
	
  
	
  
	
  
	
  
	
  

	
  
	
  
	
  
	
  
	
  

	
  

 
 

AP & Inventory Management 
1 & 2 

	
  
	
  
	
  
	
  

Presented	
  By:	
  

Lisa	
  Gambatese	
  &	
  

Laurie	
  Goodrich	
  
	
   	
  



2014	
  SedonaOffice	
  Users	
  Conference	
   AP	
  &	
  Inventory	
  1	
  &	
  2	
  
Marco	
  Island,	
  Florida	
   Presented	
  By:	
  Lisa	
  Gambatese	
  &	
  Laurie	
  Goodrich	
  

Page	
  2	
  of	
  19	
  

Table	
  of	
  Contents	
  

Overview	
  ................................................................................................................................	
  3	
  

Purchase	
  Orders	
  .....................................................................................................................	
  4	
  
Purchase	
  orders	
  for	
  Expense	
  Items	
  ...................................................................................................................................	
  4	
  
Purchase	
  Order	
  for	
  Stock	
  Parts	
  ............................................................................................................................................	
  6	
  
Purchase	
  Order	
  Receipt	
  ...........................................................................................................................................................	
  7	
  
G/L	
  Transaction	
  from	
  the	
  Parts	
  Receipt	
  ..........................................................................................................................	
  8	
  
Entering	
  Accounts	
  Payable	
  Bills	
  ..........................................................................................................................................	
  8	
  
Bill	
  from	
  a	
  Purchase	
  Order	
  .....................................................................................................................................................	
  8	
  

Vendor	
  Bill	
  Created	
  from	
  an	
  Inventory	
  Receipt	
  ........................................................................................................	
  10	
  
G/L	
  Transaction	
  from	
  A/P	
  Bill	
  (created	
  from	
  a	
  Parts	
  Receipt)	
  ...........................................................................	
  11	
  

Paying	
  Bills	
  with	
  a	
  Credit	
  Card	
  ..............................................................................................	
  12	
  
G/L	
  Account	
  Setup	
  for	
  A/P	
  Credit	
  Card	
  Payments	
  ...................................................................................................	
  12	
  
Inventory	
  ..............................................................................................................................	
  13	
  
Part Kit	
  .........................................................................................................................................................................................	
  14	
  
Part,	
  Description	
  ......................................................................................................................................................................	
  14	
  
Quantity	
  .......................................................................................................................................................................................	
  15	
  
Breakout	
  Allocation	
  %	
  ..........................................................................................................................................................	
  15	
  

Expense	
  Ordering	
  ....................................................................................................................................................................	
  16	
  
Materials	
  Received	
  from	
  a	
  Direct	
  Expense	
  Purchase	
  Order	
  .................................................................................	
  16	
  
Physical	
  Inventory	
  Processing	
  ..........................................................................................................................................	
  17	
  
Print	
  Count	
  Sheets	
  ...................................................................................................................................................................	
  17	
  
Enter	
  Part	
  Counts	
  ....................................................................................................................................................................	
  17	
  
Cycle	
  Inventory	
  Counts	
  ..........................................................................................................................................................	
  17	
  
Review	
  Variances	
  .....................................................................................................................................................................	
  17	
  
Releasing	
  the	
  Physical	
  ...........................................................................................................................................................	
  18	
  

Notes	
  ....................................................................................................................................	
  19	
  
	
  
	
   	
  



2014	
  SedonaOffice	
  Users	
  Conference	
   AP	
  &	
  Inventory	
  1	
  &	
  2	
  
Marco	
  Island,	
  Florida	
   Presented	
  By:	
  Lisa	
  Gambatese	
  &	
  Laurie	
  Goodrich	
  

Page	
  3	
  of	
  19	
  

Overview 
The	
  Accounts	
  Payable	
  system	
  is	
  designed	
  to	
  be	
  used	
  with	
  Purchase	
  Orders.	
  	
  If	
  your	
  
company	
  has	
  elected	
  not	
  to	
  use	
  Purchase	
  Orders,	
  bills	
  may	
  still	
  be	
  entered	
  and	
  paid	
  but	
  
tracking	
  and	
  reporting	
  functionality	
  is	
  much	
  improved	
  by	
  utilization	
  of	
  the	
  Purchase	
  
Orders	
  function.	
  
	
  
The	
  diagram	
  below	
  shows	
  the	
  flow	
  of	
  accounts	
  payable	
  when	
  ordering	
  parts	
  or	
  expense	
  
items.	
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Purchase Orders 
A	
  Purchase	
  Order	
  is	
  used	
  to	
  order	
  inventory	
  parts	
  or	
  services	
  from	
  a	
  Vendor.	
  	
  A	
  Purchase	
  
Order	
  may	
  be	
  created	
  from	
  a	
  Job,	
  a	
  Service	
  Ticket,	
  the	
  Purchase	
  Order	
  List	
  or	
  the	
  Vendor	
  
record.	
  	
  Purchase	
  Orders	
  may	
  be	
  linked	
  to	
  a	
  Job	
  Number	
  or	
  a	
  Service	
  Ticket	
  Number	
  for	
  
costing	
  purposes.	
  

Purchase	
  orders	
  for	
  Expense	
  Items	
  
A	
  Purchase	
  Order	
  may	
  be	
  created	
  for	
  expense	
  Items	
  only.	
  	
  As	
  an	
  example,	
  a	
  Purchase	
  Order	
  
may	
  be	
  created	
  to	
  purchase	
  a	
  piece	
  of	
  equipment	
  for	
  use	
  in	
  the	
  office.	
  	
  	
  The	
  vendor	
  from	
  
whom	
  the	
  item	
  was	
  being	
  purchased	
  would	
  be	
  chosen	
  from	
  the	
  drop	
  down	
  menu	
  at	
  the	
  top	
  
left-­‐hand	
  corner	
  of	
  the	
  screen.	
  	
  The	
  category	
  for	
  the	
  purchase	
  would	
  also	
  be	
  selected.	
  	
  Since	
  
a	
  part	
  is	
  not	
  being	
  ordered,	
  select	
  the	
  expense	
  tab	
  and	
  enter	
  the	
  correct	
  general	
  ledger	
  
account	
  that	
  will	
  be	
  expensed	
  for	
  this	
  purchase.	
  	
  The	
  description	
  field	
  will	
  default	
  to	
  the	
  
wording	
  in	
  the	
  chart	
  of	
  accounts	
  for	
  this	
  general	
  ledger	
  number.	
  	
  The	
  description	
  can	
  be	
  
modified	
  on	
  the	
  Purchase	
  Order	
  to	
  accommodate	
  the	
  item	
  that	
  is	
  being	
  purchased.	
  	
  A	
  memo	
  
can	
  also	
  be	
  added	
  in	
  the	
  bottom	
  left-­‐hand	
  corner	
  of	
  the	
  screen	
  which	
  will	
  appear	
  on	
  the	
  
printed	
  document.	
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This	
  is	
  the	
  description	
  that	
  will	
  print	
  on	
  the	
  Purchase	
  Order.	
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Purchase	
  Order	
  for	
  Stock	
  Parts	
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Purchase	
  Order	
  Receipt	
  
Receiving	
  a	
  Purchase	
  Order	
  creates	
  a	
  receipt	
  record	
  that	
  is	
  later	
  used	
  to	
  create	
  the	
  
Accounts	
  Payable	
  bill.	
  	
  A	
  list	
  of	
  Purchase	
  Order	
  Receipts	
  is	
  viewable	
  from	
  the	
  Vendor	
  
Explorer.	
  
	
  
The	
  User	
  receiving	
  the	
  Purchase	
  Order	
  will	
  enter	
  the	
  date	
  of	
  the	
  receipt	
  in	
  the	
  Receive	
  Date	
  
field,	
  verify	
  the	
  number	
  of	
  parts	
  ordered	
  and	
  receive.	
  	
  Typically,	
  the	
  Invoice	
  or	
  Shipping	
  
Document	
  number	
  is	
  entered	
  into	
  the	
  Reference	
  field	
  by	
  the	
  User.	
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G/L	
  Transaction	
  from	
  the	
  Parts	
  Receipt	
  
	
  

	
  

Entering	
  Accounts	
  Payable	
  Bills	
  

Bill	
  from	
  a	
  Purchase	
  Order	
  
When	
  entering	
  a	
  new	
  bill,	
  the	
  user	
  may	
  be	
  prompted	
  with	
  one	
  or	
  two	
  messages:	
  
• Vendor	
  has	
  open	
  Purchase	
  Orders…	
  
• Vendor	
  has	
  open	
  Inventory	
  Receipts…
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If	
  Yes	
  is	
  selected	
  to	
  the	
  Open	
  Purchase	
  Orders	
  message,	
  a	
  list	
  of	
  all	
  open	
  Purchase	
  Orders	
  
will	
  be	
  displayed	
  from	
  which	
  to	
  make	
  a	
  selection.	
  
	
  

	
  
	
  
Vendor	
  Bill	
  Created	
  from	
  a	
  Purchase	
  Order	
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If	
  Yes	
  is	
  selected	
  to	
  the	
  Open	
  Inventory	
  Receipts	
  message,	
  a	
  list	
  of	
  all	
  open	
  Inventory	
  
Receipts	
  will	
  be	
  displayed	
  from	
  which	
  to	
  make	
  a	
  selection.	
  
	
  

	
  

Vendor	
  Bill	
  Created	
  from	
  an	
  Inventory	
  Receipt	
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G/L	
  Transaction	
  from	
  A/P	
  Bill	
  (created	
  from	
  a	
  Parts	
  Receipt)	
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Paying Bills with a Credit Card 
You	
  have	
  the	
  option	
  of	
  paying	
  a	
  vendor	
  bill	
  with	
  a	
  credit	
  card.	
  	
  When	
  paying	
  a	
  bill	
  with	
  a	
  
credit	
  card,	
  the	
  bills	
  you	
  are	
  selecting	
  for	
  payment	
  are	
  transferred	
  to	
  the	
  credit	
  card	
  
vendor’s	
  account.	
  	
  The	
  bills	
  transferred	
  to	
  the	
  credit	
  card	
  vendor	
  will	
  be	
  an	
  item	
  that	
  can	
  be	
  
reconciled	
  when	
  the	
  credit	
  card	
  statement	
  is	
  received.	
  	
  A	
  general	
  ledger	
  account	
  must	
  be	
  
setup	
  and	
  linked	
  to	
  the	
  credit	
  card	
  vendor	
  to	
  use	
  this	
  functionality.	
  

G/L	
  Account	
  Setup	
  for	
  A/P	
  Credit	
  Card	
  Payments	
  
For	
  each	
  credit	
  card	
  that	
  will	
  be	
  used	
  for	
  paying	
  bills,	
  a	
  unique	
  G/L	
  account	
  number	
  must	
  
be	
  setup	
  in	
  the	
  Chart	
  of	
  Accounts	
  with	
  the	
  account	
  type	
  of	
  CC.	
  	
  When	
  selecting	
  the	
  Account	
  
Type	
  of	
  CC,	
  a	
  vendor	
  field	
  is	
  displayed	
  below	
  the	
  account	
  type	
  field.	
  	
  Select	
  which	
  vendor	
  
should	
  be	
  linked	
  to	
  the	
  credit	
  card	
  account.	
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Inventory 
Special	
  Order	
  -­‐	
  If	
  this	
  option	
  is	
  selected,	
  the	
  part	
  may	
  only	
  be	
  ordered	
  on	
  a	
  Purchase	
  Order	
  
as	
  a	
  Direct	
  Expense	
  part.	
  	
  Special	
  Order	
  parts	
  are	
  devices	
  your	
  company	
  rarely	
  orders	
  and	
  
do	
  not	
  want	
  to	
  keep	
  as	
  a	
  part	
  of	
  your	
  inventory.	
  	
  Another	
  way	
  to	
  utilize	
  the	
  special	
  order	
  
part	
  is	
  to	
  set	
  up	
  a	
  “generic”	
  part	
  number	
  as	
  a	
  Special	
  Order	
  part	
  and	
  you	
  can	
  use	
  the	
  same	
  
part	
  number	
  (but	
  change	
  the	
  part	
  description)	
  each	
  time	
  you	
  order	
  this	
  Special	
  Order	
  part.	
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Part Kit 
If	
  the	
  part	
  is	
  a	
  kit,	
  meaning	
  the	
  part	
  is	
  comprised	
  of	
  one	
  or	
  more	
  other	
  parts,	
  select	
  this	
  
option.	
  	
  If	
  this	
  option	
  is	
  selected,	
  a	
  new	
  data	
  entry	
  form,	
  Parts	
  in	
  Kit	
  will	
  be	
  displayed	
  to	
  the	
  
right	
  of	
  the	
  Warehouses	
  form.	
  	
  A	
  part	
  should	
  only	
  be	
  marked	
  as	
  a	
  Kit	
  if	
  your	
  company	
  is	
  
purchasing	
  the	
  part	
  as	
  a	
  kit.	
  
	
  	
  	
  
A	
  Part	
  Kit	
  combines	
  several	
  parts	
  into	
  a	
  single	
  part	
  or	
  “kit”.	
  	
  These	
  “kits”	
  are	
  typically	
  
purchased	
  and	
  sold	
  as	
  one	
  part	
  with	
  its	
  own	
  unique	
  part	
  number	
  and	
  cost	
  associated	
  with	
  
it.	
  	
  Kit	
  type	
  parts	
  may	
  be	
  ordered	
  on	
  a	
  Purchase	
  Order,	
  then	
  later	
  break	
  out	
  the	
  individual	
  
parts	
  that	
  make	
  up	
  the	
  kit	
  if	
  the	
  Kit	
  is	
  being	
  purchased	
  to	
  take	
  advantage	
  of	
  favorable	
  
pricing	
  from	
  the	
  Vendor.	
  	
  
	
  
Building	
  the	
  kit.	
  	
  Once	
  a	
  part	
  number	
  has	
  been	
  flagged	
  as	
  a	
  Kit	
  in	
  the	
  Part	
  Detail	
  setup,	
  a	
  
new	
  setup	
  form	
  will	
  be	
  displayed	
  to	
  the	
  right	
  of	
  the	
  Warehouse	
  form	
  labeled	
  Parts	
  in	
  
Kit.	
  	
  This	
  form	
  is	
  used	
  to	
  list	
  all	
  the	
  parts	
  and	
  quantities	
  of	
  each	
  part	
  of	
  which	
  the	
  kit	
  is	
  
comprised.	
  	
  
	
  

	
  
	
  
A	
  Part	
  Kit	
  is	
  built	
  by	
  adding	
  individual	
  Parts	
  to	
  the	
  kit	
  list,	
  selecting	
  how	
  many	
  of	
  that	
  part	
  
are	
  used	
  in	
  the	
  kit	
  and	
  a	
  Break-­‐out	
  Allocation	
  percentage.	
  	
  The	
  Break-­‐out	
  Allocation	
  is	
  the	
  
percent	
  of	
  the	
  total	
  cost	
  of	
  the	
  kit	
  allocated	
  to	
  the	
  part	
  within	
  the	
  kit.	
  If	
  your	
  company	
  is	
  
using	
  the	
  Average	
  Costing	
  Method,	
  this	
  allocation	
  value	
  is	
  used	
  when	
  ‘Breaking	
  Out’	
  a	
  Kit	
  
into	
  its	
  individual	
  Parts.	
  	
  

Part,	
  Description	
  
Select	
  a	
  part	
  using	
  the	
  lookup	
  button	
  to	
  the	
  right	
  of	
  the	
  field	
  or	
  the	
  User	
  may	
  manually	
  type	
  
in	
  the	
  part	
  number	
  if	
  the	
  exact	
  part	
  number	
  is	
  known.	
  	
  Once	
  a	
  part	
  is	
  selected,	
  the	
  
description	
  field	
  will	
  automatically	
  be	
  filled	
  in.	
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Quantity	
  
Enter	
  the	
  number	
  of	
  this	
  part	
  that	
  is	
  contained	
  in	
  the	
  kit.	
  	
  

Breakout	
  Allocation	
  %	
  
Enter	
  the	
  percentage	
  of	
  the	
  kit	
  purchase	
  cost	
  that	
  is	
  allocated	
  to	
  this	
  part.	
  	
  If	
  the	
  quantity	
  of	
  
this	
  part	
  in	
  the	
  kit	
  is	
  greater	
  than	
  one,	
  the	
  allocation	
  percentage	
  would	
  include	
  all	
  of	
  the	
  
quantities	
  of	
  this	
  single	
  part.	
  	
  
	
  
Once	
  all	
  parts	
  have	
  been	
  entered,	
  press	
  the	
  Save	
  button.	
  	
  The	
  total	
  of	
  all	
  Allocation	
  %	
  must	
  
equal	
  100%;	
  the	
  kit	
  may	
  not	
  be	
  saved	
  until	
  100%	
  of	
  the	
  cost	
  has	
  been	
  allocated	
  to	
  the	
  parts	
  
in	
  the	
  list.	
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Expense	
  Ordering	
  
Direct	
  Expense	
  -­‐	
  If	
  the	
  PO	
  is	
  being	
  created	
  for	
  Parts	
  that	
  will	
  be	
  Direct	
  Expensed	
  this	
  option	
  
should	
  be	
  selected.	
  	
  Parts	
  that	
  are	
  direct	
  expensed	
  are	
  not	
  received	
  into	
  a	
  warehouse;	
  they	
  
are	
  immediately	
  expensed.	
  	
  If	
  this	
  option	
  is	
  selected,	
  the	
  next	
  time	
  the	
  User	
  creates	
  a	
  PO,	
  
this	
  option	
  will	
  automatically	
  be	
  selected.	
  
	
  

 

Materials	
  Received	
  from	
  a	
  Direct	
  Expense	
  Purchase	
  Order	
  	
  
Material	
  costs	
  are	
  applied	
  to	
  a	
  Job	
  when	
  receiving	
  a	
  Purchase	
  Order	
  flagged	
  as	
  a	
  Direct	
  
Expense.	
  	
  Direct	
  Expense	
  Purchase	
  Orders	
  are	
  used	
  when	
  the	
  cost	
  of	
  the	
  part(s)	
  being	
  
ordered	
  is	
  much	
  lower	
  than	
  the	
  normal	
  cost	
  paid	
  by	
  your	
  company	
  and	
  you	
  want	
  the	
  actual	
  
cost	
  of	
  the	
  parts	
  to	
  be	
  expensed	
  to	
  the	
  Job.	
  
	
  
Direct	
  Expense	
  Purchase	
  Orders	
  and	
  Receipts	
  can	
  be	
  used	
  with	
  Service	
  Tickets	
  and	
  Jobs.	
  

 



2014	
  SedonaOffice	
  Users	
  Conference	
   AP	
  &	
  Inventory	
  1	
  &	
  2	
  
Marco	
  Island,	
  Florida	
   Presented	
  By:	
  Lisa	
  Gambatese	
  &	
  Laurie	
  Goodrich	
  

Page	
  17	
  of	
  19	
  

Physical	
  Inventory	
  Processing	
  

Print	
  Count	
  Sheets	
  
Once	
  the	
  Physical	
  has	
  been	
  created,	
  print	
  your	
  counts	
  sheets.	
  	
  Open	
  the	
  Physical	
  Inventory	
  
record	
  and	
  press	
  the	
  print	
  preview	
  button	
  to	
  launch	
  the	
  count	
  sheet	
  report.	
  

Enter	
  Part	
  Counts	
  
Once	
  all	
  counts	
  have	
  been	
  completed,	
  enter	
  the	
  counts	
  into	
  the	
  count	
  sheet	
  grid.	
  	
  Counts	
  are	
  
entered	
  in	
  the	
  +/-­‐	
  column.	
  	
  At	
  the	
  bottom	
  of	
  the	
  count	
  sheet	
  is	
  an	
  option	
  File	
  Skipped	
  Counts	
  
as	
  Zero.	
  	
  If	
  you	
  do	
  not	
  have	
  a	
  count	
  for	
  a	
  part,	
  you	
  do	
  not	
  have	
  to	
  enter	
  0	
  on	
  these	
  part	
  lines.	
  	
  

Cycle	
  Inventory	
  Counts	
  
A	
  different	
  approach	
  to	
  doing	
  a	
  Physical	
  Inventory	
  Count	
  is	
  to	
  actually	
  do	
  a	
  “Cycle	
  Count”.	
  	
  
This	
  means	
  you	
  would	
  select	
  a	
  set	
  number	
  of	
  parts	
  (i.e.	
  25)	
  and	
  only	
  count	
  those	
  parts.	
  	
  One	
  
change	
  you	
  will	
  have	
  to	
  make	
  on	
  the	
  count	
  sheets	
  is	
  to	
  UNCHECK	
  the	
  “File	
  Skipped	
  Counts	
  
as	
  Zero	
  Box”	
  at	
  the	
  bottom	
  of	
  the	
  count	
  sheet.	
  	
  This	
  will	
  allow	
  you	
  to	
  keep	
  all	
  the	
  other	
  
parts	
  counts	
  in	
  their	
  inventory	
  and	
  it	
  will	
  only	
  change	
  the	
  parts	
  you	
  are	
  doing	
  this	
  Cycle	
  
Count	
  on.	
  	
  	
  
	
  

	
  
	
  

Review	
  Variances	
  
Once	
  all	
  counts	
  have	
  been	
  entered,	
  you	
  may	
  review	
  the	
  variance	
  report.	
  	
  If	
  recounts	
  are	
  
necessary	
  and	
  you	
  do	
  find	
  a	
  different	
  quantity	
  than	
  the	
  original	
  count	
  recorded	
  and	
  the	
  
number	
  of	
  parts	
  is	
  larger	
  than	
  the	
  original	
  count,	
  enter	
  the	
  additional	
  parts	
  found	
  in	
  the	
  
count	
  sheet.	
  	
  If	
  fewer	
  parts	
  were	
  found	
  than	
  the	
  original	
  count,	
  enter	
  a	
  negative	
  sign	
  in	
  
front	
  of	
  the	
  quantity	
  by	
  which	
  you	
  are	
  reducing	
  the	
  count.	
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Releasing	
  the	
  Physical	
  
Once	
  all	
  variances	
  have	
  been	
  investigated	
  you	
  will	
  release	
  the	
  Physical	
  and	
  record	
  the	
  
variances.	
  	
  The	
  inventory	
  program	
  will	
  record	
  any	
  variances	
  to	
  the	
  general	
  ledger	
  account	
  
that	
  is	
  selected	
  in	
  the	
  Physical	
  Release	
  form.	
  
	
  
	
  

	
  	
  Make	
  certain	
  to	
  use	
  the	
  same	
  Variance	
  Date	
  as	
  the	
  Start	
  Date	
  when	
  releasing	
  
your	
  Physical	
  Inventory.	
  
	
  

	
  

Release	
  Only	
  
Release	
  Only	
  releases	
  the	
  Physical	
  Inventory	
  without	
  any	
  adjustments	
  to	
  counts.	
  	
  	
  

Auto	
  Adjust	
  and	
  Release	
  
Auto	
  Adjust	
  and	
  Release	
  adjusts	
  the	
  final	
  inventory	
  counts	
  and	
  releases	
  the	
  inventory.	
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