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TELCO/3400 TELEPHONE ACCOUNTING SOFTWARE

General

PRIVATE 
MENU: START1 - TELCO/3400 Main Menutc  \l 1 "MENU\: START1 - TELCO/3400 Main Menu"
PRIVATE 
ITEM: 4 - General Ledgertc  \l 2 "ITEM\: 4 - General Ledger"

Goes to GMENU1 menu.

MENU: START1 - TELCO/3400 Main Menu

PRIVATE 
ITEM: 5 - Accounts Payabletc  \l 2 "ITEM\: 5 - Accounts Payable" 


Goes to APMEN1 menu.

MENU: START1 - TELCO/3400 Main Menu

PRIVATE 
ITEM: 6 - Payrolltc  \l 2 "ITEM\: 6 - Payroll"

Goes to PRMEN1 menu.
MENU: START1 - TELCO/3400 Main Menu

PRIVATE 
ITEM: 7 - Inventorytc  \l 2 "ITEM\: 7 - Inventory"

Goes to INMEN1 menu

MENU: START1 - TELCO/3400 Main Menu

PRIVATE 
ITEM: 8 - Workorder/CPRtc  \l 2 "ITEM\: 8 - Workorders/CPR"

 XE "cpr" 

Goes to WOMEN1 menu

MENU: START1 - TELCO/3400 Main Menu

PRIVATE 
ITEM: 9 - Miscellaneous Billingtc  \l 2 "ITEM\: 9 - Miscellaneous Billing"

Goes to M2MENU menu

MENU: GMENU1 - General Ledgertc  \l 1 "MENU\: GMENU1 - General Ledger"
PRIVATE 
ITEM: 1 - Key Journal Entriestc  \l 2 "ITEM\: 1 - Key Journal Entries"

Enter Journal Entries here.  Select the Company, year & period on the workstation status screen.  Beginning Balances are entered using Period 00.  The computer will generate Beginning Balances for you if you select that option.  Each entry needs to have a valid account #.  Credits are entered with FIELD minus.  If Entry is for work order, enter appropriate W/O #.  Enter date of transaction.  Reference # is optional.  Journal Codes are Alpha/Numeric.  CD Column is for Accounts that are 2000:



A = Add



R = Retirement



J = Adjustment

Expense Matrix is a 2-character Alpha/numeric code to enter.  You can enter 8 entries per screen.  The fields with .. above them allow you to enter .. & the data for that field is duplicated from the one above.  When you press Enter you see Account Description & Total Debits & Credits for the Screen. 

CMD 1 allows you to change the # of records between Keys, 08 is the default.  If you need to insert a record between records you have previously entered, change the 08 to 04 and more blank records will be generated.  If 04 is not enough use 02 or 01.  You may also key in auto duplicate date for Date, Ref #, Journal, Code, Expense Matrix, and Description.  You can specify whether to allow changes to each of the above fields. "Y" allows cursor to stop in that field for you to change default duplicate.  "N" will bypass field so you can not change data while entering.  CMD 1 then returns you to Journal Entry Screen.

To change an existing entry, CMD 11 allows you to enter Key # that you want to change.  When all entries are keyed you can get a list and you then have the option to post XE "post"  the entries.   Once and item is posted, you can only make limited changes to it using menu item 20.

*** Special Adjustments, Seldom Used

If you are using a Cash Management Company, and you have to make a G/L entry to a cash account that you do not want to automatically post to the G/L of the Cash Management Company but to the G/L of the workstation status company, you will need to key some special commands to do this.  Before you do #1 to key your entries, type at the command line of the G/L menu, 'JHCRTPFQ' and press Enter.  Then type 'NOCASH' next to the heading 'File to Create', and type 'TD128Q' next to the heading 'DDS for Physical File' and then press Enter.  Now you can use #1 to key your entries. When you have posted all entries to the G/L of the workstation status company, you can either signoff or you will need to key 'DLTF QTEMP/NOCASH' and press Enter.  This will tell the system that you are ready to continue posting to the Cash Management Company.

*** Special Adjustments, Seldom Used

Make sure you key in JGENTRY  and then CMD 4,  do not call up #1 from the menu or these special adjustments will not work.

If for some reason you need to Update the G/L Workorder XE "workorder"  accounts, but you do not want to update the workorder file, key in JGENTRY and CMD 4,  you then key in NOWO when prompted  and the G/L will be updated but not the workorder file.

If for some reason you need to Update the Workorder XE "workorder"  file, but you do not want to update the G/L, key in JGENTRY and CMD 4,  you then key in NOGL when prompted and the Workorder file will be updated but not the G/L file.

When you are entering your info you still need to make debits equal credits and have valid Workorder numbers, if you are using one of these special codes then when you Post the system knows what to ignore.

*** Special Adjustments, Seldom Used

You can now post XE "post"  the beginning balances to your G/L more than once.   This means that you can  enter your balance forward amounts now and then after you have your 1995 amounts finalized you can delete the previous beginning balance amounts and then repost the beginning balances.    To post beginning balances you run #1 on your G/L menu and use the correct year with period 00.  When you run this you will be asked :

Do you want to DELETE the previous Beginning Balances (Y,N) 

You can delete and repost the previous Beginning Balances as many times as you need to.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 2 – Print/Inquire Journal Entriestc  \l 2 "ITEM\: 2 – Print/Inquire Journal Entries"

This allows you to List entries that have been Posted.  You select Year, Period, Company, which Journal or ALL, and the order you want them listed (order keyed in, Account # or Journal and Account #).

When using the Inquire of Journal entries you will have the option to key F8 to List a Batch and F9 to Move a batch.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 3 - Print Trial Balancetc  \l 2 "ITEM\: 3 - Print Trial Balance"

You select Beginning and Ending Period also Beginning and Ending G/L Account Number You want Listed.  Trial Balance and Asset Adds, Retires, and Adjustments are printed.   

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 4 - Print G/L Summarytc  \l 2 "ITEM\: 4 - Print G/L Summary"

You select which Format File to use and accounts that are selected in that Format File are used.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 5 - Print Expense Matrix Summarytc  \l 2 "ITEM\: 5 - Print Expense Matrix Summary"

You Select beginning and ending period.  Beginning and Ending G/L Account and Summary by G/L number and Expense Matrix are printed.   Use menu item #5 on G/L menu #2 to key in the description for the various expense matrix XE "expense matrix"  codes your company is using.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 6 - Detailed Income Statementtc  \l 2 "ITEM\: 6 - Detailed Income Statement"

Use this to Print Income Statement for Period specified.  Accounts are selected from format file you select.    You can print Last Year Amounts or Budget Amounts.   If the Format file you select is a number greater than 90,  then only this years amounts will print.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 7 - Condensed Income Statementtc  \l 2 "ITEM\: 7 - Condensed Income Statement"

Similar to Number 6.  Special program for Project Mutual contact Computer Technology, Inc. if you need more information.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 8 - Balance Sheettc  \l 2 "ITEM\: 8 - Balance Sheet"

Use this to Print Balance Sheet for period specified.  Accounts are selected from format file you select.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 9 - Other Financial Statement XE "financial statement" stc  \l 2 "ITEM\: 9 - Other Financial Statements"

The Special Reports some have requested. Prints marketing Revenue and Expense Reports, Telephone Plant in service reports.  Works similar to #6.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 10 - Print All Financial Statements tc  \l 2 "ITEM\: 10 – Print All Financial Statements "

This allows you to print all financial statements.  After the workstations status screen, select what financial statements you want to print by putting a 'Y' in the (Y,N) column as well as the printer and printer settings.  You will then press F5 to continue.  The following shows you what the 2 screens look like and a guide for the what the columns are to be used for:

SCREEN 1                                                                                

                                                   (Y,N)    a  b    c   d  e  f 

TRIAL BALANCE  . . . . . . . . . . . . . . . . . .   N     01 P2    8 088 15 00                                                                             

GENERAL LEDGER SUMMARY . . . . . . . . . . . . . .   N     01 P3    8 088 15 35                                                                                GENERAL LEDGER SUMMARY . . . . . . . . . . . . . .   N     01       6 066 10 00                                                                                 

GENERAL LEDGER SUMMARY . . . . . . . . . . . . . .   Y     01       6 066 10 00                                                                                 

DETAILED INCOME STATEMENT  . . . . . . . . . . . .   N     01 P6    8 088 15 31                                                                                 

DETAILED INCOME STATEMENT  . . . . . . . . . . . .   N     01 P1    6 066 10 31                                                                                 

DETAILED INCOME STATEMENT  . . . . . . . . . . . .   N     01       6 066 10 32                                                                                 

BALANCE SHEET  . . . . . . . . . . . . . . . . . .   N     01       6 066 15 32                                                                                 

BALANCE SHEET  . . . . . . . . . . . . . . . . . .   N     01       6 066 10 00                                                                                 

BALANCE SHEET  . . . . . . . . . . . . . . . . . .   N     01       6 066 10 00 

SCREEN 2                                                                                

                                                   (Y,N)    a  b    c   d  e  f 

CONDENSED INCOME STATEMENT . . . . . . . . . . . .   N     01       6 066 10 00                                                                                 

CONDENSED INCOME STATEMENT . . . . . . . . . . . .   N     01       6 066 10 00                                                                                 

CONDENSED INCOME STATEMENT . . . . . . . . . . . .   N     01       6 066 10 00                                                                                 

                                                     N     01       6 066 10 00                                                                                 

MARKETING REVENUE & EXPENSE REPORT . . . . . . . .   N     01       6 066 10 00                                                                                 

                                                     N     01       6 066 10 00                                                                                 

TELEPHONE PLANT IN SERVICE . . . . . . . . . . . .   N     01       6 066 10 00                                                                                 

                                                     N     01       6 066 10 00                                                                                 

                                                     N     01       6 066 10 00                                                                                 

ENTER YOUR STANDARD DEFAULTS HERE  . . . . . . . .   Y     01 P2    6 066 15 95 

                                                                                  a=# of copies   b=Printer   c=Lines/Inch   d=Lines/page                       

  e=Chars/Inch    f=Code #                                    Cmd 5 - Continue  
MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 11 - Summarize Journals 01, 02 and 17tc  \l 2 "ITEM\: 11 - Summarize Journals 01, 02 and 17"

Special for Project Mutual.  Contact Computer Technology, Inc. if you need more information.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 12 - Key Master Accountstc  \l 2 "ITEM\: 12 - Key Master Accounts"

Use this to enter all of your default G/L Accounts for Payroll, A/P, Inventory, Cpr XE "cpr" , W/O and etc. Your A/P cash account is also the cash account that is used for payroll. 

Enter Patronage XE "patronage"  Reconcile file, patronage G/L Journal, patronage Cash G/L Account, Patronage Offset G/L Account, and Patronage Check Format.  

Screen 4

“Line Code” if you are using laser check for Accounts Payable or for Payroll then these fields can be used.  If the checks print out of line then you can enter either 1,2, or 3 in these fields and the checks will start printing 1,2, or 3 lines down the page, depending on what you put in there.  If the checks print just fine without any need to adjust then just enter 0 in the fields.

Screen 5 

Billing Sales Detail (Y/N)  X - Enter a “Y” here if you want each inventory line item to be listed on screen 4 of Service Order XE "service order"  Entry as separate detail entries.  The entries will include the description from Inventory.  This also works for Miscellaneous Billing.  Otherwise each entry will be added together according to G/L accounts and screen 4 will only show a tariff code XE "tariff code"  for the G/L’s that have a total from inventory.

Error Unit Cost Zero (Y/N).  A “Y” in this field needs an amount in the unit cost field of the inventory master.  When you are in inventory master and you have a “Y” in the above field then if the Unit Cost is zero for the inventory item you are entering,  you will get a screen displaying a warning and asking for a unit cost.  If the unit cost is left at zero and if that inventory item is used before it is paid for, then the system won’t know what amount to use. If you don’t know the unit cost you may want to ask someone who would know.  It is best to put an estimate in the unit cost rather than leaving it at zero.


The following are the options for the patronage XE "patronage"  check format, P - Project Mutual, U - Uintah Basin,              F - Filer Mutual, E - Emery , 1 - Farmers Mutual.  

Screen 7

Signature overlays for Accounts Payable, Payroll and Patronage.  You will need to create a signature overlay that is in the upper left corner.  Enter the signature overlay name, then enter the over and down inches to get the signature overlay to print where the signature is on the check.

Screen 8

Next Purchase Order Number - This is the next purchase order number that will be used.

Company Logo File Name - This is the file name of the logo that you want to use on the Purchase Order’s.  (Works only with the program SPOPL1.)

Program Name to Print P/O - This is the name of the program that will print the PO’s.  The available XE "available"  programs are:  SPOPL1 - this program is for laser Printers.    SPOPT1 - this program is for non-laser printers.

PO Number of Copies - Enter the number of PO copies you want.

Purchase Order Printer - Enter the Printer that you want the PO’s to go to.  This will override what is in workstation status.

Use Approval (Y,N) - Enter a “Y” here if you want to only have managers that you select approve Purchase Orders.  If you enter a “Y” here you will need to run #20 on the Purchase Order Menu “SPOMEN”.  And enter the managers that you want to approve Purchase Orders.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 13 - Add/Change Chart of Accountstc  \l 2 "ITEM\: 13 - Add/Change Cart of Accounts"

Enter your G/L Accounts here.  Key Account Description, Main Account #, Dept 0, 1, 2 determines how it prints on Chart of Accounts from left to right.  Enter whether normally this Account has a Debit or Credit Balance.  Enter what type of Account, Income, Expense, Asset, Liability and Etc.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 14 - Print Chart of Accountstc  \l 2 "ITEM\: 14 - Print Chart of Accounts"

Prints the accounts you have set up with current period balance and YTD balance.  You select period with beginning and ending G/L Accounts to print.      If you have created a temporary file based upon Main Account # you will be asked if you want to use it.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 15 - Key Recurring G/L Entriestc  \l 2 "ITEM\: 15 - Key Recurring G/L Entries"

This allows you to keep a set of G/L entries that are the same from month to month.  Enter the recurring entries here.  Each month you would then call this up & these entries are copied into your "KEY JOURNAL ENTRIES" file ready for you to post XE "post" .

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 16 - Bank Reconciliation XE "reconciliation"  Menutc  \l 2 "ITEM\: 16 - Bank Reconciliation Menu"

Takes you to the Bank Reconciliation XE "reconciliation"  Menu

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 17 - Enter Depositstc  \l 2 "ITEM\: 17 - Enter Deposits"

This allows you to Enter Deposits that you make to your bank account.  You enter the Description of the Deposit XE "deposit" , the amount of the deposit, the G/L Account to Debit & the G/L Account to Credit. Use CMD 5 to enter the deposit into the system.  If either of the G/L accounts are cash accounts that you have set up in your G/L master accounts, the appropriate Bank Reconciliation XE "reconciliation"  file is also updated.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 18 - Key Budget / Last Year Amountstc  \l 2 "ITEM\: 18 - Key Budget / Last Year Amounts"

This allows you to enter Budget and "Last Year" amounts.  Key in amounts with the correct sign.  

You can select option to have Computer pull in last year amounts and it will do so.  You will be prompted to enter a new account # for any account in "Last Year" that may have deleted in this year.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 19 - Spread Clearing XE "clearing"  Accountstc  \l 2 "ITEM\: 19 - Spread Clearing Accounts"
This allows you to spread clearing XE "clearing"  accounts by either A fixed % or by payroll amounts.


Fixed % Spread -  Assign a 1 character to represent each spread.  You enter each account to spread to and the % that each account should receive.


Payroll Amount Spread - Assign a 2 digit # for each spread you want to set up (from 01 to 20).  Enter the G/L Account # to spread, Enter "T" to spread based on truck hours or "E" to spread by Employee $.  Enter "A" if you want to use actual date of labor or " " to use date Payroll was run.  Enter 2 character expense matrix XE "expense matrix"  code for each spread.  You may then select by G/L Account, Employee # or by Workorder XE "workorder"  # if you want to omit that particular item from being used in spread.  If you need to add a new item use CMD 10, to change an item use CMD 11.  Enter an "O" to omit that particular item from the spread.  On the G/L in the spread G/L # XE "g/l #"  and G/L # account you may select "L" for leave which causes that particular G/L in the spread G/L # and not spread it out. 

When you spread an amount you are prompted for G/L # XE "g/l #"  and G/L amount that you want to spread.  Enter the amount with field minus when crediting spread account and other accounts will be debited.  You receive a list of the computer spread & you can then continue & post XE "post"  it if the amounts are correct.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 20 - Change Data in History Filetc  \l 2 "ITEM\: 20 - Change Data in History File"

This allows you to change data that has been posted.  You will need record numbers from Printing Journal Entries in order Keyed. USE EXTREME CAUTION.  DO NOT ATTEMPT TO CHANGE G/L # XE "g/l #" , AMOUNT OR W/O #.
MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 21 - Move Batch to Different Periodtc  \l 2 "ITEM\: 21 - Move Batch to Different Period"

This allows you to move data that was posted to the wrong period.  You need batch # from Printing Journal entries in order keyed.  You enter 5 digit batch # and the 2 digit Period to have it moved to.  

You also have the option of having the computer generate reversing entries for you from a posted batch.  You enter batch # and whether to have change amounts from debit to credit and visa versa. If you select this option entries are entered in "Key Journal Entries" file and you then have to run that menu option to get entries posted.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 22 - Financial Statement XE "financial statement"  Formattc  \l 2 "ITEM\: 22 - Financial Statement Format"
Enter format files here.  You enter key #'s.  I recommend spreading them out by 10's.  You key in a 2 digit format #.  If the 2 digit # is >=90 then the Detailed Income Statement program only prints this years amounts. If the 2 digit # is <90 then the Detailed Income Statement program prints this year & last year amounts


Headings -  Only prints what you key in.   Enter "N" in Special CD 1 and "P" in Special CD 2, to have the computer start a new page when printing a Detailed Income Statement, or a Balance Sheet.


Detail - You enter what beginning & ending account #'s to use.  Enter "Y" to print detail of each G/L Account.  Enter "S" to subtract amount instead of adding. "S" is very seldom used.

Total - You enter description for total.  The depth of the total 1-9 (1 is low and 9 is high).  You enter "Y" to clear out that depth total and less after printing.    You can enter a print code to print before and/or after a total prints.  Usually you would just use an = or - for the print code.   If the format you are entering codes for is a Balance Sheet format you can enter an "L" in Special CD 1 and the print before code will print a column to the left of where the total will print.   Program CD is a special code that programmer will have you enter to get ratios and percents or whatever special you may need on a report.   To get a new page enter a Heading line with the description that will print on the heading of the new page,  such as “Balance Sheet”  and then enter “N” in special code 1 and “P” in special code 2.


When finished entering, you can have the computer renumber you Index number by 10 when finished if you select.  You may also select an edit List that will give you that accounts that were selected more than once or that were omitted.

MENU: GMENU1 - General Ledger

PRIVATE 
ITEM: 23 - G/L Menu #2tc  \l 2 "ITEM\: 23 – G/L Menu #2"

This goes to G/L Menu #2.

PRIVATE 
MENU: GMENU2 - General Ledger 2tc  \l 1 "MENU\: GMENU2 - General Ledger 2"
PRIVATE 
ITEM: 1 - Master File Listtc  \l 2 "ITEM\: 1 - Master File List"

This allows you to list out G/L Master Amounts for this year, last year or budget.  You select beginning and Ending G/L Accounts.    If you have created a temporary file based upon Main Account # you will be asked if you want to use it.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 2 - Key/List Depreciation XE "depreciation"  Reserve Accountstc  \l 2 "ITEM\: 2 - Key/List Depreciation Reserve Accounts"

Enter each  of your asset 2000.00 accounts and its offsetting depreciation XE "depreciation"  reserve account.  Enter annual depreciation % and whether to depreciate by item or G/L total.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 3 - Merge Multiple G/L Master Filestc  \l 2 "ITEM\: 3 - Merge 2 G/L Master Files"

Use this to make a new G/L Master from two existing master files.  You would probably use this if you have some subsidiary companies that you need to combined Income Statement or Balance sheet for.  This copies the master files and the history files.  You select the 2 companies that you want to merge and then the new company. You will first be asked to enter the Company and Year of the new G/L Master file. If the new company is already there, you are asked if you want to delete the file that is already there.  Usually you will respond "Y". You are then asked to enter the Company and Year (on the Work Station Status screen) of the G/L Master that you want to combine (merge) into the new G/L file.  When the program finishes combining the G/L files, you are then asked “Do You Want to Combine More G/L Master Files??”.  If yes, press the F5-key and the program will ask for the next Company and Year to be entered using the Work Station Status screen again.  If there are no more G/L files to merge,  press the F3-key and the program finishes with the following message “FILES FOR COMPANY nn  YEAR nn ARE NOW READY TO BE USED”.  Press the F5-key and the menu will be re-displayed

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 4 - Correct G/L Entries with Errorstc  \l 2 "ITEM\: 4 - Correct G/L Entries with Errors"

Use this to correct an G/L  batch that tried to post XE "post"  but that had errors.  Usually the error is an invalid G/L in the G/L control file  or an out of balance.   You will usually be referred to this menu item when an error occurs.    You will key in info on Workstation Status screen and then the File Name you want to make correction to.   The file name would have been given to you when the error came up on the screen and you would have been told to write it down.    You call up the record(s) with error(s) and change what you need to.  You must press CMD 1 if you want to change the G/L account,  Amount,  or Workorder XE "workorder"  #.    After you have corrected the errors it will give you another list and then post the entries if there are no errors.    If you do not know what the file name is,  the error files are archived to a file called ZGLMERR?  Where ? is a 1 digit number.   1 is 1 file ago,  2 is 2 files ago, etc.  You can key in WRKF  ZGLMERR* to see what files are there,  use option 5 to see if you can find the entries you are looking for.


You may need to use #12 on G/L menu #1 to correct the control file also,  or you may get they same error next time you run the procedure that caused this error.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 5 -Key Expense Matrix Codestc  \l 2 "ITEM\: 5 -Key Expense Matrix Codes"

This allows you to key in the description for the various expense matrix XE "expense matrix"  codes that your company is using.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 6 - Key CO# Cross Reference Accountstc  \l 2 "ITEM\: 6 - Key CO# Cross Reference Accounts"

Use this to key in the cross reference Company numbers if your company has multi company G/L's and you want to be in one company and post XE "post"  an expense to another company G/L acct.     Example- My company has 3 states.  Company 01 is Idaho,  Company 02 is Oregon,  and Company 03 is Montana.   When I do A/P I want to be able to write the check out of Company 01  but have the expense in company 03.    I would use this to set up cross reference O which would tie to company 02 and set up cross reference M which would tie to company 03.   Now when I do A/P or Payroll,  I can be in company 01 and key in the G/L account and Company # O or M  and the system will post in company 01  a credit to cash and debit to A/R company 02.  In company 02 it would debit the expense account and credit A/P  company 01.  

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 7 -  Create Temp G/L by Main Acct #   tc  \l 2 "ITEM\: 7 -  Create Temp G/L by Main Acct #   "

Use this to create a temporary G/L master file that has all accounts with the same Main Account # added together.    Once you have run this,  you can run #1 on GMENU2,  or #14 on GMENU1 to print out the $ amounts that are in each of the main account numbers.     Once you are through with the temporary file you will want to call this up again and the temporary file will be deleted so that the other programs will not ask if you want to use the temporary main account # file.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 8 – Print 5 YR/5 Co Comparison tc  \l 2 "ITEM\: 8 - Print 5 YR/5 Co Comparison "

This will allow you to print a 5 year comparison for one company or a comparison for up to 5 companies.  From the first screen, select '1' to print a 5 year comparison for one company of select '2' to print a comparison for up to 5 different companies.


If you select 1 = Print 5 year comparison for one company, then after the workstation status screen you will be shown the following screen where you need to enter what G/L records to omit to and from up to 3 sub-accounts:

To omit G/L records, enter up to three sets of sub-accounts.               

Make sure you enter a two digit number.                                    

Omit from sub-account . . . . . . . . . . . . . . . . . . . .              

Omit to sub account . . . . . . . . . . . . . . . . . . . . .              

Omit from sub-account . . . . . . . . . . . . . . . . . . . .              

Omit to sub-account . . . . . . . . . . . . . . . . . . . . .              

Omit from sub-account . . . . . . . . . . . . . . . . . . . .              

Omit to sub-account . . . . . . . . . . . . . . . . . . . . .              

Then on the next screen, you need to enter the 2 Digit Format File you want to use for Financial Statements.  This is the 2 Digit Format File you setup on #22 of the G/L Menu #1 (GMENU1) 'Financial Statements Format'.


If you select 2 = Print a comparison for up to 5 different companies, then after the workstation status screen you will be given the following screen and need to enter what column to place the information (each company needs to be in a different column):

  Enter on the next screen the company and the year.          

  Enter below which column to place the information (1-4).    


Then enter the workstation status information with the company and year to compare and F5 to continue.  When that company is done, you are asked if you want to merge another company.  You need to enter what column to place the information (each company needs to be in a different column) and then the second company and year to compare. Enter up to 5 different companies.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 9 – Print Cash Flow Report tc  \l 2 "ITEM\: 9 - Print Cash Flow Report "

This will allow you to print a cash flow report.  After the workstation status screen, you will get the screen shown below and need to enter the information shown in bold and then F5 to continue and you should have your cash flow report:

     From G/L Account  XXXX.XX                        

     To   G/L Account  XXXX.XX                        

     G/L Journal Code  XX             Blanks For All  

     From G/L Period   XX                             

     To   G/L Period   XX 
MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 13 - Start New Year for Companytc  \l 2 "ITEM\: 13 - Start New Year for Company"

This allows you to set up or change different companies.  Enter Company # and Heading in the Company Heading File. Allows you to start a company from scratch or to copy an existing G/L Master to another G/L Master without any $ amounts.  You will want to use this at the beginning of each year to get a new year started.  Financial statement XE "financial statement"  formats are copied if you select that option.  Spread Clearing XE "clearing"  Accounts files are copied if you select that option.  If you enter ‘N’ in Check Date here workstation status will not Check Dates when Cmd 5 is pressed.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 14 – Save/Delete G/L History for a Year tc  \l 2 "ITEM\: 14 - Save/Delete G/L History for a Year "

Copies to diskette all files that have to do with G/L for a given year to the diskette.  Make sure you are completely through with a year before doing this.  Make sure you have entered beginning balances for New Year.  Make sure you have transferred "Last Year" amounts to current year.  If you run this as soon as last year is closed, someone can not inadvertently post XE "post"  entries to the wrong year.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 15 – Change Work Station Defaultstc  \l 2 "ITEM\: 15 – Change Work Station Defaults"

Use this to key in defaults by workstation.  This is used if you have inventory by location or if you have a cash receipts printer.   This allows you to key in the default inventory location and a default inventory type for each workstation session so that a particular workstation can only sell items out of that location and that inventory type.   Leave blank to be able to sell from all locations and sell all inventory types.


The company Code - Cash  is used to control the heading on cash receipts if you are pressing F8 to print a cash receipt on a little printer as the customer is right there.  This Company Code is the same as the company code on screen 2 on service order entry and causes a specific terminal to print the heading that is assigned for that company #.  The screen looks like the following:



Workstation Name  
  


Inventory Department      
                                 

Inventory Type           
                               

Company Code - Cash      
                              

Cash Receipt - G/L Acct        
                               

Cash Receipt - G/L Ext       
                               

Location Code                 (for Name and Address)   

Allow Cash Receipts           (Y,N)                    

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 22 - Goto Budget Menutc  \l 2 "ITEM\: 22 - Goto Budget Menu"

Goes to the Budget Menu.

MENU: GMENU2 - General Ledger 2

PRIVATE 
ITEM: 23 - G/L Menu #3 tc  \l 2 "ITEM\: 23 - G/L Menu #3 "
(not used)

PRIVATE 
MENU: GBDMEN - Budgettc  \l 1 "MENU\: GBDMEN - Budget"
PRIVATE 
ITEM: 1 - Key/Change Department Codestc  \l 2 "ITEM\: 1 - Key/Change Department Codes"

Use this to define department codes.  Enter the 2 character code and then enter the description to describe that code.  When you exit this program a file is updated combining the department codes with all the sub-category codes.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 2 - Key/Change Sub-Category Codestc  \l 2 "ITEM\: 2 - Key/Change Sub-Category Codes"

Use this to define sub-category codes within a department code.  Enter a 4 character code and a description for the code.  When you exit this program a file is updated combining the department codes with all the sub-category codes.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 3 - Key Frm/To Accts for blank Dept Cdtc  \l 2 "ITEM\: 3 - Key Frm/To Accts for blank Dept Cd"

Use this to enter the general ledger account numbers that DO NOT require a department code.  If you have specific accounts that do not require department codes then by entering the from and to accounts here when you are in a program that requires a department code but the account number fits into one of those ranges then a department code is not required.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 6 - Comparison-List   (Dept  Sub)tc  \l 2 "ITEM\: 6 - Comparison-List   (Dept  Sub)"

Use this to print a report of the department codes showing the current period and YTD figures.  This report shows the amounts for the period and year that was entered on workstation status.  The report shows the current period actual amounts, budget amounts and the difference.  It also shows the Year To Date amounts of the actual amounts, budgets amounts and the difference.  

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 7 - Comparison-List   (G/L)tc  \l 2 "ITEM\: 7 - Comparison-List   (G/L)"

This allows you to change the Budget Code that time was keyed to when you are doing spreads based upon payroll hours.  This is so if someone miskeyed a budget code, you can change it before you do the spreads.  After the workstation status screen, you are given the following reminder and then F5 to continue:

 Just a reminder that #19 on the Budget Menu gives you an       

 edit list to make sure that you have assigned all              

 Budget Codes to a G/L Account and that all G/L Percents        

 add up to 100%.    If reports do not add up #19 will help      

 you see why.

This gives you actuals and budget amounts by Department Code and then G/L Account after the Budget amounts are spread by the % that you have assigned.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 13 - Budget-Entertc  \l 2 "ITEM\: 13 - Budget-Enter"

Use this to enter budget amounts to departments' codes for each period - total of 12 periods.   On the workstation status screen enter the company number and the year that you would like to use to enter budget amounts,  press F5.  Enter or select from the window the department code for which you would like to enter the budget.  You will see a detail screen showing you the department code and the description of that code.  There are 12 lines to enter amounts.  If you would like to spread a total amount evenly to each month then enter that total in the “Total to Spread” field and press F12.  Press enter to enter the data.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 14 - Budget-List by Dept Codetc  \l 2 "ITEM\: 14 - Budgets-List by Dept Code"

Use this to print a report of the department codes and the budget amounts that have been entered.  On the workstation status screen enter the company and the year that you want to have a report printed.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 15 - Actual-Add/Change Detailtc  \l 2 "ITEM\: 15 - Actual-Add/Change Detail”

On workstation status enter the company number and GL year of the records that you want to change.  You will then be asked to select the order that you want the file sorted.  Select one of the options 1-8.  Enter ‘N’ when you are finished keying or changing budget detail records.  You will notice on the screen titled “Budget Detail Records” that at the far right of the window is a field.  This field is the record number field.  When you want to position to a record this is the record number that it is referring to.  Enter a 2 to change or a 9 to add.  On the next screen titled “Record Information” the department code and the sub-category code cannot be equal to blanks.  They also have to be valid department codes.  Add or change the information you want then press enter to return to the Budget Detail Records window.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 16 - Actual-List Summary(Dept  Sub)tc  \l 2 "ITEM\: 16 - Actual-List Summary(Dept  Sub)"

This prints a list of the budget detail file in Department code/ Sub-Category code order.  On workstation status enter the company number.  On the next screen enter the From GL Year and Period and the To GL Year and Period.  All records that fall between the from and to GL year and Period will be shown on this report.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 17 - Actual-List Summary(Dept)tc  \l 2 "ITEM\: 17 - Actual-List Summary(Dept)"

This prints a list of the budget detail file in Department Code order.  On workstation status enter the company number.  On the next screen enter the From GL Year and Period and the To GL Year and Period.  All records that fall between the from and to GL year and Period will be shown on this report.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 18 - Actual-List Summary (SubCateg)tc  \l 2 "ITEM\: 18 - Actual-List Summary (SubCateg)”

This prints a list of the budget detail file in Sub-Category code order.  On workstation status enter the company number.  On the next screen enter the From GL Year and Period and the To GL Year and Period.  All records that fall between the from and to GL year and Period will be shown on this report.

MENU: GBDMEN - Budget

PRIVATE 
ITEM: 19 – List % Spread to GL Acct (Dept Sub) tc  \l 2 "ITEM\: 19 - List % Spread to GL Acct (Dept Sub)”

This give you an edit list to make sure that you have assigned all budget codes to a G/L account and that all G/L percents add up to 100%.  
MENU: GBDMEN - Budget

PRIVATE 
ITEM: 21 – Close out Yeartc  \l 2 "ITEM\: 21 – Close out Year”

This process will move the budget detail information for a selected  year to a history file and remove the details from the current budget file.  When doing this, be sure the selected year is correct because a whole year’s worth of data is transferred.

MENU: APMEN1 - Accounts Payabletc  \l 1 "MENU\: APMEN1 - Accounts Payable" 

PRIVATE 
ITEM: 1 - Enter Invoicestc  \l 2 "ITEM\: 1 - Enter Invoices"

 XE "invoices" 

Use this to enter invoices XE "invoices"  to pay or that have been paid with a hand check. You key in a vendor number and an invoice number. The computer then checks the history to see if it has already been paid.  If it has been paid it will flash and tell you on the screen that it has been paid with the year, month and the check number it was paid with.  This is only a warning, you can continue to use the same invoice number again if you desire.  Enter the necessary information, invoice date, pay date, purchase order number, description, cash account, and Quick pay.  When you are entering invoices that have already been paid, enter the check #. Cash account will be 1, 2, or 3. If you do not key in a cash account it defaults to 1.  You are allowed to have 3 different checking accounts for the same company.  If you key in "Y" for Quick Pay, this invoice will be paid the next time you do a check run regardless of pay date or other circumstances. You then enter the detail of how you want to have the invoice broken down.  Enter the GL number, amount, work order number if needed, workorder XE "workorder"  close g/l if needed.  The Close G/L would be a 2000 account that you know this particular line item closes to.  If you leave it 0 it will go to the default where you can pick it up at workorder closing time.  You key in the expense matrix XE "expense matrix" , which determines material or vehicle or overhead item on a workorder (see Key Master Accounts on G/L menu to enter which expense matrixes are associated with material and vehicle). Enter whether or not to include this item on a 1099.  Enter state XE "state"  tax XE "state tax"  district code for calculating use tax. The codes are the same as the state tax codes that the billing system uses.  For an inventory item, key in an "I" for INV TYPE, enter the stock #, and the inventory quantity. For a CPR item, key in a "C" for INV TYPE, enter CPR index # XE "cpr index #"  and the Cpr XE "cpr"  quantity with 0 decimal places.   After you have all the items entered for how you want invoices paid, hit enter and you will see the invoice total on the screen and the page total.  When everything is the way you want it you do a CMD 5 and the invoice is then entered.  From the first invoice entry screen you can do inquiry as to entered invoices, paid invoices, or the vendors.    When you are finished you can have the computer automatically call up Print Checks XE "print checks"  to print the Quick Pay invoices you have entered.  The system keeps track of the G/L info for the last invoice that was entered for each vendor.  To recall the G/L info for the last invoice press Cmd 4 when you are ready to key in the G/L accounts and $ amounts and the system will pull in what was there.  Once the data is pulled in you can change what you need to. 

Example - If you have a vendors invoice that usually goes to the same G/L account each month,  you can key in the Vendor # and invoice # and press enter.   You then enter the invoice date and pay date and other info at the top of the invoice entry screen and then press Cmd 4 and  the G/L Accounts and Amounts that you last entered for that vendor will appear.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 2 - List Entered Invoicestc  \l 2 "ITEM\: 2 - List Entered Invoices"

 XE "invoices" 

You may select different reports:


1-  Only open invoices XE "invoices" .  This gives you a list of invoices that you entered.  It tells you the total by vendor which ones have been paid and the ones that have not been paid.   Once an invoice is accrued and paid it drops off of this list.   


2 - You may select to print out the invoices XE "invoices"  that have been accrued up to a given period but not paid.   This report is helpful to balance to the G/L when you accrue an entry to one period but pay it in another period.  This merges the open invoice file and the history file for generate report.


3 - You may select to print out the invoices XE "invoices"  by pay date.   This gives you that amount owed by pay date along with aging of the invoice.  The aging is based on invoice date and today’s date.   A total of each vendor is printed at the bottom of the report.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 3 - Print Checkstc  \l 2 "ITEM\: 3 - Print Checks"

 XE "print checks" 

When you run this you are asked for the first check number to print on, which cash account, whether or not you want the computer to select by pay date, whether or not you want to manually select which invoices XE "invoices"  to pay, whether or not you want a pre-check check register.    Checks that net out to 0 will be printed for audit tracking purposes.

For quick checks you probably don't want the computer to select by pay date, or 

to change any and you probably don't want a check register.

You can select any of the options that you need,  or you can just print checks XE "print checks" .

If you print checks XE "print checks"  on a PC printer that needs to have the form length set with software, enter "Y" for that prompt.  If you print checks on a printer that is directly attached to your computer it does not matter whether you respond "Y" or "N" to question about setting up the printer.

Once the checks are printed you are asked if you want to post XE "post"  the check numbers to the file.  All that this posting does is it puts the check number in the invoice file. It does not affect the general Ledger.   

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 4 - Post XE "post"  Expenses Etc. to G/Ltc  \l 2 "ITEM\: 4 - Post Expenses Etc. to G/L"

Use this to post XE "post"  the expense side of the invoices XE "invoices"  to the general ledger.  You can select the cash account,  an invoice cutoff date, or individual invoices to be posted to the G/L.  Any entry that has been entered and has not been previously posted and that is selected to be posted will be posted to the general ledger.  At this point the work order file is updated the inventory file is updated so on and so on.  If an invoice has been paid the check number will be entered into G/L.  Once an invoice is posted, the G/L accounts and any amounts can not be changed.  Entries are added to history when both the cash & expense side of the invoice has been posted.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 5 - Post XE "post"  Cash to G/Ltc  \l 2 "ITEM\: 5 - Post Cash to G/L"

Use this to post XE "post"  the cash side of the invoices XE "invoices"  to the G/L.  When you run this any entry that has not previously been posted that does have a check number will be posted to the history and the general ledger.  You do have the option of manually selecting which invoices you would like to post.  If you wish to manually select which invoices to post, keep in mind that the invoices you want to post must have a check number.  You select the cash account to post.  Make sure you post the cash at the end of each month, so that the G/L entries are in the correct period.   Entries are added to history when both the cash & expense side of the invoice has been posted.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 6 - Pull Billing Refund XE "billing refund"  Entriestc  \l 2 "ITEM\: 6 - Pull Billing Refund Entries"

  Use this if someone disconnects and has a credit balance and you want to write them a check.  On screen 4 (non-recurring charge XE "recurring charge" s) of the billing, enter the final billing tariff code XE "tariff code"  that your company has set up along with a charge to make their balance become 0.

You have 2 options as to how this can be sent to A/P to pay.


Option 1 - Run this after all billing entries are keyed and you have run #6 on month end XE "month end"  billing menu. This will go through and pull out those entries, generate a vendor number, which will be a pound sign (#) and the last 4 digits of their phone #, generate an accounts payable entry ready to write that customer a check for the amount that you had put on screen 4.  If you run this before #15 on month end billing is run, use file BNRCAL.  If you run this after #15 on month end billing is run, use file Hymm.NA. 


Option 2 - On system maintenance menu on the fourth screen where you key in the Final Refund Tariff code XE "tariff code" , key in the tariff code to change the Final Refund Tariff code to after it has been pulled by this procedure.   You can then run this at any time during the month that you would like and as often as you would like. This will go through and pull out the entries with final tariff code, generate a vendor number, which will be a pound sign (#) and the last 4 digits of their phone #, generate an accounts payable entry ready to write that customer a check for the amount that you had put on screen 4. It will then change the tariff code to the "Change to" tariff code, so that if you run this again it will not apply the entry to the A/P again.   When you set up the Final Refund tariff code and the Change to tariff code, you will want to make sure that you use the same G/L number on both entries and everything else should be the same also.    When using this option, you would use file BNREC that is the screen 4 non-recurring charge XE "recurring charge" s screen.    Example: I  would use a tariff code something like FINAL for Final refund tariff code and FPAID for Change to tariff code, that way I can tell by looking at screen 4 if an entry has been pulled into the A/P system.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 9 – Purge History Data tc  \l 2 "ITEM\: 9 - Purge History Data "

This will purge history data for a specified time period.  After the workstation screen, you need to fill in the following information on the next screen shown below in bold and then F5 to continue:

  Key in the periods you want to purge.   

                       Period    Year     

                   From  XX       XX      

                     To  XX       XX      


Your files are then ready to be saved to either a tape or diskette.  Load the tape or diskette, enter your device name and press F5 to continue.  You are then asked if you want to delete the purge history files from disk.                                                                   

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 10 – Delete Temporary Vendors tc  \l 2 "ITEM\: 10 - Delete Temporary Vendors "

After the workstation status screen, the first screen you are shown gives you the following reminder:

 Vendors will be deleted up through the date you enter on the   

 next screen for statement/report date.                         


Enter the date you want the vendors to be deleted up through and F5 to continue.  Enter the information on the next screen shown here in bold:

  Print a list of vendors to be deleted?   (Y,N) . . . . . . . .      X  

  Records with a delete date of XXXXXX or before will be deleted.


You are then given one last chance to bail out with this warning.  You need to enter the information shown below in bold and press F5 to continue:

               - - - W A R N I N G - - -                               

 Records with a delete date of XXXXXX or before will be deleted.       

 Do not run the delete program until you have checked your list        

 and you are sure you want to delete all vendors on the list.          

 Do you want to run the Vendor Delete Program? (Y,N) . . . . .  X 

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 11 – Key/List Distribution Percentstc  \l 2 "ITEM\: 11 – Key/List Distribution Percents"

This allows percents & companies to be associated with a ‘Distribution Code’.  This is used when entering A/P invoices and want to spread the line-item amount to more than one company or to multiple G/L accounts.  After the workstation status screen, answer the following questions on the next screen and then press F5 to continue:

 Do You Want to ADD/CHANGE Distribution Percents (Y,N)    

 Do You Want to PRINT Distribution Percents      (Y,N)    

Enter up to 15 percents and 14 companies.  Note that the first percent is not associated with a company.  There must be either a G/L Suffix or an Override G/L # and not both, which then allows a line item (for example) to be distributed to multiple Companies and/or multiple G/L Suffixes.
MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 12 - Check/Invoice Inquirytc  \l 2 "ITEM\: 12 - Check/Invoice Inquiry"

Use this to inquire into what invoices XE "invoices"  have been paid.  An entry is added to this file when it has been accrued to both the cash side and the expense side of the general ledger.  You can call up entries by vendor and check number and see the invoices that were paid with each check.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 13 - Add/ Change/List Vendorstc  \l 2 "ITEM\: 13 - Add/ Change/List Vendors"

Use this to set up new vendors, to delete vendors or get a list of vendors.  The vendor number can be alpha/numeric.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 14 - Print Vendor Labelstc  \l 2 "ITEM\: 14 - Print Vendor Labels"

Use this to print labels from the vendor file. You can select all, or just those that you have entered a "Y" in the print label field of the vendor file.  You can print the vender labels on Avery 5160 labels.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 15 - Change Vendor number in historytc  \l 2 "ITEM\: 15 - Change Vendor number in history"

Use this if you need to assign a new vendor number to a vendor and you want that vendors history to have the new vendor #.  Only the history files are changed.  The open invoice file & the vendor file is not changed.  If the vendor number is less than 5 characters, you need to make sure you key in leading spaces. 

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 16 – 1099’s tc  \l 2 "ITEM\: 16 - 1099’s "

This will generate 1099's.  With the first screen you see, you need to choose an option.

  1. - GENERATE FILE FROM A/P               A. - 1099-INT Special  

  2. - ADD/CHANGE 1099 FILE                                         

  2.       LIST 1099 FILE                                           

  2.       PRINT 1099"S                                             

  WHAT WOULD YOU LIKE TO RUN (1,2,A)                                

1. GENERATE FILE FROM A/P


You may receive the following screen where you can add to the file or delete the existing file and build a new one.  Make your selection and press F5 to continue:

 FILE XXXXXX IS ALREADY ON THE DISK DO YOU WANT TO  

 1. ADD TO THE FILE.                                

 2. DELETE THE FILE AND BUILD A NEW ONE             

Selecting #1 – Add to the File, you get the workstation status screen and then the following screen or Selecting #2 – Delete the File and Build a New One , you then get the following screen:

  1 = INCLUDE VENDORS WITH "GET 1099" = "Y"           

                            (IF OVER AMOUNT YOU KEY)  

  2 = ONLY DETAIL ENTRIES WITH 1099  "Y"              

  3 = DETAIL ENTRIES IN A2HX918                       

Make your selection depending on what you want and then F5 to continue.  You will get the following screen where you need to enter the information shown here in bold and then press F5 to continue:

   Key Box # You Want The Amount in  XX         

        Enter Minimum 1099 $ Amount   XXXX.XX


The next screen you will see is the following where you need to enter the file name to use and then press F5 to continue. NOTE:  If you selected #3 = Detail Entries in A2HX918, you will not see this screen:

 ENTER FILE NAME TO USE (USUALLY A1X18    A1H18)        

 The X file is the file of entries pulled out by date.  

 The H file is the file of entire history               


2. ADD/CHANGE 1099 FILE


2.
LIST 1099 FILE


2.
PRINT 1099"S


After the workstation status screen, you will see the following screen where you need to select the options you want and then press F5 to continue:

 DO YOU WANT TO ADD/CHANGE 1099S (Y,N)                               X  

 DO YOU WANT A LIST OF THE 1099S (Y,N)                               X  

 DO YOU WANT TO PRINT THE 1099S (Y,N)                                X  


If you put a 'Y' to 'Add/Change 1099s (Y,N)', on the next screen enter the vendor to add or change, press 'Enter' and then enter the necessary information.  If you put a 'Y' to 'Print the 1099s', you will need to select whether the 1099 forms are 'Continuous' or 'Laser' that you will be printing on and then on the screen following, you will need to select from the following options and press F5 to continue:

 Print State ID in Box 17 (Y,N) . . . . . . . . . . . . . . . . .    N  

 Print Part of Name/Address In Optional Account # Box (Y,N) . . .    N  

 Move Line Code (" ",D,U,2,N) (D=Down 1  U=Up 1  2=Up 2 N=Down 2)       

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 17 - Pull History by Specified Datetc  \l 2 "ITEM\: 17 - Pull History by Specified Date"

This goes through your accounts payable history file and pulls out any entries that were either accrued or posted for the period and vendor you specify. 

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 18 - Print Check History by Check #tc  \l 2 "ITEM\: 18 - Print Check History by Check #"

This sorts the History file by check # and gives you a list of checks that have been paid determined by the file name you key in.  You can use either the history file,  or the file that is created from #17.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 19 - Print Check History by Vendortc  \l 2 "ITEM\: 19 - Print Check History by Vendor"

This gives you a list of all the checks that have been paid in vendor number order and check number depending on which file name you key in.    You can use either the history file,  or the file that is created from #17.  You also have the option to print only Totals by Vendor, and print a 5 year summary by vendor #.  When you print the 5 year summary make sure you enter the last year you want on the report in the G/L Year on the work station status screen.  

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 20 - Print Invoice History by G/L #tc  \l 2 "ITEM\: 20 - Print Invoice History by G/L #"

 XE "g/l #" 

This goes through the detail of how the invoices XE "invoices"  were spread and sorted by general ledger number so you can see where the entries from accounts payable go to in general ledger. You can also use this to print only those items that had use tax.  You can use either the history file,  or the file that is created from #17. 

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 21 - Print Invoice History by PO #tc  \l 2 "ITEM\: 21 - Print Invoice History by PO #"

This goes through the invoices XE "invoices"  and prints them by  purchase order.  You can use either the history file,  or the file that is created from #17.  You also have the option to print only totals by P/O #. 

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 22 - Print Invoice Entries by Vendor tc  \l 2 "ITEM\: 22 - Print Invoice Entries by Vendor "

This goes through the invoices and prints them by vendor.  After the workstation status screen, enter the file name to use (usually A2H18  A2X18  A2HX918) and then F5 to continue.

MENU: APMEN1 - Accounts Payable 

PRIVATE 
ITEM: 24 - Goto Purchase Order Menutc  \l 2 "ITEM\: 24 - Goto Purchase Order Menu"

Goes to Purchase Order Menu.

PRIVATE 
MENU: SPOMEN - Purchase Orderstc  \l 1 "MENU\: SPOMEN - Purchase Orders"
PRIVATE 
ITEM: 1 - Purchase Order Entrytc  \l 2 "ITEM\: 1 - Purchase Order Entry"

This is the Purchase Order System.  You can enter some defaults for the PO system in the “Key Master Accounts”  menu option #12 on GMENU1 (see Screen 8).  After the workstation status screen, if you do not have any PO’s then you will see the Purchase Order Heading Screen.  Press F1- to get the next available XE "available"  PO number or enter your own.  The next available PO number always starts at ‘1’ unless it is changed (see #12 on GMENU1).  The next available PO # is only incremented when F1 is pressed.  If you do have PO’s you will see a small window titled “Purchase Orders” showing you the PO’s.  Option ‘2’ allows you to change the PO.  Option ‘9’ allows you to enter new PO’s.  Option ‘C’ closes the PO’s and moves the PO information to a history file.  Option ‘L’ allows you to list the PO’s.  See Menu Option 13 for instructions on listing the PO’s.  If you enter a ‘9’ you will see the Purchase Order Heading screen.  Enter the PO# or press F1.  If you enter a ‘2’ from the “Purchase Orders” window you will go right to the detail screen.   All information that is bold is the information you can key in.  The detail screen looks like this:   

                           Purchase Order Entry  P/O # 99999                 

 Desc             Company Cd XXX            Vendor XXXXX                        

  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX  

 Requested XXXXXXXXXXXXXXXXXXXX Approve XXX XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

 Dept XXXX   Ship Cd XXXX  Term XXXX        XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

 Date Tkn MM/DD/YY Due Date MM/DD/YY        XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX      

 Tax  XX     W/O # XXXXXXX   G/L 9999.99 XXXXX  Co X    Budget Cd XXXXXX

 Contact: XXXXXXXXXXXXXXXXXXXXXXXXXXXXX  RMA Required X
Inventry                                 Qty          Unit        Total    Tax 

   #     Description                    Ordered       .xxx        Price     Cd 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

XXXXXXX  XXXXXXXXXXXXXXXXXXXXXXXXXXXX 99999999.99 9999999.999  99999999.99  XX 

//-Predefined Codes  F14-Vendor               Sub Total                .00     

F1-See All F2-Detail F5-Enter F8-Print F9-Notes     Tax                .00     

F10-Item # F11-Qty Received F12-Ship To F16-Delete Total               .00     

F18-Clear Total F20-W/O Inq  F21-G/L Inq

The top half of the screen in the Main Heading Section.  You can key in a description and the name of the person requesting the PO.

Company Code – to further identify the PO number

Vendor - Enter the Vendor code or on the next lines enter the name and address of the vendor.

Desc – information about this PO

Requested – who is writing this PO

Approve – who authorizes this PO

Dept - This is for your information so you know which department is requesting the PO.

Ship Cd - Enter the 4 digit ship code that describes how the products should be shipped.

Term - Enter the 4 digit terms code that needs to accompany the PO.

Date Taken - If a date is not entered today’s date will be used.

Due Date- Enter the date due.  If a date is not entered then today’s date will be used.

Tax - Enter the tax code.  

W/O - Enter the Work Order.  

G/L - Enter the G/L account number.

Co – used to make sure that the correct G/L is used

Budget Code - 

Contact – person at the vendor site

RMA Required - 

Line item information: 

Inventory # - Enter the inventory number if available XE "available" .

Description - This is the description of the inventory number or just a description can be entered without an inventory #.   Also,  by typing in ‘//’ as the first two characters of the description, displays a window of PO Description Codes.  This can be used to select predefined text and transfer the text to the line item description.  If the description code is known, you can type ‘//xx’, and the text for description code ‘xx’ will be automatically transferred to this line item’s description without displaying the window.

Qty Ordered - Enter the quantity ordered.

Unit .XXX - Enter the unit price.  If there is a unit price and the quantity is equal to zero then the computer changes the quantity to one. 

Total Price - This will show the cost for this line item.  You cannot change this number.

Tax Cd - If the line item needs a different tax code then the one entered in the Main Heading Section then enter the code here otherwise you can leave it blank.

F14 – If you need to enter vendor information or see vendor information

F1- If you need more than 10 line items press F1.  There are a total of 20 line items on this screen, use the PageUp and PageDown keys for scrolling 20 line items at a time.

F2 - Position XE "position"  the cursor on the line that you want to see the detail and press F2.  You will be able to enter a vendor item #, W/O, G/L, a Due Date, and Qty Received.  If the WO and GL are different then those on the Main heading section then key them in here.

F5 - Enters the data.

F8 - Enters the data and prints the PO

F9 – Allows you to enter notes

F10- Key Vendor item numbers, description, quantity ordered, unit price, and tax code.

F11- This allows you to key in the quantity received by line item.

F12- This allows you to key in the ship to information.   If you press the F9-key from this window, you will be able to select/maintain default Ship-To information.  Once on the Default Ship-To window, enter ‘1’ to select a Ship-To Name and address and this information will be transferred back to the previous screen and will then be used as the Ship-To information for this PO.

F16- Deletes the PO.

F18- Exit with out making changes.

F20-this allows you to inquire into Work Orders.

F21-this allows you to inquire into General Ledgers Account Numbers

**Note - There are 3 different programs that print the purchase order.  They are:

SPOPT1-this is very generic and does not use Advanced Function Printing

SPOPL1-This uses Advanced Function Printing (like the laser statements) - does not show vendor item numbers.

SPOPL2-This uses Advanced Function Printing (like the laser statements) - prints the vendor item numbers.

To select which print program to use go to menu GMENU1, run menu option #12 and go to screen 8.  Enter the “Program Name to Print PO”

MENU: SPOMEN - Purchase Orders

PRIVATE 
ITEM: 2 - Purchase Order Approvaltc  \l 2 "ITEM\: 2 - Purchase Order Approval"

This allows you to approve the Purchase Orders.  After the workstation status screen you will be asked to select your sort option.  Select the order you want the Purchase Orders to appear on the screen.  You will have 5 options they are:

1 - Record #

2 - Purchase Order #

3 - Department & Purchase Order #

4 - Department & Requested

5 - Department & Vender Name

After you select the order you want the Purchase Orders to appear on the screen you will then need to select the type of Purchase Order that you want to appear.  You will have 3 options they are:

1 - Only Unapproved

2 - Only Approved

3 - All

After you select the type of Purchase Order that you want to appear.  You  will be at a screen that works similar to option #1 'Purchase Order Entry'.  You will be able to position to the record # that you want to see or move the screen up or down with the Control (+-) field.

MENU: SPOMEN - Purchase Orders

PRIVATE 
ITEM: 6 - Closed Purchase Order Inquirytc  \l 2 "ITEM\: 6 – Closed Purchase Order Inquiry"

This allows you to inquire Purchase Orders that have closed.

MENU: SPOMEN - Purchase Orders

PRIVATE 
ITEM: 9 – Key Default Ship To Informationtc  \l 2 "ITEM\: 9 – Key Default Ship To Information"

This allows you to add/change/delete any commonly used (default) Ship-To information that you might want to use (to save the time of having to re-key ship-to addresses) when entering Purchase Orders.

MENU: SPOMEN - Purchase Orders

PRIVATE 
ITEM: 13 - List Entered Purchase Orderstc  \l 2 "ITEM\: 13 - List Entered Purchase Orders"

This allows you to print a report listing all the open Purchase Orders.  After the workstation status screen you will be asked to select your sort option.  You will have 4 options:

1 – Purchase Order Number

2 – Department Codes

3 – Vendor Name

4 – Due Date

Select the order you want the report to be in and press F5 to continue.  You will then be given the following options:

A – Print Both Approved and Not Approved

B – Print Only Approved

C – Print only Not Approved

MENU: SPOMEN - Purchase Orders

PRIVATE 
ITEM: 14 - List Quantity Ordered/Receivedtc  \l 2 "ITEM\: 14 – List Quantity Ordered/Received"

This allows you to print a report listing quantities of open Purchase Orders.  After the workstation status screen you will be asked to enter a PO range to print.  Enter the beginning and ending PO numbers that you want to print and press ENTER to continue.

MENU: SPOMEN - Purchase Orders

PRIVATE 
ITEM: 15 – Print Purchase Order Bar Codestc  \l 2 "ITEM\: 15 – Print Purchase Order Bar Codes"

This allows you to print purchase order bar codes on Avery #8160 size labels.  After the workstation status screen, you will be asked 'Do you want to add PO Code (Y/N)?  If you answer Yes, this will add the characters 'PO' in front of the PO Number.  Enter 'Y' or 'N' and press F5 to continue.  Then you are asked if you want to select records.  You will usually put 'N' and press F5 to continue.

MENU: SPOMEN - Purchase Orders

PRIVATE 
ITEM: 20 - Purchase Order Managerstc  \l 2 "ITEM\: 20 - Purchase Order Managers"

This allows you to enter the managers that you want to be able to approve Purchase Orders.  After the workstation status screen you will be able to add/change or delete the managers in the file with a manager user ID and description.

PRIVATE 
MENU: PRMEN1 - Payrolltc  \l 1 "MENU\: PRMEN1 - Payroll"
PRIVATE 
ITEM: 1 - Payroll Time Entry XE "time entry"  & Extensiontc  \l 2 "ITEM\: 1 - Payroll Time Entry & Extension"

Use this to key in an employee's time.  Key in the employee #, year, month, and day.  Enter the employee's time and how you want it allocated. Enter G/L, time code, work order, work order close, how many hours, regular and overtime XE "overtime" ,  and if you keep track of truck hours, the truck number and truck hours.  When you hit enter it should give you the total number of hours. You can see on the screen how many hours an employee has for that particular time period.  You can keep time by daily, weekly, bi-monthly what ever works best for you.    To enter department codes for a particular line position XE "position"  the cursor on the line and press Cmd 2.  You will see a window that will contain the line information.  The last line in the window is “Department Code”.  Enter you code here and press enter when you are finished.  When you run this you are asked if you want to pull in the default time XE "default time"  or the permanent deductions.  Review the instructions for items #16 & #17.  Make sure you don't bring in the permanent deductions more than once a pay period or the default time more than once per pay period.   Use CMD 12 to enter deductions. 

You also use this for time extension for a given day or a given period, and by a range of employees.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 2 - Print Payroll Checkstc  \l 2 "ITEM\: 2 - Print Payroll Checks"

This does all the processing for printing the payroll checks XE "payroll checks" , calculates wages,  calculates taxes, etc.  You can change the taxes, federal, state XE "state" , FICA,  and Medicare.  Be real cautious when changing Medicare and FICA,  make sure you change both the employee and employer XE "employer"  amounts.  You also have the option to change some of the accrual for the vacation hours and sick hours per payroll period.  Enter the first check that will be printed on.   Check out all of your reports before you post XE "post"  the entries. G/L and workorder XE "workorder"  files are updated when you  are sure everything is OK.

If you print checks XE "print checks"  on a PC printer that needs to have the form length set with software, enter "Y" for that prompt.  If you print checks on a printer that is directly attached to your computer it does not matter whether you respond "Y" or "N" to question about setting up the printer.

Is This A Bonus Payroll will allow you to run a bonus payroll.  If you answer “Y” to this option employees that are salaried will be paid the additional amount that you specify.

Allow Direct Deposit will allow you to print checks to direct deposit employees.  If you answer “N” to this option if the employee is a direct deposit employee they will receive a check.


If you want to print the Tax checks or some deduction XE "deduction"  checks, leave the checks on the printer and follow the instructions that are on the screen after you have printed the payroll checks XE "payroll checks"  and told the computer to update.


If you are going to use menu item #7,  Accrue Payroll to G/L,  you need to do the accrual before you print payroll checks XE "payroll checks" .

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 4 – Payroll Checks – Midmonth tc  \l 2 "ITEM\: 4 - Payroll Checks – Midmonth "

This allows you to print midmonth payroll checks.  After the workstation status screen, you are given the following reminder:

 Before running this Payroll, there must be Mid-Month Deductions 

 entered.                                                        

 Are you ready to run Payroll (Y/N) ?                            


If you're ready to run payroll, enter 'Y' and F5 to continue and then you will see the following screen, where you need to enter the 1st check # to print on as well as decide what items should be 'Y' and what items should be 'N':

                            Payroll Run                                   

     Enter 1st Check # To Print On .............................  XXXXX   

     Should All Employees Federal Tax Be 0 (Y,N)................  X       

     Should All Employees State Tax Be 0 (Y,N)..................  X       

     Should All Employees Accrued Vacation Hours Be 0 (Y,N).....  X       

     Should All Employees Accrued Sick Leave Hours Be 0 (Y,N)...  X       

     Should All Employees Accrued Holiday Hours Be 0 (Y,N) .....  X       

     Is This A Bonus Payroll (Y,N) .............................  X       

     Allow Direct Deposit (Y,N) ................................  X       

     Are You going to want to manually change some employees              

     Taxes, Sick Leave, Vacation Leave, or Holiday Leave (Y,N)..  X       

     Do you need to set up Your PC Printer for Form Length when           

     checks are printed (Y,N)...................................  X       

Once you've entered all the information on the screen shown above, press F5 to continue.  You will then see the following screen:

                                                   (Y,N)    a  b    c   d  e  f

PAYROLL CHECK REGISTER . . . . . . . . . . . . . .   Y     00       0 000 00 00

                                                     N     00       0 000 00 00

PAYROLL DEDUCTION DISTRIBUTION . . . . . . . . . .   Y     00       0 000 00 00

                                                     N     00       0 000 00 00

                                                     N     00       0 000 00 00

                                                     N     00       0 000 00 00

                                                     N     00       0 000 00 00

                                                     N     00       0 000 00 00

                                                     N     00       0 000 00 00

                                                     N     00       0 000 00 00

  a=# of copies   b=Printer   c=Lines/Inch   d=Lines/page                      

  e=Chars/Inch    f=Code #                                    Cmd 5 - Continue 
If you put a 'Y' on 'Allow Direct Deposit', you could be given the following message:

  
You have some employees that have direct deposits     

  
that go to different bank accounts.  You can have     

  
the system INCLUDE certain bank accounts by entering  

  
the Frequency Codes to INCLUDE for this payroll.      

  

  
Items with a BLANK Frequency Code are always included.


You are then given the following screen as a reminder and then once you've checked to make sure the employee amounts are correct, enter a 'Y' and press F5 to continue:

                      Payroll Run                           

  Check out the Payroll Register and make sure that all     

  Employee's amounts are the correct amounts.                

  If you respond with a "Y" we will go ahead and print the  

  Payroll Checks,  if you respond with a "N" you will be    

  returned to the menu.                                     

            Do you want to print payroll checks (Y,N)       

                               X


Then, you will see the following screen where you need to make sure the payroll check numbers and amounts are correct and then if you are ready to post, enter a 'Y' and press F5 to continue:

                      Payroll Run                           

  Check out the Payroll Checks and make sure that all       

  the checks printed with the correct amounts and check     

  numbers.                                                  

  If you respond with a "Y" we will go ahead and post this  

  Payroll.         If you respond with a "N" you will be    

  returned to the menu.                                     

  You can leave the checks on the printer & print the       

  Tax & other checks with the next step if you desire.      

            Do you want to post this payroll (Y,N)          



You may get some of the following messages in which you need to fix the problem(s) and/or errors before continuing on.  When you are ready to continue, press F5.

OUTPUT FILE RCMGG18 FOR RECONCILATION IS NOT ON THE DISK  

You have some problems with your transaction codes.          

Get the printout on the printer and update the Transaction   

Codes.  


Then you will be given the following message if you allow direct deposit:

Your Direct Deposit File has been copied to CTITRANS Folder.  


Then you will be given the following message:



The File Name is TNDATA/PDRDPA18 with 0000000005 Records.     

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 6 - Calculate Overtime XE "overtime"  Hourstc  \l 2 "ITEM\: 6 - Calculate Overtime Hours"

Use this to have the computer automatically calculate overtime XE "overtime"  hours.  You tell the computer the dates in a particular week and how many hours in that week.  The computer then will calculate how many overtime hours an employee has and spread them accordingly to the payroll time. Salaried person will not be spread any overtime hours.  If you want a salaried person to have overtime hours you must key in the hours manually.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 7 - Accrue Payroll to G/Ltc  \l 2 "ITEM\: 7 - Accrue Payroll to G/L"

Use this if you want part of a month payroll expense to go into a G/L period that is different than the period that it is paid in.  If you are going to accrue,  you need to run this after the time is entered and before you print payroll checks XE "payroll checks" . 

Let's say you pay bi-weekly, you pay on the sixth of June for one week of May and one week of June.  You would enter the May time in and then run this with a report date of May 31. Any time with a date after the report date you enter is not included.  This will go through and accrue the May expense accounts and credit the payroll accrual and then back the entries out of June.  When you run the payroll everything will go to June but the reverse XE "reverse"  entries will already be there to have Junes expenses netted to the proper amount.  The Workorder XE "workorder"  & G/L files are both updated and reversed. You are asked for the percentage of Salary to spread,  75% would be entered as 075.  This percentage will change each month depending on what percent of the pay period has elapsed at the end of the month.  Hourly employees are not effected by the salary %.  The workstation status screen controls the payroll master that is used to determine the salary and hourly rate for an employee.   If you are accruing to 12/92 then the rate and salary that is in the 1992 payroll master will be used.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 8 – Move/Bring Back Time – Temporarytc  \l 2 "ITEM\: 8 – Move/Bring Back Time – Temporary"

After the workstation status screen, you will need to select from the options given on the next screen, as shown below, and then press F5 to continue:

  This Renames the Current Payroll time to a temporary holding  

  file so that you can run a special payroll.                   

  1) Rename the file so that I can enter some different time    

     and run a special payroll.                                 

  2) I have run the special payroll,  bring back the time       

     I had entered previously.                                  

  What Option would you like to run (1,2)                       

When you select option 1, you will receive the following message:

 You can now enter your special time and run the special payroll. 

 When you are done with the special payroll, you need             

 to run this again with option 2.                                 

Then, when you select option 2, you will receive the following message:

 You are now ready to run regular payroll items.  

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 11 – Key/List Distribution Percentstc  \l 2 "ITEM\: 11 – Key/List Distribution Percents"

This allows percents & companies to be associated with a ‘Distribution Code’.  This is used when entering P/R time and want to spread the line-item amount to more than one G/L Account or multiple companies.  For example: say you had a line item using G/L # 5100.00 and you wanted to spread the amount or hours to G/L Accts 5100.00,  5100.01, 5100.02 and 5100.03.  You would need to setup a distribution code that has a percent for suffixes '01', '02', '03' and a base percent.  Then, use that distribution code to spread the amount or hours.  The result would be four (4) line item entries for G/L Accts.: 5100.01, 5100.02, 5100.03 and 5100.00.  


This allows the last 2 digits (Suffix) for a G/L Account number to be associated with a Distribution Code.  After the workstation status screen, answer the following questions on the next screen and then press F5 to continue:

 Do You Want to ADD/CHANGE Distribution Percents (Y,N)    

 Do You Want to PRINT Distribution Percents      (Y,N)    

Enter up to 15 percents and 14 companies.  Note that the first percent is not associated with a company.  There must be either a G/L Suffix or an Override G/L # and not both, which then allows a line item (for example) to be distributed to multiple Companies and/or multiple G/L Suffixes.
MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 12 – Temporary Time Entry tc  \l 2 "ITEM\: 12 - Temporary Time Entry "

This is not used.                    
MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 13 - Add/Change Employeestc  \l 2 "ITEM\: 13 - Add/Change Employees"

This is where you setup a new employee or change an existing employee. The employee number can be alpha or numeric.  Key in all the pertinent information, be sure to have the correct exemptions, correct state XE "state"  and whether you pay them weekly, bi-weekly,  semi-monthly or whatever the case may be for your company.     For hourly employees there is a standard pay rate, there is also a pay rate to pay before a specified date.  If you have a pay rate change within a pay period,  you would put the new rate in the standard rate and the old pay rate would go in hourly rate, and key in the date the old rate is good up to.   State Codes:

I Idaho


A Arizona

U Utah


B Washington

W Wyoming  

C Colorado

On the second screen you have a place for vacation and sick leave.  Key in the balance  for each employee at the beginning of the year, how many hours they should accrue during each payroll that you run and key in the maximum number of hours an employee can have for your company.  If changes have been made to the employee information that requires pre-notification at the ACH services then enter a “Y” in the Pre-note field..  You also enter an employees account number by deduction XE "deduction"  code, if your company needs this information for credit unions, etc.  

A Cmd-12 will allow you to key in additional bank accounts.  If “Cmd 12-More Bank Accounts” is highlighted then it means there are additional bank accounts.  When entering “More Bank Accounts” you can enter a frequency code.   Frequency code of blanks will be used on every payroll.  You can set up whatever frequency codes you need to.  

Example - You pay every 2 weeks





Use Freq Code

Employee 1 wants $10 sent to bank 1 on the 1st payroll of the month.   


01

Employee 1 wants $15 sent to bank 2 on 2nd payroll of the month. 


02

Employee 1 wants $20 sent to bank 3 on every payroll of the month


  

When the payroll is run you are given the option to include certain frequency codes

On the 1st payroll of the month include Frequency code 01

On the 2nd payroll of the month include Frequency code 02

On the months that have 3 payrolls do not include any frequency codes and only those with blanks will be used.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 14 - Add/Change Deduction XE "deduction"  Codestc  \l 2 "ITEM\: 14 - Add/Change Deduction Codes"

Use this to set up any codes that you want to use in deductions.  Key in the two digit code, what the deduction XE "deduction"  description is and at the bottom you can key in whether or not you want the computer to generate an accounts payable entry.  Example, you have a deduction for a credit union.  If you were to put that credit union vendor number and G/L at the bottom of the deduction code,  when you run payroll it will generate an accounts payable entry that will automatically be updated to the accounts payable system for you.  You also have the option of Yes or No to subtract this deduction from gross pay before calculating taxes.  Make sure that you understand how this works. If there is a question give us a call or give it a No.    A 401K is an example of where you would want to put yes subtract from gross before calculating taxes.  % of Gross is used for deductions that are calculated with payroll.  An employees total gross is multiplied times this percent to calculate what the deduction will be for each payroll.    If you enter a % of gross,  you can also enter % of Gross that company pays.   If you enter a % that the company pays,  that amount will be calculated also when the payroll is run and printed on the report.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 15 - Add/Change Time Codestc  \l 2 "ITEM\: 15 - Add/Change Time Codes"

This is where you set up the various types of time codes XE "time codes"  that you want to keep track of for your employees and that they will see on their check stub.  Same thing applies here that applied to the deductions.   You can deduct some time code amounts before gross pay before calculating taxes.  Once again, use caution with subtracting before taxes.  You also need to tell the computer if this is a sick leave time code or a vacation leave time code.  If you respond "Y" this is a sick leave time code or a vacation leave time code, then the computer subtracts those hours from the appropriate leave time.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 16 - Key Permanent Deductionstc  \l 2 "ITEM\: 16 - Key Permanent Deductions"

You can have up to five permanent deduction XE "deduction"  files depending on what deduction file you want held out on the particular time of the month.  Call up the employee and for the date use 890101.  Do a Cmd 24 and key in the permanent deductions you want held out on an employees check on each given pay period.  When you are through you can get a list to see which deductions you have in which file.  If each pay period in your company remains the same just use deduction file 1.  When you run #1 Payroll time entry XE "time entry" /extension you are asked if want to bring in a permanent deduction file.  If you say yes you are asked for a number between 1 & 5 which correlates to which file you are working with here.  Keep in mind when you bring it into #1 it does not change the permanent deduction file.  Example, someone has a credit union deduction of 50.00. Well, they come in and request you don't take the $50.00 out this time.  You can keep the $50.00 in the permanent deduction file.  When you pull it into #1 the $50.00 will be there.  Once it is in #1 you can go and change $50.00 to $0.00 & nothing will be deducted, but the permanent file stays at $50.00 for the next payroll.  If you have deductions that are a % of total gross, enter the deduction code & the G/L account with 0 Dollars (if you enter an amount, the computer calculates the % amount and adds it to what you have entered), and the dollar amount will be calculated when you print payroll checks XE "payroll checks" .

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 17 - Key Default Timetc  \l 2 "ITEM\: 17 - Key Default Time"

Use this if you have some employees whose time and number of hours for a pay period always goes to the same accounts and/or time codes XE "time codes" .  Key in default time XE "default time"  for a particular employee by entering employee # and 890101 as the date. When you run number 1, if you want to bring in some default time in it will bring in whatever you have in the default time file. You can look at it or make changes on a particular week or pay period.  You can also just put the GL numbers in the default time for a particular employee, then when you pull it in, the GL numbers will be there & you will just have to enter the hours.  When you end this job you also get list of what you have in the default time that you can change if you need to.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 18 - Add/Change Payroll Tax Tablestc  \l 2 "ITEM\: 18 - Add/Change Payroll Tax Tables"

 XE "tax tables" 

Use this to key in the federal and state XE "state"  withholding tables and  the FICA percentages. Enter the percentage method monthly rates.  Even though your company might pay weekly, bi-weekly, monthly, or semi-monthly key in the monthly rates.  The computer takes care of it from there based upon what pay period you have put in for the employee.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 19 – Save/Del. P/R Hist. For a Year tc  \l 2 "ITEM\: 19 - Save/Del. P/R Hist. For a Year "

Use this to save payroll history for a year or delete payroll history for a year.  The first screen you will see is the following.  Enter the necessary information, shown below in bold, and then press F5 to continue.

               Do you want to save a Previous Year P/R History (Y,N) . . . .  X           

 If "Y" then enter the Company # & Year on the next Screen                  

 Enter the Device name     (I1,TC,ETC.) . . . . . . . . . . .   XX          

 Do you want to Delete the files  (Y,N) . . . . . . . . . . .   X           


Enter the workstation status and then F5 to continue.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 20 - Direct Deposit XE "deposit"  Informationtc  \l 2 "ITEM\: 20 - Direct Deposit Information "

Use this to enter the direct deposit XE "deposit"  information that your company uses.     This information should come from your bank.   All the terminology we use on this screen is straight from the ACH Rules manual so bankers should be familiar with what you need since they are banking terms.

Account Types for Payroll,  employees will have either  22 (checking acct)  or 32 (savings acct).  If your bank requires you to send an offset entry you will use 27 for your  company amount.

Account Type for Billing, customers will have either 29(checking acct) or 37(savings acct).  If your bank requires you to send an offset entry you will use 22 for your  company amount.

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 21 - Create Prenote Filetc  \l 2 "ITEM\: 21 - Create Prenote File"

Use this to create a pre-notification file.  This looks at the payroll master and checks to see if any employees have  a “Y” in the pre-note field (see menu option #13).  If there are employees to pre-note then the computer will show you a message window displaying the name of the file that you will need to use.  The file will automatically be downloaded to the CTITRANS folder for you.  You will receive a printout of the raw data that is contained in the file.  If you get a message about transaction codes being incorrect, you will get a printout showing the transaction codes in question.  We have designed the program so that if you get this message the pre-note file is still generated and can be used. 

MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 22- Give Employee New Numbertc  \l 2 "ITEM\: 22 - Give Employee New Number"

Use this to change an existing employee # to a new employee #.  You will key in the old employee # and the new employee #.  When Cmd 5 is keyed the old employee # will be deleted and the new will be added.  All of the history files will be updated to the new employee #.
MENU: PRMEN1 - Payroll

PRIVATE 
ITEM: 23 - Payroll Reportstc  \l 2 "ITEM\: 23 - Payroll Reports"

This takes you to menu PRMEN2

PRIVATE 
MENU: PRMEN2 - Payroll Reportstc  \l 1 "MENU\: PRMEN2 - Payroll Reports"
PRIVATE 
ITEM: 1 - Pull out Payroll data by Datetc  \l 2 "ITEM\: 1 - Pull out Payroll data by Date"

This goes through your payroll history files and pulls out the data for a given time period that you specify.  It creates file that are used in the following reports.  It creates a PX4 & a PX3 file of the data for the time period specified.  You can also have it create a PZ4 & a PZ3 file.  The PX files are considered current period files. The PZ files are considered Y-T-D files.  If it is September and you want to create a second quarter report,  you would run this and use the dates of 910101 & 910630 and tell computer to consider this Y-T-D.  You would then run this again with dates 910401 & 910630 and not consider this Y-T-D.  You would then run a quarter report & use PZ file as Y-T-D file and PX file as period file.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 2 - Payroll Labor Distributiontc  \l 2 "ITEM\: 2 - Payroll Labor Distribution"

This prints  Labor Distribution report.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 3 - Payroll Wage/Tax Summarytc  \l 2 "ITEM\: 3 - Payroll Wage/Tax Summary"

This prints a summary of employee's wages and taxes.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 4 - Payroll Leave Summarytc  \l 2 "ITEM\: 4 - Payroll Leave Summary"

This prints leave report by employee.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 5 - Payroll Time Code Summarytc  \l 2 "ITEM\: 5 - Payroll Time Code Summary"

Prints a summary by time code.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 6 - Payroll Deduction XE "deduction"  Code Summarytc  \l 2 "ITEM\: 6 - Payroll Deduction Code Summary"

Prints a summary by deduction XE "deduction"  code.  Also creates a special Pension file for companies that need it.  If your company does not use the special pension file,  just hit enter when you are asked for a special pension code.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 7 - Quarter Reportstc  \l 2 "ITEM\: 7 - Quarter Reports"

Prints quarterly reports.  Your options are Federal Unemployment, State XE "state"  Unemployment, or State Workman’s Compensation.  You select which order you want report in.  Employee Number order, Employee Name order, or Social Security XE "security"  # order.  Use #1 above to select the data that will be used for the current quarter.  If may also need to use #1 above to generate a Y-T-D file.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 8 - Savings Account Deposittc  \l 2 "ITEM\: 8 - Savings Account Deposit"

 XE "deposit" 

Prints the Savings Account Deposits report for payroll deductions that you have keyed in savings accounts on the second screen of payroll master.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 9 - W2'stc  \l 2 "ITEM\: 9 - W2's"

Print W2's at year end.   You can change any information you need to before W2 is printed.  This can be run as many times as you need to,  you can print them out on regular paper before actually printing the W2's to check them out.    The programs are designed for single wide,  2 W2’s per page.   Usually you will order continuous twin sets that have 2 sets of 3 copies each or laser forms that have 2 W2’s per page.


Before Running W2’s you need to run the following reports (using the “H” files for entire year history) from your Payroll Report menu:


#3   Payroll Wage/Tax Summary


#6   Payroll Deduction Code Summary


On the Workstation Status screen enter the G/L Year for the year you want to process.  For example, if the year is 1995 that the W2 are needed then enter 95 as the G/L Year, press Cmd 5.  


The 1st time you run this for a year you will be asked if you want to key in some deduction XE "deduction"  codes to put on the W2’s.  See note below on W2A for info about answering question about keying in deduction codes.   See note below on W2B for info about answering question about which boxes to put total gross in.


When you run this after the 1st time you will see how many records are in your W2 file.  If you want to use this file,  respond ‘Y’.  If you want to delete this file and reload the data from you payroll history respond ‘N’.  If you respond ‘N’ it is just like running this for the 1st time.

For Box 12, if you need AA code you will enter a # and the system will convert to AA.  If you need BB code, you will enter a @ and the system will convert to BB.  The AA and BB will be printed on the W2 form.

For Box 14, you enter the code and the amount.  When the W2 is printed, the description (which you control) is printed instead of the code, if there is no description, only the code will be printed. To enter the codes and the descriptions, there will be a question if you want to Change Descriptions for Box 14, respond 'Y'.

When the W2 file is created you will see the employer XE "employer"  info on the screen,  make any corrections and press enter twice.  You can then call up any employee that you need to make changes to by entering the correct employee #.  Make any changes and press enter twice.   Press F3 after all changes are made.  

When you are ready to print W2’s be sure to enter the state XE "state"  code that you want to process or leave blank for all states, be sure that the state code is the same state as what you entered on the previous screen on the employer XE "employer"  information.  You will also need to select what type of forms you are printing on.  Select option ‘X’ for Laser (AFP) with line adjustments.  On the screen with the W2 adjustments the default of 0 should work on most printers.  If needed you can adjust the top and bottom portion of the W2, you can move the lines Down (up/down) and Over (left/right).

W2A Note

If you want to key in some deduction XE "deduction"  codes enter a ‘Y’ and press Cmd 5.  This gives you total control of what deduction codes you may want to print on the W2.   A deduction code can be added to or subtracted from as many W2 boxes as you need to.    When keying what deduction code goes to which W2 box remember that box 13 & 14 need a code.  When keying in deduction codes,  press F9  to enter a new line. 

Box 14 Code Z will print SEC 125 instead of the Z

Example - you want payroll deduction XE "deduction"  code 12 added to box 01 and to box 13 with code A.


You would key in:

      Cmd 9 ‑ enter new line        (A,S)         

  Deduction XE "deduction"      W2         Box #    Add or        

    Code      Box #         Code   Subtract       

     12           1                    A          

     12          13          A         A 

Cmd 3 - Exit.

W2B Note

You will need to look at the  print out  with the heading “PSUML1-WAGE/TAX SUMMARY”.  This is menu item 3 on the payroll reports menu.  Use this report to see what your gross pay is  and what your taxable gross is for Federal & State XE "state" .  You need to be familiar with W2 reporting laws and how you handled the various deduction XE "deduction"  codes in W2A note to know how  to answer this question.   Your accountant should be able to help you out if you have complicated situations.  If you have no 401k plans and do nothing with deductions under W2A note, you should be able to respond ‘Y’

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 10 - Payroll Truck Summarytc  \l 2 "ITEM\: 10 - Payroll Truck Summary"
This allows you to print out reports based upon the activity of your trucks.  First you will be asked to select what type of report you would like.  Your options are:

1 - TRUCK SUMMARY BY G/L ACCOUNT 

2 - TRUCK SUMMARY BY TRUCK #

Option 1 - Truck Summary by G/L Account:

If you select option 1 you will get a workstation status screen.  Following the workstation status screen you will be asked the following question:

WHAT FILE DO YOU WANT TO USE  (USUALLY PH4xxzz     PX4xxzz)

In the file name the ‘xx’ represent your company number and the ‘zz’ represent the year.  So if your company is ‘01’ and the year you want is ‘96’ then you will see PH40196 and PX40196.

The next question you will be asked is:

DO YOU WANT A SEPARATE PAGE FOR EACH W/O (Y,N)

If you want a separate page for each W/O then enter a ‘Y’.  If you enter a ‘Y’ you will see 2 reports.  One will have all the W/O’s on separate pages the other report will be a summary of truck activity.

Option 2 - Truck Summary by Truck #
If you select option 2 you will get a workstation status screen.  Following this screen you will be asked which file you want to use.  (See example under option 1 for file names).  After selecting which file you want to use you will get one report sorted by truck numbers

.

***NOTE:  Option 2 does not have the option to have each W/O printed on a separate pages.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 11 – Labor Distribution - Detailtc  \l 2 "ITEM\: 11 – Labor Distribution - Detail"

This gives you the labor distribution detail.  After the workstation status screen, enter the file you want to use and press F5 to continue.  

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 12 – Payroll Deductions % of Grosstc  \l 2 "ITEM\: 12 – Payroll Deductions % of Gross"

When you print your payroll checks and deductions made that are a % of employee gross, these amounts (PDDCL1) are saved in a file.  This gives you the capability of printing summary reports of these amounts.  

When you select this option, you will be asked which file you want to use.  The main file is PH5xxyy. This uses the same concept as your other reports where you use the PH for entire history or PX/PZ if you have pulled out entries by date.


When you are already several weeks into the year and you have already run some payroll checks, this option will not give you an accurate report for the entire year.  If you want to manually enter amounts from prior payroll runs you can do this with DFU.  This is how you would do it if you want to manually key in some info from previous payrolls

1. On a command line key: STRDFU.

2. Select: 5. Update data using temporary program 

3. You will get this screen (You will have values instead of the X’s):

Data file . . . . . . . . .     XXXXX          Name, F4 for list                 Key: PH5xxyy (xx=co#,yy=year)

Library . . . . . . . . .       XXXXX        Name, *LIBL, *CURLIB              *CURLIB      

Member  . . . . . . . . . .   XXXXX         Name, *FIRST, F4 for list            *FIRST

(You have to press enter twice)

4. You will get this screen:

WORK WITH DATA IN A FILE                       Mode . . . . :   CHANGE    

Format . . . . :   PH5RA                                        File . . . . :       PH5xxyy  

*RECNBR:_____________

F3=Exit                 F5=Refresh               F6=Select format    

F9=Insert               F10=Entry                F11=Change                                                                            

You are in CHANGE mode using file PH5xxyy. Select F10 to Enter new records.

5. You will get this screen:

      WORK WITH DATA IN A FILE                       Mode . . . . :   ENTRY       

      Format . . . . :   PH5RA                                        File . . . . :      PH5xxyy     

     EMPLOYEE:                        ________                (If less than 5 long, key leading blanks)                                                            

     G/L YEAR:                           __                                                            

     G/L PERIOD:                       __                                      

     G/L CENTURY:                   _                               (Key ‘2’)                    

     EMP GROSS:                       ____________          xxxxxxx.xx                                

     REGULAR HOURS:            ____________          xxxxx.xx                                        

     OVERTIME HOURS:          ____________          xxxxx.xx                                         

     EMP %:                                 _________                .xxxx                     

     EMP AMT:                           ____________          xxxxx.xx                               

     COMP %:                              _________                .xxxx                       

     COMP AMT:                         ___________           xxxxx.xx                               

     DEDUCTION AMOUNT:    _____________        xxxxx.xx                                                   

     DEDUCTION CODE:          ____                                                   

     FILLER:                                _____________________________________   (Don’t key anything)

Note that you are now in ‘ENTRY’ mode with the same file.

Most of these fields are clear what you should key into them.  See notes next to the fields above for special instructions. Get your PDDCL1 reports from your payroll runs for this year and enter the data in here.  Key in the data for one employee and press ‘ENTER’.  This adds the record and gives you a blank screen to add more.  When you have entered all the data you want to, do F3 several times until you get back to a regular menu.  This generates a report of what was added that you can review.


You can at this time run the new report to verify that the amounts you have entered are correct.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 13 - Change Period for Checkstc  \l 2 "ITEM\: 13 - Change Period for Checks"

Use this option to change the period for a group of checks.  You can enter the from and to check # that you want to change.  All checks that are between these ranges will be changed to the period you entered on the work station status screen.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 14 – Create OMNIPLUS Payroll Filetc  \l 2 "ITEM\: 14 – Create OMNIPLUS Payroll File"

In regard to OMNIPLUS Payroll Reporting: To pick up the 401K and Loan Payment amounts, you need to go to each deduction code that is one of these 2 deductions and key a "Y" in the appropriate field. Key a "Y" in 401K or Loan. To create the file, use this option #14.  You will get a Work Station Status Screen.  Make sure on this screen you key the Year, Period and Payroll date you want to report. On the next screen, enter your user name, company name, and password and press F5 to continue.  On the next screen, decide if you want to report all batches and report all employees and press F5 to continue.  This builds the file and copies it to CTITRANS or whatever folder you are using.  The PC file name in your folder will be "POMNIxx.TXT".  "xx" will be your company number.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 19 – Key Employee/Customer #tc  \l 2 "ITEM\: 19 – Key Employee/Customer #"

Use this to enter employees and associating customer #'s.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 20 – Key Comp Time Beginningtc  \l 2 "ITEM\: 20 – Key Comp Time Beginning"

After the workstation status screen, enter the employee and the beginning comp time.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 21 – Spread payroll by Statetc  \l 2 "ITEM\: 21 – Spread payroll by State"

After the workstation status screen, select from the options given on then next screen, as shown below, and press F5 to continue:

 Select option to run                     

 1 = Spread by assigned payroll state %   

 2 = Spread by KWH used %                 


After selecting an option, enter what file you want to use on the next screen.  Make sure you have pulled out the correct month to the PX file before you press F5 to continue on.  

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 22 – Pull 416 Items to Ticketstc  \l 2 "ITEM\: 22 – Pull 416 Items to Tickets"

After the workstation status screen, you are given the following message:

 This uses the PX4coyr  file that is created when       

 you pull out payroll entries by date on the payroll    

 report menu.   When you run the pull by date,  select  

 Q-T-D files so it makes the PX4 file to use.           

 Have you already pulled out by date (Y,N)                           


If you enter 'N' and then press F5 to continue, you are returned to the Payroll Reports menu.  Also, if you enter 'Y' and have not pulled by date, you are given a message that the file could not be found and then F5 returns you to the Payroll Reports menu.

MENU: PRMEN2 - Payroll Reports

PRIVATE 
ITEM: 23 – Goto Payroll Menu #3 tc  \l 2 "ITEM\: 23 - Goto Payroll Menu #3 "

This takes you to menu PRMEN3
PRIVATE 
MENU: PRMEN3 - Payroll Menu #3tc  \l 1 "MENU\: PRMEN3 - Payroll Menu #3 "
PRIVATE 
ITEM: 1 – Combine Multi Company Masters tc  \l 2 "ITEM\: 1 – Combine Multi Company Masters "

Use this to combine multi-company masters.  After the workstation status screen, you need to enter the payroll companies to combine and then press F5 t o continue as shown below:

        Combine Payroll Masters       

  Enter Payroll Companies to Combine  

        00  00  00  00  00            

        00  00  00  00  00            

 PRIVATE 
MENU: INMEN1 - Inventorytc  \l 1 "MENU\: INMEN1 - Inventory" 

PRIVATE 
ITEM: 1 - Inventory Additions Paid $tc  \l 2 "ITEM\: 1 - Inventory Additions Paid $"

You can add to inventory either here or on the accounts payable entry menu.  You key in a ticket number, an inventory number, the quantity purchased, the total value you paid and a description, if so desired, to help cross reference to the quantity on hand XE "on hand" .  Each time you make an inventory addition XE "inventory addition"  or a withdrawal the average cost for that item is updated.  If the quantity goes to zero the latest average cost is kept in the file for future reference.   Quantities are entered as positive numbers.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 2 - Key Inventory Withdrawals-Usagetc  \l 2 "ITEM\: 2 - Key Inventory Withdrawals-Usage"

Use this to record items that you use out of inventory for in-company use such as work orders, expense etc.  You key in the ticket number, stock number, quantity, the GL account you want it to go to and the work order number if necessary, the close GL account that is associated with that work order if you desire, and the number of items you are using.  The computer then multiplies the unit cost XE "unit cost"  time the quantity to get the total cost for that item. You can change the unit cost on this screen.  If you put an N in auto it means "No" do not automatically use the unit cost from the inventory file.  If the inventory file has zero unit cost you must key in a unit cost and then a N in the auto so the computer can figure the cost. Use CMD 12 to enter footage count from cable reels.  The current cable footage is subtracted from the previous cable footage to calculate the quantity used.  Cmd 5 from the cable footage screen updates the inventory file with the current cable footage. Once the previous cable footage has been pulled in from the inventory master, it is not pulled in again unless you blank out the previous cable footage field. You will then get a list of what you have entered. If you go on it then updates the inventory quantity and amount.  Quantities are entered as positive numbers.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 3 - Key Inventory Withdrawals-Soldtc  \l 2 "ITEM\: 3 - Key Inventory Withdrawals-Sold"

Use this to record items that you use out of inventory and sell.  You enter a ticket #, a phone # if you are going to bill for it, or a name if no phone #. You enter state XE "state"  #.  Enter the stock #, quantity, and state tax XE "state tax"  code (used for sales tax).  The unit resell XE "unit resell"  amount will come out of the inventory master unless you enter "N" in auto and then the computer will use the unit selling amount that you enter.  Use CMD 24 to change the unit cost XE "unit cost"  and the G/L accounts if you need to.  The inventory is updated.  The G/L is updated with both the sales side and the cost side.  The entries with a phone # are added to screen 4 of the billing screen.  Quantities are entered as positive numbers.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 4 - Calculate Resell Pricetc  \l 2 "ITEM\: 4 - Calculate Resell Price"

Use this to update the unit resell XE "unit resell"  price on the inventory master file.  You need to run this whenever you want the resale price to be updated.  Some companies might want to do this daily, some weekly, some monthly, the option is yours.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 5 - Key Inventory Salestc  \l 2 "ITEM\: 5 - Key Inventory Sales"
When you go into “Key Inventory Sales”  you have the following options:

Phone:

Required if Payment XE "payment"  Method is BL but can be entered with other payment methods.

Name:

Will use name from phone # if entered,  or you can key in a name if needed.

Payment XE "payment"  Method:
CC
Credit Card

not added to screen 4 or Misc. Billing




CA
Cash


not added to screen 4 or Misc. Billing




CK
Check


not added to screen 4 or Misc. Billing




BL
Bill


Add to Screen 4 & requires a valid Phone #




MB
Bill


Add to Misc. Billing & requires a valid Cust #

Company:
Still working on,  you probably do not need to use this.

Customer #:
Required if Payment XE "payment"  Method is MB.

To charge sales tax,  enter that state XE "state"  tax XE "state tax"  district code in the Tax Cd column.

When billed entries are added to Telephone Billing screen 4 or Misc. Billing Other Charges they are added with the total sales amount, which includes sales tax.  Make sure that you do not tax these items again.  The inventory system takes care of sales tax not the billing system.

Use G/L menu item 12 “Key Master Accounts” to set up the tariff code XE "tariff code" s that are used for Screen 4 Tariff Code and Misc.Billing Billing Code.   Do not tax these tariff codes again.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 6 - Pull Inventory Salestc  \l 2 "ITEM\: 6 - Pull Inventory Sales"

This can be run when all inventory sales are completed.  It will post XE "post"  all the inventory and print out reports showing the accounts that were credited or debited.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 7 - Inventory Location Change tc  \l 2 "ITEM\: 7 - Inventory Location Change "

Use this to change inventory locations.  After the workstation status screen, enter  '1' to change location only  and '2' to change inventory number and location and then specify if you want a printout or not of the transfer  If you selected '1'  to change location, then enter the following information shown in bold and then press F5 to transfer the item.  When you are finished transferring inventory items, press F3 to return to the inventory menu.

            Inventory Transfers           

    Inventory # . . . . XXXXXXXX                  

    UPC Number. . . . . XXXXXXXXXXXX                  

    From Location Code. XX                

    To Location Code. . XX                

    Qty to Transfer . . XXXXXXXX

    Qty On Hand . . . .      0           

    Serial Number . . . XXXXXXXXXXXXXXX

    Electronic Serial # XXXXXXXXXXXXXXX
    From Inventory Seq# 00000             

    To Inventory Seq# . 00000             

    Tracking Number . .                   

   F5-Transfer Item  F12-Inv. Detail      

If you selected '2' to change inventory number and location, then enter the following information shown in bold and then press F5 to transfer the item.  When you are finished transferring inventory items, press F3 to return to the inventory menu.

       Transfer to Different Inv #       

   From Inventory #. . XXXXXXXX      

   From Location Code. XX                

   From Inventory Seq#              

   From Serial Number. XXXXXXXXXXXXXXX                  

   From Elect Serial # XXXXXXXXXXXXXXX                  

   From UPC Number . . XXXXXXXXXXXX                  

   Qty On Hand . . . .                  

   To Inventory #. . . XXXXXXXX                  

   To Location Code. . XX                

   To Inventory Seq# . 

   To Serial Number. . XXXXXXXXXXXXXXX                  

   To Elect. Serial #. XXXXXXXXXXXXXXX                  

   To UPC Number . . . XXXXXXXXXXXX                  

   Tracking Number . .                   

   Qty to Transfer . . XXXXXXXX   Auto   

   Unit Cost . . . . . XXXXXXXXXXX  X                  

   Total Cost. . . . .                   

   F5-Transfer Item  F12-Inv. Detail     

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 8 - Inventory Additions on Handtc  \l 2 "ITEM\: 8 - Inventory Additions on Hand"

Use this to key in inventory addition XE "inventory addition" s to on hand XE "on hand" .  If you are using only paid for quantity you do not need to run this item.  When an item comes in the door you enter ticket number or PO number (whatever works best for your company) the stock number, the quantity and the description if you desire.  The on hand quantity is then updated.  Quantities are entered as positive numbers.

Uintah Basin Only - calls procedure INOHK1

Procedure JINOHKY looks for the file UINTAH if it is found then INOHK1 is run.  You will see workstation status then you will be asked to enter the ticket number.  You will then be able to key in Inventory number; UPC, Serial Number, ESN, Qty Add, and Department/Location.  By putting a P above the column that means protect that column so the cursor will not be able to be positioned there.  Press cmd 12 to change the default department/Location.  Press cmd 10 to spread the detail.  Press cmd 2 to see the detail items.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 9 - Match Paid for Qty to Onhandtc  \l 2 "ITEM\: 9 - Match Paid for Qty to Onhand"

Use this to help find any differences that might come up between the paid for quantity and the on hand XE "on hand"  quantity.  This goes through both files and matches entries by inventory # and quantity. You can select whether to print all entries or just those without a match.  If you want to match only a given month or months, you can run #17 first to create the IX files from the IH files for the months that you want to match.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 10 – Make Master Onhand Match Detailtc  \l 2 "ITEM\: 10 – Make Master Onhand Match Detail"

Use this to make the on hand quantity in the inventory master match the on hand quantity in the inventory detail file.  This will probably only be used when you are starting out or have major changes where the detail file is out of sync with the Inventory Master.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 12 – Special Inventory tc  \l 2 "ITEM\: 12 - Special Inventory "

Use to enter special inventory items.  After the workstation status information you are given a list of special inventory items already entered and from there can change (2) or add (2) index records.  If this is your first special inventory entry or you are adding one, you need to enter the inventory index # and then press 'Enter', where you enter product group, description, and vendors.  

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 13 - Key Inventory Mastertc  \l 2 "ITEM\: 13 - Key Inventory Master"

Use this enter inventory/stock numbers and their descriptions. Each inventory number has an eight digit number that can be alpha numeric.  You then key in the description, part #, G/L Account (1-5) number that is associated with a particular G/L Account, type code, is used for assigning same type of things.  The other items are used for economic order quantities, if you do not use economic quarter quantities just leave them blank or zero and the computer will accept as is. Resell Markup is a % of markup from unit cost XE "unit cost"  or enter 999 and enter the Unit Resell XE "unit resell"  Amount.  Cable footage start, end, and current is used for keeping track of how much cable is used off of a reel. When you initially set up a cable reel the start & current would be the same number. No Cost item, key in "Y" if this item is a something such as Labor that you want to put on an invoice and that has no avg. cost.   Special Cost G/L is used when  invoicing sold items,  key in a special cost G/L Acct if you need one.  Usually the standard cost g/l will be fine.    Special Revenue G/L is used when invoicing sold items,  key in a special revenue G/L Acct if you need one.  Usually the standard revenue g/l will be fine.  Print 10% Price change is used when printing an inventory master list.  If you key in a "N" it will not be flagged for the unit cost of last addition being higher or lower by 10% of the unit cost.  When you do an inventory addition XE "inventory addition" ,  the "N" is removed so that you can be flagged to recheck that the price is still OK.  You can do a CMD 12 & change the inventory quantity, & amount.  If you make changes to quantity or amount, no g/l entries are made and no tracks are kept to use caution.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 14 - List Inventory Master Listtc  \l 2 "ITEM\: 14 - List Inventory Master List"

Use this list out the Inventory master file in various orders, depending what your needs are.  A "U" by minimum qty means that the quantity on hand XE "on hand"  is under the minimum qty you have entered. A "O" by maximum qty means that the quantity on hand is over the maximum qty you have entered.  A "*" by quantity on hand means that paid for qty is different.   A "*" by unit cost XE "unit cost"  means that the unit cost is 10% over or under the unit cost of the last amount added.   You can go into #13 and key in a "N" on the "Print 10% Price Change ",  if you key in a "N" the * flag will not print again until there is another inventory addition XE "inventory addition"  for this item.  

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 15 - Change Inventory Stock #'stc  \l 2 "ITEM\: 15 - Change Inventory Stock #'s"

Use this to change the stock number of an item.  This deletes the old # and adds the new number along with the data associated with the old number.  This also changes the history file records.  It does not change any of the in process files, such as A/P entry, Inventory addition XE "inventory addition" s, or Inventory withdrawal XE "inventory withdrawal" s. 

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 16 – Inquire Inventory Mastertc  \l 2 "ITEM\: 16 – Inquire Inventory Master"

Use this to inquire the inventory master.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 17 - Pull History by Specified Datetc  \l 2 "ITEM\: 17 - Pull History by Specified Date"

Use this to pull out the detail inventory detail for a specified period of time.  You enter a from date (YYMMDD) and a to date (YYMMDD).  Entries are pulled based upon the year and period that they are entered into the G/L.  Three data files are created with your data to be used to print out. IX1co has additions in, IX2co has withdrawals, IX3co has additions to on hand XE "on hand"  quantity.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 18 - List Inventory Historytc  \l 2 "ITEM\: 18 - List Inventory Detail"

Use this to print out inventory history detail.  You enter a file name that you want to use.  You can use either the history files or the files that you created using #17 above.

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 21 – Print Inventory Bar Codestc  \l 2 "ITEM\: 21 – Print Inventory Bar Codes"

Use this to print inventory item numbers on labels as bar codes.  A Printer that can print bar codes is needed.  There are 2 (two) ways to pick which inventory number/s to print.  The 1st way is;  From the START1 (main menu), enter #7, then #21, 'Print Inventory Bar Codes', then select option #1, 'Print Bar Code Labels for All Inventory Numbers'.  This will print all the inventory numbers as bar codes.  The 2nd way; is to enter an 'L' on the inventory inquiry window next to the inventory number, this can be done multiple times while on this window.  Using this method, you will be notified that there are inventory numbers to print, go to the inventory menu and enter #21, then select option #L, 'Print Bar Code Labels for Selected Inventory Numbers'.  this will print only the inventory numbers that you had selected from the inquiry window. 

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 22 – List Warranty/Replacementstc  \l 2 "ITEM\: 22 – List Warranty/Replacements"

Use this to 'ADD' a history warranty/replacement record.  Enter the workstation status information, how you want the file sorted and any special selection criteria.  When the list is displayed, enter a '9' to 'ADD' new warranty/replacement information.

A valid Inventory Number must be entered, a G/L Period between 1 and 12 must be entered and a Description must be entered.


MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 23 - Search Serial Numberstc  \l 2 "ITEM\: 23 - Search Serial Numbers"

This will search the History Detail File for either an inventory number, serial number or an electronic serial number.  A Cmd 12 will allow you to search the Customer File for either the serial number or the electronic serial number.  Both programs give you the ability to convert the electronic serial number from either hex to decimal or decimal to hex. Cmd 1 will convert from Hex to Decimal and Cmd 2 will convert from Decimal to Hex. When changing the number from decimal to hex you need to enter 11 digits.  If you want to change the number 123 to hex, you will need to enter 00000000123.  You must enter the zeros.  In order to get the correct results when changing from hex to decimal you must enter 8 digits.  For example if you want to change the number 6F to decimal you must enter 0000006F

MENU: INMEN1 - Inventory 

PRIVATE 
ITEM: 24 – More Inventory Optionstc  \l 2 "ITEM\: 24 – More Inventory Options"

This will take you to more inventory options

PRIVATE 
MENU: INMEN3 – Inventory Menutc  \l 1 "MENU\: INMEN3 – Inventory Menu"

PRIVATE 
ITEM: 1 – Key/List Staking Codestc  \l 2 "ITEM\: 1 – Key/List Staking Codes"

Use this to key in and list the staking codes.  After the workstation status, key in the staking code you want to work with or if you are finished, leave the staking code blank.  Then press F5 to continue.  You can enter the following information on the next screen and then press F3 when finished.

                          Staking Code     

 Staking Code       
                           

 Cmd 9 - Enter New Line     Cmd 3 - Exit   

                      Sort                 

 Inv Code  Qty  Cde   Order                


Once you finished with the staking codes, decide if you want a listing and then press F5 to continue.

MENU: INMEN3 – Inventory Menu

PRIVATE 
ITEM: 2 – Print Customer Ticketstc  \l 2 "ITEM\: 2 – Print Customer Tickets"

Use this to print customer tickets.  After the workstation status screen, enter the code you want to print and then F5 to continue.  Then you can select one of the following options and then press F5 to continue:

1 - Print list of Tickets & Customer Tickets  

2 - Print only list of Tickets                


If you select option '1', then check the print out and decide if you want to add these entries to billing or G/L.  If you enter  'Y' and F5 to continue, you are then asked if you want to run the programs to update the inventory.  This is the same as #6 on the inventory menu. It is safest to respond 'Y' since the system keeps track of what is posted and what is not posted.  If you select option '2', the program is run and then you are returned to the Inventory Menu.

MENU: INMEN3 – Inventory Menu

PRIVATE 
ITEM: 3 – Key/List Quotestc  \l 2 "ITEM\: 3 – Key/List Quotes"

Use this to key or list quotes.  After the workstation status screen, enter the quote and press field +.  Enter all the necessary information on the next screen and then press 'Enter' twice to save the quote and then F3.  When you have finished entering all the quotes, answer 'Y' to the question 'Are all entries made' and press F5 to continue.  Then you will be given the following screen where you need to decide what you want in the places shown here in bold and then press F5 to continue:

 Do you want a List (Y,N) . . . . . . . . . . . . . . . . .     X   

   If Y Do you want Cost To Print (Y,N) . . . . . . . . . .     X   

   If Y Do you want Selling Price to Print (Y,N). . . . . .     X   

 Do you want Staking Inventory Detail to print (Y,N). . . .     X   

MENU: INMEN3 – Inventory Menu

PRIVATE 
ITEM: 4 – Key Inventory Salvagetc  \l 2 "ITEM\: 4 – Key Inventory Salvage"

Use this to key inventory salvage.  After the workstation status screen, enter the salvage ticket # and press field +.  Enter all the necessary information on the next screen and then press 'Enter' twice to save the salvage ticket and then F3.  When you have finished entering all the salvage tickets, answer 'Y' to the question 'Are all entries made' and press F5 to continue.  Then you will be reminded to make sure you have checked out all reports before you decide if you want to update the inventory with these amounts.  

MENU: INMEN3 – Inventory Menu

PRIVATE 
ITEM: 5 – Convert Hand Held Datatc  \l 2 "ITEM\: 5 – Convert Hand Held Data"

Call CTI if you are using hand helds and want to be setup for this.

MENU: INMEN3 – Inventory Menu

PRIVATE 
ITEM: 6 – Year End Physicaltc  \l 2 "ITEM\: 6 – Year End Physical"

You can adjust Quantity-on-Hand, Paid-for-Quantity and Unit Cost. Changes are only made to the Master Item record.  Note, that if there are any changes, then the total value changes too.  Take advantage of the reports that can be generated from this process, these will help you with getting the quantities correct.  The concept for this is you will stop all inventory processing,  count your inventory,  run this procedure which makes a copy of your existing Inventory Master that you can then change the quantities to match your actual.  You can then run lists to verify that your new quantities and $$ value is what it should be.   Once everything matches your physical count, you can update the file and these quantities and amounts will override your previous quantities and amounts. You will need to change the Inventory Detail file also if you are doing inventory by location or serial #.  No G/L entries are made.  It is your responsibility to adjust your G/L with journal entries.  Once you update, you can then proceed to process inventory.


This process should only be done when there will be NO Inventory Activity for a specified period of time which you will determine.  Enter workstation status information.  To change quantities, answer the question 'Do You Want to Key in Year End Physical Inventory' with a 'Y', then enter the Item # to change.  To get a list of all inventory items, answer the question 'Do You Want a List of Year End Inventory' with a 'Y'.  This report has the item quantities that were made from any changes.  To get a list of Master to Detail differences, answer the question 'Do You Want a List of Differences between Master & Detail' with a 'Y'.  If Details are being used, and if any changes need to be made to a Detail, use #13 on the Inventory menu.


When you are absolutely sure that all quantities are correct, then and only then, answer the question 'Do You Want to update the year end physical inventory' with a 'Y'.  Note: this question is only displayed when a listing of Year End Inventory has been generated.    You will use these reports to know what G/L entries to make.

PRIVATE 
MENU: WOMEN1 - Work Order/CPRtc  \l 1 "MENU\: WOMEN1 - Work Order/CPR"

 XE "cpr" 
PRIVATE 
ITEM: 1 - W/O Maintenancetc  \l 2 "ITEM\: 1 - W/O Maintenance"

Use this to set up a new work order or change an existing work order.  It can be a seven digit alpha or numeric field.  Then key in the various data you need to set up this new work order.   Make sure you tell the computer whether it is a construction or a retirement work order.  Type code can be used to designate certain types of workorders.  You might want to use a type code for fiber projects, another type code for buried cable projects, etc.  When you use the  payroll spread program you can have the computer omit a particular work order type code.  At workorder XE "workorder"  closing time, the type code is used for exempt material XE "exempt material"  & Supervisor labor XE "supervisor labor"  if your company uses those items. 

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 2 - List W/O Mastertc  \l 2 "ITEM\: 2 - List W/O Master"

Use this to print out the open Workorders.  You can get a detailed list, or just a summarized list.  You can also print the closed workorders or a combination of open and closed workorders.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 3 - List W/O Detailtc  \l 2 "ITEM\: 3 - List W/O Detail"

Gives you a detail of what items have gone into a work order. You can get your list either in the order it was entered into the file or by work order number.  You can also select the work order that you want to print.  You can select open or closed workorders.  You can also print a new page for each work order.  This option only works, however, on the sort option by work order.  You can select just data for certain periods that was pulled out using # 7 below.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 4 - Exempt Material/Supervisor Labortc  \l 2 "ITEM\: 4 - Exempt Material/Supervisor Labor"

Use this to key in G/L accounts & percentages to spread to a W/O at W/O closing time, based upon Workorder XE "workorder"  type.  When a workorder is closed that matches the workorder type the follows happens:


If Supervisor Labor, the labor is multiplied times the percent & debited to the W/O and credited to the G/l account you have entered.


If Exempt Material, the material is multiplied times the percent & debited to the W/O and credited to the G/l account you have entered.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 5 - Close out XE "close out"  Workordertc  \l 2 "ITEM\: 5 - Close out Workorder"

 XE "workorder" 
On GMENU1 option #12 “Key Master Accounts” on screen 7 you will see the question:


Close Workorder XE "workorder"  to the Close G/L Account   Y,N   X


Depending on the answer you have in this question will determine the spread.  A ‘Y’ will spread amounts to each CPR XE "cpr" # or G/L Account.  A ‘N’ will spread the amounts to all entries regardless of the different CPR#’s or G/L account numbers.

If you have a ‘Y’ in this question when you run # 5 Close out XE "close out"  Workorder XE "workorder"  you will be asked the question:

What 2000.00 Account Do You Want The Entries Without A Close

Account To Go To.                                           

                        2113.00                             

     Cmd 5 - Enter

The account number that is placed in this field is the account number listed as the “Default Close G/L” found in the workorder XE "workorder"  maintenance.  All entries without a close G/L account will close to the account that you place in this field.

Use this to close out XE "close out"  all Workorders.   You enter the CPR XE "cpr"  Index # that you are adding or removing and the quantity and the amount of material.  The amount of material is used as the basis for spreading the amount to be spread.   You can also enter a G/L expense account instead of a CPR Index # XE "cpr index #"  if you need to.  If you key in a CPR Index #, you can not enter a G/L account,  the computer gets the G/L account from the CPR Index #.  Cmd 12 to have computer calculate the spread. If you enter the quantity of zero the amounts will spread as if the zero were a one.  On retirements, on the screen you only see the spread amounts, not the amount that will be retired.  Enter quantity as a positive number, even on retirements.  Quantity has 2 decimal places, but for most instances you will not use anything to the right of the decimal.  After you have entered all items do a CMD 5.  When you have ended your job, you receive a print out that you can check before you update and post XE "post"  the entries.  Cmd 24 - Other Screen shows the G/L accounts and their close G/L account numbers and the amounts associated with each.  Cmd 1 - Detail will show the close accounts and where the money will be spread.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 6 - Move W/O Data to different W/Otc  \l 2 "ITEM\: 6 - Move W/O Data to different W/O"

Use this to move the data from a workorder XE "workorder"  to another workorder.  You can move all of the data or just selected items. This would usually be used if something got posted to the wrong workorder or if you want to combine two workorders.  No G/L entries are made.  Do not move data from a construction W/O to a retirement W/O or from a retirement W/O to a construction W/O.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 7 - Pull out  W/O data by datetc  \l 2 "ITEM\: 7 - Pull out  W/O data by date"

Use this to pull out the data for W/O's by date.  Once the data is pulled it can be printed out by using #2 or #3 above.  You can also use this to go back a period or periods to get an open W/O list for a previous period.  Example,  It is February and you have done some adjustments to workorders in December and you need an open W/O list as of December 31.  Run this,  pull out the January and February data and respond that you want to back these entries out to get a list for a previous time period.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 8 – Change W/O Detailtc  \l 2 "ITEM\: 8 – Change W/O Detail"

Use this to change the W/O Detail, including the main G/L, close G/L, G/L period and year.  After the workstation status screen, enter a 'N' when asked if you want to select records and then press F5 to continue.  You are then given a list of work order detail records, in which you can put a '2' to the side of whichever one you want to change.  

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 9 – Special W/O Closetc  \l 2 "ITEM\: 9 – Special W/O Close"

Use this for special times to close work orders.  After the workstation status screen, you will receive the following reminder that will closing these work orders, you need to manually make the appropriate G/L entries and CPR entries.  They are not don with this option #9.

 ************    WARNING   WARNING   WARNING ************

 *                                                      *

 *  NO  G/L Entries are Made   No CPR Entries are Made  *  

 *         Only   Close   Work Order  is Done           *  

 *                                                      *  

 ************    WARNING   WARNING   WARNING ************  


You are then given a list of workorders, which you can put a 'C' by to close them.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 13 - Key Categoriestc  \l 2 "ITEM\: 13 - Key Categories"

Use this to key in the categories codes that are used in the CPR XE "cpr"  files.

MENU: WOMEN1 -  Work Order

PRIVATE 
ITEM: 14 - Key CPR XE "cpr"  Depreciation XE "depreciation"  Reservetc  \l 2 "ITEM\: 14 - Key CPR Depreciation Reserve"

Use this to key in the 2000 asset accounts.  You then key in the depreciation XE "depreciation"  reserve account associated with that 2000 account, the depreciation expense account that is associated with it, the annual depreciation rate, and the whether or not to depreciate this account by line item.  If you do not depreciate by item it takes the total value of that 2000 account and depreciates it accordingly.  

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 15 - Key CPR XE "cpr"  Mastertc  \l 2 "ITEM\: 15 - Key CPR Master"

This is where you set up new CPR XE "cpr"  items or make changes to the items.  Each CPR has a six digit numeric index.  You then key in the G/L number, exchange, etc.   that is associated with this item.  Be sure you key in all the pertinent fields that apply to the item you are keying.  If you are keying in trucks or copy machines you probably won't want to key in an exchange.  If you are keying in poles you probably won't to key in number of pairs in cables.  If you key in cable, make sure you enter # of pairs so that linear miles XE "miles"  can be calculated.  The G/L Account needs to be set up in the G/L Master file and in the CPR depreciation XE "depreciation"  reserve file.  


You can change quantities and amounts with CMD 12 but no G/L entries are made.


You can change quantities and amounts with CMD 24 and G/L entries are made.  You enter the G/l account that is offset if the total amount or total depreciation XE "depreciation"  is changed.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 16 - Calculate Depreciationtc  \l 2 "ITEM\: 16 - Calculate Depreciation"

 XE "depreciation" 

Use this to calculate depreciation XE "depreciation"  from the cpr XE "cpr"  file and generate G/L entries.  The percents are entered into the depreciation reserve file.  Depreciation is calculated on the ending balance of the previous month, so you should calculate depreciation before any items are added or removed for the current month.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 17 - Zero Y-T-D  Depreciationtc  \l 2 "ITEM\: 17 - Zero Y-T-D  Depreciation"

 XE "depreciation" 

Use this to zero out the Year to date Depreciation XE "depreciation"  on items that are depreciated by line item.  Run this  at the end of the year after you have printed a year end depreciation report and before you calculate depreciation for the 1st month of the new year.

MENU: WOMEN1 - Work Order/CPR XE "cpr" 
PRIVATE 
ITEM: 23 - Cpr XE "cpr"  Reports Menutc  \l 2 "ITEM\: 23 - Cpr Reports Menu"

Goes to menu DPRMN2

PRIVATE 
MENU: DPRMN2 - Cpr XE "cpr"  Reportstc  \l 1 "MENU\: DPRMN2 - Cpr Reports"
PRIVATE 
ITEM: 1 - Pull out Cpr XE "cpr"  History by datestc  \l 2 "ITEM\: 1 - Pull out Cpr History by dates"

Use this to pull out CPR XE "cpr"  history by the dates that you specify.  It creates files that are used in the reports below.  You can also use this to go back a period or periods to get a CPR  list for a previous period.  Example,  It is February and you have done some adjustments to CPR in December and you need a CPR  list as of December 31.  Run this,  pull out the January and February data and respond that you want to back these entries out to get a list for a previous time period.  And then run the lists you need with the backed out file.

MENU: DPRMN2 - Cpr XE "cpr"  Reports

PRIVATE 
ITEM: 2 - List CPR XE "cpr"  master detail amountstc  \l 2 "ITEM\: 2 - List CPR master detail amounts"

Prints Cpr XE "cpr"  master in various orders that you select.  You also select  whether to use the master file, history file, or the file created in # 1 above.

MENU: DPRMN2 - Cpr XE "cpr"  Reports

PRIVATE 
ITEM: 3 - List CPR XE "cpr"  master depreciation XE "depreciation"  amountstc  \l 2 "ITEM\: 3 - List CPR master depreciation amounts"

Use this to print the CPR XE "cpr"  detail Depreciation XE "depreciation"  Amounts.  Only the items that are depreciated by line item are printed. 

MENU: DPRMN2 - Cpr XE "cpr"  Reports

PRIVATE 
ITEM: 13 - Cpr XE "cpr"  Summarytc  \l 2 "ITEM\: 13 - Cpr Summary"

Use this to print a Summary of your CPR XE "cpr"  with various options that you select.

MENU: RCMEN1 - Bank Reconciliation XE "reconciliation"  tc  \l 1 "MENU\: RCMEN1 - Bank Reconciliation "
PRIVATE 
General Informationtc  \l 2 "General Information"

On all Bank Reconciliation XE "reconciliation"  Programs,  you are asked which Reconciliation file you want to work with.  You will see the three files you have set up in your G/L Master Control file  (#12 on G/L menu),  if you have more,  you can enter the 2 digit code and the G/L account associated with it.

MENU: RCMEN1 - Bank Reconciliation XE "reconciliation"  

PRIVATE 
ITEM: 1 - Print Running Bank Balancetc  \l 2 "ITEM\: 1 - Print Running Bank Balance"

Use this to print out a running bank balance report that is in order by date of transaction.

MENU: RCMEN1 - Bank Reconciliation XE "reconciliation"  

PRIVATE 
ITEM: 2 - Print File By Codetc  \l 2 "ITEM\: 2 - Print File By Code"

Use this to sort the file by code (CK, DP, etc.) and print a list.

MENU: RCMEN1 - Bank Reconciliation XE "reconciliation"  

PRIVATE 
ITEM: 3 - Add/Change Reconciliation XE "reconciliation"  Filetc  \l 2 "ITEM\: 3 - Add/Change Reconciliation File"

Use this to make any additions or changes to your bank reconciliation XE "reconciliation"  file.   This only changes the reconciliation file,  it does not change the G/L account.  Valid codes are:


CK
Check written - a positive amount subtracts from running balance.


DP
Deposit XE "deposit"  - a positive amount adds to running balance


AJ
Adjustment - a positive amount adds to running balance.


VO
Void check - a positive amount adds to running balance


RC
Returned Check - a positive amount subtracts from running balance

Hint:  If manually taking care of voids,  you can just change the amount of the CK record to zero instead of entering a separate entry with VO.  

A/P  and Payroll both add to this file automatically.    Enter deposits on the G/L menu adds to this file automatically.   The Billing cash receipts can add to this file automatically if you have your G/L control file set up with a billing reconciliation XE "reconciliation"  file code.

MENU: RCMEN1 - Bank Reconciliation XE "reconciliation"  

PRIVATE 
ITEM: 4 - Run Reconciliationtc  \l 2 "ITEM\: 4 - Run Reconciliation"

 XE "reconciliation" 

Use this to reconcile to your G/L account,  the bank,  and your running bank balance.  The statement/report date on the workstation status screen determines cut off date for the running bank balance entries and the G/L file year and period determines the cut off date for the G/L entries.   Enter a "Y" by all entries that have cleared the bank.   You need to clear any adjustments,  voids, and returned checks also.    You can have the items come up in either date order or check # order when you clear them.    If clearing XE "clearing"  by check,  press Cmd 3 to return to screen where you can press Cmd 24 for reconciliation XE "reconciliation"  screen.   On the Reconciliation screen you can select what you may want to print:   cleared,  outstanding, or both.   You enter what the bank balance is.   You will see if you reconcile or not.   You can not update with Cmd 5 until both the G/L and Reconciliation  balance reconcile.   When you press Cmd 5 you will receive a reconciliation print out,  you do not have to press Cmd 8 to print it.    When you press Cmd 5  all cleared items will be deleted from the reconciliation file.   When you press Cmd 5 and if this is your patronage XE "patronage"  account,  you will be asked if you want to update the patronage file,  if you respond "Y"  all checks that are in the patronage history detail that has a check # that is not found in the bank reconciliation file,  will be marked as cleared.  

Hint:
G/L ending balance has to match Running bank balance or you can not reconcile.   If they do not match,  you have an entry that is in the G/L but not in the running bank balance or it is in the running bank balance but not in the G/L.

Hint:
An entry with the date of July 31 but that is in the August G/L could give you grief if you use period 07 and a date of 07/31/yy on statement report date.  If you have such an entry  you probably want to use the menu item  to change the date of the reconciliation XE "reconciliation"  entry to August,  or move the G/L batch that has that entry to July.  You probably want both entries to match up.

MENU: M2MENU - Miscellaneous Billingtc  \l 1 "MENU\: M2MENU - Miscellaneous Billing"
PRIVATE 
ITEM: 1 - Customer Maintenance tc  \l 2 "ITEM\: 1 – Customer Maintenance "

This is how you setup like customer's name and number with a G/L account.  For example, all CABS carriers might have GL account 1190.10 and all other receivables might have GL account 1190.30.  After the workstation status screen, a list of those customers that are already setup is given.  You can do a '2' to change the existing customers or a '9' to add.  If you don't already have any customers set up, enter the customer number on the screen that comes up and then press 'Enter' to continue.  When setting up, adding, or changing a customer, you can enter the following information shown below in bold:

                 Misc. Customer Maintenance                                     

                      CUST #  XXXXX                                             

       G/L #  XXXX.XX  XXXXX                          .XX  Total Recurring      

        NAME  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX          .XX  Total Non Recurring  

      ADDR 1  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX          .XX  MTD Payments         

      ADDR 2  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX                                                                  

  ADDR 3/ZIP  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXX XXXXX XXXX       .XX  Tot Credits 

     Phone #  XXXXXXXXXXXX Government Id #  XXXXXXXXXXX       .XX  Tot Charges 

  Charge Tax (Y,N) X Charge Finance Charge (Y,N) X Special Payment Code X        

***(USER DEFINED FIELDS – see #15 to setup)***

Cmd 1  -History Inquiry                                                         

Cmd 2  -Cash History                                                            

Cmd 10 -Key Recurring Charges                                                   

Cmd 11 -Key Non Recurring Chgs                                                  

Cmd 12 -Key Notes                                                               

                       Balance     Current      30 Day      60 Day      90 Day  

 Last Billing              .XX         .XX         .XX         .XX         .XX  

 Minus Credits             .XX                                                  

 New Aging                 .XX         .XX         .XX         .XX         .XX  

From this screen shown above, you may enter Recurring and Nonrecurring charges as well as Notes.  You may also view the cash receipts history and G/L account history by 'G/L # and Description' (1) or by 'Running Balance' (2).  This screen also shows the totals for Recurring charges, Nonrecurring charges, Month to Date (MTD) payments, credits, and charges, as well as the amounts for Balance, Current, 30 Day, 60 Day, 90 Day for the Last Billing and the New Aging.

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 2 - Cash Receipts tc  \l 2 "ITEM\: 2 – Cash Receipts "

This allows you to enter cash receipts.  After the workstation status screen, you can call up a cash receipt entry by entering a 2 or add more cash receipt entries by entering a 9.  When adding cash receipts, enter the Customer # and the amount and then press 'Enter' and the G/L # that you set up in #1 'Customer Maintenance' is automatically filled in for that customer.  Press F3 to when you are finished with your cash receipts entries and then another F3.  You are then asked if you want to return to menu (press F3) of if you want to continue (enter 'Y' and press F5).  If you press F5 you can then enter your cash receipt total and F5 to continue on.  If errors are found, you will return to M2Menu.  If no errors are found, you will be asked if you want to post these records.  When you post your cash receipts is your choice:  daily, weekly, etc.  Once you've posted them, you can no longer make changes to them.

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 3 - Calculate Aging tc  \l 2 "ITEM\: 3 – Calculate Aging "

Before doing #7 'Final Update', you can run this item as many times as you need to until it is right.  Once you have done #7 though, this will have been posted and no changes can then be made.  This item allows you to calculate the ageing for billing.  After the workstation status screen, you are asked if you want to calculate finance charge.  Generally, enter a 'Y' if you are getting ready to print statements and a 'N' if you are just doing a mid-month ageing and then press F5 to continue.  When asked what G/L account you want, you are given a choice to enter a specific account number or *ALL.  It is recommended that if you have multiple G/L accounts, you need to run this step separately for each account.  If you enter *ALL, the first account in the file will automatically be used as the control.  You are then asked if you want to include current recurring charges in the Current Aging Column (Y,N).  Generally, enter a 'Y' if you are getting ready to print statements and a 'N' if you are just doing a mid-month ageing and then press F5 to continue.  Your aging is calculated.

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 4 - Print Billing List tc  \l 2 "ITEM\: 4 – Print Billing List "

Before doing #7 'Final Update', you can run this item as many times as you need to until it is right.  Once you have done #7 though, this will have been posted and no changes can then be made.  This item allows you to print a billing list.  After the workstation status screen, you are asked what G/L account you want.  You are given a choice to enter a specific account number or *ALL.  It is recommended that if you have multiple G/L accounts, you need to run this step separately for each account.  If you enter *ALL, the first account in the file will automatically be used as the control.  Enter the G/L account you want and then F5 to continue.
MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 5 - Print Aged Account List tc  \l 2 "ITEM\: 5 – Print Aged Account List "

Before doing #7 'Final Update', you can run this item as many times as you need to until it is right.  Once you have done #7 though, this will have been posted and no changes can then be made.  This item allows you to print an aged account list.  After the workstation status screen, you are asked what G/L account you want.  You are given a choice to enter a specific account number or *ALL.  It is recommended that if you have multiple G/L accounts, you need to run this step separately for each account.  If you enter *ALL, the first account in the file will automatically be used as the control.  Enter the G/L account you want and then F5 to continue.  The next screen allows you to print all customers (Y) or a range of customers (N plus a range of customer #'s).  Generally, you will 'Print All Customers'. You also need to select whether to '1=Print Aging as of Last Billing' or '2=Print Aging as of Today'.  You will select 1 if you want the balance to be what it was at the last billing.  You will select 2 if you want the balance to include any credits since the last billing.  If a customer's balance is zero, you may select 'N' to have them not print or 'Y' to still have them print.

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 6 - Print Statements tc  \l 2 "ITEM\: 6 – Print Statements "

Before doing #7 'Final Update', you can run this item as many times as you need to until it is right.  Once you have done #7 though, this will have been posted and no changes can then be made.  This item allows you to print statements.  After the workstation status screen, you are asked what G/L account you want.  You are given a choice to enter a specific account number or *ALL.  It is recommended that if you have multiple G/L accounts, you need to run this step separately for each account.  If you enter *ALL, the first account in the file will automatically be used as the control.  Enter the G/L account # and press F5 to continue on. 
MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 7 - Final Update tc  \l 2 "ITEM\: 7 – Final Update "

Before doing #7 'Final Update', you can run items # 3, 4, 5, and 6 as many times as you need to until it is right.  Once you have done this item though, you will no longer be able to make changes to that G/L account.  After the workstation status screen, you are asked what G/L account you want.  You are given a choice to enter a specific account number or *ALL.  It is recommended that if you have multiple G/L accounts, you need to run this step separately for each account.  If you enter *ALL, the first account in the file will automatically be used as the control.  Enter the G/L account # and press F5 to continue on.  This account information is now updated and posted and can no longer be changed.
MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 11 - Print Late Notices tc  \l 2 "ITEM\: 11 – Print Late Notices "

This allows you to print late notices.  After selecting  #11 'Print Late Notices', the first screen reminds you to 'Key In The Disconnect Date As Report Date On Next Screen' and you can press F5 to continue.  Next, on the workstation status screen, key in the disconnect date in the Statement/Report Date field and press F5 to continue.  You are then asked what G/L account you want.  You are given a choice to enter a specific account number or *ALL.  It is recommended that if you have multiple G/L accounts, you need to run this item separately for each account.  If you enter *ALL, the first account in the file will automatically be used as the control.  Enter the G/L account # and press F5 to continue on.  
MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 12 - Customer Inquiry tc  \l 2 "ITEM\: 12 – Customer Inquiry "

This allows you to inquire about a customer and view their information.  After the workstation status screen, you are given a list of the customers that have been entered.  You may view the information entered for that customer by selecting '1' or you can add more customers by selecting '9'.

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 13 - Key/List Billing Codes tc  \l 2 "ITEM\: 13 – Key/List Billing Codes "

This allows you to list or key in billing codes, which are similar to tariff codes.  After the workstation status screen, you are given a list of billing codes that have been entered.  If you do not have any billing codes already entered, you need to enter the miscellaneous billing code and then press 'Enter'.  You then need to enter in the description of the billing code, the unit cost, G/L # and Tax %, which is the sales tax.  You can also enter '2' to change an existing billing code or '9' to add one.

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 14 - Key Control File tc  \l 2 "ITEM\: 14 – Key Control File "

This allows you to setup your G/L accounts.  After the workstation status screen, you are given a list of G/L accounts that have already been setup.  If you do not have any G/L accounts setup, you need to enter in the G/L account # and then press 'Enter'.  You will then need to enter the applicable information that is shown here in bold.

        Billing A/R G/L Account  XXXX.XX  XXXXX

 A/R G/L JNL                XX

 Cash Account               XXXX.XX  XXXXX                                          

 Cash Receipt Code          XXX                                                 

 Tax G/L Account            XXXX.XX  XXXXX                                          

 Late Charge G/L Acct.      XXXX.XX  XXXXX                                   

 Late Charge Code           XXX                                                 

 Monthly Late Charge Rate   .XXXX  (.XXXX)                                   

 Minimum Late Charge Amount XX.XX  (xx.xx)                                   

 Misc. Statement Program    XXXXXX Late Notice Program XXXXXX                

 Bank Reconcile Code        XX    (If you want cash receipts added to bank)  
                                  (reconciliation)

  Message to print at bottom of statement (if using blank paper)

A/R G/L JNL – Enter what journal code this G/L account should be under when it is posted

Cash Account – Enter the G/L account where the cash should go

Cash Receipt Code – Enter the billing code for the cash receipt

Tax G/L Account – Enter the G/L account where the tax should go

Late Charge G/L Acct. – Enter the G/L account where the late charge should go

Late Charge Code – Enter the billing code for the late charge

Monthly Late Charge Rate – Enter the rate for the monthly late charge

Minimum Late Charge Amount – Enter the minimum amount for the late charge

Misc. Statement Program – Enter one of the following:


M2STMT - continuous


M2STM1 – laser text


M2STM3 – with laser fonts


***Some clients may have special statements that are not listed here***

Late Notice Program – Enter one of the following:


M2LAT1 – generic text


M2LAT3 – with laser fonts

Bank Reconcile Code – If you want cash receipts added to the bank reconciliation, enter in the applicable code

Message to print at bottom of statement (if using blank paper) – Enter any message that you want to print on the 








  bottom of the statement

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 15 - Key User Defined Fields tc  \l 2 "ITEM\: 15 – Key User Defined Fields "

This allows you to setup User Defined Fields to be used on the Customer Maintenance screen.  After the workstation status screen, you are given the opportunity to setup 7 User Defined Fields.  For each of the 7 fields, enter a title or description of the field.  If you had setup User Defined Field #1 as 'Blue Eyes' and User Defined Field #2 as 'Red Hair', your user defined fields would look like the following in customer maintenance (located in the middle of the screen):

BLUE EYES

             RED HAIR


 

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 18 - Customer List/Labelstc  \l 2 "ITEM\: 18 - Customer List/Labels"
This will allow you to print either a report or print labels.  The first screen you will see is the Workstation Status screen.  Then you will be asked to enter the G/L Account you want.  Enter *ALL if you want all accounts. Press F5.  The next question you will be asked is   Do You Want Labels To Print (Y,N)  If you enter a ‘N’ you will get a report only and you will see this screen:

Enter The From Customer #  (xxxxx)                             
XXXXX       

Enter The To Customer #    (xxxxx)                             
99999       

   You must key in leading spaces so that 5 character are      
            

   Entered.                                                    


This allows you to be specific about which customer numbers you can select.  If you want all customer numbers, put blanks in the “From Customer #” and “99999” in the “To Customer #”.  Press F5.  You will then be asked the question “How many labels across”  You can ignore this question and press F5.  You will be returned to the menu.

To print labels answer ‘Y’ to the question “Do You Want Labels to Print”.  You will then see this screen:

1 - 1" Labels                        

2 - 1.25" Laser Labels -- Avery 5162 

Select a Label Size

Option 1 will print labels on an impact printer.

Option 2 will print labels.  The program was designed using AVERY 5162 style labels.

Regardless of the option you select you will be asked to enter the FROM and TO Customer Number.  (See instructions above for this screen).  After you enter the FROM and TO customer # you will then be asked “How Many Labels Across”.  If you selected label size 1 you will be able to print up to 3 labels across.  If you selected label size 2 you will have the option of printing up to 2 labels across.  The laser labels will print the postal bar code.

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 23 - Purge Misc. History Files tc  \l 2 "ITEM\: 23 – Purge Misc. History Files "
This will allow you to purge miscellaneous history files.  The screen you will first see is the following reminder:

On the workstation Status screen you will need

to put the Year and Period that you want Purged.

This will purge records out of the Misc. Billing

History and the Misc. Cash History.

Enter the year and period you want purged on the workstation status screen and then F5 to continue.  The records will then be purged from the Miscellaneous Billing History and the Miscellaneous Cash History.

MENU: M2MENU - Miscellaneous Billing 

PRIVATE 
ITEM: 24 - Internet Billing tc  \l 2 "ITEM\: 24 – Internet Billing "

This will allow you to manage Internet Billing items.  The first screen you see will have the following menu items and options:


Print



Add/Change


     Billing

o Customer File

o Customer File

     o Usage Minutes

o Make X.BCUSTL File
o Billing Codes

     o Recurring Charges





o Control File

     o Roaming Usage





o Bulk Plan





o Create Temporary Master

Print

· Customer File

This allows you to print your Internet Customer File.  After the workstation status screen, select what order 


you want the list: by account # (1), by phone # (2), or by billing code (3) and then F5 to continue.  You then 


have a list of internet customer information.

· Make X.BCUSTL File
This allows you to make a X.BCUSTL file that can then be used for labels or to query, etc..  Enter the workstation status screen and F5 to continue.  You are then given the following message:


  File  X.BCUSTL  has been created and is now ready to be used. 

Add/Change

· Customer File

This allows you to add or change the internet customer file.  Enter the workstation status and F5 to continue.  You are either given a list of customers already entered or are given the opportunity to setup the first customer by entering their signon.  From the list of customers, you can do a '2' to change the customer information or '9' to add customer information.  If you are adding or entering in new information, you need to enter the Signon and then press 'Enter'.  You then need to fill in the applicable information shown below in bold.

 Signon                          XXXXXXXXXXXXXXXXXXXXXXXXX
 Phone #                         XXXXXXXX X

 Name                            XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

 Misc. Customer #                XXXXX

 Billing Code                    XXXXX

 Billing Freq. (M,Q,S,A)         X

 Date Installed                  XX/XX/XX

 Date Disconnected               XX/XX/XX
 Secondary Signon                XXXXXXXXXXXXXXXXXXXXXXXXX

 Percent of Month                X.XXXX                              

 Total Minutes                   XXXXXXXXXX.XX                       

 Simultaneous Signons to Bill For XXXX
 Combine With                    XXXXXXXXXXXXXXXXXXXXXXXXX

 Password                        XXXXXXXXXXXXXXXXXXXX

  F10 - Make Secondary Signon Primary Signon                            

  F12 - Prorate                                                         

· Billing Codes

This allows you to add or change internet billing codes.  Enter the workstation status and F5 to continue.  You are then either given a list of internet billing codes already entered or are allowed to enter the first internet billing code.  From the list of already entered internet billing codes, you can do a '2' to change one or a '9' to add a new one.  If you are adding or entering a new internet billing code, you will need to enter the type (M for miscellaneous and T for tariff) and the bill code (miscellaneous bill code must already be setup from #13 'Key/List Billing Codes' and the tariff code must already be setup in the tariff master) and then press 'Enter'.  On the next screen, you will need to fill in the applicable information shown below here in bold:

 Type  

 Description   

 Unit Cost     

 Hour/Minute (H,M)      X                                  

 800 Rate Per Minute    XX.XXXX 800 Billing Tariff  XXXXX

 Connection Type        X   (Blank=Dialup   1=DSL)         

 # of Roaming Minutes XXXXXX  Roaming Rate/Minute XX.XXXX   

         Quantity        Charge                            

 First   XXXXXXXX        XXX.XXXX                           

 Next    XXXXXXXX        XXX.XXXX                          

 Next    XXXXXXXX        XXX.XXXX                          

 Next    XXXXXXXX        XXX.XXXX                          

 Next    XXXXXXXX        XXX.XXXX                          

Type – this is filled in from the type you entered on  the previous screen

Description – this is filled in based on what bill code you entered and what is setup for that bill code in the 


        miscellaneous billing codes or tariff master

Unit Cost – this is filled in based on what bill code you entered and what is setup for that bill code in the 

                   miscellaneous billing codes or tariff master

Hour/Minute (H,M) – Enter an 'H' to have this billed by the hour or an 'M' to have this billed by the minute

800 Rate Per Minute – Enter the rate per minute to bill for a special 800 number dialup

800 Billing Tariff – Enter the corresponding tariff for a special 800 number dialup

Connection Type – Leave blank if dialup connection of enter a '1' if DSL connection

# of Roaming Minutes – Enter the number of roaming minutes allowed

Roaming Rate/Minute – Enter the roaming rate per minute

Quantity/Charge – Enter how many hours/minutes the customer is allowed for the unit cost and how many 



  hours/minutes the customer is allowed and at what charge for the remaining time they 



  may use.  If a customer is billed the same amount regardless of how long, enter 9999999 



  in the quantity and then enter the charge per hour/minute.

After entering in the necessary information, press 'Enter' and then F3 twice to return to the Internet Billing menu.                                                           

· Control File

This allows you to control prorating.  Enter the workstation status and F5 to continue.  You will then need to enter the information shown below in bold:

          Internet Control File

   From Date ...........  XX/XX/XX

   To Date ............. XX/XX/XX

   Advance Bill (Y,N)... X
   Simultaneous Signon Tariff XXXXX

From Date/To Date – These dates are used when prorating


Advance Bill  (Y,N) – A 'Y' or 'N' determines how prorating will be done


Simultaneous Signon Tariff – If you bill for simultaneous signons, enter the tariff to use

· Bulk Plan

This allows you to change an existing billing code to a different billing code for the customers that have that billing code.  Enter the workstation status and F5 to continue.  The next screen gives you the following reminder:

  THIS PROGRAM GOES THROUGH INTERNET MASTER AND                   

  CHANGES AN EXISTING BILLING CODE TO A DIFFERENT BILLING CODE.   

  IF THE BILLING CODE IS LESS THAN 5 CHARACTERS LONG, YOU NEED    

  TO KEY IN THE LEADING BLANKS.                                   

  FOR EXAMPLE:  ___10, __ABC                                      

Enter the old billing code and then the new billing code as specified above, with leading blanks as necessary and then press 'Enter'.

· Create Temporary Master


This allows you to create a temporary internet master file.  Enter the workstation status and F5 to 

continue.  A temporary internet master file is then created and you are given the following message when it is ready to be used:

File XXXXXXX has been created and is now ready to be used.  

Billing

· Usage Minutes

This allows you to bill for internet usage minutes.  Enter the workstation status and F5 to continue.  You are then asked:

  Do you need to copy your Internet Usage in from the   

  /400  CTITRANS folder (Y,N)                           

Enter 'Y' and F5 to continue.  Then enter the PC File to Copy From and 'Enter'.  Copy in any other files and then you will be given the following reminder:

 If you need to manually change some minutes for       

 a customer.  You will need to get on another session  

 and Enter the minutes in the Customer file.           

 You will need to do this before you continue!!!!!

Once you have made any necessary changes on another session, press F5 to continue.  Your internet usage minutes are then calculated and you are asked to do the following:

 Check the Print Out.                     

 Do you want to Bill These Entries (Y,N)  

Once you have checked the printout, then enter 'Y' and F5 to bill the internet usage minute entries.  You are then returned to the Internet Billing menu.

· Recurring Charges

This allows you to bill for internet recurring charges.  Enter the workstation status and F5 to continue.  You are then given the following screen where you need to enter the cutoff date for billing:

 Enter the Cutoff Date (MMDDYY) ............................... 022702

 If the Disconnect date is on or before this date it will not be billed.

 If the Connect date is after this date it will not be billed.

 The Month that is entered here is used to determine

 which Quarterly, Semiannual, and Annual charges to bill.

 If the month you enter here is 10,  then all customers with an

 install month of 10 will be billed.  The system takes care of

 quarterly and semiannual billing based on the install date.

 Those customers who are billed monthly will all be billed.

The internet recurring charges are then processed and then you are asked to do the following.

 Check the Print Out.                     

 Do you want to Bill These Entries (Y,N)  

Once you have checked the printout, then enter 'Y' and F5 to bill the internet recurring charges.  You are then returned to the Internet Billing menu.

· Roaming Usage

This allows you to bill for internet recurring charges.  Enter the workstation status and F5 to continue.  You then receive the following message:

  File FIBRMIN has 0000000004 records.

  Do you want to use it?  (Y,N)

Enter 'Y' and F5 to continue.  The internet roaming minutes are then processed and then you are asked to do the following.

 Check the Print Out.                     

 Do you want to Bill These Entries (Y,N)  

Once you have checked the printout, then enter 'Y' and F5 to bill the internet roaming charges.  You are then returned to the Internet Billing menu.
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