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E8

E8 is the standard package developed by BIZPOINT WuHu to meet the needs of your accounting and
financial management for the Internet Age. It has full-Windows functionality over the Internet.

E8 can be implemented on PC/Window 95 & 98, Windows NT and IBM UNIX AIX platforms. Our E8
Solution is best positioned for the Internet Age.

The modules include:

E8 Human Resource Management System
E8 Payroll/Personnel

E8 Employee Self Service System (E3S)
E8 Leave Management System

E8 Time Management System

E8 Accounts Receivable

E8 Account Payable

E8 General Ledger & Financial Management
E8 Fixed Assets

E8 Stock Control

E8 Order Processing

E8 Sales Order System

This publication may include technical inaccuracies or typographical errors. Changes are made
periodically to the information herein; these changes will be incorporated in new editions of the
publication. Bizpoint System (WuHu) Pte Ltd may make improvements and/or changes in the product(s)
and/or the program(s) described in this publication at any time.

Bizpoint System (WuHu) Pte Ltd shall not be liable for errors contained herein or for incidental
consequential damages in connection with the furnishing, performance or use of this material.

This document contains proprietary information, which is protected by copyright. All rights are reserved.
No part of this document may be photocopied, reproduced or translated to another language without the
prior written consent of Bizpoint System (WuHu) Pte Ltd.
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PREFACE

The E8 Accounts Payable package is a computerized accounting package that caters to organizations of
various sizes, from small firms to large corporations. This user-friendly system is menu- driven with
context-sensitive help available. The system generates various Aging Reports for management analysis
about Vendors’ Sales and payment characteristics. From the system, you can identify problematic vendor
without much delay and have better control over your Payables required for cash payment projections.

This module can be implemented as a single stand-alone module or be integrated to the other accounting
modules such as General Ledger, Accounts Receivable, Order Processing and Sales Analysis modules
as an integrated accounting solution.

The presentation of the E8 Accounts Payable System is divided into six chapters and appendices.
Basically, the chapters are described as Setup, Data Entry, Inquiry, Reporting, Payment and Month/Year
End Processing.

In most cases, you execute the routines of the E8 Accounts Payable System according to the order of the
checklist given in the appendices section of this user guide.

The E8 Accounts Payable System is a user-friendly system. Messages prompt you whenever possible to

act as a guide. Error Messages are displayed as codes with a brief explanation at the bottom of the
screen.

PRINTING

When the Preview box is selected, this causes the report to be displayed for preview. You may view it
then print it or cancel it. When the Default Printer Setup is not selected you can change the printer to
perform print job or reset orientation of the paper layout.

BACK UP

Users are advised to do a backup of all data file at periodic interval or before any data update to the
database. Please refer to the backup procedure section for more details (Appendix D)
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BUTTONS AND KEYSTORKE FUNCTION

BUTTON FUNCTION

OK button Save record

Next button Save and continue with new record

Clear button Remove current record

Delete button Erase existing record

Close button Exit from currently function

Add button Add line during transaction entry

Update button Update amended line during transaction entry
Remove button Erase line during transaction entry

Re Init button Initialize the modules. All data will removed
Print button Print report

. Search for first record
Go to First button

. Search for previous record
Go to Previous button

Search for next record
Go to Next button

Search for last record
Go to Last button

Search button Activate pick list to locate record

Explore directory folders and files
Explore button

KEYSTROKE FUNCTION
F1 Help screen and is indicated by screen message if available
SHIFT-TAB Move cursor back to the previous entry field
TAB Move cursor to next entry field
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E8 SAMPLE REPORTS — ACCOUNTS PAYABLE SYSTEM

1. Vendor Master File Report

2. Accounts Payable Batch Edit — Invoice, Credit Notes, Payment, Adjustment

3. Accounts Payable Aging Summary — Account Number, Territory, Buyer & Currency Sequence

4, Account Payable Aging Summary in Dual$ - Account Number, Territory, Buyer & Currency
Sequence

5. Accounts Payable Vendors Aging Details — Account Number, Territory, Buyer & Currency
Sequence

6. Accounts Payable Vendors Aging Detail in Dual$ - Account Number, Territory, Buyer & Currency
Sequence

7. Accounts Payable Cash Flow Aging

8. Statement of Accounts

9. Statement of Accounts with Description

10. Accounts Payable Transaction List by Account and Due Date — Base & Deal Currency

11. AP Suggested Payment List

12. AP Paid Item History by Account Number — Base & Deal Currency

13. AP Realized Gain/Loss Detail Report

14. AP Realized Gain/Loss Summary Report

15. AP Un-Realized Gain/Loss Detail Report

16. AP Un-Realized Gain/Loss Summary Report

17. AP Revaluation Summary Report

18. Activity Code Summary Report

19. Activity Code Details Report
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Introduction to Account Payable
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INTRODUCTION

A good bill-paying process enables you to avoid late payment charges, secure supplier discounts and
improve supplies relationship. The Accounts Payable System produces reports for cash flow control,
matching of cash requirements to cash resources so that you can maintain good credit with your most
important vendors by prioritizing payments and maintain the preferential states.

Operational Features

User defined aging periods and aging analysis e.g.: current/30/60/90/120 days or current/14/28/
42/56 days.

Handle open item or balance forward posting for each vendor.

Support pre-payment and partial payment complete settlement tracking.

Support 3 reference numbers and 50 characters description for transaction.

Support unlimited cost breakdown for general ledger integration in each invoice transactions.

Support online updating or batch updating of transaction entry.
For batch updating, system allows for multiple un-posted batches with un-posted batch balances
show on the vendor and the general ledger accounts concerned.

Preserve complete details of unpaid balances until transaction is paid, allowing for proper reporting
when viewing outstanding balances and information on aging.

To store paid transactions history for easy enquiry.

Complete vendor transaction activity enquiry with drill down feature to review source document or
related documents.

Review complete information on vendor and vendor aging by vendor account number, vendor name
and buyer.

Mandatory printing of clear, concise audit trails for each batch transactions.

Support 7 document types: invoices, credit notes, debit notes, cash payment, adjustments (credit and
debit) and contra (to be implemented will with Account Receivable System).

Support user defined document type to meet user operation needs for the flexibility and control of the
business operation.

Support transactions enquiry by due-date.

Payment generation facilities allow user to specify payment criteria by credit term, due-date, and
transaction aged or by selected transactions for a vendor.

Generate suggested payment listing for payment authorisation control and cash requirements
projections.
Generate payment voucher with/without cheque printing facilities and cheque register.

Batch summary total for each General Ledger account provided for a going processing if required.
To print reports by account number and vendor name.

3 user definable analysis codes to enable further and detail vendor analysis for complete vendor
relationship management.
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Detail note with date for every vendor and multiple contracts to enhance vendor communication and
business relationship.

Full or exceptional vendor aging report for aging cash requirements for different aging criteria.

Cash Flow Report showing cash requirements for 4 passed due aged period, current and 4 futures
aged period.

Vendor Detail Listing including date of last invoice and payment, year-to-date purchases etc.

Prepare standard or customized statement of accounts, mailing labels for effective communication
with your vendors.

Store 12 periods of current and prior year purchase history to monitor purchasing trend.

Option to implement enhanced access control of vendor detailed by respective buyer.

Multi-Currency Version maintains a foreign currency rate table and allow a currency type for each
vendor showing transactions value in both dealing and base amounts.

Perform revaluation of transactions due to foreign exchange differences.

Generate realised /unrealised gain and loss reports for each account with transaction details, and

Generate aging report based on currency code.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 12 of 150
Version 3.00



Accounts Payable System Manual

Chapter of

Getting Started
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Logging In

The login menu of E8 System is shown in figure 0-1. Input your user ID and password before accessing
the application is allowed. If invalid user ID or password were input, an error message is prompted &
allow user to re-try logging in (Figure 0-1.1).

There are two operational environments for different operational requirement. The most commonly and
more frequently access environment should be the System Operation whereby it will lead you to the daily
transactions entry, maintenance, on-line inquiry and reporting. For System Admin Tools environment
should only be open and safe guided by the system administrator who was authorized to hold the key for
building up user ID, initialize user login password, user grouping, access rights and period limit of
accessing the database.

If you have more than one company database, system takes the 1° company as the defaults company
set. Pick the company database you want to open and update.

Select the module you wanted to log in by using the  pull down list button beside the Module option
before process on clicking the [Login] button.

Figure 0-1 Login Menu

Figure 0-1.1 error message dialog box
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E8 Solution Map

After logging in, AP (Accounts Payable) functional options menu are shown. The functional Map is
shown in figure 0-2.

There is a button shown on the right hand corner. Click on the button and a list of modules that
implemented within the application is shown. You may switch module by pick up one of them from the list.

Figure 0-2 E8 Solution Map
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Accounts Payable System Work Flow

AP System Work Flow shows the operation flow of the application. You can either based on the workflow
to familiar with the system or menu bar. The Account Payable System workflow is shown in figure 0-4.

Figure 0-3 Accounts Payable System Menu

File  Workflow

Figure 0-4 AP System Workflow
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Chapter 1

Account Payable Setup
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1. ACCOUNTS PAYABLE (AP) SETUP

Menu Bar of system setup

1.1 System Date

This routine lets you set or change the date in the format DD/MM/YYYY (where DD is a one- or two-digit
number for the day, MM is a one-or two-digit number for the month and YYYY is four-digit number for the
year). The system automatically shows the day corresponding to the date entered.

The System Date affects the financial period and date in the System. It should contain the current date of
when the input was made.

The System Date is the default date entered during transactions postings. It is also shown in reports
where it is printed at the top right corner. The System Date should therefore be correctly set before you
perform any posting or printing transactions. The screen is shown in Figure 1-1

Additional information were provided on the screen, i.e. Current Period #, Financial Year End Date & Last
Batch Number used. There show the current status of the database & for viewing only.

Setup  System Date

Figure 1-1 Setting the System Date

1.2 AP Parameter File Update

Parameter File is a table that sets up the working environment of the system. It provides the flexibility for
user to set the parameter values which inline with your company’s rules and government regulation.

This routine maintains the parameter file, which stores certain static details about your company. The
data is used by the various routines in the system.
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The Parameter File setup shows in figure 1-2, 1-3.

Setup  Parameter File

Figure 1-2 Updating Parameter Page 1

The entries requirements and/or consequences of each field for Parameter (1) are:

- Aging Type
There are three aging methods supported by E8 to age Vendor’s transactions.
1. Accounting Period Unsettle transaction’s age were incremented by 1 at month
end closing
2. Transaction Date Use transaction date to compute ages
3. Due Date Use transaction due date to compute ages
Formula for method 2 (System date — Transaction date) / Age analysis days
Formula for method 3 (System date — due date) / Age analysis days
Computed Result Age = 0: computed value < 1
Age = 1: computed valued > =1 but < 2
Age = 2: computed valued > =2 but < 3
Age = 3: computed valued > =3 but< 4
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Aging Analysis
User is allowed to define his own number of days for aging Vendors transactions or take system
default 30 days for aging.

Maximum age
Define the number of age group required for Vendors’ transactions analysis. The maximum aging
period supported is up to 6 ages.

Reference (1) Label, Reference (2) Label and Reference (3) Label (15, alphanumeric)

There are 3 references fields provided for user to input useful data. E.g. Invoice/Credit Notes humber,
PO/DO number, Cherub number, Project number, etc. You may rename the label for easy & specify
usage. However, you may choose to use the default value provided by E8 for general usage too. The
default values are: Reference 1, Reference 2 & Reference 3.

Current Period #
It is the current financial year and month. The format goes YYYY-MM. Users to decide the
starting year and month. Subsequently, system will do automatic update for the month when
month end closing is performed and update the year value to the following year with the month
value of 1 when the Year End closing function is activated. These important data updating is well
taken care of by the system automatically to ensure a smooth and easy year crossing.

Last Batch Number
IT is system generate number, assigned to each batch created either by manual input or by
modules interfacing. Modules interfacing could be from Stock Control and Purchase Order
Processing.

Base Currency
For company having the single currency version system, input the used currency code here.
For company dealing with import and export business, most likely needs the multi currency
version system to handle daily transactions. Input the currency code was assigned as the base
currency here.

A/P Control Account (20 alphanumeric)
This is the Creditor Control Account as used in the General Ledger System. It serves as default
account during Vendor master creation. It also becomes the default account when AP batch entry
the Vendor master’s record control account is empty.

Purchases Analysis Account (20 alphanumeric)
This is the Purchases Account as used in the General Ledger System. If there are more than one
purchase analysis accounts, input the most frequently used Purchase account by Account
Payable System here.
It serves as default account during Vendor master creation. It also becomes the default account
when AP batch entry the Vendor master’s record control account is empty.

Bank Account (20 alphanumeric)
This is the Bank Account as used in the General Ledger System. If there are more than one bank
accounts, input the account, which most frequently used for payment by Accounts Payable
System.
It serves as default account during Vendor master creation. It also becomes the default account
when AP batch entry the Vendor master’s record control account is empty.

GST Account (20 alphanumeric)
Company is GST register must setup the GST account. Company which maintain purchase and
sales GST separately would setup the Input Tax GST account here.
It serves as default account for AP transactions subjected to GST.
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- Bank Charges Account (20 alphanumeric)
Company dealing with import and export businesses, is likely to receive payment with bank
charges. This is where you setup the default bank charges expense account.
It serves as default account during AP batch entry. This function is available for multi currency
version only.

- Contra Account (20 alphanumeric)
It is to handle record whereby on one hand the account is your vendor and on the other hand he
is also your customer.
Instead of having many payment and receive transactions going around. You and your supplier
may arrange to come with an agreement that just to contra off the agreed transactions and settle
with the Net balance. It will certainly cut down manpower and administrative works and increase
efficiency.
Setup the contra account code here to handle the transactions taken place.

Figure 1-3 Updating the Parameter Page 2

- Contact Name
Input the name of the person-in-charge here. It is printed on the monthly statement for easy query
contact.

- Telephone
Input the telephone number of the person-in-charge here. It is printed on the monthly statement
for easy query contact.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 21 of 150
Version 3.00



Accounts Payable System Manual

- Default GL Transaction Description
For future enhancement. Not implemented yet.

- Purchases Order Document, Invoice Document, GRN Document (Good Receipt Note), Credit Note
Document and GCN Document (Good return Note)

These are the default document types used by Purchase Order Processing module.
Document types code used in Account Payable module and Purchase Order Processing module
cannot be the same. For example, AP module and Purchase Order Processing module both have
common document of invoice and credit notes. If AP module invoice document type is APINV,
Purchase Order Processing’s invoice document type code cannot use the same code. It will
cause confusion to the system functionality.

- GL System
To allow Account Payable System transactions to interface with the General Ledger System,

mark a besides the check box.

Turned on the interfacing function after the opening balances for the Accounts Payable System
have been entered and thoroughly checked.

Before the integration feature is turned on, check that the sum of all the account balances in the
Accounts Payable System equals the Accounts Payable Control Account in the General Ledger
System. These two balances must be identical before the two ledgers can be integrated. Once
the two balances are the same, it is the right timing for the interfacing at transaction batch posting
in Account Payable System.

- Online
You are given a choice of batch posting after the batch was fully checked and ready to updated or
to online update transaction entered upon finish input a transaction by click on the [OK] button
during transaction entry.

To set it online, mark a v besides the check box.

- Buyer
For better maintenances and have more purchase analysis data by buyer basis, it is advisable to
mark a besides the check box

- Analysis Code
Besides the three references provided for each transaction. You may need to do additional
analysis, examples cost, profit and project.
To achieve it, setup the analysis code in the analysis table provided in General Ledger Module
and pick from it during transaction entry.

Remember to place a ¥ besides the check box, so as system is aware that you want to do the
analysis in Account Receivable module to. Hence, you will be able to see the three analysis fields
are open for your input.

- Purchase Analysis
It only works if you have implement the Purchase Order Processing module. To obtain more

purchases analysis reports, mark a besides the check box.

- Credit Terms
The credit terms are entered in terms of days, e.g. 0,30,60,90, 120 and are used by the batch
entry function to calculate due date for payment. For credit notes and cash receipts, the credit
terms are defaulted to zero.
It helps on the aging analysis and cash flow too.
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- Credit Limit
To enable the function of checking the maximum credit extended by the Vendor, mark a v
besides the check box. A zero amount means no credit is available.
On the Vendor Aging Summary Report, Vendor who have exceeded their credit limits are marked
with an asterisk (*)

- Stock Master
For company who does not use system to monitor her stock costing but purely use for invoice
issuing must mark a ¥ besides the check box.
It will enable the stock master maintenance function for setting up the stock list.

- Stock System

For company who purchased Stock Control system, must mark a  besides the check box to
activate the interfacing function from Stock Control system over to Account Payable System.

With Stock Control System activated, most of the transactions entry job in Account Payable
system can be transferred to Stock Control System. Example, Invoices and Credit notes. As
such, the data entry job can be better decentralized.

At the same times, Account Payable Vendor master data will be shared out with Stock Control
System.

- Price Book
A table to declare a price matrix. The price book table enables organization to allocate pricing
centrally, thus providing better price control.
Discount table must be used with conjunction of Stock Control module and Purchase Order
Processing module.

- EAC (Extended Access Control)
For future enhancement. Not implemented yet.
Tentative ideal is for each buyer to view his own Vendor master database.

- Partial Payment
To settle transactions with part payment made to Vendor, mark a besides the check box.
Without the only fully paid transactions can be knock off under settlement function.

- Multi Currency

Company who purchase multi currency version must mark a besides the check box. Else all
transactions defaulted as base currency defined in the parameter file setup.

- A/c Name for Tax
By default, the Tax report printed with user input description. However, E8 provide an option to

print Vendor name on GST reports if is marked besides the check box here.

- AP Invoice Display as +ve Value
User is given choice to display invoices in positive and negative value. To display value same as

what is input, check the box with the ¥".

- Rounding by Document total amount
This feature works for multi currency version only.
Lines conversion from deal to base amount may resulted with cents differences when uses total
deal invoice amount convert to base currency. With this function system will adjust the last line
base amount so as when total up the lines base amount will tally with base amount when uses
total deal amount conversion.
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- Allow to Amend GL Control A/C in Batch Detail
By default the Control account is disabled from edition in batch transaction input. To enable the
edition mode set the option to true by placing the tick in it.

- Realise gain/loss for Partial Payment
By default the gain/loss from exchange rate only be realize when full payment made. However, to
realize the gain/loss even at partial payment stage set the option to true by placing the tick in it.

- Refl as Invoice number
To enforce input of invoice number when input invoice transaction set on the control by placing a
tick in it.

Figure 1-4 Updating the Parameter Page 3

For future enhancement and not yet implement. The logic works is to use the activity code preset in GL to

derive the preset double GL entry accounts. The advantages of using the activity code for posting are:

a. Non-accounting trained staffs are able to adopt and operate the application easily.

b. Chart of accounting can be shorter, neater and simpler.

c. Activity code is different from actual Accounting code. You may chart it in more self- explanatory
format, thus reduce the uncertainty and confusion. Hence improve of operational efficiency. For
Example, actual sales account coding in GL is 1000-2000-001-00, the equivalent activity code could
be ‘Purchase’.

d. Reduce operational mistake of selecting wrong account as compare to activity code.
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Example of activity code structure:

Purchase Dr: Purchase Account
Cr: Creditor Control

Bank Dr: Creditor Control
Cr: Bank

Intput Tax Dr: Input Tax

Cr: Creditor Control
Bank Charge | Dr: Bank Charge
Cr: Bank

1.3 Buyer Entry

This table is only available if in Parameter File Update is marked besides the buyer check box. It is
used for printing reports according to buyer codes and by the Aging Summary to provide sub-totals
according to buyer codes. The codes are also used to provide purchase reports according to buyer in the
Purchase Analysis System.

Setup  Buyer Code

Figure 1-5 Updating Buyer Record

- Input the Buyer code allocated to the buyer with the buyer Name.

- System automatically update for both MTD and accumulated YTD purchases value when transactions
taken place. Make sure the Vendor master had assigned with his own buyer representative correctly
in order to get accurate purchase analysis.
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- At Month end, the MTD purchase value will be cleared to get ready for next month purchase amount.

- Atyear-end, the YTD purchase value will be cleared too to get ready for next year purchase value.

1.4 Territory Code

This table is used for printing reports according to territory codes and by the Aging Summary to provide
sub-totals according to territory codes. The codes is also used to provide purchase reports according to
territory in the Purchase Analysis System

Input the Territory code allocated with the territory full Description is all you need for the setup.

Setup  Territory Code

Figure 1-6 Territory Entry

1.5 Rename Account Code

Due to wrongly assign of Vendor code or re-structure of Vendor code is needed. Here is the function to
ease the task.

Setup  Rename Account Code
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Figure 1-7 Rename Account Code

- Use the search button to display the selected range of Vendor on the table just below the search
button.

- Make amendment directly onto the account code is all you needed.

1.6 Data Import & Export

E8 provide the data import & export utility and that make the data accessibility become a simple task. Of
course, the powerful function must be safe guided and authorized personnel can access to the option.

There are all together 3 tables open for access. There are, AP Master Data, Territory and Buyer Tables.
E8 support 4 ASCII file types, CSV, Single code, Double code and None.

Example of each file type:

Csv XXXXX,, 999.99, xxxx,dd/mm/yyyy,,

Single Code XXXXXXX','9999.99' 'dd/mm/yyyy’,” XXX’

Double Code “XXXXXXX","9999.99” "dd/mm/yyyy”,” XxX"

None XXXxx9999.99ddmmyyyy XXXx
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Setup  Data Import & Export

Figure 1-8 Data Import & Export Screen |

Steps of User Defined Output (Export) File

1. Assign an output file name in ‘Interface Name’ field. Once the file is saved, it will be displayed under
‘Define Interface’ box. In future you just need to pick your choice from the list and do not need to re-
defines.

2. Select one of the file formats from the ‘File Separate Type'. There are all together 4 ASCII file format
supported by E8 SR system. Which are, CSV, Single delimited, Double delimited and None —> no
separator.

3. Press the [Next] button to move on. A new screen similar to the one show below will be displayed.

Figure 1-9 Data Import & Export Screen ||
4. Select the fields from ‘All Property’ box into the ‘Selected’ box. Highlight the field follow by click on the

button to confirm your selection.
5. To remove the wrong or unwanted field(s) from the ‘Selected’ box, highlight the field from the

‘Selected’ box follow by click on the button to move it back to the ‘All Property’ box.
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6. Fields that were selected, the fields will be gray off to stop user from duplicate selecting the same
field onto the same report. You may notice that there are 1 fields in red Code. This is system
defaulted fields and will be included in all user defined file automatically. Hence, even user did not
select the field, system will automatically included them in. Reason being these fields were identified
as key fields.

7. After selection is finished, press the [Next] button to move on.

Figure 1-10 Data Import & Export Screen Il

8. You can re-arrange the columns printing sequence order here by highlight the wanted field and press
the [Up Line] button to move the highlighted field up one line at a time. Continue to press the [Up
Line] button until the highlighted field rests on the line position you wanted it to be.

9. Similarly, to move a column print toward the end of the report, press the [Down Line] button to move
the highlighted field down one line at a time. Continue to press the [Down Line] button until the
highlighted field rests on the line position you wanted it to be.

10. After the re-arrangement of fields printing sequence order is completed, press the [Apply] button for
system to save the setup.

11. It is now ready to export the selected data by pressing the [Export] button. The following screen will
be displayed.

Figure 1-11 Data Import & Export Screen IV

12. System would request you to assign a file name for it in the ‘File Name’ field. Press the [Save] button
and the process is completed.
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Steps of User Defined Input (Import) File

1. Follows the steps from 1 to 10, steps of user defined output (export) file section.

2. Press the [Import] button and the screen similar to figurel-17.4 is displayed. Select the file you want
to import. Once you had pick your file system will prompt:

3. To reconfirm your choice, system prompt you the message box. If you choose to continue, press the
[Yes] button. To terminate the import press the [No] button.

4. System would do a file structure matching  compare between the file formats you created with the
importing file. If file structure does not match, the following message box is displayed and the
importing process will be terminated.

5. System does code checking too  compare between customer code with the importing file account
code. If there is identical customer code, the following message box will be prompted. User must

decide to overwrite existing account record or to skip those records or to cancel the importing
process.

6. If the importing file passes all checking system would save the records into E8 table. Upon
completion of importing, system would prompt the following message box to inform user that the
process had been completed successfully.
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7. User is advised to check the imported record to ensure data completeness.

Steps of copy existing import & export file structure

1. Select the interface file from the ‘Define Interface’ box. Right click your mouse and the functional box
displayed just like the one show below.

Figure 1-12 Data Import & Export Screen V
2. Choose ‘Export Interface’ option to copy the file structure and the screen similar as below shown. You

are required to assign a file name for it in the ‘File Name’ field. Press the [Save] button and the
process is completed.

Figure 1-13 Data Import & Export Screen VI
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Steps of loading existing import & export file structure

1. Right click your mouse anyway in the ‘Define Interface’ box and the functional box displayed just like
the one show below.

Figure 1-14 Data Import & Export Screen VII
2. Choose ‘Import Interface’ option to load the file structure and the screen similar as below shown. You

are required to locate the file name for it in the ‘File Name’ field. Press the [Open] button and the
importing is begins.

Figure 1-15 Data Import & Export Screen VIl

1. System would perform a check to ensure there is no similar file name found in the existing database.
If there is the following message will be prompted.
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2. Once the file is successfully imported, the newly added file name will be shown onto the ‘Define
Interface’ box.

Steps to Remove an existing user define file

1. Select the interface file from the ‘Define Interface’ box. Right click your mouse and the functional box
displayed just like the one show below.

Figure 1-16 Data Import & Export Screen IX

2. Select item ‘Delete a Line’ from the functional box and the confirmation box is displayed. To continue
the removal, click on the [Yes] button. Else choose the ‘No’ button to abort the process.
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Chapter 2

Account Payable Data Entry
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2. DATA ENTRY

After the setup is completed, it is ready to learn how to do Vendor master maintenance and daily
transaction entry.

Data Entry Menu Bar

2.1 AP Master File Update

This is where the Vendor master detail is created, maintained and kept. Each Vendor must allocate with a
unique account number. It is advisable to apply equal length for all Vendor code is adopted for easy
record allocation.

There are all together 5 data tabs contenting the full detail of a Vendor. Some fields are essential data
must be filled during creation. Example: creditor control, purchase analysis and bank account. Some
fields are system maintained which are automatically updated when transactions taken place. Example:
Account balance, MTD/YTD purchase, MTD payment, Un-posted batch amount and all fields under MTD
Turn Over tab.

Remarks and Note tabs allow user to input additional information for references and keep track of
important activity. Example, turn the note tab as meeting schedule to record the date, time and places for
the scheduled meeting with brief description of purpose and material needed for the meeting.

Beside the essential fields must input with the relevant data. You are able to end the creation at any point
of time by click on the OK button.

Data Entry  Vendor Master File Update
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Figure 2.1-1 Base Information tab (single & multi currency version)

Figure 2.1-2 Transaction Information tab (single currency version)

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 36 of 150
Version 3.00



Accounts Payable System Manual

Figure 2.1-3 Transaction Information tab (multi currency version)

Figure 2.1-4 MTD Turn Over and Age balance (single currency version)
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Figure 2.1-5 MTD Turn Over and Age balance (multi currency version)

Figure 2.1-6 Contract Screen
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Figure 2.1-7 Remark screen

Figure 2.1-8 Additional Notes screen
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Vendor Master File Specifications

The table below refers to some of the data fields in the Vendor Master File, defining their sizes in term of
numeric (N) or alphanumeric (A/N) characters

Data Field Description Size Type
*VVendor’s Account Number 10 A/N
Vendor's Name 50 A/N
Address 40 A/N (x 4)
Contact Name 30 A/N
Telephone Number 15 A/N
Fax Number 15 A/N
Email address 30 A/N
Remark 100 A/N
*Default Analysis Code (1), (2) and (3) 15 A/N
*Buyer 15 AN
*Territory Code 15 A/N
*Bank 15 A/N
Bank Account Number 20 A/N
*Payee 80 A/N
*Tax Category 15 A/N
Default AR Contra Account 20 A/N
*Default Creditor Control Account 20 A/N
*Default Purchase Analysis Account 20 A/N
*Default Bank Account 20 A/N
Discount % Or Code 2 N
*Payment Method 10 AIN
*Credit Limit 16 N
*Credit Terms 5 N
Alc Balance 16 N
Un-posted Amount 12 N
MTD Purchase 14.2 N
YTD Purchase 14.2 N
MTD Payment 14.2 N
Last Invoice Date 10 DDMMYYYY
Last Payment Date 10 DDMMYYYY
*Open Item 1 CHECKBOX
*Detail Analysis 1 CHECKBOX
*Print Statement 1 CHECKBOX
*Payment Hold 1 CHECKBOX

The fields marked with an asterisk (*) are essential fields.
Explanation of each Vendor master data fields:

- Vendor A/c Number
The unique code for each Vendor record.

- Name
The name of the Vendor.
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- Currency
For single currency version, it is defaulted as the base currency code setup in the parameter file
and the field was disabled.
For multi currency version, it is defaulted as the base currency code setup in the parameter file
too. However, you should update it to the correct currency code for each Vendor.

- Address (4 lines)
The Vendor detail address. It is used to print on the monthly statement.

- Postal Code
The Vendor postal code. It is used to print on the monthly statement.

- Contact
The person name who due business with your company. For quick and handy making query and
others matters.

- Telephone
Set up Vendor’s telephone number for handy access when needed.

- Fax
Setup Vendor’s fax number for handy access when needed.

- E-Mall
Setup Vendor’'s e-mail address for handy access when needed.

- Payee Name
Default is takes vendor name onto it. However, if payment arrangement with vendor is through
third party, finance company, than, it should be manually update it to the party who you make the
payment to.
The name here is used to print on the cheque slip.

- Default Analysis Code (1), (2) and (3)
These fields are only enabled if the Analysis Codes box was ticked at Parameter File Update.

Currently, with a ¥ besides the check box, will enable you to input additional useful structural
code to obtain the analysis report (limited to analysis 1). Example of code could be project code
and Work Order.

- Buyer
This field will enable if the Buyer box was ticked at Parameter File Update. It is used for printing
reports according to buyer codes and by the Aging Summary to provide sub-totals according to
buyer codes. The codes is also used to provide purchase reports according to buyer in the
Purchase Analysis System

- Territory Code
This field will enable if the Territory box was ticked at Parameter File Update. It is used for
reporting reports according to territorial zones, e.g. by country or city codes. The Aging Summary
Report can provide sub-totals according to territory codes. Territory codes are also used by the
Sales Analysis System

- Bank
The bank codes are defined at System Maintenance (SM). Select the bank assigned by the
Vendor.

- Bank Account Number
Input the bank account number provided by Vendor.
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Default AR Contra Account number
This field enables you to default the contra accounts with a debtor. It can integrate only with the
Accounts Receivable System. This function is not implemented yet.

Default Creditor Control Account number
This field is used for integration with the General Ledger System and will appear as a default
during Transaction Entry for all transactions types. If you do not have a GL System you may
leave this field blank

Default Purchase Analysis Account
This field is used for integration with the General Ledger System and will appear as a default
during Transaction Entry for Invoices, Credit Notes and Debit Notes

Default Bank Account
This field is used for integration with the General Ledger System and will appear as a default
during Transaction Entry for Cash Payments and Adjustments only

Discount %
This field is for discount factor or percentage for your preference. If your system is integrated with
the Order Processing System this code or factor is used in invoice creation, which obtains the
discount factor from the discount table maintained by Order Processing System cross-references
the Vendor discount and product discount codes. All discount codes must be whole numbers with
values starting from 1.

Payment Method
E8 support 7 types of Payment methods which are: GIRO, TT, Bank Draft, LC (Letter of Credit),
Cheque, Cash and Contract
Choose one of the method which had arranged and agreed with Vendor the normal method of
receive payment from you.

Credit Limit
This field is for the maximum credit to be extended from the Vendor. A zero amount means no
credit is available. Accounts on the Vendor Aging Summary Report which have exceeded their
credit limits are marked with an asterisk (*)

Credit Terms
This field appears on the Batch Entry screen as well as on the relevant reports. Example, Aging
and Cash Flow reports. The credit terms are entered in terms of days, e.g. 0, 30, 60, 90 and they
are used by the batch entry routine to calculate due dates for payment. For Credit Notes and
cash payments, the credit terms for each transaction are defaulted to zero.

Tax Category
This field is used for integration with the Tax Reporting section at General Ledger System. You
can select the tax category defined by the system from the drop down list. There are six types of
Tax Categories relevant to Account Payable module:

i. IE/Input Tax - Exempted

ii. IN/Input Tax — Not applicable
iii. IS/Input Tax - Standard
iv. IT/Input Tax — Tax

V. I0/Input Tax — Out of Scope
Vi. IZ/Input tax — Zero Rated

Last Payment Date
It is system maintain field, get updated every time when a payment made to Vendor.
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It provides a quick reference on the last payment date made to a Vendor.

- Last Invoice Date
It is system maintain field, get updated every time when an invoice transaction was received.
It provides a quick reference on how active a Vendor is with the company.

- Print Statement
This field is used to generate Statements of Accounts. Box Ticked to include Account in
Statement of Accounts Print. Box un-ticked to exclude the account

- Open Item
This option determines whether monthly transactions are to be stored as open items or to be
accumulated as a brought forward balance for the month. Box ticked tells the system that the
accounts are on an open item basis, and box un-tick tells the system that the accounts are on a
brought forward basis.

For open item accounts, transactions details are stored until they are fully settled and applied. For
non-open item or brought forward accounts, current month transactions are accumulated as a
brought forward amount at month end processing

Only open-item accounts can keep detailed transactions as a paid item history record, so long as
the corresponding option in the Parameter file is ticked

- Detail Analysis
This field is only applicable if your Accounts Payable is integrated with 3 other systems: Inventory
Control, Purchase Order Processing and Purchase Analysis Systems. Box ticked the system will
maintain detailed 12 period purchases figure for every purchase created under the Vendor
account

- Payment Hold
This is where to stop payment for vendor when need arises. Box ticked to hold payment from the
vendor. Box un-ticked to include the account on the normal payment flow.

2.2 Batch Entry

This option covers extensively the various options to post the daily vouchers that make up the Account
Payable transactions. These transactions are the main source of input for the system to generate the end-
result reports. Example reports are Aging, Cash Flow and Vendor statement of account.

Data Entry  New Batch Entry
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Figure 2-6 New Batch Entries

- Batch Number
The number shown will be the next newly created batch number.

You may maintain an un-posted batch by clicking the button for a list of un-posted batches.
Similar to the screen shown below:

Figure 2-7 list of un-posted batch screen

- Period#
System always default current period number here. However, E8 support future period
transactions entry. Therefore, user can pre-input future period transactions now by selecting the
correct period here for better operation management.

- Document Types
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Select the document type for the input batch you are going to input. There are 7 commonly use
document types which may happen daily, which are:
i. Invoice
i. Debit Note
iii. Credit Note
iv. AP Cash (AP Cash Payment)
v.  Adjustment Debit
Vi. Adjustment Credit
Vii. Contra (to integrate with the Accounts Receivable System. Not implement yet.)

Each type of transaction must be processed by itself as a separate batch.

It is important to limit the size of each batch being processed so that posting errors can be
detected and rectified early and easily. We suggest a recommended batch size of about 50
documents.

When posting adjustments to the ledger, make sure that all accounts are correctly posted and
adjusted with the proper methods. For example, if an invoice is instead to the wrong account, do
not use an adjustment entry to correct the mistake. This is because statistics such as Vendor
Purchase Turnover remain incorrect if an adjustment entry is made. The proper adjustment would
be to use a credit note routine to fix the mistake.

- Remark
Input important and meaningful description here for quick references. Example, input last voucher
number here as a note for part two same batch input after lunch or meeting.

2.2.1 Making New Batch Entry for Invoices, Credit Notes and Adjustments

After input the require data and click the [OK] button, the following screen shown:

Figure 2-8 Batch Entry for invoices, credit notes and adjustments screen
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Batch Entry Requirement

During the entry of each journal, the system will display help messages and batch information at the top
and bottom of the screen. The information displayed is as follow:

Document Number
Document number generated automatically by the system for each journal transaction. It serves
to identify the journals in a batch. User can use this Document number to recall the entry for any
amendment during journal review.

Period
Additional information to show the financial period the batch is creating belonging to.

Document Type
It is the document type code you had selected before you are in here input the voucher detail.

Batch Number
It is system generated running number. A new number will be assigned for every newly created
journal batch.

Sequence Number
This number is generated automatically by the system for each document entry. Is serves to
identify the sequence of the document entered in a batch. With this sequence number, user can
know how many documents had been entered for the batch.

Vendor Account No.
Enter a valid Vendor Account code and the Vendor name is shown on the description field. Or
use the Search button view and choose from the Vendor list. When a valid number is entered, the
relevant data from Vendor master will be defaulted here. However user should check and update
it to correct data wanted. All data defaulted from Vendor master changed here will not update to
Vendor master record. Data defaulted from Vendor master are:

Vendor Name Default to Description field

Credit Terms Auto calculate Due date = Transaction Date + Credit term
AP Control Alc
Tax Account

Tax Category
Analysis1/2/3 If parameter file set it on.
Account Invoice, Credit Note, Debit Note & Debit/Credit adjustment is

Purchase Account. Receive is Bank Account

Document Date
The format is based on CPU Regional Setting. You can enter either a date you wish to appear on
the Batch Edit or accept the default date by pressing Enter. The default date is the System Date.

Description (50 alphanumeric)
The description will appear in the Aging Details report and also on Statement of Accounts
printouts if the description option is specified.
If the system is integrated with General Ledger System, it will be transferred to the GL System if
the option to integrate by detailed transaction is taken up. Thus, input meaningful and useful
description becomes critical task for easy future references.

Reference 1 (10 alphanumeric)
Depend on the transaction type, you may want to input invoice number, credit note number or
cash payment number for quick and easy future references.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 46 of 150
Version 3.00



Accounts Payable System Manual

- Reference 2 (10 alphanumeric)
We recommend for cash payment or adjustment input the cheque number and adjustment control
number. For invoices and credit notes could be sales order number or any other document
control number are used.

- Reference 3 (10 alphanumeric)
Input others useful reference for your easy and convenience references. Example, Purchase
order number and project number.

- Line No
It is system generated running number. It serves as a counter to record the number of entries per
voucher.

- GL Account (20 alphanumeric)
Other than cash payment transaction, system defaults the Purchase account onto it. For cash
payment transaction, system default the Bank account.
You may use keyboard direct input or the Search button to view and select the wanted account
number. Once the account number was selected the account name will be displayed at the
bottom of the entry screen for user to verify that the correct account is in fact selected or input
correctly before process on entry.

- GL Control A/C (20 alphanumeric)
It defines General Ledger Creditors Control Account for the specific Vendor account, to integrate
with General Ledger System. It defaulted from AP Vendor Master File. You should check and
update it if the defaulted debtor account is not the wanted account. Direct keyboard input or use

the function to select the correct account.

- Tax Category / Tax %
System will pick up the default Tax Category and Tax % once the Vendor Account is entered.
You can reselect the Tax Category from the drop down list.

- Description
It is used to describe the transaction of the entry.

- Amount Before Tax
Input the amount stated in the voucher that without tax value involve.

- Tax Amount
System will do automate Tax amount calculation base on Tax % and value before tax. However,
if due to special situation needed, you can manually change the Tax amount.

- Amount After Tax
System will do a automate summation of amount before tax and tax amount to derive the value.
However, system is also able to calculate backward for both tax amount and amount before tax if
the value was changed here.

- Analysis1/2/3
The fields only enable if parameter had set it on. Reports for both in summary and details are
provided in General Ledger Module.
Besides reference 1/2/3 fields, user may monitor and analysis data with these additional fields
too. Example could be project and Job Order.
The analysis code must be pre-set in General Ledger module before user can pick from the
selection list.
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- Buyer/ Territory / Tax Category / Tax %
There are defaults from vendor master when the vendor code was selected.
You may edit them to suit your current operation requirement.

- Credit Terms (4 numeric)
You may overwrite the defaulted credit terms to obtain the wanted Due Date. For cash payment
and credit note transactions, the system defaults the field to zero because payment and credit
notes do not normally need credit terms.

- Due Date
The format is based on CPU Regional Setting. The Due Date is calculated by adding the
Transaction Date with the Credit Terms. The Due Date is shown on reports generated according
to due date range so that your management can review Creditors with payment due. The Due
Date is for enquiries according to due dates and for AP cash flow reporting

- Age
System defaults it to current ‘0’. However, should change it according to the voucher age group.
Age is measure in term of days definable by user. The most commonly use days would be 30
days. E8 support with a maximum of 6 ages. Take for example age measure by 30 days. Thus:

Age No. of days
0 0 30

1 31 60

2 61 90

3 91 120
4 121 150
5 151 180
6 181 & above

- GL Control / GL Tax
There are defaulted from vendor master when the vendor was selected.

- Add New /Update button
To add the newly entered or amended transaction into the detail.

- Remove button
To remove an existing transaction by itemize basis

- OK button
To save the batch and exit.

- Next button
To save the voucher and move on to the next voucher entry

- Delete button
To remove the whole voucher from the batch

- Clear button
To remove all information from the entry screen and start a new voucher entry.

- Close button
To exit from the function without saving.
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- Transaction box
After [Add] or [Update] button was clicked, the entry line will be cleared and move the detail onto
here. You may scroll down the list to view for the full detail transactions entered for the voucher.

- Total box
A total summation for a voucher. You may use it to cross check with the source document to
ensure all detail was entered.

2.2.2 Making New Batch entry for Cash Payment

The ‘Settlement Doc No’ field is only available for cash payment batch. It helps user to locate the
available invoices, credit notes and Debit adjustment transactions that are used for settling against
payment, made to Vendor.

Click on the button, the select box is displayed. If it happens to be an empty box, it could be payment
made to Vendor prior to invoice issue. Else full list of available debit transactions will be listed out and
ready for your selection.

Once a debit transaction is fully settled, it will be removed from the selection screen to keep the it neat,
tidy, easy for selection and more important it gives you a quick statistic of the Vendor payment power.

It can be use for fully settlement for one and more debit(s) transaction and partial settlement if partial
payment indicator was set to on in parameter file.

Figure 2-9 Batch Entry for cash receipts batch screen

2.2.3 Multi Currency Batch Entry for Invoices, Credit Notes and Adjustment

For company implement multi currency version, additional data input is required, the exchange rate. The
exchange rate is taken from the currency table. System bases on Vendor dealing currency setup in the
Vendor master to pick for the exchange rate.
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You may change the exchange rate here or always keep the currency table exchange rate up-to-date to
make the transaction entry job earlier and faster.

- Deal Rate
System default currency table exchange rate into here. You may change it to suit your operational
requirement.

- Amount Before Tax (Deal)
Input the amount stated in the voucher that without tax value involve.

- Tax Amount (Deal)
System will do automate Tax amount calculation base on GST % and value before tax. However,
if due to special situation needed, you can manually change the Tax amount.

- Amount After Tax (Deal)
System will do a automate summation of amount before tax and tax amount to derive the value.
However, system is also able to calculate backward for both tax amount and amount before tax if
the value was changed here.

- Amount Before Tax, Tax Amount, Amount After Tax (Base)

These are the amount system auto convert them into base currency value.
Formula = (amount in deal x exchange rate) + 0.005.

Figure 2-10 Batch Entry for invoice, credit note & adjustment header (multi currency)
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Figure 2-11 Batch Entry for invoice, credit note & adjustment detail (multi currency)

2.2.4 Multi Currency Batch Entry for Cash Payment Batch

For payment batch, dealing with import & export business. It is very liking to due with bank for some
commercial issue. Thus, you may need to pay for some charges impose by bank because of services
rendered by them.

The Bank charges section under Header tab is the place for you to input the bank charges.

System defaults the Bank Charges Account from the parameter file setup. You may use the button for
helping allocate the wanted bank charges account if the default account number is not the wanted
account.

System defaults with ‘Bank Charges for + Vendor ID’ on the description line. You may make the
necessary changes to fix your requirement.

Entry of bank charges amount could be:
i.) Input deal amount for system convert it to base using the transaction exchange rate.
ii.) Input base amount for system convert backward it to deal using the transaction exchange rate.
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Figure 2-12 Batch Entry for cash receipts batch (multi currency)

Figure 2-13 Batch Entry for cash receipts batch (multi currency)

You will notice that under bank charge section, there is this statement * Bank Transaction’. It determines
how the bank charges is interface to General Ledger.

Place the tick on ‘Bank Transaction’ the bank charges will be added onto the bank account and reflect as
one line Transaction (refer to figure 2-13.1).
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Without the tick on ‘Bank Transaction’ statement the bank charges will become its own transaction line,
hence, there will be two bank transactions line in General Ledger Batch (refer to figure 2-13.2).

Figure 2-13.1 Bank Transaction was Ticked

Figure 2-13.2 Bank Transaction did not Ticked

2.2.5 Entry Posting Procedures Summary

Transactions entries procedure checklist summary:

0 Update system date with the current date and view current period status.

o0 Make sure you have selected the right posting period.

o Always do a manual calculated total of the transaction batch first to avoid omission entry errors.

o0 Keep the entry batch small and manageable, e.g. 30 to 50 documents per batch.

0 Wrongly posted invoice entries can offset by Credit note entries.

0 Wrongly entered cash payments can only be offset by Adjustment entries.

o Partial cash payments or credit notes must be posted as a separate document number with
applicable invoice age specified. Valid Age Codes are:
0 — current month
1 - 30 days
2 — 60 days
3 —90 days
4 — 120 days and above

o Fully paid payments can be posted with age set as 0 since these documents are going to be purged
at month end.

o Always do a random check on the updated transaction using the AP Ledger Enquiry and always be
alert to warning messages before continuing to next batch transaction postings.
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0 Check the Batch Edit print before doing a data Backup or Update. For example, batch totals must
tally with GL summary totals, Transaction date and document amount.

o0 Backup data files before and/or after each posting batch and record details into logbook. Give
detailed remarks where necessary. For more details, please refer to the backup procedure section.

2.2.6 Batch Entry Screen Selection

There are 2 categories of batch entry screens for user choice. User to decide which input screen suits his
operation better. The setup is done in System Administration. The steps of setting up please refer to
System Administration Tools Manual.

Below is the method 1 and method 2 entry screens as reference.

Figure 2-14-1 Method 1 Account Payable Batch Input Screenl
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Figure 2-14-2 Method 1 Account Payable Batch Input Screen2

Figure 2-14-3 Method 2 Account Payable Batch Input Screenl
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Figure 2-14-4 Method 2 Account Payable Batch Input Screen2

2.3 Batch Update

Here is where to perform the batch update after the batches are thoroughly checked and ready to update.

Data Entry  Batch Update

Figure 2-14 Batch Update screen
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Once batches are updated, no further amendment is allowed this is to ensure no double updating of a
batch. After the batch has been updated, system produces a batch edit for audit trail purpose. The
system will prompt you to print updated batch. A Batch Edit list is printed of all details entered for the
batch.

Reprint batches function is available under Batch Control Inquiry option.

2.3.1 Posting Table for AP and GL System

The table below shows the various posting effects of the transaction batch type on the AP Master File and
GL Master File (If integrated to the GL System).

BATCH TYPE A/P | Vendor | G/L A/IC MTD/YTD LAST DATE
AlC Purchase .
Control Invoice Payment

1. APINV Credit | Credit Debit Increase Update No Change
2. APCN Debit | Debit Credit Decrease No Change No Change
3. APCAS Debit | Debit Credit No Change No Change Update
4. APACR Debit | Debit Credit No Change No Change No Change
5. APADR Credit | Credit Debit No Change No Change No Change
6. APDN Credit | Credit Debit Increase No Change No Change
7.APCON (AP) | Debit | Debit Credit No Change No Change No Change

- TRA (AR) Credit | Credit Debit No Change No Change No Change
8. APPA Debit | Debit Credit No Change No Change Update

2.4 Settlement

Here is where you do allocate credit transaction e.g. cash payments to the respective debit transactions
e.g. invoices being paid. There are two types of settlement, partial settlement and full settlement.

However, if during payment entry the credit transaction had been selected. The settlement is
automatically done. Thus, there is no requirement to perform this function. Only when:

a.) Payment is entered before invoice is issued.

b.) Payment entry did not select the correspondent debit transaction for settlement.

c.) The correspondent debit transaction select wrongly.

d.) Wrong settlement amount entered.

Data Entry  Settlement
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Figure 2-16 Settlement screen

We

Direct input the wanted vendor ID in the Vendor fields or use the button to search for the vendor
ID.

Default system will suppress fully settled transactions. To include them uncheck the tick.

Default system exclude fully paid history transactions from the screen. To include them place a tick
beside it.

When a credit transaction was selected and if there is/are debit transaction settled with it, system will
highlight them in yellow.

Mark an ¥ beside the selected debit and credit transactions, follow by click on the ‘Auto Settlement’
button to confirm it. System will use the received amount to offset against invoices or debit entry
selected. No settlement amount needs to be manually input. The ‘Auto Settlement’ button will do the
job for you.

Transactions that have been fully applied or ‘knocked off’ will appear with an asterisk (*) beside the
amount on the Statements of Accounts and on the AP Aging Detail Reports

recommend the following work sequence so that correct cash allocation may be achieved.

Outgoing cheques and cash are manually entered in the cashbook. This is important as the
cashbook provides a manual audit of the system

The cash and cheques are bank into their respective accounts.

The payments are then cross referenced to the corresponding Vendor accounts, using a copy of
the latest statement sent to the respective Vendor. The invoice(s) being paid is determined.
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iv. The details of the cash payment and the invoices being paid can then, be submitted by the
Account Payable clerk for computer processing.

Cash payments that cannot be allocated remain unallocated. These payments can be allocated at a later
date when they be allocated. Some of the reasons why cash cannot be allocated include:

o] Partial payments not allow
o] Disagreement on discount taken
0 Difficulties in resolving the invoice(s) being paid

The following steps are intended as a guide to allocate cash:

i. Input the account number and the corresponding details of the account will be displayed
automatically.

ii. Tick the respective box if there are transactions to be allocated and click on Auto Settlement
button to confirm the application.

iii. Click on Close button to end cash allocation entry.

If the rule of settlement must be in full, i.e. Partial Payment is not mark with an «"in AP parameter file
setup, during settlement the debit and credit amount did not match. System will prompt a message to
highlight what is happened. Just like the screen as show below:

Figure 2-17 Settlement with warming message screen

User must make the correction to get the debit & credit settlement amount tie, else you are not able to go
further from here.
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Manual Settlement Function

To specify your own settlement amount, select debit or credit transactions follow by click on the [Detail
Settlement] button and the similar screen as below shown. Highlight one credit and debit transactions at a
time the credit amount of the transaction would auto display into the ‘Settle Amount’ field. The credit
amount auto display into the ‘Settle Amount’ field would not be larger than the debit transaction. You may
take the default amount or edit it manually. To confirm the settlement click on the [Settlement] button
beside it is all you need to do.

To exit from the settlement click on the [Close] button that place at the bottom of the screen.

Figure 2-18 Manual Settlement process

Undo Settlement Function

You are able to undo the settlement if it was a mistake made.

To specify your own settlement amount, select debit or credit transactions follow by click on the [Detail
Settlement] button and the similar screen of figure 2-18 is shown. Highlight one credit and debit
transactions at a time, the settled amount between the two transactions would than be shown on the
‘Settle Amount’ field. Click on the [Unsettlement] button, system would revert the settled amount
automatically.

2.5 Age Balance Check

The function validates the data in the AP Master File against that of the transaction file. When summation
of transaction amounts and Master file balance are not equal, system will print errors report for checking
purposes. This routine should be run at least once a month in normal conditions.

Setup  Age Balance Check
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Figure 2-19 AP Aged Balance Check

Besides ensuring Master Balance tie with transaction. It performs the age calculation and update for each
individual outstanding transaction too. It is to put the age for each transaction in good order so as the
aging report provides with accurate data. Reason for recalculate the aging could be:

a.) Human Input errors.

b.) Change of aging formula. Example, from Account Period change to age by Due date.

2.6 Modify Transaction

To provide the flexibility of fine-tuning non-accounting data after batch updated. This is the option you can
look for. It opens three documentary fields, which are:

a.) Transaction description

b.) Reference 1

c.) Reference 2

d.) Reference 3

Data Entry  Modify Transaction
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Figure 2-20 modify transaction selection screen Part |

Figure 2-21 modify transaction screen part Il
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Figure 2-22 modify transaction screen part Il|

2.7 Change Batch’s Period

The option provides a simple correction method that allow user to edit the batch period before it was
posted.

Use the search button to locate the batch from the list, its period would than be displayed for your
reference. Input the correct period into the ‘Change To’ field follow by click on the [OK] button is all you
need to do.

If there is more than one batch period need to be edited, just repeat the step mention above. Please
notes that batches before posting is allowed to change its period. Hence, in the selection list you would
not see batches that were posted.

Data Entry  Change Batch’s Period

Figure 2-23 Change Batch’s Period Screen
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Chapter 3
Document Generation
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3 Document Generation

The option provides simple credit notes generation. It is useful for company that does not implement
Purchase Order Processing system yet want system generated credit notes document.

3.1 Credit Note Entry

Batch Number and Document Type were defaulted by system. The non-document generation and
document generation options sharing one batch series. Hence, by viewing the batch number alone
cannot tell from which source. The document type would be the correct indicator to identify the sources.

Input useful remark on the text memo field provided for easy references. Example could be cash or credit
purchases.

System defaults current period onto the ‘Period’ field. User is allowed to input future period transaction by
changing the period number.

Document Generation  Credit Note Entry

Click on the [OK] button and process on to the transaction input screen. There are 2 input screens in
total. One header and one detail entries.

The input concept is similar to section AP Batch Entry option. Select the vendor record and his relevant
details are displayed. Example, address, contact, telephone number, buyer, tax category and GL account.

You may change them to suit your operational requirement and at the same time fill in additional
information references. There are three reference fields provided for user to input important notes.
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Examples, invoice humber, DO number, PO number, Credit Notes Number and Good Returning Notes
Number.

Credit note entry screen |

Credit note entry screen Il
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3.2 Credit Note Print

Option to prints the credit notes and send to vendor. It lists each individual record within the batch so as
allow user to select a particular record for printing.

Select record by placing tick onto the ‘Choose’ field beside the wanted record, follow by click on the [Print]
button.

Document Generation  Credit Notes Print

Upon click on the ‘Print’ Button, the following screens appear for user to fill up the necessary printing
data.

User can assign his own document printing title, example, Tax Credit Notes, Credit Notes, that best suit
your operation. Beside the document title, user could input the important message onto the other text
fields provided, e.g. Header remarks, Footer remarks and Statement, to be printed onto the document
and inform the customer.

Set the printing margin to the desire paper location. The margin is counted in mm and the four sides are
open for user to do the setting by placing the wanted margin onto the respective fields, top, left, bottom
and right.
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3.3 Credit Note Update

The functionality of the option here is similar to batch update option, performs the batch update after the
batches are thoroughly checked and ready to update.

Document Generation  Credit Note Update

Once batches are updated, no further amendment is allowed this is to ensure no double updating of a
batch. After the batch has been updated, system produces a batch edit for audit trail purpose. The

system will prompt you to print updated batch. A Batch Edit list is printed of all details entered for the
batch.

Reprint batches function is available under Batch Control Inquiry option.
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Chapter 4

Account Payable Inquiry
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4  INQUIRY

Vendor latest status can be viewed on the screen for quick enquiry or printed on hard copy. There are 7
available inquiry options:

Inquiry Menu Tab

4.1 Transaction Inquiry

The function provides instant data viewing of the selected accounts balances and transactions which
make up the balance for each period.

Inquiry  Transaction Inquiry

Figure 4-1 AP Ledger Enquiry

- To enquire a complete month or few months of transactions, select the range of period at Period
From and Period To fields. Always select the smaller month in Period From field. To get one
complete month transaction, select the same period number at the Period From & To fields. Click on
the [OK] button and the detail transactions display

- To narrow down the enquiry by wanted Vendor, select the Vendor ID at the A/C No. From and A/C
No. To fields. If no periods was specify, all periods transactions for the selected Vendor will be
displayed.
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- To further narrow down with specifics transaction due date. User must enter the due at the Due Date
From and Due Date To fields. System will base on the selection and provide you with the short listed
wanted list for easy viewing.

- With proper analysis1/2/3 code structured and input. You are able to instruct the system to gather
them together and provide consolidated information for your analysis. Example, all Christmas
purchases input with analysis1 with code ‘Xmas'. Using the Analysis 1/2/3 option, system will be able
to gather all transaction with analysisl equal ‘Xmas’. From the volumes of transaction gather you are
able to get an instant feedback on the Xmas purchases performance.

- To enquire the transaction details by the type of document select the Document Type from the drop
down list. It helps to get a quick company performance. Example, to know the volumes of purchases
and payment made to Vendors.

- To enquire transaction details by a selective currency, direct input the wanted currency code or select
the currency code from the drop down list. It will filter others currency transactions from the inquiry
screen.

This options available for multi currency version only. For single currency version, this option was
gray off.

- Due to timing issue, some batches entered in current month may not get to update yet. However, to
view for the latest Vendor balances, you are required to mark a ¥ beside the Include Un-posted
Transaction option.

- By default all paid transactions are not shown. However, to recall the paid transactions you are
required to mark ¥ beside the Include Paid Transaction option.

- Click on OK button the details screen displayed just like the screens shown below.

- For single currency version, you will see a slightly lesser columns display. It shows only one currency
value, which is your base currency. Else for multi currency version, it shows both deal and converted
base currency value together its currency code and exchange rate adopted at the time of input.

- You will notice that in the screen, there is a column call ‘Remain’. It is system maintain field which to
reflect the after settled balance value for each transaction. Before settlement is done, it is always
having the same value as the original transaction input value.

- You may design your own sequence of columns display by dragging the column to the wanted
location. During dragging across it a document folder is attach along to indicate that the dragging is
functioning.
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Figure 4-1.1 AP Ledger Enquiry Detail Screen Part |

Figure 4-1.2 AP Ledger Enquiry Detail Screen Part Il
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Figure 4-1.3 AP Ledger Enquiry Detail Screen Part Il

4.2 Account Inquiry

The function provides instant data viewing of the selected accounts balances and transactions make up
the balance.

There are all together 6 inquiries options available in here:

Inquiry  Accounts Inquiry
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Figure 4-2 Account Inquiry

4.2.1 Option Selection

i. A/C Inquiry (Include Un-posted)
It covers from the very 1* day (if no housekeeping was done) till now all posted and not posted
transactions.

ii. Master Inquiry
It provides a statistic purchase (MTD/YTD) and balances information for each Vendor. Some
others useful information: credit terms, credit limit and last invoice date is provided too.

iii. Transaction Inquiry by Due Date
To get a quick statistic of the sum of money expected needed for payment on certain date. This is

the correct option to use. Direct input the range of due date or use the date search function
button to select for the wanted date.

iv. Paid History Transaction Inquiry
To recall fully paid transactions records from past months, here is the option you should use.

Direct input the wanted Vendor ID or use the to pick the Vendor ID.

V. 12 Period# Purchases History
To have a quick statistics12 month purchases with a Vendor, here is the option you should use. It
provides current year 12 monthly Purchases figures with the corresponding previous year 12
monthly purchase figures and the variances between the 2 years for your analysis and decision
making.
For multi currency version, it provides both base and dealing currency value for your viewing.
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Direct input the wanted Vendor ID or use the to pick the Vendor ID.

vi. Purchases by A/c & Period
Information provides here is similar to Master Inquiry option. However, it gives more flexibility in
viewing the purchase figures by as at the month specified. Where else, Master Inquiry always
provide with as at to-day purchase figures.
Example, Current periods is October, with period # = 3, purchase figures shown consist of from
January to March. With period # = 6, purchase figures shown consist of start from January to
June (half year purchases).

4.2.2 Option Selection Screen

A/C Inquiry (Include Un-posted)

Figure 4-2.1a Account Inquiry (include Un-posted) screen |
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Figure 4-2.1b Account Inquiry (include Un-posted) screen I

Figure 4-2.1c Account Inquiry (include Un-posted) screen IlI
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Master Inquiry

Figure 4-2.2a Master Inquiry screen |

Figure 4-2.2b Master Inquiry screen Il
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Transaction Inquiry by Due Date

Figure 4-2.3a Transactions Inquiry by due date screen |

Figure 4-2.3b Transactions Inquiry by due date screen Il
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Figure 4-2.3c Transactions Inquiry by due date screen Il

Paid History Transaction Inquiry

Figure 4-2.4a Paid Item History Inquiry screen |

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 80 of 150
Version 3.00



Accounts Payable System Manual

Figure 4-2.4b Paid Item History Inquiry screen I

Figure 4-2.4c Paid Item History Inquiry screen llI
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12 Period# Purchases History

Figure 4-2.5 12 Periods Purchases History Inquiry screen

Purchases by A/c & Period#

Figure 4-2.6 Account History by Period Inquiry screen
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4.3 Batch Control Enquiry

The function provides instant detail data viewing of selected batches. You are able to view the detail for
any periods of batches regardless it was posted, un-posted or cancelled. Drill down function is available
to enable user viewing the source document too.

Inquiry  Batch Control Enquiry

Figure 4-3 Batch Control Inquiries selection screen

System always default the last batch number on the Batch Number selection range. User can always
input the wanted batches number for viewing.

System always defaulted the current period on the Period# selection range. However, user can
always input the wanted periods for viewing.

To further narrow down the selection scope, you can specify the document type, posted batch and
cancelled batch.

To confirm your selection click the [OK] button, system will display with the summaries batches data
which consists of: Batch #, period #, document type, # of transaction in the batch, batch total, accrual
batch indicator, recurring batch indicator, batch posted indicator, batch cancelled indicator, source
batch number (batch # which interfaced from sub-ledger), created user, created time stamp, posted
user, posted time stamp, batch cancelled user and cancelled time stamp.

To view the sources detail, highlight on the record wanted and follow by double click.
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Figure 4-3.1 AP Batch Control Enquiries selected batch screen

Figure 4-3.2 AP Batch Control Enquiries screen using Print Button
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Figure 4-3.3a AP Batch Control Enquiries using List Button screen |

Figure 4-3.3b AP Batch Control Enquiries using List Button screen Il
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Figure 4-3.3c AP Batch Control Enquiries using List Button screen IlI

4.4 Batch Control Maintenance

The option is similar to Batch Control inquiry with additional function of allowing update the batch detail
and status.

Figure 4-4 Batch Control maintenance selection screen

You may amend the batch status by using one of the function button provided below on the review
screen:
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Function Description
button
Post To GL Re-post batch(s) into GL module. System will ensure the selected batch is

not found in GL module. Else system prompt message ‘AP batch had been
posted to GL, Continue’. If answer with ‘Y’ system will create a new batch
into GL module. If answer with ‘N’ system will abort from the function.

Delete Delete an cancelled batch

Cancel Cancel an un-posted batch

Un-Cancel Undo the cancel batch

Recurrence Duplicate an existing batch. New batch will be created.

Besides viewing on the screen, you are able to print the hard copy by checking under the choose
column with a ¥. There are two printing functions button provided:

Print button Description
Print Get a detail list with same data show on the screen
List Get a detall list for each batch
Prepared By Bizpoint System (Wuhu) Pte Ltd Page 87 of 150

Version 3.00



Accounts Payable System Manual

4.5 Activity Inquiry

Option to view the analysis data by activity. Select the range of activity code and press ‘Search’ button,
selected range activity records data will be displayed. It provides with current period as well as year to
date data. It even provides comparison for current and prior year data of each accounting period.

Inquiry  Activity Inquiry

Figure 3-5 Activity Inquiry Screen

4.6 Settlement Inquiry

Here is the option provides the flexibility to view current as well as historical paid transactions. Highlight
on the debit transaction and its correspondent settlement credit transactions will be automatically pick up
and highlight in yellow.

Manual Input or pick the vendor ID from the selection list into the ‘Vendor’ field and the detail is displayed.

Inquiry  Settlement Inquiry
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Figure 4-6 Settlement Inquiry Screen

4.7 User Defined

Here is the inquiry function that gives user free hand to:

Select and decide what fields to and not to be included in the inquiry.

Decide own inquiry title for easy reference.

As many inquiry files as user needed.

Design own inquiry format by sequencing the fields display order.

Set own required inquiry condition. That is to say, define the scope of the records needed.
Example, Customer Account code start from C001-001 or Customer balance less than and equal
to $200, Customer by cheque payment type, etc.

f.) Choices to view on screen, output as hardcopy and save as CSV file and downloadable into
Excel.

g.) Duplicate from existing inquiry file and make minor modification to the new inquiry file. That will
definitely increase productivity and make job much easier.

h.) Analysis data by totaling, averaging, minimum and maximum value.

i.) At anytime delete redundant and unwanted inquiry file.

j-) Make inquiry from eleven databases, there are, Vendor Master Table, Un-posted Transaction
Table, Posted Transaction Table, History Transaction Table, Posted & History Transaction Table,
Un-posted Transaction Detail Table, Posted Transaction Detail Table, Un-posted & History
Transaction Detail Table, Batch Control Table and Buyer Table.

k.) Inquiry on screen and Print as hardcopy could have it own fields output within the same inquiry
file.

[.) Dimension the inquiry.

Inquiry  User Define Inquiry
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Figure 4-7.1 User Define Inquiry Screen

Buttons Functionality

To create new inquiry file.
To maintain existing query file.
To set query data criteria.
To remove redundant query file.
To view on screen.
Output to hardcopy.
Extract data out from database and convert to Text CSV file.
Download Text CSV file into database. Similar to copy function.

Exit from query option.
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Query File Design Functionality

The very first task need to be done is to assign a unique query file name for each and every query file.
The query name will be shown in the Select Query box for user to choice from. Follow by assign a report
name for it. It can be the same as the Query Name. Report name is used for printing on the report.

Figure 4-7.2 User Define Inquiry Selection Screen  query file design screen

The File Columns Heading Functionality Provides

Old Field Name - Used by system only.

- ltis to place user selected data fields into column under here. The display
sequence would follow user selection order. That is to say the 1* selected data
field would carry S/N 1, 2" selected data field would take S/N 2, soon and so
for.

Display Field Name - System defaults Old Field Name into Display Field Name.

- User is given the choice to rename the description under
Display Field Name column.

Display Inquiry - To view on screen, mark ¥" into the box

Display Report - To print as hardcopy, mark ¥ into the box
Position - There are three printing position you can choice from:
a.) Left Print the content start from the left.
b.) Middle Print the content at the middle.
c.) Right Print the content start from the right.
- System default Text field with Left position and Amount field with Right position.
Column - System defaults the printing column sequence according to user selection order.
However, user is allowed to re-arrange it by specifying the column number here.
Sign - There are two printing sign you can choice from when come to amount fields:
a.) Plus No sign will be printed.
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b.) Minus a‘-*sign will be printed before the amount.
By default, system used the input value sign.
Analysis Total - To have a total at end of report.
Analysis Max - To have the Maximum transaction value at the end of report.
Analysis Min - To have the smallest transaction value at the end of report.
Analysis Average - To have the transactions average value at the end of report.

How to Bring up the Dialog Box?

Place the cursor anyway on the big white box and right click the mouse. The dialog box that contents the
following functions options would be displayed.

Add Property Add new fields into the query file

Condition Set criteria to the query file. E.g. Select records value larger and equal to 2000
only.

Insert Row Insert new row in between 2 existing rows.

Delete Row Remove row from existing query file.

Up Move row up by one row.

Down Move row down by one row.

Query Save As Copy function.

Sort Re-arrange the column display be accessing or descending order.

Adjustment Column Re-arrange the viewing and reporting column by input the want column number.
Highlight the column need to be re-arranged before call up the dialog box.

Select All Auto marking the display inquiry and report columns with ¥ .

Default Column Default column numbering to be the same as serial numbering.

Sometime, certain options were gray off. It is to highlight to user that under the current status those
options are not available. Until condition is fulfilled will than it be enabled automatically.

Alternative of adding property is to use the [Add Property] button. When the button was activated, the Add
Property dialog box will be displayed and you are now ready to select wanted fields here follow by
pressing the [OK] button to confirm your selection and system will bring the selection to the query file.

By default the fields sequence would follow user selection order. That is to say the 1% selected data field
would carry S/N 1, 2" selected data field would take S/N 2, so on and so for. However, user could re-
arrange it using the column option by changing the column numbering order.
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Figure 4-7.3 User Define Inquiry Selection Screen  Add Property dialog box
Instead of retrieve the full database, there are time that only certain record or one particular record that
wanted. Set the criteria to meet your need by using the [Condition] function button to achieve the goal.

Steps Of Setting Inquiry File Condition

1. Select field(s) you want to set the condition on. Fields that can be set with condition are those fields
that were added onto the query file.
2. Setup the relation. There are 8 relations available:

a.) > Greater/Larger than

b.) = Equal to

c.) <> Not Equal to

d) >= Greater and Equal to

e.) < Lesser/Smaller than

f.) <= Lesser and Equal to

g.) Include Year To include a year value of
h.) Not Include Year To exclude a year value of

3. Input the wanted value under the Value column. Example, to view vendor that balance is $1000 and
above. Hence, under value column input value of $1000 is all you need to do.

4. To set multiple selection conditions, continue the process by adding more rows. Example, beside
view account balance is $1000 and above. Also, limit to territory is ‘USD’. You need help using the
Logic Sign. There are two logic sign available: a.) AND b.) OR

To achieve the above example, you would select ‘AND’ logic sign.
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Figure 4-7.4 User Define Inquiry Selection Screen  Add Condition dialog box

View Inquiry Result On Screen
After the query file design is completed, it is ready to view it. Use the Inquiry button to bring out the inquiry

screen.

Figure 4-7.5 User Define Inquiry Selection Screen  example of Inquiry screen

You are able to bring the report design format to display on screen too by marking ¥ besides the
‘Display Report’ label.
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The bar provides the page number current at. Click on the right arrow to move to
the next page, left arrow to move to the previous page, first right arrow to the last page and first left arrow
to the beginning page. Page number would automatically update to the page currently places on.

To view the analysis result, click on the [Analysis] button and the screen similar as below would be
displayed.

Figure 4-7.6 User Define Inquiry Selection Screen  Example of analysis inquiry screen

Output/Save Inquiry Result to CSV File

You may save the inquiry file into CSV text file, which is downloadable to Excel by using the ‘Save As File
‘ function button. User would decide where to save it and file name for it.
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Figure 4-7.7 User Define Inquiry Selection Screen  Example of save to file screen

Output Inquiry Result to Report

You can choose to print out as hardcopy by using the Print button. The report printing setup screen
similar to the one below would be displayed. There are 3 setup tags available for user to do personal

report design before printing.
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Figure 4-7.8 User Define Inquiry Selection Screen  Printing setup screen 1

Figure 4-7.9 User Define Inquiry Selection Screen  Printing setup screen 2
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Figure 4-7.10 User Define Inquiry Selection Screen  Printing setup screen 3
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Figure 4-7.11 User Define Inquiry Selection Screen  Printing setup screen 4

Export and Import Inquiry File Definition

You may export the inquiry file definition and import into:
a.) Same database serves as copy functionality and do minor adjustment to make creation of new
inquiry task easy and faster.
b.) Different set of E8 Financial database, e.g. multiple subsidiary/branches database having the
same inquiry file definition.

Export and Import screen look similar to the screen display below. System default the inquiry title as the
export text fle name. However, user can change it. User would make the decision where to save it for
easy locating.
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Figure 4-7.12 User Define Inquiry Selection Screen  Export & Import Screen

Dimension Reporting Functionality

Figure 4-7.13 User Define Inquiry Selection Screen  Dimension Reporting definitions Screen

Besides listing reporting, E8 support dimension reporting as well. Activate the dimension report
functionality by Marking ** besides the wording ‘Dimension’ field. Once it is marked, the [Dimension]
button is showed.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 100 of 150
Version 3.00



Accounts Payable System Manual

Click on the Dimension button and the definition screen is displayed for user to input the criteria. One of
the characteristics of dimension reporting is it divides the report presentation into user define rows and
columns.

Steps Of Setup The Report Definition

1. Setup the row and column name.
2. Setup the row definition detail by adding property. Press the cursor under heading Old Field name,
right click mouse to bring up the dialog box or click the [Add Property] button.
3. Input the value range for each row. There are 2 methods of input the value.
a.) Manually input the value using keyboard entry
b.) Press the cursor under the value heading and right click the mouse to bring up the dialog
box. Select the ‘Quick Search’ option and the selection screen shown below displayed. Pick
your choice from the list.

Figure 4-7.14 User Define Inquiry Selection Screen  Quick Search Screen

Notes that there are two value fields in one row. The 1st value column refers to the beginning of the range
value and the 2™ value column is the end of the range value.

4. Setup the relation for the range. There are 7 relations available

a.) > Greater/Larger than
b.) = Equal to

c.) <> Not Equal to

d.) >= Greater and Equal to
e.) < Lesser/Smaller than
f.) <= Lesser and Equal to
g.) Include To include value of

5. By default, system would place the Old Field Name value into the Display Field Name column. User
should change it to reflect the true description of the row.
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6. To repeat same definition of row, place cursor under Old Field Name follow by right click mouse to
bring up the dialog box. Select item ‘Copy A Row’ a new row carry the same definition is created.
Change of value for the newly created row is all user need to do.

Figure 4-7.15 User Define Inquiry Selection Screen  Dialog box for vary functions.
7. After setting up the row definition, process on to setup the column definition. The procedure is the
same as setting the row.
lllustration with Example
1. Row by Buyer
2. Column by country
3. Analysis 5 Buyers. There are, Bill, Jacob, Karen, lvie, Peter

4. Analysis 3countryies. There are, Singapore, Malaysia and America

The report definition setup and the result produced is as follows:
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Figure 4-7.16 User Define Inquiry Selection Screen  Dimension Inquiry File Definition

Figure 4-7.17 User Define Inquiry Selection Screen  Dimension Inquiry Result
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Chapter 5

Account Payable Reports
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5. REPORTS

E8 AP module provides with vary report format in layout and content to meet user requirement. This
section will guide you through what reports are available for your usage.

You can preview report on screen before printing out. Sample reports are attached for your references.

However, before printing any reports, please ensure that:

0 All posting for the month is completed.

0 All cash applications have been made.

o0 Integration from POP if any has been done.

0 The Aged Balance check routine has been run.

There are two header remarks description lines which allow user to input important notes for printing on
the report header. There is a footer remark provided for user to input the useful message. For example to
ensure a complete report list, you may input a short message of, ‘end of report’ as an indicator.

It is a simple task of switching printer with the printer setup function available.
You will notice some selection options were being gray off. It is an indication that those functions are not
available in your version. Most likely, those functions only activated in multi currency version.

These features are consistently available and standardize on all E8 reports function.

Reports available are:
0 Aging Summaries
Aging Details
Aging Details (selected Accounts)
Aging Cash Flows
Statement of Accounts
Statement of Accounts (with description)
Statement of Accounts (selected Accounts)
Transaction Listing by Account and Due Date
Paid Transactions List
Transaction Listing
12 Periods Purchases History List
AP Realized Gain/Loss Detailed Report (multi currency version)
AP Un-Realized Gain/Loss Detailed Report (multi currency version)
AP Realized Gain/Loss Summary Report (multi currency version)
AP Un-Realized Gain/Loss Summary Report (multi currency version)
Activity Code Summary Report
Activity Code Details Report
Vendor Master Files

OO0 000000000000 O0OO0OOo

Reports Menu Tab
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5.1 Set Statement Indicator
Besides setting the statement print indicator in Vendor master option, here is the alternate function for the

setting. It provides a more convenience method of just solely update Vendor statement print indicator to

Yes or No. Yes show as an ¥ under the ‘PRT IND’ column. Empty refer as not to print the monthly
vendor statement.

Report  Set Statement Indicator

Figure 5-1.1 Set Statement Indicators

Enter a range of Vendor and click on Search button. System displays the relevant data as shown above
to ease your decision.

5.2 Accounts Report

These reports should be printed on a monthly basis for all accounts within the Ledger before running the
month end processing routine. The menu from which you can generate the various reports is shown in
Figure 5-2

Report  Accounts Report
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Figure 5-2 Report Selections

i. Aging Summary

Figure 5-2.1 Aging Summary Screen

The aging calculation is based on the rules setup in AP parameter table. There are 3 methods of
calculating ages: Accounting Period, Transaction Date and Due Date.
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It is advisable to always run the ‘Age Balance Check’ function before printing aging reports.

This report prints information such as month-to-date purchases, year-to-date purchases and an age
analysis of the balance outstanding over the current month, 30 days, 60 days, and 120 days and
above 120 days. Example is shown in Appendix Sample Reports section.

The report can be generated on an on demand (ad-hoc) basis during the month. The screen from
which you can execute this routine is shown in figure4-3

Report option

o Five reporting sequence are available to meet vary data grouping presentation. Namely: By
Account number, Territory, Buyer, Analysis 1 & Currency (Currency option only available in multi
currency version).

Print Currency option

0 The option only available in multi currency version. In single currency version the function is gray
off.

o0 You may print in base dollar or dual dollars (both for deal and base dollars).

Paper Size option
o EB8 support two sizes of paper, A4 and A3. As the report content rather big amount of information,
to have a bigger font print for easy study, you are advised to print the report using A3 paper size.

Select Aging By Option
0 There report can be aged by
Aged by Accounting Periods
Aged by Credit Terms
0 Formula of using aged by Credit Terms: Credit Terms/30

Tran | Credit Terms = 45 days Age0 | Agel Age 2 Age 3
Ae | 45130 = 1.50
1 <150 0-1.50& 1-1.50 ¥
>1.50 2-1.50=0.50 ¥
3-150=1.50 ¥
4-150=2.50 ¥
5-1.50=3.50 ¥

ga|h~jwWw|(N]|O

Select Age of listing option
o0 There are 4 ages grouping selection available to narrow down the scope and list with relevant
wanted transactions only.

All Print all age outstanding transactions as summary for selected Vendors record.

30 Print summaries of those selected Vendor that having transactions outstanding
Day+s for one month and above, excluding the current month (age = 0).

60 Print summaries of those selected Vendor that having transactions outstanding
Day+s for two months and above.

90 Which will only print summaries of those selected Vendor that having
Day+s transactions outstanding three months and above.

o0 Thus, it provides with flexibility of gathering only relevant information to meet users needed.
Example, Credit Controllers may only interested on Vendors whose outstanding debts were 60
days old and above it.
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o0 With correct selection input, system will be able to provide you with fast and accurate report.

Suppress Zero Balance A/Cs option
o To filter Vendor records with no outstanding transaction, remember to mark ¥ beside the

statement.

Output Format

o Before print out as a hard copy or just wanted to have a quick check on it, remember to mark ¥
beside Preview option. If the ‘Preview’ option is blank, report will be sent direct to the selected

printer.

o The following are the functionality for each button appear on the Preview screen:

Previous Page button

Go to previous screen

Next Page button

Go to next screen

First Page button

Go to first screen

Last Page button

Go to last screen

Specific Page button

Go direct to the page number input

Print Report button

To produce a hardcopy printout

Expand/Reduce button

Expand/Reduce the preview screen

Print Selected button

Select specific page for printout

Cancel button

Exit preview screen

0 To have an ideal

how great for a Vendor has exceeded the agreed credit limit. At the last column of the report, it
provides the percentage figure for your quick information. The formula goes:

% = {(BALANCE — CREDIT LIMIT) / CREDIT LIMIT} x 100%

Row Space

o Default there is no empty line space between lines. You may specify the number of line spacing
before printing the next line. The bigger the number the larger the space will be.

ii. Aging Details

Information provided in this report is very similar to Aging summary. However, instead of providing with a
summary net balance, it provides in transactions detail as input.

You have a chose of filtering all paid transactions to make the report neat and short or easy information
location or to include paid transactions for your analysis.

Default paid transactions are included. Remember to mark ¥ beside the Suppress Paid Transactions
option for system to do the automatic filtering.
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Figure 5-2.2 AP Aging Detail Screen
iii. Aging Details by Selected Accounts

Sometimes, you may want the report whereby Vendor ID is not in sequence order (jump about). Example,
wanted Vendor ID BO001 & E0001. In between these 2 Vendors ID could have C0001 & D0002. Thus, in
order to exclude C0001 & D0O002 from the report, this is the correct report option to use.

Information provide here is the same as Aging Details Report

Figure 5-2.3a Printing Aging Details (Selected Accounts) — Optionl
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Figure 5-2.3b Printing Aging Details (Selected Accounts) — Option2

Direct keyboard input Vendor ID range or use the search button to locate Vendor ID, follow by
click on the [Search] button. Vendor detail display at the box below.

Mark ¥ on the [Print Ind] column beside the wanted Vendor record to select your choice.

The Currency & Balance in deal are displayed in multi currency version only.

Print currency Option is available for multi currency version only. You are given the choice to print the
aging report in base dollars or both base and deal dollars (dual) on the report.

iv. Aging Cash Flow

The report analyses company’s cash flow for the next four months based on the due date for current
transactions outstanding. The printing date is important in calculating the next month’s due date to
compare transactions due for totaling purposes, we recommended that you key in the last day of the
calendar month to facilitate accurate aging totals.
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Figure 5-2.4 AP Aging Cash Flow selection screen

v. Statement of Accounts

The report should be printed on a monthly basis for all accounts within the ledger before running the
month end processing routine. You are given the choice of using your own pre-printed letterheads
statements, or computer-generated statements.

Transactions having *’ beside are records that had been settled successfully. After month end run, there
will be transferred to the Paid History file.

Figure 5-2.5 Statement of Accounts Print selection screen
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Footer Remark

o It is a free hand writing memo pad which allow user to input important notes to serve as a
reminder.

o Example could be: * Cheque must be sent before dd/mm/yyyy’

Print option
o There are choices open for your selection to either print Doc # & Referencel or Referencel with
Reference 2 onto the statement.

Print Currency Option
o Itis available for multi currency version only.
0 You are given the choice to print statement is base dollars or in deal dollars.

Suppress paid transaction option

o There is choice open for your selection to either print statement with paid transactions or to filter it
from the statement.

o However, if the statement was printed after month end close. Paid transactions from last month
are automatically excluded from the statement.

0 To exclude paid transaction from the statement, remember to marks " besides it.

Suppress zero transaction accounts option
o0 There is choice open for your selection not to print Vendor statement having zero transaction.

o To exclude Vendor having zero transaction from statement print, remember to marks ¥  besides
it.

Using headed stationery

o If you are using headed stationery (i.e. blank continuous forms with preprinted letter heads), tick
the box at Using Headed Stationery option, which will suppress printing of your company name
and addresses.

Include History Transactions

o User got the choice to print the history transaction onto the statement too. Place the ¥ besides it
is all you need to do.

Suppress Aging Summary
o0 Below of the statement, summary total by age group is printed. To suppress printing them place

the " besides it will do.

vi. Statement of Accounts with Description

The functionality of the option is similar to the Statement of Account print. The only different is, it printed
with the transaction description input during batch entry.

vii. Statement of Accounts-Selected Accounts
Sometimes, you may want the report whereby Vendor ID is not in sequence order (jump about). Example,
wanted Vendor ID BO001 & EO0001. In between these 2 Vendors ID could have C0001 & D0002. Thus, in
order to exclude C0001 & D0O002 from the statement print, this is the correct report option to use.

Information printed here is similar to Statement of Account Print function.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 113 of 150
Version 3.00



Accounts Payable System Manual

Figure 5-7.6a Printing Statements of Accounts (Selected Accounts) —Option 1 (multi currency version)
Currency code is not shown to single currency version

Figure 5-7.6b Printing Statements of Accounts (Selected Accounts) — Option 2

Direct keyboard input Vendor ID range or use the search button to locate Vendor ID, follow by
click on the [Search] button. Vendor detail display at the box below.

Mark ¥ on the [Print] column beside the wanted Vendor record to select your choice.

The Currency & Balance in deal are displayed in multi currency version only.

Print currency Option is available for multi currency version only. You are given the choice to print the
aging report in base dollars or both base and deal dollars (dual) on the report.
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viii. Transaction Listing by Accounts and Due Date

This report is useful for retrieving outstanding balances based on transactions’ due date to facilitate
reminders for payment.

The report printed with useful information to communicate with your Vendor. Examples are: Referencel/2
(which could be the invoice number, DO number, PO number, quotation number, etc.) Document date,
Date due, Contact person name, Telephone number, individual document (invoices, debit notes, credit
notes, adjustment) amount, agreed credit limit and the latest Vendor balance.

Figure 5-7.7 Printing Transaction List (by Account and Due Date)

Report option
o Four reporting sequence are available to meet vary data grouping presentation. Namely: By
Account number, Territory, Buyer & Analysis 1.

Due Date option
o To get a specific due date transactions or a limited range of due date transactions, use this option

to direct input with the wanted due date range or use the search function key to locate the
wanted date.
0 Remember always input a smaller date value on the ‘From’ field.

Print Currency option

o The option only available in multi currency version. In single currency version the function is gray
off.

0 You may print in base dollar or dual dollars (both for deal and base dollars).

Suppress Zero Balance A/Cs option

o To filter Vendor records with no outstanding transaction, remember to mark ¥ beside the
statement.

Suppress paid transaction option
0 There is choice open for your selection to either print statement with paid transactions or to filter it
from the statement.
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o However, if the statement was printed after month end close. Paid transactions from last month
are automatically being excluded from the statement.

0 To exclude paid transaction from the statement, remember to marks ¥ beside it

IX. Transaction Listing

The report list out all transactions related to an invoice and transactions could be taken place from past
year. This happen if the invoice is from prior year and only get fully settled in the current year and there
are some partial payments, credit notes, debit notes or adjustment done in prior year.

To include outstanding transactions in the report regardless the selected period, just place a tick in the
‘Include Outstanding History Transactions’ option. System will check through periods before the selection
period range and look for outstanding transactions (fully settled transactions are excluded from the report)
to print on the report.

The report could be useful for audit usage whereby print from first to last period for the year with all prior
year outstanding transactions included in the report.

The data print on the report is same as the Transaction Listing by Account and Due date report.

Figure 5-7.8 Transaction List selection screen
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x. Paid Transaction Listing
The report provides with past months paid transactions detail.

It prints with data: Vendor ID, Vendor name, Referencel/2, Document type (invoices, debit note, credit
note, cash, etc), Document date, Date due and document amount.

Figure 5-7.9 Paid Transaction List selection screen

Report option
o Five reporting sequence are available to meet vary data grouping presentation. Namely: By

Account number, Territory, Buyer, Analysis 1 & Currency (only available on multi currency
version).

Doc Date option

0 To get a specific document date transactions or a limited range of document date transactions,
use this option to direct input with the wanted document date range or use the search function
key to locate the wanted date.

0 Remember always input a smaller date value on the ‘From’ field.

Print Currency option
0 The option only available in multi currency version. In single currency version the function is gray

off.
o You may print in base dollar or dual dollars (both for deal and base dollars).

xi. 12 Periods Purchases History Listing

The report provides current and prior year individual month purchase figures from January to December
with a summation of Year-to-date purchase figure.

Select the wanted Vendor range in the A/C No. From & To option.

The Print Currency Option is available for multi currency version only. You may print in base dollar or dual
dollars (both for deal and base dollars).
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Figure 5-7.10 12 Periods Purchase Listing selection screen

xii. AP Realized Gain/Loss Detailed Report (multi currency version)

The report provides the actual gain or loss resulted from the daily fluctuation of exchange rate.

Only fully settled transactions will have the realized gain or loss and it is only reflected on the invoices and
debit notes transaction.

Examples of calculating realized gain or loss:

Doc Original | Deal Base Base P
Type Deal Balance | Rate Original Balance A Realized Gain / Loss calculation
Amt Amt Y
Case 1. fully settlement with one payment made with realized loss
APINV | 2000 0 1.7500 | 3500 -100 Y 3500 — 3600 = -100 (loss)
APCAS | 2000 0 1.8000 | 3600 0 Y
Case 2: fully settlement with one payment made with realized gain
APINV | 2000 0 1.7500 | 3500 100 Y 3500-3400=100 (gain)
APCAS | 2000 0 1.7000 | 3400 0 Y
Case 3: fully settlement with multiple payment made with realized loss
APINV | 2000 0 1.7500 | 3500 -130 Y 3500-(900+2730)=-130 (loss)
APCAS | 500 0 1.8000 | 900 0 Y
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APCAS | 1500 0 1.8200 | 2730 0 Y

Case 4: fully settlement with multiple payment made with realized gain

APINV | 2000 0 1.7500 | 3500 20 Y | 3500-(900+2580)=20 (gain)
APCAS | 500 0 1.8000 | 900 0 Y
APCAS | 1500 0 1.7200 | 2580 0 Y

Case 5: fully settlement with one payment made & credit note

APINV | 2000 0 1.7500 | 3500 -16 Y | 3500 - (700+2816) = -16 (loss)
APCN | 400 0 1.7500 | 700 0 Y
APCAS | 1600 0 1.7600 | 2816 0 Y

Figure 5-7.11a AP Realized Gain/Loss Detail Report selection screen |
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Figure 5-7.11b AP Realized Gain/Loss Detail Report selection screen Il

Marks ¥ beside the currency record under the Choose column to indicate wanted realized gain or
loss currency transactions report under currency rate screen.

Move to Report Print screen to select the Vendor records range. To cover all Vendor records, just
leave the A/c No From & To blank.

It provides in per settled transaction basis detail for your analysis.

xiii. AP Un-Realized Gain/Loss Detailed Report (multi currency version)

The report provides the estimated gain or loss resulted from the daily fluctuation of exchange rate.

Only unsettled transactions will have the un-realized gain or loss and it reflects on all document types,
example, invoices, debit notes, credit notes, cash receive, debit & credit adjustment transaction.

Examples of calculating un-realized gain or loss:

Doc Original | Deal Base Base P | Un-realized Gain / Loss calculation
Type Deal Balance | Rate Original | Balance | 5
Amt Amt
Y

Case 1: fully un-settle transaction
APINV | 2000 2000 1.7500 | 3500 3500
APCN 600 600 1.7600 | 1056 1056

Revalue at rate 1.8000

APINV | 2000 2000 1.8000 | 3600 | 3600 N | 2000 x 1.8 = 3600
3600 — 3500 = 100 (loss)
APCN | 600 600 1.8000 | 1080 | 1080 N | 600 x 1.8 = 1080

1080 — 1056 = 24 (gain)

Revalue at rate 1.6500
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APINV | 2000 2000 1.6500 | 3300 3300 2000 x 1.65 = 3300
3300 — 3500 = -20 (gain)
APCN 600 600 1.6500 | 990 990 600 x 1.65 =990
990 — 1056 = -66 (loss)
Case 2: partial un-settle transaction
APINV | 2000 1400 1.7500 | 3500 2444 3500-1056=2444
APCAS 600 0 1.7600 | 1056 0
Revalue at rate 1.8000
APINV | 2000 1400 1.8000 | 3600 2520 2000 x 1.8 = 3600
1400 x 1.8 = 2520
2520 — 2444 =76 (loss)
Revalue at rate 1.6500
APINV | 2000 1400 1.6500 | 3300 2310 2000 x 1.65 = 3300

1400 x 1.65 = 2310

2310 — 2444 = -134 (gain)

Figure 5-7.12a AP un-realized gain/loss detail report selection screen option |
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Figure 5-7.12b AP un-realized gain/loss detail report selection screen option Il

Marks ¥  beside the currency record under the Choose column indicate wanted realized gain or loss
currency transactions report.

Input the wanted exchange rate in Multi Rate column under Currency Rate screen.

Move to Report Print screen to select the Vendor records range. To cover all Vendor records, just
leave the A/c No From & To blank.

It provides in per settled transaction basis detail for your analysis.

Notes that database amount does not updated with the rated entered, it is for the un-realized gain /
loss report print only. To update the database with the new exchange rate ‘AP Revaluation Summary
Report’ is the function to use.

xiv. AP Realized Gain/Loss Summary Report (multi currency version)

The function & screen is similar to AP Realized Gain/Loss Detail Report. The only differences, is instead
of providing with detail breakdown by per transaction basis, It gives a summary net realized gain/loss per
Vendor.

Information printed are: Vendor ID & name, currency, exchange rate, deal amount, base dollars with
current rate, base dollars with new input exchange rate, the different between current exchange rate &
new input exchange rate amount with remark of gain or loss.

xVv. AP Un-Realized Gain/Loss Summary Report (multi currency version)

The function & screen is similar to AP Un-Realized Gain/Loss Detail Report. The only differences, is
instead of providing with detail breakdown by per transaction basis, It gives a summary net realized
gain/loss per Vendor.

Information printed are: Vendor ID & name, currency, exchange rate, deal amount, base dollars with
current rate, base dollars with new input exchange rate, the different between current exchange rate &
new input exchange rate amount with remark of gain or loss.
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xvi. Activity Code Summary Report

The report presents the data in 12 months for the year by each activity code. Specify the activity code
range is all you need to do.

Figure 5-7.13 Activity Code Summary Report
xvii. Activity Code Details Report

The report presents the data in detail by transaction level. System defaults current period for report to
print. However, user is allowed to specify the wanted period manually.

The detail data printed are:

Document Date, Document Type, Batch Number, Document Number, Tax Category, Tax Percentage,
Before Tax Value, Tax Amount, After Tax Value, Description.

Figure 5-7.14 Activity Code Details Report
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5.8 AP Master File Print

To get a Vendor static detail with latest balance and purchase figures, here is the report user should be
using.

Some information printed are: Vendor ID & name, address, Telephone number, Fax number, Contact, E-
mail address, Credit terms, Credit Limit, Buyer, Territory, Statement print, Last invoice date, Last payment

date, Balance, MTD/YTD purchase, MTD payment, Purchase account, Bank account and Creditor control
account, etc.

Report  Vendor Master File Print

Figure 5-8 Printing Vendor Master File
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Chapter 6
Account Payable Payment
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6 PAYMENT

When it is time to make payment, here are the options to make the payment process become a simple
and easy task. It provides with accurate payment suggestion list to prevent too early and double payment
mistake happen. It helps to avoid late payment and lead to penalty imposed by vendor

Payment Menu Tab

6.1 Set Vendor Advice Indicator

Here is the function to pick Vendor record for holding back payment. Use direct keyboard input Vendor ID

range into A/c No# From & To or use search function key to locate the wanted Vendor record.

Mark ¥ beside the Vendor in the box under ‘Payment Hold’ column to exclude vendor from payment
exercise.

To confirm, remember to click [OK] button.

Payment  Set Vendor Advice Indicator

Figure 6-1 Set Payment Advice Indicators
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6.2 Select Payment by 3 Criteria

Besides setting payment advice indicator by Vendor record. During selection of payment by 3 criteria
option, user can further narrow down the scope to a specific group of Vendor who fulfill with condition set
here.

First condition:
Specify the payment method in ‘Payment Method From & To’ option. To cover all payment method, leave
it blank. Else, use the drop down list to choose the payment method.

System will do auto matching payment method chosen here with vendor master setup. The option only
useful, if vendor master was properly setup. To make payment for one payment method, ensure the
payment method from & to is placing the same value. Example, payment method From ‘cheque’ To
‘cheque’.

Second condition:

User could specify paying vendor only when there is/are invoices over due for O days — current month, 30
days, 60 days, 90 days or 120 days by input the age code correctly.

There are two methods of calculating outstanding transactions ages:

Methods Formula

Transaction age with | Vendor's Master Credit Terms is divided by 30 to derive the correct
master credit terms Aged Code and check against individual transaction age

Accounting age code Existing transaction age compare with selected age range

User could also give a more direct instruction by using the transaction due date method for payment
condition. Instead of input age code, system will require user to input the transaction due date range
under the ‘Select Due Date’ option. The label ‘Select Age With Credit Terms’ will be changed to ‘Select
Due Date’ when user marks using Transaction Due Date option.

Third Condition, to set suggested status:

Yes: To make payment for all vendors who fulfill condition set on first & second option.

No: To exclude payment for all vendors who fulfill condition set on first & Second option.

Payment  Select Payment by 3 Criteria
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Figure 6-2.1 Select Accounts from Reminder Notice

To view for the selected transactions details, click on the [View DocSrc] button. You will see a similar
screen shown as below:

Figure 6-2.2 Payment suggested detail screen part |
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Marks " beside the wanted record under ‘suggested’ column. To confirm remember to click on the
[Apply] button before exit the function.

Records paid are not shown here. Records chosen to be paid but has not yet gone through the actual
payment process yet is still shown here. User is still having the chance to exclude it (them) from the
actual paying out.

After view through the suggested list and confirm that all records shown are to be included in or exclude

from the payment, you may click on the [Close] button to exit from the viewing screen and use the [OK]
button on the 1* screen to confirm the selection.

6.3  Select Payment by Account

Another alternative of choosing payment or exclude it from payment, is use selection payment by Account
option.

It allows you to select payment by per vendor basis. Whereas, ‘Select Payment by 3 Criteria’ option, allow
selection on a global basis. This is the recommended procedure for random payment processing. Also,
after the global selection on 3 criteria, you may want to amend on an account-by-account basis.

All outstanding transactions for the chosen vendor are listed here. Marks ", beside the selected
transaction under ‘Suggested’ column. To confirm the selected, remember to click on the [Apply] button
before exit.

You may also unmark the »" under ‘Suggested’ column to exclude it from payment.

Payment  Select Payment by Account

Figure 6-3 Select Payment by Account screen

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 129 of 150
Version 3.00



Accounts Payable System Manual

6.4 Print Suggested Payment List

After the selection payment task is completed, we shall print out the final Suggested payment list and
submit to the payment supervisor or manager for Approval before the actual payment process being.

The listing highlight all the accounts involved in the payment, the total amount for each account and the
grand total for the payment exercise. At this stage you can still select or de-select any transaction in the
list. If amendment had been made to the list it is best to re-print the payment listing again. This listing will
serve as a control report for the payment processing function.

Please make sure that the GL bank Account codes for each selected vendor are the same if this
suggested list is used later for actual Payment Advice printing for generating the Cash Payment records.

If you opt to use the Payment Advice method to generate the Cash Payment records, the GL bank
account must be correct as the Cheque number generated must be in sequence with and from the same
bank.

Payment  Suggested Payment List

Figure 6-4 Suggested Payment List screen

6.5 Automatic Payment Advice Menu

If you do not wish to generate cash records by the system and instead prefer to key in the cash payment
through the normal posting method, the Automatic Payment Advice Menu will not be used. This menu
covers computerized cheque printing and the processing of payment records without having to manually
post the payment records via the normal transaction-processing menu. This Automatic Cheque Menu is
used after the payment process has progressed through the steps described above.

Payment  Automatic Payment Advice Menu
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6.5.1 Print Payment Advice (No Cheque)

This option is used to print the payment advices to send to your suppliers, if computer does not print
cheques.

The last used advice number and cheque number is registered with the system after the payment advice
was printed. The next round of payment advice run, system will automatically display them on the screen.
However, user is allowed to amend it.

As for the Cheque number, enter the last Cheque number used, to let system generate the next Cheque
number on every payment advice. Although, the cheques were not printed by the computer. The Cheque
sequence should be taken from the Chequebook, issued by the Bank under the same GL bank account
for which the payment advice batch will be processed.

The payment Cheque would have to be written manually account by account and the cash records will be
posted by the normal transaction posting method. The procedure for Payment Processing cycle must be
followed in the proper sequence and you should complete the whole cycle before continuing to the next
Payment Advice cycle.

There are three methods of printing Payment Advice:
a.) BY Account Number
b.) By Payment Method
c.) By Currency (only available for multi currency version)

Automatic Payment Advice Menu  Print Payment Advice No Cheque
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Figure 6-5.1 Print Payment Advice Without Cheque selection screen

If you are using the headed stationery for your payment advice, Alignment must be properly test before
printing the full list of payment advices. The matrix of horizontal and vertical start point is measured in unit
of mm.

Re-Print function is available to cater for example, wrong stationery used, improper alignment happen or
toner run low lead to unclear printing. Without having to re-assign the payment advice number and
cheque number.

However, foresee human operation mistake may happen. System allows user to re-assign Payment Date,
Last Payment Advice Number Used and Last Cheque Number Used in re-print option.

Re-print option allow user to do very specify selection. Example print one payment advice out of hundred
in a payment batch or print a small range of payment advice start with any advice humber within the

batch. Use help to locate the wanted payment batch and document number.

A cash payment batch was created when the payment advice print was completed. Thus, to re-print it,
you are required to select the existing batch number.
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Figure 6-5.2 Re-print Payment Advice Select Batch No. Screen

By using the selection list function button beside the Batch No. Field. It lists out payment batches that
are available for re-print. Direct input the batch number in Batch Number field, follow by pressing the [GO]
button or highlight the wanted batch and double click on it to complete the selection.

System defaults the 1°' transaction document number onto the Doc No. From & To fields. User is allowed
to change it if needed.

Figure 6-5.3 Re-print Payment Advice Select Doc No. Screen

By using the selection list function button beside the Doc No. Field. It lists out selected payment
batch’s transaction detail list. Direct input the Doc No. into the Document No. field, follow by pressing the
[GO] button or highlight the wanted document number and double click on it to complete the selection.
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6.5.2 Payment Advice Cheque And Attachment List

This option is the same as option 5.5.1 above, except that the actual cheque will be printed as well. In this
case the payment advice and the cheque are attached together in the same pre-printed form stationery.
The cheque number will run in sequence.

Ensure the printer and forms are set and aligned properly before proceeding the printing.

The attachment list provides the transaction details that could not otherwise be printed on the payment
advice form. The Cheque Attachment print to be printed on ordinary plain paper as extension to the
payment advice.

Automatic Payment Advice Menu  Print Payment Advice Cheque and Attachment List

Figure 6-5.2 Payment Advice Cheque & Attachment List selection screen

Due to limited space the attachment provided. It may not able to include all payment transactions into it.
Thus, separate attachment from cheque is needed to list out all transactions that are paying in the
cheque.

System prompts for printer selection option when the cheque attached payment advice space is
insufficient to include all the payment transactions into it. With the printer selection option available, it
safes, user from changing paper on the same printer. The selection screen is similar to the figure shown
below:
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Figure 6-5.3 Separate Payment Advice Printer Selection Screen

User was given the choices of suppressing printing transactions detail on the separate payment advice

attachment or to include. To suppress it from printing, mark ¥ besides the ‘Suppress Printed Pay Advice
Detail For Print Attachment List’ statement.

For re-print payment advice, user was given the choices of just printing the attachment alone. To do that,
mark ¥ besides the ‘Only Print the Attachment’ statement.

System opens the option for user to decide the number of transactions to be printed together with the

cheque attached payment advice statement. Input the number of transactions into the ‘Print Line Number
Of Detail In Cheque’ option.

6.5.3 Edit Payment Batch Ref1/2/3

The option here to provide the flexibility of making maintenance of non-accounting fields and is limited to
the references 1/2/3.

It gives user choices make correction to maybe cheque number and payment advice number without
having to re-print it. Maintenance must be done before the batch is updated. Once payment batch is
updated, it is removed from here.

Automatic Payment Advice Menu  Edit Payment Batch Ref 1/2/3
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Figure 6-5.3 Edit Payment Batch Ref1/2/3 screen

Use to display the available payment batches for maintenance. Just like the small box shown as
above. Select the wanted batch number and click on the [GO] button to confirm your selection, or double
click on the wanted batch number. Once this process is done, the detail of the payment batch is shown
on the big screen just like the above screen and the select list box is closed.

6.5.4 Cheque Update and Register Print

Cheque Update option enables system to select all those payment advice records and set the
corresponding transaction records to be fully applied.

Cheque Register Batch Update option will produce a listing of Cheque Summary (Register) and also
create the batch for updating to AP System as well as produces AP Cash Payment Batch Edit Print.

On the AP Cash Payment Batch Edit list, the Reference 1 is defaulted as the Payment Advice number, Reference 2
is defaulted as Cheque Number and Reference 3 is defaulted with the Reference 1 of the invoice.

The payment advice indicator will be reset for the next batch. The system does not allow the same
payment advice batch to be updated twice in the same payment processing cycle.

After this option has been run, the whole payment processing for a payment advice batch is considered
complete and those batches were removed from here.

Marks ¥ besides the wanted batch under ‘Choose’ column and follows by click on the [OK] button to
begin the updating.

The drill down function to voucher source, is available here to view and make maintenance to the batch
detail, by double click on the wanted batch and the batch edit screen is displayed.

Automatic Payment Advice Menu  Cheque Update and Register Print
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Figure 6-5.4 Cheque Update & Register Print Screen

6.5.5 Cheque Register Re-Print

This option is used if another set of the same cheque register is needed in case of printer ‘jams’ or
another file copy. The system allows the current Cheque Register (summary) to be printed provided
another payment advice batch has not been generated. For a reprint of AP Cash Payment Batch Edit,
you may use the AP Batch Edit Reprint option in the Inquiry Menu. The system only allows the current
updated batch to be re-printed.

Automatic Payment Advice Menu  Cheque Register Re-Print

Figure 6-5.5 Cheque Register Re-Print selection screen
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6.6  Summary of Payment Processing

The flexibility of the process cycle allows users to adapt 3 possible ways to use the features according to
their requirements and these are summarized below

6.6.1 Processing Cycle up to Suggested Payment List

Set master Payment Advice indicators

Select Payment by 3 Criteria and/or

Select Payment by Account

Print Suggested Payment List

Verify that the suggested list is acceptable; if not redo selection
Obtain approval to the final payment list

Manually prepare cheque and payment advice (if needed)

Post the Cash Payment entry batch

Perform the data file backup

Apply the Cash Payment to the selected transactions by using the Settlement function if cash
payment batch did not select the correspondent invoice document.

OO0 O0OO0OO0OO0OO0OO0OO0OOo

6.6.2 Processing Full Cycle without Cheque

Set Master Payment Advice Indicators
Select Payment by 3 criteria and/or

Select Payment by Account

Print Suggested Payment List

Verify that the suggested list is acceptable; if not redo selection
Obtain approval to the final payment list
Print Payment Advice (without cheque)
Perform the data file backup

Perform the Cheque Register Batch Update
Reprint the Cheque Register if required

Full payment processing cycle is completed

OO0 O0OO0O0O0O0OO0OO0OO0OO0o

6.6.3 Processing Full Cycle with Auto-Print Cheques

0 Set Payment Advice Indicator or
o0 Select payment by 3 Criteria and/or
o0 Select Payment by Account
0 Print Suggested Payment List
o Verify that the suggested list is acceptable; if not redo selection
0 Obtain approval to the final payment list
o Print Payment Advice and Cheque together and Print Cheque Attachment list
o Perform the data file backup
o Perform the Cheque Register batch Update
o0 Reprint the Cheque Register if required
O Full payment processing cycle is completed
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6.7 OCBC GIRO with invoice format

Beside pay via cheque you may make payment through OCBC GIRO. The following setup must be done
to get it works:
a. Invendor master the payment method = GIRO
b. In vendor master setup the supplier bank account number and e-mail address. E-mail address is
required as OCBC bank will send a mail to this e-mail account to inform the supplier when the
payment will be credited into his account with payment detail.

Payment  OCBC GIRO with invoice format

You may re-generate the un-posted GIRO file by using the re-write option.

When the GIRO file is generated system will create a payment batch and it can be found in the Batch
Update option. User must manually update it. Reason of not on-line update is to allow user to re-generate
the GIRO file with a new submission and value date.
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Chapter 7

Account Payable
Month End / Year End Processing
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7 AP MONTH/YEAR END PROCESSING

Processing Menu Tab

7.1 AP Revaluation Summary Report (multi currency version)

The function provides with:
a.) Revaluation report
b.) Realized gain / loss summary report
c.) Update Vendor with new exchange rate for unsettle transactions
d.) Interface revalue transaction to General Ledger module
e.) Interface realized gain / loss to General Ledger module

Examples of revaluation calculation:

Doc Original | Deal Base Base P Un-Realized Gain / Loss
Type Deal Balance | Rate Original | Balance | A calculation
Amt Amt
Y

Before settlement
APINV | 1000 1000 1.7500 | 1750 1750 N 1000 x 1.75 = 1750
APCAS | 2000 2000 1.8000 | 3600 3600 N 2000 x 1.80 = 3600

After settlement
APINV 1000 500 1.7500 | 1750 850 N 500 x 1.75 =850
APCAS | 2000 1500 1.8000 | 3600 2700 N 1500 x 1.80 = 2700

Revaluation at 1.85

APINV | 1000 500 1.8500 | 1850 925 N 500 x 1.85 =925

925 — 850 = 75 (loss)
APCAS | 2000 1500 1.8500 | 3600 2775 N 1500 x 1.85 = 2775
2775 — 2700 = 75 (loss)
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Figure 7-1.1 AP Revaluation Summary report selection screen option |

Figure 7-1.2 AP Revaluation Summary report selection screen option Il
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Marks ¥  beside the currency record under the Choose column indicate wanted realized gain or loss
currency transactions report.

Input the wanted exchange rate in Multi Rate column under Currency Rate screen. The rate input
here will be updated into currency table after the process completed.

E8 defaults Realized and Un-Realized account code from the currency table setup. However, user

can change the wanted account by direct keyboard or use search function key to locate the
account.

Move to Report Print screen to select the Vendor records range. To cover all Vendor records, just
leave the A/c No From & To blank.

There are 2 main functions to select from:

a.) Un-Realized Summary report, to revalue unsettle transactions

b.) Realized Summary report, to get the settle transaction with actual gain / loss data.

It gives a summary net Un-realized or Realized gain/loss per Vendor.

For revaluation, user is given the choice of interface the data to General Ledger module and at the
same time update Vendor records in Account Payable module.

For Realized Summary report, user only given the chance of interface the gain / loss to General
Ledger module.

A batch is created in General Ledger to capture the data.

7.2 Month End

Each accounting period has a beginning and an ending and if there are to be 12 accounting periods
linked to the calendar months it will be good practice to maintain consistent opening and ending at fixed
dates of every calendar month

The month-end processing begins with the user checking that all the various reports, as determined by
company policy or accounting department standing instruction, had been printed

These reports represent the period financial results of the company and the responsibility of the
accounting function. If this is not so it will be advisable to have the following monthly reports:

0 Aging Report (summary or detail)

o Cash Flow

o Statement of Account

0 Realized Gain/Loss (summary or detail) for multi currency version

After these reports had been printed, perform the backup for the system file.

The month-end processing has the following functions:

1.

arwn

The Month-to-Date purchases, payment and the current age balance are cleared for the next
period.

Buyer’'s Month-to-Date purchase figure is cleared.

Fully settled transactions are transferred to history.

In Parameter File, the period is incremented by one

In Vendor Master File, system shifts the following aging balances:

From 90 days’ balance to 120 days’ balance
From 60 days’ balance to 90 days’ balance
From 30 days’ balance to 60 days’ balance
From current balance to 30 days’ balance

O O oo
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To illustrate, see the table below:

Before Month End Processing
Current 30 days 60 days 90 days 120 days +
1,300.00 1,000.00 200.00 100.00 0.00
After Month End Processing
Current 30 days 60 days 90 days 120 days +
0.00 1,300.00 1,000.00 200.00 100.00

Processing  Period End

Figure 7-2 AP Period End Processing

7.3 Year End

The Year End Processing will close the current year and prepare the system for the new financial year.
The year-end processing is triggered when the last financial period of the year has completed i.e. the
Month-End Processing for the last financial period had been performed and user will be prompted
immediately to perform the Year-End-Processing.

The following functions will be performed:

a. Vendor master record the current 12 periods purchases amounts is transferred to the respective last
year periods for user to analysis the next coming year purchases performance from last year.

b. Vendor master record Year-To- Date purchase figure is cleared.

c. Parameter file current period set to first period. Example, before year-end was 2008-12, after year-
end will become 2009-01.

d. Buyer's YTD purchase figure is transferred to Last year together with Total buyers YTD purchase
figure.

e. Remove obsolete historical transactions from database if user chooses to do so.

Processing  Year End
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Figure 7-3 AP Year End Processing

Before perform year-end closing, you are reminded to do proper data backup and log book recording.

The date input in House Keeping Date determines the date range of transactions to be removed.
Example, house keeping date = 30/6/2008. Result of after year-end processing is done would be,
transactions with date 1/7/2008 onwards are kept with the system. Transactions holding date earlier than
and, on 30/6/2008 are purged.
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Chapter of

Account Payable Appendix
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A.

IMPLEMENTATION OF E8 AP SYSTEM

Steps to Opening Data Creation For E8 AP System

1. Set up the System Date as the Accounting date of the system.

2. Setup the AP Parameter file under Set up Menu.

3. Create Vendor/Debtor Master Details using the AP Master File Update under Data Entry menu. The
coding structures of AP account number and sort key must be defined prior to Master File Creation. If
possible, confirm the coding structures with your systems advisor or administrator before creation.

4. Print out the whole master list for verification.

5. Always Backup the Data Periodically, e.g. at end of the day and Backup recording. This set of
complete Master file must not be overwritten till the system goes ‘live’ for 2-3 months.

6. After Creating the Master file, you need to decide on the opening period for entry of outstanding
balances. There are 2 options; at beginning of financial year or at any other period.

7. Assuming your financial year is from Jan — Dec 2001 period, 2001-01 means period number = 1, and
you would like to start your opening balances as at October 01, you would need to set the current
period at the AP Parameter file to 2001-9 (for September) and the system date to September.

8. Post in the account balances using AP batch Entry option
The age code for outstanding invoices as at period 9 is as follows:

Invoice Equivalent in (Days)

Mth Age code

May 4 120 days + above

Jun 3 90 days

Jul 2 60 days

Aug 1 30 days

Sep 01 0 Current
The age code is very important for the initial database creation, as this will define the outstanding
aging analysis of each Vendor at the opening balances. The credit notes age code must follow the
applied invoice age code. After the system goes ‘live’, the outstanding transactions’ age code will be
incremented by the system at Month End processing option.
Please remember to do backup after batch of posting update on a rotational basis.

9. Once all outstanding transactions are posted, do an Aged Balances check to validate that Master
account balances are tallied with transaction amounts. Check and resolve any error before continuing
to next stage.

10. Update the AP Master File with the correct Year-to-date purchase amount. You can omit the Month-
to-date amount.
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11. Print out AP Aging Details for checking. If Ok, print out the AP Aging summary for documentation
control as well as tallying with old system totals. At this stage, please confirm with the systems
advisor or administrator before proceeding to the next stage.

12. Backup the Data and treat this as a monthly set to be kept. (See under backup procedure).

13. Run the Month End processing option to clear off the monthly purchase figure. If you choose to start
at beginning financial year, the outstanding must be posted as at period 12 of the previous year and
hence the period 12 will automatically clear off the Year-to-date purchase amount at Month End
processing option.

14. Please check that everything is in order, e.g. the period humber in the parameter will be incremented
after month end processing.

Hurry! You are now ready to do your routine system. The above steps are mean to be used one time only
for initial implementation. For the normal daily and monthly routine, please refer to Appendix B.

B. DAILY ROUTINE CHECKLIST FOR E8 AP SYSTEM

This section provides the daily checklist for E8 AP System

1. Set System Date, verify current period. This is especially critical if you are starting on a new financial
period.

2. Backup Data before updating the batch. See backup procedure.

3. Update Transaction Batch. An audit trail for the batch will be generated with a running batch number.
This document needs to be filed according to running batch number for audit purpose. Batch numbers
generated will always be unique, duplicate batches means serious error has occurred.

4. Always do a random check on the updated transactions by using the Account Ledger Enquiry.

5. If the batch is a cash payment batch, you may need to do a settlement to knock-off invoices amount
or to do cash application only at Month-End. Backup Data if cash application is done after each
posting of cash receipts.

6. Enter next batch if any. Repeat step 2.

C. MONTHLY AND YEARLY ROUTINE CHECKLIST FOR E8 AP
SYSTEM

This section lists out the checklist before the End of the financial period or financial year.

1. Perform whatever daily routine necessary. Make sure all postings are completed for the monthly
period before continuing the Month End routine.

2. Perform Settlement routine to ‘knock off’ paid transactions.
3. Perform the Aged Balances check routine. This will allow the system to validate all transactions

balances with respective master balances as well as the aging summary. Any error will be printed on
to the printer. Please check and rectify any error before continuing to print monthly reports.
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4. Print all monthly reports needed. Example are:

Aging Summary
Aging Details
Statement of Accounts

5. Perform monthly backup of Data files. Please do not overwrite these monthly files till 3-4 months later.

6. Perform Month End Processing. If the current period is 12, the system will prompt message to
continue do Year End processing.

D. BACKUP PROCEDURES FOR E8

With the amount of information that is available to you in a typical office system, therein comes a certain
level of responsibility — a responsibility often ignored until it is too late. It is a typical case of “CRYING
OVER SPLIT MILK". Everyone relying on personal computers for information must take precautions to
ensure that data is not lost.

Losing information due to hardware or power failure, or through operator error, can be costly and in some
cases devastating, the time and effort required to retrieve lost information can translate into a substantial
amount of wasted money and opportunity cost.

| npl enenti ng a Backup Strategy

To protect your data, it is important that the person responsible for backing up your system understands
the rudimentary elements of the computer and the backup process. If you are not this individual, you must
make sure the person who in responsible has this knowledge.

The implementation of a plan to recover from this “DISASTER WAITING TO HAPPEN” should, therefore,
be an essential regulation for anyone interested in his/her investment on information and productivity.

Following faithfully to the Backup plan is to ensure a GOOD insurance of your database against data loss.

Backup Strategy for AP System

If you ask yourself this question, “How much time, effort and money will be lost if | were to lose any data?”
you would then be able to work out how often you may need to backup your data as well as how many
sets of data need to be kept before recycling them.

For any system, we would recommend the “grandfather, father and son” generation of data backup. The
minimum set of backup data set is 3 set such that you would always have the next older version if the
current backup version were unusable. For the monthly backup before the End of Month processing, you
should backup into a monthly set for safekeeping, preferably in another site.

The folder being used in this system is named as SYSTEM file.

You could use My Computer or Window Explorer to backup the folder. You could rename the folder for
the backup procedure.
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To copy files by dragging instead of using nenus
1. In My Computer or Windows Explorer, find the file or folder you want to drag.

2. Make sure the place you want to drag the file or folder to is visible.

3. Drag the file or folder to the destination.

4. Rename the folder as backup.

Not es

If you right-click to drag, a menu appears with the available options.

If you drag a file or a folder to a location on the same disk, it will be moved. If you drag it to another
disk, it will be copied.

You can create a copy of a file and move it at the same time by pressing CTRL while you drag the
file to a new location.

Please refer to your window user guide for more information on how to copy the folder.

Prepared By Bizpoint System (Wuhu) Pte Ltd Page 150 of 150
Version 3.00



