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L AccuTerm 2K2

#] PORTE7 (1)

14:06:47 07 Apr 2

Kathleen G
02
HHAHFFE

ENTER GREBERENEEBER, or B to lookup by Vendor:
1-END 4-TNQ 5-CASHT 6-CASH 7-CODT 3-COD

4-INQ 5-CASHT 6-CASH 7-CoDT 8-COD




OPAGE wHREEFEREF  STATUS OF COMPANY DATES  Fw¥#wwws 13:59:24 OFIApr 2005

COMPANY . .. FM LST.YR.GL L5T.MO.GL CURR.MO.AR LST.MO.AR CURR.MO.AP LST.MO.AP

JOHNSTONE SUPPLY 0502 0504 0503 0504 0503




File Transfer
ft

Create a folder on C drive®.pick

Enter “it” at any printer select prompt
Will be called “ft.txt” in C:\\pick

Text file or convert to Excel format




System Purge Parameters

C03: 36

. Clear

PURGE MENU
18 Apr 2006
Purge

. hutomatic Purge Menu
. Clear Order File by Input Date

Purge Canceled Orders by Input Date
Release File by Input Date

435 JSS5h KG
Fix

. Open.Ord Xref Cleanup Progranm
. Create Open.Ord.Xref From Orders

[tem.Ing Cleanup Program

. Create Item.Ing From Orders

0
1
2.
3
4
5
b
/
8.
9.

. Clear
. Clear
. Clear
. Clear

Release File Based on Pd A/R
Release.Hist File/Input Date
Purchase (Order File

Invoice and Sales.l File
Purge AR.Hist Based on Input Date
Purge Custs of Invalid Mailer §

& mail

1-END

Enter a [l
E-CASHT

4-INO

Reconstruct B/0 and I/P Quantities
Reconstruct Open PO Cuantities
Reconstruct Prchase Intransit (Otys
Recnstrct Item.PO & Vendor.PD File
Fix Oldest PO Due Dates

Recnstrct Open Order/In Pick Value

Reconstruct AR Xref File

Fix Open Batches
Fix Open A/P Balance (Vendor)

S oor <Enter>:

6-CASH 7 =CODT g8-C0OD




System Purge Parameters
Menu 28.0

1% AccuTerm 2K2 - [PORT42 (2)]

=
a E

U-28.0 AUTOMATIC PURGE MENU
13.@1.3@ 10 Apr 2006 45 JSSA KG
1. Maintain Purge Parameters

2. Run The Automatic Purge

W mail
Enter g il Bl or <Enter>:
1-END 4-THNO h=CASHT 6-CASH I=CON0T g§-C0D




System Purge Parameters

J#l AccuTerm 2K2 - [PORT43 (2)]
Hfile Edit Wiew Tools Reset “Window Help

hzHE 2= din E s 2

AUTOMATIC PURGE PARAMETER

1] DAY OF WEEK - @6 FRIDAY

[NV . HIST *NOT PURGED*
INVOICE&SALES.1T — *NOT PURGED*
RELEASE 999
RELEASE.HIST.. - 999
*NOT PURGED*
999
*NOT PURGED*
NON STOCK PROD - 999
PRO-FORMA 180
REC.BC.SAVE. .. — 740
RELEASE.CHECK.

ENTER: LN# TO CHANGE-"0" TO ACCEPT-"DELETE" TO DELETE-"ABORT' TO EXIT _

1D 4-1N0 hCASHT  6-CASH /00T §-C0D




System Modules

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

Close happens on the

last day of the month.
Only one AR period can /ﬂ >
be open at a time. / %, "

y - S

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




nd Menu 35

o
o

i Menu 12




Menu 12.1.1

1% AccuTerm 2K2 - [PORT43 (2)]
MEiIe Edit Wiew Tools Heset “Window Help

hEEHaE z 2avrman e &l o e
COMPANY FILE MATNTENANCE

COMPANY §: 01

.CO NAME JOHNSTONE SUPPLY SA [NT.CUST # 154434
. ADDRESS 1 3015 S. KILSON DRIVE LTER FORMAT ANN-NHN
. ADDRESS ? ITER HATCH X
CITY SANTA ANA JINT.ITERS 162188
STATE CA .JOURMAL ENT ¢ 103870

.PHONE NO 714-556-4822 27 .VOUCHER #

REGIST. # 28.INTER CASH G/L# ©01-1856-00
.GL FORMAT H-HHH - 29 CRED.AUTH.PSWD RAT
.GL-NATCH 20-41-2H 30.00. CRED.DAYS 15
.PL BRK G/L 4 01-3020-00 31.MIN SERV CHRG § 10.00
.CUR YR EARH 32.MIN ORDER $ 25
_FISCAL MO 1 33.M/P G/L # 81-2100-60
.PRHTR# EOM  HS 34 EARN DISC G/L# 01-6200-00
FAXH 714-556-6417 35.YTD INCOME G/L# 01-2765-00
_PRT CO ADDR N 36.CORP CUST # 221211
M/C SH 81 WILL CALL 37 .BRANCH # 15
.TAX JURIS 6059 ORANGE CNTV & C 38 . PRHTR# FOD RPTS  HS
.CORP UHSE 001 39 . PRINTER# CAN INV

20.PORT 1 PSUD 40.PRINT CAN @ OE/OM Y

Enter Line], [Jackout, [JHNSNY, [dit. [] to Accept _

1-END 4-1H0Q 5-CASHT  6-CASH 7-conT 8-COD

1
4
3
4
5
f
8




Menu 12.1.7

GL.CONT MAINTENANCE

CODE: 001

A/R G/L NO 01-1100-00 18. CORP LINECHG 01-4102-00
SALES G/L NO 01-3100-00 19. 13.20.2 PRICE VAR 01-4105-00
FRT G/L NO 01-6400-00 20. RETURNS AR 01-2109-00
. TAX G/L NO 01-2460-00 21. RETURNS CLEARING 01-2104-00
. DISC G/L NO 01-3100-00 22. 01-9925-00
. COMMISSION G/L NO

SERVICE CHG G/L NO 01-6040-00

CASH IN G/L NO 01-1050-00

. CASH DISC G/L NO  01-6030-00

. CHARGE BACK G/L NO 01-3100-00

. MISC CHGS G/L NO  01-6055-00

. COG SOLD G/L NO 01-4100-00

. INVENTORY G/L NO  01-1212-00

. WARRANTY AR 01-2108-00

. WARRANTY CLEARING 0@1-2105-00

. WARRANTY EXPENSE  ©1-9925-00

1.
2.
3.
4
5
7
8.
9.

Enter Linel, [ackout, DANANE, [Edit, [ to Accept _
1-END 5-CASHT  6-CASH 7-CODT 8-COD




Menu 12.1.2

1% AccuTerm 2K2 - [PORT43 (2]]
HEHS Edit “iew Tools Heset Window Help

&gz badanlE slses|?

BANK MATNTENANCE

CONPANY #:01 JOHNSTONE SUPPLY SA
BANK #: 801

. BANK NAME WELLS FARGO-GENERAL

. G/L NUMBER 01-1050-00

. ACCOUNT # *

. NEXT CHFCK # 041561 |G b et s o oo

. NEXT WASHOUT CK # 90000 |DEH & - = A UF & 5= (e

BANK MAINTENANCE

CONPANY #:02 JOHNSTOHE SUPPLY LH
BANK #: 002

. BANK MAME Test Account

. G/L NUMBER 81-1850-00

. ACCOUNT #

. HEXT CHECK # 15441

. HEXT WASHOUT CK #

Enter Linel], [ackout, [JHNENE, [dit
1-END 1-1




Menu 12.1.7

1% AccuT erm 2K2 - [PORT43 (2)]
MEiIe Edit ¥iew Tools Heset 'Window Help

hEEaE s 2a oD e &5

CODE:
. AR G/L NO
. SALES G/L NO
. FRT G/L NO
. TAX G/L N0

001

GL.CONT MATNTENANCE

01-11060-00
01-5100-60
01-6400-60
01-2460-00

. CASH DISC G/L NO
. CHARGE BACK G/L N
. MISC CHARGES G/L
. COST 60ODS SOLD G

0
no
/1 NO

01-3100-00
01-5100-60
01-6055-60
01-4100-60

01-3100-00 [NVENTORY G/L NO 01-1212-00

01-2105-60
01-5925-60
01-1101-68

. WARRANTY CLEARING
. WARRANTY EXPENSE
. CORP LINECHG

. COMMISSION G/L HO
. SERVICE CHG G/L NO
. CASH TN G/L NO

01-6010-60
f1-1050-60

1
4
3
4
5. DISC G/L NO
f
8
9

Enter Line]. [ackout, [JHNENY. [{dit. [] to Accept

1-END 4-1IN0Q 5-CASHT  6-CASH 7-coprt 8-C0D




Menu 12.1.16

% AccuTerm 2K2 - [PORT43 [2)]
Hfile Edit Wiew Tools Reset Window Help

D& zEmadan @R s®n| e
PAYMENT TYPE MATHTENANCE

COMPANY HNUMBER: 81  JOHNSTOHNE SUPPLY SA

PAYWHENT TYPE BANK
CASH . b1
VISA
ANX

1.
2.
3.
5.
6.
7.
8.
9.

=

Enter linef], [Jackout, MENEN, [dit, [] to Accept _
1-CND 4-110 5-CASHT  6-CASH  7-CODT _ 8-COD




Menu 124

17| AccuTerm 2K2 - [PORT43 (2]]

B
[ ] &, !='-=_T"-|El|l;I

ART OF A COUNTS DESCRIPTION MATNTENANCE

ACCOUNT 4 1212
1. DESC [NVENTORY
7. TYPE 1 BALANCE SHEET

3. CATEGORY A

Enter Linef], Hackout, [ENENE, Hdit, [ to Accept

1 -END 4-[NO 5-CASHT ~ 6-CASH J-CODT 8-C0D




Menu 35.1, Screen 2

ZlporTE7 (1)

ORDER ENTRY PARAMETER MAINTENANCE - SCREEN 2

NT SPIA R R £ (IN
2. TAX MISCELLANEOUS CHARGES
3. TAX CORE CHARGES

5.

? CHANGE WAREHOUSE
8. QUOTES TO PRINT ON INVOICE OR PICK TICKET PRINTER
9. PROMPT FOR OPERATOR WHEN EXITING MENU-1
19. RESTOCKING FEES FOR CREDIT MEMOS ONLY
11. AUTO PRINT TRANSFER TICKET AT OTHER WHSE
12. PRINT CREDIT HOLD PICK TICKETS
13. TERMS CODES TO NOTIFY OPER OF CREDIT BAL
14. STOP IF SCANNED QTY IS GREATER THEN AVAIL
15. AUTOMATIC FILL OF SUBSTITUTE ITEMS
16. STANDARD HONOR DAYS FOR QUOTES 30
17. FOLLOWUP DAYS BEFORE HONOR DAYS TO PRINT RPT FOR QUOTES 10
18. SORT FOLLOWUP REPORT BY: 1)CUST NAME, 2)0PER NAME 3
3)SALESMAN NAME IN OE, OR 4)SALESMAN NAME IN CUST.DET

<R <<= H7>I
[
Vo)
va!

Enter Linelj, Backout, MaAW=KE, Edit, [ to Accept _
1-END 4-TNQ >-CASHT  6-CASH 7-CODT 8-COD




Menu 35.6, Screen 2

E2IPORTET (1)

PARAMETER FILE MAINTENANCE - SCREEN 2

. Allow cross-company posting 1n a/p and g/1
SATEs g TIe used

. Sales.5 file used

Sales.6 file used

Sales.7 file used

. Update serial numbers at po receipts time

. Processing code to enter purchase order notes
. Use DQ editor for credit memo notes (4.1.9)

. Use DQ editor for telemarketing notes (33.1)
. Prompt for y*** if posting period does not agree with transaction date
. Fax monthly branch sales to Corp

. Print year-end lifo report

. Lock out system during day-end/month-end

. Zero out non-stock items with no sales in "xxx' days

. Update serialized inventory flag from Corp price trans

16. Update taxable product flag from Cor rice trans
7. Update Balance A/R Batches during EOD (Y/N)
&. Age by: 1)Month-end 2)Due.Dt 3)Inv.Dt

19. Don't Set Serial Flag on Store Transfers (7.1A)
20. Menu-4.1.9: 1)<ENTER>=next page 2)<ENTER>=totals
Enter Linel, Backout, MaANaAE, [Edit, [ to Accept _
1-END 4-INQ 5-CASHT  6-CASH 7-CODT

1
.
3
4,
3.
6
/
8
9

ol sl S

(==

N =W = o=




Menu 35.7

Z| PORTET (1)

A/P & G/L PARAMETER MATNTENANCE

. Auto J/E of Inventory Transfers

. Do You Carry All of Your A/P Under Company 01

. Prompt for G/L numbers for Z95 items

. Prompt for Y*** if Invoice Date Does Not Agree with Period
. Auto J/E of Stock Adjustments

. Combine Master Card and Visa on Bank Activity Report

. Bank Numbers (sepearated by ';') for EOD Bank Activity Rpt
. Auto-Update Warranties to G/L during EOM

. Auto-Update Vendor Returns to G/L during EOM

. Print Zero-Balance Lines on Financial Statements

= o< <<=z <<

1
2
3
4
5
6
7
8
9
Q

1

lEnter Linef, Backout, DEMANE, Bdit, @ to Accept _
1-END 4-INQ 5-CASHT  6-CASH 7-CODT




OGO~ Oy oo

Menu 35.8

ZlporT67 (1)

Vendor #

. Trans code

Invoice #
Inv date
Due date
Gross amt
Merch amt
Non-disc
Discount $

A/P DEFAULT MAINTENANCE - SCREEN 1

[#l pORTET (1)

Vendor #
Trans code
Invoice #
Inv date
Due date

A/P DEFAULT MAINTENANCE - SCREEN 2

R

. Discount %
. Pay status
. Bank #

. Single chk
. Misc desc
. G/L Code

. Dist amt

1-END

Enter Lineld, Fackout, DJENALE, (8

[ oo BN o T QN R 6 B N B

Gross amt
Merch amt
Non-disc

Discount $

. Discount %
. Pay status
. Bank #

. Single chk
. Misc desc
. G/L Code

. Dist amt

nter Linel, Backout, DAMANE, [Edit, [} to Accept




Menu 35.19

=L U1 U 5]

MENU-35.19 EVENT NOTIFICATION MENU
:32:05 09 Apr 2007 60 JSSA KG
. Credit Authorization
. Price Hold
. Sold Below Cost
. Price Override
. Non-Stock,/00-ROP Return
. PO 855 Acknowledgement
. Cancelled Invoices/Pick Packs

. Customer Purchase Orders
. Unfinalized Invoices

V&% mail
Enter a [EllRGER or <Enters:
1-END 4-TNQ 5-CASHT  6-CASH 7-CODT 8-COD




Menu 35.14 — Laser Statemeht
Parameters

Service Charges can now be automatically run with EOM for those running laser statements/laser
service charges.

The Service charge percentage is controlled in Menu 12.2.9.

Menu 35.14.

assessed.

Field 15 controls whether the servi LASER PRINTED STATEMENT PARAMETERS
COMPANY HNUMBER 01 Johstone Supply Demo

COMPANY NUMBERS (SEPARATE BY ',') 02.03,04,01

DEFAULT PRINTER FOR STATEMENTS invli23_1

PRINT CUSTOMER DISCOUNT MESSAGE Y

FNABLE FAX STATEMENTS OPTION N

ENABLE EMAIL STATEMENTS OPTION Y

PRINT 1-15, 16-30, 31-60, 60+ BUCKETS

REMIT-TO PHONE HNUMBER 503-419-9139

PRINT STATEMENTS BY COMPANY I

BUILD STATEMENTS DURING EOM

PRINT/FAX/EMAIL CREDIT STATEMENTS

PRINT/FAX/EMAIL STATEMENTS DURING EOM

PRINT CUSTOMER SALES TAX PAID MESSAGE

EOM AUTO SERVICE CHARGE INVOICES

NUMBER OF OVERDUE DAYS FOR AUTO S/C

AUTO PRINT S/C INVOICES AFTER CALC

Note: Service charge invao

LN T & WN =







REAL TIME

GENERAL
LEDGER!!!

*Have to run 14.2.4 first/ 14.3.8
*AR & AP periods HAVE TO BE
current




Benefits to using the
GL

*Fully integrated with all other system functions: AR,
AP, Warranty, Order Entry, etc.

Trial Balance to CPA
Less Paper to CPA
Faster in-house Analysis
REAL time General Ledger
others....




Creating GL accounts

1 1 1 (fAar oarh A0Mnanv)
1T. 1.1 \IVI CAQulil UUIIIMJAILY )

Add to financial statements




Menu 14.1.1

13 AccuTerm 2K2 - [PORT43 (2)]
HEHS Edit “iew Tools Heset 'Window Help

D& EH Sz badan @ sls =k e
CHART OF ACCOUNTS MATIMNTENANCE

FRARAFANAFRA KA A S RA R AR R AR AR

COMPANY NO.: 01
COMPANY NAME: JOHNSTONE SUPPLY SA

ACCOUNT NO.: ©1-6400-00
ACCOUNT NAME: FREIGHT OUT

1. OPENING BALANCE THIS YEAR:

2. OPENING BALANCE NEXT YEAR:

ENTER LINE # TO BE CHANGED OR '"NL': ##

4-IN0Q 5-CASHT {=Co0T 8-C0D




ACCOUNTS PAYABLE AND GENERAL LEDGER MATNTENANCE
43 JSSA KG
Haintenance Listings
. Vendor Maintenance Menu . Vendor Maintenance Listing
. Rolodex Card String Deletion . Yendor Rolodex Cards
. C/A Account Description . C/A Account Description Listing
. C/A Suffix Description . C/A Suffix Description Listing
. Job Description Haintenance . Job Description Haintenance
. G/L Source Maintenance . G/L Source Maintenance Listing

Chart of Accounts —

—12.4.3 — Create /Change GL Account
(m 14.1.1)

—12.4.13 — Print out listing







Journal Entries

1. Enter JE 14.1.3/

2. Print, Review & Update JE
14.1.13

3. Update Trial Balance 14.2.4




Menu 14.1.3

IZ| AccuTerm 2K2 - [PORT432 (2]]
| ?
JOURNAL ENTRY INPUT
A-REFERENCE NO: JOURNAL ENTRY NO:

B . DATE
C-SOURC : CONTROL TOTAL

ENTER COMPANY NUMBER OR 'END': i

4-IN0O 5-CASHT  6-CASH 1 =C00T §-C0D




Auto Reversing Journal

Entries




Journal Entries

1. Enter JE 14.1.4/

2. Print, Review & Update JE
14.1.14

3. Update Trial Balance 14.2.4







Recurring Journal Entries

1. Enter JE 14.1.5

2. Review JE 14.1.15
3. Update JE 14.1.16

4. Update Trial Balance 14.2.4







Menu 14.2

1| PORTET (1)
MENU-14.2 MONTHLY REPORTS
16:10:46 20 Apr 2009 67 JSSA KG
Pre-Closing Post Closing

. GL Activity Detail Report Inquiry . General Ledger Month-End Update
. Preliminary Detail GL Report . Screen General Ledger Inquiry
. Expense Distribution Detail by G/L . Final Detail General Ledger Report
. Monthly Journal Entry Report . Trial Balance
. Preliminary Trial Balance . Semi-Annual Trial Balance
oy . adaer Tnauit —Summary Cenet adcic

. d \/ J
. Accountants Worksheet . Expense and Budget Analysis
. Tape Backup

. Preliminary Trial Balance for New Year
. Preliminary Financial Statement

Enter a




14.2.4

Demonstration of different formats:

* One TB per company
» Combined TB with Combined Balances
+ Combined TB with Separate Balances "~




Detailed TB 14.2.1a

011:00:38 07 Apr 2005
PRELIMINMNMARY

01 JOHWSTONE SURFLY
DESCRIPT

AfP - WARR PENDING

WARRANTY TRANSACTION - INV-C/M

WARRANTY TRANSACTION - CLAIM
ACCOUNT # 01-210%-00

AP - RGA

EXPENSE DIST. REGISTER 01/31/0%
ACCOUNT # 01-2106-00

DETATIL

TN DATE

01,/01/05
01/31/05
01/31/05

TOTAL:
01/01/05
01/31/05

TOTAL:

REF MUM  SRC

OPEN
il
Wl
7,344 .36
OPEN
F1

6,576.70

GENERAL

DEBITS

1,349,

1,349.

27

27

LEDGER

CREDITS

BALANCE

7,344,386

2,930.

6,576,

AP - DISCREPANCY
ACCOUNT # 01-2107-00

WARRANTY A/R

WARRANTY TRAMSACTION - ADJ
WARRANTY TRAMSACTION - RCOWING
WARRANTY TRANSACTION - CLATIM
EXPENSE DIST. REGISTER 01/31/05%

ACCOUNT # 01-2108-00
ACCTS PAYABLE - AZCRUAL
INVENTORY ADJ (NOT “WOUCHERED)
ACCOUNT # 01-2120-00

ACCRUED INTEREST
ACCOUNT # 01-2430-00

ACCRUED SALES TAX
ADJUSTMENT - 01/31/05
SALES JOUR 01/31/05 wH 001
SALES JOUR 0D1/31/05 wH 001

01/01/05

TOTAL:
01,/01/05
01/31/05
01/31/05
01/31/05
01/31/05

TOTAL:
01,/01/05
12/31/04

TOTAL:

01/01/05
TOTAL:

01,/01/05
01/31/05
01/31/05
01/31/05

OFEN
0.00
OFEN
W1
W1
LA
Pl
5,628.92
OFEN
INWAD] JE

-105,102.08

OFEN
0.00

5,762,

5,762,

105,102,
105,102,

6,184,

-105,102.




Abbreviation

Abbreviations

Type of Activity

Subsidiary Ledger

SJ
PJ

WJ
JE

RJ

CR

CD

AD

SC
PC

Sales Journal
Purchases Journal

Warranty Journal
Journal Entry

Reoccurring Journal
Entry

Cash Receipts
Cash Disbursements
Adjustments

Service Charges

Product Class GL
Update

Inv & CM Register
Expense Distribution Register

Monthly Journal Entry Report

EOM Batch Detail Report

Check Register (Reg & Hand) =

AR Adjustments Register

Service Charge Listing




Detailed TB 14.2.1b

0B:01:47 01 Apr 2008 EXPENSZIE DISZJT. REGIITER FOR M /E 0373170%

FI3CAL PERIOD: 0503
CD: 01  JOHNITOWE JUPFLY 3A 0B:01:47

&L DESCRIPTION
BAWE REF JOB WO VOUCHE VEWD WOM VENDOBR NAME INVOICE KO

L4444 AALALARLaALas AR LRd

04BBES =4001 MINNE3(QTA MUTITUAL LIFE FRITCHARD 030%
04BB70 XE54% THRAVELER'3 IN3TBARCE 418TmERZ 03705
045013 XE&545 TRAVELER'3 IN3UBARCE €945B0124/FINAL

DEPARTMENT it}

o4/01/0%

INV DATE DUE DATE

aaso1f08
aaso1f08
nafiefos

0afo1/08
0afo1/08
n4/15/09

TOTAL:

DIST AMOUNT

ACCOTUNT 1310 PREPAID IN3UBRNCE
1340 PREFAID 3TATE INCOME TAX

A4A4A44AALAAALLAALAAL A 08 0 0L

04BBEB7 X047 FRANCHISE TAX BOARD 330343302 04209
04BBBE X047 FRANCHISE TAX BOARD 330343302 0E0%
04BBBS X047 FRANCHISE TAX BOARD 330343302 05050
04BB%0 X047 FRANCHISE TAX BOARD 330343302 1209

DEPARTMENT it}

ACCOUNT 1340 FREFAID 3TATE INCOME TAX
1355 FREFARID D.F. 3UPFLIEZ
L4ilfsisssiiisrirsirrisiizrssrszzazziaa

045011 X111 INSTANT PRINTERY

DEPARTMENT it}

ACCOUNT 1353 FREFAID D.F. 3UFFLIEZ

DATA FROCEJ3ING EQUIF

04/05/09
0&f01/09
0s/01/09
12/01/08

oas1a/08

n4/05/09
nEf01/09
0s/01/09
12701708

TOTAL:

nafiajog

TOTAL:




Research Tools

14.2.4 — Trial Balance™
14.2.1a - Detail General'Ledger”
14.2.2 — Detailed Journal Entries™

14.2.1b — Expense Distribution
Register”
14.2.5 — Screen Inquiry

* Kept as monthly working papers




What about all the other
stuff?

1| PORTET (1)
MENU-14 .2 MONTHLY REPQORTS
16:10:46 20 Apr 2009 67 JSSA KG
Pre-Closing Post Closing

. GL Activity Detail Report Inquiry . General Ledger Month-End Update
. Preliminary Detail GL Report . Screen General Ledger Inquiry
. Expense Distribution Detail by G/L . Final Detail General Ledger Report
Month oUIrna 1 REepo 13 Ha lance
. Preliminary Trial Balance . Semi-Annual Trial Balance
. Screen General Ledger Inquiry . Summary General Ledger
. Accountants Worksheet . Expense and Budget Analysis
. Tape Backup

. Preliminary Trial Balance for New Year
. Preliminary Financial Statement

Enter a iRy or <Enter>:




14.4 — MORE reports

2] AccuTerm 2K2 - [PORTE7 (1)]
ﬁ File Edit Yew Tools Reset ‘Window Help

N2 Hd &S ke dandE B s ®ms|e
MENU-14 .4 YEAR-END REPORTS
16:39:05 20 Apr 2009

1.
. fear-bnd Tape Backupx

Prelininary Year-End C/A Close 3

/
5
A
.
5
b
]

. Annual General Ledger Uetail Report Disclaimer S
. GL Detail - Select Periods/Accounts Disclaimer S
. GL History Ing (Cof: Natural GL#) Disclaimer g
. Final C/A Update and Close

. GL History File Purge €

. Upd Hdr Rerd to Hist File for New Yr x







14.3 — Running Financial
~ Statements

HEzzasso @ Bls'=3 2
MENU-14.3 FINANCTAL REPORT GENERATOR MENU
16:31:42 20 Apr 2009 6/ JSSA KG
1. New Financial Desc Report File Maint

2. New Financial Rpt Parameter List

8. New Financial File Calc & Report 28, List of accts not on Financials

1. Financial Report with Budget

Enter a [INMRENAN or <Enter>: _
4-INQ 5-CASHT ~ 6-CASH /-C0DT §-C0D




Financial Statements

1 -Always run14.2.4 — Trial Balance

2 - 14.3.8 Prints Financial btatements:

#1 = Balance Sheet

#2 = Income Statements
(CAN create MORE)

3 -14.3.2 — Detalled listing







Product/GL Control

Menu 12.3.3
PRODUCT CLASS MAINTEMANCE

PRODUCT CLASS: chk

L. DESCRIPTION
. SALES G/L # - BANK SERVICE CHG'S
. COST OF GOODS G/L #
. INVENTORY G/L #

nter Linefl, Hackout, ld]t I to Accept

1-END ~[ND 5-CASHT  6-CASH [ -LO0T 8-L0D




Product/GL Control

Set-up Product -
Only works with Product CLASS in Product MASTER

FRUDULT MASTER MALNTENANUE

EX PROD #: RTND CHECK INT PROD #:156511
DESC. 1 RETURNED CHECK FEE 20 .DISCOUNTABLE Y
DESC. 7 21 Menu-5.33
CYENDR 5128 COD VENDORS 22 DISCONTINUED
VEND DESC RETURNED CHECK 23 . ACCEPT B/O
A/S/W CODE 24 PART SHIP
B0 1 25 TNV BYPASS
CSTOCK UM EA ary 26.STK STAT IND
CPRC/CST UM EA a1y JTCTENPTTEN

CSTD SEL UM EA ary 28 .PROD CLASS  CHK J

PURCH UM Eh ary COTFRUTTTTPE K] [SC GOODS
.COR CHEG 30 WETGHT

.COR CST J1.BYPASS EXCH

JCNTRCT CST 32 . ADD-ONS

JEACH PRICE 25.00 J3.CAT PAGE

JRETATL 34 LEAD TIME

.BR CRP CST 25.000 35.SUB IND

PRC HLD EX 36.SUB PRODY

DIR CST 25,000 37 .SUB PRODE

DIR OTY 38.SUB PRC IND N

Enter Linef], Mackout, (NSNS, @dit, [l to Accept

d
1-END 4-TNO 5-CASHT  6-CASH 7 -C0DT

1
?
3
4
5
6
/
8
9




Product/GL Control

Trial Balance

[11-3100-00 SALES 03,010 OPEN
SALES JOUR 03/31/09 WK 001 03/31/0 ) 180, 701,10
SALES JOUR 03/31/09 WK 001 03/31/0 ) b.72
PROD CLASS - SALES 03/31/09 PC 233,00

ACCOUNT # 01-3100-00 TOTAL:  -385,528,51 500 180,707.8¢  -566,401.33

11-6050-00 MISCELLANEQUS INCOME / EXPENSE OPEN
PROD CLASS - SALES P
PROD CLASS - COST OF SALES P
PROD CLASS - INVENTORY P
EXPENSE DIST, REGISTER 03/31/09 ]

ACCOUNT # 01-6030-00 TOTAL: -718.33




Accounts to balance

MONTHLY

Account

VI

T N S R
AN S
L \ N

Register

Cash

Inventory

Accounts Receivable
Accounts Payable
Warranty AR
Warranty Unclaimed
Sales Tax

Vendor Returns AR

Vendor Returns
Unclaimed

* See Handout

Bank Statement

Inventory Value by Prefix Report
Monthly Aging

Open AP Activity Report

Open Warranty AR

Unclaimed Warranty Report
Tax Register & Tax Paid

Open Returns AR

Unclaimed Returns




AR Balancing

AR GL account = Aging (by
company)




AP Balancing

AP GL account = OPEN
BALANCE ‘

(AP Activity Report) (by
company)







Taxable & Non Taxable

PART # |CUSTOMER IN VOICE

Y S EXERER
i TAKAB IR i

_
N ESElE T IR e T




EOM Sales Tax Report

Will reflect AR adjustments (m4.1.2) or
AR write-offs (m4.1.1)

Will report under the applicable Tax Juriédiction.

Keep EOM reports that detail AR adjustments and AR
write-off

This report will tie out to the line item on the Composite
Sales Tax Report and to the detail General Ledger.




EOM Sales Tax Report

[’ Spooled D3 Report - Hotepad

File Edit Format “iew Help ¢Send
spooled D2 Report

n

18:32:42 31 Mar 2007 SUMMARY TAX REPORT FOR FISCAL 0703
(COMPOSITE INVOICED TAX JURISDICTION REPORT)
TAX JURISDICTION TAX PERCENT TAX TOTAL COMPS PERCENTS COMP TOTALS SALESS TAXABLES EXEMPTS CH
County A 8.250 X% 23.34 23.34 668.31 282.86 362.11
ASR ADIUSTMENTS —-8.05

county 7.750 % 11813.96 11813.96 187,896.94 152,438.08 23644.90
AR ADIUSTMENTS =141

county 7.750 % 1,383.33 1383.33
county 8.250 % 92.12 10.00
county 7.250 % 21.70 21.70

county 3.000 % 155.81 144.30 7.18

SUBTOTALS FOR COMPANY 01
NUMEER OF INVOICES
NUMEBEER TAXED
NOT TAXED
TAX DOLLARS PAID
INVOICED DOLLARS
TAXABLE BASE
EXEMPT BASE
NUMEBEER EXEMPT

NBR OF PERCENTS CHANGED

1027
846
181
11,838.43
190,218.21
152,941 .10
25,420, 22
181
0

TAXABLE BASE & EXEMPT BASE FIGURES ABOVE DO NOT INCLUDE
INVOICES WITH NO TAX JURISDICTION CODE. TO INSURE ACCURATE TAX
ACCOUNTING, MAKE SURE ALL CUSTOMERS HAVE A VALID TAX CODE.

n




Warranty/Vendor Returas —

Balancing




Menu 12.1.7

GL.CONT MAINTENANCE

CODE: 001

A/R G/L NO 01-1100-00 18. CORP LINECHG 01-4102-00
SALES G/L NO 01-3100-00 19. 13.20.2 PRICE VAR 01-4105-00
FRT G/L NO 01-6400-00 20. RETURNS AR 01-2109-00
. TAX G/L NO 01-2460-00 21. RETURNS CLEARING 01-2104-00
. DISC G/L NO 01-3100-00 22. 01-9925-00
. COMMISSION G/L NO

SERVICE CHG G/L NO 01-6040-00

CASH IN G/L NO 01-1050-00

. CASH DISC G/L NO  01-6030-00

. CHARGE BACK G/L NO 01-3100-00

. MISC CHGS G/L NO  01-6055-00

. COG SOLD G/L NO 01-4100-00

. INVENTORY G/L NO  01-1212-00

. WARRANTY AR 01-2108-00

. WARRANTY CLEARING 0@1-2105-00

. WARRANTY EXPENSE  ©1-9925-00

1.
2.
3.
4
5
7
8.
9.

Enter Linel, [ackout, DANANE, [Edit, [ to Accept _
1-END 5-CASHT  6-CASH 7-CODT 8-COD




Warranty

Widget

Avg. cost = $10

Sale Price = $12

Credit from Vendor = $25

Inven Sales A/R COGS Warr Pend Warr A/R Warr Discrep
1 Credit Memo (m1.2) 10

2 Warranty Update (ME) ____
CREDIT REC'D

41PoHtCreditdlaim B0y i s s LR S S e A Y S S VT

T S TG e 0 Y e S ot I B ot ) i A oy

RECEVING
4 Replacement (m15.11) 10 10




Warranty & the General Ledger

[ Spooled D3 Report - Hotepad

File Edit Fommat Wiew Help %end

spooled D3 Report
021:03:34 01 Aapr 2006

OFEM WARRANTY AR REPORT

PAGE 1
CO# WVEMD, NAME SEQLMNO. L.

. WEMD. MO A, PROD. MO OTY. EXT.COST.. CLAIM#

Warranty AR

CLAIM.DT TOT.ADI VO.AMT. OPEN.AMT....

0.o0 0.o0 4,156.45

[C Spooled D3 Report - Notepad

Fie Edit Fomat “iew Help Z%end

Spooled D3 Report
021:03:34 01 Apr 2006

UNCLAIMED WARRANTIES REPORT
. VEND SEQ.MO.... REL.MNO

FAGE
CO# VENDOR MAME. .

AL PROD. MO aTy. COsT QPEN. AMT. ... FIRST.DATE CUST.HNO (15)SHIP TO MAME. ...

4,772,982

Warranty Clearing




Warranty & the General Ledger

011:00:38 07 Apr 2005 DETATIL GENERAL LEDGER
PRELIMINMNMARY

01 JOHNWSTOME SUPPLY

DESCRIFT THxX DATE REF NUM  SRC DEBITS CREDITS BALANCE

AfP - WARR PENDING 01/01,/05 OFEN 7,344,356
WARRANTY TRANSACTION - INV-C/M 01/31/05 "l 1,349.27
WARRANTY TRANSACTION - CLAIM 01/31,/05% W]

ACCOUNT # 01-210%-00 TOTAL : 7,344 36 1,349.27 . 2,930,
AP - RGA 01/01,/05 OFEN 6,576.
EXPENSE DIST. REGISTER 01/31/0% 01/31,/05% Pl

ACCOUNT # 01-2106-00 TOTAL: 6,576.70

AP - DISCREPANCY 01/01/05 OFEN
ACCOUNT # 01-2107-00 TOTAL: 0.00
WARRANTY A/R 01,/01/05 OFEN
WARRANTY TRANSACTION - ADJ 01/31/05 W1
WARRANTY TRANSAZTION - RCWING 01/31/05 W1
WARRANTY TRANSACTION - CLAIM 01/31/05 LA 5,762,
EXFEMSE DIST. REGISTER 01/31/0% 01/31/05 Pl
ACCOUNT # 01-2108-00 TOTAL: 5,628.92 5,762, . 6,184,
ACCTS PAYABLE - AZCRUAL 01,/01/05 OFEN -105,102.
INVENTORY ADJ (NOT “WOUCHERED) 12/31/04  INvaAD] JE 105,102,

ACCOUNT # 01-2120-00 TOTAL: -105,102.08 105,102,

ACCRUED INTEREST 01/01/05 OFEN
ACCOUNT # 01-2430-00 TOTAL: 0.00

ACCRUED SALES TAX 01,/01/05
ADJUSTMENT - 01/31/0% 01/31/05
SALES JOUR 01/31/05% wH 001 01/31/05
SALES JOUR 01/31/05 wH 001 01/31/05







O16:12:38 15 Sep 2003 TNVENTORY VALUE BY PREFTX , ENDING 15 Se

WHSE ITEM NO YALUE.AT.AVG,C5T CORE.WALUE. . ...

U@ B e

[405] 32099 items Tisted out of 3209




Balancing is dependent on -
Average Cost




General Ledger Implications

Impact Inventory (Detail)?
Stock Adjustments

Receive in Inventory
Voucher/Accounts Payable
Month End Journal Entries

'Impact Inventory (Summary)? = YES
Stock Adjustments

Receive in Inventory
Voucher/Accounts Payable
Month End Journal Entries




Inventory Journal Entry #1

Run Menu 13.20.7 at month end and use for reversing
Journal Entry

[’ R " i’\ /'

Y'Y Y Y
Y AAAA

I IV Y +I\
Hivel v

nv. Accr ) 0,.90.9.9.4

Inventory value is updated at receiving time. However, the G/L
Inventory is not updated until the vendor invoice has been vouchered.

Use Menu 13.20.2 and 13.20.3
*See handout AP & Inventory




Inventory Journal Entry #2

Multi Stores: EOM Account for inventory transfers
S01/S502/S03

DCOMPANY @ 0L MOMNTHLY IMVENTORY TRAMSACTION REGISTER FOR PERIOD 0603 PASE 1
Inve#,. . INV.DATE CUST MBR CUSTOMER MAME. . INV.AMT FRT.AMT CORE.CHG GP.AMT G.P%. RELEASE#. CORE.CST

182056 03/01/06 s02 JOHMSTOME LAGUN 2,570,710 2,570.12 0.00 . -0, 02 0.0 181043001 0.00

20,960,759 20,960.79 0,00
20,960,759 20,960.79 0,00

COMPANY @ 02 JOHWSTOME SUPPLY LH MOMTHLY IWVENTORY TRAMSACTIOMN REGISTER FOR PERICD 0603 PAGE 3
Inve#, . INV.DATE CUST MBR CUSTOMER MAME. . INV.AMT FRT.AMT CORE.CHG GF.AMT G.P%. RELEASE#. CORE.CST

204859 03/01/086 S01 JOHMSTOME SAMTA . . 0. 0. 0.00 0.0 204858001 0. a0

13,412.29 15,412.29 0. 00
13,412.29 15,412,259 0,00

Can be automated if ONE corporation (Menu 35.7 #1)




Inventory Journal Entry #3

Stock Adjustments

[C Spooled D3 Report - Notepad
File Edit Fomat “iew Help &Send

Epooled D3 Report
00l apr 2006 MOMTHLY IMVEMNTORY ADIUSTMEMT REGISTER FAGE

REASCHM v AJPROD.MND. .. PROD.DESC BaL.EBEF. OT¥... BAL.AFT. CO5T.. WALUE... OPER.MNAME. ..

LMK MW 03,/16,/06 B13-261 US5-665—PK SWEAT ADAP 1 -3 1 . 269 -3, Kathleen
LIMEMOWN 02/16,/06 E13-262 US5—BE—PK SWEAT ADAP -1 . 590 -1. kKathleen
LMK MO 03,/16,/06 B13-263 Us5-1010-FPK SWEAT AD -1 Lloo -2. kathleen
LMK MW 02,/20/06 G31-807 SPEC4 SET SCREW KIT -1 L0500 13, Kathleen
LIMEMOWHN 03,/20/06 L33-803 43101972100 CONTROL -1 L4300 =50, Kathleen

03,2206 L40-709 TH4110EL1CLlY SUBL4 083 -1 L3820 =25, kathleen
- oy o O - - < R atan

F) = N

] LTE - .| . . 3
LMK MO 03,2206 R94-120 S1010F114 16"=25'R4. . . kathleen

HOHH

LM MW 03,/30,/06 186-503 LHAS0005 PILOT . . Kathleen
Eﬁﬁmowm 03,/16,/06 G95-012 23010 F34CwW/ RS,/ WM/ EC . . Kathleen
Eﬁﬁmowm 03,2006 L37-315 41-408 IGNITOR . . kathleen
Eﬁﬁmowm 03,/22,/06 L86-055 YEELO0U3003 IGNITION . . Kathleen
;%EEDWN 03,/28/06 P53-032 A32/40L340 UNIMATCH W . . Kathleen

HOHH

Summarized adjustment & can be automated (Menu 35.7 #5)




Also...things to consider..in
another class

Warranty’'s impact
Store Transfers
Impact of Core Charges

Stock Adjustments

Buyback

Non-Inventory items (Z95 items)
C99

Dropships

Physical Inventory







Reconciling

Look at the GL detail for the affected accounts
(14.2.1a and/or 14.2.1b)

Look at the accompanying journals (Sales,
Purchases, Warranty activity report)

Track variance — self correcting next month?
*See handout







Income statement versus Budget

-Budget numbers, by month - entered in Menu 14.1.2
(only GL accounts on the Income Statement should have
budgeted numbers).

*A listing of the budget can be run from Menu 14.2.12.-

*‘Numbers can be continuously changed or adjusted throughout
the year through menu 14.1.2.

«To compare budget to current expenditures, run menu 14.2.4 and
then run 14.3.10.

*The report will display current month versus budget (with
variance) and year-to-date versus budget (with variance), as well
as expense as a percentage of sales.







Best Practices

15.1/15.15 — Parts waiting to go back to vendor.
Review daily/weekly to determine items to “claim”

15.3/15.16 — Create claim, send parts'back to vendor

15.8/15.20 — Review status of claims sent back to
vendor, use as aging report to collect credits S
*See handout for flowchart

*Don’t unfinalize claims from prior periods
Don’t combine claims from multiple companies
*Only use 15.9 for review, not edit
«Parts MUST enter warranty through Order Entry




Warranty/Vendor Returns

[Z] AccuTerm 2K2 - [PORT6T (13]
B File Edit Yiew Tools Reset ‘Window Help

D H S E ks RS ®k 2
MENU-15 WARRANTY SYSTEM MENU
06:33 20 Apr 2009 6/ JSSA KG
Unclaimed Warranties Report
Create Warranty Claim
Open Warranties Receivable-Ing/Rpt
Warranty Adjustment
Warranty Transaction Report By Date
hged Warranty Receivables Report
Create/Maintain Warranty ltems
Update Warranty File With Receiving
Upd Warranty File W/Vendor Credits

—_

3.
b,
6.
7.
8.
Q v
U
1.

1
1

Unclaimed Vendor Returns Report

Create Vendor Return Claim

Open Vendor Returns - Ing/Rpt

Yendor Return AdJjustment

Yendor Return Transaction Report

tged Vendor Returns Receivable Report
Create/Maintain Vendor Return

Update Vendor Returns with Receiving
Update Vendor Returns with Vendor Credit

Enter o [{EIIPEEERM or <Enter>: _
4-INQ 5-CASHT  6-CASH 7 -CODT 8-C0D




Menu 15.9/21 - Unclaimed

[£] AccuTerm 2K2 - [PORT67 (1)]
File Edit Miew Tools Reset ‘Window Help

= H& T Basge dE B s R

NEW WARRANTY FILE MATNTENANCE

WARRANTY SEQ: 1000638

. VENDOR # 411 EVERHARD PRODUCTS

. CUST NAME RELTABLE APPLIANCE SERV.
. ADDRESS 1 324 CODGAN WAY

. ADDRESS 2

. ADDRESS 3

. CITY, ST ZIP L CAJON, CA 82020

. CUSTOMER #

1
Z
3
4
5
b
/
9

. QUANTITY

. EACH COST

. RELEASE # 240528

. DATE 01/23/09

. COMMENTS 02241679001
. SERTAL#S

15.9 — Should mostly be used as a research tool
Enter Line], fac EE)((:E?[)tiC)’?E;

1-END




Menu 15.9/21 - Claimed

[Z] AccuTerm 2K2 - [PORTE7 (1)]
Hﬁlle Edit Wiew Tools Reset ‘Window Help

D H & s oo e ks ms| e

NEW WARRANTY FILE MAINTENANCE

WARRANTY SEQ: 1000655

. VENDOR # 5999 CALIFORNIA HOT WATER SUPP
CUST NAME ROHAN & SONS HEATING & A/
ADDRESS 1 ACCTS/PAYABLE

ADDRESS 2 244 CALLE PINTORESCO

ADDRESS 3

CITY, ST /FIP SAN CLEMENTE, CA Q926/72-1h

. CUSTOMER # 39990

PRODUCT NBR g86-007 007400F IGNITOR RAYPAK

CoO 1 O 1 = Al o

DATE.... TNX REFERENCE... AMOUNT.... PERIOD G/L? G/L#
WL/30/09 C/M 2407710 32.50 0501 *

02/17/09 CLM 002861 $2.50 0907

nter Linef], Backout, [ENEIE. Bdit. Bhange tag#, @ to Accept
1-END 4-INO H-CASHT 6—LASH (=CO0T 8-L0D




Warranty
Credits/Replacements

fQ} Receive Part — close claim with-15.10/2

ENTER CLAIM NUMBER - 2903

o _@9 UPDATE WARRANTY FILE AND ON HAND QUANTITY WITH RECEIVING
| ORIGINAL AMOUNT - 69.39 OPEN AMOUNT - 69.39

1000729 1 - H26-512 OPEN AMT:  69.39RECEIVE (Y/N/U)

Receive Credit — close claim with 15.11/23




Menu 15.9/21 —

Dﬁlﬂléll@\ﬁmﬁl@l@lﬁl@ﬁl?

NEW WARRANTY FILE MAINTENANCE

WARRANTY SEO: 1a0A5EY

. VENDOR # 694  MARS/GE MOTORS

. CUST NAME SURF & SAND HOTEL

. ADDRESS 1

. AODRESS 2 ACCOUNTS PAYABLE

. AJDRESS ¢ Losh SOUTH COAST HIGHWAY

o CITY, ST ZIP LAGUNA BEACH, CA 92651

. CUSTOMER # 51276

. PRODUCT NBR SBO-1635 3290 S/4HP 2SP 460V MIR

1
?
g
4
h
0
/
8

. TNX REFERENCE... AMOUNT.... PERIOD G/L? G/L#
189.91 0812 x
189.91 @812

-189.91 09092 o 91-2108-00

Enter Lineff, Backout, [EANENE. Bdit, Bhange tagh, ] to Accept
1 =ENT 4 =1NQ 5-CASHT ~ 6-CASH F=CODT g-C0D




Menu 15.9/21 — Claimed/ Part

[E] AccuTerm 2K2 - [PORTE7 (1)1
Hﬁile Edit Wiew Tools Reset ‘Window Help

EAETET Y == E T

NEW WARRANTY FILE MAINTENANCE

 WARRANTY SEQ: 1908729

VENDOR # So6  FLUKE CORPORATION

CUST NAME REPATRS FOR CUSTOMERS

ADDRESS 1

ADDRESS 2 :

ADDRESS 3 KK

CITY, 5T ZIP SANTA ANA, CA 92707

CUSTOMER # REPATR

PRODUCT NBR HZze-512 2433868 FLUKE 62 MINI IR

DATE.... TNX REFERENCE... AMOUNT.... PERIOD G/L? G/L#
03/20/09 C/M 124864 69,39 0903 *
03/24/09 CLM 002903 69.39 0903 §
04/720/09 REC WARR RECETVIN -£9.39 0904

INQUIRY BY PRODUCT

ITEM# ITEM DESCRIPTION
H26-512 2433868 FLUKE 62 MINI IR

TNX DATE REF# PO#-REAS CD  QTY COST
ADJ 04,/20/09 WHSE - 001 AUTO-WARR R 1 69.391
OPER: Kathleen G
IFnter Lineﬁ, EaCkEMPOR 04/15/09 049129 01135353 1 69.391 s02
1-END OPER: Sean C JS LAGUNA HILLS
INV 04/15/09 02244418001 AUTO PO#011 -1 69.391 69,39 sS01
OPER: TAE K JS SANTA ANA

‘ 2 PORTET (1)




What to do with warranty claims

...you never collect on?




End of Month Procedures

AR Close (Last day of the month)
AP Close (First day of the month)

GL Close — When Financials are done "~~~

Paperless (menu 16.5)
Email reports directly to accountant




End of Year Procedures

handout
1.AR Month-end close rolls into Year End

*Confirm with DST
2.Close 12" month AP

3.Close year AP
*MUST happen before entries for new year

4.Close 12" month GL
*Manually Rollover NI (if Separate from Retained Earnings)

5.Close year GL
*NO 13" month




Back-up Tap

Documents

REQUISITIONS/BIDS/OPEN MARKETS/CONTRACT
RELEASES

PURCHASE ORDER

DELIVERY SLIPS

VENDOR'S INVOICE

ACCOUNTS PAYABLE

EXPENSE ACCOUNTS ET AL

CONTRACTS

CHECK CANCELLATIONS

CREDIT CARD RECEIPTS

# Years
Description to Retain

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

Purchase order initiated by Bureau of Purchases.

Contents duplicated on third copy of purchase order.

Invoice sent to agency by vendor for payment.

payment.

Expense accounts, utility bills, Blue Cross Blue Shield bills and inter-
departmental bills.

Contracts with vendors for services.

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

Receipts documenting use of State-issued employee credit cards.

Fed Audit
Requiremen
t
















