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Chapter 2: Accounts Payable (AP) 
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. 
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Accounts Payable provides multi-company, multi-profit center, multi-department and multi-bank 
accounting with check processing.  Before using the A/P module, make sure you have completed the steps 
in Chapter 1: Control Files. 

 
Some of the features provided by the Accounts Payable module include: 

o Support for 9999 profit centers, 999,999 departments and 9999 banks. 
o Pop-up windows for vendor numbers, bank accounts, G/L account numbers, profit centers and 

vendor invoices. 
o Multiple operators posting vendor invoices at the same time. 
o Invoice expense date validation against a defined current period. 
o Multiple line text descriptions for each vendor invoice. 
o On-screen access to all vendor invoice and check information. 
o Flexible updating capabilities to G/L using auto-interface. 
o Parameter driven reports for maximum flexibility. 
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Accounts Payable Vendor Invoice (AP) 
Adding a Vendor Invoice (APADD) 

You may add a vendor invoice using the Add Vendor Invoice selection. 

 
Vendor 
Enter the vendor number or type in a few letters of the vendor name to bring up a pop-up window.  Once 
you have the pop-up window you can then add a new vendor by pressing F4, fold/unfold vendor information 
by pressing F5 (this is used to view address information in the case of “same name” vendors so you are sure 
to select the correct vendor), change vendor information by pressing F6, or press ENTER to select the 
vendor you need.  You may scroll through the vendors by pressing F1 to page up and F2 to page down. 
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Amount 
The total amount of the invoice should be entered here.   
 
Inv Date 
The date for the vendor’s invoice defaults to the current date.  This date can and should be overridden by the 
actual invoice date.  This will allow the payment terms set up for this vendor to apply. 
 
Type 
There are two types of Accounts Payable documents, expenses and purchases.  The documents entered as 
purchases require that a purchase order be on file for the goods that were purchased.  You must enter a valid 
purchase order number for the vendor or select one from the selection window provided.  Documents 
entered with a type of expense are for invoices that do not require a purchase order. 
 
SCF 
Input (Y)es if a separate check should be printed for your invoice. 
 
PO 
Enter the purchase order number if the Purchase Order module is being used. 
 
R/T 
R – Rebate 
Can be set up for Individual Purchase Orders.  (If Rebate not used, tab past this field. Rebates; use module 
GETRBTEC.) 
 
T – Terms 
Can be used to setup Terms for the vendor invoice.  Terms; use module GETVTERM. 
 
UTF 
Input (Y)es if this invoice is subject to use taxes. 
 
Due Date 
The due date is determined by applying the payment terms to the invoice date.  You can override the default 
calculation by entering a new due date.  This is the date that this invoice is considered due by the vendor.  
You can print checks for vendor’s invoices by using two methods:  1) automatically, when vendor invoices 
become due, or 2) manually, when the invoices are selected.  The date entered as the due date is used in 
determining if the invoices should be paid by the first method. 
 
Expense Date 
The expense date is the date you want it to hit the G/L.  The expense date will default to today’s date.  It 
must fall between the dates that you have entered in “Everywhere Else Dates” in the Set Operating Dates 
(DATES) module.  The current operating dates are displayed in the upper right portion of the screen. 
 
Discount Date 
Not used. 
 
Discount Amt/Discount % 
Not used. 
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Status 
Three options are available for the invoice status: (H)old, (O)pen, and (P)aid.  Most vendor invoices will be 
entered as open.  Open status invoices are invoices that have just been received and have not been paid yet.  
The intention is to post the invoices and print checks for them at a later time.  If the vendor invoice has 
already been paid you have the option of specifying so at this time by entering (P)aid for the status.  This is 
one way of doing a manual check, the other would be to print a paper check using a manual check number.  
If you select (P)aid as the status, you will have to enter the bank number, check number, amount paid on 
this invoice, check date and the amount of the check.  If the check is being used to pay multiple invoices, 
the paid amount and the check amount will differ.  A check register entry will be created automatically for 
you.  This one step processing enables you to easily post invoices that otherwise slip through the cracks.  
Invoices can be marked as (H)old to prevent from being paid or sent to the G/L (General Ledger).  Usually 
this status is used for purchase orders waiting for invoice assignment. 
 
Please Note: For invoices that will be manually “updated” to show as a “Paid Status,” make sure your invoice 
is in balance before updating to a “paid” status. 

Distribute 
Enter the distribution template you would like to use for this invoice.  These can be set up in the module 
(APDIST).  Once set up, the template will automatically distribute the invoice amount to whichever profit 
centers and G/L account numbers you have set up. 
 
The General Ledger distribution for an invoice can span up to 1000 different accounts.  A scrolling window 
displays up to three lines of entries at a time.  If there are more lines at either the top or bottom of the 
window, a “-” or “+” indicator will signal it.   
 
CTR 
Enter the profit center for the first line of distribution. 
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Account/Description 
Enter the G/L account number, if you do not know the number, type in a few letters of the account name 
and a pop-up window will appear, at this time you can F1 to page up, F2 to page back, F4 to add a G/L 
account number, F6 to change a G/L account number, or ENTER to select the account you need.  Once you 
have made your selection the description will automatically be filled in on the invoice screen for you. 

 
 
Amount 
Enter the dollar amount you would like distributed to this profit center and this G/L account number. 
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After entering the information for the last distribution, press F9.  You will be given the opportunity to enter a 
text description and/or notes for the vendor invoice.  The text editor will allow you to enter up to fifty lines of 
freeform text.  Several editing capabilities are available while entering the text.  When finished with 
comments, press F9.  You will then be asked “Is everything alright on this invoice?”  Accept the “Y” prompt if 
the invoice is alright, otherwise “N” to edit the invoice.  
 
The invoice amount, less any deductions, must equal the G/L distribution.  Otherwise, you will receive an 
error message that your invoice is out of Balance.  
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Changing a Vendor Invoice (APCHG) 
You may make any necessary corrections to a vendor invoice using the change invoice selection. 

 
When selecting the vendor, enter the vendor number or make your selection from a pop-up window.  Once 
the vendor has been selected, enter the invoice number.  If you do not know the invoice number, you may 
select it from a pop-up window displaying all available invoices.  You may scroll through the invoices by F1 
to page forward, F2 to page back. 
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The window displays the invoice number, status, date, amount, due date and any purchase order attached to 
the invoice.  Using the arrow keys, place the cursor on the invoice to be selected for change and press 
ENTER.  After the selection, the invoice will be retrieved and the data displayed.  You may now change the 
appropriate fields.  See Adding a Vendor Invoice (APADD) above for a detailed explanation of each field. 
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Please Note: You can change the status on the APCHG screen to update invoices with that specific “status.” 
 
Enter the specific vendor, then tab to the Invoice field.  If you know the invoice number, bring up the 
particular invoice in question that you are wanting to update. 
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Otherwise, press return and the system will bring up an invoice “Status” pop-up box.  Choose the status of 
(H)old, (O)pen, (P)aid, (D)eleted, (B)alance, or (A)ll. 

 
In this case, the status of “H” has been selected for Hold status invoices.  Fill in any other fields, if known, to 
filter the results even more specifically.  If unknown, press ENTER after each field in the pop-up box and the 
system will bring up a list of held invoices by the chosen vendor from which you can select. 
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In this example, P:000106-0001 is selected from the list shown below. 
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Make updates to your invoice, to update with the “true” invoice to pay to the vendor, or to change dates.  
Press F6 to list the inventory.  You can also make updates for the accounting entries. 

 
Once you have made all your changes, you will be asked if everything is alright on the invoice.  Answering 
(Y)es will place the cursor at the vendor field allowing you to make another selection.  Answering (N)o will 
allow you to continue making changes on the selected invoice. 
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Converting Purchase Orders to Vendor Invoices 
If you are using our Purchase Order module, you can have the system automatically create an invoice when 
a purchase order has been received. 
 
Purchase Order Parameters (POPARAMS) Module: 

 
If using the Purchase Order Module, and you elected to have invoices created with a (H)old status.  To have 
received purchase orders sent to A/P, you will need to answer (Y)es to “Update A/P,” and then either answer 
(H)old or (O)pen to “AP Status?”.  We strongly encourage you to have the purchase order invoices come over 
with a (H)old status, this way nothing is paid or sent to the G/L until someone has looked it over and 
changed the status to (O)pen.  Below is a screenshot of what the invoice will look like when it comes over.   
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You will then use the Change Vendor Invoice (APCHG) module to update with the vendor invoice number, 
correct dates and dollar amounts, and change status from (H)old to (O)pen.  The purchase order number will 
be used as the invoice number; the assignment of the invoice will be “P:Purchase Order Number-Store 
Number.”  In the event that someone enters a vendor invoice number during receiving, the invoice number 
will be used but with spaces in front so that the invoice number is right-justified and the receive date will be 
used as the invoice date. 
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Displaying Vendor Status (APSTATUS) 
The current status of a vendor may be displayed on the screen. 

 
To select a vendor, enter the vendor number or choose a vendor from a pop-up window.  To choose a vendor 
from the pop-up window, leave the vendor field blank or type a few characters of the vendor name. 
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Press ENTER to select a vendor from the pop-up window. 

 
Press F1 to go forward to the next page in the list of vendors. 
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You may also enter the vendor number directly and press ENTER. 
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Several categories of information are displayed.  Default information is used whenever an invoice is added 
such as buyer, terms, shipment methods, shipping information, and return policies. 
 
Several options are available when viewing the current status of a vendor.  You may scroll through the 
vendor list by pressing F1 to advance to the next vendor number and F2 to go back to the previous vendor 
number. 
 
You may update the information of the displayed vendor by pressing F3.  The cursor will be placed on the 
vendor name field.  You may now update any field on the screen.  Once all corrections have been made, 
press F9.  The changes will be reflected immediately.  You will be returned to the display vendor status 
screen and may make another selection. 
 
All invoices for the selected vendor may be viewed on screen by pressing F4. 

 
You may either enter an invoice number from which to start the display, or press ENTER to display the first 
invoice for this vendor. 
 
 
 
 
 
 
 
 



 
 

Accounting Manual | 2021 
 

1/03/2021 24 | P a g e  
 

 
When you select the invoice option, a window will display a listing of all invoices for the vendor.  The display 
window details invoice information such as the number, status ((O)pen, (B)alance, (D)eleted, (H)old, and 
(P)aid), purchase order number, invoice date, amount, and due date.  You may scroll through the list by 
pressing F1 to page forward and F2 to page back.  Pressing ENTER on the desired invoice will display the 
invoice detail. 
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Several options are available once invoice detail is selected.  G/L distribution may be viewed by pressing F3.  
You may scroll through the distributions by pressing F1 to page forward and F2 to page back.  When finished 
viewing the G/L distribution, press F8. 
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The payments associated with the displayed invoice may be viewed by pressing F4.  This will display the 
bank number, check number, check date, payment amount, and check status ((P)aid or (V)oided). 
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Each invoice may have notes explaining any important details attached to it.  These notes may be 
completely revealed by pressing F5.  If the notes span more than one page, you may scroll through the 
notes by pressing F1 to page forward and F2 to page back.  You may return to the displayed invoice by 
pressing F8. 
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When you are done viewing individual invoices, press F8 to return to the vendor display.  All purchase orders 
for a vendor can be viewed on screen by pressing F6 once you have selected a vendor. 
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You may either enter a purchase order number from which to start the display, or press ENTER to display 
the first purchase order for this vendor. 

 
When you select the purchase order option, a window will display a listing of all purchase orders for the 
selected vendor.  You will see the purchase order number, the type of order ((P)urchase Order or 
(R)equistion), the status ((O)pen, (R)eceived, (B)ackordered, (D)eleted, or (C)ancelled), the purchase order 
date, the vendor number, the store location, the total purchase order amount, and the total payment made 
on this purchase order.  You may scroll through the list by pressing F1 to page forward and F2 to page back.  
Pressing ENTER will display the purchase order detail. 
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Once you have selected a purchase order you can then view the item detail of the purchase order by 
pressing F4.  If the items on the purchase order span more than one page you can press F1 to page forward 
and F2 to page back.  You may return to the previous page by pressing F8. 
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Press F8 to get to the vendor display screen. 

 
If you want to view any Inventory Received, press F6 to list any inventory. 
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If there are no Inventory items, the display will only contain the headings for the inventory fields: 
o Serial number of items received 
o Model number of items received 
o Received quantity 
o Cost of items 
o Status of items 
o Current location 
o Received location 
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If there are inventory items that have been received, the display will show this same type of information.  
Bring up your vendor invoice and press F6. 
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Listing a Vendor Invoice (APLST) 
You may view on the screen all invoices for a vendor. 

 
When selecting invoices to be listed, you may specify a beginning vendor and invoice number (the pop-up 
window is not available in this module so you will need to know the vendor number).  Leaving both of these 
fields blank will result in the listing to start at the beginning of the data file. 
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You may scroll through the invoices by pressing F1 to page forward and F2 to page back. 
 
The information displayed includes the vendor number and name, invoice number, date, amount, purchase 
order number, and invoice status. 
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Showing a Vendor Invoice (APSHO) 
You may view a particular vendor invoice on screen using Show AP.  When using the show “option,” you 
have no editing features at all. 

 
The vendor number may be entered or selected from a pop-up window.  You may also select the invoice from 
a window displaying all of the vendor’s invoices.  Once the invoice is selected, all information is displayed. 
 
You may also select by vendor and a particular status of invoices.  Please see the selection of a specific 
status of an invoice in the Changing a Vendor Invoice (APCHG) section, located in this chapter. 
 
While an invoice is displayed, several options are available to display related information.  You may scroll 
through the vendor invoices by pressing F1 to go to next invoice or F2 to go to the previous vendor invoice.  
When the last invoice on file has been displayed by pressing F1, you will receive a message that there are no 
more invoices to be displayed. 
 
The G/L distribution for the invoice may be viewed by pressing F3. 
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You may scroll through the distributions by pressing F1 to page forward and F2 to page back.  You may 
return to the displayed invoice by pressing F8. 
 
The payments associated with the displayed invoice may be viewed by pressing F4. 
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Pressing any key will return you to the displayed invoice. 
 
Each invoice may have notes explaining any important details.  These notes may be displayed by pressing 
F5. 
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You can scroll through the notes by pressing F1 to page forward and F2 to page back.  You may return to the 
displayed invoice by pressing F8. 
 
You may display the invoices of another vendor by pressing ENTER to restart the selection process.  You 
may return to the menu by pressing F8. 
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Selecting Invoices for Payment 
Vendor invoices may be selected for payment automatically or manually. 
 
Vendor invoices may be selected automatically by specifying a due date when you print the checks.  This 
will tell the system to select all (O)pen invoices with due dates that fall on or before the due date that was 
entered. 
 
Vendor invoices may be selected manually by two different methods.  The first method involves displaying 
the invoices for a particular vendor.  Only the invoices for the specified vendor will appear in the listing.  The 
second method involves displaying all open invoices by due date. 
 
To select invoices, go to the Accounts Payable (AP) menu and select Check Menu. 
 

Select Invoices by Vendor (APSEL) 

 
Vendor 
The vendor number may be entered, or you may make your selection from a pop-up window.  Press ENTER 
and the pop-up window will display. 
 
You may scroll through the listing by pressing F1 to page forward or F2 to page back.  The vendor is selected 
by placing the cursor on the name and pressing ENTER. 
 
All of the (O)pen invoices will be displayed after you select the vendor.  You may scroll through the listing by 
pressing F1 to page forward or F2 to page back. 
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Information such as invoice number, status, invoice amount, and due date will be displayed.   
 
Because partial payments may be made against the invoice, the amount column displays the balance of the 
invoice total to be paid. 
 
To select a specific invoice, enter a (Y)es in the first column.  You can deselect invoices by entering a (N)o in 
the first column. 
 
Enter the amount of the payment.  A partial payment may be made against the invoice.  When a partial 
payment has been made, the status of that invoice remains (O)pen until it has been paid in full. 
 
After you have selected all invoices for this vendor, press F9 to update your selections and to bring you back 
to the top to select another vendor or F8 to return to menu. 
 
Invoices that are selected for payment, using this manual selection process, will be printed the next time 
you print checks and the due date does not factor into the selection. 
 
Invoices that have a (H)old status are displayed but may not be selected for payment. 
 

Select Invoices by Due Date (APSELDUE) 
Selection by due date is very convenient when you have a select amount of money allocated for vendor 
payment.  After the bank account is selected, the invoices are displayed with the oldest due date invoice 
appearing first. 

 
Several options are available from this module.  Press F1 to page forward and F2 to page back.   
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Once you have returned to the screen with invoices listed by due date, press F4 to select invoice for 
payment. 

 
Several bits of information are provided on this screen: indicator for payment, the amount you would like to 
pay (it will default to the amount of the invoice), due date (starts with oldest due date), pay to vendor name, 
invoice number, and invoice amount. 
  
As the invoices are selected for payment, a running total of the selected invoices is calculated and displayed 
in the upper right portion of the screen. 
 
To select a specific invoice, you press F4 and that will put a “Y” in the first column.  You may then type in 
the amount of the invoice you would like to pay or allow it to default to the full invoice amount by pressing 
ENTER. 
 
If you decide not to print a check for a particular invoice that you already selected, you may press F6 to 
unselect. 
 
Invoices that are selected for payment, using this manual selection process, will be printed the next time 
you print checks and the due date does not factor into the selection. 
 
Invoices that have a (H)old status are displayed but may not be selected for payment. 
 
Since several invoices may be listed per vendor, pressing F5 lets you look at the invoice to ensure that it is 
the correct invoice to pay. 
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Several options are available once invoice detail is selected.  G/L distribution may be viewed by pressing F3.  
You may scroll through the distributions by pressing F1 to page forward and F2 to page back.  When finished 
viewing the G/L distribution, press F8. 
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The payments associated with the displayed invoice may be viewed by pressing F4.  This will display the 
bank number, check number, check date, payment amount, and check status ((P)aid or (V)oided).  
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Each invoice may have notes explaining any important details attached to it.  These notes may be 
completely revealed by pressing F5.  If the notes span more than one page, you may scroll through the 
notes by pressing F1 to page forward and F2 to page back.  You may return to the displayed invoice by 
pressing F8. 

 
When you have completed making your selections, press F8 to return to the menu. 
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Printing Checks 
You may print checks automatically or manually.  No matter which procedure you choose, you will still use 
the two following modules: Print Preview Check Report (APPREVUE) and the actual Print Checks 
(APCHECK) module.  To find these two modules, go to the Accounts Payable (AP) menu and select Check 
Menu. 
 

Print Preview Check Report (APPREVUE) 
The A/P Print Preview Check Report provides a listing of all invoices that will be processed when the checks 
are printed.  In order for it to work properly you must fill in the same information as you will when you 
actually print the checks. 

 
Bank 
The bank account number must be entered and must be a valid bank account on file.  If the number is not 
readily available, enter a few characters of the name and a pop-up window will be provided from which you 
may select the appropriate bank account.  The bank account selected is the bank account from which the 
funds will be drawn to write the checks in this check run. 
 
Check Number 
Enter in the next check number.  This check number will appear on the first check to be actually printed.  
The check numbers will be generated sequentially as needed and will appear on the check itself.  You must 
ensure that the check number generated matches the check number pre-printed on the checks.  Once you 
have ran a check run using these programs the system will automatically put the next check number in this 
field.  You will need to override the next check number if you pulled any checks out for a manual run in 
between system check runs. You are not allowed to reuse check numbers on the same bank.  If the range of 
numbers you are printing includes a duplicate, you will be notified with a message that a duplicate entry 
exists. 
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Check Date 
Enter the check date you want to appear on the check.  This will be the date that goes to General Ledger for 
the bank and A/P trade account reduction. 
 
Due Date 
The due date field should be used if you want to use the automatic selection by entering the latest due date 
you want selected for payment.  If you have manually selected invoices using the “Select by Due Date” or 
“Select by Vendor,” you need to leave the due date field blank. 
 
Discount Date 
Not used. 
 
Sort Option 
You have two options for the sequence in which the checks will be printed. You may either sort by vendor 
name or vendor number, whichever is the most convenient for your company. 
 
Print Notes 
Enter a Yes to print order notes or leave as No to omit notes. 
 
Vendor Group 
Vendor group is set up within the vendor master file.  It was initially designed for companies that had more 
than one person responsible for check printing.  This will then only print checks for vendors that have that 
vendor group attached to their master file.  Another use would be for different types of check runs.  For 
example, you could set up an “INV” vendor group that would only be attached to inventory vendors, so you 
could have a check run for strictly payment of inventory. 
 
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.  You may also leave this setting as No 
 
Once all parameters are entered, press F9 to begin the printing process. 
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The resulting report should match the results if you were to process checks with the same values as 
supplied. 
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Print Checks (APCHECK) 
You are asked to specify several parameters when printing checks.  These should be filled in exactly as you 
did when running the Preview Check Report. 

 
Bank 
The bank account number must be entered and must be a valid bank account on file.  If the number is not 
readily available, enter a few characters of the name and a pop-up window will be provided from which you 
may select the appropriate bank account.  The bank account selected is the bank account from which the 
funds will be drawn to write the checks in this check run. 

Check Number 
Enter in the next check number.  This check number will appear on the first check to be actually printed.  
The check numbers will be generated sequentially as needed and will appear on the check itself.  You must 
ensure that the check number generated matches the check number pre-printed on the checks.  Once you 
have ran a check run using these programs the system will automatically put the next check number in this 
field.  You will need to override the next check number if you pulled any checks out for manual run in 
between system check runs.  You are not allowed to reuse check numbers on the same bank.  If the range of 
numbers you are printing includes a duplicate, you will be notified with a message that a duplicate entry 
exists. 

Check Date 
Enter the check date you want to appear on the check.  This will be the date that goes to General Ledger for 
the bank and A/P trade account reduction. 

Due Date 
The due date field should be used if you want to use the automatic selection by entering the latest due date 
you want selected for payment.  If you have manually selected invoices using the “Select by Due Date” or 
“Select by Vendor,” you need to leave the due date field blank.
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Discount Date 
Not used. 
 
Sort Option 
You have two options for the sequence in which the checks will be printed. You may either sort by vendor 
name or vendor number, whichever is the most convenient for your company. 
 
Vendor Group 
Vendor group is set up within the vendor master file.  It was initially designed for companies that had more 
than one person responsible for check printing.  This will then only print checks for vendors that have that 
vendor group attached to their master file.  Another use would be for different types of check runs, for 
example, you could set up an “INV” vendor group that would only be attached to inventory vendors, so you 
could have a check run for strictly payment of inventory. 
 
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.  You may also leave this setting as No. 
 
Once all parameters are entered, press F9 to begin the printing process. 
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You are then given an opportunity to print a dummy check in order to test the alignment.  Please note that 
you are going to void a check if you test the alignment.  The voided check will be entered in the check 
register to provide a full audit of the checks that were processed.  Testing the printer alignment is a 
beneficial process if you are unsure of the proper setting for the checks on the printer.  The system doesn’t 
print the dummy check until you say “N” to the print test check question.  If you feel more comfortable with 
two dummy checks, enter “Y” twice to the test question and then press ENTER.  This will print two dummy 
checks before beginning the actual check run.  Eventually, you will become more comfortable with loading 
the checks and not need to print the alignment check. A message will display on the bottom line of the 
screen letting you know that the checks are being processed. 
 
If you are printing AP checks using a Brother Printer: 

o Manual Feed Tray – Order checks “Face Up” in sequential order (place checks in the manual feed 
tray face up, top check feeds first, checks in normal order). 

o Bottom Tray – Order checks “Face Down” in reverse sequence (put checks in the tray face down and 
the numbers in reverse order). 
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If something goes wrong during the course of printing checks (e.g., the printer jams), you have the option of 
voiding any bad checks.  When all of the checks are printed, you will be asked if everything went alright. 

 
If all of the checks printed fine, you should enter a (Y)es.  If all checks printed correctly, and one or more of 
the checks required a supplemental list of invoices that did not fit on the check itself, you will be asked if 
you are ready to print that list.  You will want to remove checks from the printer and feed regular paper back 
into printer before saying yes to print supplemental list. 
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If all of the checks did not print correctly, you should enter a (N)o.  You will then be given the opportunity to 
void any misprinted checks.  You will automatically be brought to a void check screen. 

 
By specifying beginning and ending check numbers, you will void an entire block of checks.  It will only 
allow you to void check numbers that were assigned to this check run.  Once you have entered in the check 
numbers to be voided, press F9.  It will void the checks and then take you back to the menu.  The invoices 
that were on the voided checks will be reinstated to an (O)pen status and remain selected for payment for 
the next check run.  Sometimes it might be necessary to void several blocks of bad checks.  In this instance, 
pick the largest block during the regular check process and then manually void the rest using the Void 
Check (APVOID) module. 
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List Checks (APCHKLST) 
You may list all check numbers that have been used by the system. 

 
Starting Bank 
Enter the bank number you would like to list or leave blank to start from the beginning of the file. 
 
Check 
Enter the check number you would like to start viewing or leave blank to start from the beginning of the file. 
 
Press F1 to page forward and F2 to page back. 
 
The listing shows the bank number, check number, vendor number, vendor name, check date, check 
amount, check status ((P)aid or (V)oided), and date cleared if using the bank reconciliation programs. 
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Void Checks (APVOID) 
There are two types of checks that can be voided: checks assigned to vendors and checks that were never 
assigned or zero amount checks.  The same module is used for handling both types of checks. 
 
Go to the Accounts Payable (AP) menu by pressing F10 and using the AP module.  Select Check Menu. 
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Select Void Checks. 
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Voiding a Zero Amount Check 

 
Bank 
Enter the bank number or select the bank from a pop-up window. 
 
Check Number 
Enter the check number to be voided. 
 
If the check number that you entered is not currently on file to a vendor, it is assumed that you would like 
to void a check that has not been used already.  These checks are referred to as zero amount checks, since 
they have no dollar amount associated with them.  Although you do not have to enter these checks, it is 
suggested that you do since the check register will contain a sequential list of all checks.  This will make 
auditing much easier. 
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You will be prompted for the date that will be entered in the check register as the void date for the check. 
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If the check is a zero amount check and you respond with a (Y)es, a message will be displayed letting you 
know that the voided check has been accepted.  A (N)o answer will not void the check and will let you enter 
a new bank number and check number to be voided. 
 
Checks that have been printed or entered manually follow a slightly different procedure.  In order to void a 
check with a dollar amount associated with it, you must answer a few additional questions.  Press any key 
to continue, and this puts you back on the APVOID module. 
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Voiding a Check with a Dollar Amount(s) 
Select Check Menu then Void Checks, or press F10 to use the Void Checks module (APVOID). 

 
  



 
 

Accounting Manual | 2021 
 

1/03/2021 62 | P a g e  
 

Input your bank number and specific check number to re-open. 
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Validate the vendor, check date, and check amount to ensure that this is the check that you want to “void.”  
Enter (Y)es to the question if you wish to void this check.  Otherwise, enter (N)o to re-enter a new bank and 
check number. 
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If you entered (Y)es to the “Is this the check to be voided?” question, then the “current date” will display as 
the effective date of the voided check.  This is a date that you can update.  It will also display the message 
to let you know that Inventory Invoices will be changed to an OPEN status.  To correct an inventory 
invoice, you can enter a credit memo. 

 
We can change the “effective” date to be in the correct date range, as seen in the upper right-hand corner.  
We are changing the effective date to 6/19/18. 
  



 
 

Accounting Manual | 2021 
 

1/03/2021 65 | P a g e  
 

Enter (Y)es in the Delete Inv? field and you will be asked if you would like to view the invoices that are tied 
to this check. 
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Enter (L)ist for a list of invoices tied to the check so that you can view them, or enter (Y)es to immediately 
void the check.  If you enter (Y)es, there will not be a display of the invoices. 
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If you had entered (L)ist for a list of the invoices, then you will receive this display of the invoices and what 
“type” of invoice they are: 

 
In the invoice list, any Inventory Invoices will be marked as an OPEN status and any Non-Inventory 
Invoices will be marked as a DELETED status. 
 
Press F10 to exit, and the screen will take you back to the Void Checks screen.  It will ask, “Do you still want 
to VOID check and delete invoice?” (i.e., re-open the Inventory Invoices). 
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Enter (Y)es to this question, and the Inventory Invoices will be marked as an OPEN status.  The check will 
be marked as voided.  Any Non-Inventory Invoices will be marked as a DELETED status. 
 
If you entered (N)o, then the invoices will still be marked PAID, and the check will still be valid. 

 
To review the check that you voided, list your checks to see its status. 
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Go back to the A/P Menu (AP) and select Inquiry Menu to display your voided check. 
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Select List Checks. 
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Input the bank number and check number. 
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The example voided check was bank code 30 and check number 15906.  If you do not enter a check number, 
it will start with the first check for this bank and display a list of checks. 

 
After entering the check number, press ENTER. 
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You will receive a list of A/P Checks in numerical order, starting with the check number you listed.  Press F1 
to go forward in the list, and press F2 to go back. 

 
You will see the bank number, check number, vendor number, vendor name, voided date, and the check 
amount, as well as the status of the check: (V)oided. 
 
In this example, it was invoice 349871 for the vendor Whirlpool Appliance with a status now of “OPEN.”  The 
invoices can be selected to be paid on a new check run.  You can enter manual information to mark the 
invoice(s) as paid, or you can do what you were going to perform with these invoices, since they now are in 
an “OPEN” status. 
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Voiding a Check with a Mixture of Paid, Inventory, and Non-Inventory Invoices 
Select A/P Menu (AP), Check Menu, and Void Checks, or press F10 to use the Void Checks module 
(APVOID). 
 
Input your bank number and specific check number to re-open. 
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Validate that the vendor, check date, and check amount are correct for the check you want to “void.”  Enter 
(Y)es to the question if you wish to void this check.  Otherwise, enter (N)o to re-enter a new bank and check 
number. 

 
  



 
 

Accounting Manual | 2021 
 

1/03/2021 76 | P a g e  
 

If you entered (Y)es to the “Is this the check to be voided?” question, then the “current date” will display as 
the effective date of the voided check.  This is a date that you can update.  It will also display the message 
to let you know that Inventory Invoices will be changed to an “OPEN” status.  To correct an Inventory 
Invoice, you can enter a credit memo. 

 
We can change the date to be in the correct date range, as shown in the upper right-hand corner.  We are 
changing to the effective date to be 6/21/18. 
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Enter (Y)es in the Delete Inv? field and you will be asked if you would like to view the invoices that are tied 
to this check. 
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Enter (L)ist for a list of invoices tied to the check so that you can view them or enter (Y)es to immediately 
void the check.  If you enter (Y)es, there will not be a display of the invoices. 
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If you had entered (L)ist for a list of the invoices, then you will receive this display of the invoices and what 
“type” of invoice they are: 

 
Press F1 to page forward if you have more invoices to display.  Press F2 to page back to the previous page of 
invoices.  This tells you that the Non-Inventory Invoices will be marked as a DELETED status and the 
Inventory Invoices will be marked as an OPEN status if you continue with “voiding” this check. 
 
Press F10 to exit, and the screen will take you back to the Void Checks screen.  It will ask, “Do you still want 
to VOID check and delete invoice?” (i.e., re-open the Inventory Invoices). 
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Enter (Y)es to this question, and the Inventory Invoices will be marked as an OPEN status.  The check will 
be marked as voided.  Any Non-Inventory Invoices will be marked as a DELETED status. 
 
If you entered (N)o, then the invoices will still be marked PAID, and the check will still be valid. 

 
To review the check that you voided, list your checks to see its status. 
  



 
 

Accounting Manual | 2021 
 

1/03/2021 81 | P a g e  
 

Go back to the A/P Menu (AP) and select Inquiry Menu to display your voided check. 
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Select List Checks. 
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Input your bank number and check number. 
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The example voided check was bank code 30 and check number 15908.  If you do not enter a check number, 
it will start with the first check for this bank and display a list of checks. 

 
Press ENTER. 
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You will receive a list of A/P Checks in numerical order, starting with the check number you entered. 

 
You will see the bank number, check number, vendor number, vendor name, voided date, and the check 
amount, as well as the status of the check: (V)oided. 
 
Now you can update your invoice(s).  In this example, the Inventory Invoice 91502960 for the vendor 
Whirlpool Appliance will now have a status of OPEN. 
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Go to the A/P Menu (AP) and select Invoice Menu. 

 
  



 
 

Accounting Manual | 2021 
 

1/03/2021 87 | P a g e  
 

Select Change Invoice. 
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Enter the Vendor Number and Inventory Invoice.  In this example, the vendor is 791 Whirlpool Appliance 
and the invoice is 91502960. 

 
Notice that the Inventory Invoice is now marked as “OPEN.”  You can select to issue payment on a new 
check run.  You can enter manual information to mark the invoice as paid, or you can do what you were 
going to perform with this invoice since it is now an “OPEN” status. 
 
You would be able to list any other Inventory Invoices in this same manner, as well as any updates that you 
would like to make. 
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In this example, the Non-inventory Invoices are PALLETS10, HOSES1235, and BOXPAD39 for the vendor 
Whirlpool Appliance. 

 
Notice that the Non-Inventory Invoice is now marked as “DELETED.” 
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General Ledger Interface (APGLRPT) 
The Accounts Payable G/L Analysis Report serves as the interface with the General Ledger module.  It can 
optionally update the General Ledger module with the periodic journal entries that result from routine 
Accounts Payable processing. 

 
Print Type 
There are several Print Type choices:  (E)mail, (P)df, (R)eportal, or (F)ile/Printer.  Select the appropriate print 
type for submittal of this report.   
 
File or Email Address 
If requesting the submittal of this report as: 

o (E)mail – Enter your email address 
o (P)df – Enter your filename 
o (R)eportal – Enter your specific directory in which to produce the file 
o (F)ile/Printer – Specify the file name or printer ID.  

 
Press ENTER and the next details will display for entering specific details for your report, PDF, or file to be 
produced. 
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Update G/L Journal 
In addition to printing the G/L analysis Report, you can choose to automatically generate the journal entries 
for the period’s transactions by entering (Y)es to update the G/L journal.  If you select the (N)o option, you 
will receive a report of activity with all of the information that you need to manually post the journal entries 
yourself or just to review. 
 
Include Details 
The journal entries that you create can be either at the summary or detail level.  Detail level G/L transactions 
are very good if you would like to analyze the changes to a certain account over the course of time.  The 
journal entries will include the detail for each individual vendor invoice that was posted during the period 
selected.  You will be able to easily locate the vendor invoices that were paid by each journal entry, since the 
transaction detail will include this information.  On the other hand, summary level transactions are 
generated from the account total information, thereby minimizing the number of entries created. 
 
Include Notes 
Enter (Y)es to include any notes attached to the invoices when posting to the General Ledger. 

 

 

 

 



 
 

Accounting Manual | 2021 
 

1/03/2021 92 | P a g e  
 

Beginning Period Date/Ending Period Date 
Enter the beginning and ending dates for which you would like to report and or post.  They default to the 
dates for the current operating period that appeared in the upper right corner of the screen during 
transaction entry. 
 
Please Note: If you answered (Y)es to “Update G/L Journal,” make sure you go into (DATES) and change the 
“Everywhere Else Dates” to the next operating month as soon as the report has completed. 
 
If you try to update the G/L again, the system will give you the following message as soon as you type in 
the “Beginning Period Date.” 

 
This warns you that you have interfaced A/P to the G/L for this period already.  If you tried to interface in 
error, just press ENTER and press F8 to return to the menu.  If you had already interfaced to G/L and purged 
the transactions so you could repost answer (Y)es to continue running the interface.  Otherwise, if you 
answer (Y)es to continue and interface a second time, without purging, you will duplicate the A/P 
transactions in the G/L.  You will then need to use the Purge G/L Details (PURGEDET) module to get rid of 
the double entry and then rerun the A/P interface. 
 
Journal Entry Date 
Summary level journal entries require a journal entry date, this would be the G/L entry date for the A/P trade 
account, cash accounts and, if you chose not to include detail, all other accounts.  This date should fall 
between the beginning and ending dates selected, usually is the last day of the month. 
 
The G/L Interface has the capability to generate three different reports (each by email, PDF, Reportal file, or 
file/printer): an invoice report by vendor, a G/L account number summary report, and a G/L account analysis 
report. 
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Print Invoice Section/All Details 
Enter (Y)es to “Print Invoice Section” if you want to print an invoice report by vendor.  Enter (Y)es to “All 
Details” if you want all notes and invoice information to print with the report. 

 
The beginning balance on this report should equal the ending balance to the month prior. 
 
Invoices added are all invoices that were entered with an expense date of the period you are running the 
report. 
 
Invoices paid are all invoices that were paid with a check date of the period you are running the report. The 
ending balance should be used to balance against the G/L account balance of your A/P Trade account 
number (see the APPARAMS module for this information). 
 
The only exception to this is if there is a dollar figure in the “Charged After Ending Date” (bottom section of 
this report).  This figure would then need to be either subtracted from the Ending Balance total or a journal 
entry would need to be done, moving it from the A/P trade account to a prepaid asset account.  The 
“Charged After Ending Date” would include invoice amounts that had check dates in a month prior to 
expense dates.  For example, rents are usually prepaid, so the check date could be 01/25/18, but you actually 
expensed the invoice in 02/01/18. 
 
Print G/L Summary 
Enter (Y)es to “Print G/L Summary” if you want to print a G/L Account Summary report. 

 
This report gives you company, G/L account number, profit center/store, G/L account description, and 
summary total of what went to the G/L from A/P. 
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Print G/L Analysis 
Enter (Y)es to “Print G/L Analysis” if you want to print a G/L Account Analysis Report. 

 
This report gives you the same information as the G/L Analysis Report with the invoice detail.  The invoice 
detail includes the invoice date, invoice number, vendor number, vendor name, invoice total, G/L account 
amount, check number, paid date, purchase order number, and invoice expense date. 
 
Once all parameters are entered, press F9 to begin the formatting of this data (email, PDF, Reportal, or 
file/printer) with the specific details that were provided. 
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Accounts Payable Report Menu (APREPORT) 
Several Accounts Payable reports are available for analyzing your data.  All reports are parameter driven, 
allowing you maximum flexibility. 
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Aging Report (APAGERPT) 
The Accounts Payable Aging Report provides a projected cash flow analysis used in determining future 
payment requirements.  The aging date determines the date from which aging is based. 

 
Vendor Selection 
Enter a Beginning and Ending Vendor number for the A/P invoices that will be printed.  If you press ENTER 
for the beginning vendor number, the system will “print” the first vendor in the file that matches the date 
you select for the A/P Aging. 
 
Aging Date 
Enter the date you would like the A/P to run. 
 
Sort Option 
You have two options for the sequence in which the A/P invoices will be printed.  You may either sort by 
Vendor Number or Name, whichever is the most convenient for your company. 
 
Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name.  You can also leave this setting as No. 
 
Compress 
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. 
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Once all parameters are entered, press F9 to begin the printing process. 
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Bank Reconciliation Report (BKRECRPT) 
The Bank Reconciliation Report is a detailed explanation of bank transactions within the specified ranges. 

 
Beginning Bank Number/Ending Bank Number Range 
The report may be limited by entering a beginning and ending bank number or you may leave them blank to 
get all banks. 
 
Beginning Trans Date/Ending Trans Date Range 
The report may be limited by entering a beginning and ending transaction date or you may leave blank to 
get all dates. 
 
Beginning Document Number/Ending Document Number Range 
The report may be limited by entering a beginning and ending document number or you may leave blank to 
get all document numbers. 
 
Order Type 
You may specify an order type.  The different types are C)hk, (D)ep, (F)ee, (I)nt, (M)isc, (S)vcChg, (T)rnsfr, 
(V)oid, (R)trnCk, or (A)ll. 
 
Description 
You may input a full or partial description, or you may leave blank to get all descriptions. 
  
Status 
You may input transaction status to include (C)leared, (O)utstanding, or (B)oth. 
 
Clear Date Range 
You may input the beginning cleared date to be included or you may leave blank for all. 
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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 Bank Reconciliation Report by Vendor Name. 
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The following is an example of the Bank Reconciliation Report by Vendor Number. 
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Cash Flow Report (FLOWANAL) 
The Cash Flow Report is designed for companies using the Accounts Payable and Accounts Receivable 
modules.  It provides an analysis on expected incoming and outgoing funds. 

 
Include Details 
Answer (Y)es to include all details on the report produced. 
 
Report Dates 
You may specify up to five date ranges with your choice of increments. 
 
Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 
 
Control Printer 
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. 
  



 
 

Accounting Manual | 2021 
 

1/03/2021 102 | P a g e  
 

Once all parameters are entered, press F9 to begin the printing process. 
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Check Report (APCHKRPT) 
The Accounts Payable Check Report provides options for analyzing a wide range of check related events.  
Multiple selection criteria give you the capability to narrow the scope of the analysis to include only the 
information that you require. 

 
Beginning Bank/Ending Bank 
The report may be limited by entering a beginning and ending bank number or you may leave them blank to 
get all banks. 
 
Beginning Vendor/Ending Vendor 
The report may be limited by entering a single or a range of vendor numbers.  You may also leave them 
blank to get all vendors. 
 
Beginning Vendor Group/Ending Vendor Group 
The report may be limited by entering a single or range of vendor groups.  You may also leave them blank to 
get all vendor groups. 
 
Beginning Check Number/Ending Check Number 
The report may be limited by entering a single or range of check numbers.  You may also leave them blank to 
get all check numbers. 
 
Beginning Payment Date/Ending Payment Date 
The report may be limited by entering a single or range of payment dates.  You may also leave them blank to 
get all payment dates. 
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Beginning Date Cleared/Ending Date Cleared 
The report may be limited by entering a single or range of cleared dates.  You may also leave them blank to 
get all cleared dates. 
 
Beginning Date Voided/Ending Date Voided 
The report may be limited by entering a single or range of voided dates.  You may also leave them blank to 
get all voided dates. 
 
Sort Option 
This report has three sort options, (C)heck number, (N)ame, or (V)endor number. 
 
Order Status 
The report may be run by order status, (P)aid, (V)oid, or (A)ll. 
 
Include Option 
This option is to be used by those using the Bank Reconciliation (BKRECON) module (see Chapter 4: Bank 
Reconciliation).  You may select the status of (C)lear, (O)utstanding, or (A)ll items from bank reconciliation to 
print on the report. 
  
Include Invoices 
You may select (Y)es to have the invoice(s) information print on the report. 
 
Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 
 
Compress 
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. 
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Example of detail information requested to print: 

 
 
Once all parameters are entered, press F9 to begin the printing process. 

 
 
 

 
 

 

 

 



 
 

Accounting Manual | 2021 
 

1/03/2021 106 | P a g e  
 

Expense Report (APEXPENS) 
The Expense Report provides you with summary and detail level general ledger information. 

 
Print Type 
There are several Print Type choices:  (E)mail, (P)df, (R)eportal, or (F)ile/Printer.  Select the appropriate print 
type for submittal of this report. 
 
File or Email Address 
If requesting the submittal of this report as: 

o (E)mail – Enter your email address 
o (P)df – Enter your filename 
o (R)eportal – Enter your specific directory in which to produce the file 
o (F)ile/Printer – Specify the file name or printer ID.  

 
Press ENTER and the next details will display for entering specific details for your report, PDF, or file to be 
produced. 
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Beginning Account/Ending Account 
The report may be limited by entering a single or range of G/L account numbers.  You may also leave them 
blank to get all G/L account numbers. 
 
Beginning Vendor/Ending Vendor  
The report may be limited by entering a single or range of vendors.   You may also leave them blank to get all 
vendors. 
 
Beginning Vendor Grp/Ending Vendor Grp 
The report may be limited by entering a single or range of vendor groups.  You may also leave them blank to 
get all vendor groups. 
 
Include Hold Invoices 
Enter (Y)es to include held invoices. 
 
Vendor Sort Option 
Enter (Y)es to print Vendor Sort option report. 
 
Beginning Period Date/Ending Period Date 
Enter the beginning and ending dates of the periods you would like to report.   
 
Export Rpt Details? 
Enter (Y)es to create an export file of the report details. 
 
Print G/L Summary 
Enter (Y)es to print the G/L Summary section of the report. 
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Print G/L Analysis 
Enter (Y)es to print the G/L Analysis section of the report. 
 
Once all parameters are entered, press F9 to begin the printing process. 
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Invoice Report (APRPT) 
The Accounts Payable Invoice report provides options for analyzing a wide range of vendor invoice related 
information.  Multiple selection criteria give you the capability to narrow the scope of any analysis to 
include only the information that you require. 

 
Beginning Vendor/Ending Vendor 
The report may be limited by entering a single or a range of vendor numbers.  You may also leave them 
blank to get all vendors. 
 
Beginning Operator/Ending Operator 
The report may be limited by entering a single or a range of operator numbers.  You may also leave them 
blank to get all operators.  This option is used in conjunction with the entry date option to batch out daily or 
weekly entries by employee for auditing purposes. 
 
Beginning PO Number/Ending PO Number 
The report may be limited by entering a single or a range of PO numbers.  You may also leave them blank to 
get all PO Numbers. 
 
Beginning Inv Date/Ending Inv Date 
The report may be limited by entering a single or a range of invoice dates.  You may also leave them blank to 
get all invoice dates. 
 
Beginning Expense Date/Ending Expense Date 
The report may be limited by entering a single or a range of expense dates.  You may also leave them blank 
to get all expense dates. 
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Beginning Entry Date/Ending Entry Date 
The entry date is a hidden date within the system, it is the actual date the invoice was entered into the 
system.  The report may be limited by entering a single or a range of entry dates. You may also leave them 
blank to get all entry dates.  
 
Beginning Paid Date/Ending Paid Date 
The report may be limited by entering a single or a range of paid dates. You may also leave them blank to get 
all paid dates. 
 
Beginning Due Date/Ending Due Date 
The report may be limited by entering a single or a range of due dates. You may also leave them blank to get 
all due dates. 
 
Invoice Status 
The Invoice Status may be one of the following: (O)pen, (H)old, (P)aid, (B)alance, Ac(T)ive, (D)eleted, or (A)ll. 
 
Beginning Vendor Group/Ending Vendor Group 
The report may be limited by entering a single or range of vendor groups. You may also leave them blank to 
get all vendor groups. 
 
Include Notes 
Enter (Y)es to include any notes available on the invoices. 
 
Print Dist Details 
Enter (Y)es to print General Ledger Distribution detail on report. 
 
Print Acct Totals 
Enter (Y)es to print General Ledger account totals at the end of the report. 
 
Validate PO 
Enter (Y)es to validate each PO. 
 
Sort Option 
There are four sort options available: (V)endor Number, (N)ame, (P)/O Number, or (I)nvoice Nbr. 
 
Print Inventory 
Enter (Y)es to print Inventory detail on report. 
 
Only Use Tax Inv 
Enter (Y)es to ONLY print invoices subject to use tax. 
 
Printer ID 
The Printer ID defaults to that on your operator record. This value may be overridden with another printer or 
file name. 
 
Compress 
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. 
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Once all parameters are entered, press F9 to begin the printing process. 
Please Note: The last page of the report will print a listing of the parameters used when the report was 
generated 
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Preview Report (APPREVUE) 
The A/P Preview Check Report provides a listing of all invoices that will be processed when the checks are 
printed.  In order for it to work properly, you must fill in the same information as you will when you actually 
print the checks. 

 
Bank 
The bank account number must be entered and must be a valid bank account on file.  If the number is not 
readily available, enter a few characters of the name and a pop-up window will be provided from which you 
may select the appropriate bank account.  The bank account selected is the bank account from which the 
funds will be drawn to write the checks in this check run. 
 
Check Number 
Enter in the next check number.  This check number will appear on the first check to be actually printed.  
The check numbers will be generated sequentially as needed and will appear on the check itself.  You must 
ensure that the check number generated matches the check number pre-printed on the checks.  Once you 
have ran a check run using these programs the system will automatically put the next check number in this 
field.  You will need to override the next check number if you pulled any checks out for manual in between 
system check runs. You are not allowed to reuse check numbers on the same bank.  If the range of numbers 
you are printing includes a duplicate, you will be notified with a message that a duplicate entry exists. 
 
Check Date 
Enter the check date you want to appear on the check.  This will be the date that goes to General Ledger for 
the bank and A/P trade account reduction. 
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Due Date 
The due date field should be used if you want to use the automatic selection by entering the latest due date 
you want selected for payment.  If you have manually selected invoices using the “Select by Due Date” or 
“Select by Vendor,” you need to leave the due date field blank. 
 
Discount Date 
Not used. 
 
Sort Option 
You have two options for the sequence in which the checks will be printed. You may either sort by vendor 
name or vendor number, whichever is the most convenient for your company. 
 
Print Notes 
Enter (Y)es to Print Order Notes or (N)o to omit Notes. 
 
Vendor Group 
Vendor group is set up within the vendor master file.  It was initially designed for companies that had more 
than one person responsible for check printing.  This will then only print checks for vendors that have that 
vendor group attached to their master file.  Another use would be for different types of check runs, for 
example, you could set up an “INV” vendor group that would only be attached to inventory vendors, so you 
could have a check run for strictly payment of inventory. 
 
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. 
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Once all parameters are entered, press F9 to begin the printing process. 

The resulting report should match the results if you were to process checks with the same values as 
supplied. 
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Requirements Report (CASHOUT) 
The Requirements report provides you with means of projecting cash requirements for defined periods. 

 
Beginning Vendor/Ending Vendor 
The report may be limited by entering a single or a range of vendor numbers.  You may also leave them 
blank to get all vendors. 
 
Include Details 
Enter (Y)es to include all details that apply. 
 
Report Dates 
You may specify up to five date ranges with your choice of increments. 
 
Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 
 
Control Printer 
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. 
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Example of output requested using report dates: 

 
Once all parameters are entered, press F9 to begin the printing process. 
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Trial Balance Report (APTRLBAL) 
The Accounts Payable Trial Balance report provides you with a running balance by vendor. 

 
Beginning Vendor/Ending Vendor 
The report may be limited by entering a single or a range of vendor numbers.  You may also leave them 
blank to get all vendors. 
 
Beginning Date/Ending Date 
The report may be limited by entering a single or a range of expense dates.  You may also leave them blank 
to get all expense dates. 
 
Sort Option 
Two sort options are available.  You may sort by (V)endor number or (N)ame. 
 
Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 
 
Compress 
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. 
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Once all parameters are entered, press F9 to begin the printing process. 
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Vendor 1099’s (AP1099) 
The Vendor 1099 report prints IRS 1099 forms for those vendors flagged to receive them in their vendor 
maintenance record and having invoices with G/L account numbers that also flagged for 1099’s. 

 
Beginning Vendor/Ending Vendor 
The report may be limited by entering a single or a range of vendor numbers.  You may also leave them 
blank to get all vendors. 
 
Vendor Group 
Enter a vendor group to limit 1099’s to certain vendors. 
 
Beginning Date/Ending Date 
The report may be limited by entering a single or a range of expense dates.  You may also leave them blank 
to get all expense dates. 
 
Exclude Below $ 
You may enter an amount to exclude 1099’s where the total is below this dollar amount. 
 
Select Printer 
Select (L)aser Printer. 
 
Printer ID 
The Printer ID defaults to that on your operator record.  This value may be overridden with another printer 
or file name. 
 
Once all parameters are entered, press F9 to begin the printing process.  The print format on these will 
change depending on the IRS form requirements; therefore, no example will be provided. 
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Look Up Inventory by PO (INVMNTAP) 
The Look Up Inventory by Purchase Order (INVMNTAP) module will allow you to look up inventory by a 
purchase order number within your location.  You can also search by model number, serial number, or 
alternate ID (ALT ID).  You can search by received date, invoice number, or the ALT ID through a range of 
numbers. 

 
 
Example 

 
 
Recv Loc 
Enter the location number for the purchase orders you want to display.  This field will have a default location 
to the associated store if the program is linked from the invoice program (APCHG) and the invoice is 
associated with a particular location. 

 
Serial Nbr 
Enter the serial number you would like to display.  This field will then display the information for the specific 
serial number you have entered, if available. 
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Model Nbr 
Enter the model number you would like to display.  Include other parameters for your search or tab through 
the other fields to start the display.  The model number field will then be displayed with the information that 
was requested.  The display will continue through all the model numbers you selected.  You may scroll 
through the models matching your requirements by pressing F1 for the next page of the display.  Pressing F2 
will take you back to the first page of the model number display that was selected. 
 
Select PO # 
Enter the purchase order number to look up. 
 
Invoice # 
Enter the specific invoice number to look up. 
 
Received Date 
Enter the received date if you want to look up the inventory by received date within that location. 
 
ALT ID 
Enter the ALT ID to narrow the search.  You can enter an ALT ID thru number to search for a range.  This 
field can also be left blank.  If populated, this field will then display the information for the specific ALT ID 
or ALT ID range that was entered, if available.  This data will display at the bottom right of the screen for 
each item, as the cursor is moved to each line. 
 
MfgCst 
Once the data displays, you will notice that the manufacturer’s cost is now present for the highlighted item 
the cursor is currently on.  There is a security authorization to view it.  This manufacturer’s cost is only 
displayed and is not modifiable.  It is pulled from the associated model number file (ITEMFILE) and not 
pulled off the individual inventory item.  The received date listed is based on the actual received date 
(inventory received date) when linked to the invoice program (APCHG). 
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Received, Expensed, or Unbilled Inventory Report (EXPINVRP) 
This inventory report (EXPINVRP) will allow you to review inventory by those items that have been 
expensed, inventory that was received and has not been paid for, or review inventory that has been received 
within your location. 

 
Print Type 
There are several Print Type choices: (E)mail, (P)df, (R)eportal, or (F)ile/Printer.  Select the appropriate print 
type for submittal of this report.   
 
File or Email Address 
If requesting the submittal of this report as: 

o (E)mail – Enter your email address 
o (P)df – Enter your filename 
o (R)eportal – Enter your specific directory in which to produce the file 
o (F)ile/Printer – Specify the file name or printer ID.  

 
Press ENTER and the next details will display for entering specific details for your report, PDF, or file to be 
produced. 
 
Enter your printer ID or the default will be the printer associated with your operator ID.  You can also enter a 
file name or an email address.  Either select to print by separate locations or leave the default set to No.  
Press F9 to continue. 
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Select Report Type 
(R)eceived is inventory that has been received, (E)xpensed are items that have been paid to a vendor, and 
(U)nbilled are items that have not been paid to a vendor. 
 
Select Report Order 
The report can be generated in order by date(R)eceived, (I)nvoice#, (P)o# (Purchase Order Number), (M)odel#, 
or (S)erial#. 
 
Select By Loc Or Loc Groups 
Enter the location number for the inventory items you want to display.  This field will have a default location 
to the associated store if the program is linked from the invoice program (APCHG) and the invoice is 
associated with a particular location. 
 
Select By PO Nbrs 
Enter the purchase order number to display on the report. 
 
Select A Vendor 
Enter the vendor number to display on the report. 
 
Inventory Received From/Thru 
Enter the received date if you want to look up the inventory by received date within that location.  This 
report allows you to put in a range of the received dates.  The received date listed is based on the actual 
received date (inventory received date) when linked from the invoice program (APCHG). 
 
Once all parameters are entered, press F9 to begin the printing process. 
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Received Report (By Date Received) 
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Expensed Report (By Model Number Using Date Received) 
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Unbilled Report (By Serial Number Using Date Received) 

 

 
 


