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ACCOUNTS RECEIVABLE INTRODUCTION

The Accounts Recelvable Transaction File holds charges and creditsfor dl retalers. You have the
capability to designate some or al of your retalers as ‘open item accounts so the unpaid charges and
unapplied credits remain in the Transaction File until they are reconciled. The statement will show a
balance forward (the total unpaid amount from al previous periods), the current week charges and
credits, and the total amount due.

To process A/R and print statements run code "ARUN' which begins immediately and does not require
an 'EOD' to dtart processing. If you want the returns that were processed that day to be included, then
Return Processing (code 830) and End of Day Processing (code EOD) must be run prior to ARUN.

A/R TRANSACTION FILE

All transactions added to the A/R Transaction File automaticaly have a suffix number starting with 'O
added to the eight digit reference number. If there is another transaction on the A/R Transaction File
with the same reference number, the firgt transaction would be reference 'rrrrrrrrOQ’, the second would
be reference 'rrrrrrrrO1. The maximum suffix number is'99. The suffix number must beincluded in dl
codes (except ARQ7) that require a reference number to be entered.

A/R SALES TRANSACTION FILE

If an A/R transaction affects sales, a corresponding A/R sdes transaction is added to the Detall Sdes
Transaction File for the retailer using the same batch number, reference number, date and amount. A/R
transactions created through code 800 (Single Entry Returns) and code 165 (Reorder) will dways add
to the A/R Sdes Transaction File with suffix number ‘00" added to the reference number. A/R crested
through invoicing or added with code ARO7 (A/R Transaction Entry) will add to the A/R Sdles
Transaction File with the same suffix number as is added to the A/R Transaction File. When A/R
description 8-Debit Sales Only and 9-Credit Sales Only are used, the saes transaction will be added to
the Detail Sdes File with asuffix of 50. Thisisto prevent any duplicate reference numbers.

PRODUCT SALES HISTORY FILE

Thereis one record for each product for each year that aretailer sdlls. It contains current month sales
and returns and 12 month fields to track monthly saes. Each time you do an ARUN, the sdes are
posted to the current month fields. If the ARUN isan end of month run, then once the sales and return
are posted to the current month fields for the run, they are put in the proper month field and current
month is cleared in order to start accumulating for the next months runs.

SHORTAGE AND CANCEL REPORT

Shortages and cancels entered through code 800 - Single Entry Returns or through code ARO7 - A/R
Transaction Entry will print on the Shortage and Cancel Report (AX51) automaticaly when the
accounts receivable statements are requested (ARUN).



END-OF-MONTH AND END-OF-QUARTER SALES REPORTS

When you enter the statement request process through code 'ARUN', the system will prompt you for
'Proper Month Code for End of Period'. Vaid month codes are 1-12. Enter the month code that
corresponds to the current month in the calendar year. At the end of the month, answer 'Y" to
'End-Of-Month' to update the proper month field in the Product Sales History File and the Query Sdles
File

During every end of month run, the system will recreate the Query Sdes File. All salesreports obtain
ther numbers from thisfile. That means the sdles reports for a particular month or quarter can be
printed throughout the month until the next end of month ARUN is processed.

Sdesdatais saved by product number from every A/R transaction for every retailer and post to the
A/R Sales Transaction File. 'Y ou aso have the option to breakdown sales by category number within
each product (client option). Thisfile A/R Sdes Transaction File is used to post the sales dallars to the
Product Sales File during every ARUN process.

Service charge amounts are not included in the sales history unless you want them to. Y ou can include
service charge in any product's sales or add a separate product number for service charge with code
340 (Add Product Number). Update your Client Record with the product number to be used to post
service chargesto.

Sdestax (if used) is never added to product saes. If you want saestax caculated on retailer'sinvoices,
reorders (code 165), or returns (code 800), you must update the retailer's record (code 500) with the
sdestax percent to be used for caculation and update the Client Record on the 'Invoice Options
screen.

RESTORING PREVIOUS QUARTERLY REPORTS

These are ingructions for usng codes AR90 (Update A/R Control File) and AR65 (End of Quarter
Sdes Query) to make old sdes files available to print reports. 1f you choose to use codes AR90 and
ARG5 to recregate reports from a previous quarter, when you have completed running your quarterly
sdes reports, you must run AR90 again using the last End Of Month A/R Statement date, followed by
code ARG5 to recreste current sales data.

1. At menu, enter AR90 using the EOM date for the quarter for which you would like to print sdles. It
displaysjust like the prompts for an actuad ARUN.

2. At menu, enter code ARG5 saying ‘' YES to continue.

3. Your saesfilesare now updated to print quarterly reports.

4. After quarterly reports have been printed, enter code AR90 at the menu using the last EOM
statement date.

5. At menu, enter Code AR6E5. Y our data salesfiles are now current.

Steps 1 and 2 will run only about a second before returning to Enter Code. In order to get your Query
Sales File back to where you were prior to starting this, run steps 4 and 5.



RETAILER STATEMENTS

Retailer statements show the amount of money your retailers owe and ligts the transactions for the
current period. For open item retallers, you have the option of printing the aged transactions on their
statement that make up the beginning balance (Client Record on A/R Options).

The balance due is broken down by aging period at the bottom of the statement. Y ou have the option
not to print the aging at the bottom by changing an option in the Client Record. Threelines at the
bottom of each statement can be used to print a specid message. Chain retailers can recelve master
gatements or individual statements or both. See the next section on setting up chain master accounts for
the options available.

SETTING UP CHAIN ACCOUNTS

Chain master accounts - Each chain that will be getting a master statement, a retailer must be added
to the Retaller File which will be the chain master. The retailer number consigts of five digits, the first two
numbers must be 99 with the last three being the chain number. For example, Chain 10's master
account number would be 99010. This retailer should have the name and address where the master
gatement is to be sent and the chain number must be keyed as 999. Use code 500 to add these master
accounts.

Chain numbers - All retailers who are part of a chain need to have a chain number assigned regardiess
of whether their chain receives achain magter stlatement or not. This chain number should be the same
as the chain number for dl the other retailers on that chain. Use code 500 to update the chain number
for aretaler.

Store number - All chain retallers must have a store number in order to identify them on the chain
master statement. Use code 500 to update aretailer's store number.

L oad balances - Once you set up your chain accounts, you should load to the chain master retailer the
totd of dl the chain'sretallers baances usng code AR10. Theindividud chain retallersthat had

bal ances must have their balances entered as zero using code AR10. Do this prior to changing their
statement code.

Statement code - All retailers who are part of a chain and whose transactions are to gppear on achain
measter statement must have a statement code other than zero. The chain master account's statement
code must be zero. Use code 500 to change the retailer's statement code to one of the following:

0 - Balance Forward - prints balance forward, al current debits and credits. Retailer is not part
of achan.



1 Chain Retailer - no baance forward prints on their statement. Printsdl current debits and
credits. Chain master statement also prints al retailer transactions and carries the balance forward
for the entire chain.

2 Chain Retailer - no baance forward prints on their statement. Printsal current debits and
credits. Chain master statement prints 1 line per sore which is a summary transaction of the store's
current transactions (net). The chain master statement carries the balance forward for the entire
chan.

3 Chain Retailer - prints no statement for the individud retailer. Chain master satement prints al
current debits and creditsin detall by store. The chain master statement carries the baance forward
for the entire chain.

4 Chain Retailer - prints no statement for the individua retailer. Chain master statement prints
only asummary transaction. That means one line per retaller showing a net amount for the current
period's transactions. The chain master statement carries the balance forward for the entire chain.

TO ADD A RETAILER TO AN EXISTING CHAIN ACCOUNT
1. Usecode 500 to add the retailer, if new.

2. Besurethe chain number and the statement code are the same as the other retailersin the chain.
Enter correct sore number asthisis how the transactions are identified on the chain satement.

3. NON-OPEN ITEM - If the retailer aready has a baance forward, add this amount to the chain's
balance. Use code AR10 to reload the chain's total new balance to the chain magter retailer
(99X XX) and aso to zero out the retailer balance.

4. OPEN ITEM - If the retailer being added and the chain master retailer are both already open item,
use code 500 to change Open Item to 'N' for both the retailer and chain master account. Use
code AR10 to load the individua retaller's balance to zero. Use AR10 to load the chain master
retailer's new baance dso. Thetotasthat diolay in AR10 should have a'difference displayed of
0 (zero) if al was done correctly. After the balances are reloaded, use code 500 to change dl
retailersin the chain and the chain master account back to "Y' for open item. You will be
prompted for 'Open Item Refer Number'. Since the individud retailer was loaded with a balance of
0 (zero), no transaction will be created. On the chain master account, write down the reference
number you enter. Y ou will use this reference number next in code AR13. Use code AR13 to
delete the transaction created when changing the chain master account back to openitem. The
individua retailer's current and aged items will be transferred to the chain master account number
with the next ARUN.



TO REMOVE A RETAILER FROM AN EXISTING CHAIN ACCOUNT
1. Non-open item- Use code 500 to change retailer's statement code to zero.

2. Open item- If theretaler and the chain retaller are both open item, use code 500 to change thelr
Open Item flag to 'N' so that balances can be |oaded.

3. Usecode AR10 to load the retailer's balance.
4. Usecode AR10 to reload the correct total chain balance to the 99X XX account.

5. Open item only - After the new baances are reloaded, use code 500 to change both retailers
open item flag back to "Y' for openitem. For the chain magter, use code AR13 to delete the debit
adjustment transaction created by keying code 500. Use code AR13 to delete the individua
retailer's aged transactions from the chain master account.

SETTING UP OPEN ITEM RETAILERS

Y ou have the capability to designate some or dl retailers as open item accounts so that al unpaid
charges and unapplied credits remain open in the Accounts Receivable Transaction File until they are
reconciled. When a payment for an open item retailer is received, the charges paid and credits taken
can be reconciled. Any item in dispute (unpaid, overpaid, underpaid) stays open under the origina
reference number until satisfactorily resolved. With open item, you have the option to print the detail of
al transactions till open on the retaller's statement. In addition, for your reference, the detail can also
be printed on the Aged Tria Balance Report that is printed during the ARUN request.

Before you begin to use open item you need to update your Client Record for the different options
alowed and then set up the retallers to be open item. The following ingtructions explain the steps
necessary to accomplish this.

1. Update Client Record - Certain options on the client record pertain to open item. Use code 321
to change these fields under the section identified as'AR Options:

Bd Fwrd Detail - ATB - "Y' will print one line for each open item transaction. 'N' will print the
standard one line per retailer on the Aged Triad Baance Report.

Ba Fwrd Detall- STMT - "Y" will print each open item transaction that makes up the baance
forward on an open item retailer's statement prior to printing the balance forward line. 'N' will
print one line containing the balance forward (no detall).

Open Item Age Draop - thiswill determine how many billing cycle ARUNSsto hold open item
transactions on file even &fter it has been totally gpplied.



Print Open Item Suffix - this determines whether or not the suffix for the reference number on
an open item A/R transaction will print on the Statement.

Save Cash Applied Transactions - determinesiif the system creates afile for printing daily and
weekly the cash applications that were done. Use Code AR3L1 - Print Daily/Wkly Cash
Application Listing. You will dso get a printed report each time you end the code AR17
(Apply Cash).

Write Off Dollar Variance - you have the option to autometicaly write-off a transaction if during
Cash Application (AR17) the dollar amount of the difference between the transaction being
applied and the amount you specify is the same or |ess than the variance amount you enter here.
A transaction is cregted for the difference and automatically applied. Thiswill keep the smdll
dollar amounts differences from staying on file.

Write-off A/R Description Nbr - thisis used in conjunction with the previous option. If you are
using that option, enter the A/R description number you have added with code ARO9 for the
automatic write-off transaction description.

AR17 Shift-F3 on Stmt - Y ou can decide whether or not to print transactions that you create
during cash gpplication, such as payments for unknown reference numbers or credits taken for
an unknown reference number, will print on the retaller's satement. 'Y ou may want to wait until
you have used AR17's shift F3 option to decide on this option.

2. Designating Retailers As Open Item - Use code 500 to flag the retailers as 'Y" for open item.

To do chain statements on open item, dl retailersin the chain and the chain master have to be flagged as
'Y'. Theretailer's balance forward transaction will be in batch 0 and assigned the reference number
keyed. Thisbecomes an open item transaction so that payments can be gpplied to it. Only the chain
measter account will have the 'Balance Forward' amount as an open item. Starting with the next
gatement run, the retailers flagged for open item will have their debits and credits held on the A/R
Transaction File for future reconciliation under the chain master’ s retailer number.

3. Aging of Open Items - On each statement run, any transactions that are still open (not totally
applied) on the retaller's A/R Transaction File are assigned an age code. Current debits and credits are
age 0, transactions in 1t period overdue are age 1, 2nd period overdue are age 2, etc. Thisagingisa
record of how long the transaction has been open (unreconciled). The age of each transaction prints on
the Aged Tria Baance Report, if detail option ison, and on the Cash Application Worksheet-code
AR38. Payments are dso consdered ‘open item’. If apayment is keyed with code ARO7 (A/R
Transaction Entry) but not applied (codes AR17 or AR18) it will be included as part of current due and
continue to age with each statement run until it has been fully gpplied.

4. Reconciling Open Items - after a payment is keyed with code ARO7 (A/R Transaction Entry) it
can be gpplied to the specific debits and credits referenced by the retailer on the check remittance. Use
code AR17 (Apply Open Items) or code AR18 (Reconcile Open Items By Age).



5. Open Item Reports - In addition to the regular accounts receivable reports and inquiries, there are
severa open item reportsto aid you. The Cash Application Worksheets (codes AR36, AR37, AR38)
ligsdl charges and credits on the A/R Transaction File for open item retailers. The Cash Applied
Transaction Ligting is an audit trail report that is generated through code AR17 or code AR18. This
report lists dl of the credits and charges that have been applied.

MONTHLY/WEEKLY STATEMENTS

Y ou have the option to set up your retailers o they get either aweekly or monthly statement. All your
customers do not have to be one or the other, it can be amixture. Below is information you need in
order to balance your accounts receivable on aweekly basis when you have both types of customers.

AX26 Batch Summary Report - Thisreport will print dl baiches whose transactions fal within the
date sdlection (equa to or less than statement date). At the end it will print ‘'Net Monthly Trans which
isthe totd of the monthly retailers transactions that would have been included had this ARUN been an
end of month run. This number is used to assist in baancing the run.

Aged Trial Balance - Monthly retailers are printed but O will print for ‘current debits and ‘current
credits snce their transactions are not posted until 'End Of Month' is run.

ARDS55 Sales Distribution Report - This report only includes the transactions that are going to be
printed on the statements that week. Thismeansif the ARUN is not an end of month run, the sdes
transactions for the monthly retailers are not included in this report.

Statements - Monthly retailers do not get a statement printed unlessit is an end of month run.



BATCHING ACCOUNTS RECEIVABLE TRANSACTIONS

A batch of transactionsis agroup of charge and/or credit tickets. Each batch is numbered for
identification purposes. One way to assgn batch number is to use week number (1-52) for the first two
digits and number the batches sequentially. Thefirgt batch of the 17th week is 1701, the second is

1702, etc.

The system can assign batch numbers by pressing enter a the Batch Number prompt on code ARO7.
The system will use month/ day of the system date plus 2 digits. Thefirgt baich of the day for March 17
would be 031700. The next time you just press enter at batch, it would be 031701. Accounts
receivable transactions generated by the system can be identified by the first digit of the batch number,
then followed by a date.

MMDD
3MMDD

SMMDD
6MMDD
MMDD
8MMDD
9MMDD

10MMDD
11IMMDD
13MMDD
98MMDD

Regular invoicing - MMDD will be the month/day on the printed invoice.

A/R batches created from 165 - Reorders when option is 'Y to automaticaly create
the batch number (Client Option).

A/R batches created from Centra Billing A/R cash applied.

Newspaper Invoice (Newspaper System).

Adds/cuts (Newspaper System).

Returns from N12 (Newspaper System).

Single Entry Returns from 800 - MMDD will be the process date of the 830 Return
Processing.

A/R added from POS data (E205 code).

A/R batches created from 825 - Shortages.

A/R batches created from ARL7 - contains the automatic credit/debits generated.
A/R batches created from 804 - Print VIP invoices.



ACCOUNTS RECEIVABLE BATCH PROOF PROCEDURE

It isagood ideato keep a batch (or group) of tickets to less than 100 transactions so it will be easy to
handle and quick to find errors. When the drivers bring their tickets (driver generated A/R transactions.
reorders, payments, etc.) in for each day the following steps must be taken for each day's tickets.

1.

Assign abatch number to the batch and write the date and batch number on abatch ticket. A
batch could be one driver or dl drivers. A batch could aso be shortages, returns or canceled
invoices.

Run an adding machine tape on each batch and write the total on the batch ticket.

Enter the batch of transactions using code ARO7. As each transaction is keyed, the termind is
caculating atotal and is displaying it on the screen. When the batch is completed, the screen tota
should equd the batch totd. If it doesn't, the batch must be verified either by printing out the batch

and comparing it to each ticket until the keying error isfound or doing the compare (review) on the
screen.

Post the batch total to the Accounts Receivable Control Shest.

Save the batch for end of week processing. Each day's payments would aso be a batch to which
you assign a batch number. This batch should balance to your depost.

The invoice run automatically creates a batch of charge transactions and assigns a batch number to it
composed of the month and day. An invoice dated 11/08/02 would have a batch number of 1108.

Return credits to the retaller automatically creates a batch of credit transactions for each day's
processing and assigns a batch number to it composed of a 9 then the month and day. The batch
number for 11/08 would be 91108. A 9is placed in the batch number to separate it from the invoice
batch number. Each batch must be posted to the Accounts Receivable Control Shest.
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TRANSACTION ENTRY

AROQ7 - A/IR TRANSACTION ENTRY

Used to key A/R transactions. As you are keying, the accumulated total of the transactions entered, the
total keyed at the beginning of the batch, and the difference between the two will display. Y ou can then
decide whether or not to verify your entries. A listing of the keyed transactions prints when the code is
ended. If you want to also save this print, change your option in the Client Recordto a'Y* (Save ARO7
Trans). Use code AR12 to print the saved file at the end of each day.

At main menu, key ARO7 and the following screen displays:

ARO7 - A/ R TRANSACTI ON ENTRY

BATCH NBR A/ R DESCRI PTI ON PRODUCT NBR OF TRANS BATCH TOTAL
RETLR \BR. NAME STORE NBR:
SL/ RT: DATE: REFER: AMOUNT: TOTAL:

DI FF:

(the following will then display)
RTLR REFER AMOUNT DATE ROUTE BATCH A/R PROD

REVI EW CANCEL OR END (R/ C/ E)

A/R Description - Use A/R description 10-shortage or 11-cancel to print retailer shortage and/or
cancel amounts on the Short/Cancel Report that prints during your Accounts Receivable run.

Product number - use code numbers as set up on the Product File to designate where sales history will
be posted.

Store number - thereis an option on the 'AR Options section of the Client Record (code 321) that
determines whether ARO7 will prompt for store number. If the option is off (N), the cursor will skip the
gtore number prompt. Store number displaysif present in the Retailer File. If the optionison (Y), the
cursor will go to the store number prompt whenever you are keying transactions to the chain master
account (99X X X) and adlow you to enter a store number. This option is useful when adding
miscellaneous stores transactions to the chain master account.

SI-Rt - Salesman/Route Number - the magazine route number assigned to the retailer in code 500
isautomaticaly inserted for you. To change this smply back space. Thisis used to print the Sdles
Digtribution Report by Salesman Report during your A/R run.

If the transaction date keyed is greater than the system date, 'Is Date Correct? (Y/N)' will display.
Answer 'Y' if the dateis correct. Answer 'N' if the date isincorrect and re-key the date.
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Canadian agencies - This code will use the sdles tax percent from the Retailer File to automatically
caculate a GST when atransaction is entered. GST will not be calculated for A/R descriptions
numbered 5,8,9,17 through 20.

ARQ09 - CHANGE DESCRIPTION FILE
Use this code to add or change descriptions on the A/R Description File. To delete a description code,
enter 'Y' at 'delete’ prompt.

Y ou have the capability of printing your own descriptions for the transactions that print on the
datements. There are 999 available description numbers. The description number keyed in the A/R
Transaction Entry code (ARQ7) will print the corresponding description on the atements. Thereisa
gtandard table for the first twenty numbersin the Description File. These standard descriptions cannot
be changed with the exception of number 13. Number 13 alows you to change the description that
prints for the amount due for monthly statement retailers. Y ou can add any description you want for any
of the other description codes over 20 with code ARO9 (Change Description File) with the exception of
96, 97, 98 and 99. These are reserved numbers. The ARUN uses 96 (BalFwd DB - Stmt Cd 2/4)
and 98 (BaFwd CR - Stmt Cd 2/4). 97 and 98 are automatically used by Code 800 - Process
Returns for return type 4 - chargeback (97 - chargeback) and return type 5 (99 - overage).

At the main menu, key AR09 and the following screen displays:

ARO09 - ADD / UPDATE AR DESCRIPTION
ARDESCNBR

AR POST CODE
NAME
ACCOUNT NBR
DELETE (N/Y)

A/R Post Code determines whether or not a transaction will affect the balance of aretailer, whether it
will be adehit or credit and whether it will affect sdes. Available codes are asfollows:

1 INVOICE Posts as a charge, adds to balance, and addsto sales.

2 REORDER Sameas1 - Invoice.

3 RETURN Posts as a credit, subtracts from balance, and adds to returnsin saes.

4 CANCEL Same as 3 - Return.

5 PAYMENT Posts as a credit, subtracts from balance. Has no affect on sales. Prints below

the retaller’ s Current Week Due on statements.

6 MISC DEBIT Pogts as a charge, adds to balance. Has no affect on sdes. Prints below the
retailer’ s Current Week Due on statement.

7 MISC CREDIT Posts as a credit, subtracts from balance. Has no affect on sales. Prints below
the retailer’ s Current Week Due on statement.

8**USE CARE** Thiswill post only to sales (adds to current sles period). It will not affect the
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retailer’ s balance and does not appear on the retaller’ s Satement.
9**USE CARE**  Thiswill post only to sales (subtracts from the current sales period). It will not
affect the retailer’ s balance and does not appear on the statement.

Bdow isalig of thefirst 20 standard A/R descriptions and the reserved A/R descriptions withthar
post codes:

Nbr Post Nbr Post
Code Code

01 -lnvoice 11 - Cancel

02 - Reorder 12 - Bal ance Forward
03 - Return 13 - Current week due
04 - Cancel 14 - Sales tax (credit)
05 - Paynent 15 - Finance chg

06 - Db adj 16 - Total week due

07 - Cr adj 17 - RDA service charge

08 - Debit sls only

09 - Credit sls only

10 - Shortage

96 - Balfwd DB-Stmt CD 2/4
98 - Balfwd CR-Stmt CD 2/4

18 - GST tax (charge)

19 - GST tax (credit)

20 - Sales tax (charge)
97 - Chargeback (Code 800)
99 - Overage (Code 800)

NNPPOONOOOOPAWNLPE
NNPFPWFRPRPOOWOOM

AR10 - LOAD RETAILER BALANCE

Replaces the current balance for aretailer. Use to load a beginning balance or to correct an existing
balance. The amount keyed replaces the balance. It does not add to or subtract from any current
balance dready on file. If the balance amount isacredit, key a'-' (minus) after the dollar amount, then
press enter. Important - All aging for the retailer will be gone. Y ou will not be able to load anew
balance to an open item retailer.

Displayed at the bottom of the screen will be the total net of the old balances you change, total net of
the new baances keyed and the difference between the two numbers.

At Enter Code, key AR10 and the following screen displays:.

AR10- LOAD DEALER BALANCE
RETLRNBR: NAME STORE NBR

NET OLD BALANCES:
NET NEW BALANCES:
DIFFERENCE:

* Udng this code will affect your baancing of your next ARUN. Thetotd of your ‘old balances will
not match your last Aged Trid badance. It will be different by the amount of the ‘ Difference’ displayed
on the screen.
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AR13 - DROP A/R AND SALES TRANSACTIONS

This code will dlow you to delete an entire batch or asingle transaction within a batch from the A/R
Transaction File and the A/R Detail Sdles File before the transactions go to a statement and before the
sdles transactions are posted to the Product Sales History File.

Deleting by batch automatically deletes the corresponding sales transactions from the Detaill SdesFile.
When deleting an A/R transaction by retailer and reference number, the corresponding detail sales
transaction is automatically deleted from the Detail Sales File aslong as the transaction is current (not
yet appeared on a Satement).

When deleting a batch, it isimportant to be sure there are no aged transactionsin the batch. If you
delete an aged transaction for an open item retailer it will cause an out of balance condition for this
retailer. Firgt, use AR30 to print the batch to insure that these are in fact dl the transactions you want to
delete and there are no aged transactions.

At main menu, key AR13 and the following screen displays:

AR13 - DROP A/ R SALES TRANSACTI ONS

DELETE ACCTS RECEI VABLE BY BATCH (N'Y) ?)

RETLR NBR: NAVE STORE NBR
REFER. (if you answered ‘N above)

BATCH: (if you answered 'Y above)

After the delete is processed, the number of A/R transactions affected are displayed. To delete
individud transactions, answer 'N' to 'delete by batch? it displays:

3 Ret | r Nunber 5 Val i dat es
4 Ref er 8
5 Suf fix 2 Suf fix Nbr

The suffix number isthe last two digits of the reference number.

Using this code will affect the batch total you have recorded on your Audit Control Sheet for balancing
your statement run. Be sureit is adjusted accordingly.

When the code is ended, aligting will print the A/R transactions and the sdles transactions that were
deleted. Itisvery important to review thislisting. Thetotd A/R deleted should be the same asthe totdl
sales deleted unless they were payments, misc debit or credit (these do not affect sdes).

AR14 - ADD/UPDATE SALES FILE
This code is used to update or change sdes dallarsin the Product SalesFile. It isvery rare that this
code would have to be used.



***USEONLY UNDER THE ADVICE OF DPS***

At main menu, key AR14 and the following screen displays.

AR14 -
RETLR NBR : _ NAME:
PRODUCT @ _
YEAR
The following then displays:
Cur Sales Month 1: Copies
Cost Month 2: Copies
Price Month 3: Copies
Retal Month 4: Copies
Month 5: Copies
Month 6: Copies
Cur Rtns Month 7: Copies
Copies Month 8: Copies
Cost Month 9: Copies
Price Month10:  Copies
Reall Month11:  Copies
Deete (Y/N)

AR15 - DROP OLD A/R SALES

This code will drop al Retailer/Product Saes records whose yeer is less than the year you enter.

Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost
Cost

Price
Price
Price
Price
Price
Price
Price
Price
Price
Price
Price

At main menu, key AR15 and the following screen displays.

AR15 -

ARE YOU SURE (N'Y) ?

AR20 - A/R TRANSACTION COMMENTS/NOTES
This code will dlow you to key in any information you want for a particular reference number. Whilein
the AR17 code, if you press F4 at the'Apply’ field of the reference number whose notes you would like

to review, a pop up window will display this Memo File. Y ou can enter up to 25 lines of information.

Use code AR22 to print thisinformation.

ADD/ UPDATE SALES FI LE

Retall
Retall
Retall
Retall
Retall
Retall
Retall
Retall
Retall
Retall
Retall

DROP OLD A/ R SALES

STORE NBR

Ss Pent
Ss Pent
Ss Pent
Ss Pent
Ss Pent
Ss Pent
Ss Pent
Ss Pent
Ss Pent
Ss Pent
Ss Pent

14



At the main menu, key AR20 and the following screen displays:

AR20 - ARTRAN COMMENTS/ NOTES

RETLR NBR. NANE:

REFER:

The following then displays.

* Retlr Nbr: Nane St ore Nunber
MWYY Seq Comment s Del ete(Y/' N
1099 1 N
1099 2 N
1099 3 N
1099 4 N
1099 5 N

AR22 - A/IR TRANSACTION MEMO FILE LIST

STORE NBR

15

Thisligting will dlow you to print the information you have entered with code AR20 - A/R Transaction

Comments/Notes. There are 25 lines of information in the Memo File. Y ou have the ability to select
the number of lines to print using the from/to format. Y ou can sdlect to print one retailer per page or

print al together.
Sdect by:
1- Retaller 2-Chain
3 - Authorized List 4 - Book Rt/Sq
5- City 6 - Mag Rt/Sgl
7 - Class of Trade 8- Mag Rt/Sg2
9 - Name 10 - Misc Rt/Sg1
11 - Print Code 12 - News Dly Rt/Sg1
13- Zip Code
Sort/Totd by:
1- Retailer 2-Chain
3 - Authorized List 4 - Book Rt/Sq
5- City 6- Mag Rt/Sgl
7 - Class of Trade 8- Mag Rt/Sg2
9 - Name 10 - Misc Rt/Sgl
11 - Print Code 12 - News Dly Rt/Sg1

After you have entered your sdect and sort options, the following print options will display:

One Page Per Title? N/Y
Starting Comment Seq Number 1-99



Starting Comment Seq Number
Print Blank Lines

1-99
N/Y

16
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OPEN ITEM A/R TRANSACTIONS

AR17 - APPLY OPEN ITEMS

After apayment is added to the A/R Transaction File through code ARO7, the debits and credits
referenced on the payment check stub can be applied to the corresponding transactions on the retailer's
account. If an item transaction amount on the check stub does not match the amount on the retailer's
account, the difference remains open under the origina reference number for later gpplication. If no
transaction is found on the retailer's account, the transaction amount will stay open under the payment
reference number.

A payment gpplication listing will print by retailer after the codeis ended. Y ou have the option to save a
copy of the payment gpplication listing in a gpecid file that can be printed a the end of the day/week.

To activate this option, see 'Save Cash Appl' under 'A/R Options in the Client Record (Code 321)
section of the manudl.

At the main menu, key AR17 and the following screen displays:

AR17 - A/ R RECONCI LI ATI ON

RETLR NBR: _ NAME

REFERENCE DATE AGE STORE TYPE  AMOUNT APPLI ED UNAPPLI ED

CR

DB

At'Credit Ref Nbr' you can press F4 to display dl available credits and payments. Arrow to the
transaction you want to use and press enter, or F1 to backspace and key the reference number. When
acredit has been completdy applied, it will no longer display when you F4 a 'Credit Ref Nbr'. Once
the credit reference number is entered, the total amount of the transaction and the amount not yet

applied will diglay.

At 'Debit Ref Nbr' you have two options. One, if you know the reference number that you would like
to apply, smply key it in and press enter. Once you have entered the 'Ref Nbr', the amount of the
transaction will display and aso the amount not yet applied. To gpply the ungpplied credit amount,
press enter or you can enter an amount. Repedt this step for every transaction that you want to apply.
Anytime the gpplied amount does not equa the transaction’s unapplied amount, the message 'Amount
Not Equa, Continue (Y/N):" will display. Enter "Y' to continue, enter 'N' to re-key the amount.

The second option isto press F4 at 'Debit Ref Nbr' to display dl of the transactions that have not yet
been gpplied. Before the transactions display, the screen will prompt for mgor, intermediate and minor
sort. Thiswill dlow you to choose how you would like to sort the transactions on the screen. It is
helpful to sort in the same order as the check remittance. It is not necessary to choose dl three sorts.
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Enter the sorts you want and press enter through the remaining prompt(s). Once the transactions
appear on the screen, gpply a specific transaction by using the arrow key to move to that transaction.
The amount of the transaction will digplay and the amount not yet applied will display. To aoply the
unapplied credit amount press enter, or enter the amount being paid.

The amount applied to each transaction will stay on the screen until the retailer isended. Anytime the
gpplied amount does not equa the transaction amount, the message '"Amount Not Equa, Continue
(Y/N):" will display. Enter "Y' to continue, enter 'N' to re-key the amount. If you need to change an
amount that you have just gpplied, use the arrow key to move back to that transaction and enter the
amount to change. If you have over gpplied and want to decrease the applied amount, enter the amount
followed by aminus sign. If you have under gpplied and want to increase the gpplied amount, enter the
amount and press enter. The payment transaction will adjust automaticaly as you adjust the debit/credit
transaction you are gpplying.

During the cash gpplication process, if areference number appears on the check remittance but isnot in
the system (this usudly is due to the chain claiming credit for areturn that has not yet made it back to the
agency for processing) you have the option to create the missing transaction. At the prompt 'Debit Ref
Nbr', you can pressthe 'Shift and F3' keys to add a new open item transaction. If you are applying the
check remittance by displaying dl transactions on the screen, press the Shift-F3 keys at the 'Apply’

fidd.

The fallowing fidlds will display on the screen when ' Shift/F3' keys are used:

Add Open Item Transaction

Retlr Nbr - The name and store number of the retailer you are working on will display.

Refer - Enter the reference nbr

AR Desc - Enter an accurate A/R description that can be easly identified. Ex: use ARQ9 to create an
A/R description 'Prepaid Invoice or 'Prepaid Credit'. Make sure the post code fitsthe AR DESC. If it
isacredit, the post code should be a credit (Ex: 7-Cr Adj.).

Amount - Enter the amount of the transaction. Thereis no need to enter aminus sign(-) for a credit
transaction if the A/R description has apost code that indicates a credit (Ex: 7-Cr Adj.).

Tran Date - Enter the transaction date for the item being added.
Stmt Date - Enter the statement date.
Add Notes - Enter 'Y" to add any miscellaneous notes relating to this reference number. Once crested,

there are two places where you can view these notes. Oneison the AR17 application screen (if you
have chosen to digplay the transactions at the bottom of the screen). A T will print next to the
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reference number that has notes attached. The second place to view the notes is by printing them using
code AR22.

Retailer Nbr - Enter the retailer number under which the transaction should appear.
Store Nbr - Enter the store number under which the transaction should appear.

The system will create the missing credit transaction as gpplied and an offsetting debit transaction. After
the transactions have been added, the offsetting debit transaction will remain outstanding in the system.
When the origind credit comesin and is processed by the system, an asterisk will print next to the
transaction on the A/R Batch Proof Report that prints at end of day. Thiswill indicate that thereisan
offsetting debit transaction on the A/R file to which this credit must be gpplied. This same function will
work in reverse for amissing debit transaction.

You are limited to cresting 100 new (shift-F3) transactionsin one session. If you enter more than 100
the system will display awarning message. 'Y ou should then press F1 to back up and then end the code
through norma procedure.

When you have completed the cash application and are ready to end the code, press FO. The following
displays on screen:

Review/Cancd/Moreor End (R/C/M/E):

Review - Allows you to review on screen only the transactions that have just been applied. Each
transaction will digplay showing the original amount, the applied amount and the ungpplied amount. You
can make corrections to the gpplied amount if necessary. If you have over gpplied and want to
decrease the gpplied amount, enter the amount followed by aminus sgn. If you have under applied and
want to increase the gpplied amount, enter the amount and press enter. The payment transaction will
adjust automaticaly as you adjust the debit/credit transaction you are gpplying. Press FQ when you are
done.

Cancdl - Allows you to cance al of the cash gpplication that has just been completed since the last
time you had keyed an 'E' to end asesson. For example, if you have dready applied one check and
keyed 'E' to end and are now on another check, only this second check's gpplication will be deleted.

More - Allows you to go back into the cash gpplication program to continue applying.

End - Allows you to end this application and accept dl of the cash gpplication that has just taken place.
After code AR17 has been ended, review your printout. If it is necessary to get an overdl review of the
retailer's cash gpplication, use code AR38-Cash Application Listing. If upon review of the Cash

Application Ligting you find that you have made an error, use code AR19 to make corrections to the
applied transactions. See AR19 code description for directions.



20

Potentia error codes:

ADDED A/R TRANSACTION TABLE ERROR --- CALL DPS
Theisalimit to how many transactions that can be entered in one session (100 transactions). This error
occurs because the table has become full.

Solution: Y ou must F9 then F1 to exit the code. The transactions you have entered will be saved, and
you can then start the code again and continue keying transactions.

AR18 - RECONCILE OPEN ITEMS BY AGE

After apayment is posted to the A/R transaction file through code ARO7, the debits and credits
referenced on the payment check stub can be reconciled on the retailer's account by age. When ageis
entered, dl open items with that age will be reconciled in full. Credit transactions are reconciled firdt,
then debit transactions within age. If the payment gill has money not yet applied, the screen will return
to 'Age. The next age can be entered until the full amount of the payment isused. A Payment
Recondiliation Ligting will print as each retailer isended. Thislisting will dso be saved on aprint file if
the client option 'Save Cash Applied'is'Y". At main menu, key AR18 and the following screen

displays:

AR18 - OPEN | TEM RECONCI LI ATI ON BY AGE

RETLR NBR. NANE STORE NBR
REFERENCE DATE  AGE STORE TYPE ANMOUNT APPLI ED UNAPPLI ED
CR

After the full amount of the payment has been gpplied for the age period entered, the following will
digolay:

Process Transactions As (Y/N) Y

Ref # Dat e Age Store Type Anount Appl i ed Unappl i ed
XXXX XX/ XX XX X XXXX X XXX, XX XXX, XX XXX, XX

This code should only be used when you know that the retailer is paying you by period overdue. For
example, if the check isfor $1,500.00 and is equd to the aging report period 4, or maybe 5 plus 6
equal this amount, then use this code as a shortcut way to apply the check to age 4, or ages5 and 6 (as
in the example).

AR19 - CHANGE CURRENT APPLIED/AGE FOR A/R TRANSACTIONS
This code alows you to change the current gpplied amount or the age number for an open item
transaction. Use extreme care when using this code.



21

Y ou would change the current applied amount for atransaction if you are correcting a cash gpplication
eror. If you are correcting a cash application error due to over applying or under gpplying a
transaction in code AR17, you must dways correct both the payment transaction and the individua
transaction (see Ex: 1). If you have gpplied the incorrect transaction and need to post the cash to the
correct transaction you must only correct the transaction that was incorrectly applied and the transaction
that should have been applied (see ex 2)).

Example 1: You had a payment of $500 and you mistakenly over applied it by $50. Enter the
reference number for the transaction that was over gpplied. Reduce the current gpplied amount by $50.
If current applied shows $50, enter zero. If current applied shows $150, enter $100. Press enter
through the age field. Enter the reference number for the payment transaction. Reduce the current
applied for the payment by $50. Current gpplied is $550, enter $500. Press enter through the age field.

Example 2: Y ou applied $50 of a $500 payment to the incorrect reference number. Enter the
reference number of the transaction that was applied in error. Current applied shows $50. Enter zero to
unapply the transaction. Press enter through age. Enter the reference number of the transaction that
was supposed to have been applied. Current applied shows $0.00. Enter $50 to apply the transaction.

Y ou would change the age for a transaction if an aged transaction was mistakenly deleted from the
system and has been added back using code ARO7. Because code ARQO7 does not alow you to key an
age for atransaction, you must use this code to post the correct age so the transaction does not appear
on a statement again.

**USE EXTREME CARE WHEN USING THIS CODE**

At the main menu, key AR19 and the following screen will display:

AR19 - AR TRANSACTI ON UPDATE

RETLR \BR:. __ NANME STORE NBR
REFERENCE:

SUFFI X:

A/ R AMOUNT: (di spl ays)

TOTAL APPLI ED: (di spl ays)

CURRENT APPLI ED:
AGE:
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PRINTED REPORTS AND INQUIRES

AR33 - DESCRIPTION FILE LISTING
Lists the code numbers, descriptions, and AR post code for the descriptions on file.

Sdect by:
1 - Number 2 - Name
3 - Code

Sort/Totd by:
1 - Number 2 - Name
3 - Code

AR12 - A/IR TRANSACTION LIST

This prints the transactions keyed through ARO7. Client option 'Save ARO7 Trans must bea'yY'in
order for thisreport to print. Once you have printed this report you will be asked 'Clear Out Daily A/R
File. Key 'Y"if there are no more reports required from thisfile. It will be cleared out.

Sdect by:
1 - Batch Nbr 2 - Retailer
3 - Amount 4 - Refer nbr
5- A/R Desc 6 - Route
7 - Date 8 - State
Sort/tota by:
1 - Batch Nbr 2 - Retailer
3 - Amount 4 - Refer nbr
5- A/R Desc 6 - Route
7 - Date 8 - State

AR40 - DISPLAY A/R TRANSACTIONS

This code dlows you to digplay or print transactions from the A/R Transaction File for aretailer or chain
and dso ligts their current balance, last stlatement balance, last payment amount and date, current due,
and overdue amounts.

Enter a gpecific reference number or enter zero to display al transactions. The display or listing shows:
reference number, batch number, transaction (ticket) date, type of transaction (credit or charge),
applied amount, age, description code, AR post code, entered date, last applied date, credit reference,
and store number for al transactions. The 'Entered' field reflects the date that the transaction was added
to the transaction file.
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Transactions manudly added with code ARO7 will display a minus Sgn after the date. Transactions
added automatically through the system (invoicing, sSingle entry returns, etc.) display only the date (no
minus Sgn behind date).

At main menu, key AR40 and the following screen displays:
ARAQ - DI SPLAY A/ R TRANSACTI ONS
RETLR NBR: NAME STORE NBR

REFERENCE NBR:

AR30 - BATCH PROOF REGISTER REPORT

Thisreport can print al A/R transactions on file. 'Y ou can print the detail for the transactions requested
or just the summary recap page. Totd service charge will print for invoice batches. To print just the
current transactions, (transactions that have not printed on a statement) select age from zero to zero.

Sdect Detail or Summary Report (D/S):

Sdect by:
1 - Batch Nbr 2 - Retaller
3-A/RDesc 4 - Refer Nbr
5- Date Keyed 6-Age
7 - Date of Trans 8 - State
Sort/Totd by:
1 - Batch Nbr 2 - Retaller
3-A/R Desc 4 - Refer Nbr
5- Date Keyed 6-Age
7 - Date of Trans 8 - State
9 - Amount

AR32 - A/R TRANSACTION LIST

This report will print al or selected A/R transactions that are on file. This report can be used to print
your Sales Tax Report by sdecting option 9 - Sdles Tax and enter the tax percent. 'Y our mgor sort
would be ether Sate or salestax.

Sdect by:
1 - Batch Nbr 2 - Retaller
3-A/RDesc 4 - Refer Nbr
5- Date Keyed 6-Age
7 - Date of Trans 8 - State
9- SdesTax

Sort/Totd by:
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1 - Batch Nbr 2 - Retailer
3-A/RDesc 4 - Refer Nbr
5- Date Keyed 6-Age

7 - Date of Trans 8 - State

9 - Amount 10 - Sales Tax

AR36 - A/R TRANSACTION REPORT

This report is a Cash Application Report that lists open item transactions on file that are not totally
applied and have other transactions with the same reference number for the retailer(s) requested. It
contains the batch number, date, age, description, charges and credit, gpplied amount, remaining due on
each open item transaction, reference number, the date the transaction last had an amount gpplied to it,
the reference number of the last credit that was applied to it, store number, and the actua date each
transaction was keyed in. Thisis used more as an internd report to find transactions that may have had
multiple adjustments made to it.

At the main menu, key AR36. Y ou will be prompted for the Retailer number. Y ou can key a pecific
retailer number or ‘O’ for dl retallers.

Sdect by:
1 - Batch Nbr 2 - Date
3- A/R Desc Code 4 - Refer Nbr
5- Batch 6 - Store
7 - Remaining Amt 8 - A/R Post Code
9 - PO Number

Sort/Totd by:
1-Age 2 - Date
3- A/R Desc Code 4 - Refer Nbr
5- Batch 6 - Store
7 - PO Number

AR37 - A/IR BALANCE DETAIL REPORT

Thisreport isavariation of the AR38 - Cash Application Report. Some information that is used
internally has been taken off so it can be sent to agtore/chain. Purchase order number is printed on this
report which is not on the AR38 report.

At the main menu, key AR37. Y ou will be prompted for the Retailer number. Y ou can key a pecific
retailer number or ‘O’ for dl retallers.

Sdlect by:



1-Age

3- A/R Desc Code
5- Batch

7 - Remaning Amt
9 - PO Number

Sort/Totd by:
1-Age
3- A/R Desc Code
5- Batch
7 - PO Number

2 - Date

4 - Refer Nbr

6 - Store

8 - A/R Post Code

2 - Date
4 - Refer Code
6 - Store

AR38 - CASH APPLICATION WORK SHEET

This report will print dl charges/credits on your A/R Transaction File for open item retallers. It lists
retailer, reference, batch, age, description, charge/credit amounts, applied amount, and remaining
amount. Y ou can print thisreport at any time without affecting the balances.

At the main menu, key AR38. Y ou will be prompted for a Retailer Number. Y ou can key a specific
retaler, or ‘0’ for dl retailers, or sdlect up to ten retailers. FO when you have completed entering the

sdected retailers.

Sdect by:
1-Age
3 - A/R Desc Code
5- Batch

7 - Remaining Amt*9 - Print Fully
Applied? (Y/N)**
11 - Total Applied ***

Sort/Totd by:
1-Age
3- A/R Desc Code
5- Batch
7 - Route

2 - Date

4 - Refer Nbr

6 - Store

8 - A/R Post Code
10 - Route

2 - Date

4 - Refer Nbr

6 - Store

8- Totd Applied

* |f you want to print only transactions that have an amount left unapplied, select 'Remaining Applied

from '1' to '9999999'.

** |f you want to print al transactions, even the 'Old' transactions that were previoudy and totaly
gpplied before your last statement run, sdlect 'Print Fully Applied' from 'Y' to 'Y".
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If neither select option above is chosen, thisreport will print only the transactions that were not fully
gpplied since your last satement run (i.e.,, current activity).

***You are able to select 0 to 0 and get only the A/R transactions that have not had any dollars applied
to it or you can slect any amounts you want. For example, to select 0 to $10.00 you would enter Oin
the ‘from’ portion and 10.00 in the ‘to’ portion.

AR31 - CASH APPLIED TRANSACTION LISTING

This report lists the credits and charges that have been applied and the totd credit that remains
unapplied for open item retailers. Print adaily listing each day to show what credits and charges
reconciled. Print aweekly listing after your accounts receivable run to clear the file for the next week's
postings. The client option (Code 321 - A/R Options Screen) has to be updated to a'Y" for 'Save
Cash Applied Transactions keyed with codes AR17 and AR18.

At the main menu, key AR31. Thefallowing screen will display:

AR31 - CASH APPLIED TRANSACTION LISTING
(Select a printer)

DO YOU WANT DAILY ORWEEKLY (D/W)?

If you choose ‘D’ it will print areport of al transactions since the last report was requested with the ‘D’
option. If you choose ‘W' it will print the entirefile.

After choosing ‘W' you will be asked, “DO YOU WANT TO CLEAR THE FILE (Y/N)? You must
answer yes or no.

AR39 - COLLECTION REPORT

This code will print areport which lists retailer number, retailer name, suspended retailers, baance due,
last payment amount, last payment date, amount past due, and phone number. The amount past due is
determined by adding up the periods overdue you specified in the A/R Option (Client Record) 'Start
Overdue Period fidd.

Sdect by:
1-Chan 2 - Mag Route
3 - Retaller 4 - Book Route
5 - Store Nbr 6 - News Dally Route
7 - Credit Code 8 - News Sunday Route
9 - Misc 1 Route 10 - Misc 2 Route
11 - Misc 3 Route 12 - Misc 4 Route
13 - Last Pay Date 14 - Retaller Name
15 - Period 16 - Overdue Amount

17 - Weekly/Monthly
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Sort/Totd by:
1-Chan 2 - Mag Route
3- Retaler 4 - Book Route
5 - Store Nbr 6 - News Dally Route
7 - Credit Code 8 - News Sunday Route
9 - Misc 1 Route 10 - Misc 2 Route
11 - Misc 3 Route 12 - Misc 4 Route
13 - Last Pay Date 14 - Retaller Name

AR42 - AGING REPORT - CHARGES ONLY

This report will print by retailer a one line summary liging only those retailers who have open item debit
transactions that have aremaining amount. It will break out the charges into two columns. 13 Week
Baance and 26+ Week Balance. It will also list the balance forward containing charges only, and 13+
weeks percent of that balance forward.

Sdect by:

1 - Balance Forward 2 - Retaller

3 - Percent 4 - 13 Week Baance
Sort/Totd by:

1 - Balance Forward 2 - Retaller

3 - Percent

AR43 - AIR AGING REPORT

Thisreport prints Smilar to an Aged Trid Baance Report. It includes phone number, last payment date
and amount, credit limit, balance forward, and four periods of overdue. Y ou will be prompted to enter
the age range to use as a salection criteriafor the following day categories. +30, +60, +90, +120 days.
It will then read the A/R transaction File and use the total unapplied amounts per age and print the
combined tota under the gppropriate overdue category.

At the main menu, key AR43 and the following screen will display:

AR43 - A/ R AG NG REPORT

FROM TO
AGE AGE
CURRENT PERI OD

30 - 60 DAYS OVERDUE :
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61 - 90 DAYS OVERDUE :
91 - 120 DAYS OVERDUE :
OVER 120 DAYS OVERDUE :

From Age - Enter the starting age number of the transactions that you want to appear for the period
due on this report.

To Age - Enter the ending age number of the transactions you want to be included in the period of this
report. The screen then displays select/sort options.

Sdect by:

1- Chan 2 - Mag Route

3- Reailer 4 - Book Route

5 - Store Nbr 6 - News Daily Route

7 - Credit Code 8 - News Sunday Route

9 - Misc 1 Route 10 - Misc 2 Route

11 - Misc 3 Route 12 - Misc 4 Route

13 - Last Pay Date 14 - Retailer Name
Sort/Totd by:

1-Chan 2 - Mag Route

3- Retaler 4 - Book Route

5 - Store Nbr 6 - News Daily Route

7 - Credit Code 8 - News Sunday Route

9 - Misc 1 Route 10 - Misc 2 Route

11 - Misc 3 Route 12 - Misc 4 Route

13 - Last Pay Date 14 - Retailer Name

AR44 - 17-WEEK AGING REPORT

This report prints arecap of aged open items (except payments) for week 1 through week 17 and older
(18 weeks +). Unapplied payments printsthe totd of dl aged payments with aremaining anount. The
resuiting bdance is the sum of dl open itemsin week 1 through older. The sum of ungpplied payments
and resulting balance should equd balance due. The balance due is as of the last accounts receivable
run.

Y ou can enter Oto print dl retallers or enter a specific retaller or chain master number.

Report fields Recap:

Bdance Due - the last statement balance for the retailer.

Week 1 through Older - dl open items by age except payments.
Unapplied Payments - dl aged payments with aremaining amount.
Resulting Bdance - the sum of al open itemsin Week 1 through Older.
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ARA45 - RETAILER AGING REPORT

This report will ligt retailers with a baance forward, showing 1-8+ periods overdue, balance forward,
current due, last payment date and amount, credit limit, and the retailer’ s phone number. This report is
current as of your last accounts receivable run.

Sdect by:

1-Chan 2 - Mag Route

3- Retaler 4 - Book Route

5 - Store Nbr 6 - News Daily Route

7 - Credit Code 8 - News Sunday Route

9 - Misc 1 Route 10 - Misc 2 Route

11 - Misc 3 Route 12 - Misc 4 Route

13 - Last Pay Date 14 - Retailer Name
Sort/Totd by:

1- Chan 2 - Mag Route

3- Reailer 4 - Book Route

5 - Store Nbr 6 - News Daily Route

7 - Credit Code 8 - News Sunday Route

9 - Misc 1 Route 10 - Misc 2 Route

11 - Misc 3 Route 12 - Misc 4 Route

13 - Last Pay Date 14 - Retailer Name

All Retailers (Y/N):

If you key "Y' to print 'All Retailers, then the prompt 'If Amount In Overdue Period (0-8)' isignored. If
you key 'N' to print 'All Retailers, only the retailers who you have an overdue amount as designated
below will print.

If Amount In Overdue (0-8)

Allows you to sdect what period overdue you want to print. For ex. If you sdlect 4, then every retailer
who has a baance and an amount overdue in ether 4, 5, 6, 7, or 8+ will print. 1f you choose 0, then all
retailers with an amount due in any period will print.

AR46 - TRANSACTION LIST

Prints areport for the chains requested, alisting of the A/R transactions for the retailers within that

chain. Retallerswith achain of O will not print. Thisreport is used to submit to the chain headquarters a
listing of the transactions of the current amount due.

Thisreport will automaticaly sort by chain and store number within chain.

Sdlect by:
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1-Chan 2 - Transaction Date - MMDDY'Y
3 - A/R Description

ARA47 - GST TAX ANALYSIS

This code will print theretailers total GST Tax for dl charges and totd GST Tax for dl credits. The
transactions that print on this report are current transactions (age 0) that have not yet appeared on a
retailer's satement. To print only the GST tax for the transactions that will appear on the statement run
select 'satement date' using the date of this week's statement run.

**Must be printed just before you start your accounts receivable run.

Sdect by:
1 - Statement Date 2 - Monthly/Weekly (M/W)
3 - Mag Route 4 - Book Route
5 - News Route 6 - Misc Route

7 - Class Of Trade

Sort/Totd by:
1 - Monthly/Weekly 2 - Mag Route
3 - Book Route 4 - News Route
5 - Misc Route 6 - Class Of Trade

ARA48 - DETAIL SALES LISTING
This report lists the Product Detail Sales Transactions generated from the current A/R transactions
(transactions that have not yet posted to aretailer's statement).

Sdect by:
1 - Retailer 2 - Refer Nbr
3 - Batch 4 - SdesdRins - SR
5- Date 6 - Product
7 - Chain 8- Sub Chain
Sort/Totd by:
1- Retaler 2 - Refer Nbr
3 - Batch 4 - SAedRins - SR
5- Date 6 - Product
7 - Chain 8- Sub Chain

AR57 - Manager’s Weekly Evaluation Report
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This report summarizes operationd data

When run, this code first prompts for the number of weeks back from the current run date for which to
collect data. Any changes will be saved for the next time this code is run. Changes can be made at any
time. The data ranges last used will display automatically.

AR57 - MANAGERS WEEKLY EVALUATION

AVERAGE WEEKLY BILLING WEEKS:
UNSIGNED INVOICES RANGE 1
UNSIGNED INVOICES RANGE 2
EXCESS SHORTAGESWEEKS
PAYMENT DIFFERENCES WEEKS
INVOICES W/NO APPLIED WEEKS :
AR17 F3 WEEKS

ZERO APPLIED CREDITSWEEKS :

Based on the number of weeks entered above, datais collected, and the following report is generated.

AR57 - MANAGERSWEEKLY EVALUATION FOR - YOUR AGENCY NAME

AVERAGE WEEKLY BILLING: 2,537,659.48

UNSIGNED INVOICESRANGE 1: 615,095.89 24.23%
UNSIGNED INVOICES RANGE 2 : 18,079.36 0.71%
EXCESS SHORTAGES: -19,630.08 0.77%
AVERAGE WEEKLY SHORTAGE $: 162,179.62 6.39%
AR ADJUSTMENTS: 1,856,221.66 73.14%
WEEKLY VOIDS: 0 0.00%
WEEKLY NOF's: 53,106.35 2.09%
PAYMENT DIFF >= 6 WEEKS: 6,380.4 0.25%
INVOICES > 10 WKSWITH $0APPLIED :  1,173,962.03 46.26%
<F3> UNKNOWN TRANSACTIONS: 597,286.19 23.53%
CREDITS>= 10 WKS: -1,672,437.32  65.90%

Average Weekly Billing - Thisisthe average gross sales @ retailer price from the Weekly SdesFile
for the number of weeks entered for Average Weekly Billing Weeks. The week number of the current
date is cdculated for the beginning of the range and the input weeks is subtracted fromit to set the end
range.

Unsigned Invoices Range 1 - Thisisthetota of al records for the date range entered in Unsigned
Invoices Range 1.
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Unsigned Invoices Range 2 - Thisisthetotal of al records for the date range entered in Unsgned
Invoices Range 2.

Excess Shortages - The date range for thisfield is caculated by using the current date and going back
the number of days caculated using the week number entered for Excess Shortages Weeks (10 weeks
=10*7). Then, for thetitlesissues with an invoice date that fal within the date range, the Bulk
Shortage Quantity is subtracted from the Bulk Overage Quantity. If the difference is a negetive number
(more shortages that overages), it will add that number as an Excess Shortage. The percent is
caculated by dividing the Excess Shortages dollar amount by the Average Weekly Billing dollar amount.

Average Weekly Shortage - Thisisthetota of shortages (A/R description code 10) from the A/R
Transaction File with an age less than the week number entered for Average Weekly Billing. The
percent is caculated by dividing the Average Weekly Shortage dollar amount by the Average Weekly
Billing dollar amourt.

A/R Adjustments - Thisisthetotd of dl recordsin the A/R Dally Transaction File (AR12) for A/R
descriptions 1, 2, 3, 6, 7, 10, 11, 37, 38, 41, 42, 44, 47, 48 and 55. 'Y ou determine the number of
weeks based on when AR12 isrun to cleer thefile.

Weekly Voids - Thisisthetotd of dl A/R transactions with an age of 0 for A/R description code 11
(cancd).

Weekly NOFs - Thisisthetota of dl ungpplied transactions in the A/R Transaction File for A/R
description code 44.

Payment Diff >= XX weeks - Thisisthe net of al unapplied payment recordsin the A/R transaction
filewhere the age isequa to or greater than the week number entered for Payment Differences Week.

I nvoices > XX weeks with $0 applied - Thisisthetotd of invoice transactionsin the A/R transaction
file where there is nothing gpplied at dl and the age is greater than the week number entered for
Invoices W/No Applied Weeks.

<F3> Unknown Transactions - Thisisthetotd of dl F3 transactionsfrom AR17 where the applied
amount is 0 and the age is greeter than the week number entered for AR17 F3 Weeks.

Credits >= XX Weeks - Thisisthetota of any credit transactionsin the A/R file where the applied is
0 and the ageis equd to or greater than the week number entered for Zero Applied Credits Weeks.
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OPTIONAL ARUN REPORTS

OVERDUE BALANCE REPORTS

These reports are an ARUN option. One alows you to select which accounts to print on the Overdue
Baance Report by calculating their overdue amount as a percent of their current due and the other
alows you to exclude certain A/R transactions in the calculation of overdue,

For the AX51 Overdue Baance Report any accounts that reach the 'A/R Compare Percent’ as
designated in the A/R Section of the Client File, will appear on this report. Y ou designate what makes
up the overdue amount by entering the age number in the 'Collection Age field in the Retaller File.

During the ARUN, two reportswill print for AX51. One containing one line for each retailer that has
quaified as overdue. Another report will print for each of the retallers that qudified, liing dl of the
transactions that make up the overdue amount. Any payments that have not been gpplied at al (.00 for
gpplied amount), regardless of age, are subtracted from the amount overdue that prints.

An ASCII file containing the same information as the report (AX51) will aso be created during the
ARUN. Thefilewill be cdled direxp.dat and will be located in /u/dps/mag/query. Use code AR51 to
copy thisfileto a diskette.

In order to print this report you must set up the following.

Code 501 Retailer Mass Update - Before setting up 'A/R Collection Age in the Retaler File as
described below, use code 501 to change the A/R Collection Age to zero for retailers 1 - 99999.

Code 500 Retailer Add/Update - Enter the age that you would like the system to use in calculating
the overdue amount in the field named 'A/R Callection Age. If you enter 4, the system will add periods
4 and older to arrive at the overdue amount.

Code 321 Client Record Maintenance - A/R Options - Thereisafield called 'A/R Compare
Percent'. Enter the percentage you would like the sysem to use. After caculating the overdue amount,
it will use this percentage to compare overdue to current due to select which retailers to print on the
collection report. If no percent is entered, these reports will not print.

Another set of overdue reports will print using the same parameters as above, but the report will be
headed AX52 - Overdue Baance Report and will utilize the field '"AX52 Post Codes to Exclude on the
A/R Options screen in the Client File. The only difference between this set of reports and the first set
(AX51) will be the overdue amount if you designated post codes to not be included in the overdue
amount calculation. For example, you may want to exclude the shortages in the overdue amount
cadculation. You would enter a4 in the Client Record on the A/R Options screen for the post code to
be excluded. Before entering this 4 or any other post code, it is advisable to print your A/R Description
File (AR33) in sequence by post code and review that your post codes have been assigned properly.
An ASCII file containing the same information as the AX52 report will be crested during this process.
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Thefilewill be cdled direxp2.dat and will be located in /u/dps/mag/query. Use code AX52 to copy this
fileto adiskette.

RETAILER AUTO SUSPEND

When this option is activated, during the statement run (ARUN), the system will check the retailers
baances againg their credit limit in the Retailer File (code 500) and automatically suspend the retailer if
their new baance exceeds their credit limit. 1t will ignore retailers with a zero credit limit and chain
mester retailer numbers. A report will print during the ARUN listing al retailers that were suspended
during the run.

This option will aso check al suspended retailers new baance forwards againg their credit limit in the
Retaller Fle. If the new balance isless than the credit limit, the retailer will be reingtated. It will ignore
retailers with a zero credit limit and chain master retaller numbers. A report will print during the ARUN
liging dl retailers that were reingtated during the run.

SALESMAN COMMISSION REPORT

Thefirst step in setting up the commission reporting isto assgn al your merchandiser/sdesman a
sdesman number 1 through 999. Y ou will be able to give them 8 different percents of commission for 8
different product types.

For each product in the Product File that has a commission paid on it, you need to assgn it agrouping
number 1 through 8 (commission number). Commisson number isafield in the Product File. Those
products that you do not pay commission on will beleft at 0. Use code 340 to do this. Code 342 that
prints the Product Fle will print the commisson number. It will dso dlow you to select/sort on this
fidd.

The next step isto key in your salesman file using code 374 - Add/Update Sdesman Number. It will
prompt you for salesman number, name, and 8 different commission rates (percents). Commission rate
1 relates to the commission number 1 you assigned to a product in the product file, commission rate 2
relates to the commission number 2 on the products you assigned in the product file, and so on through
number 8 if needed. Use query to create areport to print the sdlesman file.

For example, product 1 is magazines and you give it acommission number of 1, books which might be
product number 2 was given commission humber 2, bargain books, product number 3, is paid the same
way books are so it aso was given commission number 2, and basebal cards, product number 3, was
given no commisson number because no commisson ispaid on these. The next product number might
be 7 and it is paid differently than magazines or books o it is given commission number 3 and so on
through al your products that you pay commission on. Remember if no commisson ispad ona
product, then do not key in a commission number.

The next step isto use code 500 to update each retailer with the salesman number(s) that handle that
account.
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Very important, on the route/seq screen, the eight different damn fids are where you will be putting the
sdesman number that handles the different products. Thisfield has F4 cgpabilities that will ook at the
Sdesman File and vdidate the data you enter. The Samn on thefirgt line relates to products with a
commission type number of one. The Ssmn on line number 2 relates to products that have a
commission number of 2, the Ssmn on line 3 (by news daily) relates to commission number 3, and 0
on down to the Ssmn on the line by Misc 4, rdates to commisson number 8. If only one merchandiser
handles this account, put his sdlesman number in the firgt line, second line, and third line. If the next
retailer has one merchandiser for mags and a different one for books and no one gets commission on
product 7 (commission #3 per my example), then one sdlesman’'s number goes on thefird line, a
different one on the second line, and none on the third line.

Next, you will need to update your Client Screen. Using code 321, on the A/R Options Screen, change
the prompt ‘Commission Report Y/N'toa.

Each time you do your ARUN, a Sdesman Commission Report will print just prior to your sdes
Didtribution Report. For each sdlesman, it will print sdlesman number and name, product number and
name, sales by price, returns, net sales (sales minus returns), the commission percent for that salesman
for that product, and the dollar commission earned. Totas print by salesman.

Note: If service charge has been assigned a product number that gets commission paid, your salesman
will dso get acommisson on the retailer's service charges.

DELINQUENT AGED TRIAL BALANCE REPORT
Thisreport isidentica to the Aged Trid Balance, but will list, by route, only those accounts who have
an amount in overdue periods 4-8.

CREDITS/DEBITS REPORT
A report by chain number detailing or summarizing the debits, credits and baance that went to the
retailers statements (statement code 1 or 2) can be automaticaly printed with ARUN or printed from
the menu.
To automaticaly print with ARUN, use Code 321 to update Print AX62 (N/D/S), A/R Options screen.
1. DefaultisN, do not print with the ARUN. Use Code ARG2 to print the report when the
ARUN finishes,
2. D prints debit, credit and balance detail for each retailer in the chain with chain totas.

3. Sprintsdebit, credit and baance summary totals for the chain only.

To print the report from the menu, key AR62. Y ou can select to print adetall or summary report for al
chains, arange of chains or a specific chain based on the last ARUN.
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FILE EXPORT CODES

AR11 - A/RTO DISKETTE
Copies A/R transactions for specific retailersto diskette. At the main menu, key AR11 and the
following screen will display:

AR11 - A/R TO DI SKETTE

RETLR BR® __ NANVE STORE NBR
DATE:
FROM AGE: TO AGE

After entering an age range, the message 'copy arbxxxxx (retlr nbr) to a dos diskette displays. Y ou will
then be prompted to mount the diskette in the drive. Press enter to continue.

AR51 COPY EXPORT DATA TO DOS DISKETTE

This code alows you to copy the output from the ARUN for overdue retallers. You can dso sdlect to
copy any query filesyou haverun. To sdect aquery file, key 99. At 'query export file number’ key in
your file number, or press F4 to view them. Once the AX51 is copied, it will be on the diskette as
direxp.aa

Enter AR51 a menu. Thefollowing displays.

1 Copy AX51 export to diskette
99  Copy query export to diskette

Please Enter Y our Sdlection:

To copy AX51 files, select option 1.
Insert diskette into drive. Press enter.

To copy query files, select option 2.

The prompt 'query export file number’ will appear. Enter query number or press F4 for a display of
avalablefiles. Insert diskette into drive. Press enter.

962 - CMMI CREATE ASCII BILLING FILE

For the chain selected, the program will copy al transactions with an age of 0 that have atransaction
date equa to or less than the date entered. Y ou will be able to enter up to 20 chains at atime to copy
to the diskette. Thereis F4 lookup availability and the chain prompt. This program should be run each
week, just prior to your ARUN.
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A/R STATEMENT RUN

During the accounts receivable run a statement date is entered. Thefirst step of the ARUN backs up
theretailer, the A/R Transaction, and Product Sales Transaction Files. Backing up the files gives you
the ability to review the statements and reject the statement run if they are incorrect. Important: No
retailer maintenance should be keyed from the time you start your ARUN until the time you accept or
rgect therun. If you rgect your ARUN your Retailer File goes back to the way it was prior to starting
your ARUN. Regecting the statement run smply restores the Retaller, the A/R Transaction, and Sdes
Transaction Files.

Before A/R isrun, al scanning must be done and an EOD must have been run since scanning was last
completed. EOD iswhat puts A/R transactions from returns and reorders into the A/R Transaction
File. If any 800 (Single Entry) or 165 (Reorders) transactions have been keyed and you want them to
appear on the gatement, you must run 830-Return Processing and EOD before the ARUN.

Any miscellaneous A/R transactions that need to be added manudly should be done (code ARO7).
Any payment applications should be done (code AR17/AR18). If needed, fix statement sequences and
update retailers who need duplicate statements (code 500). When dl of these steps are done, run:

ARA47 Weekly GST Tax Report (if CANADIAN agency)
AR30 Print Batch Proof -
Summary totas or detail? (S/D): S
Sdect: Age (from: O to: 0)
Date of Trans (from: 01/01/90 to: Current week ending date)
Sort: Report aways sorts by batch number

Ensure that al required batches are on the AR30 and that they balance to your Audit/Control Form. If
they do nat, print AR30 again sdecting D to print the detailed transactions for the out of balance
batches. Make the necessary corrections and reprint the AR30 summary.
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ARUN - REQUEST STATEMENTS

This code alows you to start an Accounts Receivable Statement Run. Because of the ability to reject
the statement run and restore the files to the way they were prior to the run, you must make sure that no
maintenance is keyed to the Retailer File (code 500) and no maintenance is keyed to the A/R
Transaction and Product Sales Files (ARQ7) from the time the ARUN is darted, to thetimeiit is either
accepted or rgjected. The screen will display:

Last A/R Date - The system displaysthe last ARUN date and indicates whether or not it was an end
of month run.

Enter Proper Statement Date - Enter the date of the current statement run (MM/DD/YY). Thisis
usudly the week ending date. When you are doing an end of month run thisis till normally the week
ending date even if it goes into the next month.

Enter Proper Month Code For End Of Period - The proper month code should correspond to the
current month of the transactions. Vaid month codes are 1-12. When doing an end of month run, if the
week ending date runs into the next month use the month code for the end of month that is being
completed. |.E., if the week ending date for the month of December is 01/02/99, the month code is 12.
When month codes 3, 6, 9 or 12 are keyed, and an EOM run is requested, the system will
automatically process quarterly sales.  After date and month code are entered, the following will

dislay: MM/DD/YY XX Are Date and Month OK?

If you answer 'N' you will return to 'Enter Proper Statement date’. If you answer "Y' the following will
display: End Of Month (Y/N).

Answvering 'Y’ telsthe sysem it isthe end of the month and to take what has been accumulating in
current month sales and put it into the month that was specified in the Month Code Field. When an end
of month is run, the Product Sales History File is updated and monthly reports can be printed. When an
end of month isrun and it isan end of quarter, monthly/quarterly sdes will be created. Use code ARG7
to print quarterly saes reports.

Answering ‘N’ will accumulate the sales from this week into the current month sdes.
Select 1-part printer: Enter the printer on which the reports should print.

Select Statement Printer:

If you do not want to print statements until after you have balanced your reports, select printer 0. (See
the 'Accounts Recelvable Baancing Procedures section of the manud). If you have only one printer,
key O a 'Select Statement Printer'. Use code AR8O to print the statements when the ARUN is
completed and balanced.

After you have selected your 1-part printer and your statement printer, the following window will
digolay:
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Enter Message To Print On AR Statements: You can key athree line specid messageto print on
your statements using up to forty characters per line. Do not use the '@’ sign. If no specid messageis
wanted, just pressthe return key at each statement message line.

Y ou have the option to print statements automaticaly with the ARUN if you have more than one printer.

* NOTE * If you have not completed the last accounts receivable run by keying A998 or A999 the
screenwill display: *** You Must Run A998 or A999 *** The screen will wait for you to
acknowledge the message by pressing enter. 'Y ou must then key either A998 to reject or A999 accept
the previous ARUN.

ARUN REPORTS

AX26 - BATCH SUMMARY REPORT

To determine what transactions will appear on the statement, the program compares the statement run
date to the date of the transactionsin the A/R Transaction File to retrieve al transactions in the file with
dates equd to or lessthan the date keyed. A report prints giving asummary listing of dl A/R
transaction batches that are included in the current statement run.

AX50 - AGED TRIAL BALANCE REPORT

This process updates dl retailers baances and ages dl of their A/R transactions. A report prints giving
you a complete summary of the retailer accounts listing: old balance, current debits, current credits, new
balance, current due, overdue periods 1-4+, age, and transaction date. Thereisan option inthe A/R
Section of the Client Record Maintenance that alows you to choose to print this report in detail. The
detailed report will list dl of the transactions that make up each retailer's current debit, current credit,
and overdue periods 1-4+.

AX51 - OVERDUE BALANCE REPORT
See optional ARUN reports.

AX45 - RETAILER AUTO SUSPEND REPORT
See optional ARUN reports.

AX56 - SALES COMMISSION REPORT
See optional ARUN reports.

AX55 - SALES DISTRIBUTION REPORT BY ROUTE

A report ligts, for each route, the product sales that have been generated for the current statement
period. Each product line gives a cog, price and retail tota for orders, returns and net. Each route
containsaroutetotal. A grand tota prints a the end of the report.

AX41 - SHORTAGE AND CANCEL REPORT
A report ligts, by route and then retailer, the total amount of the canceled invoices and shortages that
have occurred during the current statement period.

AX60 - DELINQUENT AGED TRIAL BALANCE
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See optional ARUN reports.

AR62 - CREDITS/DEBITS REPORT (ARUN)

This code prints areport by Chain Number detailing or summarizing the debits, credits and bal ance that
went to the Retailers Statements (Statement Code 1 or 2). Y ou can sdlect to print adetail or summary
report for dl chains, arange of chains or a specific chain based on the last ARUN.

Print Detal or Summary (D/S? S

Sdect by:
1-Chan

ARS80 - SETTING UP TO PRINT YOUR A/R STATEMENTS
Statements can be printed immediately after the ' ARUN' finishes or printing can be deferred and done a
alater time. If you deferred printing, key '"AR80' a 'Enter Code. The following will display:

Select Statement Printer
Sdlect Printer (1 - X)
Sating Retaler to Print
Last Retailer to Print

** Key zero to print al statements** or to restart at a specific retailer enter that number, then enter the
last retailer's number to print.

Y ou can key athree line specid message to your retailers using up to forty characters per line. Do not
usethe'@ sgn. If no specia message is wanted, just press the return key at each statement message
line

After you have printed the statements, print the following reports. AR45 - Deder Aging Report AR39
- Collection Report. If everything is OK, run A999 to accept your A/R run. If not, run A998 to regject
the A/R run, key the necessary corrections, then run the ARUN again.

A999 - ACCEPT A/R STATEMENTS
This code will tell the system that your accounts receivable run was correct and backup dl your A/R
files. Thismust be done &fter you are sure the run is correct.

Enter - A999. Thefollowing will display: The A/R Run Was Correct? (Y/N). If you answer 'N', the

screen will return to 'Enter Code' and do nothing. If you answer 'Y, the accounts receivable files will be
backed up and statements are archived (if you have the archive feaiure on).

A998 - REJECT A/R STATEMENTS
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If you have completed your accounts receivable run and there are errors on the statements, you will
want to restore the A/R filesin order to do corrections and then reprocess. Y ou must restore the files
with code A998 before you enter additional data or correct any existing data. Everyone must be off the
system when this code is run.

Enter - A998. Thefallowing will display: The A/R run was incorrect? (Y/N) If you answer "Y', dl A/R
fileswill be restored so that you can key correcting entries. If you answer 'N', the screen will return to
'Enter Code' and do nothing.
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ACCOUNTS RECEIVABLE BALANCING PROCEDURES
All accounts receivable transactions are broken down into Seven (7) mgor categories.

1. Ordes
Computer prepared and posted.
Manudly prepared in office prior to ddivery.
Manudly prepared in fidd during ddivery.

2. Reorders
Computer prepared and posted.
Manudly prepared in office prior to ddivery.
Manudly prepared in fidd during ddivery.

3. Returns
Manualy prepared in fidd during delivery.
Computer prepared by single entry and can be automaticaly posted.

4. Pick up - prematurereturn
Manually prepared in fild during ddivery because retailer refused part or dl of the ddivery or
because a ddivery was found to be short copies.
Manudly prepared in office due to shortage on lineup causing an invoice to be short copies.

5. Payment
Received in the mall
Received by route salesman.

6. Miscellaneous debit
Prepared in office to adjust baance with additiona charge.

7. Miscedlaneous credit

Prepared in office to adjust balance with additiond credit.

All of these transactions need to be posted to the retailer record in order to keep track of the balance
due the agency. The methods used to verify the accuracy of the auditing and batch proof procedure
varies with each minor group.

When the accounts receivable reports and stlatements have been processed, the following balancing
procedure must be followed:

1. Enter thetotd of each invoice run on the Accounts Receivable Control Shest.

2. Run an adding machine tota on the Accounts Receivable Control Sheet and compare the total to
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the new balance forward on the Aged Trall Bdance. If they are equd, the agency isin balance.

If the two are not equal, get the statements and check the last statement of the chain masters and of
the stores for “Not Posted’ items. Adjust the control sheet total by the net amount of the *Not
Pogted’ items. If they are equad, the agency isin balance. If you want to fix the *Not Posted’
items, reject your ARUN using A998. Correct your errors and start ARUN again. The only
reason for ‘Not Posted’ items would be if you set up aretaler to be on a chain statement and his
chain number was entered incorrectly (a nonexistent chain).

If the totals are till not equal, then one or more batches are out of balance. Compare each batch
total on the Batch Proof Register to each batch total on the Accounts Receivable Control Sheet to
find out which batch(es) are wrong.

Compare each transaction in the batch to each transaction printed on the Batch Proof Register to
find the error.

After the error has been found, make separate batch of the error transactions that must be punched
for the following week, assign sequential number 00 and week to the error batch, start anew
Accounts Recelvable Control Sheet by entering the baance forward on the control sheet, and
entering the error batch total on the control shedt.

File the error batch for the following weeks auditing and punching procedure. The error batch will
contain al not posted transactions, al missed transactions, and al adjustments necessary to correct
errors. (If you want the corrections on the ARUN you are balancing, rgject the ARUN using
A998, key your corrections, and rerun your ARUN.)



SAMPLE BATCH TICKETS

WEEK ENDING: BATCH NUMBER:
KEYED BY: BATCH TOTAL:
DATEKEYED:

WEEK ENDING: BATCH NUMBER:
KEYED BY: BATCH TOTAL:
DATE KEYED:

WEEK ENDING: BATCH NUMBER:
KEYED BY: BATCH TOTAL:
DATE KEYED:

WEEK ENDING: BATCH NUMBER:
KEYED BY: BATCH TOTAL:

DATEKEYED:




Accounts Receivable Control Sheet
Week Ending: / /

Previous Week's New Balance: $

Mag InvoiceDated: /| | +

News Invoice Dated: [ +

News Invoice Dated: [ +

Book Invoice Dated: [ +

Mag ReturnsDated: /| +

Mag ReturnsDated: /[ -

Mag ReturnsDated: /[ -

Mag ReturnsDated: /[ -

News Returns Dated: [ -

News Returns Dated: [ -

Batch # $
Batch # $
Batch # $
Batch # $
Batch # $
Batch # $
Batch # $
Batch # $

Total Net: $

45
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New Balance Forward = $

CLIENT RECORD MAINTENANCE

The Client Record controls much of the activity for your sysem. Certain selections have to be updated
in a specific manner to make the system operational. Other selections control report options and
features that can be updated and used as desired. Listed below are the client options for the Accounts
Recavable programs. See that Magazine System Manud for more information on the other system
options.

AR OPTIONS

Archive Statements : Auto Credit Check

Bd Fwrd Detail-ATB AR Compare Percent

Bd Fwrd Detall-Stmt : Apply Credits To Overdue
Delinquent Age Trid : Commission Report

Open Item Age Drop : ARO7 Prompt Store Nbr
Print Aging On Stmt : AR Write Off Amount
Print Phone Nbr : AR Write Off Desc

Print Vendor Nbr : Archive Aged Trid Bd
Print Open Item Quffix - AR17 Shift F3 On Stmt
Save ARO7 Trans : AX52 Post Codes to Exclude
Save Cash Applied @
Statement Form : Save Weekly Sdes
Satement FormLong Print AX62 (N/D/S)
Statement Sort Opt

Update Credit Limit

Start Overdue Period

ExtraNbr ATB Copies

Archive Statements Y/N
Archive Accounts Receivable Statements determines whether or not to archive your retailers A/R
datements. Archiving software must be purchased prior to turning on this option.

Y - archive retallers statements.
N - not using archiving of A/R statements.

Bal Fwrd Detail-ATB Y/N
Aged Trid Balance Report - This determines whether or not to print al the unreconciled transactions for
the open item retailers that make up each overdue column on the Aged Trid Bdance. *If dl your
retallers are on open item, this will make an extremely long report.

Y - yes, print the transactions that make up each overdue period.

N - do not print the detall.
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Bal Fwrd Detail-Stmt Y/N
Statement - Print Detail Balance Forward - For open item retailers you have the option to print al the
unreconciled transactions that make up the balance forward prior to printing the balance forward line,
Y - print detall.
N - balance forward only.

Ddinquent AgeTrial Y/N

Print Delinquent Aged Tria Baance - Determines whether or not this report will print automaticaly at
the end of an accounts receivable run. Any retaller with an amount due in periods over 4 through 8 will
print. Thisreport prints in magazine route sequence and skips to a new page for each route. An
dternative report is the Retaller Aging Report (code AR45), that prints upon request.

Open Item AgeDrop 0-99
A/R Open Item Drop Control - The number you enter here designates how many hilling cyclesto
continue holding open item transactions on file even after it has been totally reconciled.
0- dropsthe applied open item in the firgt run after it has been reconciled and printed on the
statement.
1-99 drops according to the number you enter here aslong as it has been reconciled.

Print Aging On Smt Y/N
Print Aging on A/R Statement - Determines whether or not the overdue aging will print on the bottom of
each retailer's satement (overdue 1,2,3,4) overdue 4 will include period 4 and older (4 through 8).

Print Phone Nbr Y/N

Print Phone # on Statement
Y - prints agency phone number on statement.
N - do not print phone number.

Print Vendor Nbr Y/N
Print vendor number - On the 1-up statement form only, you have the option to print the retailer's
vendor number on their statement.

Print Open Item Suffix Y/N
Determines whether the A/R transaction reference number suffix will print on satements of retailers who
are on open item gatus.

Save ARO7 Trans Y/N
Saves transactions keyed with ARQO7 to atemporary file. Use AR12 - A/R transaction lit to print this
file

Save Cash Applied Y/N
Save Cash Applied Transactions - Determines if the system creates afile for printing daily and weekly
the cash gpplications. Use code AR3L - Print Daily/Weekly Cash Application Report to print these
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transactions. *When you are applying transactions, you will get a printed report each time you end the
codes AR17/AR18.

Statement Form 1/3/A/C/IG/IKIM/S

Desgnates type of form used for printing statements.
1 - 1 across, uses preprinted form
3 - 3 across, uses preprinted form
A - specid format for client #151
C - Canadian (includes GST #), 2 across, uses preprinted form
G - Canadian (includes GST #), 1 across, no preprinted form needed, uses 8¥2 x 11 paper
K - 1 across, no preprinted form needed, uses 8¥2 x 11 paper, 4 periods overdue print
M - Canadian (includes GST #), 1 across, uses preprinted form, specia format client #151
S- 1 across, no preprinted form needed, use 8¥2 x 11 paper, 8 periods overdue print, like form K,
except more of the A/R description name prints for clarification

Statement Form Long Y/N
Y - desgnates usng specid 3 - across Satement form, 11 incheslong.

Statement Sort Opt  A/IM/Z/S

Determines the sequence the retailers A/R statements will print.
Blank - statements will print in retailer number order.
A - Statementswill print in aphabetical order.
M - Statements will print in miscellaneous route sequence.
Z - Statements will print in zip code sequence.

S- Statements will print in the sequence as numbered in statement sequence field in retailer record
(code 500).

Update Credit Limit  Y/N

Y ou have the option to have the system automatically update the retailer's credit limit on the Retailer

File. Credit limitiscaculated by taking the average net sde per week for the quarter and multiplying it
by 4. This becomestheretaller's credit limit.

Y - When you tdll the system that it is the end of the quarter for the Statement being processed, the
credit limit will be calculated based on the retailer's average weekly sdes for that quarter.
N - Do not cdculate credit limit.

Start Overdue Period 1-8

Thistdls AR39 - Collection Report what overdue periods to add together to come up with the amount

overdue. If you enter 5, then periods overdue 5, 6, 7, and 8 will be accumulated and that will print on
the report as amount overdue.

ExtraNBR ATB Copies
Indicates the number of copies of the Aged Trid Badance to print during the ARUN.
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Auto Credit Check Y/N

When this option is activated, during the statement run (ARUN), the system will check the retailers
baances againg their credit limit in the Retaller File and automaticaly suspend the retailer if their new
ba ance exceeds their credit limit. It will ignore retailers with a zero credit limit and chain master retailer
numbers. A report will print during the ARUN ligting dl retailers that were suspended during the run.

This option will also check al suspended retailers new baance forward againg the credit limit in the
Retaler File. If the new baanceisless than the credit limit, the retailer will be reingated. 1t will ignore
retailers with a zero credit limit and chain magter retaller numbers. A report will print during the ARUN
liging dl retailers that were reingtated during the run.

AR Compar e Per cent
Enter a percent that the system will use to compare the cal culated overdue amount to current due to
determine which retailers to print on the Collection Report.

Apply Creditsto Overdue

This affects only retailers who are not on 'open item'. Current credits are gpplied to the oldest period
overdue with a dollar amount and moves to most current until al of the credit amount has been applied.
This option affects what transactions are to be included in 'Current Credits.

Y - Will include transactions with a post code of 3 (Return), 4 (Cance/Pickup), 5 (Payment), or 7
(Misc. Credit)
N - Will only include transactions with a post code of 5 (Payment) or 7 (Misc. Credit).

Commission Report
Indicates whether you want the system to produce a Sdesman Commission Report during the A/R
statement run.

ARO7 Prompt Store Number

Indicates to the system whether to prompt for sore number in code ARO7 - A/R Transaction Entry.
Thisfeature is useful when entering adjustment transactions to the chain master account for identifying
gpecific sores within the chain.

A/R Write Off Amount

Indicates to the system that during code AR17, if an open item transaction amount has aremaining
unapplied amount to automatically write off the remaining amount, if it isless than or equd to the amount
entered here.

A/R Write Off Description
Indicates the description to be used to identify the open item transactions that are autometicaly written
off during code AR17.

Archive Aged Trial Balance
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Indicates that the Aged Trid Baance Report that prints with the ARUN should be archived to disk.
Archived reports can be viewed and/or printed using code 382.

Save Weekly Sales
When ‘Y’ is keyed, weekly sdeswill be saved during ARUN. When ‘N’ is keyed, weekly saes will
not be saved.

Print AX62 (N/D/S)
Determines if the Credits/Debits Report prints.
During ARUN and what format will print.
N - Do Not Print During ARUN. The report can be printed with Code ARG2.
D - Print the detailed debits, credits, and balance for each retailer in the chain with chain totas.
S- Print summary debits, credits and balance totas for the chain only.
This report prints only for statement Code 1 and 2 chain retailers.



