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Did you know…

With the Vendor Status set to “I”nactiveWith the Vendor Status set to I nactive 
or “T”ermindated that no one can enter 

a purchase order or invoice to thea purchase order or invoice to the 
vendor.  This is helpful if you have 

d i h h dvendors in the system that you do not 
want anyone to use.
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Notice the “Status” field.  (For readability 
purposes I am using status of T.  I and T work 
th )the same.)
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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 Youreceive a Vendor is not Active  error message.  You 
cannot proceed with this vendor until you change the 
status.
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When you try to enter an invoice to an inactive vendor, 
after entering the vendor number, you will receive a 
“V d i t A ti ” Y t“Vendor is not Active” error message.  You cannot 
proceed with this vendor until you change its status.
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When doing Vendor Inquiry or Vendor File Maintenance 
you have a selection criteria for Status.  Use this field to 

t li t f ll ti i ti dget a list of all active or inactive vendors.
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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’schanged to include I s and T s.
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Also when printing 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’schanged to include I s and T s.
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Vendor 1099 Name
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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 showthe 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 appearthe information in the 1099 Name field appear 
first on the form and the Name will be on the 

second line.
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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.
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Default Ledger Accounts
on vendor record
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Screen 5 of the vendor record allows you to 
specify default expense and cash account 
numbers that can be used in invoice entrynumbers that can be used in invoice entry.
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You can enter default expense and cash 
account numbers, but you are limited one 
expenditure and one cash account per vendorexpenditure and one cash account per vendor.  
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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 

h th l d t t thi i tcan change the ledger account at this point.
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Vendor YTD Amounts
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Did you know…

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

“Business LTD” amounts.Business LTD  amounts.
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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 f yp y f
calendar year display.  The Business LTD field is the 

total since the vendor number has been set up.
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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 selectUtilities option.  From the Utilities menu select 

“Rebuild Vendor YTD Amount” option.  The 
following runtime screen will display…f g p y
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Rebuild Vendor YTD Amounts
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Use the selection criteria on the runtime screen to 
specify the date range you want to calculate totals for.
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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.)
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After the utility is run it will update the fields on the 
vendor record.
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The Business YTD amount also displays on the Vendor 
Listing by Name and Vendor Listing by Number report.
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Have you ever seen some incorrect “Open Invoices” 
amounts displaying on your vendor listing screen?
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There is a quick utility that can be run which will q y
read the outstanding invoices and rebuild those 

amounts so they will show correctly.
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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 theUtilities option.  From the Utilities menu select the 

“Rebuild Vendor Open Amounts” option.  The 
following runtime screen will display…f g p y
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The “Do you wish to continue” question defaults to “N”.  
Change it to “Y” to run the utility.  After running the 

tilit ret rn to the endor listing to be s re the openutility return to the vendor listing to be sure the open 
amounts display correctly.
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After the utility is run you will have a nice clean screen 
with accurate amounts from the outstanding invoice 

d t fildata file.
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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 p pp
800.439.4504.

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

http://www.localgovcorp.com/Support/request_for_support.php
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