before Credit Moting
k.4

OK

To enter a credit - follow the same steps as per the Invoice screen, filling in each field as
required.

1. Itisimportant to enter credit notes against the exact the same expense accounts,
job/sections, and stock lines (if applicable) as the original invoice so that totals of these

sections, and stock on hand values will be accurate.

2. Similarly “BAS Types” must be correctly assigned so that any changes to GST and PAYG

implications will be accounted for.

Note that the same Date/Reference combination cannot be used more than once in the
Credit Note/Invoice posting screen. Try adding another character to the invoice
reference you are reversing (i.e. INV Ref 6678, CRN Ref 6678-C).

All credit notes must be manually reconciled against creditor accounts - See "Creditors -
Reconciling Payments Manually " on page 118

Creditors - Credit Requests

Menu option: CREDITORS -CREDIT REQUESTS

There are two methods for raising credit requests —
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1. AUTO - As a result of a supplier invoice where stock was “short supplied” (ie stock was not
supplied or was damaged at the fault of the supplier), or as a result of correct quantities
being supplied but the invoice rate being higher than the “agreed rate” for the goods (ie
you’ve been overcharged).

2. MANUAL - By entering a “Request for Credit” manually, (for the return of goods, or because
an error in an invoice was discovered after the invoice was finalised). This second method

operates in a similar manner to entering a credit note.

Method 1 produces a document that can be forwarded to your Supplier requesting a credit on
your account. While this can also be handled by utilising the Pending option See "Creditors - Credit
Notes 'Pending' on page 102), that option allows for the Credit to be Posted immediately
(therefore updating the Creditor & Stock files) or holding it back by placing it in a Pending format
until the credit has been received from the Supplier.

The formal Credit Request option follows the same procedure and uses an almost identical entry
screen - however it assumes you will be waiting to receive an actual Credit Note therefore
automatically puts the request into a Pending format when you post it. Then once the Supplier
credit is received you reload the Credit request screen and load the Pending file to complete.

Creditor & Stock accounts are not updated by this procedure until the Pending Request is
loaded and then Posted.

User Permissions

For details on how to set up User's Access permissions contact your supervisor . Details can
be found in the Accrivia System Manual PDF.

Site specific permissions allow users access to specific modules and these are determined by
Management. Not all sites allow all users to produce a Creditor Credit Note, and may prefer
allowing access only to the Credit Request option.

EG: Ifthe operator has permissions to raise Credit Requests (not Credit Notes), then the
appropriately named menu called “Credit Requests” should be enabled for them instead of the
“Credit Note” menu. These two menus both result in the ability to post a “Credit Request”, though
the “Credit Request” menu will not allow a “Credit Note” to be posted.

Next Step:
See "Creditors - Credit Requests - Auto" on page 92

See "Creditors - Credits - Manual Entry" on the facing page
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CREDITORS - CREDITS -
MANUAL ENTRY

Menu option: CREDITORS -

This type of Credit Note would be produced when the credit is not as a side affect from entering
a supplier invoice that is short supplied or overcharged.

The following description covers the usage of the “Credit Request” form. The same logic will
apply to using the “Credit Note” form, with the only difference being the “Pending” button
would be pressed to save the transactions, not the “Post” button [The “Pending” button in the
“Credit Note” form =the “Post” button in the “Credit Request” form].

Processing a Credit Request

1.
2.

Open
Select Creditor
Ensure you have the details of the original invoice as the details will be needed in order

to complete the Credit Request. Details can also be found in the

Enter the reference number from the original invoice - suggest adding CR at the end to
indicate it is a credit relating to the invoice reference

The comment (at the top of the form) can be used to cross-reference the original invoice
(if known) or supply any other details relating to this credit request.

Enter all other details as per screen fields as applicable - eg Branch, Expense Code, Job
etc - details can be found as mentioned in Point 3.

If stock is being returned, you should double click on the “Stock/Dets” column and add

the relevant stock to the credit request. Example:

e Ifyou’re returning stock and your Stock On Hand count will be ultimately
altered as a result of the credit you must specify the stock codes, quantities
and “rate” for the credit.

o Ifyou’re requesting a credit due to an overcharge and the Stock On Hand
levels of the stock lines will not alter as a result of the credit (ie it’s a finan-

cial credit only, not a stock credit) then DO NOT specify the stock code and
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guantities, rather, key in all the information in the “Comment” field, including

the stock code / quantities / any other relevant details.

8. When all data entered - click [PosT]

A Batch number will be issued after Posting and will appear in the bottom right corner of the
screen if you wish to record it on documentation.

Entering Requests from this screen will automatically place the data in a 'Pending' format for
future confirmation and completion.
Creditor Credit Request
Creditor Mame Accrivia Description : Current $0.00
Addresz PO Box 911 Address 30-60 Days $0.00
Warrnambool 3280 EO0-90 Days $68.00
0+ Days $14,500.00
Group GEMERAL ; Total $14.568.00
ABN 91099013386 Section
BSE OO0BE3
Account Mo 123456
Date | 0141172013 Beference |CATHYCR PagbyDate ¢ / Approvver Branch =
- ; b JASON ADMIN
Comment |[tem charged bwice Aszzoc, Files
-
Branch Expensze Ho Amount [Inc G5T] BAS Type GST Amount Stock/Dets PO Type PO Reference Comment Disc Days Disc § =
b ADMIM 1577 - Computer Expenses $500.00 RREIREWENT $45.45
-
4 4
Dizcount Tatal $0.00 GST Total $45.45 CrReq. TH[Ex GST] 3454 55
Input Tax Credit $45.45 Credit Req. Total § $500.00
Post x Cancel Load Pending Batch Mo: 15505, Credits| | Bygmunt $0.00 Email

Completing a Credit Request

All Pending Credit Requests are kept in a log for each Creditor and multiple pending Credits can be
entered for each Creditor.
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Load Invoice [ Credit Notes Pending

Search For |

Reference Date Branch Tran Type Amount [Inc] & |example
P CR-CE 10407/2013 |ADMIMN CRM $1.000.00

CATHYCR (141172013 |ADMIN CRM $500.00

-

x Cancel ¢ (1]

1. To access this log - Open CREDITOR | CREDIT REQUESTS

2. Search for the relevant Creditor and double click or click the [CREDIT] button

3. Now instead of entering the details as you would for a new entry - click on the [LOAD PEND-
ING] button at the bottom of the screen.

4. Aprompt screen will appear with a list of all pending Credit Requests in the system for
that Creditor . You can now scroll down through the list and select the correct invoice or
use the Search function which searches on the Reference number used.

5. Click [ok] to select the required Credit request

6. All details of the original entry will be loaded to the screen and changes can be made to
any field

7. Once all details are complete - click [POsT] to save the data and update the Creditors and

any other linked modules.

Place a tick in the box at the bottom marked [Print] or [Email] if you wish to print/email a
copy
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CREDITORS - CREDIT REQUESTS
- AUTO

The main function of this feature is not to produce a request for a credit as you would if you wished
to return an item, but rather to encourage the warehousing/depot staff to take control of what is
coming into the site and correctly adding details of what has actually been received when
processing a Purchase Order through 'Stock Order Receive'.

*** NOTE: while it is expected that this process is handled by the warehouse/depot, the
same results can be achieved by accepting the goods directly into stock in the Creditors
Invoice screen.

The process works by 'Parking' a value for goods not received or damaged into a General Ledger
account that has been set up the same way you would a Clearing Account. This means that if stock
is not received (or is damaged) then the $ value of those items is separated out into this Clearing
account while waiting for an official Credit from your Supplier.

There are some basic system settings that need to be activated for this function to work.

GENERAL LEDGER

You will need to set up a new General Ledger account for the clearing account - possibly called
something like "Purchases - Credit Request Pending" (which would be a Pending Liability).

CREDITORS

Once a new General Ledger account has been set up - ensure that you have allocated it as an
approved Creditor Expense account.

VIEWER

There are a couple of internal System Settings that need to be actioned - please contact Your
Accrivia Support Team to do this for you.

STATIONERY

If you choose to use this function you will need to contact Your Accrivia Support Team to organise
an adjustment to your stationery to accommodate the new data.

It should be noted that the 'Pending' account in the main is treated as a "Clearing" account and
therefore would normally have a flow of entries and reversals when requests are made then
accepted, leaving only valid requests sitting there at any one time. This means that if a Credit
Request was ever rejected/declined by the Supplier that an official reversal would need to be
performed to remove the details from the clearing account (further details on this below)
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ie: "Purchases - Pending Credit Request"

This does not mean however, that you are restricted to this. If it suits your company's needs,
then there is no reason why you cannot leave the details in this account, which means that
instead of having to process a reversal you can simply Delete the original request from the
system.

Menu option: INVENTORY -

While there is no change to the standard routines for creating a new Purchase Order, you will
notice that when using the Credit Request function that you have a couple of extra columns in
the Inventory Stock Order Receive screen.

Example below is the entry of the original Stock Purchase Order

Stock Order
Stock | Purchase Order | Batch

Select a Creditor Branch (14T Reference 14381 Date | 17/03/2015
Delivery | FACTORY 31 2 DEMO COLRT Eup Date Dep | 17/03/2015 | Delvew dodres:
Addiese * )i Compary:
DEMOVILLE wIC 3000 Exp Date Ay | 17/03/2015 Fickup
Direct
Job
Comment
Stock Code Description Quantity Supp Quan Item Cost (Inc) Amount [Inc) Item Cost (Ex) Amount [Ex] Section =
LJ 1C095M M 2B HPSDITC09EMM2 20 20 $16.51 310,23 $14.10 $282.03
2670-25 Spade bit 2Bmm 15 15 $12.69 $190.39 $11.54 $173.08

35.00 $500.62 $455.11 -
Line M2 0.0000 Total M2 0.0000 Total &mount Ex - $455.11 Delete L
Line Wweight 20,0000 Tatal Weight 35.0000 Total Amount Ine $500.62 Lelte Lines
‘ Branch PO Type
=3 Post X Cancel Load Fiint To | [None] -

When the order has een received into your store room then you can process the Stock Orer
Receive function. From this screen we can now provide a more detailed description of what was
actually received.

Ordered - this will automatically show the original order quantity

Received - this will start with the original quantity then auto fill to match the final entry in the
Supp Quan Rec'd column

Supp Quan Rec'd - enter the final quantity of usable delivered items
ETD - an estimated time of departure could be entered if required

Shipped Not Received - enter a quantity of any goods that according to the delivery docket
were shipped by the supplier but were not received in the delivery.

Damaged - enter a quantity of any goods that were received, but were damaged on arrival.

Shipped - this is auto filled based on the calculation of: Supp Quan Rec'd + Damaged + Shipped
Not Rec'd
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Not Supplied - this is auto filled based on the calculation of: Original order quantity - Shipped
quantity

Cost - you have ability at this point to also record if the cost per item is different to what was
originally expected - if so type in the amount you have been charged.

*#* NOTE - as it is common for the warehouse staff to receive only a Delivery Docket, usually
without pricing involved, the ability to record a Cost change would normally be done by the
Accounting staff when producing the invoice, however if applicable it can be done through
the Stock Order Receive screen.

Once any changes to quantities or costs have been entered - finish the Order Receipt as normal.

For clients using this function - you may be presented with a Stock Cost Update pop-up if
you made changes to an expected Cost. As you are going to be 'parking' the value of this
change until an official Credit is received - you would normally say NO to the update at this
time.

As an example - in the screen shot below you can see we made the following changes to the
Purchase Order.

Purchase Orders Received

Creditor ANY SUPPLIER Company | 14T | For Stack
Reference 14381 Date [17/03/2015
Arived [ £ 7 Comment

Stock Code Supplier Stock Code Description Ordered  Rec'd  Supp Quan Rec'd ETD Damaged  Shipped Not Recvd Not Supplied Shipped  Cost CostEx  Amount  Amount Ex GST -
b 1C035MMZERP 1COSEMMZERP XPSDIC0IEMM2 20 10 T 1 /03/2015 3 7| [i] 0 $16.50 $1500  $33000  $300.00 330,00
2670-25 2670-25 Spade bit 25mm 15 15 15 17/03/2015 a 15 $1269 $11.54 $190.39 $173.08 $17.31

Received Lines 2 Factor Total Totsl Ex GST 347308 TotalGST 4731 TotalAmount Ine $520.39

| EyBarCode|| By Pices || (5] Receive XK Concel | | (ERec Dt [ Piint BADiders

¢ Advised that 3 items were Damaged

e Advised that 7 items were not received in the shipment

e Changed the Received gty to 10 (this allows the Received/Damaged/Not Received grand
total to balance with the original ordered quantity)

¢ (Unseen)we also changed the Cost field to show as an example that the order came in with a
price that was different to what we expected. By doing this you will note that when the Pur-
chase Order is processed through Creditor Invoice that a pop-up prompt advises the user

that a price difference has been charged.
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Information

'0' The stock code : 1CO85MM2BXP for this supplier has a stated price of §14.10 but the price on this invoice is 515.00

OK

Once the Purchase Order has been received into stock and then processed through the
Creditor Invoice screen you can see the internal results in the Creditor Posting tab.

From an internal prospective now - you would see that what the system has now done split up
the values of that particular Order based on the entries we have made.

In this example - you can see that there are 3 entries (based on our Demo model, you may have
more entries depending on your internal systems).

e Oneentry shows the value of what was actually received into stock

e One entry shows the value of goods that have not yet been received

e One entry shows the GL account that was set up to hold values in a 'Clearing' account

until a credit is received.

Process the PO as normal in the Creditor Invoice screen by loading the required Purchase
Order.

The most obvious difference with this type of PO is that because there is a Credit Request
attached to it - the line entry will show in RED.

Creditor Name &NY SUPPLIER Deseription Cunent $11.,59813
Address 98 SUPP 5T Addiess 30460 Days $3.500.00
MELBOLIRNE YIC 3000 60-90 Days 3000
30+ Days $8.77498
Group GENERAL Total $23.873.11
ABN 357951258 Section
BSB 000458
Account No 357855
Date 170372015 | Reference 559 FaybyDate | * / Feetenlion Retention % 0.00% Appiover Branch E
» ACCRIVIA I&T
Comment Fuichase Order No. #14381 FayRetn | // Assac. Files
! Imv an Hold for Payment until Authorised b
Branch  Eapense No BAS Type Amount (Inc GST) 65T Amount Stock/Dets Cr Comment PO Type | C.R. GST |C.R. Amt (Inc GST) PO Reference Comment Disc Days Disc §  Allc~
PIET  ~[1115 - Purchases 16ST Crel $520.39 $47.31 |Yes Stack Codes Stock $16.80 $184.77[14301
[l 3
Discount Total $0.00 GST Total $47.31 Invoice Total [Ex GST) $47308
Input Taw Credil $47.31 Invoice Tetal 62033
| E=1Post | =1 Paymert | Pending X Cancel LoadPO | Load Pending | & Bar Code Print [ Print CR [ | Email Batch No: 15501, Inveices: 0. Amount $0.00

If you then click on the [Stock/Dets] field you will see the individual stock entries as normal, but
you will also see the details of what was damaged, not received etc, as well as the changes that
were made to any agreed pricing. If the goods have been receipted through the Stock Purchase
Receive function - then you can no longer make further changes to the quantities in this screen.
If this is required then you would need to use the Reversal option in the Stock module to
remove the original Receipt and start again.
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Creditors - Agreed Pricing (CR Requests)

Accrivia has the ability to record Agreed pricing against any stock code against a Supplier. This
would be found in the Stock File Maintenance - Supplier Tab. When receipting/Invoicing a Purchase
Order the system will automatically locate any Agreed prices and enter it into the appropriate
column in the Invoice screen. If the invoice rate on the invoice is different to what you expected,
you should change it so it reflects exactly what the supplier is charging you. By doing this you
should notice that the system will automatically change the Agreed rate column to match it. If this
does not then comply with your agreement with the Supplier, you would take this time to change
the figure in the Agreed Rate column to what you expected. This is what will then generate a Credit
Request.

*** NOTE depending on your own company procedures, any pricing changes may not have
been done at this point by the warehouse, however they can be done from this screen by
entering a value in the [AGREED RATE] field (scroll across the screen to see this).

The next addition with this new function is that you clearly see at the bottom of the screen the
value of items that are attached to the Credit Request (showing in blue in the picture).

Th A ck tems will be adjusted when the la lmsPusted
Sup Stock Co d Inv d Invoice Rate (Ex) GST Cost (Inc) |Net inc) Mot (Ex) Quan Damaged Quan Inv'd Not Rec'd Agreed Rate (Ex) Agreed Rate (Inc) Supplior Agreed Cost (Ex)

¥ 1c09sMM2BxP 1C095MM 2BXP _E $15.00] $141) $1551) 333000 $30000] 3| 7 1410 $15.51 $14.10

267025 267025 $11.54 $1.15 $1263  $19033)  $17308 0 0 $11.54 $1269 $11.54

q

Taotal (Ex) $473.08 | G5T Tatal $47.31 | Amount $520.39 |51 Req dmt (Ex) $158.93 + Dene

Once you have finished with this screen you can click [DONE] to return to the main Invoice screen.
From here you can double click on the field called [Cr Comment] (you may need to scroll to the far
right of the screen to see this field). You will then be able to see the details of what has been
captured in the Credit request - see below

Cr Comment

Etock Code: 1C095MM2EP, Quan = 10, Invoice Fate [ex G5T) = $15.0000, Agreed Fate [ex G5T] =
$141M 5, Claim [ex G5T] = $8.93

Stock Code: 1C035k M 2B=F, Invvoice Quantity = 20, Received Quantity = 10, Invoice Rate [ex G5T] =
$15.0000, Claim [ex G5T) = $150.00 [Mot supplied = 7, Dlamaged = 3]

The final result once you choose to [PosT] the invoice is that you will see the total value of what was
actually received and is ready for payment, as well as a separate column that shows the total value
of goods that have been logged to the 'Clearing' account pending the receipt of an official Credit
from the Supplier (see CR Amt).
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$11,598.13

Creditor Mame ANY SUPFLIER Description Current
Address 93 SUPP ST Addiess 3060 Days $3.500.00
MELBOURKE ¥IC 3000 £0-90 Days $0.00
o | SEERL 0+ Daps $6,774.98
Group q Total $23,873.11
ABN 357951250 Section ol
BSE 000458
Account No 357895
Date | 17/03/2M5 Reference|553 PaybyDate | ¢ 7 Retention Retention % 0.00% Approver Branch -
Commen | Purchase Order No. #14381 PayRetn | /7 T B ACCRIVIA &7
! Inw on Hold for Payment until Autharised h?
Branch  Expense No BAS Type Amount (Inc G5T) G5T Amount Stock/Dets Cr Comment PO Type | C.R. GST C.R. Amt (Inc GST) PO Reference Comment Disc Days Disc$ |All(~
» LT 1115 - Purchases 1 G5T Cred $520.39 $47.31 [ 5tock Code:Stock $15.90 $174.88 14381
-
4 »
Discount T otal $0.00 GST Tolal $47.31 Invaice Tatal [Ex GST) 47308
Input Tax Credit $47.31 Invaice Tatal $520.39
| =9Post | =3Payment || Pendng | 3 Cancel | LoadPD | LoadPending| {2 Bar Code Pint [ ] Print CR [ Email Batch No: 15501, Invoices: 0, Amaunt $0.00

As the Creditor invoicing feature is a direct function of the Creditor module, you will see in the
Postings tab the full details of this invoice, including an entry in the Comment field which
advises that a Credit Request has been raised against this order.

Creditor File Maintenance

Dstails | Dptions || Contact Details | Motes || Totals | Postings | Standing Imvoices | Contractor || Changes Log || Assoc. Files
Creditor Narne |ANY SUPPLIER
Transactions | Detalls | Stock.
Date Reference Branch Type Amount Remaining GS5T Pay By Date Disc Days Disc $ Orig PO Ref Retentic = Comment
17/03/2015 |EFTDPAY SERVICE DP&Y $243.79 30.00 m Eurg':aﬂse Uldfl Ho. dﬂ: 435;\1_
redit Request raized from this
17/03/2015 |EFT SERVICE EFT $3.256.21 $0.00 40 |rwoice, Reference : 559CH
17/03/2015 | B54 1&T MY $520.39 $520.39 $47.31 14380 30 |rvaice posted requiring
b 17/03/215 553 15T 1Y $520.39 $620.33 $47.31 14381 $0 Avthonization
11/02/2015 |EFT ADELAIDE EFT $100.00 $0.00 $0 ff’ payment )
pproval will be required by
10A10/2014 | 2159 ADELAIDE 1NV $5.50000 4550000 $500.00 $0 | |ACCRIMIA
06/10/2014 | 6589 ADELAIDE M $5.400.00)  $5.400.00 $4390.91 30

And if you wish to look at the Details tab - you will see it listed out in detail how much of the
invoice has been allocated to Purchases and how much is being held Pending a Credit. Clicking
on the Stock tab will then also show you details of the actual items that were received at this

time.

N Creditor File Maintenance

Detailz | Options || Contact Details || Motes || Totals | Postings | Standing Invoices || Contractar | Changes Log | Assoc. Files

Creditor Name (&MY SUPPLIER

Transactions | Details | Stock

Exp No Description Entry No Job Mo Section Amount G5T Tax Type
» 1115/ Purchazes 19783 $345.51 $31.41/1-G5T Creditable
3285 Purchases - Credit Request Pending 19785 $174.88 $15.90/1-GST Creditable

As a result of the Credit Request the system will in turn place this specific invoice ON HOLD so
that it is not able to be paid via the Autopay function, using the assumption that you would
wish to hold payment for this until you have received the Credit you have requested. You can
over-ride this is you wish by manually un-ticking the Hold field in the Autopay screen.
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At any time you can view a 'Pending" credit by locating it in function.
You can also process the Credit from this screen as per the standard procedures as found in the
Creditor Manual by:

o Making the appropriate selections of Company etc as required

o Select the required Creditor and Reference

o Place atick in the [AccerT] field on each line (or choose the Accepted field at the top of the

screen to auto accept all requests in the system.

o Enter the official Credit Note number in the [PosT REFERENCE] field

e Enter the [PosT DATE] of the Credit Note

¢ Add a comment if required

e Chooseto Print or Preview if required

o Click [posT] to finalise

Invoice/Credit Notes Pending

Search For |ACCESS *) Code Beference | (o) g Irvoices () Credits #coepted
Company -
Creditor Reference Company Date Type GST Amount Accept ~ +3 Delete
ASUPPLIER J57CR ADMIM 20410/2013 |CRM $0.07 $0.77 i
ASUPPFLIER S59CH [T 174032015 |CRM $15.90 $174.83 Print
b ASUPPLIER ERACH LT 17/03/2015 |CRM $15.90 $174.83
ASUPPLIER 321CR FRODUCT |01/07/2013 |CRM $1.82 $20.00 - Preswview
4 >

Pending | Stock

Expense No Description Job Ho Section Ho Amount [Inc] GST Comment =~
b 3255 Purchazes - Credit Request Pen $174.83 $15.90) Stock Code:
w
I| Prirt X Cancel = Post

Once the Pending Credit has been posted you will be able to see the transaction in the Creditor File
Maintenance screen Posting tab, and the HOLD will be unticked in the Autopay function.

If for some reason your Creditor did not accept the details of your request for Credit and therefore
did not forward a credit note, then you cannot process the Pending credit as it stands as it will now
need to be adjusted to reflect what the Creditor has elected to do.
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They may have elected to just send you the missing stock or they might reject your claim on
pricing. In either case you will need to manually adjust the system to correct the stock holding
and/or remove the 'Pending' details and replace it with a stock receipt.

Adjusting Stock

If the supplier has elected to send you the missing stock instead of crediting the original invoice
then you need to make sure that the value currently sitting in the 'Pending Clearing' GL expense
account is reversed out and that the goods are then entered into the correct Purchases
account.

Open

Select the appropriate Creditor

Load the Pending Credit Request - the pending account would appear in RED

Insert a new line with the details of the appropriate GL Purchases Expense account .

LA A

Click on the Stock/Dets field which will take you to the actual Stock details screen. Locate
the stock code and select - then add the [INvoicE QUANT] for the goods that have been

sent as replacements.

This will effectively result in a $0.00 value Credit note against that account, which has reversed
the Pending credit, and added the Stock as received. The Invoice HOLD tick will be removed and
will be available for payment.

Accepting Original Charges

Should the Supplier decline your request for a price adjustment - you will need to once again
reverse the original request so that the values are removed from the 'Pending Clearing' account
and returned to the standard Purchases account with the correct value. Follow the same
procedure as above.

***NOTE - Remember that while in the Creditor Credit Note screen all entries by default
are recognised by the system as a credit entry - even though they do not appear that
way on the screen. Therefore if you are trying to reverse an entry you would in fact have
to enter the value with a Negative in front so that the system can recognise that it is in
fact the opposite of a normal Credit entry, and you can achieve an accurate $0.00
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balance.
Company |Expense Ho Job No Section |BAS Type |Allowed |Houls |Conl Rate |Amounl [Ex G5T)|GST Amount|Stock/Dets(Cc ~
P|MELE 885 - Purchases - C 1GST Credit $100.00
| |MELE 271 - Purchases 1 G5T Credit -$100.00 -$10.00
] 3
Discount Total $0.00 GST Total $0.00 Credit Total (Ex GST) $0.00
Input T ax Credit $0.00 Credit Maote Total $ $0.00

Itis possible to also produce a Credit Request against a Non-Stock order. This would be done in the
Creditor Invoice screen as there is no other Receipting function for Non-stock orders.
1. Produce the Order as normal
2. When goods are received - load the PO as normal into the Creditor Invoice screen
3. Clicking on the Stock/Dets field will bring up the items ordered and from here you will see
the same extra fields - Damaged, Not Received, Agreed Price etc as per the normal Stock
Receipt screen.

4. Make changes to quantities or prices as necessary to produce a Credit Request.

The rest is exactly the same as for Stock orders and will be completed as already detailed.

Creditors - Credits - Short Supply Or
Overcharge

Overview :

Stock can be received into the system via the “Stock Order Receive” menu, or via the “Creditor
Invoice” menu. If the purchase order has been processed in the “Stock Order Receive” menu first
prior to being loaded into the “Creditor Invoice” menu, then the quantities are “read only” as
they’ve already been specified at the time of the Purchase Order being processed.

“Stock Order Receive” changes if Credit Request functionality is enabled.

The details below cover the changes to the “Stock Order Receive” process when the “Credit
Request” functionality is enabled, and then covers the changes to the “Creditor Invoice” entry
process.
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The “Purchase Order Receive” screen has 4 additional fields when the “Credit Request”
functionality is enabled : Not Supplied, Shipped, Shipped not Recvd and Damaged.

Altering any of these fields may affect one or more other field values, as the formulas that will
always “hold true” are :

e Rec’d + Shipped Not Recvd + Damaged = Shipped

e Ordered = Not Supplied + Shipped

e Rec’d =the quantity that will increase the SOH value

o Shipped = What we’re expecting to be charged for

o Shipped Not Recvd = Supplier believes they sent it, we didn’t receive it

o Damaged = Supplier sent it, but it was damaged in transit so we can’t stock it

o Not Supplied = the quantity that is legitimately being backordered (or cancelled if we

don’t save non supplied stock as a back order) as the supplier didn’t send it at this time

By default, the system will assume no damage and that all unsupplied quantities are
backordered (ie no failure by the supplier).

[ — LI-X~]
Creditor [4NY SUPPLIER Company [T +| ForStock
Reference [14381 Date [17/03/2015
Ariived | /7 Comment
Stack Code Supplier Stock Code | Description Ordered  Rec'd  Supp Quan Rec'd ETD Damaged | Shipped Mot Recvd Not Supplied Shipped | Cost CostEx Amount |Amount Ex GST -
» 1C035MM2BXP 1C035MM2BP KPSDI1 CO5MM2 20 10 T 17/03/2015 3 7 i 20 $1650  $1500  $33000  $300.00  $30.00
267025 267025 Spade bit 25mm 15 15 15 17/03/2015 i 15 $1263  $11.54 19038 417308 $17.31
-
Received Lines % Factor Total Total Ex GST 347308 TomlEST  $4731 Totaldmount Inc $520.39
‘ ByBaiCode | ByPices || () Receive X Cancel | |2 Print B/Orders

Creditors - Credits - Credits With Stock
Handling

The stock system is always updated with the actual quantity received, not the quantity
invoiced. As a result, when the credit request is finalised to be a credit note, the stock quantity
does NOT update the stock on hand movement if the credit request was raised from an invoice
at invoicing time, as the lesser quantity has been applied to the stock system already (and to
impact with the credit request stock would result in it being impacted twice).

However, for completeness, the credit request stock will reflect in the movement screen with a
“strike out” font, but will have no impact on the running balance.

If a credit request is raised “manually” for goods being returned, these items will reflect in the
stock movement, but only when the credit request is finalised to be a credit note.
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It is recognised that for the period of time between raising the credit request (and freighting the
stock lines back to the supplier) and the credit request being finalised, the “stock on hand” balance
will show a balance that does not recognise the stock has left the warehouse to be returned to the
supplier (ie the stock on balance will be “high” by the quantity returned to the supplier until the
credit note is finalised).

Creditors - Credit Notes 'Pending’

Details on how to process a normal Credit Note have already been explained, - however it is also
possible to enter details that are then saved as a Pending Credit, which is actually an official "Credit
Request" and can be used to print and send to your supplier should there be a query with an
account.

Once the Pending Credit has been entered, simply wait till you receive the requested Credit Note
back from the supplier then Load the Pending Credit just as you would an Invoice. Posting the
Credit as normal after that completes the process and reduces the balance on the account.

Save a Pending Credit Note:

1. Process the initial details of a Credit as normal - See "Creditors - Credit Note Processing" on
page 87

2. Complete all details of the request - referencing the original invoice and any comments nec-
essary to explain the need for a credit

3. Click on [PENDING] button to save

Re-Load a Pending Invoice

All Pending Creditors are kept in a log and multiple pending Credits can be entered for each
Creditor.

Load Invoice [ Credit Notes Pending

Search For
Reference Date Branch Tran Type Amount [Inc] =
J21CR 1072013  PRODUCT |CRM $20.00
A215HORT |(2/07/2013 |PRODUCT |CRM $100.00
JB7CR 20102013 ADMIM CRM $0.77
» ERACH 17032005 18T CRM $174.83
BRACR 170342005 15T CRM $174.83
-
x Cancel \/ ok

1. To access this log - Open

2. Search for the relevant Creditor and double click or click the [CREDIT] button
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3. Now instead of entering the details as you would for a new entry - click on the [LOAD PEND-
ING] button at the bottom of the screen.

4. Aprompt screen will appear with a list of all pending Credits in the system for that Cred-
itor . You can now scroll down through the list and select the correct invoice or use the
Search function which searches on the Reference number used.

5. Click [ok] to select the required Credit request

6. All details of the original entry will be loaded to the screen and changes can be made to
any field

7. Once all details are complete - click [PosT] to save the data and update the Creditors and

any other linked modules.

Related Topics:
See "Creditors - Pending Invoices & Credits" on page 59

See "Creditors - Delete Pending Invoice & Credits" on page 60

Creditors - Credits - Finalise, Reprint Or
Delete

Menu option: CREDITORS -

When a credit request has been raised from an invoice, the STOCK tab shows the quantity of
items not supplied or over charged. If the credit is for a pricing variation only (ie overcharge) the
“Credit Type” shows as “Price Credit”, if for non supply it shows “Short Supply”. The Comment
at the expense allocation level gives a full description of the credit request ‘calculation’ to arrive
at the claim amount.
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Invoice/Credit Notes Pending

Search For ACCESS *) Code Beference | (@) 4| Irvoices () Credits Accepted
Cormpany -
Creditor Reference Company Date Type G5T Amount  Accept Comment - 2 Delets
ASUPFLIER B59CH 1&T 17/03/2015 |CRM $15.90 $174.88 i
» ASUPFLIER ES4CH 1&T 17/03/2015 |CRM $15.90 $174.88 Frint
ASUPFLIER 321CH PRODUCT |1/07/2013 |CRN $1.82 $20.00 credit request
ASUPFLIER F215HORT  |PRODIUCT | 2/07/2013 |CRN $3.09 $100.00 short supply - Preview
L] 3
Pending | Stock
Expense Mo Deszcription Job No Section Mo Amount [Inc] G5T Comment -
» 3250 Purchagzes - Credit Request Pen $174.88 $15.90) Stock Code: 10095k 2B=P)
-
Frint x Cancel =9 FPost r

the credit request was raised as a “Request for Credit” for returned goods, (rather than because of
short supply / overcharge with an invoice), the Credit Type will read “Return” or “Price Credit”.

Invoice/Credit Notes Pending

Search For |&CCESS # Code Beference | (&) all Imvoicesz [ ) Creditz Accepted
Comparny -
Creditor Reference Company | Date Type G5T Amount Accept ~ +3 Delete
ASUPFLIER ARACH [&T 17/03/2015 |CRM $15.90 $174.83 AT
» ASUPFLIER ER4CH [&T 17/03/2015 |CRM $£15.50 $174.83 Frint
ASUPFLIER I21CR PRODUCT [1/07/2013 |CRM $1.82 $£20.00
ASUPFLIER IASHORT (PRODUCT |2/07/2013 |CRM $3.09 $£100.00 - Presiew
1
Pending | Stock
Stock Code Description Quantity Cost Amount [Ex] Credit Type -
¥ | 1C095M M ZE=P =PSDITCO95M2 10 $14.M $£140.10| Short Supply
1C095kMM 2B=F =PSDITCO95kM2 10 $0.90 $2 98 Price Credit
w
1 »
Frirt X Cancel =1 Post
=
Note : When a credit request is raised against an invoice, the original invoice gets marked as
“On Hold” so it won’t be paid in the Creditor Autopay system. When the credit request is
finalised, the Hold is removed from the invoice enabling it to be paid. This is to prevent
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accidentally paying an invoice that is “in dispute” due to incorrect pricing or short
supply.
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CREDITORS - REPORTS

The Reports screen offers a range of creditor reports to assist you with managing your creditor
data.

The creditor reports tabs available within Accrivia are:

Lists of basic creditor data, including creditor contact details, expense

Cred-FM .
account lists etc.

Reports showing transactions by creditor. Selection criteria usually
Cred-$ include a date and creditor range. Some can be selected by expense
code or batch number.

Expense reports by creditors, jobs, reference, filtered by date range,

Cred-Ex . . .
P expense code, creditor etc, in detailed and summary formats.

Cred-Tran |Variety of reports showing transactions, invoices & purchase details

Cred-Pay |Creditor payments, reconciliation information, and payment due dates

Cred-Stock |Stock purchases reports (relevant if running Inventory Module)

Cred-BAS BAS reporting, including exceptions, and totals (for accrual and non-
accrual reporting methods)

Producing a Creditor Report

1. Select FILE | REPORTS- Creditor tab.

2. Select the relevant tab, and then report that you wish to run. (See ‘Report Tabs’ grid above
for the details of reports that each tab contains.)

3. Some reports may prompt you to enter additional selection criteria for the report you
require. Ifapplicable, enter your selections in the fields provided.

4. Click [PREVIEW] to view this report.

5. Click [PRINT] to print a hard copy.

It is possible to run most of the Creditor reports for a specified period, at any time.

Detailed description of available Creditor Reports
CRED-FM - tab
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Creditor Addresses, Phone No's - listing of creditors as selected, with name, address,
phones and ABN

Creditor Details by Name - same as above

Creditor Mail Merge Fields - provides full details of creditors as selected, includes con-
tact, terms, and balances owed which can then be exported and sorted to produce a
Mail Merge file.

Creditor Address Labels - produces a list of creditor names & addresses set out in a label
format for posting. Contact Your Accrivia Support Team to have the formating adjusted
to suit your stationery.

Tax File Creditors - lists all creditors who have a Tax File number lodged

Invalid Tax File Creditors - reports on any creditor with an invalid code

Creditor Tax PTD - reports an creditors with Period to Date Tax figures

Expense Accounts Mast List - produces a full list of all GL Expense Account codes along
with the relevant GL

Credit and Debit GL Codes - lists all Expense codes and descriptions separated into

individual Entities (eg Branch/Company/Store/Division)

Creditor Enquiry - provides a snapshot of a specific Creditor, showing current Trial Bal-
ance figures, PTD & YTD figures as well as a listing of all current transactions

Creditor History - same report as above, however you have option to select a specific
date range

Creditor Aged Trial Balance - provides a complete list of all creditors with Current, 30,60,
90 & Total columns

Creditor Trial Balance as at - provides a snapshot of the total amount outstanding on a
specific date - cannot isolate individual creditors

Creditor PAYG Tax Ded. - reports on the total tax deductions for relevant creditors, can

be date specific

Creditor Transactions - produces a list of creditors transactions as defined in the selec-
tion. This report offers the following criteria selections — Start/End Account, Start/End

Date and Period ranges.
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Creditor Transactions by Creditor - same as above but without the Period range option
Creditor Transactions by Transaction - produces a report listing all transactions with each
Transaction Type. This report offers the following criteria selections — Start/End Account,
Start/End Date and Order by (Date or Reference) you can also elect to only show unrec-
onciled items.

Creditor Invoice Details - lists creditor invoices with Expense accounts split and sub-totalled
by the specific Entity. This report offers the following criteria selections — Start/End Account,
Start/End Date and Expense Account ranges.

Creditor Purchases Discount - gives a list of all creditors showing Purchase PTD & YTD with

Discount PTD & YTD if applicable. No selection options are available.

Expense log Inc Job No's - (only for clients using the Jobs Module) - lists all transactions split
up by each Expense account and listing the relevant Job numbers attached. This report
offers the following criteria selections — Start/End Account, Start/End Date .

Expense Log Summary - list each Expense account with a summarised GST and Totals col-
umn. This report offers the following criteria selections — Start/End Account, Start/End Date .
Expense Log by Reference (inc Jobs)- list each expense split and subtotaled by the Ref-
erence number and Creditor - includes Job numbers if applicable. This report offers the fol-
lowing criteria selections — Start/End Account.

Expense Log by Creditor Summary - lists each Entity separately, showing each Expense
code and a summary of transactions incurred for that code by Creditors. This report offers
the following criteria selections — Start/End Expense & Creditor Account, Start/End Date.
Expense Log by Creditor Detailed - same as above but details of each transaction are fully
detailed.

Expense Log by Job - lists all current Job numbers and the expense accounts logged to
them. This report offers the following criteria selections — Start/End Job or Start/End Date .
Expense Log Sum, Date Paid - a list of Expense Account totals and what period they were
paid. This report offers the following criteria selections — Start/End Account, Start/End Date.
Expense Log (Jno's), Date Paid - as above but reports with running totals and Job numbers

if applicable.
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o Expense Account Tables - individual pages for each Entity showing expense numbers
with PTY, YTD and also YTD for the previous 4 years when available.

o Expenses Financial Year - reports on the total expense codes and costs for the financial
year.

« Expense Log Summary by Category - (only for clients using Creditor Classifications) lists
expenses split by Category classifications. This report offers the following criteria selec-

tions — Start/End Account, Start/End Date

The ability to produce reports is dependant on the individual User's Access permissions.
Contact your supervisor if the report you want does not appear in your selection screen.
Details can be found in the Accrivia System Manual PDF - contact Your Accrivia Support
Team for a copy
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CREDITORS - PROCESSING &
RECONCILING PAYMENTS

Within the Creditor’s module there are multiple options available to make payments for your
accounts.

e Process payments for creditors in a batch (using the Autopay screen)

o Pay asingle creditor using the Payment screen.

¢ Enter details of a payment directly from the Invoice screen.
If you are processing a single payment, you can choose to either reconcile this to invoices at the
same time, or do this at a later time.

This section discusses the various options for processing payments, adjustments, discounts and
reconciliation's for your creditors.

*** Note - Remittance Advices cannot be produced when making payments using any of
these options. Remittance Advices can only be produced if using the Autopay function

Related Topics:
See "Creditors - Auto Pay - Processing a Payment Run " on page 121
See "Creditors - Remittances" on page 139

See "Creditors - Contra Payments for Debtor & Creditors" on page 142

Creditors - Process A Single Payment

Menu option: CREDITORS -

As a general rule, it is recommended that you ensure the Creditor account is fully reconciled before
making a payment to ensure that any existing credit notes or payments have been correctly
reconciled so you have the most up to date final figure owing for payment.
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Payment / Adjustment Posting

Name |Accrivia Current 40.00
Address [P0 Box 917 30-60 Daps $0.00
wharrharnbool 3280 E0-30 Days $68.00
90+ Days $14.500.00
Tatal $14,568.00
Date | 20405/2014 Tran Type | CHO -
Beference | 353P Branch | SERVICE -
Amaunt $2.000.00
Comrnent
Branch Date Reference Tran Amount HRemaining HReconcile 0n Hold Disc ry
ADRIMN 20/10/2014 19875 I $12 500.00 $12.500.00 bd
ADRIMN 1/M/2015 38337 I $68.00 $65.00 bd
» SERVICE  |10/05/2014 958 I $2.000.00 $2.000.00 $2.000.00
b
Tatal $2.000.00
=7 Post XK Cancel AutoRec

1. Enterthe Creditor code in the search code box, or scroll through the list of creditors on

the screen to select the required creditor.
2. Click the [pAY/ADI] button.

3. Fill out the information about this payment:
¢ COMPANY from the drop down list (multi company systems)
o DATE of the payment
o REFERENCE (e.g. cheque number) must be unique each time

e« AMOUNT (if deducting settlement discount then enter the amount of the

payment you are making, not the invoiced amount).

o TRAN TYPE (transaction type) from the drop down list (CHQ, EFT, CASH

etc).

4. All current (unreconciled) postings against this creditor (for the company’s cashbook you

are working against) will now be listed in the grid below for you to reconcile your pay-

ment against.

5. Double click in the RECONCILE column next to the invoice/s you want to fully reconcile.

Or if paying less than the full invoice amount, manually enter the amount you are paying

against the invoice.
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6.

7.

8.

You can choose to pay an invoice either with or without discount. Details on how to do this
are covered in the following sections — See "Creditors - Reconcile Payments with Settlement
discount." below

Alternatively - if there are several invoices being paid and they are all going to be fully paid - a
quick way to reconcile all of them is to choose the [AuTo Rec] button at the bottom of the
screen. This will start at the oldest invoice and allocate payments for each invoice until it has
used up the entire amount of the payment.

Click [posT] to save the transaction.

If you choose not to reconcile some or all of the payment, you can click [PosT] at any time
once the header information has been entered and it can be reconciled later through the
CREDITORS |RECONCILIATION option.

To automatically deduct discount amounts see ‘Paying Multiple Creditors (Autopay)’.

Related Topics:

To create payment direct from the Creditor Invoice screen - See "Creditors - Posting a payment
with the invoice" on page 74

Creditors - Reconcile Payments With
Settlement Discount.

Menu option: CREDITORS -PAYMENT

For Creditors who offer a settlement discount - it should be noted that the details of this discount
offer must be included in the original invoices details if you plan to take up that discount later when
paying.

If you have elected to take up a Settlement Discount you can enter the details from within the
CReDITOR | PAYMENT screen as part of your reconciliation details.

1.
2.

Choose the appropriate invoice
If paying the fullamount of each invoice (minus the discount) then double click in the 'Rec-
oncile' field. If paying less than the full invoice amount, enter the amount of this payment

that relates to each invoice.
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3. Then click in the DISCOUNT column next to the required invoices, and enter the amount

of discount you are deducting.

4. Ifyou choose to reconcile less than the fullamount of an invoice, you must manually

enter the amount of discount that you are taking in relation to this payment.

5. Iftheinvoice is made up of more than one ‘BAS Type’ (ie GST Inclusive and GST exclusive

items), an Invoice Reconciliation Details screen will be displayed showing you how much

discount is offered for each ‘BAS Type’. You must allocate the discount amount you

have specified to the appropriate ‘BAS Types’.

6. Once all entries have been made - click [POsT]

7. You will now be shown a General Ledger pop-up and you will need to select the appro-

priate code used for Discounts.

i Payment |/ Adjustment Posting o @ o
MName |ANY SUPPLIER Current $12.31852
Address (98 SUPP ST 30-60 Diays $3.850.00
MELBOURNE ¥IC 3000 60-30 Days $0.00
90+ Days $8.774.98
Total $24,943 50
Date| 20/03/2015 Tran Type | CHO -
Beference [3157P Branch |ADMIN -
Arnount $180.00
Comment
Branch Date Reference Tran Amount Remamng Reconcile 0On Hold Disc -
b ADMIN 1840372015 | 3157 IV $200.00 $200.00 $200.00 20.00
COMTRACTY11./03/2014 | 951 IHY $50.00 $50.00 =
Total $200.00 Dizc £20.00 | Tgtal Less Disc $180.00
=7 Post x Cancel AutoFlec

If the original invoice was incorrectly entered and did not include the discount value then you
cannot take it up on the Payment screen directly. You will need to process a Creditor

Adjustment that is then reconciled against the account.

Related Topics:

See "Creditors - Enter a Creditor Payment Adjustment" on next page
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Creditors - Enter A Creditor Payment
Adjustment

Menu option: CREDITORS -

Creditor adjustments can be processed using a similar method to posting a creditor payment:

1. Open the Payment screen by selecting

2. Enter the Creditor code in the search code box, or scroll through the list of creditors on the
screen to select the required creditor.

3. Click the [pAY/ADI] button.

4. Fill out the information about this payment:
o COMPANY from the drop down list (multi company systems)
o DATE of the adjustment
o REFERENCE (e.g. Acct Adj)
¢ AMOUNT - enter amount of the adjustment

o TRAN TYPE (transaction type) from the drop list - would be ADJC or ADJD

Adjustment Transaction Types should be ticked as a ‘BAS Type’ in the
screen.

5. Reconcile your adjustment against outstanding invoices

6. All current (unreconciled) postings against this creditor (for the company’s cashbook you are

working against) will now be listed in the grid for you to reconcile your adjustment against.

7. Double click in the RECONCILE column next to the invoice/s you want to reconcile. Or if
adjusting less than the full invoice amount, enter the amount you are paying against the

invoice.

8. Click [posT] to save the transaction.

If you choose to reconcile less than the full invoice amount and this invoice is made up of more
than one GST ‘BAS Type’ (i.e. GST Inclusive and GST exclusive items), an Invoice Reconciliation
Details screen will be displayed. Allocate the amount you are reconciling against the appropriate
‘BAS Types’ available on the invoice.
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Creditors - Unreconcile A Payment

Menu option: CREDITORS -

There will be times when a payment has been entered incorrectly - possibly the wrong amount
was entered, or the payment was reconciled to the wrong invoices. There are a couple of
options available to fix this -

See "creditors - Payment Reversals" on next page
See "creditors - Reversing & Adjusting Payments Manually" on page 117

When a payment has been made and reconciled the data is stored and considered complete in
the Creditor account file. By looking at the you will
see that the payment has been reconciled with the invoice and there are no remaining values. If
choosing the Manual Reversal option it is critical that you first remove the reconciliation so that
the payment can be reversed.

*** Note - once an invoice has been fully reconciled and rolled over into history during
an End of Period process it can no longer be unreconciled or reversed.

Unreconcile a Payment

1. Openthe - find the payment and make note
of the reference and value. You will need to make sure of these details to ensure you
select the right transaction to unreconcile.

2. Open

3. Select the relevant Creditor code

4. You will now see all payments or credit notes currently in the system - these can be
sorted by reference number or date and also items in Current or History. However while
it present all details from History - you cannot unreconcile these entries unless the sys-
tem date has been changed.

5. Scroll through till you locate the correct transaction and double click in the column
marked Unreconcile

6. Click the [UNREC] button on the bottom of the screen

You can now see in the that all items reconciled against that

payment are now valid again and the payment is sitting unreconciled with the total value listed
as remaining.

Page 115



From this point there are 2 options.

If the value of the payment was correct but just incorrectly reconciled proceed to - See "Creditors -

Reconciling Payments Manually " on page 118

If the entire payment needs to be cancelled proceed to - See "creditors - Reversing & Adjusting
Payments Manually" on the facing page

Creditors - Payment Reversals

Menu option: CREDITORS -REVERSAL | PAYMENT

This option assumes that the entire payment was incorrect and will completely reverse the
transaction in total. There is no need to Un-reconcile in this instance.

Automatic Payment Reversal

Select the payments to be reversed and then press the 'Heverse' button
Creditar Mame Acces: Supplies Reverzal Date Poztings Sort By
Spstem * | Current * | Reference

5 h

=as Criginal Hiztory Date

Reference Date Branch Tran Type Amount Reverse s
¥ 000070 18/08/2013 |SERVICE  |CHO $630.00

Q0a7es 16/07/2014 \PRODUCT |CHO $225.00

BR3P 30/06/2014 \PRODUCT |CHO $0.99

EFT 11/02/2015 |PRODUCT | EFT $180.00

MAST 18/02/2015 |PRODUCT | MAST $20.00

k&Y AMCS 30/06/2014 |PRODUCT |CHO $200.00

-
X Cancel

1. Select the creditor for whom you want to reverse the transaction and click [SELECT].

2. Alist of all reconciled payments current in the system for this creditor will be displayed.

3. Toview transactions from the History tables, select ‘History’ from the posting options at the
top of the screen. Note that transactions from History can only be reversed if you are using a
cash accounting system for GST purposes.

4. From the ‘Reversal Date’ option select how you want the reversal to be dated.

5. Locate the required posting/s in the table and double click in the ‘REVERSAL’ column to

select it for reversal.
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6. Click [REVERSE].
7. All selected postings will be un-reconciled and reversed.

8. Allinvoices that were reconciled against these postings will be un-reconciled and avail-

able again for payment.

Creditors - Reversing & Adjusting Payments
Manually

Menu option: CREDITORS -

Manual payment reversals can be processed using a similar method to posting a creditor
payment by simply changing the Transaction Type, however you will need to Un-reconcile the
original payment first.

Iﬁ Payment / Adjustment Posting (=IO X
Mame |Accrivia Current $0.00
Address PO Box 911 30-60 Drays $0.00
wWanmambool 3280 B0-30 Days $66.00
90+ Days $12.500.00
Tatal $12 568.00
Date | 2041042014 Tran Type | CHG- -
Eeference | 147FR Branch |&0MIN -
Amaurnt $150.00
Comrment
Branch Date Reference Tran Amount Remaining HReconcile 0On Hold Disc =
b ADMIN 201072014 [147P CHO $150.00 $150.00 $150.00 =
1 >
=9 Post X Cancel &utoFec

1. Ensure that the original payment has been Unreconciled - See "Creditors - Unreconcile a
Payment" on page 115

2. Open

3. Select the Creditor as normal

4. Date - Enter the Date of the reversal - most commonly this should be the same day as

the original entry.
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10.

REFERENCE: Enter the reference using the original payment reference followed an R (or other
character to make it unique). E.g. for payment 000983, reversal reference could be 000983R.
If forgotten you can find the original reference in CREDITORS| FILE MAINTENANCE - Post-
ings tab

TRAN TYPE: From the transaction drop list, select the reversal type that corresponds to the
payment you are reversing. E.g. reversing a cheque (CHQ) would mean using CHQ-. (These
transaction types are defined in CREDITORS | FILE MAINTENANCE | TRANSACTIONS)
AMOUNT: Enter the amount as a positive number. The system knows to subtract it by the
selected transaction type you select.

COMMENT: It is preferable to enter a comment to provide an explanation of why the rever-
sal was processed.

RECONCILIATION: when you click [REconciLE] now you will find that only the transactions
with the same time now appear - so your original CHQ entry will be listed. No invoices will be
listed.

Click on the [AuTo REC] button or manually click in the Reconcile column - the click [PosT]

Checking the CREDITORS | FILE MAINTENANCE - Postings tab will show that the original Payment
now has a matching Reversed transaction and both show no remaining balances. These
transactions will be moved to History at the next EOM rollover.

If you have to adjust a payment, consider reversing the transaction in full and re-entering
the correct payment. This will be clearer to understand if you need to review this
transaction at a later date.

Creditors - Reconciling Payments Manually

Menu option: CREDITORS -RECONCILIATION

This same procedure applies when reconciling Credit Notes
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Creditor Reconciliation

Name |Access Supplies Current $0.00
30-E0 D $0.00
Address |8 Access St ays
E0-90 Days $0.00
ACCESSWILLE WIC 3800
90+ Dayz $0.99
Tatal $0.99
Reference Amount Remaining Tran Type Date Branch - FReference Amount Remaining Tran Type Date Branch ry
b MAY AJCS $200.00 $200.00 CHO 30/06/2014 PRODUCT 3598 $0.93 $0.99] IMNY 10/05/2014 | PRODUCT
20/05/2014 |PRODUCT
w h
SortB
. Dati Branch Feference Amourt to Reconcile $200.00
/ Reconcile x LCancel

1. Enterthe Creditor code in the search code box, or scroll through the list of creditors on

the screen to select the required creditor.

2. Click [upDATE]Or double click on the Creditor account to be reconciled.

3. Ifyou use more than one cashbook, select a cashbook from the VIEW CASHBOOK drop

down box.

4. All available transactions debit postings are listed on the left hand grid. Credit postings

are on the right.

5. Inthelower left hand corner you have the option to sort these transactions by Date,

Company or Reference.

6. For each debit posting that you want to reconcile:

e Click on a debit posting in the left grid to select it as the reconciliation

amount.

¢ Then click on a credit posting to be reconciled in the second grid on the

right.

e The REMAINING column in both grids shows the unreconciled amount for

each transaction. By default, the system will automatically determine the

reconcilable amount to process (the lower unreconciled amount of the two
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transactions). To overwrite this, enter the amount you want to reconcile in the

AMOUNT TO RECONCILE field.
e Any remaining debit/credit can be reconciled later against another posting
o Click [REconciILE] to reconcile this debit and credit transaction.

7. Click [DONE] to close out of this creditor.
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CREDITORS - AUTO PAY -
PROCESSING A PAYMENT RUN

Menu option: CREDITORS -

The Autopay function allows you to automatically select Creditor invoices to be paid either
individually or based on payment terms and strategies that are pre defined through the
Creditor File Maintenance. You can then enter and reconcile payments to these. Multiple
creditors can be paid with just a few key strokes making this a fast and efficient way of dealing
with a payment process.

Throughout the Autopay process, the system will allow you to :

1.
2.

© ® N o U

Pay multiple creditors

Allows you to produce a payment run from different Cashbook accounts (each done
seperately)

Put some creditors on hold

Reduce balances for creditors who also have a Debtor account See "creditors - Making a
Creditor / Debtor Contra payment" on page 145

Assigns cheque numbers and print cheques

Create a bank file

Produce summary and detailed reports on payments to be processed

Generate and distribute remittance advices

Automatically updates both Creditor & Debtor files upon Update
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The Autopay Screen

ﬁ Creditor Autopay [2000 - Cash At Bank]

Creditor |ABC ABCCOFTY LTD Group |GEMERAL

(=[O ]

[ OnHold 1< | < | B | Bl

|Date |Heferen-::e |Tlan|Use Dis|HuId|Amuunt |Dis-:: 3 |Hemaining|Pa}l -
2/09/2014 [MY [ [ $165.00 $165.00

« [ b
Bay Al Clear Pay | Fays | $0.00 Disc | $0.00  Tetal $0.00
Chrategies T I X Reset Tatal 1 $0.00
Dz Posgt Qf? Disc $0.00
Period Strat - AG Detail Rep DR Tax $0.00
[late Shiat - S5 Sum Blep T | $0.00 Paing | E0.00 |

The screen is split into 2 distinct sections.

o Thetop half relates to the specific Creditor account showing (you can move through the dif-

ferent accounts using the arrow buttons). The Pays, Disc & Total fields in this top section

relate purely to the selected Creditor.

e The bottom half relates to the entire Autopay run - therefore the totals in each of the value

fields are a grand total of all the selected creditors from above.

This half also contains the Strategy selection buttons as well as the final Reporting and
allocation buttons for Chg/EFt, Remittances and finally the Update button.

Creditors - Auto Pay - Basic Steps

Menu option: CREDITORS -AUTOPAY

The following provides an outline of the steps required to complete an Autopay. Detailed
instructions relating to each step follow this section.
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Creditor Autopay [2000 - Cash At Bank]

Creditor |ACCRIMIA Accrivia Group (GEMERAL [ B | b M
Date Reference Tran Usze Dis Hold Amount Disc $ Remaining Pay Ret Company =
[ 10/05/2014 [l IMY $2,000.00 $2,000.00 SERVICE
20/10/2014 | 9575 INW # | $12500.00 $12,500.00 ADMIN
-
Fay Al Clear Pay Pays $0.00 | Dis $0.00 | Total $0.00
Shrategies X Reset Tatal $0.00
Disc Post o Disc $0.00
i | 0.00
Period Strat - AG Detail Rep Debtor Fayments Tax $
Date Strat - 5G Sum Rep $0.00 Paying $0.00

1. Openthe Autopay screen

2. Select accounts to pay manually - See "Creditors - Autopay - Manually select Invoices for
Payment" on next page

3. Select accounts to pay using a payment strategy - See "Creditors - Auto Pay - Using a Pay-
ment Strategy" on next page

4. Review payments and adjust as necessary - See "Creditors - Auto Pay - Payments Review
& Adjust " on page 126

5. Calculate tax on payments if necessary - See "Creditors - Auto Pay - Calculate tax on pay-
ments " on page 127

6. Allocate any contra amounts from the Debtors module if applicable - See "creditors -
Making a Creditor / Debtor Contra payment" on page 145

7. Run the summary and detailed payment reports - See "Creditors - Auto Pay - Reports
Summary & Detailed" on page 128

8. Assign EFT, Cheque and Credit Card payments - See "Creditors - Auto Pay - Assign EFT,
Cheque and Credit Card payments " on page 131

9. Generate remittance advices, payment detail reports and EFT files - See "Creditors - Auto
Pay - Generate an Creditor EFT File" on page 136

10. Commit the payments in the Autopay - See "Creditors - Auto Pay - Commit the Autopay"

on page 136

Topic Location - CREDITORS MANUAL
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Creditors - Autopay - Manually Select Invoices
For Payment

Menu option: CREDITORS -

It is not always necessary to use a strategy - or pay Creditors strictly according to when the account
is due. You can, at any time, elect to pay an account purely by manually selecting it to includein a
payment run.

1. From the Autopay screen, use the navigator buttons to scroll through the list of

creditors/ invoices available for payment.
To select all invoices for a particular creditor, click [PAY ALL].
To de-select all invoices for a particular creditor, click [CLEAR] .

To select/de-select individual invoices, double click in the ‘Pay’ column next to the invoice.

v ok W

To pay an invoice without taking the settlement discount offered deselect the ‘Use Disc’ col-

umn.

6. Toignore any retention amounts on an invoice, de-select the ‘Ret’ column.

7. When selected, the fullamount of the invoice will be entered in the ‘Pay’ column. To pay
less than the fullamount, manually enter the amount to pay in this column.

8. Once all accounts are selected - follow the normal procedure to complete this payment proc-

ess.

Next Step:
See "Creditors - Auto Pay - Reports Summary & Detailed" on page 128

Creditors - Auto Pay - Using A Payment
Strategy

Menu option: CREDITORS -

Payment strategies use information about the creditor and invoice (including payment terms,
invoice date, discount days etc) as set up in the Creditor file Maintenance screen, to determine
which outstanding invoice should be paid. To run a payment strategy, select one of the following
options.
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Bap all Clear Fay

Strategies Cashbook,

Disc Post Comit D ate
Period Strat - Al
Date Strat - 50

e DISC [POST] —Selects all invoices to take advantage of discounts for early settlement.

o PERIOD - Enter a period number (between 1 and 4) to select invoices that are due in or

prior to that period.

e DATE - All invoices dated up to and including the date entered will be selected for pay-

ment.

e STRAT AG —This option uses the Creditor Group Type to determine who will be included
in the selections. For this choice ALL Groups will be included and all invoices due as of the

Autopay date will be included in the payment run.

o STRAT SG —This option uses the Creditor Group Type to determine who will be included
in the selections. For this choice only Specific Groups of your choice will be included and
allinvoices due as of the Autopay date will be included in the payment run.

o CASHBOOK - Selects all invoices due as of the Autopay date that have the same Default
Cashbook as the one selected on entry for this run.

o COMMIT DATE - (User Specific - may not apply to all systems) Selects all invoices due
based on the dates committed in the TOP fields of the Creditor file Maintenance screen.

Remember that while there may be odd exception of a specific account you do not wish to pay,
it may be quicker to allow the system to Auto select relevant accounts for payment using a

Strategy and then simply untick the one or two you don't want, than to manually select each
one yourself.

x Rezet at

If you want to change a strategy or begin the pay run from scratch you can click
any stage before updating.
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Creditors - Auto Pay - Payments Review &
Adjust

An invoice is selected for payment when it has an amount in the PAY column. To review you can
simply scroll through each of the selected accounts to check the details. Alternatively you can print
or preview either the Summary or Detailed report to see at a glance what has been selected then
use this to make any adjustments necessary.

These reports are especially useful if a secondary person like a supervisor needs to approve the
payments before finalising.

Review the automatically selected invoices, or any invoices that have been manually selected using
the following steps:
1. To de-select all invoices for a particular creditor, click [cLEAR] .
2. To select/de-select individual invoices, double click in the ‘Pay’ column next to the invoice.
3. To pay an invoice without taking the settlement discount offered deselect the ‘Use Disc’ col-
umn.
4. Toignore any retention amounts on an invoice, de-select the ‘Ret’ column.
5. When selected, the fullamount of the invoice will be entered in the ‘Pay’ column. To pay

less than the full amount, manually enter the amount to pay in this column.

If you want to begin the pay run from scratch you can click XK Fieset at any stage before
updating to clear all selections and bring you back to the start.

Note The Autopay option does not support settlement discount for partly paid invoices. To
part pay an invoice and take discount you must pay the transaction through the
screen.

Creditors - Auto Pay - Creditors On Hold

Creditors and Invoices can be placed on hold for various reasons, one of which is the Invoice
Authorisation process if your company employs this function. However it is also possible to
manually place an account or invoice on hold via the Autopay screen using the following steps:

CREDITORS

To hold all payments to a creditor, click in the ON HOLD checkbox in the top right of the screen.
When on hold, a creditor cannot be selected for payment either manually or by a payment
strategy.

Page 126



To remove a creditor from ‘on hold’, click in the ON HOLD check box to de-select this option.
This creditor can now be selected for payment.

INVOICES

To hold payment on a specific invoice, click in the HOLD column in the table next to the
required invoice. When on hold, an invoice cannot be selected for payment either manually or
by a payment strategy. However, other invoices for the same creditor will be paid as normal.

To remove an invoice from ‘hold’, click on the HOLD check box to de-select this option. This
invoice can now be selected for payment.

Creditor Autopay [2000 - Cash At Bank]

Creditor [ACCRIVIA Accrivia Group |GEMERAL L] 4 3 ]
Date Reference Tran Usze Dis ?-Iold mounl Disc § Remaining Pay Ret Company &

L3 10/05/2014 k] INY $2,000.00 $2.000.00 SERVICE
20/10/2014 | 9875 IMY $12,500.00 $12,500.00 ADMIN

Related Topics:

See "Creditors - Invoice Payment Authorisation" on page 66

Creditors - Auto Pay - Calculate Tax On
Payments

If you have a creditor who has been set up as a PAYG Group then a separate payment will be
made for this Tax payment when you authorise a payment in Auto Pay. Accrivia will take note
of any Creditors with this set up each time an Auto Pay is opened and if there are any accounts
to be paid , the [TAX] button will be enabled. Click on it to calculate tax on these payments.

Take note whenever you process an Autopay to see if the Tax button is enabled to ensure you
complete this function.

In order to deduct PAYG Tax from a Creditor payment, the following must be in place:

e The Creditor must be set up with a Group code that is ticked for PAYG

e The Tax rate for PAYG must be entered into the TAX Tab of the Creditor File Maintenance
screen.

¢ You must have a valid Creditor Transaction Type for TAX (both a debit & credit type) - the
Debit account would then be linked to your PAYG General Ledger account and the other

side would go to your Creditors General Ledger account (reverse this for the Credit type).
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Creditor Transaction File Maintenance

Trans. | Description Type BAS Adj Payment G
IMT INTEREST C
IMNY INWOICE C
MAS- MASTERCARD REV C L
MAST MASTERCARD D L
TaxC Tax CRED ADJUST C v

b TaxD Tée DEB ADJUST D v

Once you have completed and updated your Autopay run, you will note that the Creditors
account now has 3 entries that make up the total transaction in the Postings Tab.

e Aninvoice - (INV)

e APayment to the creditor - (CHQ or EFT)

e APayment for Tax - (TAXD)

The TAXD General Ledger entry will then be picked up when you produce your monthly PAYG
reports allowing you to make the payment to the Tax Office.

Creditor File Maintenance

Detailz || Options || Contact Details | Maotes || Tatalz | Tax || Postings | Standing lnvoices | Contractor | Changes Log || Assoc. Files

Creditor Mame |ABC CO PTY LTD

Tranzactions || Detailz

Reference Branch Type Amount Hemaining G5T Payp By Date Dizc Days
AMExtan ADMIN TaxD £75.00 $0.00

1840242015 |AMEX ADMIMN AMEH $175.00 $0.00

0840142015 |AMEX ADMIM AMEX F165.00 $0.00

1841042014 |ASEF ADMIM [ F250.00 $0.00 £0.00

0240942014 123 ADMIM [ M F165.00 £0.00 $15.00

Related Topics:
See "Creditors - Creating New Accounts" on page 24

See "Creditors - Groups Overview" on page 49

Creditors - Auto Pay - Reports Summary &
Detailed

Once all Invoices/Creditors have been selected, click either [DETAIL REP] or [Sum REP]at the bottom
of the screen to check the details of the selected payments, and print this for your records.
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These reports allow you to review the details, and possibly refer them to Management for final
approval before actually allocating the payment type.

Examples of Reports

Detailed Pre-Cheque / Remittance Report Accrivia
3:19:56 PM 26/09/2013

Cashbook - Cash At Bank
Creditor: Accrivia

Date Branch Refrence Type Amount  Remaining Pay Discount Payment
10072013 ADMIN 6544 INV $350.00 $251.40 $251.40 $0.00 $251.40
Creditor Code 0+ Days  61-90Days 31 -60 Days Current Discount Tax Debt. Invs Payment
ACCRIVIA $0.00 -§%6.60 $0.00 §350.00 $0.00 $0.00 $0.00 §231.40

Creditor: C-Bus

Date Branch Refrence Type Amount  Remaining Pay Discount Payment
8012013 ADMIN 10-12 INV $550.00 $550.00 $550.00 $0.00 $350.00
Creditor Code 90+ Days  61-90Days 31 -60 Days Current Discount Tax Debt. Invs Payment
C-BUS $0.00 $0.00 $550.00 $0.00 $0.00 $0.00 $0.00 $350.00
Total Discount Tax Debt. Invs Payment

$801.40 $0.00 £0.00 $0.00 $801.40

Summary Pre-Cheque / Remittance Report Accrivia

3:24:32 PM 26/09/2013

Cashbook :  Cash At Bank

Creditor Code 90+ Days 60 Days 30 Days Cument  Cred Total Discount Tax Debt. Invs Payment
ACCRIIA $0.00 -$90.60 $0.00 $390.00 529140 $0.00 $0.00 $0.00 $251.40
CBUS $0.00 $0.00 $550.00 $0.00 $550.00 $0.00 $0.00 $0.00 $550.00
Total Pay Total Dis  Total Tax  Total DPay  Payment

560140 50.00 50.00 50.00 $601.40

Note - at least one of these reports must be generated before the next step of choosing
Chqg/EFt details becomes active.

Next Step:

For some clients once the reports have been generated, they can be passed to the Supervisor
to authorise before continuing the process.

See "Creditors - Auto Pay - Assign EFT, Cheque and Credit Card payments " on page 131
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CREDITORS - AUTOPAY - USING
CREDIT CARDS

Accrivia has the ability to record payments made with Credit Cards through the Autopay process.
Allowances have been made to allow for multiple Credit Card bank accounts that can then be

selected when making payments.

***NOTE - it is critical to note that this process does not actually make a payment to your
Creditor, this will still have to be done manually. This simply allows you to record the details
of how the payment was made and which Credit Card was used. It is the only payment
process which will result in a Remittance being generated.

There are some initial System Settings that must be activated in order for this process to work
correctly.

o General Ledger - a new account should be set up - with a tick in the Bank Account field, so

that the system is aware it is a valid Cashbook.

o General Ledger - each Credit Card account must be added to the 'Valid Cashbook! field in the

Internal system - you may need to contact Your Accrivia Support Team to assist with this.

o System Settings - you will need to ensure that a default entry is entered into the BANK tab in
the field called 'Credit Card Details' - this tells the system that you will be using the Credit
Card Option in Autopay and therefore adds the extra fields to make the Cashbook selection

possible.
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Branch Maintenance [ System Preferences

Ernailing # Automated R eporting
Irventary Jobs Jobs §

Data Transfer
Debtors 2

Ledger FDF Reports

Eranch Tax Eank Sypstem Dates Payrall Jobs Quate

Creditors Debtors Debtors 3 POS

Eank Details
BSE Mo (083124

Account Mo |121212121
User Mo - Creds (551003
Uszer Mo - Pavrall (551007

User Mo - Debtar
Credit Card D etails
Type MAST
Mo (9995888877 776E6E
Expires | 08/2016
Auta Balancing Accounts

Account Dre=scription
> 620 Cash at Bank

Creds Remitter [DEMO COMPANY
Payrall Remitter | DERMO COMPANY
Payioll 484 Desc |XEC
Debtor R ernitter
B anking Software:

Automatically Launch Software
B anking Saoftware Path:

Auto Balahce -

-

Custom Import File Format

Cashbook | 620 -
Column Column
Acct Mo | 1 Debit | B

Desc 3000 Credit |7

Date 2 DY /

Internet B ank. Statement

Eranch: MELE - ACCRIVIA DEMO PTY LTD

¢ Creditor Transaction Type - you must ensure that you have set up the appropriate

Credit Card accounts as a Transaction Type (including a Reversal option)

o Creditor File Maintenance - if you wish to be able to allocate a Credit Card payment for a

Creditor you must ensure you place a tick in the 'Pay by Credit Card' field on the Details

tab of their account.

*** NOTE - It is possible to record both Bank Details and a Credit Card tick on the clients
account - however the Credit Card will override the EFT options if you choose to click on
the Credit Card button within the Autopay screen.

Creditors - Auto Pay - Assign EFT, Cheque
And Credit Card Payments

By following a progressive selection, the system will scan through every Creditor that has been
selected for payment and apply the appropriate actions depending on what type of payment

you select next.
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Cheque NHumber | EFT Reference

Cheque / EFT Mo ||

Starting Creditar | ACCESS -
Ending Creditor [ ACCRMLA -
Credit Card Selected | MAST -

" EFT & CrCard " Chy & Clear X Cancel

e Choose EFT first - the system will assign a payment to any Creditor with the correct bank
details in their file and add the details to the .aba bank file

¢ Choose Cheque last - this will then take any Creditor that is leftover and allocate a Cheque
number to them (based on the number that enter in the field).

e Choose Cr Card -if you have the details of Credit Cards already set up in your system you
have the ability to select from multiple cards using the dropdown 'Credit Card Selected' field.
Once you have selected the Credit Card Cashbook and clicked on the Credit Card button,

you then simply continue as normal choosing the EFT button to complete the process.

RECOMMENDATION - you should generate a separate Autopay Run when you pay using
the Credit Card option, and select only those customers. Start a new Autopay if paying by
EFT or Cheque.

Creditors who do not have the ‘Pay by Credit Card’ option ticked in their file will not be
assigned the CR CARD option and will remain available for payment only by cheque or EFT.

1. Click [CHQNO/EFT] to display the CHQ Number / EFT Reference screen.

2. To assign a creditor to a payment type, you can use the starting and ending creditor selec-
tion fields to select specific creditors, or simply leave these set to the defaults.

3. Click the [EFT] button to search for and select any creditors available for payment by EFT as
dictated by the details in the Creditor Masterfile.

If paying by EFT, you can generate an EFT file to load details of these payments directly to your
banking software.
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Creditors who do not have EFT details set up in their file will not be assigned EFT and will
remain available for payment by cheque or credit card.

4. If paying by cheque you must enter the starting cheque number that will be used then
click the [CHQ] button to assign sequential cheque numbers to all creditors who are not
already assigned EFT or CR CARD. Always let the system assign the cheque numbers to
the creditor before writing out the cheque - otherwise the numbers may not match what
you have written.

5. Once all creditors are assigned a payment type the [REMITTANCE] button will be enabled.

6. Ifthis does not happen, return to the CHQ Number / EFT Reference screen, and assign

Credit Card or cheques numbers to any remaining payments

If a creditor in the selected range has already been assigned a payment type it will not be
re-assigned. To change the payment type a creditor has been assigned click [CLEAR PAY]
to clear all payment selections and start again.

Note - you must Assign all of the payments in order for the Remittance button to
become active

Next Step:

See "Creditors - Auto Pay - Payment Reports" on next page

Creditors - Auto Pay - Remittances

The Autopay function is the only payment option that can generate a Remittance advice. As a
rule, many users will choose to email the remittance directly to the Creditor, making sure you
have entered the email addresses into the Creditor File Maintenance screen.

It is also possible to simply Print the pages ready for mailing. Copies of all Remittances are
automatically saved to your local PDF folder.

Options are available in the top right of the screen to select your Email or Print option within
the Autopay screen. As a general rule, most clients choose to select the 'Email (if Possible) +
Print, which means that if an email address has been added to the Creditors file then it will
automatically send out the remittance as an Email and if no address is detected then the
remittance will be printed.
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Cheque/EFT Remittance

Starting Craditor |[TTE15 S - Ernail [If Pozzible] + Print
Ernail [If Pozzible] Mo Print
Ending Creditor | ACCRIVIA 7 | [ Fay [If Possible] + Print
Carmmett
Cha/EFT List | EFT File Chq Remady || [ Close
Releaze Date Releaze Meszage
EFT | 12/03/2015 Releaze Date for EFT Papment : 12/03/2015

The system will automatically add the current date as the release date for your payments, however
you can also choose to change that if required.

A default Release Message also appears - but can be changed or added to if required.

Creditors - Auto Pay - Payment Reports

Click the REMITTANCE button to access further reports which detail how each account has been paid,
as well as allowing you to select the release date of all payments and the message that will appear
on all files. Note - the release date can be future dated if you don't plan to send the .aba file to the
bank immediately.

Click on each of these buttons in the following order.

Cheque/EFT Remittance

Starting Craditor |[TTE15 S - Ernail [If Pozzible] + Print
Ernail [If Pozzible] Mo Print
Ending Creditor | ACCRIVIA 7 | [ Fay [If Possible] + Print
Carmmett
Cha/EFT List | EFT File Chq Remady || [ Close
Releaze Date Releaze Meszage
EFT | 12/03/2015 Releaze Date for EFT Papment : 12/03/2015

CHQ/EFT usT - clicking this button will provide a list of all accounts being paid and show how they
are to be paid in the Payment Reference column - IE: by a cheque number reference, Cr Card or EFT
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Report "Remittance Chegue Listing” (CRemChgl - 24)

@BLG?&%M%J Ell2lEinl AERE ofi b M

Payment Summary

4:14:19FM
Cashbook : Cash At Bank
Payment Ref. Drawer Payment Amount
EFT Access Supphes £200.00
EFT Aoz £2.000.00
Total Value of Payment : §2,200.00

EFT FiLE - this function is run in conjunction with your bank, and generates the details of any
EFT payments so that the file can then be sent to the bank.

See "Creditors - Auto Pay - Generate an Creditor EFT File" on next page

*** NOTE this process only generates the bank file, it does not actually send the file to
the bank - this must be done manually.

CHa - (Site Specific - this button is only used for clients who already have pre-printed cheques
set up) Clicking on this will launch the required feature. If you manually write the cheques there
is no need to use this button, simply use the above report to determine which cheque number
to use for each payment.

Rem ApvV - clicking this button will produce an individual remittance advice for all creditors being
paid in this run. In the Creditor Autopay Run process make sure you have the box (Email if
possible) + Print ticked. The Remittance Selection Window appears after you’ve run your
Reports and clicked the remittance button.

CLosE - clicking this button will close this screen.

Next Step:

Ensure the bank file has been generated and preferably - sent to the bank successfully. Once
done the final step is to Update the Autopay run.

See "Creditors - Auto Pay - Commit the Autopay" on next page
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Creditors - Auto Pay - Generate An Creditor
EFT File

1. To generate a bank file (*.aba) containing details of all EFT payments in this Autopay click on
the REMITTANCE button and click [EFT FILE].

2. Enter the release date for these payments. (can be future dated)

3. Namethe file and save it to an appropriate folder.

4. The generated file will contain creditor information and bank details, your EFT reference and
the transaction amount to automatically update your banking software.

5. This file will now be available to load into your banking software.

Please refer to your banking software for information on how to load this file.

NOTE it is recommended though not compulsory - that EFT files are processed through your
bank prior to updating the Auto Pay run. This ensures any issues can be resolved before the
final process. Future dating the release date allows you to check the file is correct without
actually making the payment on the day.

Creditors - Auto Pay - Commit The Autopay

Once you have completed the Autopay process and generated all reports, you can Commit/Update
it —this will create all relevant payments and reconciliation's in the system. To do this:

1. Click the [uPDATE] button.

2. You will be asked to confirm this update. Type "Yes" to continue (case sensitive).

3. Ifyou have the option enabled to automatically launch your banking software, this will be

activated at this point.

Note: it is recommended that bank files are sent to the bank for confirmation before
committing although it is not compulsory. This ensures two things:

a) That you don't forget to send the file

b) That there are no issues with the file that need changing . Changes are harder to do once
the payment file has been updated.
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Creditors - Auto Pay - Saving A Run In
Progress

There may be times when you cannot finish an Autopay process in one sitting. The system
allows you to save the work that has already been done before closing. This allows you to
reload it at a later stage and continue working on it.

The current strategy has not been applied.
! % Doyouwant to save it so you can apply it at a later time?

Y¥es Mo Cancel

Next time you open the Autopay screen you will asked if you wish to use the unfinished run in
progress.

By clicking YEs to this prompt - it will bring back all entries made in the original Autopay run and
you can complete it as normal.

By saying No - all previous data entries will be deleted and you will need to start from the
beginning.

When re-loading an existing strategy the system will check to make sure that none of the
selected invoices have been paid since you last worked on this Autopay run —if any have been
paid these invoices will be removed.

Creditors - Auto Pay - Reconcile Creditor
Statements

You can use the Autopay function to reconcile your creditor invoices against their statements.
This allows you to see quickly at a glance what has been entered and cross check the total due —
making it easy to see if anything is missing.
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By doing this as a standard procedure, it will give you time to find/enter missing items before the
payments are due.

To do this —open an Autopay run as normal however don’t use a strategy, just scroll through and
check each account.

There is no need to save or process any payments, as this is a check system only.
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CREDITORS - REMITTANCES

It should be noted that the only way to produce a Remittance for a Creditor account payment
is to use the Creditor Autopay function.

In order to email remittances direct to Creditors, there are a couple of settings that need to be
set up within the Creditors File Maintenance screen. Failure to enter the correct details before
a payment is made will prevent the remittance being emailed.

Open

Creditor File Maintenance

Cietailz | Options | Contact Detailz | Mates || Totals | Postings || Standing Invoices || Contractar | Changes Log || Assoc. Files

Creditar Marme |Accrivia

Irvoice Defaults Other Optians
Default Branch |ADMIN hd Supplier ™) POrd § DSetSel
Default Expenze Accaunt 1577 = Supplier Cat |IT SUPPORT
Tatals Include GST I+ Minimurn PO $ $500.00
Requires Autharization v - PO Credit Limit & $1.000.00
Email dddreszes Shipping kethod

Credit Fequests supportf@acorivia, com. au

Purchaze Orders zales(@accrivia. com. au Debtar Code

Auta Bemittance
Send Ta |Email -

EMail | ckoenig@accrivia com. au Show PO $%)  Shaw Del Date Regd

MNo GST

M 4 » M ik = ¥ Merge.. Show Fedundant

Find the Auto Remittance field in the bottom left of the screen and ensure you select EMAIL
from the dropdown selection. Then add the correct email address into the field below.

When all creditors have been assigned a payment type click the [REMITTANCE] button to enabled
you to print a list of CHQ/EFT/CRCARD payments, print cheques and generate EFT files.
Remittance advices can also be distributed from this screen by fax, email or hard copy to
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creditors according to the Auto Remittance preferences set through the CReDITOR | FILE
IVIAINTENANCE screen.

Cheque/EFT Remittance e @ 0
Starting Creditar [T ee oeie) - Email [If Pozsible] + Prink
Email [If Fozzible] Mo Print
Ending Creditor | ACCRIVIA ™ 1) Fax [If Possible] + Print
Comment
Ch/EFT List | EFT File Chq Remadv || Jf] Close
Releaze Date Feleaze Meszage
EFT | 12/03/2015 Releaze Date for EFT Payment : 12/03/2015

In the Remittance screen, ensure that the EFT release date and Release Message are correct, and
then follow the steps to complete each of these tasks:

To generate the remittance advices, select the distribution methods you want to use:

1. Email (If Possible) + Print —Tick this to email all creditors who have Email nominated as
their ‘Send To’ option in Creditor File Maintenance. All other creditors will have a hard copy
printed of their remittance advice.

2. Fax (If Possible) + Print —You must have fax software (such as WinFax Pro by Symantec)
and a modem configured on the workstation you are completing the Autopay on. Tick this
to fax all creditors who have Fax nominated as their ‘Send To’ option in Creditor File
Maintenance. All other creditors will have a hard copy printed of their remittance advice.
*** Note very few clients still use the Fax option as email is far more efficient.

3. Email (If Possible) No Print — Tick this to email all creditors who have Email nominated as
their ‘Send To’ option in Creditor File Maintenance. No other remittance advices will be gen-
erated for this creditor.

4. Click the [REM ADV] button.

Creditor Remittance - Saved Copies

From within the Autopay function - when Remittances are generated and the file has been
updated, the system will automatically save a copy of the remittances in a PDF format.

To access these files, go to HELP | ACCRIVIA | PDF FOLDERS and click the Remittance button.
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As mentioned an automatic remittance advice will only be generated if a payment is made
through the Auto function. However some clients still prefer to send a formal document with
their payment - or have been request from their Creditor for further details.

Accrivia does provide a report that can be used for this if required. Note it does not appear in
the same format as a standard Remittance, however all the relevant information is included to
allow them to process your payment against the relevant invoices.

Open -

Select the report called "Payment Reconciliation Details"

Choose the specific Creditor account

A v

Enter the date range that the payment was made - this can be found in the Creditor Post-
ing tab. If left blank the report will provide details of all payments logged to the account.
5. The result will be a list of all invoice references paid, along with the date and the type of

payment (eg Cheque or EFT)

Creditor Reconciliation Details

Seledtion Criteriz : Creditor Code = ACCESS and Date = 30/08,/2014, &l Branchs 2:42:56 PM 18
Tran Branch Date Reference Amount  Recol
ACCESS - Access Supplies

Payment/Credit Details : CHQ - 6597P, 30/06/2014 £0.99

My PRODUCT 200052014 6557 $200.00
Payment/Credit Details - CHQ - MAY A/C S, 30/06/2014 $200.00

My PRODUCT 10052014 3508 09

[ PRODUCT 200052014 6597 $200.00
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CREDITORS - CONTRA
PAYMENTS FOR DEBTOR &
CREDITORS

Creditors - System Settings For Contra
Payments

For sites that have the same contact as a Debtor & a Creditor, the system can be configured to
allow a Contra of all debits and credits and allow for only one payment. Obviously this process only
works when the Creditor amount owing to them is larger than the Debtor amount owed to you.

Example - A1 Tools purchase goods from you, but they also supply you with certain tools.

At the time payment is due -

You owe them 55500.00
They owe you S 2000.00
Balance owed by you would be $3500.00
Using the Contra function - you could select the invoice you need to pay, then also select the

invoices that are owed to you. The system will then work out the difference, and once updated
through the Autopay screen, both the Creditor & Debtor modules will be updated accordingly.

Specific settings must be selected to allow this and your Support staff can assist with this if
required.
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o - Place a tick in the field “Pay Debtor Invoices in Auto-

Branch Maintenance [ System Preferences

Ledger FPDF Reportz Data Transfer Emailing / Automated Reporting
Branch Tax Bank System Dates Payoll | Creditors | Debtors | Debtars2 || Debtors 3 FOS Inventory Jobs Jobs % || Jobs Quote
Last Expense Mo. that requires a Job No m Autopay Before Due Days 158
Single Job Puichases Expense Account hd P&YG Penalty Rate 48.25
Last Expense Mo. that prompts Stock Update | 1115.02
Expenze Mo. for Stock Credit Request Allocation 3285
X Invaice Autharization
Found down PAYG deductions X -
Eiesitetl noieals eention IR Invaice Requires Authorisation
Pay Debtor Invoices in Autopay v Default Approver [ACCRIMIA -
Canfirm File Maintenance Changes
Auta Pay - Cheque Sum - Include full words Second Appraver |JASON -
‘wharn If Bank Acct Mot Entered ‘when Invoicing Authorisation Smount $5.000.00
T axable Payments Reporting v
HIwW G
Lacal File Directary HIwG Compatible
Always Post
Display Al Post
HIWG Freight Exp Acet No A AEEIres
. . . . “ueEn
o -Set up a clearing account in this screen. Makeita “C

type and call it “Creditor Pays Debtors”. Either let the system enter this into your bal-

ance sheet report automatically or manually enter it yourself.

-Set up a new pay type called “CPAY” and call

the description Creditor Payment. The GL Acct C side of this transaction should point to

your “Debtors” GL account and the GL Acct D side of this transaction should point to

“Creditor Pays Debtor” clearing account that you just created.

-Set up a new pay type called “DPAY” and

call the description Debtor Payment. The GL Acct D side of this transaction should point

to your “Creditors” gl account and the GL Acct C side of this transaction should point to

“Creditor Pays Debtor” clearing account that you just created.

You can now use the “DPAY” pay type to make manual payments against creditor invoices, and
then the “CPAY” payment type to make manual payments against debtor invoices.

Creditor Settings For Contra Payments

Menu option: CREDITORS -

Double Click in the Debtor Code field to bring up your Debtor details and use the search option
to find the correct Debtor Code to match this Creditor —double click to accept the Debtor Code
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or highlight the line and click [OK]. You have now linked your Creditor to the matching Debtor
account.

Other Dptionz
Supplier POrd $ DSetSel |

Supplier Cat | |

Minimum PO § | |

PO Credit Limit $ | |
Shipping b ethod

Debtor Code |

Show PO $';‘ Show Del Date Reqd| |
Mo GSTI |

Creditors - Auto Pay - Setting For Contra
Payments

When the appropriate System Settings are in place, you will now have access to an extra button in
the Creditor Autopay screen —called DEBTOR PAYs. When processing a payment for a Contra
account - make the selection for the invoices owed to the Creditor then click on the DEBTOR PAYS
button to select the Debtor invoices.

Pay Al Cleat Pay | Debtor Pays |
Strategies Tiaz I X Reset
Disc Post o Update
Period Stiat - AG DetailRep | Chatio/EFT || pasuor pagments
Date Stiat - SG SumRep | | Remitance || [ $000

Next Step:

See "creditors - Making a Creditor / Debtor Contra payment" on the facing page

Related Topics:

See "Creditor Settings for Contra Payments" on previous page
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See "Creditors - Contra Payments for Debtor & Creditors" on page 142

See "Creditors - Contra Payment Examples - Final Masterfile entries " on page 147

Creditors - Making A Creditor / Debtor
Contra Payment

When processing a payment for a Creditor who has Contra facility the Autopay routine remains
the same as normal, however any Creditor who has the correct settings will also have the new
Debtor Pays button available.

1. Click in the Pay column of the outstanding Creditors invoices as required

2. Now click on the [DEBTOR PAY] button —you will then be taken to a second screen

which will list out all invoices against the Debtor

Creditor Autopay [2000 - Cash At Bank]

Debtor |21 WORKS Mame &1 REPAIR WORES
Date Company Reference Amount Remaining Pay -
» 17/03/2015 |SERVICE 071744 $243.79 $243.79 $243.79
-
INY Details AutoRec Creditor Pays | Pays $243.73 Available Tatal $3,500.00
Strategies X Resst Total $3.500.00
Disc Post i Disc $0.00
i 5 i £0.00
Period Strat - &G Detal Rep Debtor Payments Tax
Date Strat - 5G Sum Rep $243.79 Paying $3.256.21

1. Click in the Pay column to select any invoices you wish to contra against the creditor pay-
ments

2. You can also look at the details of these invoices by clicking on the [INV DEeTAILS] button
(click again to return to screen)

3. You should now be able to see the original Available total of the Creditor and also the
total of the Debtor invoices you have selected

4. Click on the [CREDITOR PAYS] button to return to the main Autopay screen
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Creditor Autopay [2000 - Cash At Bank]

Creditar |ASUFFLIER ANY SUPPLIER

Group |GENERAL

Date |Reference | Tran Uze Diz Hold Amount Disc $ Remaining Pay
b 2040172013 13 INYW $3.500.00 $3.500.00
10/07/2013 | TEST INYW b4 $200.00 $300.00
20A10/2013 357 INYW b4 $825.75 $825.75
1212742013 195746 INYW $11.077.74 $11.077.74
1103742014 1951 INYW $50.00 $50.00
1103742014 1951 INYW $200.00 $200.00
0E/10/2014 |E529 INYW b4 $5.400.00 $5,400.00
Pay Al Clear Pay Debtaor Pays Fayz $243.73 || Disc
Strategies x Feset
Disc: Post Q/
Period Strat - AG Detail Rep e
Date Strat - 5G Sum Rep $243.79

4« » N
Ret Company =
SERVICE
ADELAIDE
ADMIM
SERVICE
COMTRALTY
1&T
ADELAIDE
$0.00 | Toral $3.500.00
Tatal $3,500.00
Disc $0.00
Tax $0.00
| Paying $3.256.21

7. You can see the adjusted totals the system is going to pay for this Creditor

8. Complete the Autopay with any other entries required as usual, create a file or draw cheques

and update the file.

9. The Detailed & Summary remittance reports clearly show the total Creditor amount as well

as the Debtors amount along with the grand total.

Detailed Pre-Cheque / Remittance Report

Accrivia
12:22:43 PM 17/03/2015

Cashbook : Cash At Bank

Creditor: ANY SUPPLIER

Date Branch Refrence Type Amount  Remaining Pay Discount Payment
2000H13 SERMICE 3 INV $3,500.00 $3,500.00 $3,500.00 $0.00 $3,500.00
Creditor Code 0+ Days  61-90Days 31 - 60 Days Current Discount Tax Debt. Invs Payment
ASUPPLER §12.274.98 $0.00 §3,30000  s11,077.74 $0.00 $0.00 $243.79 $3,200.21
Total Discount Tax Debt. Invs Payment
§3,300.00 $0.00 $0.00 $243.79 $3,250.21

10. Your remittance will be produced as normal, detailing not only the Creditor invoice that is

being paid but also the details of any Debtor invoices that have been contra adjusted as

well.
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1770372015

DEMO COMPANY

FACTORY 312 DEMO COURT DEMOVILLE VIC 3000

Page 1

EFT Remittance for : ANY SUPPLIER

Date Reference Tran Type Balance Running Total
00013 3N INW £3,600.00 £3,600.00
PAYG Withheld: £0.00
Discounts On Transactions: £0.00
DEBTOR INVOICES PAID
Date Reference Tran Amount Discount Remaining Paying
17032015 071744 INV $M3TY $0.00 $M3ITY $M3TY
Total Invoices Paid : $2379
EFT Total : £3.256.1

Next Step:

Continue with the normal steps to complete your Autopay run.

Creditors - Contra Payment Examples - Final
Masterfile Entries

Debtors — the Transaction type shows as a CPAY (Creditor payment)

Debtor File Maintenance

Delivery | Pricing | Postings

Paid Days

[retailz | Optionz || Contact Detailz | Op. Motes || Motes || Posted Motes || Totalz || Directors
Dehtor (A1 REPAIR WORKS
D Ref Line No B | I I ; R ining GST I
70342015 QIERETS 1|SERYICE  |CPAY $243.79 $0.00 $0.00
17/03/2015 (071744 1/SERVICE | INY $243.79 $0.00 $22.16
170272015 071732 1/SERWVICE  |INY $1,099.95| $0.00] $100.00]
271204 0717 A 1/SERVICE |EFT 41,099,959 $0.00 $0.00

124

Creditors —there are 2 entries showing against the creditor. The first is the actual payment to
the Creditor, and the second is a type called DPAY (Debtor payment) which is the amount

drawn from the Debtors
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_ﬁ Creditor File Maintenance
Details || Options || Contact Detailz | Motes || Tatalz | Postings | Standing Invoices | Contractor || Changes Log || Assoc. Files
Creditar Mame [AMNY SUPPLIER
Tranzactions | Detailz
Tppe Pay By Date Y

17/03/2015 |EFTDRAY SERYICE DP&y £24379 $0.00

17/03/2015 |EFT SERWICE EFT $3,256.21 $0.00 ]
T1/0272005  TEFT ADELAIDE EFT FT00 00 F0. 00

10A0/2014 2158 ADELAIDE [ $5.500000  $5,500.00 $500.00

06A0/2014 | BRES ADELAIDE [ $5.400000  $5.400.00 49091

12/02/2014 | 951PAY [&T CHO £75.00 $0.00

12/03/2014 | 951P- ADbIMN CHO- £75.00 $0.00

12/02/2014 |951F ADMIN CHO £75.00 $0.00

11/02/2014 1951 [T [M $200.00 £200.00 $18.18

11/02/2014 1951 SERYICE IM $£75.00 $0.00 1682

11/02/2014 1951 COMTRALCTS [ $50.00 $50.00 $4.55

11/02/2014 15951 ADELAIDE [ $100.00 $0.00 $3.03

12/12/2013 (98746 SERYICE [ F11.077 74| $11.077.74)  $1.007.07

2010/2003 557 ADbIM [ $825.75 025,75 £75.07

10072 TEST ANFLAINE [ £300 00 £300 00 L7 T

20012003 1321 SERYICE [ $3.500.00 $0.00 $318.18
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CREDITORS - END OF MONTH /
YEAR PROCESSING

The Creditor End of Month routine rolls out transactions to history (that are fully reconciled),
resets the Period to Date totals and re-aligns outstanding transactions to be reflected in the
correct Period Total.

While it is not critical to run an End of Month routine within Creditors, it does allow you to keep
a neater system where only the most current items are immediately available in the Posting
tab.

A special backup should be created prior to running this process, to ensure a restore can
be run if necessary. Save to a specially named file - eg CredEOM300613.

Creditors - Before Running End Of Month

Always run a System Check before commencing any EOY or EOM procedures. Details on
how to do this can be found in the Accrivia System Manual PDF - contact Your Accrivia
Support Team for a copy

Details on how to produce a Back Up can be found in the Accrivia Features Manual PDF

When processing the option, you will be prompted to set the system date to
the end of the month being closed.

When the date is set, a screen will prompt you to run a system check:

¢ IfaSystem check has already been performed — click [YEs] to continue

o Clicking NO will launch the System Check option. Run a system check to identify any
errors in the creditor system (ensure any errors are corrected before continuing with the

end-of-month procedure).

Creditors - End Of Month Processing

Menu option: CREDITORS -
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IMPORTANT - Set system date on your terminal to the last day of the month.

1. Ifyou have creditors’ set-up as taxpayers, print the Creditor Tax PTD report.
This report must be printed or saved, DO NOT JUST PREVIEW IT

2. Run all other End of Month related reports, at a minimum these would include:
e Creditor Aged Trial Balance — Lists all creditor balances in 90-60-30 days and current
e Expense Account Totals report - Lists expense totals PTD, YTD and prior YTD's (Optional)
o Creditor Transactions by Creditor or Transaction report - Lists all transactions.

3. Close all other Creditor screens.

4. Select CREDITORS |END|MONTH.

5. Click on the [OK] button to run End of Month.

It is advisable at a minimum to print a Creditor Trial Balance and General Ledger Trade
Creditors and reconcile these two accounts at the end of each month.

Creditors - End Of Year Processing

Menu option: CREDITORS -END | YEAR

Always run a System Check before commencing any EOY or EOM procedures.

The Creditor End of Year routine resets the Year to Date totals and resets the Creditor Expense
totals. To run the End of Year process:
1. Run Creditor End of Month.
2. Ensure the system date is set to the last day of the month (ie last day of the financial year).
3. Run all End of Year related reports (e.g. PPS Deduction forms, Expense and Financial Year
reports)

4. Close all Creditor screens.
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5. Select CREDITORS |END|YEAR.

6. Click

W Dol

to run End of Year.
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CREDITORS - TAXABLE
PAYMENT ANNUAL REPORTING
(TPAR)

All businesses in the Building & Construction Industry who pay Contractors for Building &
Construction labour services are required by law to produce a report of these payments, which
must then be sent to the ATO by the 28th of Augutst each year.

In accordance with the ATO requirements, your report must include the Contractor's ABN, Name,
Address and the total amount paid to them for the year and include any GST content. This
information will generally be contained in the invoices you receive from your contractors.

Accrivia has the ability to produce the data for this report very simply, and requires just a few initial
setup steps to ensure the correct information is gathered. Some of the same criteria and
restrictions apply as well in terms of wording etc as the ATO will use your data to cross reference
against the information currently held against the ABN, so it is critical that you ensure the Trading &
Legal Names appear correctly in your system and that a current valid ABN is entered against each
creditor. (you will be prompted for an ABN before leaving the screen)

It is recommended that you cross check the current ABN details you have entered against
each Creditor's invoice as it is possible they may have changed since the original entry. Only
valid "Active" ABN numbers will be accepted by the ATO

It should be noted that the report is based purely on all Reconciled Payments made, so
regardless of when the invoice was logged onto your system, the details of the purchase will
not be recorded in this report until such time as it is paid for.

There are a few areas that need to be activated in order for the Taxable Payments Reporting
function to work, however most of these are once off entries and once set up require no further
maintenance.

e Goto , place a tick in the Taxable Payments Reporting
field.
e Goto , ensure that a valid ABN number is entered for each

branch (entity).
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e GotoFiLE | User | Access, click on the Creditor tab at the top of the screen. Click on the
field called END at the bottom then select Taxable Payments. You will then need to save
this and close down Accrivia then re-open to activate this new option.

e Go to CrepiTORS |FiLE MaINTENANCE | ExPENSE, while all Expenses are already loaded into
this field you will note a new column called [LABOUR]on the grid for single entity clients or
on the right hand column for multi companies . You must now scroll down your entire

Available Expense Accounts and place a tick in this column for any expense that directly

relates to a 'Labour expense'.

Creditor Expense File Maintenance

Branch [EE0IE) Avvailable Expenze Accounts

No Deszcription - No Description BAS Type Capital Labour GLAcct D =

» 552 | Creditor Pays Debtors <

1115| Purchases P 540| Discounts Received 1 GST Creditable 540
1510 Accountancy 552 | Creditor Pays Debtors a0
1515 Adwertizing And Promaotion {44 1115 Purchases 1 GST Creditable 1115
1535 Audit Fees 1510 Accountancy 1 GST Creditable 1510
1540/ Bad Debts N 1515| Advertizing And Promotion 1 GST Creditable 1515
1545 Bank Fees And Charges 1535 Audit Fees 1 GST Creditable 1535
1546 Eody Corporate Fees b5 1540 Bad Debts 1 GST Creditable 1540
1550 Borrowing Expenses 1545 Bank Fees And Charges 1 GST Creditable 1545
1560 Casual labour G 1546/ Body Corporate Fees 1 GST Creditable 1546
1565 | Cleaning/rubbish Removal 1550 Barrawing Expenzes 1 GST Creditable 1550
1577 Computer Expenzes 1560 Cazual labour 1 GST Creditable b 1560
1580/ Conferencesseminar Costs 1565/ Cleaning/rubbish Removal 1 GST Creditable 1565
1585 Consulta_nts Fees - 1577 Eow Expenzes 1G5T Eredﬂe 1577 [+

For any expense that you feel can be used for labour 'sometimes' but not all, then you
should tick the box for the purposes of this report. The ATO will determine what is
relevant.

e Goto CREDITOR | FILE MAINTENANCE | TRANSACTIONS, You will see a column on the right
called [PAYMENT]. You will need to place a tick in the field of any Transaction Type that
relates to a payment as this will be used when generating the Taxable Payment Report.
Note that this includes any negative (or reversal) types as anything relating to the addi-
tion or reduction of a payment is required in order to give an accurate report.

e Example - an invoice is entered and an EFT payment is made, therefore this pay-
ment will appear on the TPAR, however if you decided to reverse that payment
with an -EFT this would effectively mean the payment had not been made so in
order for that initial payment to be cancelled out in the TPAR then both the EFT &

-EFT need to be ticked in Transaction Types.
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Creditor Transaction File Maintenance

Trans. Description Type BAS Ad) Papment GL Acct D GL Acct C =~
b ADIC ADJ CREDIT C v 3043
ADJD ADJ DEBIT D v 3043
AME - ArEX REVERSAL C v 3043
AMEX AhdE D v 3043 2000
BPA- B-F&Y REVERSAL C o 2000 048
BPAY B-Pay D o 3043 2000
CASH CASH PayMEMT ] b 3043 2000
CHQ CHEQUE D v 3048 2000
CHO- CHEGQUE ADW C o 2000 3043
CRDR CR/DR ADJUST D 3043 210
CRM CREDIT MOTE D 3043
DDBT DIRECT DEEBIT D v 3043 2000
DIsSC DISCOUMT D L 3043
DISD DISCOUMT MIMUS C L 3043
DPaY DEEBTOR PaY ] 3043 4400
DRCR CRACR ADJUST C 210 an4a
EFT EFT D o 3043 2000
EFT- EFT- C v 2000 3048
IMT IMTEREST C 3043
[ IMVOICE C 3043
bADS - MASTERCARD REW C L 3043
MAST MASTERCARD D o 3043 2003
TAXC Tax CRED ADJUST C b 3334 3048
TaxD Tax DEE aDJUST ] v an4a 3394 2
*** Invoices & Credit Notes are not 'payments' and therefore should not be ticked

You now need to decide which of your Creditors fall into the category of Contractor of Labour for
the purposes of including them in all future TPAR reports.

The ATO provides full details on how to determine this and it is recommended that you read
their document before proceeding. See the link below for ATO Information.

e Go to CREDITOR | FILE MAINTENANCE | CONTRACTORS TAB

o Note section at the bottom called Taxable Payments Reporting
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Creditor File Maintenance

Details || Options || Contact Details || Motes | Totals | Postings || Standing Invoices | Contractor | Changes Log || &ssoc. Files
Creditor Mame |&ccrivia

Sub Contractor OHS Super Redundancy
b

L]
T axable Pavments Reparting

| Include in Contractor Beporting

LSL

Sole Trader [uses Individuals Name] Address 1| PO BOX 311
First # Second Mame Address 2
Sumame Suburb / State / PCode | WARRMNAMBOOL WIC - | 3280
LIS - M = ﬁt Merge... Show Bedundant

¢ You will need to place a tick in 'Include in Contractor Reporting' against every applicable
Creditor.

¢ Ifyour contractor is a Sole Trader and uses their own name on the invoices (ie: doesn't
have a registered business name) then you will need to place a tick in the Sole Trader
field then add in the full name details into the required fields. The system will auto-

matically use the Trading Name from the Details tab if no tick is entered here.

To confirm the official details of your Contractor, using their ABN search for the details at
the following website - http://abr.business.gov.au/

e ForaSole Trader you will now need to manually add the Address into each of the rel-
evant fields. The ATO requires each part of the address to appear in it's own field so do

not just copy and past from the Details tab.

Creditors - Reconciling Creditor Accounts for TPAR

Before commencing the reporting process - it is essential that you ensure you have no
unreconciled payments for TPAR Creditors in the system. If need be you will need to manually
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http://abr.business.gov.au/

reconcile any payments in your system to ensure the final report is accurate.

The final TPAR report cannot generate if there are outstanding unreconciled accounts, an error
report will be generated where you will be advised which accounts have not been reconciled..
Depending on the volume of Creditors you have who are eligible to report, you may find it easier &
quicker to generate the report and let the system report as an error message. You can then take
the list and reconcile these accounts then regenerate the TPAR file.

It is recommended that in general it is best to ensure all payments are reconcilled against
invoices upon payment

Creditors - Generating a Taxable Payments Report (TPAR)

Menu option: CREDITORS - END | TAXABLE PAYMENTS

Creditor Taxable Payments Reporting

Period Start | 1/07/2014 End | 304062015 Contact PhonefFax | 03 12312312 03 12412412

Fun Type |Production =
Organisation Name |I&T e Addrecs FACTORY 31 2 DEMO COURT
ABM (53004035518
Contzact Mame | JOHM SMITH Subwarh | DEMOVILLE
Authorised Person GEORGE DUFFY State VIC | Post Code | 3000
Email [SUPPORT@ACCRIVIA, COM, AL

Avaiable ABNs Selected ABNs

14124925766
P | 445094264721
51824753556
< | 53004085616

Generate File & Print

e Openthe TPAR reporting screen
o Dates - The system will automatically check your system date and determine what is the

Period Start & End for the current Financial year and enter the dates for you.

As of July 2013, you will have the option to send these reports Quarterly and therefore you
will be able to manually adjust these dates if this is how you choose to send the reports.

e As an extra security measure, the system will automatically check the date of your previous
report, and therefore will not let you enter dates into the new report that fall prior to the last

report sent.
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e ABN NO -you will need to remove the spaces in this field at the top so that it matches
the fields in the bottom.

¢ Run Type- choose from the drop down of Test or Production. It is possible to test the
data for your report at any time - if you wish to do so choose Test in this field and send
to the ATO using the testing function as explained in the video link below. For all other
times choose Production.

o Organisation Name - selecting the relevant Entity here will then auto fill several other
fields: the ABN connected that entity and the Address Details .

e Contact Name - you must manually add a name in this field and this will appear on the
report for the ATO.

o Authorised Person - you must manually add a name in this field and this will appear on
the report for the ATO.

e Email - you must add a relevant email address under the address field

Failure to add details into the last 3 fields will result in a warning message prompting you
to do so.

e Now click on [GENERATE FILE & PRINT]
¢ You will be directed to advise where you wish to save the file, with the standard name for-
mat being (the date) TPAR.CO1- if producing multiple reports for entities then we rec-

ommend you change the digit at the end of the file name for each report.

*** FILE PATH *** It is Critical that the name of the file always inclue es the word TPAR
and file path extension .CO1. as this is what the ATO looks for when loading through the
Portal. If you wish to rename a file simply add the extra wording to the default name -
eg: TPAR Admin.CO1

When generating the file, the system uses a validation programme to confirm that the ABN
numbers entered are valid - a warning message will be provided if you have invalid entries.

Once generated a report will be produced for each Contractor selected in your system to whom
you have made payments for labour that fall within the selected Date Periods.
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While at this time, it is not a legal requirement to pass these reports onto your contractors, it is
recommended that you do so as it advises the contractor as to what information has been
provided to the ATO about their account, and may assist them in preparing their tax returns.

The system will automatically generate a backup of these reports and this file can be found in

HELP | AccrIVIA/PDF FOLDERS | REMITTANCES

Files will be saved in the Creditor Remittances folder and be named 'Remittance_Taxable Payment
Summaries*end date* *date generated*.

At this time there is no direct emailing option for these reports, although you may choose to print
each one off as a PDF and email to each creditor.

Reported taxable payments for year ending 30 June 2013

Accrivia
PO BOX 911
WARRNAMBOOL VIC 3280

Your ABN 91 099 013 386

INFORMATION FOR PAYEE

The information below will help you to complete your tax return. It is the total amount that has been reportedio the ATO ina
Taxable payments annual report.

Gross amounts paid % ‘ 800.00 ‘ Gross amount paid indudes:

(includes GST) - Total of all payments made to you within the finandal year
which may be different to invoiced amounts

Total GST $ | 72.72 | A }

Amounts invoiced, butnot actually paid to you in the financial year are not included.

Creditors - Negative Reporting Errors (TPAR)

On rare occassions you may find that a Creditor has a negative balance on the TPAR report, this
could result from payment reversals etc. Should this occur you will receive an error message when
generating the file advising the specific Creditor code.

A file with this type of error cannot be sent to the ATO and should be corrected before sending the
final report.

To correct, it is recommended that you go to the Creditor File Maintenance and remove the
'Include" tick on the Contractor tab. You can now re-run the report which can then be lodged with
the ATO.
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*** Note - don't forget to re-tick the box after the report has been generated to include
any purchases for the new financial period

Creditors - Reporting TPAR to the ATO

Please find below an extract from the ATO Website as of 11/3/2014 advising permissible
methods of advising the ATO.

Lodging your Taxable payments annual report

You can lodge your Taxable payments annual report by one of the following methods:

online using the Business, Tax Agent and BAS Agent Portals or Standard Business
Reporting (SBR)

completing the paper form Taxable payments annual report (NAT 74109) and mailing
it to us.

4 Spread sheets, CD-ROM, DVD, USB, floppy or zip disk formats — are not
acceptable for this annual report.

| ast modified: 11 Mar 2014 Qc 27311

Creditors - Taxable Payments Annual Report - Lodge Online

Once your TPAR report has been produced, the final step is to send the details to the ATO
direct using the Portal on the ATO website (or by mail if not using the portal). Details on how to
do this can be found in the ATO directed link to a You Tube video which explains how to lodge
your Taxable Payments Report online. (published 14 May 2013)

http://ato.gov.au/content/00351482.htm

Creditors - TPAR ATO Information

It is recommended that all clients in the building and construction industry who use
Contractors, and will therefore need to provide this report, should refer to the Australian Tax
Office website for more information on why this report is required and what information is
needed along with how to forward reports. See ato.gov.au/taxablepaymentsreporting

This comprehensive website will provide information on:

o thetaxable payments reporting system
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who needs to report

what needs to be reported

when your report is due

how to register for an AUSkey

other options for lodging your annual report including how to lodge it

how to register for a free webinar
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CREDITORS - FAQ'S - HOW DO I
777?

See "Creditors - Creating New Accounts" on page 24

See "Creditors - Expenses - Create an Expense Account" on page 44
See "Creditors - Add a new Group" on page 50

See "Creditors - Transaction Types - Add " on page 52

See "Creditors -Process a Basic Creditor Invoice" on page 55

See "Creditors - Reversing AN Invoice or Credit Note" on page 81

See "CreditorS - Reports" on page 106
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