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Chapter 1: Control Files 
Please Note: When you see bold capital letters in parentheses, this indicates the name of a module.  You can 
access it by pressing F10 and typing in the module name.  This will be consistent throughout this 
documentation. 

 

There is also a shortcut for the individual module names that have been updated to work in HTML.  You may 
type the module name in the Jump-To box, as shown below. 
 

 

 

 

 

Jump-To 
box 
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Company Maintenance (COMPANY) 

Cynergi|suite™ applications refer to a financial entity as a Company.  This entity can be segregated into 
multiple subordinate entities referred to as profit centers (stores).  It is necessary to have at least one 
company defined.  This Company must have at least one subordinate profit center in order to utilize the 
Accounting software. 
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Adding a Company (ADDCOMP) 

 

Company 
The company number is used when referencing the company and selected by the user.  It plays a critical 
role in the operation of the software.  It is found embedded in all master records and transactions. 
 
Site name 
The name of the company that you are adding should be entered here.  This will also be the display at the 
top of all menus. 
 
Address 
The address information found on the company control record is strictly for descriptive purposes.  It should 
be entered in situations where there will be a large number of companies available for selection.  The address 
may contain two lines for the street address.  You have the option of entering a U.S. zip code with extension 
or an international zip code of up to ten characters.  Don’t worry about two companies with the same name, 
since all pop-up windows allow the address to be optionally displayed to eliminate confusion. 
 
Phone number/Fax number 
The phone and fax numbers should be entered.  If the numbers are not available at the time of creation, they 
may be added later utilizing the “Change Company” option located in file maintenance. 
 
FIN 
Enter the company’s FIN number. 
Current 
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The current date range is entered for validation purposes in modules other than General Ledger and 
Accounts Payable.  If the General Ledger and Accounts Payable modules are the only applicable modules, 
the information entered here does not matter, otherwise, the date range entered will be utilized by the other 
modules in determining the current operating range.   
 
Modules 
The module section tells what modules are turned on for this company. 
 
PRD/START/END 
The financial calendar is where your current fiscal year periods should be set up.  These need to be accurate 
with NO overlapping dates.  These periods are used in the calculations of year end closes, as well as account 
analysis screen period summaries.  It will also determine what dates you can use when running financial 
statements. 
 

Changing a Company (CHGCOMP) 

The information on a company may be updated at any time. 
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Deleting a Company (DELCOMP) 

When a company is no longer necessary it may be deleted.  You should use caution when deleting 
companies since the system wide parameters are tied to the company.  When selecting the company, don’t 
worry if two companies have the same name.  The fold/unfold option allows you to reveal the complete 
address to assist in selecting the proper company. 

 

After you have made your selection, you will be prompted to verify your choice before deleting the 
company. 
 
Once the company has been deleted, the cursor will return to the company field allowing you to delete 
another company.  Press F8 to return to the main menu. 
 
Please Note: If the company has a profit center on file, the company may not be deleted. 
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Listing Company Records (LSTCOMP) 

You may list all of the defined company records. 

 

The listing appears in ascending company number order.  It displays the company name as well as the 
current operating period for each. 
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Printing a Company Report (PRTCOMP) 

The parameters of all companies within the database may be printed. 

 

Sort Option 
Two sort options are available for the company report.  You may sort the report by the Company Number or 
Name. 

Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 

Control 
You may choose to let the software control the printer.  This value also defaults to the setting found on your 
operator record but may be overridden. 

Once all parameters are entered, press F9 to begin the printing process.  The following is an example of the 
company report. 
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Showing a Company Report (SHOCOMP) 

You may view the parameters associated with a particular company by using the show option. 
 

 

Press ENTER after the company record or enter your company number and press ENTER. 
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When viewing a particular company, you have no editing functions. 
 
Press F8 to return to the menu. 
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General Ledger Account Maintenance (Chart of Accounts) 

All transactions in the General Ledger software revolve around the Chart of Accounts.  Other modules, such 
as Accounts Payable, also require that the Chart of Accounts be entered. 
 
To access the GENERAL LEDGER ACCOUNT MAINTENANCE screen, navigate to Master Control Files → 
Home Office → Chart of Account in the menu.  On this screen, you will see a list of the current accounts. 

 

Some effort should be expended in determining a meaningful pattern to the account numbers being used.  
One approach is to group certain types of accounts together by starting each group with a different number.  
See the example below: 
 

Account Numbers  Description 
1000-1999   Assets 
2000-2999   Liabilities 
3000-3999   Capital/Earnings 
4000-4999   Revenues 
5000-5999   Cost of Goods 
6000-9999   All other expenses 

 
Regardless of the account numbering approach utilized, you must enter each account that appears on your 
Chart of Accounts.  Don’t feel that you have to remember the account numbers.  Every time that you are 
prompted for an account number, you can optionally enter a few characters of the account name.  Therefore, 
you should keep this in mind when you decide on the format for the account names.  The first characters of 
the account name will decide the order in which the records are presented in the pop-up window.  You might 
consider formatting your account names with this in mind.  A little planning at this point in time could yield 
tremendous benefit over the course of actually using the software. 
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General Ledger Account Maintenance Fields 
o Account # – The account number is a numeric field of up to eight digits.  The account numbers should 

follow your predefined numbering scheme. 
o Name – This is the name of the account.  Remember all account names appear alphabetically in the 

pop-up windows. 
o Type – These are the difference account types and the financial statement that is affected. 

• Asset (balance sheet is affected) 
• Liability (balance sheet is affected) 
• Capital/Earnings (balance sheet is affected) 
• Revenue (income statement is affected) 
• Expense (income statement is affected) 

o Balance Type – The account balance is either Credit or Debit. 
o Status – The status of the account is either Inactive or Active.  An account marked as inactive will 

show in all reports but no transactions may be made against this account. 
o 1099 – This shows the account’s number for the 1099 form, if applicable.  To use the 1099 program, 

the 1099 flag on individual vendors must be set to a “Y.” 
o Corporate Ind – This indicates whether the account is a Corporate account or not. 

 
Searching for a General Ledger Account 

To easily find a specific account, you may enter part or all of an account name in the search box at the top 
of the page. 

 

Adding a General Ledger Account 

To add an account, click the green CREATE button below GENERAL LEDGER ACCOUNT MAINTENANCE 
and the ACCOUNT - NEW screen will display beneath it. 
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o Name for Account – Each account must be defined using up to thirty-character account names. 
o Number for Account – Each account must be defined using up to eight-digit account numbers.  The 

account numbers should follow your predefined numbering scheme. 
o Account Type for Account – These are the difference account types and the financial statement that 

is affected. 
• Asset (balance sheet is affected) 
• Liability (balance sheet is affected) 
• Capital/Earnings (balance sheet is affected) 
• Revenue (income statement is affected) 
• Expense (income statement is affected) 

o Account is a Corporate Account? – Check the box if the account is a Corporate account. 
o 1099 for Account – Enter the field number on the 1099 form that you want this account to print.  To 

use the 1099 program, you must fill in this field to the appropriate box number on the 1099 and set 
the 1099 flag on the individual vendors to a “Y.” 

o Balance Type for Account – Select either Credit or Debit for the account’s balance. 
o Status of Account – The status of the account may be set to Inactive or Active.  An account marked 

as inactive will show in all reports but no transactions may be made against this account. 

 
After filling out the fields, click the SAVE button and the account will be added to the list under GENERAL 
LEDGER ACCOUNT MAINTENANCE.  
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Changing a General Ledger Account 

To change an account’s information, click the Edit (pencil) icon in the rightmost column.  The EDIT screen 
will display below. 

 

Once you are done making changes, click the SAVE button to return to GENERAL LEDGER ACCOUNT 
MAINTENANCE.  If you don’t want to change the selected account, click the CANCEL button. 
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Deleting a General Ledger Account 

When an account is no longer needed you may delete it from your Chart of Accounts. The account number 
may be entered exactly, or the account number may be selected from the pop-up window. 

 

If you are wanting to delete an account number, you would enter this account number.  If there are posted 
transactions posted to this account, a message will display that the account number may not be deleted. 
 

Printing an Accounts Report 

You may print a list of all the accounts that you have defined by clicking the ACCOUNTS REPORT button 
below the GENERAL LEDGER ACCOUNT MAINTENANCE screen. 

 

A PDF will display on the screen, which can be downloaded or printed.  Click BACK when you are finished. 
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Account Payable Control 

To access ACCOUNT PAYABLE CONTROL, navigate to Master Control Files → Restricted Master Control File 

→ AP Control in the menu. 

 

o Check Form Type – Select the check form type that you plan to use from the drop-down list: Laser 2, 
Laser 3, or Laser. 

o Pay invoices after the discount date for checks – Check the box to pay invoices after the discount 
date for checks. 

o Force a reset of expense date when date changes – Check the box to change the expense date to the 
current date when changing an invoice in “Change Vendor Invoice.”  Otherwise, the expense date 
will stay as it was originally. 

o Use Inventory Rebates – Check the box if you will be creating rebate codes to use for inventory 
rebates. 

o Print Bank or Vendor currency code on check – Select Bank or Vendor to print the currency code or 
select No to not print the currency code. 

o Lock the cost after inventory piece has been marked as billed – If the box is checked, this will allow 
the inventory to stay at the cost set by the invoice and set the invoice expense date.  Otherwise, this 
allows the cost to be changed by anyone. 

o Purchase Order number Validation – To validate whether the Purchase Order physically exists, select 
Sometimes Validate, Never Validate, or Validate from the drop-down list. 

o GL Account for Inventory – Enter the GL account number used by the primary company. 
o GL Clearing Account to use for clearing multiple payment invoices – Enter the GL code that will be 

used as a wash account when entering multiple term/due date invoices.  This will allow the first 
invoice to have all of the GL distributions and use this wash account to create the remaining invoices. 
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Purchase Order Control 

To access PURCHASE ORDER CONTROL MAINTENANCE, navigate to Master Control Files → Restricted 

Master Control File → PO Control in the menu. 

 

o Drop First Five Characters on Model Number – Check the box if the prefix to the model number 
should be dropped. 

o Automatically Update Accounts Payable from PO update process – Check the box to automatically 
update AP from the PO update process. 

o Print Second Description on PO – Check the box to print the second description on the PO. 
o Default Account Payable Status Type created from PO – Select Hold or Open from the drop-down list 

to choose the default AP invoice status created from PO (required). 
o Move Vendor Comments to PO Comments when adding a PO – Check the box to move the vendor 

comments to the PO comments when adding a PO. 
o Add Freight Cost into the cost of the inventory – Check the box to add freight cost into the cost of 

the inventory. 
o Update Cost on Model number when inventory is received – Check the box to update the cost on the 

model number when inventory is received. 
o Default Vendor to auto-populate requisition/PO when created – Select a default vendor from the 

drop-down list to auto-populate requisitions/POs when they are created (required). 
o Default Purchase Order Type – Select Purchase Order or Requisition from the drop-down list to 

choose the default PO type (required). 
o Update Item Cost to Purchase Order Cost – Select Both Purchase Order and Requisition, No Update, 

Purchase Order Only, or Requisition Only from the drop-down list (required). 
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o Sort by Ship To location when printing PO – Check the box to sort by ship to location when printing 
the PO. 

o Create separate Invoice for each Location – Check the box to create a separate invoice for each 
location. 

o Default Approver to auto-populate PO’s when submitted – Select a default approver from the drop-
down list to auto-populate POs when they are submitted (required). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Accounting Manual | 2021 
 

1/03/2021 24 | P a g e  
 

General Ledger Control 

Certain default company parameters must be set to provide a successful interface to General Ledger from 
Account Payable.  These company maintenance parameters are found in the Restricted Master Control File. 
 
To access the GENERAL LEDGER CONTROL MAINTENANCE screen, navigate to Master Control Files → 

Restricted Master Control File → GL Control in the menu. 

 

o Account number for Accounts Payable – Enter the Account Payable account number. 
o Account number for Account Receivable – Enter the Account Receivable account number. 
o Default/Main Location – The main location is the profit center to be used for system-generated 

entries, normally your home office location. 
o Account number for Account Payable Discount – Enter the Discounts Taken account number. 
o Account number for Account Receivable Discount – Enter the Discounts Given account number. 
o Account number for Misc. Inventory – Enter the Default Misc. Inventory account number. 
o Account number for Serialized Inventory – Enter the Serialized Inventory account number. 
o Account number for Unbilled Inventory – Enter the Unbilled Inventory account number.  For 

inventory invoices, the cynergi|suite system requires that there is a debit to unbilled inventory for the 
same amount as the cost of the inventory. 

o Account number for Freight In – Enter the Freight In account number. 
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Set Operating Dates (DATES) 

The Set Operating Dates program dates the system what periods you are working in.  This is where the 
system goes to validate the General Ledger date that you have entered.  If it falls outside of these dates, you 
will receive a message and will not be allowed to continue your transaction until the dates have been 
updated. 

 

General Ledger Dates 
Enter the beginning and ending dates that you are currently working in the General Ledger.  It is strongly 
suggested that once Financial Statements and Trial Balance reports have been printed and finalized, you go 
into this program and update your beginning date to be the new month.  In essence, this is closing your 
month in the General Ledger.  You can open the months back up just by putting the beginning dates back to 
the month you need to make changes. 
 
Please Note: Updating the “beginning date” to the next month will also trigger any reversing entries that 
were posted in the prior month to post into the new month.   
 
Everywhere Else Dates 
Enter the beginning and ending dates that you are currently working in the Accounts Payable.  It is strongly 
suggested that once you have interfaced the Accounts Payable to the General Ledger, you go into this 
program and update your beginning date to be the new month.  In essence, this is closing your month in the 
Accounts Payable.  You can open the months back up just by putting the beginning dates back to the month 
you need to make changes. 
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General Ledger Parameters (GLPARAMS) 

The General Ledger Parameters are representing the values in the Dates program for General Ledger. 

 

Starting date/Ending date 
This date is the same as the G/L Dates in “Set Operating Dates.”  If you have already setup your dates there, 
these should be correct. 
 
Edit character 
The edit character is used on financial statements and may be specified as either “(” or “<.”  The defined 
character combination will be used on the statement layouts.  This character is used to put in front and back 
of credit amounts (e.g., <202.30>). 
 
After entering all parameters, press F9. 
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Bank Maintenance 

The Accounts Payable module requires at least one bank account to be created. 
 
To access the BANK MAINTENANCE screen, navigate to Master Control Files → Home Office → Bank in the 
menu.  On this screen, you will see a list of the current banks. 
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Adding a Bank 

You must set up at least one bank account.  Support is provided for up to 9,999 banks per company.  To add 
a bank, click the green CREATE button below BANK MAINTENANCE and the BANK - NEW screen will 
display beneath it. 

 

o Number – You must assign a number for each bank account that will be used by the software.  You 
will access the bank either by this number or by a pop-up window. 

o Name – Enter the name of the bank (up to 50 characters). 
o G/L Profit Center – Select a General Ledger profit center from the drop-down list. 
o G/L Account – Select the General Ledger account number that correlates with this bank account from 

the drop-down list.  This account number is used by the software to determine the account number 
to be updated by system-generated journal entries when doing the interface from Accounts Payable 
to General Ledger. 

 

After filling out all fields, click SAVE to add the new bank to the BANK MAINTENANCE list. 
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Changing a Bank 

The information pertaining to a bank may be updated at any time.  To change a bank’s information, click the 
Edit (pencil) icon in the rightmost column.  The BANK screen will display below. 

 

Once you have finished making your changes, click the SAVE button to return to BANK MAINTENANCE.  
If you do not wish to make any changes, click the CANCEL button. 
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Deleting a Bank 

When a bank is no longer needed, it may be removed using the delete option. 

 

When selecting the bank from a pop-up window, if two banks have the same name the fold/unfold option 
will reveal the entire address making your selection easier. 
 
Once you have selected the bank, you will be prompted to verify your selection before deleting the bank.  
After deletion, the cursor will return to the bank field allowing you to delete another bank. 
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You may not delete a bank account that has checks associated with it.  You will get a message telling you 
that the bank account is currently being used; there are on checks on file. 

 

Press F8 to return to the menu. 
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Printing a Bank Report 

You may print a list of banks and their corresponding information by clicking the BANK REPORT button 
below the BANK MAINTENANCE screen. 

 

A PDF will display on the screen, which can be downloaded or printed.  Click BACK when you are finished. 
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Terms Code Maintenance (GETVTERM) 

The Vendor Terms program (GETVTERM) has been designed to allow multiple due dates along with standard 
net invoices with discounts.  When a multiple due date term is setup and assigned to an invoice, the system 
will automatically add multiple invoices based on however many due dates have been selected.  The # 
amounts of each invoice will be based on the %’s assigned within the specific vendor master file.  This 
program can be accessed by pressing F10 and typing in GETVTERM or by going to the Accounts Payable 
Menu (AP) and selecting Control File Records, then Terms Code.  Term codes may also be added when 
adding a Purchase Order or an AP invoice. 

The first Vendor Terms File Maintenance screen appears below: 

 

Description 
Enter vendor item description or press ENTER for all. 

F7-Report 
Press the F7 key to print a listing of all vendor terms to a selected printer or file name. 

 

The second Vendor Terms File Maintenance screen is shown below: 
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Using your up and down arrow keys will allow you to move to different vendor term codes within the same 
page.  The function key selections are at the bottom of the screen, press F1 to page forward, F2 to page back, 
F4 to change the vendor term code you have highlighted, F6 to add a vendor term code and F8 to get back 
to the first screen.   

 

 

 

 

 

 

 

 

 

 

Below is the screen you will get when you select the F4 key to change: 
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Description 
This is a freeform field that can be used to describe the vendor term code, 30 characters available. 
 
Number of Payments 
Enter the number of payments to make to pay off the invoice. 
 
1st Payment: Under the “Due Month” column, enter the number of months before the first payment is due, if 
it is due after x amount of days, leave the “Due Month” blank.  Under the “Due Day(s),” if the “Due Month” is 
blank, enter the net days before the first payment is due, if there is a number in the “Due Month” enter the 
day of the month the first payment is due.  For example, if the invoice is due on the 10th day of every 
month, enter a 1 in the Due Month and a 10 in the Due Day(s) column.  If the first payment is due in 30 days, 
leave the Due Month blank and enter 30 in the Due Day(s).  “Due Percentage,” the system will default to an 
even breakout based on what is in the “Number of Payments” field, change this % if necessary, keeping in 
mind the grand total % must be 100%. 
 
2nd Payment-6th Payment: Use the same philosophy as used in 1st Payment. 
 
Discount Percentage: If this vendor term allows for a % off based paying by a certain date, enter that % here. 
Please Note: Because of the Rebate codes, this field would only be used for “non-inventory” invoices. 
 
Discount Expiration Month: Enter the number of months when the discount will expire. 
 
Discount Expiration Days: Enter the number of days when the discount will expire. 
 
 
Below is the screen you will get when you select the F6 key to add: 
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Description 
This is a freeform field that can be used to describe the vendor term code, 30 characters available. 
 
Number of Payments 
Enter the number of payments to make to pay off the invoice. 
 
1st Payment: Under the “Due Month” column, enter the number of months before the first payment is due, if 
it is due after x amount of days, leave the “Due Month” blank.  Under the “Due Day(s),” if the “Due Month” is 
blank, enter the net days before the first payment is due, if there is a number in the “Due Month” enter the 
day of the month the first payment is due.  For example, if the invoice is due on the 10th day of every 
month, enter a 1 in the Due Month and a 10 in the Due Day(s) column.  If the first payment is due in 30 days, 
leave the Due Month blank and enter 30 in the Due Day(s).  “Due Percentage,” the system will default to an 
even breakout based on what is in the “Number of Payments” field, change this % if necessary, keeping in 
mind the grand total % must be 100%. 
 
2nd Payment-6th Payment: Use the same philosophy as used in 1st Payment. 
 
Discount Percentage: If this vendor term allows for a % off based paying by a certain date, enter that % here. 
Please Note: Because of the Rebate codes, this field would only be used for “non-inventory” invoices. 
 
Discount Expiration Month: Enter the number of months when the discount will expire. 
 
Discount Expiration Days: Enter the number of days when the discount will expire. 
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Ship Via Maintenance 

Shipment methods are predefined in order to provide a means of analyzing the different shipment methods.  
As many “ship via” codes can be assigned as required.  The shipment codes are defined once.  Each time 
you need to enter a code in an application, you are provided a pop-up window.  If you enter the code exactly 
as it is defined, the pop-up window will be bypassed.  The window appears only if the entry is not on file. 
 
To access the SHIP VIA MAINTENANCE screen, navigate to Master Control Files → Home Office → Ship Via 
in the menu.  On this screen, you will see a list of the current ship via codes. 

 
 

Adding a Ship Via Code 

Predefined ship via codes eliminate the task of having to remember the various shipment methods used by 
your company.  To add a ship via code, click the green CREATE button below SHIP VIA MAINTENANCE 
and the NEW SHIP VIA screen will display beneath it. 

 
o Description – The description can be up to 30 characters and should be as explicative as possible. 

 

 
This text description for the shipment method will help you remember why you set up the Ship Via code.  
This description does not appear anywhere else in the system.  When you have finished entering the 
description, click SAVE to complete the code definition.  Your ship via code will be added to the list under 
SHIP VIA MAINTENANCE. 
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Changing a Ship Via Code 

Ship via codes may be modified by clicking the Edit (pencil) icon to the right of the description.  The EDIT 
screen will display below. 

 
You may edit the description in the text box.  Save your changes by clicking the SAVE button, or return to 
SHIP VIA MAINTENANCE without making any changes by clicking CANCEL. 
  



 
 

Accounting Manual | 2021 
 

1/03/2021 39 | P a g e  
 

Deleting a Ship Via Code 

Ship via codes may be deleted when they are no longer in use.  To delete a code, click on the Edit (pencil) 
icon and click the red DELETE button. 

 
A pop-up window will ask for confirmation to delete the selected ship via code.  Click CONFIRM to delete it 
or click CANCEL to go back to the EDIT screen. 
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Printing a Ship Via Report 

You may print a ship via report detailing the defined shipment codes by clicking the SHIP VIA REPORT 
button below the SHIP VIA MAINTENANCE screen. 

 
A PDF will display on the screen, which can be downloaded or printed.  Click BACK to return to SHIP VIA 
MAINTENANCE. 
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Vendor Group Maintenance 

Vendor groups are used when creating a vendor. 
 
To access the VENDOR GROUP MAINTENANCE screen, navigate to Master Control Files → Home Office → 

Vendor Group in the menu.  On this screen, you will see a list of the current vendor groups. 

 
 

Adding a Vendor Group 

To add a vendor group, click the green CREATE button below VENDOR GROUP MAINTENANCE and the 
CREATE - VENDOR GROUP screen will display beneath it. 

 
o Description – Enter up to 50 characters for the description of the new vendor group. 
o Value – Enter up to ten characters for the value of the new vendor group. 

 

 
After entering the description and value, click the SAVE button to add the new vendor group to the VENDOR 
GROUP MAINTENANCE list. 
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Changing a Vendor Group 

To change a vendor group, click the Edit (pencil) icon to the right of the value.  The EDIT - VENDOR GROUP 
screen will display below. 

 
When you are finished editing the vendor group, click the SAVE button to save your changes, or return to 
VENDOR GROUP MAINTENANCE without making any changes by clicking CANCEL. 
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Printing a Vendor Group Report 

You may print a list of vendor groups by clicking the VENDOR GROUP REPORT button below the VENDOR 
GROUP MAINTENANCE screen. 

 
A PDF will display on the screen, which can be downloaded or printed.  Click BACK when you are finished. 

 
 
 
 
 
 



 
 

Accounting Manual | 2021 
 

1/03/2021 44 | P a g e  
 

Vendor Maintenance (VENDOR) 

The vendor master file is used extensively in the Accounts Payable, Inventory Management, Purchasing, 
and Receiving Modules. 
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Adding a Vendor (ADDVEND) 

The vendor record must be set up prior to entering purchase orders and vendor invoices.  You do, however, 
have access to the “Add Vendor” program from the “Add a Purchase Order” and “Add a Vendor Invoice” by 
pressing F4 (ADD) while in the pop-up window. 

 
Vendor 
Each vendor is identified by up to a six-digit vendor number.  You can either define your own numbers or let 
the system generate sequential numbers for you. 
 
Name 
Enter the name of the vendor.  This is what prints on the Purchase Orders and A/P checks. 
 
Address 
The vendor address information should be entered if you intend on printing either purchase orders or 
checks, since both of these documents require an address.  You have two address lines to utilize.  The third 
line is reserved for city, a two-digit state code and zip code or postal code. 
 
Phone/Fax Number 
Enter the telephone and fax numbers for this vendor. 
 
FIN 
Enter the vendor’s FIN number.  If this is a 1099 vendor, you will enter their social security number.  This is 
only applicable in the U.S. 
 
Verified? 
Enter “Y” if the vendor’s Federal ID Nbr has been verified. 
Our account 
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Input the vendor’s customer number for our company. 
 
Remit to 
You can specify that a particular vendor will have his checks remitted to another vendor account.  This 
information is required in Accounts Payable and used when the checks are printed.  Only valid vendor 
account numbers can be entered so the remit to vendor must be set up first. 
 
Freight Calc 
Identify the freight calculation methods:  

o N – None 
o I – Item 
o W – Weight 
o S – Size 
o P – Percent 

 
Fr Amt 
Input the freight cost amount per item/weight/cube (calc method – I, W, or S).  
 
Fr % 
Input the freight cost percent (calc method – P).  
 
Exchg/Bump % 
Input the international exchange (bump) percent.  
 
Vendor Rebates 
Input a Y for yes to view/add/update Vendor Rebates or an N for no to not be able to view/add/update 
Vendor Rebates.  You can have up to 5 Vendor Rebates entered here.  A special pop-up window will display 
to select from 
 
Terms 
The payment terms code is entered to describe the terms under which the vendor expects to be paid for any 
invoices that are submitted.  A pop-up window is provided if the exact terms code is not readily available.  If 
the terms code that you need for this vendor is not in the pop-up window, you may hit F4 to add a new code 
or F6 to change a code.  The code entered here will be carried over into all purchase orders and vendor 
invoices as the default terms for each document, it can be overridden at the time of entering the purchase 
order or vendor invoice.  If you do not want to select a term, you need to have a Terms code of N/A. 
 
Ship Via 
The ship via code is entered to describe the shipment method the vendor prefers.  If the ship via code that 
you need for this vendor is not in the pop-up window, you may hit F4 to add a new code or F6 to change a 
code. The code entered here will be carried over into all purchase orders and vendor invoices as the default 
shipment method for each document. 
 
Pop-up name 
The pop-up name is the translated version of the vendor name to be used in the “pop-up window.”  It will 
default to what you put in the Vendor name but can be changed if it is easier for you to pop-up. 
 
FOB Point 
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The FOB point describes the location to which the merchandise will be delivered before shipping charges are 
incurred.  The two options are Destination and Shipping.  If goods will be delivered to your destination free 
of charge, then Destination should be entered.  Otherwise, the code should be Shipping point. 
 
Buyer 
The buyer responsible for purchases from this vendor is noted for informational purposes. 
 
Vendor Group 
The vendor group is to identify the vendor when printing checks.  It is especially useful when multiple 
people are responsible for vendors.  For example, RENT for all rent vendors so you could do a check run for 
only rent checks. 
 
Country 
Enter the vendor country code.  For example, USA. 
 
Delivery days 
The number of delivery days includes the time it usually takes from when an order is placed until the order is 
received.  It is factored into inventory requirements analysis. 
 
Returns 
The vendor’s return policy is retained for informational purposes only.  You should note whether or not the 
vendor allows returns. 
 
1099 Required 
Enter a “Y” if you need to produce a 1099 for this vendor.  This works in conjunction with the G/L account 
maintenance.  Both need to be setup for the 1099 program to work successfully. 
 
Separate Chck  
Enter a “Yes” if a separate check needs to be cut for each invoice entered for this vendor. 
 
Shutdown From/Thru 
The shutdown from and thru dates are retained for informational purposes only.  Some manufacturers have 
scheduled periods during which they do not operate.  This information is helpful when scheduling 
purchases. 
 
Charge INV Taxes 
There are 4 flags.  Input “Y” if the vendor charges Inventory Tax or leave the 4 flags as “N.” 
 
Minimum Qty 
The minimum quantity is the smallest quantity that may be ordered from the vendor. 
 
Minimum Amt 
The minimum amount is the smallest dollar amount that may be ordered from the vendor. 
 
Free Ship Qty 
The free ship quantity is the quantity required on an order to receive free shipping. 
 
Free Ship Amt 
The free ship amount is the amount required on an order to receive free shipping. 
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The bottom portion of the screen is reserved for freeform comments.  Up to fifty lines of text may be entered 
in the scrolling window detailing any comments about the vendor.  The editing functions of insert, delete, 
and word wrap are available.  You may scroll through the text by pressing F1 to page up and F2 to page 
down.  When you have finished entering all the comments, press F9 to complete the process. 
 

Changing a Vendor (CHGVEND) 

You may update vendor information using the change vendor module. 

 
You may enter the vendor number exactly or make your selection from a pop-up window.  Once your 
selection is made, all current vendor information will be displayed. 
 
After making all changes, press F9.  The cursor will return to the vendor field so that you may select another 
vendor to change.  You may return to the vendor menu by pressing F8. 
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Deleting a Vendor (DELVEND) 

You may remove a vendor by using the delete vendor module. 

 
You may enter the vendor number or select it from a pop-up window.  Once you have made your selection, 
you will be prompted to verify your choice. 
 
If there are Accounts Payable invoices on file for the vendor, it may not be deleted. 
 
Answering yes will delete the vendor.  After deleting the vendor, the cursor will return to the vendor field 
allowing you to make another selection.  You may return to the vendor menu by pressing F8. 
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Listing Vendors (LSTVEND) 

You may view all vendors on the screen using the list function. 

 
Two sequence options are available when listing the vendors.  You may list them by name or vendor number. 
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You may also specify a beginning point to start the list.  If you leave this field blank, the list will default to 
the beginning of the vendor list. 
 
You may scroll through the vendors by pressing F1 to page up and F2 to page down. 
 

Printing Vendor Labels (VENDLBL) 

This module allows you to print vendor information on labels.  For example, this could be used to print just 
the names of the vendors for file folders. 

 
Beginning Vendor/Ending Vendor 
You select a subset of all vendors by entering beginning and ending vendor numbers.  Leaving these fields 
blank will select all vendors. 
 
Sort Option 
Enter your sort option.  You may sort by (N)ame, (V)endor Number, (S)tate, or  (Z)ip Code.   
 
Lines to Skip 
Enter the number of lines you would like skipped between vendors. 
 
Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 
 
Control 
You may choose to let the software control the printer.  This value also defaults to the setting found on your 
operator record but may be overridden. 
Tab to these special fields to define what you print on the labels. 



 
 

Accounting Manual | 2021 
 

1/03/2021 52 | P a g e  
 

 
$NAME 
Input the code or literal to print on the first line of the label.  The $NAME is already filled in for you.  This 
will print the vendor name.  If you want the full address, as well any other information, you will need to 
enter those codes or literals on the lines below the $NAME. 
 
$ADDRESS1 
Input the first address line you want printed on the label.  If you want the full address, as well any other 
information, you will need to enter those codes or literals on the lines below the $NAME.   
 
$ADDRESS2 
Input the second address line to print on the third line of the label.   
 
$CITY-STATE-ZIP 
Input the city, state, and zip literals to print on the fourth line of the label.   
 
Once all parameters are entered, press F9 to begin the printing process. 
 
The following is an example of the Vendor Label Report. 
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Printing Vendors (PRTVEND) 

The Vendor Report provides a detailed listing of current vendors. 

 
Beginning Vendor/Ending Vendor and Beginning Name/Ending Name 
You select a subset of all vendors by entering beginning and ending vendor numbers and names. 

Sort Options 
Two sort options are available.  You may sort the report by vendor name or number. 

Address Only 
You may choose to include the address information only when printing the report. 

Include More Info 
You may choose to include more vendor information that is specified for the vendor. 
 
Include Rebates 
You may choose to include any rebates that have been set up for any of the vendors, when selecting to print 
this report. 
 
Include Payments 
You can include the total payments for the vendors you choose to print on this report. 

Beginning/Ending Dates 
You can enter beginning and/or ending dates for vendor payments.  

Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 
Compress 
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Enter Yes to automatically control printer setting.  In most cases you will be fine with a No. 

Once all parameters are entered, press F9 to print. 
 
The following is an example of the Vendor Report. 
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Entering a Default Vendor (DEFVEND) 

The software allows you to setup a default vendor record.  This eliminates the need to enter repetitive 
information for every field of a vendor. 

 
When selecting the vendor to use as the default, you may enter the vendor number or make your selection 
from a pop-up window. 
 
The fields that are retained include buyer, terms, ship via, FOB point, and the returns allowed policy. 
 
For an explanation of each field, refer to the section on Adding a Vendor (ADDVEND). 
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Showing a Vendor (SHOVEND) 

You may view on the screen a specific vendor configuration by using the show function. 

 
The option is always presented to allow you to enter a few characters of the vendor name and select the 
vendor from a pop-up window. 
 
You may only view the vendor.  You do not have any editing functions available from the show function.  
You may return to the vendor menu by pressing F8. 
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General Ledger Source Code Maintenance 

Source codes are used in General Ledger to specify broad categorization for journal entries.  You should set 
up codes for general areas in which entries will be made.  The system itself has already designated three 
codes for automated entries: AP for Accounts Payable, SUM for Summary Interface, and MEC for Month 
End Disposals (see list below). 

o MED – Month End Depreciation 
o MEF – Month End Transfers 
o MEG – Month End Cost Changes 
o MER – Month End Recoveries 
o MET – Month End Transitions 

 
To access the GENERAL LEDGER SOURCE CODE MAINTENANCE screen, navigate to Master Control 
Files → Home Office → GL Source Code in the menu.  On this screen, you will see a list of the current source 
codes. 
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Adding a GL Source Code 

The source codes are used for journal entries.  You can predefine them or set them up as needed from within 
the journal entry process.  To add a source code, click the green CREATE button below GENERAL LEDGER 
SOURCE CODE MAINTENANCE and the GENERAL LEDGER SOURCE CODE MAINTENANCE - NEW 
screen will display beneath it. 

 
o Value – Enter up to three characters for the desired acronym for the source code. 
o Description – Enter up to 30 characters for the description that will further define the source code. 

 

 
After entering the value and description, click the SAVE button to add the new source code to the list under 
GENERAL LEDGER SOURCE CODE MAINTENANCE. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Accounting Manual | 2021 
 

1/03/2021 59 | P a g e  
 

Changing a GL Source Code 

To change a source code, click the Edit (pencil) icon to the right of the description.  The GENERAL LEDGER 
SOURCE CODE MAINTENANCE - EDIT screen will display below. 

 
You may edit the value or the description in the respective text boxes.  Save your changes by clicking the 
SAVE button, or return to GENERAL LEDGER SOURCE CODE MAINTENANCE without making any 
changes by clicking CANCEL. 
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Deleting a GL Source Code 

Once a source code is no longer needed, you may delete it by clicking the Edit (pencil) icon and then 
clicking the red DELETE button. 

 
A pop-up window will ask for confirmation to delete the selected source code.  Click CONFIRM to delete it 
or click CANCEL to go back to the GENERAL LEDGER SOURCE CODE MAINTENANCE - EDIT screen. 
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Printing a GL Source Code Report 

You may print a GL source code report detailing the defined source codes by clicking the GL SOURCE 
CODE report button below the GENERAL LEDGER SOURCE CODE MAINTENANCE screen. 

 
A PDF will display on the screen, which can be downloaded or printed.  Click BACK when you are finished. 
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Rebate Codes (GETRBTEC) 

The Rebate Code Program (GETRBTEC) has been designed to allow multiple rebate codes to be setup and 
used by Vendor and by individual Purchase Order.  This program can be accessed by pressing F10 and 
typing GETRBTEC.  The rebate codes may also be added or changed while adding a Purchase Order.  Below 
is the GETRBTEC first screen: 

 
Desc 
Enter in the rebate description or press ENTER for all. 
 
Status 
Enter A for “Active” codes only or I for “Inactive” codes only. 
 
Code 
Enter the rebate code number or press ENTER for all. 

 
 
 
 
 
 
 
 
 

F7-Report 
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Press the F7 key to print a listing of all Rebate Codes to a selected printer or file name. 

 
 
Below is the GETRBTEC second screen: 

 
Using your up and down arrow keys will allow you to move to different rebate codes within the same page.  
The function key selections are at the bottom of the screen.  Press F1 to page forward, F2 to page back, F4 to 
change the rebate code you have highlighted, F6 to add a rebate code and F8 to get back to the first screen.  

 
 

When you select F4 to change a Rebate Code, the screen shows the Rebate File Update: 
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Code 
This code number is auto assigned by the system when you add a rebate code.  When you are adding a new 
rebate code, Code: doesn’t appear on the screen at all; the system assigns the next available code number. 

Status 
A for Active, I for Inactive 

Description 
This is a freeform field that can be used to describe the rebate code, 30 characters available. 

Percent or Per Unit 
“P” to calculate a percent off of the invoice, “U” to allow a rebate based on the number of Units. 

Rebate Percent 
If “P” was selected on the “Percent or Per Unit” field, enter the percentage. 

Rebate Per Unit 
If “U” was selected on the “Percent or Per Unit” field, enter the $ amount per unit. 

Accrual 
Enter a “Y” if the rebate is accrued; enter an “N” if it is deferred from Invoice. 

Receivable Debit Acct 
Enter the G/L account number for the accrual. 

Expense Credit Acct 
Enter the G/L account number for the revenue account. 


