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IntroductionsIntroductions



CAN versus SHOULD



System Modules

Accounts Payable –
Close is dependant on the user.  
Can post to future periods.

Accounts Receivable -
Close happens on the last 
day of the month. Only 
one AR period can be 
open at a time.

YOUR 
System

General Ledger –
Close is dependant on the user.  
Multiple GL periods can be open at 
the same time; however, can only 
run statements for current period.



Accounts ReceivableAccounts Receivable



Customer MasterCustomer Master



Menu 12.2.2.2

•STOPS
•DEFAULT
•REQUIRED•REQUIRED



Menu 12.2.2.2



Menu 12.2.2.3

Nashville, April 2006



Menu 12.2.2.4

Nashville, April 2006



Menu 12.2.2.5



Menu 12.2.2.6



Menu 12.2.2.7 & 12.2.2.9



Menu 12.2.2.8



Menu 4.1.9  
WE LOVE THIS MENU!WE LOVE THIS MENU!



Menu 4.1.9



Menu 4.1.9



AR AdjustmentsAR Adjustments



Menu 4.1.2



Posting CashPosting Cash



Menu 4.1.1



Menu 4.1.1



Upgrade Features

Credit Inquiry Screen, menu 4.1.9
--Batch number and Operator name added to the ‘H’istory screen in 4.1.9 as 

additional research tools when researching batches
--Menu 4.1.9, ‘AR’ will now show the GL account and reason associated with AR 

adjustments done through Menu 4.1.2

Menu 4.1.20 Search Open A/R for an Amount
--Searches for open AR invoices by dollar amounts. This is a useful research tool 

for AR checks received without remittances.

Menu 4.2.30 Miscellaneous Cash Receipts Report
--A new report that provides a listing of Miscellaneous cash posted in 4.1.1 for the 

current month or closed periods



EOD 01-171 & EOM 01-127



NSF ChecksNSF Checks



NSF Maintenance
*See handout



Kathleen’s Process…Kathleen’s Process…Kathleen’s Process…Kathleen’s Process…
Bank Calls – 1st Time NSF

1. Invoice Customer  $35 (RTND CHCK = Part#)

2. Create item in 12.2.15  NSF Maintenance 

(Displays in OE)

Bank Calls – 2nd Time NSFBank Calls – 2nd Time NSF

1. Invoice Customer  $35 (RTND CHCK = Part#)

2. Post R/C in 4.1.1

Other items to note:

1. Calls & Letters to customer

2. Change terms code to NC



Menu 12.2.15



4.1.1 Using R/C



4.1.1 Using R/C



4.1.1 Using R/C



4.1.1 R/C Pointers4.1.1 R/C Pointers4.1.1 R/C Pointers4.1.1 R/C Pointers

1. One returned check equals one batch (batch is negative)

2. One R/C entry per returned check

3. NSF fee needs to be handled separately (This is a reverse 
to cash, which balances with the bank entry)

4. Enter a check number with an R for differentiation

5. Make use of the comment field – shows up on customer 
statementstatement

Benefits to R/C

• Easier then reopening invoices & NO AR adjustment 
required

• Paper trail – staff and customers can follow process

• Makes cash reconciliation a SNAP!



Aging



Menu 35.6, Screen #2



1. Month-end - same aging calculation as before 
except that the credits will not age against 
overdue balances.

2. Due Date – invoices will age based on the 

Aging Options

2. Due Date – invoices will age based on the 
number of days past the due date.

3. Invoice Date – Aging will be based on the 
number of days since the invoice was run.



Split InvoicesSplit Invoices



Menu 4.1.2a



Dunning Letters
*See Handout*See Handout



Menu 4.4



Service Charges
* See Handout



Service Charge Menu 4.3



Event NotificationEvent Notification



Menu 35.19



-----Original Message-----

From: dst@mail.johnstonesupply.com 

[mailto:dst@mail.johnstonesupply.com] 

Sent: Thursday, April 03, 2008 12:17 PM

Event Notification

To: kmg@johnstoneoc.com

Subject: CREDIT AUTHORIZATION

ORIG OPER Bob T

CUSTOMER  25894 HOTEL HUNTINGTON BEACH

RELEASE#  01110652001  **PICK/PACK**

AMOUNT    195.72

PAYMENT   0.00  

A/R BAL   0.00



ROA @ the Counter
*See handout*See handout



Collecting A/R at Counter

• Receive payment, enter invoice with message 

• Allow counter staff to receive and enter 
payment for prior days’ invoices

• Receive payment, enter invoice with message 
line and record payment received.

• Really helpful in remote stores so they can 
collect and make the deposit AND get the 
money on the account (esp. credit card)

• EOD Unapplied Cash Listing 01-170



Collecting 
A/R $ at 
Counter
A/R $ at 
Counter



Collecting 
A/R $ at 
Counter
A/R $ at 
Counter



Accounts PayableAccounts Payable
* See handout



Menu 13.5
WE LOVE THIS MENU!WE LOVE THIS MENU!







Bank ReconciliationBank Reconciliation



13.2.8/Activity Report – Summary of 

Deposits, Disbursements, Adjustments 

and Journal Entries

13.2.9/Reconciliation Entry – Input of 

Checks cleared on last bank statement. 

Enter as a range or individually.

13.2.10/Reconciliation Listing –

Itemization of checks entered in 

13.20.9 as well as outstanding checks 

and outstanding checks greater than 90 

days.



Prompt for bank first and not limit input by company.

Starting balance for the report will be based on the cash 
account balance from the last general ledger close.  

Stores that do not use the general ledger component of 
the system will need to have DST hardcode their 

Bank Reconciliation

the system will need to have DST hardcode their 
January 1 balance each year and the report will 
populate from there.

REAL TIME CASH MONITORING



Bank Reconciliation



Bank Reconciliation

FT & 
Resort



Menu 13.2.9



13.20.9 and 13.20.5



Bank Reconciliation -
Excel

OPERATING ACCOUNT

BANK RECONCILIATION

BANK BALANCE

less O/S Checks

plus American Express in Transit

plus Mastercard/Visa in Transit

plus Daily Deposit in Transit

ADJUSTED BANK BALANCE $                        -ADJUSTED BANK BALANCE $                        -

BOOK BALANCE - BEGINNING OF THE MONTH

Cash Sales

Cash Disbursements

401K

Cash Over/Short

American Express  Fees

Bank Analysis Charge

LOC Activity

UNADJUSTED G/L BALANCE $                        -

RECONCILING ENTRIES

Pending Credit Card Fees

Pending Bank Analysis

$                        -

Difference $                        -



ParametersParameters



Menu 35.7



Menu 35.8



Paying ExpensesPaying Expenses



Menu 13.20.1



Menu 13.20.1



Paying MerchandisePaying Merchandise



Menu 13.20.2



Menu 13.20.2



Menu 13.20.2



Menu 13.20.2



Which one do I use?Which one do I use?Which one do I use?Which one do I use?

13.20.1 13.20.2 13.20.3

Prevents Duplicate 
Payments NO YES NO

Eliminates MANUAL 
filing/matching/clearing 

receivers NO YES NO

Possible to Balance 
Inventory Detail to 

Summary NO YES NO

Provides PO specific 
detail in 13.5 NO YES NO

Eliminates need for 
Paper Receivers NO YES NO

Average Cost Update 
with difference in PO 

versus Invoice (by part) NO YES NO



Average cost -too important to neglect
(show real-time changes and impact)

ONE Part/ $1 Variance

Average Cost $5.00 $6.00 

Quantity Sold 500 500

Sell Price $10 $10 

Total Sales $5,000.00 $5,000.00 DIFFERENCE

Total Profit $2,500.00 $2,000.00 $500.00 

Tax 33% $825.00 $660.00 $165.00 

Bonus 10% $250.00 $200.00 $50.00 



Use 13.20.2 for all Use 13.20.2 for all 
MERCHANDISE



BUT….In case you are 
still not convinced to still not convinced to 

use 13.20.2….



Paperless APPaperless APPaperless APPaperless AP

1. Open Vendor Bill

2. Use 13.20.2 to pay vendor bill

3. Address price/cost discrepancies on the screen

4. Put Vendor Bill away

5. Cut Check to vendor

What is “missing” but that you wouldn’t really miss…

– NO paper receivers to file

– NO paper receivers to match

– NO manually clearing receivers in 13.20.7

– NO cramming more paper in overstuffed file drawers

– NO manual average cost change



But…But…But…But…

1. What do I do with the packing list….

2. What do I do if a vendor partially bills me…

3. It takes SO much longer…

4. The costs on the PO are never right…

5. The costs on our POs are always right…

6. I TRUST Corp’s bills….

7. I trust the shippers and receivers verify counts…

8. Average cost isn’t that big of a deal….



And if you are still not 
convinced…..
And if you are still not 
convinced…..



If you HAVE to use it 13.20.3If you HAVE to use it 13.20.3If you HAVE to use it 13.20.3If you HAVE to use it 13.20.3

1. Update the PO costs after receiving acknowledgement 
from Corp, but before receiving product.

2. Have confidence in your receiving department that they 
will alert you to any discrepancies.

3. Collect the receivers from warehouse and file away

4. Print the Corp invoices.

5. Match the Corp invoices to the paper receivers.5. Match the Corp invoices to the paper receivers.

6. Using menu 13.20.14, tell the system which invoices 
go with which receivers.

7. Separate by store for individual batches.

8. Then tie invoices to Corp statement .

9. Total all the invoices and enter batch totals in 13.20.3

10. Voucher in 13.20.3 and be sure to exclude credits.

11. Can’t control freight in and freight out so just jumble all 
the freight into one account.

12. Run Sequential Voucher Listing in 13.20.5



Ummm but with 13.20.2…

1. Open Bill from Vendor or Print invoice from Corp

2. Set up batch in 13.20.2

3. Address price/cost discrepancies on the screen

4. Run Sequential Voucher Listing 13.20.5

5. Put Vendor Bill away5. Put Vendor Bill away



Hand checks – PAIDHand checks – PAID



Menu 13.20.1



Recurring VouchersRecurring Vouchers



Menu 13.20.8



Menu 13.20.8



Cash DisbursementsCash Disbursements



13.2.1/1A.
A/P Summary Payment Schedule –

13.20.1a is a summary of 13.2.1

Disbursements Reports

13.20.1a is a summary of 13.2.1

13.2.2
Scheduled Cash Disbursements

End date specific
Same output as 13.2.3



Check ReversalCheck Reversal



Check Reversal



Upgrade Features

Menu 13.20.1, 14.1.3 and 14.1.4
When entering in GL account numbers only the first six numbers 
need to be entered, without the dashes, i.e. 01-1212-00 can be 
entered as 011212.

Menu 13.5 Vendor Payables InquiryMenu 13.5 Vendor Payables Inquiry
In Menu 13.5, when displaying a voucher (choosing ‘V’ to display 
a single voucher) you will now be able to see audit data about 
who created the voucher, when it was created and what menu 
path was used to create it.



Upgrade Features

Menu 13.20.2 – Purchase Order Receipts Update to A/P
Whether a vendor is paid through Corp or direct is controlled by Menu 12.4.1.5, Field 7 &
Menu 12.4.1.2, Field 30. Vend Class. To set a vendor to default to 001 Field 7 in Menu 
12.4.1.5 should be set to CORP and field #30 in 12.4.1.2 should be C.

*** Only product received AFTER these changes are made to the vendor record will be affected ***

Menu 13.20.1 – Accounts Payable Voucher Input
How to Use: Some vendors are always going to be paid with a single check. You can now How to Use: Some vendors are always going to be paid with a single check. You can now 
control this on the vendor master. Vendor Master Menu 12.4.1.2, Field 35 (Pay Status) will 
allow these options: N (do not pay), S (pay on a single check) or if left blank it will combine 
multiple vouchers on one check. If set to S, the single check field in Menu 13.20.1 & Menu 
13.20.2 will automatically set to Y.

Menu 13.20.1 – Accounts Payable Voucher Input
You can now change the vendor on a voucher in Menu 13.20.1, even if the voucher has 
already been updated in a batch. Vouchers can be maintained in the current period and 
closed periods, as long as they haven’t been posted to a check. Whenever any change is 
made on a voucher, you must still run 13.20.5 to finalize the change.



Upgrade Features

Menu 13.20.2 - Purchase Order Receipts Update to A/P
In the transition to a paperless environment, the product description (Product Master, field 
#4) will now display in the receiver detail in Menu 13.20.2 so that reconciling the vendor 
invoice to the screen will be much easier.

Menu 13.20.7 PO Receiving not yet vouchered
When using the screen view of Menu 13.20.7, if you enter a receiver number that has 
already been paid, the system will give you the corresponding voucher numbers and the 
vendor the vouchers were coded



End of MonthEnd of Month



AR Close (Last day of the month):
Paperless (menu 16.5)

Email reports directly to accountant

AR & AP Closing

AP Close (First day of the month):
Paperless (menu 16.5)



AR Key Reports

AR adjustment list
AR write-offs

Customer Aging*Customer Aging*
Unclaimed Warranties Report*

Open Warranty AR Report*
Inventory by Value Prefix*

Tax & Non Tax Jurisdiction Reports

*Key Figure



Expense Distribution Register

AP Key Reports

Expense Distribution Register
AP Activity List – Open Balance*

*Key 

Figure



Back-up Tapes!

Documents Description
# Years to 

Retain
Fed Audit 

Requirement

REQUISITIONS/BIDS/OPEN MARKETS/CONTRACT 
RELEASES

Forms approved by Bureau of Purchases to requisition services, 
commodities or equipment. 7 Y

PURCHASE ORDER Purchase order initiated by Bureau of Purchases. 7 Y

DELIVERY SLIPS Contents duplicated on third copy of purchase order. 3 Y

VENDOR'S INVOICE Invoice sent to agency by vendor for payment. 7 Y

Accounts payable sent to agency by Accounts and Control to authenticate 

Document Retention

ACCOUNTS PAYABLE
Accounts payable sent to agency by Accounts and Control to authenticate 
payment. 7 Y

EXPENSE ACCOUNTS ET AL
Expense accounts, utility bills, Blue Cross Blue Shield bills and inter-
departmental bills. 7 Y

CONTRACTS Contracts with vendors for services. 6 Y

CHECK CANCELLATIONS
Forms used to request cancellation of a State check, and forms used to 
request replacement check (including forgery application). 7 Y

CREDIT CARD RECEIPTS Receipts documenting use of State-issued employee credit cards. 7 Y



Questions????Questions????



Upgrade SuggestionsUpgrade Suggestions



Class EvaluationsClass Evaluations



Thank YOU!Thank YOU!


