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Before beginning to use the Accounts Payable Module there is some setup to be done.

Below is a flowchart of the process:
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Set Up in Administration

First we must set up the Accounts Payable module in Administration.

ACCOUNTS PAYABLE

Setup defaul! discount codes,
fransaction entry options, and
systarn processing options from
within this form,

FIXED ASSETS

Setup standard asset
dapreciation information inciuding
fraguency, assettypes, ang
asselquick entry oplions that

make ransaction entry faster.

ACLOUNTS RECETVABLE

Sefup default discount, distribution
codes, prepayment defaults, and
transaction entry optiens from within
this form. Salas Order GL accounts,
ag well as document numbers and system
options, may also be configured hera.

GRANT ADMIBHSTRATION

Setup the designated Grant

segment from within this form

ani aclivate the Ablla Grant Management
integration if that preduct

Is dlse owned,

MVENTORY CONTROL

Setup the default information far
the Inventory Control modube.

BUDGET VERSIONS

Selup Budgel Yersions and choose

to make therm youUr primary of
sacondary budgels. Youwr primary
sudget version will likely be changed
annuaty with gach maior sudget cycie,

ELECTRONIC FUNDS TRANSFER

Setup alt requirad banking
information necessary to fransmit
slactronic payment fiies, Datalls
such as banking hotidays, routing
details, connection preferences, and
email setup ara naedad before the
EFT for AP feature can 5= fully functional. &

£

PAYROLL

Us# this form to specify
disbursing and intefunt account
information for uze within Payreil
Adaltional sellings to show

ang hide imeshest processiag
options ars also available for
configuration.

ELECTRONIC REQUISITIONS

Use this fonm to setup tha iast
requisition number used, assignment
of requisition nurmber preferences,
and reguisition email oolions.

I have the option to set up default coding for any AP discounts. There are also options
for me to consider.

Use this form to define the Default Discount Code for the General Ledger segment.
You can also define default discount account codes for other segments that may be
needed when applying offsets for an accounts payable check that contains a discount.

The General Ledger segment, as well as non-balancing and restriction segments,
appear in the table. Balancing and Fund type segments are not available for selection.

Complete this form before you pay an invoice (Accounting>Activities>Check
Writing>Pay Selected A/P Invoices) with discounts. The discount account and defaults
are required before you can continue the payment process.

————-———»—W_&—-ﬂ———_—mﬁm—uw
©Wipfii LLP - Diocese of La Crosse October 2014 Page 3



Transaction Entry Options:

¢ Aliow Appending Entries to Invoices and On Account Credits: Clear this option to
not allow any existing transactions, such as A/P Invoices, On-Account A/P
Credits, Copy Posted Documents, and Reverse Posted Documents, to be

overwritten with new information.

For example, you will be able to enter an invoice for a vendor that has the same
invoice number and vendor information as an invoice which has been saved in
another session. By posting a second invoice, one of the following could occur:
the original invoice gets modified {o include two separate line items that may not
be related or the new invoice replaces the original invoice and the original invoice

would cease to exist in the system.

System Processing Options:

o Disable Viewable Row Locking: Select this check box to turn off the row edits
related to the Accounting>Activities>Select A/P Invoices to Pay form. By
selecting this check box, systems with a database having a large number of open
invoices could notice an improvement when opening the form.

Befaul Discount Codle {0

ity Entrizs tor Tnvpices and Gn ,‘A.’cmuréﬁ Credits

- System Protessing lntions <+
¢ Fipisabie Viewsble Row Locking
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Required General Ledger Accounts

AP transactions must include an entry to an AP type account. This needs to be set up
in the chart of accounts before using the AP module. The AP type account tells the
application that this general ledger account has a subsidiary ledger. An APO (Accounts
Payable Other) account or OL account (Other Liability) does not have a subsidiary

ledger so it cannot be used to track vendors’s transactions. This means you cannot
make a Journal Voucher entry to the AP type account.

Setup g Sront ddiriairation | Grentir Informeation]

Segmert:

THer

- Account Information
t:mp T

o Curencyr

' - Designation: i

| Form990Ling Mumbers |

m '
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Maintain Vendors

Required for AP processing are vendors. The entry form contains six different tabs to
capture vendor information. Vendor information may either be imported or entered one
at a time.

- Atcountng Setip” -

'Es.e_ e e T
GASBRepoting 3 Eater Selact Pa Uniﬁim
o e e lavslcag To Py Selected Invoices
Reportilanager . o prolces e ¥ o hecks &
Charting 5 .
Halp and Support . : ) i
e R T o
g&%ﬁ‘ ~~~~~~~~~~~~~~~~ 4
&
Entar Cradis a
e, o
7 Ivecices must be: [E— L ég
iavallable for selectipn,; ™ F
§ ; & §
o - Enter Manval
Checka Post Transactens

Vendor Tab — Use this tab to specify a Vendor ID, Name, Status, and Account Number.
Also, vendor Class and Type designations can be used to define ranges of IDs for
reports. Later, use vendor IDs when entering certain transactions. Transactions
entered using the Accounts Payable module require a vendor ID. In the General Ledger
module when entering a manual disbursement or using the General Ledger Check
Writer, you can assign a Vendor ID.

;- Mendor ID:

" Hame:

Agcolnt Murber: -
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Addresses Tab — Use this tab to enter the vendor's Main Address and Contact
information. If the check and/or purchase order addresses are the same as the main
address, you do not need to enter them separately. If they are different, click the Check
and/or Purchase Order Address buttons to enter these addresses. You can also use
the Printed Main Address button to override the main address and have it printed in a
different format.

Sttefrovinee: Wl o

Check Address — Use this form to enter multiple check addresses and to select a
preferred check address for this vendor ID. If an address is not entered here or a
preferred check address is not selected, the system uses the main address on checks,
vouchers, and A/P invoices.

Lo Statuse

. Frafered.

;- POBox 234

= i S
i Postal Gides, : i T
C_c_»!.m!rgrr :;3
“Lontost :
U e
T Emads
o gﬁm‘!:&msy:r'é i FRTST | kﬁ% iClnna i §:$m=l-bin:5>'€<

©Wipfli LLP - Diocese of L.a Crosse October 2014 Page 7



Payment and Terms Tab — Use this tab to specify various information about the
payment and terms for this vendor. You can specify a Hold Payments status for this
vendor, have the system Print Separate Checks for Each Invoice, indicate a Check Stub
Comment for checks written to this vendor, and record the appropriate Discount Rates.

Days A\;'éilabié: o

~Days Avalable:

DaysLinti Ket Amount Ower, 75

Default Coding Tab — Use this tab to enter an Expense Account in transactions related
to this vendor. Also enter the typical Distribution Code for this vendor. The system
applies this information for entries where this vendor is used.

ms - Default Coding | 1099 Tnformation

otes

_a:afl_Tran's:a‘tﬁnrg'sf for this vendar - ot

Adyertising

Expenises split between AHS and AMS

1099 Information — Use this tab to record vendor 1099 information, such as Proprietor
Name, Federal and State Tax ldentification numbers, 1099 Form Setup, and 1099
Adjustments. If you enter a 1099 Default Form Type and Default Box Number for this
vendor, they display on each transaction entry line you enter during transaction entry.
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Verdor | Hddressas | Payment and Terin

- P tsmum 099 for this V:_nof

-?riapriemrwéme;:j o

- Federal Tex Identification Numbey <~
‘ ' N

/1099 Form Sehup

; Default Sormi Typer

E.‘Nam.é Contiel: 0

Notes — Use this tab fo record any specific notes or reminders about this vendor. This
is a free-form area; each line can be longer than the width of the form. Press Enter to
move down to the next line.

: Any nete vou would ke 1o keep on tis vendor

i o S —
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Renaming and Merging Vendors

Use this form to merge or rename a vendor ID. Keep in mind that once the merge or
rename process starts (after clicking OK), it cannot be canceled. When vendors are
renamed, all history from the current Vendor ID is attached to the Merge Vendor 1D, and
cannot be undone. When vendors are renamed, all history from the Current Vendor ID
is attached to the New Vendor ID. This can be undone by renaming the Vendor ID back
to the original. Both processes require comments. '

S Meorge/fRename From

: 'Guérent -‘n‘r’énds_a_r I

CEctiory

; Mér-ga Yendor 10

Mewe ¥endor ID:

- Comments:

e oeoree PRSPV e e e ]
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AP Transactions

Below is a quick flow chart of the steps to entering AP invoices.

Erviny feparsivag
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Invoices

Enter
Invpices
Session Information — Use this form, which initially appears after making a selection on the
Transactions menu, to enter a new session; edit an existing session with a status of Batch-To
Post or Batch-to Suspend; or view an existing session with a status of Online. Sessions are
used to identify a group of related documents.

7 5 b

i Besgeni:

4 Desciplion:. - .

Sesgon Fotdls 1

: 'Tﬂﬁl Furmber of Dq!:grﬁénis: o
Tatal Amgint for 2 Docuents:

©Wipfli LLP - Diocese of La Crosse October 2014 Page 11



Document Information — Use this form to enter or adjust Accounts Payable Invoices.
(The A/P Invoices Session form always precedes it.) These invoices are recorded to the
appropriate subledger, and then you can include them on various reports and select
them for payment. In order for each invoice to be recorded to the Accounts Payable
subledger, you must have set up the General Ledger payable account as an account
Vendors.

type of Accounts Payable -

Dgscripitiﬁhi

Vord m 'O

¥ | Famity Video Corp,

<1820 8t Street South L
o Wisconsin Ragids, W1 5494 o

Transaction Entry Table — In order for an entry to be saved or posted, every line item
must include all required account codes (segments) for the organization, a debit or
credit amount, an effective date, entry type, and a description. These fields can be
found on all transaction entry forms.

Inwiice;

‘Desariphion; .
Vendor 10 @ ‘Famiy Video Corp,
Ceck d dress T r—r—
' o Wisennsin Rareds, W1 5484
1095 Type:
Fund | 6L | Lo | Dep | Prog | FS | AE | Debit | Credit |Entry Type|EffectiveDate| ~  Description
0 spisess e fn 241 sBOD (1038 40000 POGIN TN ‘Teat Invoice
18 2005 000]  400.00(4 §/1T2014  |Testinvoice
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Check Budget and Encumbrance Balances

Use this form to check Budget and Encumbrance balances for a document. This helps
determine the impact of the current document on the Primary budget.

The balance check is determined by using the following:

« The budget date range and account types for all available accounts except Cash,
Accounts Payable — Vendors, and Accounts Receivable — Customers are used.

e Italso uses the Critical Segment and G/L Report Group Set options selected on
the Set Up Primary Budget Controls. (Administration>Qrganization>Set Up
Modules>Budget>Primary Budget Controls).

« For example, if you have a critical segment other than GL selected (such as
Fund) the system checks balances for line items with <GL Code> and <Fund
Code> code combinations, using the date range of the critical segment.

Distribution Codes

Use this form to allocate debit or credit amounts to different transaction line items as
specified by a distribution code.

You must provide the Distribution Code, Description, Date, GL account, amount
(Amount to Distribute), and whether to distribute as a Debit or Credit. (If you are
entering a budget or an encumbrance, distribute your transaction as a decrease or an
increase.) After clicking OK, the system automatically adds an entry to the transaction
entry table that incorporates the information you entered.

e T e
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- Use Bisfribition Code - ©
. Distribution Cheice
4 Cedes . - 1

¥ wl Ghole Costs

g Tgaﬁsa_cﬁsh
: Desaiption:

S TR

C et
 Distribiitez

l@o

Post Transactions

Use this form to post sessions that have a status of Batch-to-Post (BP). The status was
assigned when the session was created. All Budget Worksheet sessions and Payroli
sessions are transferred as BP, so you always have 1o post those sessions here,
regardless of the processing mode indicated for the current organization.

Pogt Transactions
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Transaction Seurce
Session
Session Dats
Seesion Description

per Page 1000

. Sessionid

AP Credits

Accounts Payable Credits are used to enter an applied credit for posted vendor
invoices, enter an on-account credit for an existing vendor, or enter an applied credit to
reduce an on-account credit. Entering and posting an applied credit reduces the
balance of an existing invoice or on-account credit. Entering and posting an on-account
credit decreases the balance owed to an existing vendor.

Enter Cradite

e e ——— e
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On Account

R

i : -~ - Aveinbie Fiter. - 0 8 l i 2l Belectod Fitar . Compares Ta _ Crtera 1
{ivsloe/Crodn Humber .

Dote

Due Dale
Sessien &

T Cofpdes T T

Selected Fiter

Oate
% 1Dne Date
iSession I

& Appled Credt - @ on Ackaunt

feiCradit Humb . -Date

- Due Date

SEREIEI NI

The original invoice AP entry will populate the transaction; click on the “apply expense
codes as offsets” button to complete the transaction.
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Credit:

Desc;réptiiaizr

Vendor 'ID_:.

/ Eredif'i’ype:

et | Lredit Enbry .. | Effective Date| Deacription ”
= 00N S MNZ0E ftestoradi
] 58700 582014 test cradit

Fung

Manual AP Checks

You may use the AP Manual Checks menu selection to record accounts payable
payments issued outside the application and apply those payments to the appropriate
posted outstanding invoices.

Enter Manual
Checks

Start the manual AP check session. You will need to put in the affected cash account in
the session information.

Sessign M

Dessriptons .

Cash#cct: o

- Session Totals -
- Toital Mumber of Dotupen

Total dmount for &l Documents: - 0

Enter the check information and choose the invoice you wish to liquidate. Once you've
made your choice, the check invoice populates with the AP coding. When you hit the
offset button, the Cash offset wili populate.

L e ]
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Desoripion:

Wendor I

Fi!le’s

Crieria

. -Awsiable Fiter

. \nsc;ce}C[&dst Rumber
Date

i {Due Date

iSession 1D

Iﬁvoic_éslﬁr::di!s_

. ‘senslon i

Paying AP Invoices

In order to generate checks you will need to select the invoices that you would like to pay, then
actually print the checks. You can also make partial payments through the Select Invoices to

Pay screen.

Ladeer loweiins to Pay

i ekt et P W it et ¢ £ ol Brsanicns
Erenkes 1o Pay)

Frsmrogorimyg Bl

gl F bwenigagh

Prenaromeits » Pay beles

Print ol Bowiew Invoioes helecterd
for Farant Bogart

ices Talenred For

Pomr Tennwarzions
b By whdegge Be
T rpwswr sl

'f‘g\“"xﬁ?‘ﬁ

A A

%

weed iéxm,km

i hos

e S gt

: %
o Print a Lt of ?m

iR gty

Prinie &5

Lt il ket W

L

£

;{*

Primt «mfi Eewiomw i?ﬁpmimﬁ “emﬁmmﬁm
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Select Invoices to Pay — In the normal AP processing sequence, you will select the

posted accounts payable invoices you would like to pay and let the appilication print the
checks.

Seisct Pay
Inwoices To Pay Selerctad Invoices

After choosing the credits or invoices, you will need to print the Invoices Selected for
Payment report to verify what you are about to process.

WP5 Training Grganization
Inyoices Selected for Payment - Inveices Selected for Payment

vender 1D wendor Hame irvoice Plumber  Due Date DiscountDate  Discount A... Irvoice Am.., Cash Required
CPA, Williams & Errickson, CP... 19001 0.00 {80000} f800.00)
CPA Wiliams & Erricksom, CP,., 25839 1/18§2013 12f19f2012 0.00 7,B05.55 7,805,55
foi=F1 Yiliams & Errickson, CP.,. 25941 1182013 1241942012 0,00 6,634.70 5,634, 70
Repart Totat 0,00 13,640.25 13,640.25

When you choose the Pay Selected Invoices icon, the print screen comes up to pay the
invoices. Use this form to set up a session for the checks you are about to print. Define
the session by assigning it an ID, and then enter the Status, Description, Date, Check
Date, and Print Order. If you select a status of Batch or Online, you can go back into
the session and reprint checks.

m
T e T T EEEEEEE————
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it Writer on XPSPart:

- CheckInformation
o startwith Chiesk
-~ Mumbgr:

- Fgr:rﬁaﬁ:

.1_::7. 'Cajsh:ié' Chetking

. Ca

Vendor Balances

Use this form to view balance, document, transaction information for a vendor either on
a specific document or within a date range (Date From and Date To). You can view
transactions for All Activity, Open A/P Invoices, All A/P Invoices, A/P Credits, or A/P

Checks.
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After entering the Vendor ID, and the Lookup From transaction code, you can select a
specific Document Number, A/P Account, and date range. Then click the Display button
to display the documents for the criteria you specified. If needed, click the Clear button
to clear all boxes on the form and the document information in the table.

Verdor Tiformation -

Yerdow 1D coiemic Planners Plus
verdor Transactons - RN E
- ppment ey

Lockup From: - 3

e

¥ fged Payables
¢hged Payablags

]

- «[etaled AP Ledger Transactions -Cumert Month>
- <Detailed AP Ladger Transactions - Cument Year>
Detailed AP Ledger

“o 1 Invoices Selected for Payment

ummary &P Ledger

<Sumnrrary Accounts Payable Ledger - This Manthi:
- <Summary Accourits Payable Ledger - This Yesrs
| Summary AP

Wendor Activity

.} <Check Activity>

1 =Mendor Activity - This Month

1 Mendar Activity - This Fesrs

Sryip Paymerds

Yerder Acdivity {Yeardy?

W
e T —————— e e R —E———
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Aged Payables — Use this report to print a list of invoices using a time factor. The
report separates the invoices into four sections of time. It can be used to review the
status of current Accounts Payable balances. You can quickly view which invoices are

past due according to the criteria you establish on the Options tab of this report.

KPS Training Organization
Aged Payablesby Involoe Date - Aged Payables
Aging Date - 9£30/201%
From 9/ 1§2014 Through 9¢30/2014

1-30 31-40 41-90 Over 90
Invoice Days Past Cays Past Days Past Days Pagt
weridar 10 Yerdor Mams Turbrer Due Date Current Due Due Cue Due Total
ABC ABC Cffice Supply 21988 1Df3f2014 0.40 105.51 0.00 8.0 0,80 105,51
Tolal ABC ABC Office Supply 0.00 105,51 Q.00 2,00 8.00 105.51
Bed Southwestern Bel 22985 1043414 2,00 211,18 0.00 oo 8.00 211,18
Total Bel Southwestern Bell 0.00 21118 0.00 0.09 8.00 211,18
CPA Wiams & 15001 .00 6.00 0.00 G.00 {360,490} {800.00)
Errickson, CPA's
25639 1/18/m13 .00 0.00 0.00 0.00 7,805.55 7,805.55
25941 1182013 .00 .00 0.00 0.00 6,634, 70 6,634, 70
25974 1/18/2013 o.00 0.00 0.00 0.00 5,854, 18 5,554, 14
25585 18/18/2014 0.00 210770 2.00 0,00 2.09 2,107.70
Total CPA Willsms & 2,00 2,107.7% .00 Q.00 12,434.3% 21,602.09
Errickson, CPA's
IntSup Internationa 1375 11/4§2011 0,00 0,00 .00 .00 {654,50) {654.50)
Supplies
2G05_005 12¢3§2011 G.00 0,00 0,00 2.06 654,53 654,50
Total IntSup International 0.00 0.00 .00 0.00 f.00 0,00
Supplies

Detail AP Ledger — Use this report to print a list of invoices including the amount due.
This is a detail style ledger that can print data in detail or summary. When the
Summarize Amount option is selected on the Options tab, the detail entry amounts for
an invoice are netted together creating a summary amount due. However, when this

option is not selected, the system prints each individual record for an invoice in detail.

HPS Training Organization
Detail AP Ledger - Detalled AP Ledger This month
ABC - ABC Office Supply
From 97172014 Through 9/30/2014

Origingt Isne .. Do Mumber Description Effective Payments Charges Seasion 1D Tram...
Opening Balance 106,66

21982 2013055 Pay Irwoices G014 06,66 APC1308002 APC

21935 21985 livvoices 35342014 105,51 API1309901 APL
Transacton Totsl 5,65 105,51
Balance ABC - ABC 105,51
Cffice Supply
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Summary AP Ledger — Use this report to print a list of invoices inciuding the amount
due. This is @ summary style ledger that contains data from the detail ledgers and
summarizes all entries for an A/P invoice, on account credit, applied credit, or check.
The detail entry amounts for an invoice are netted together creating a summary amount
due.

KPS Traiming Organization
Summary &P Ledger - Summary AP Ledger This Maonith
From 9f1;2014 Through S/30/ 214

Yendor ID Wendor Mame Irenice Mum. ., Irvoice D... Baginning. .. CurrentB8.,, MNetChange
ABC ABC Office Supply 21982 8{3/2014 106,66 0.00 {106,656}
ABC Office Supphy 21935 Gi3i201% 0,08 105,51 105,51
Total ARC ARC Office Supply 106,65 105,51 {1.15)
Bielf Southwesterr Bl 27982 8f32014 21449 0.03 {214,945}
Southwestern Sl 22985 /32014 .00 211,18 21118
Total Bell Souttmesters Bell 234,49 211.18 {3.31}
CPA Williams & Ervicks. .. 18001 1f1j2012 {800.00% {B0D, 00 0,80
Williams & Erricks. .. 25638 1219/2012 7,805.55 7,805.55 0,00
willizms & Erricks, . 25941 12§19/2012 6,634, 70 6,634.70 0.00
Williams & Erricks, .. 25574 12{19/2012 5,854.12 5,854.14 .50
‘illisms & Erricks.,, 25582 8182014 2,1949.71 0.00 {2,149, 78
Williams & Erricks. .. 25985 /18/2014 (.00 2,107,770 210770
Total CPa Witltams & Erricks. .. 21,844, 10 21,502,09 {4201

Y . e e —
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Vendor Activity — Use this report to print all transactions related to payments to a
Vendor ID, including the GL distribution. You can view check information along with the
General Ledger coding.

KPS Yraining Organization
Vender Activity - Yendor Actlvity This Month
Fram 9f1/20 14 Threugh 9/30/2014

Original
Trans...  Effective I[nvoice Dowme... Chedd,.,

Yendor ID Vendor Name Seurce Date Humber Mumber Humber Expenses Pryments
ABC ABC Office Supply
ABC ABC Office Supply APC 422044 29382 2013085 2013065 .00 {106.66)
ABC ABC Office Supply BPL 9352014 21985 21935 105.51 8.0

105,51 {106,668} Transaction Total
Total ABC ABC Cffice Supply 105.51 {106.68)
Bed Southwestern Bell
Bl Southwestern Bed APC fA20i4 22982 2012066 2013066 0.00 {235,949}
Bedl Seuthuwastern Bel APT 354 22935 22985 21318 5.00

214,18 £214.49) Transaction Totsl
Total Bel Scuthwestern Bell 21118 £214,49)
CPA vidiams 3 Errickson, CPA'S
CPA vitiliamz & Erricksen, CP&'s APC S{17{2014 25982 2013089 2013059 0,00 {2,189.71)
CPA Williams & Errickson, (PA's APT Gf18/2014 25985 25985 2,102, 0.00

2,107.70 2,145.71)  Transaction Total

Total CPA Williarms & Errickson, CPA's 2,102.70 {2,145, 71)
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