Zortec

Accounts Payable



Did you know...

With the Vendor Status set to “I”nactive
or “T"ermindated that no one can enter
a purchase order or invoice to the
vendor. This is helpful if you have
vendors in the system that you do not
want anyone to use.



Notice the “Status” field. (For readability
purposes | am using status of T. | and T work
the same.)

B AP1201 - Yendor, Maintenance g@@

DivMfendaor #: (1 7 Wiood: M ame: |.-’-'-. &R SUPPLY
1-G | Infarmati .
Ehee e General Information
2-M arrative
FCTRAC Information Name |4 %R SUPPLY 1099 Name
4-Imagek aze Info Address I
S-Default Ledgers Street: [PO B0 409635
B-lrvoices [Current) | Stats ’T_
#-Purchase Orders ) . i
ity |.f1'-.T LAMTA, GA
Zip [A0384  [9635 Phane Number |
- F&x Number |
M ailing
Stiest: [P0 BOX 409535 e [0
| Buginesz YTD: | £.515.20
i P‘T LANTA GA Busme.ss LTD: | £.515.20
i) e T Lozt Discount:
Lazt Pay Date: | 41642008
Contact: | Open Invoices:
Vi Open Inv &mt: |
1098 [ Tasd | Open Credits:
Link To: Diwigion Wendor # Oper Cr At |
Email Address: |
Euxit [E=c) | Haome | Mext [F1] | Frew [F2] | Options [F3] Screenz [F4) | [Done [F2) | Ok [F9] |
Mext Screen: [ [Zortec Test Files |Line: 33 THMS [8P1200 Revisior: .00 Update: 01 |02/11/2009 215637 |




When you try to create a purchase order to an inactive
vendor, after entering the vendor number, you will
receive a “Vendor is not Active” error message. You

cannot proceed with this vendor until you change the
status.

- - - E[x]

Drivigian: 1 Year |2003 Wendor:
PO Mumber  [GP  [200674 Amaunt: # OF Items:

General Information

Wendor Num: [ 7 | F1..Ing F3._Add F4. _Scroll
PO Amount; Ship Yia:

Liguidated: Ship FOB:

Outstanding: Ship &ddr:

Error (95) E]
|zzue Date:
Ship Date: y Yendar is not Active
Statuiz: [N Mo Liquidation
Department Requisitions Control Requisitions
Ezc | Hnme| F1 | F2 | F3 | F4 | F5 | FE | F? | Fa | F4 | Enter|

| Zortec Test Files [Line: 33 THMS | 4P1230  Revision: 8.00 | 02/11/2009 22:02:55|




When you try to enter an invoice to an inactive vendor,
after entering the vendor number, you will receive a
“Vendor is not Active” error message. You cannot
proceed with this vendor until you change its status.

Period: I_ ’— Divigiar: I_
Yendar: Ii Invoice: | PO #: I_ ’7
‘- x|

Period: [2 [2009 Division: |1
Yendor #: v |Fivnice:; |
Firzst Screen: I_ PO #: I_

[Blank For Temp Yendor F2.To Create Vendor FE. Import Invoice]

Y¥endor Hame/M ailing Address Purchase Order Info

Date lzzued:
Amont;
Received:
|Fvoiced:
Soyailable:
Terms:

[F1..5earch]

Eszc | F1 | F2 | F5 | Fh& | F9 | Enter|

M Systemn Messages

Error:

Yendor iz not Aclive |_
Up | Dn | F1| F2| F3| F4| F5| F6| F7] F8| FS| Esc| Enter
Zortec Test Files |Line: 33 THMS I.-’-‘-.F"I 220 Rewvizion: 3.00 |I]2.-"'I'|.-"2EIEIE 220711 |




When doing Vendor Inquiry or Vendor File Maintenance
you have a selection criteria for Status. Use this field to
get a list of all active or inactive vendors.

B AP1100 - Vendor File g@@

Search & Select

Screen: 1 0Of 7 Drisvizion; |1
—Search Order
Yendor # Direct :‘
Yendor # Scroll
Yendor Hame
VYCC CodefYendor #

Press 'ESC' to change Search Order
Enter Starting Yendor # Direct
1099z |_ Open |nvaices? |_
VCC Codes: | | | |
Status: |_ |_ |_ |_ |_
Eut(Ese) | Home | | | | | Doefra | OKFE |
Zortec Test Filez |Lir'|e: 33 THMS APT100  Rewigion: 8.00  Inguire: 01 |I32£11£2I:IEIEI 221238 | 6




When printing Vendor listing reports you have a “Vendor
Status” field. This allows you to easily print only active
vendors. The default is set to “A”ctive, but can be
changed to include I’s and T’s.

B AP1611 - Vendor Listing By Name

Drivvigion: “
Beg Mame |
End Mame |

Begendaor #: |
End Wendar #: |

Print 1099 Yendars Only? Mo IvaN]
Print T empooran Yendors ' [ il

E nter Wendar Statuzes: l-’-‘-._ |_ |_

Esc|H|:|me| F1| F2| F3| F4| F5| FE| F?‘| FE| FE||Enter|

| Zortec Test Files | Line: 33 THHS AP1611  Rewigion: 3.00 | 02A1/2009 221306

| R eport Status |




Also when /arinting vendor labels you have a “Vendor
Status” field. This allows you to easily print only active
vendors. The default is set to “A”ctive, but can be
changed to include I’s and T’s.

B AP1613 - Vendor Address Listing E@E

Divizior; “
Beg Mame |
End Mame |
Print Termporan Yendars? |N_ [ridm]
Print Mailing Address? Mo Ivan]
_Sinale or Douhle Soacing? [ __15/D]
E nter Wendar Statuzes: lﬁ'-._ |_ |_
TR Fram Craey, Lo, '
I
Thru Check. D ate: |

[vau musgt enter bath a from and thiu
date ta zelect by Check Date.]

Esc|H|:|me| F1| F2| F3| F4| F5| FE| F?‘| FE| FE||Enter|

|Z|:|rtec Test Files | Line: 33 THHS AP1613  Rewigion: 3.00 | 02172009 221710

| R eport Status |




Vendor 1099 Name



The “1099 Name” field on the vendor record is
used for 1099 purposes. If you have a vendor
where the checks are made out to the name in

the “Name” field, but their 1099 needs to show
a different name, use the “1099 Name” field.

When the 1099 work file is built it will make
the information in the 1099 Name field appear
first on the form and the Name will be on the
second line.



B AP1200 - Vendor Maintenance E@@

DivAdendort: I [ 1125 Vood: Mame: [GRASS BUSTERS

General Information

1-General Infarmation

2-Marrative
ICTRAC Information Name  [GRASS BUSTERS 1099 Name
4 magek aze [nfo Address pDNES,JDHN
SDefault Ledgers Strest: [T11 MAIN STREET _
B-lrrvoices [Cument) | Status: l-’-‘-._
7-Purchaze Orders T
City: |EI:|LLIMBIA,TN rionity Code:
Zip: |3E=4|:|‘| | Phone Mumber |
Hailing F.":"X NL,IITI|:IET |
Stieet: [T11 MAIN STREET TolFree #: |
| Business Y'TO: |
Ciy:  [EOLUMEIE, T Iormls |
Zip: |384EI‘I | Lozt Dizcount:
Last Pay Date: Ii
Contact: pDHN JOMES Open Invoices:
Yo Open lree At |
1099 I'Y_ Tautt: |'| 23-45-6739 Open Credits:
Link Ta: Divizion Wendaor # Open Cr Amt: |
Ernail Address: |
Esit [Esc] | TE— | Mext [F1] i | Done [F&] | 0K, [F3)

Mext Screen: n_ |Zu:urteu: Test Files |Line: 33 THMS AP1200  Rewvizion: 8.00  |noguire: ||:|2.-"11.-"2|:||:|H 222343




When the 1099 work file is built it puts the 1099
Name on the first line for the 1099 form and the
vendor name goes on the second line.

I AP4622 - 1099 File Maintenance

EBX

Tax D |‘I 23-45-6783
Wendor Mo IW
Rents: | 0.00
M ame HOMES, JOHM Rovalties; | 0.00
DBA Mame: |I3Fi.-'1‘-.55 BUSTERS Other Income: | 0.00
Erririre |‘i‘i‘i oS FREET Federal Tax: | 0.00
| Boat Proceed: | 0.00
City/State |III LUMELS, TH Medical Pay: | n.o0
Zip: 38401 | Moremp Comp: | 2475.00
FPhone #: I— Substitute: | 0.00
Federal ID#: |EE-EEIEIEI'I 23 Direct Sales: I_
Wendar IDi: [123-45-6789 Attarney: | 0.00
State: l_ State Tax: | 0.0a
State IDH: r
Account #: |'I'I25—
F5._Function Keys
Ese | Home | A | r2 | Ffa | m | r | | F | F | Fa | Ene
|Zu:urteu: Teszt Files |Line: 33 THMS APAEZ22  Revizion: 8.00 |I32£'I1£2EIEIEI 22:24:40 |




Default Ledger Accounts
on vendor record



Screen 5 of the vendor record allows you to
specify default expense and cash account
numbers that can be used in invoice entry.

I AP1207 - Yendor Maintenance

8=

DivAdendort: I [ 1125 Voed [ Mame: [GRASS BUSTERS
1-G | Inf fi
2 NEHHTal e General Information
-Marrative
FCTRAC Information Name  [GRASS BUSTERS 1099 Name
A Egn e e—— Address pDNES,JDHN
S-Default Ledgers Strest: [T11 MAIN STREET
e teret} | Status: lﬁ'-._
#-Purchase Orders } Friarity Code:
City:  [COLUMEIS, TN riority Code:
Zip:  [35401 | Phone Number |
M ailing F&i Mumber |
Stieet: [TT1 MAIN STREET TolFree #: |
| Buzinesz YTD: |
Ciy:  [COLOMBI&, TN Itz Lls |
Zip: |384EI'I | Lozt Dizcount:
Last Pay Date: Ii
Contact: pDHN JOMES Open Invoices:
Yoo Open lree At |
1099: I'Y_ Taut: |'| 23-45-6739 Dpen Credits:
Link. Ta: Division Yendor 3 Open Cr Amt: |
Emnail &ddress: |
EdtfEsc) | Home | MewlF1) | Pevz | Optons(F3)| SeensiFal| DomerF | OKiFg)
Mext Screen: I'I_ |Zu:urteu: Test Files |Line: 33 THMS AP1200  Rewision: 8.00 Update: ||:|2.-"11.-"2|:||:|H 223002




You can enter default expense and cash
account numbers, but you are limited one
expenditure and one cash account per vendor.

I AP1203 - Vendor Maintenance g@@
DivAfendor #: |1 | 1125 Werd: M arne: |I3FI.-’-'-.SS BUSTERS
1-G [ [k fi .
5 Nenerfa riamEtan Default Information
-Marrative
F-LCTRAL Infarmatian -
4lmageE ase Info Defaults Accounts - No Default if Left Blank
5-Default Ledgers Ex: |1 |1 0-6301-535 LAWHN SERYICE
E-lrvoices [Current) Ca: | |
7-Purchaze Orders '
Dizcountable? |N_

%or§? [

Date:

Amt/Pot:

Exit (Esc) Home | Mew(F1] |  PeviFo) | Opions(F2)| Screens(Fa)| Donerrs | okiFg |

Mext Screen: I_ |ZDHTEE TEST FILES |Line: 33 THMS AP1200  Rewision: 8.00 Update: 05 ||:|2.-"11.-"2|:||:|H 223815 r




When you go to enter the invoice and you get to the
“Account Number” field the system will populate it with
the default on the vendor’s record. If necessary, you
can change the ledger account at this point.

e AES)

Perind: [2  [2009 Divisior: 1
Yendar: | 1125 Irvoice: ||:|2.-"2|:||:|E| PO #:

General Information
Yendor Hame/M ailing Addr Purchaze Order Info

Invoice Date:  [2/01/2003 GRASS BUSTERS Date Issued
Due Date: [2/mi/e008 111 MAIN STREET Amount:
[reeoice Aot Iw R EE‘?WE¢
Include on 1095; IY_ SED#LD%MEL&” ™ r:;:zz;i
Check Grouping: I_ Prior *'r; I_ T s
Select Flag: |_ Recuring? |N_
Youcher Murmber: I—
Wendor last: I— Disc O ate: Ii
Diivizion lagt; I— %o l_
Shatus: I_ ArnoLit: I—
[Fvoice Type: |_ [Flartial [Ful: |_
Commiszion Type: |_ Amovint; I— Check Mumber Ii l_
Dizcountable? |N_ Check Date: Ii

teszzage an Stub: |

Purchaze Order: |

Account Mumber:  pRI-6301-535

F1| F2| F3| F9| Esc|

Leave blank for multiple accounts - [¥.. Temp Acct]

Esu:|Hu:ume| F1| F2| F3| F4| F5| FE| F?| FE=| F9|Enter|

|ZDHTEETEST FILES |Line: 33 THMS AP1220  Revisior: 8.00 |I32£'I1£2IIIEIEI 22:35:29|




Vendor YTD Amounts



Did you know...

There is a utility that you can run to
reset the vendor “Business YTD” and
“Business LTD” amounts.



These fields provide a quick at a glance amount that
has been paid to the vendor (by vendor number.)
The Business YTD field is typically used for the
calendar year display. The Business LTD field is the
total since the vendor number has been set up.

B AP1200 - Vendor Maintenance g@@

19

DivSdendor #: (1 1 Wiood: M ame; |L.-'-‘-.NEE SERWVICES
1-General Information i
] General Information
2-Marative
FCTRAL Information Name  [LANCE SERVICES 1099 Name
4-ImageE aze Info Address
5-Detault Ledgers Street: [P0 BOX 36
B-lrvaices [Current] | Sl F"‘_
#-Purchase Orders o ;
City:  [COLUMELS, TN Fricrity Code:
Zip. [33401 Phone Murnber |
Mailing Fe Murnber |
Stieet: [P0 BOX 36 Toll ez B
| Businezs vTD: 24.045.28
Ciy:  [FOLOMER, TN ﬁusm;ss LTD: I 2404522
. ozt Dizcount:
£ip: 38401
Lazt Pay Date: | 1/29/2009
Contact: [SANDRA Open Irwvoices:
Ve Open Iy Amt: |
10499, |N_ Tant: | Open Credits:
Link, Ta; Divizian Yendaor # Open Cr Amt: |
Ermail Address: |
Exit [Ezc) | Horne | Mext [F1] | Prew [F2] | Options [F3] Screens [F4) | Done [FE] | 0k [F3] |
Mext Screen: [1 |ZEIF|TEE TEST FILES |Line: 33 THMS | AP1200  Rewvision: 8.00  |nguirs: |I]2.-"'I'I.-"2EIEIE 224329 |




If you want to rebuild the amounts in either of the
fields there is a utility that makes the process
easy...

From the Accounts Payable main menu select the
Utilities option. From the Utilities menu select

“Rebuild Vendor YTD Amount” option. The
following runtime screen will display...



Rebuild Vendor YTD Amounts

Il APU3B1 - Rebuild Yendor YTD Amount E@@

Divizion; 1
From endor: [Blank. Far &l

Thru Yendar; [Blank For &)

Fram lrwoice D ate; [Blank. For Al
Thru lnvoice D ate: [Blank. Far Al

Fram Check Date; [Blank. For Al
Thru Check. D ate: [Blank. For All]

Buld[Lidor[Yd |

Esu:|Hu:ume| F1| F2| F3| F4| F5| FE| F?| FE=| F9|Enter|

|ZEIF|TEI: TEST FILES |Line: 33 THMS |AF‘U38‘I Rewvizsion: 8.00 |DE£'I'I£2EIEIEI 225758 |
|F|epu:urt5tatus |




Use the selection criteria on the runtime screen to
specify the date range you want to calculate totals for.

Il APU3B1 - Rebuild Yendor YTD Amount g@@

Divizion; 1
From endor: [Blank. Far &l

Thru Yendar; [Blank For &)

Fram lrwoice D ate; [Blank. For Al
Thru lnvoice D ate: [Blank. Far Al

Fram Check Date: | 1/01/2009 [Blank. For Al
Thru Check. Date:  [12/31/2009 [Blank. For All]

Buld[Lidor[Yd |

Esu:|Hu:ume| F1| F2| F3| F4| F5| FE| F?| FE=| F9|Enter|

|ZEIF|TEI: TEST FILES |Line: 33 THMS APU38T Revizion: 8.00 |EIE£'I'I£2EIEIEI 225341 |

22



Build [L]td or [Y]td question -- “Y” will rebuild the
Business YTD field. “L” will rebuild the Business LTD
field. (YTD is typically the calendar year. LTD is life-to-
date...which is since the vendor number was created.)

N
o
\E]
&

Division; 1

From Yendor: [Elank For All]
Thru*endar: [Blank Far Al

Fram Invoice Date: [Blank. Faor All]
Thru Invoice D ate: [Blank. Faor All]

From Check Date: | 1./01/2009 [Blank. For All]
e EireeleBrate i —  [Blank: Far Al

Build [L]td ar [+

I System Messages
Cluestion:
Do You Want To Rebuild The Businezs ¥TD Amount? Y /M- ’_
Up | Dn | F1| F2( F3| F4| F5| Fs| F7| F8| Fa| Esc| Ente
e Hu:ume| F1 | F2 | F3 | F4 | FE | FE | F7 | Fe | Fg | Enter|

23

|ZEIHTEI: TEST FILES |Line: 33 THMS ‘.-’-\F'Ll381 Rewvision: 8.00 |I32x"|1.-"2EIEIEI 22554 |




After the utility is run it will update the fields on the

vendor record.

Il AP1200 - Vendor Maintenance

B=ES

DivAfendor #: |1 | 1 Wiood: M arne: |L.f3-.NEE SERVICES
1-G [ [k i .
EnerarIamatan General Information
2-Marrative
3CTRAC Information Name [LANCE SERVICES 1099 Name
4 magek aze [nfo Address |
S-Default Ledgers Street: [P0 BOX 36
B rvaices [Current) | Status; l&_
#-Purchase Orders } i i
City:  [COLUMEIA, TN Priarity Code:
Zip: |3E=4|:|'| Phaone Mumber |
Mailing Fii Humber l
Street: |F'EI Bk 36 '
| Business YTD: | 70282
. Buzineszz LTD: 2404588
City: |EEILLIME!I£-‘«, TH L 5
i 33401 S
| | Last Pay Date: [ 1/29/2009
Cortact [SANDRA Upen Invoices:
Voo l— Dpen Inw &mt: |
1099, IN_ Tauth: | Open Credits:
Lirk. Tz Disvizion I— Yendaor # li Open Cr Amt: |
Emnail Address: |
Esit [Esc] | - | Mest [F1] Frev(F2) | Options F3)|  Sereens F4) | Done [F5) | 0K, F9]
Mext Screen: n_ |ZDHTEE TEST FILES |Line: 33 THMS AP1100  Rewvizion: 8.00  |nguire; ||:|2.-"11.-"2|:||:|H 23m:35

P4




I RP4767AP - Notepad
File Edit Format WYiew Help

Date: 2/11,/2009

Time: 23:04
MO/10997 ————————— Mame/Contact—————————
1 LAMCZE SERWVICES
M SAMDRA
2 CALDWELL'S OFFICE OUTFITTERS
M
3 OFFICE SERWICES
4 A & E HOME VIDED
3 A & J SALVAGE, LLC
& A HUDDLLCSTOM COMPDANY, INC
g A-1 CHEMICAL PRODUCTS, LLC
9 ABC OFFICE
10 ABILITATIOMS
4

ZORTEC TEST FILES

vendor Listing By Number

———————————— Address———————————
PO BOX 36

COLUMETA, TR 38401

PO BOX 99

COLUMETA, TR 38401

PO BOx 489

COLUMETA, TH 38401

PO BOX 18753

MNEWARE 07191-8753
1297 M Hwy 515

COLUMETA, TH 38401

227 MAIN ST

COLUMETA, TH 38401

1634 NORTH PARKWAY

COLUMETA, TR 38401

MB UNIT #67-31085

MILWALUKEE, ‘WI 53268-3106

——Phone/Fax—-

\

ﬂVcc;’Busn TTD- \

1/20,/2000%
703,82

1/16/2009
598,82

1/20,/2000%

The Business YTD amount also displays on the Vendor
Listing by Name and Vendor Listing by Number report.

L BX

—
Page:
Id: AF

—open Inv/Cre

722085

10/08,/2008

104222008

25




Have you ever seen some incorrect “Open Invoices”
amounts displaying on your vendor listing screen?



B AP1100 - Vendor File M(=13

Divi=ion:
Humber

Search Results

Hame Voo S5t —0Open Involces———

00 =1 O O = GO M

11
12
13

Esit [Esc] |

CALDWELL'S OFFICE OUTEFITTERS
OFFICE SERVICES

4 & E HOME VIDEOD

A & J SALVAGE, LIC

& HUDDLESTON COMPANY, INC

& & R SUPPLY

4—1 CHEMICAL PRODUCTS, LIC
ABC OFFICE

ABITITATIONS

ACC REEUILDERS

ACCESS INTERACTIVE, LIC

ACT — BUSINESS & FINANCE DIVIS

1 £2.76

Lot Sl SO S S S Il SO ol S

\\iﬁ 350.??1)

T | Mest [F1] Prev(F2) |  Options F3] | Du:une[FE!]| Ok [F3] |

|ZEIF|TEI:TEST FILES |Line: 33 THMS AP1100  Rewvision: 8.00  |nguire: 52 |EIE£'IE£2EIEIEI 14:1D:23|
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There is a quick utility that can be run which will
read the outstanding invoices and rebuild those
amounts so they will show correctly.



Everyone should be out of the accounts payable
system when the utility is run. This utility should
not take long to run.

From the Accounts Payable main menu select the
Utilities option. From the Utilities menu select the
“Rebuild Vendor Open Amounts” option. The
following runtime screen will display...

29



The “Do you wish to continue” question defaults to “N”.
Change it to “Y” to run the utility. After running the
utility return to the vendor listing to be sure the open
amounts display correctly.

B APU3BO - From The Invoice File E@@

Accumulate Yendor Open Amounts

Thiz program will rebuild the Yendor open invoice and

open credit amounts from the [nvoice file

Pleaze make zure all uzers are off the Accountz Payable

zystem before proceeding with thiz option!

Do yau wish to contimue? s ['H]

Ezc | HDme| F1 | Fz | F3 | F4 ‘ Fa ‘ F& | F¥ | Fa | F3 | Enter|

|ZEIF|TEI: TEST FILES |Line: 33 THMS |ﬂF'L|38EI Revizion: 8.00 |D2a"|1;"2EIDE| 23:15:32|

|Hepurt Status | | 30




After the utility is run you will have a nice clean screen
with accurate amounts from the outstanding invoice
data file.
M AP1100 - Vendor File M=

Search Results

Divizion: 1
Hunber Hame Voo 5t f——Open Invuices——;‘\\

CALDWELL'S OFFICE OUTFITTERS
OFFICE SERVICES

4 & E HOME VIDED

A & J SALVAGE, IILIC

& HUDDLESTOW COMPANY, IHNC

& & R SUFPLY

4—1 CHEMICAL PRODUCTS, LIC

9 ABC OFFICE

10 ABILITATIONS

11 ACC REBUILDERS

12 ACCESS INTERACTIVE, LILIC

13 ACT — BUSIHESS & FINANCE DIVIS

00 =1 T O e L MO

sl ol SO o U S (N S SO S S S

EHit[Esc]| i | Mext (F1] Prev F2) |  Options (F3) | Dc.ne[Fa]| Ok [F) |

ZORTEC TEST FILES |Lir'|e: 33 THMS AP1100  Rewvizion: 8.00  |nquire: 52 |I32£11£2I:IDEI 23:DE:28|
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=

This completes our presentation on the Zortec Accounts Payable
section of Resource 2009. If you have questions about any of
these processes contact our Customer Support Center at

800.439.4504.

For your convenience you can submit support requests and
questions online at:

http://www.localgovcorp.com/Support/request for support.php




