SedonaOffice

The #1 Financial Software for Security Companies

Accounts Receivable

Reference Guide

Last Updated: March 7, 2009




: Accounts Receivable
SedOnaOfflCe Reference Guide

The #1 Financial Software for Security Companies

About this Guide

This Guide is for use by SedonaOffice customers only. This guide is not meant to serve
as an operating or training manual, its purpose is to provide an overview of the content
contained within, and to be used as a reference guide only.

SedonaOffice reserves the right to modify the SedonaOffice product described in this
guide at any time and without notice. Information in this guide is subject to change
without notice. Companies, names and data used in examples herein are fictitious
unless otherwise noted. In no event shall SedonaOffice be held liable for any incidental,
indirect, special, or consequential damages arising out of or related to this guide or the
information contained herein. The information contained in this document is the
property of SedonaOffice.

This guide may be updated periodically, be sure to check our website at
www.sedonaoffice.com for the most current version.

Copyright 2008, 2009

Page 2 of 330 Last Revised: March 7, 2009
V 5.2.60



SedOnaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Table of Contents

ADOUL this GUIHE ....ieuiieiieiiiiieiieiiriereierireeireeereereteeeteessnesraserssssnssanssnnnns 2
Accounts Receivable OVErVIEW ........ccceveeeireerenireniereeierenceeenerennerennesenesnnes 9
INVOICING OVEIVIEW ....ceuiiieiiieniiieniiieeiiieiiieiiieeiieeierssisrasisssssssssssssssssssssanes 10
KT 1 L I RN 11
[NV Lo T Lol = L = o P 11
CYClE INVOICING eeruerenerenerenereneeneenceencranerascrsnsenssasessscsnssssssssssssssnsssasssnssannss 17
Cycle INVOICING OVEIVIEW ....cccceeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 18
Related Setup Tables ..o s 19
User Group SECUTtY OPtiONS.....ccciieiiiiiiiiiee e e et e e e e e e e e eaaanaa e 19
[ 101 o TSPt 20
Cycle INvoice NON-MasSter ACCOUNTS.......ccoiviiiurrreereeeeieiiirreee e e eeesnireeeeeeeseesnrreeeeseees 20
GENEIATING @ CY Ittt et e e e e e er e e e e e e ba e e e e e e ees e e astaeeeaeeeeansbaseeeseennnsaeneas 20
Reviewing the Cycle BatCh RESUILS ......c.uuiieeeiiee ettt e et e e eee e s tre e e e ere e e nnees 22
(Yol [l o AV YT A =T Lo o £ USSP 23
oI ] oY= T @Yol [0 - 1 ol o TSR 27
PrINTING CYCIE INVOICES ...uviiii ettt e e et e e e e e e e eate e e e e eeeeeesabaaeeaaeeesanssaseeaeeeannnses 31
General Ledger Transactions — CYcle INVOICE ....uuvvviiiiiiiiieeeeeie et 35
CYCIE MASEEI ACCOUNTS ..vvvverieeeeiiiiirrieeeeeeeeeieiirreeeeeeeesesstrereeeeeseesasbraeeeeeeseenseesnsrreneens 37
GENEIAING @ CYCI.iiiiiiiee ittt ettt et e e st e e e et e e e et e e e ssaeeeesteeesesssaeessaeeeansreeeassneesnssneenn 37
ReVIEWING The CYCIE RESUILS ......ueiiieiiee ettt et e e e e e e ebae e e e e e e e e abaaeeeeeeenanees 40
Posting the Cycle — Create INVOICES . ...c.uvii e eciee ettt e e ere e e e enee e e s raeeeeneaeeeennnes 42
Printing Master AcCOUNT CYClE INVOICES ....uueviiiiiiiiiieiee ettt et e e e e e e e e erara e e e e e e eaaes 46
Cycle INVOICe A SiNGIE CUSEOMET .. ..uvveeiiiieiiireeeee ettt eeebreee e e e s e esabaarraaeees 49
Generating @ CyCle BatCh ......evceiiiee e e e e e e e e e e anraee s 49
Printing a Single Customer CycCle INVOICE ......oeeiecviieieiee ettt et e e e st e e e e 52
MiSCEIAaNEOUS INVOICES cevurrererrnnerennerennerenerenceenssernseernseresserassssnssssnsessnsesans 56
Miscellaneous INVOICES OVEIVIEW......ccceeeeieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeee e 57
Page 3 of 330 Last Revised: March 7, 2009

V5.2.60



SedOnaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Related SEtUP TableS ......viiiiiiiiieicteee e ae e e 57
User Group Security OPtioNS .....ccooeeeeeeeieieeeee e s 58
Miscellaneous Invoice — Form Definition ..., 59
[ [0 YV I o S 63
Create a Miscellaneous Invoice - Accounts Receivable.........cccccceevecciiieeeeeiicccnnnnen, 63
Create a Miscellaneous Invoice - Customer EXplorer........oovcveveiviieeeiiniieeeiniieeeens 65
General Ledger Transactions — Miscellaneous INvVoices............eeeveeveevevereeeeennenn. 66
(@1=To L1 V1T 3 0o T 74
Credit MemMOS OVEIVIEW .....cccvveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee et 75
Related Setup Tables ..o e 76
User Group SECUTtY OPtiONS......coiieeiiiiiiiee e e e e e e e e e e e e e aaaanaa s 77
Credit Memo — Form Definition ..., 78
[ 101 o T PPNt 83
Create a Credit Memo - Accounts Receivable........cccccovvvcnrieiiiiieiiciiieeeee e, 83
Create a Credit Memo - CUStOMEr EXPIOIEr....uuueeieiieieiiieeeeece e 85
General Ledger Transactions — Credit MemMOS ......ccuveveiriiieeeiniiieee e 86
Credit-Off & Create Credit From OVErVIiEW ........ccoovvvvviiiiiiiiiiiiieeeeeeeeeeeeeen 88
L [0 YV I o S 89
Credit-Off @n INVOICE......uviiieiie et e e e e e e e e e e reeeeas 89
Create Credit FrOM ... . et e e e e e e e e e e e e e e e e narraaeeas 91
Applying a Credit Memo t0 an INVOICE ......uueviiiiiiiiiiieeeee et e 94
General Ledger Transactions — Applying a Credit Memo........ccccvvvvvvveveveeeeeenenn. 96
Credit-Off INVOICES eetreeneerrenneerenneerrenseereassesrensesesnsseesensesssnssessensssssnnsessennnns 99
Credit-Off INVOICES c.ccceveeeeeeeeeeeeeee e, 100
Related Setup Tables ....ccoeeeeeeeeceeeececccccce e s 100
User Group SeCUrity OPtiONS...cccceiiiiiiiiiiiiie et e e e e e e e e e eeaaean 100
Page 4 of 330 Last Revised: March 7, 2009

V5.2.60



SedOnaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

HOW TO ittt e et s e e e ea e e e e eaa e e e e aeaa e e e eeenannnnes 101
Credit-Off INVOICES ...ttt e e e e e e e e ara e e e see e e e e e e eennnes 101
Credit Request ProCESSIiNG .. ccieeeierrennierrnnscerennicrrnnsierennessenssssenssessanssssenns 107
Credit REQUESTS OVEIVIEW ...cciiiiiiiieiiiiiiee et eeiree et e e s saae e e s saae e e s 108
[ =T 01 01 = PP URTPPPOt 109
Related SEtUP Tables .......viiiiiiiiie e 110
User Group Security OPtioNnS.....ccoeeeeeeieieeeeei e 111
Credit REQUESTS SETUP «.oouviiiiiciiiee ettt e s s e 112
Credit Requests ACHIVAtiON .......cocuviiiiiiiiie et e e s 113
Credit REASON SELUP .cccee e e e e e e e e 114
EMPIOYEE SETUP ...uvttiieiiee ettt e e e e e e e e et re e e e e e e s essbsnbbeaereeeeenan 115
User Group Credit Memo Limit SETUP ....ccuviiiiiiiiieiceee e 116
Credit Request Sign-Off Process OVErVIEW.........occuveeeiiiiieeeiniiieeeeniieeee e 117
[ (01 o B PP PTR PP 120
Credit Requests using the Credit Template......ccccocuveiiiiiiieiiniiiee e 121
Credit Requests for @ CUStOMEr INVOICE .......cccuuuieveeeeeeiiiiireeeee e eeeerrrer e e e e eennneans 126
Credit Requests for a Customer Invoice & Invoicing Another Customer................ 134
Managing Credit REQUESTES.....ccceeeeieieeeceieiece e s 139
Reassigning a Credit REQUEST .....ccoeeeeeieieieeceeeeeeeeeeeeeeeeeeeecce s 141
Credit Requests & Customer EXplorer.......cccccevvieiiiiiiieeeeeeeeeeeee, 142
EFT PrOCESSING ieeiteestaecrucrunireniensrassrascrassrssssssssssssssrsssssssssssassrassrasssnsssnnss 144
Y= AU | o PRSPPI 146
o Y =] U« TSR 146
Customer Credit Card SETUP ....coovuiiii ittt e e s s 147
ACH Customer Bank SELUP ...ccvueeeiriiiee ittt tre e s e e s e e s siaae e eeeeane 151
Automatic Payments - Cycle INVOICES.........uuuuuuuiiiiiiieeeeeneneeanannnns 157
Credit Card Payments - Single INVOICES ......cccevvvvviiiiiiiiiieeeeeeeeeeee, 157
Page 5 of 330 Last Revised: March 7, 2009

V5.2.60



SedOnaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Setting Up an Automatic Payment - Customer Explorer......ccccccvevevvcieeeiiineeeennnee, 157
Automatic Payments for Unapplied Cash .......cccccoovviiiiiiiiiieiieec e 159
(01 Te [ A 0 ] o LU PRRURN 159
ACH ettt e e et e e e e e e e e e a— e e e e e —e e e e e e—a e e e eabaeeeeeeaabeeeeaareeeeenees 161
Automatic Payments — Miscellaneous G/L ACCOUNT .......cccveeeeeenvereeecreeeeeennne, 163
Credit Card OF ACH..... ... e e e e e e e s e aer e e e e eeeeeeeessnnnns 163
LiVe TranSaCtioNS ..cceeeeeeeeeeeececeee e s 165
Processing Automatic Payments .......ouuueiiiiiiiiiiiiccce e 169
EFT ProcCessSing LiSt...uu e ettt e e e e e e e e e et e e e e e s ananeeeeaeaans 170
Uploading the Payment BatCh........ccuiviiiiiiiiiniec e 171
Downloading & Processing the Response File .......ccoovvieiiiiieiiiniiieeeniiee e 174
Processing @ Single BAtCh ......uuvveeiiiiiiiiiiieeee et e e e 174
Processing @ MUltiple BatChes.......ccooiciiiieieieiee et 178
Handling Rejected Transactions .......ccccceeeeeeeeeiiiieeeeee e 182
Unapplied Cash / CreditS..ieeeeeeerreeeeeennnereseeeeereeeernnnnssssssssseseeeesssnnssnsssseses 185
LI 0 01T [ .Y 186
Unapplied Cash/Credits OVEIVIEW.........coccuveeeeeiiirveeeeeeieeeeeeereeeeeeitreeeeeeireee e 187
(0T YT o] 1T=To I =T F TR 187
AdVANCE DEPOSIT.cuuriiiiiiiiiie ittt ettt s st e s e e s s ire e e s s sbae e e esbaeeeaessaeaeesenns 187
(Lo To] o] IT=To I @ ¢ =Te [ PSPPIt 188
Accounts Receivable — Applying Unapplied Items .......cccocvieeiiviiiiiiniieee e 189
User Group SeCUrity OPtiONS....ccceiiiiiiiiiiiiie e e e e e e e e eeaaeas 192
HOW TO it e e e e e e et ss e e s e e e e eeeeannnaa s eeeeeannnnnnas 193
Applying Unapplied Items - Customer EXPlOrer........veeeeieeiicciveveeee e ieiireeeeeee e 193
Apply Unapplied Cash - TO INVOICES........ciiiiiieeeciiie et ee e eetee e sae e e e site e e s e eneeeesnaeeaenreeeenns 193
Apply Unapplied Cash — TO Other [EEMS .....ccoieeieieeee e e e e e e 196
Apply Unapplied Credit Memo— TO INVOICES .......uviiieciieeicieee et eere e eeee e sre e e e re e e enaee e snaeeeens 198
Apply Unapplied Credit Memo—To Other HEMS.......coei it e e e 201
Apply Advance DepPosit— TO INVOICES......ciiicuiieeeeiiieieiteeectteeeesttee e seeee e sreeessaree e s e enaeeesnseeesnsreeeanns 204
Apply Unapplied Advance Deposit—To Other IHEMS .......cuvviiiei et 207
Applying Unapplied Items - Accounts Receivable........cccccovvvvviveeeiiiiiiiiieeeneceeiens 210
Page 6 of 330 Last Revised: March 7, 2009

V5.2.60



SedOnaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

General Ledger Transactions — Applying Unapplied Items ......ccccccevvivveeinnnen. 214
FINANCE ChArZES .iieeuiriennierenniriennierennessenssersnnsssrensssssnssesssnsssssnssssssnsssnes 224
FINaNce Charges OVEIVIEW .....cccceeeeeeeeieieiecie e e s 225
Related Setup Tables ...cccoeeeeeeeeeeeceeeeccce e s 225
User Group Security OPtioNnS ..o oo s 226
[ (01 VA o TP PPT PRI 227
Generate FINANCE Charges. ... . iiiii ittt ettt e e st e s iaae e s e e s naees 227
Print FiNnance Charge INVOICES .....iivvviiiiiiiiiieeceiiee sttt e e s evne e e e s 232
PIINT INVOICES ..ttt ettt e e e e ettt e e e e s e ae bt e bt e e e e e s e nbaeeeeeeeesannbeneaeesesannnen 232
Remove Finance Charge Invoices from the Print QUEUE..........ccovverviiiriieniei e 236
General Ledger Transactions — Finance Charge InVoices ........ccccvvveevivveeeenne. 239
Payment ProCeSSING . eecresiresieesrensransrassrasrasssnsisnssassrasssessssssssssassrasssssssnsss 240
Payment Processing OVEIVIEW ........coooieiiiiiiiiiiieeeeeeeeee e 241
Payment Processing & COllECtIONS ......covvuiiiiiiiiiiieeiiiee e e 243
Related Setup Tables ....cooeeeeeeeeceeeeeececccc e e 245
User Group SECUrity OPtiONS...cccceieieieiiiiiiie et e e e e e e e e eeaaeas 245
HOW TO ittt e e e e e e e e e s e e e e eeeeaensa s eeeeeennnnnnas 246
Regular Payment BatChes........uuveviiiiiiiiieeeeeee ettt e 246
(O I T o 1Y V=T o = - ol o P 246
ENtering CUSTtOMEr PaymMENTS...cociiiiiiieieccee e 249
Applying PAymeENts t0 INVOICES......uviiiiiieeiciiiee ettt ettt e ee e e tre e e e e e st e e e e et beeesnaeeesnnseeeesreeeanns 251
Applying Payments — Other OPtioNS ........ueeiiiiie ettt eerree e e e e etta e e e e se e e e e e eanraeeeaaeeennns 253
(O] g ¢ =Tor [ 7= =L o /o] TR 255
INCOrrect AMOUNT ENTEIEA ....eiiiiiiiieeeiee ettt s e e st e e st bte e e s abe e e sbeaeesnsbeeennns 255
Payment Entered for the Wrong CUSTOMET .......c.ueeeeciiieiciee e ceee et eeree e sttee et e e e e snae e e sereeeens 257
Deposit @ Payment BatCh ......ccuiviiiiiieiciiceccee e 259
Viewing Deposited BatChes .......ciiiiiiiiiiiiiiieecieee ettt e e 261
Reversing a Deposited BatCh........ooocviiiiiiiiiiiiiiec e 265
Negative Payment BatChes. ...t 268
NS PaYMENTS ..ot e e e e e e e e e e e et e e et et et e e e e e e e e e e e e e aaaaaeaeas 268
Page 7 of 330 Last Revised: March 7, 2009

V5.2.60



SedOnaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Create a Negative Payment BatCh...... ..ot 269
Deposit a Negative Payment BatCh ........ooiiceier ittt e s e e e e 275
LOCKDOX OVEIVIEW ... ittt e e e e e e e e s saaaaaas 277
[ [0 ).V I TN 279
Create a Lockbox Payment BatCh .......cccuueiiiiiiiiiiiiiiee et 279
IMPOrt the LOCKDOX Fil ....eeiiiiiiiiiiiiee e s eae e e 282
Handling INValid RECOIAS ...cceeuuiiiiiiiiiee ettt s e s tae e e s 287
General Ledger Transactions — Payment Processing ........ccceevvvvvvveveveeeeeeeeeennen. 289
Printing INVOICES ieerererrerrerenrecenrenrocesastosassassosassossssassssessossssassossssassssassans 293
INVOICE PriNtiNg OVEIVIEW....uuuuieeii ettt e e e e e e e e evaaee e e e e e e e ee s 294
Related Setup Tables ...cocoeeeeeeeeceeeeeecccccce e e 294
User Group SECUrity OPtiONS...cccceiiiiiiiiiiiiie e e e e e e e e eeaaaas 294
[ [0 LYV I o P 295
PriNt INVOICES = BUIK vvvvviieiieiiiiieeiie ettt eeeabare e s e e e et naraaereeeeeenn 295
StatemMENTt PrOCESSING cereeererrererenrereroceorassocessassocassassssassassssassssassassssanses 308
StAtEMENTS OVEIVIEW ....ieiiiie ettt ettt e e e e e e e e eabeeeesessaeeeesasneeees 309
Statement Generation RUIES .......uueeeeeiiiiiiiiccce e 311
Related Setup Tables ...cooeeeeeeeeeeeeeececccccc e s 316
User Group SeCUrity OPtiONS....ccceiiieiiiiiiiiie e e e e e e e e e e e eeaaeas 316
[ [0 1YV I o U 317
Generate STatEMENTS ... e 317
[ o (=3 323
Table Of FIGUIES.....cieiiieiieecreecreneereeietenereeeeeennerenscrenseennsernseesnsesensessnnens 324
Page 8 of 330 Last Revised: March 7, 2009

V5.2.60



SedOnaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Accounts Receivable Overview

This Reference Guide was designed to provide a desktop reference to which
SedonaOffice Users may refer when wanting to know detailed information on how the
application functions and how to use various features of the application. This document
is divided into sections which are equivalent to the options available within the
Accounts Receivable module with the SedonaOffice application. If you are a new User
to SedonaOffice, this reference guide will assist in helping you learn the layout of the
application and will make navigating much easier.

Topics covered in this document include:

e Cycle Invoicing

® Miscellaneous Invoicing

e Credit Memos

® Unapplied Credit Memos

e (Crediting Off Invoices (individual)
e Credit Request Processing
® EFT Processing

e Unapplied Cash & Credits

® Finance Charges

® Payment Processing

® Printing Invoices

e Statement Processing

e Unapplied Cash & Credits

e Crediting Off Invoices (bulk)
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Invoicing Overview

Invoices created in SedonaOffice are posted to the general ledger in a “real time”
manner. This means that when the User presses the save button on an invoice form, it
is immediately posted to the general ledger and the customer’s accounts receivable is
updated. The only exception to the real-time posting is cycle invoices. Cycle invoices
are created in a batch and posted as a batch to the general ledger and the customer’s
accounts receivable. If sales tax applies, taxes are automatically calculated based on the
tax group associated with the site and the items or parts selected on the invoice. For
more information on how sales tax is calculated by the application, please refer to the
section in this document titled Sales Tax.

There are four types of invoices that may be generated for a customer; Cycle Invoices,
Service Invoices, Job Invoices and Miscellaneous Invoices. Cycle invoices are created in
batches and posted at one time as a batch; the cycle invoicing process is covered in this
document. Service invoices are generated from service tickets; this invoicing process is
covered in the Service Reference Guide. Job Invoices are generated from the Job
Invoicing Queue; this invoicing process is covered in the Job Management Reference
Guide. Miscellaneous invoices are used when you need to invoice a customer for
miscellaneous services, over the counter part sales, or other charges. Miscellaneous
invoicing is covered in this document.

Page 10 of 330 Last Revised: March 7, 2009
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Sales Tax

Sales tax is automatically calculated on all invoice types depending on your company
settings within the SedonaSetup application. If a customer site is flagged as exempt; i.e.
if there is an entry in the Tax Exempt field of the Site, no tax will be calculated for any
invoice created for the customer site. The information and screen shots below explain
how sales tax is determined and applied to an invoice.

Invoice Item

Every invoice created contains a least one Invoice Item; whether it is manually selected
on the Items tab of the invoice body or by selecting an inventory Part on the Parts tab of
the invoice form. Inventory Parts are linked to an Invoice Item within the setup for each
individual Part.

Each Invoice Item is linked to an Item Type in the Invoice Items setup table in
SedonaSetup. Sales tax is determined and calculated by totaling all amounts by Item
Type, and then sales tax is applied to each unique Item Type. The application then
totals all sales tax for all Item Types for the invoice.

All sales tax calculations are based on the settings in several SedonaSetup tables.
Invoice Item Setup

Each Invoice Item has a Taxable option labeled Taxable; if this option is not selected, the
item will never be taxed in any situation on any invoice.

Invoice Item Setup: Figure 1

[ Ttem Edit

Item Type  [MR _ | Account |72000 B :I'agable
MNor-Recurring Other Income "‘ -
Category |Gaa =] Ar eel=
General_Administrative
Item [NSF Check Fee
Description  [NSF Check Fee Job Costing | Other |

Default Rate  |0.00

Apply | New | Delete |
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If the Taxable option on the Invoice Item is selected, the application then uses the Item
Type assigned to the Invoice Item and the Tax Group rules associated with the tax group
selected on the invoice, to determine how much sales tax to apply to the invoice.

Example of an Invoice Item that is possibly taxable

Since the Taxable flag is selected, when this Item is used on a customer invoice, the
rules assigned to the Invoice Tax Group will be evaluated to determine whether to
charge sales tax for the Item.

Invoice Item RS Item Type: Figure 2

[ Tem Edit
[—_Inactive
Tem Type [rsS | APgount |43110 i s
Recurning Service Revenue, Monitoring v -- 2
™ Non Deferred Income Category | Monitoring 4| or -ales
Moritorir

Item [Monitoring g

Description  [Monitoring Job Costing | Other [=|

Default Rate  [0.00

Deferred Acct | Ja ||z Apply | New | Delete |
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Tax Group Setup

Each Tax Group is linked to one or more Tax Tables. A Tax Group is assigned to each
customer site. When invoices are created for a site, the tax group assigned to the site
automatically defaults into the invoice header. The tax group on an individual invoice
may be overridden if needed.

Tax Group Setup: Figure 3

Taxes | Group Rate Setup] Product Lines]
[ Inactive

Taxing Group |MI-Wayne County
Description |MI-Wayne County

Tax Code | Description Rate

MI Michigan State Sales Tax &

MI-Wayne County MI-Wayne County 1.5

CJca State of California .25

[ ca Exempt CA Exempt o

| P —
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Tax Table

Each Tax Table defines what types of services (Item Types) are taxable, the tax rate, the
effective dates of when a tax rate is in effect, the G/L account that will be used for the
credit side of an invoice transaction, and the Tax Agency (Vendor) to whom you will
remit tax payments collected from your customers.

The SedonaOffice application calculates sales tax based on the invoice date entered by
the User. The Invoice Date is compared to the Tax Table Effective Dates to determine
which tax rate to use in calculating the sales tax for the invoice.

Tax Table Setup: Figure 4

Tax Table Setup l Effective Dates & Formula]
[~ Inactive
[~ GST Tax
TaxTable |MI Item Types Inventory Part
o Labor
Description  |Michigan State Sales Tax Mon-Inventory Part
Mon-Recurring
Account [ 23010 ~| 4 [] Other Charge
Sales Tax Payahle-Michigan D Other Recurring
Recurring Service
Tax Agency | State of Michigan |

Tax Table Setup-Rates: Figure 5

Tax Table Setup Effective Dates & Formula ] MI - Michigan State Sales Tax

Effective Date | Tax Rate | End Date | Formula Type | Formula Amt |

1/1/2008 £.2500 **MNever ** Flat Rate

9/17/2004 60000 12/31/2007 Flat Rate

Effective Date [1/1/2008 = Rate 5.2500

End Date g Formula Type ||=|at Rate j
Formula Amount

Page 14 of 330 Last Revised: March 7, 2009
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Below is an illustration of sales tax calculations on a customer invoice.

Invoice - Sales Tax Elements: Figure 6

QD Invoice =T ol =<
Customer [ Category AR Acogunt Tay Group
[to0%s @] [Cdenang =] [ti00 =@ [ 1)~
= trvokce Qate Aging Diake
Invoice & 7 = -
pice 12116 2/1/20009 - 2/28/2009 R o R a
j 11 Hitchedl Street Branch E/0. Mumber
Plymouth, HI 48170 [ = |
Warehouse Term
Bacon, Harold -| & -
i.:*m - [ ] ]| S| [oeonRespt =)
Plymouth, HI 48170 brrvokce Type
| Cycle g =
Salesperson
George Mder =] &
[teers 4500 |
IT Show Cusmomn Faids
fhem List [ =
Item ?2\ | sitm Manshs Rate Lmant | Mema
b Mo Mornterreg 1 45.00 45,00 =
2= &
=
Dyseripion [ Requming =1 Sub Tatal 45.00
i z Tax Fr T A
Contact | jﬂ Tokal 4781
Mg Balance Duse 47.81
)
W Add to Print Quews Invvoece List EFT | Save | Close I
LN
I - \
it 1 1]

N The Tax Group defaults from the site. The Tax Group is linked to one or more
Tax Tables that define tax rates, effective dates and specifies which Item Types are
taxable.

@ The Invoice Item determines whether the item is possibly taxable. If the Item is
flagged as taxable, the Item Type assigned to the Item is evaluated within the tax tables
assigned to the Tax Group on the invoice to calculate and apply sales tax to the invoice.

@ All sales tax calculations are totaled for each unique Item Type and saved to the
invoice.
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Sales Tax Flowchart: Figure 7
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Cycle Invoicing Overview

Cycle Invoicing is the process of creating invoices for your customers who have active
and billable recurring lines set up on their Site or System records. Cycle Invoicing is a
three-step process.

® Generate a Cycle
e Post the Cycle / Create Invoices
® Print Cycle Invoices

The first step is referred to as “Generating” the cycle, will create a listing of all eligible
customers to be invoiced depending on which month/year and branch(s) is selected.
The listing is printable for review of accuracy of rates and the period of time for which
the customer is to be invoiced. If you have found recurring line information that needs
to be corrected, you have the option of deleting the cycle, making the corrections on
the recurring lines, and run the cycle process again.

The second step is to “Post” the cycle to create the invoices that will be applied to the
individual customer accounts receivable. At the end of the Posting process, the User
has the option of applying any unapplied cash or credit memos to the customer Cycle
Invoices.

The third step is to print the customer invoices. Invoice printing for invoices generated
for customer-site relationships and for subaccounts that bill directly to the subaccount is
performed from the Accounts Receivable / Print Invoices option. Invoice printing for
invoices generated for direct billing to Master Accounts is accomplished from Client
Management / Master Account Management /Print Invoices.

When your company is using Master Accounts, if recurring services are to be invoiced to
the Sub-Account, the cycle invoicing for all Sub-Accounts is performed through Accounts
Receivable/Cycle Invoicing. If recurring services are invoiced to the Master Account,
cycle invoicing is performed through Client Management/Master Account Management
/ Cycle Invoicing.
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Related Setup Tables
Below is a list of the setup tables impacting the Cycle Invoicing process.

® |nvoice Item

® |nvoice Item Type
® |nvoice Description
e Tax Group

e Tax Table
e (Category
e Branch

e Chart of Accounts

User Group Security Options

For a User to be able to generate and post cycle invoices, certain security privileges
must be granted to the User through the User Group Security options within
SedonaSetup. The following User Group Security options located within Application
Access/AR security options section pertain to Cycle Invoicing.

e Cycle Invoicing — allow the Users to generate and post cycle invoices from the
accounts receivable menu and if the User has access to Master Accounts, will be
able to generate and post Master Account Cycle Invoices.
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How To

Cycle Invoice Non-Master Accounts
The User initiating the Cycle Invoicing process should close other software applications
prior to beginning and not open any new applications during the process.

1
& Important Note:

No Users should be processing any customer cancellations or be making any changes
to recurring lines while the cycle invoice generation process is in progress.

To begin the Cycle Invoicing process, follow the steps below.

Generating a Cycle

1. Navigate to the Accounts Receivable Menu and select the Cycle Invoicing menu
option.

2. The Cycle Invoicing [Batch List] will be displayed. To start a new cycle batch, press
the New button located at the bottom of the Cycle Invoicing form.

3. Enter Selection Information - The New Cycle Invoicing form will be displayed. You

will need to make selections or enter information into the following fields of this
form.

e Month - This is a drop-down list from which you must select which month/year you
are going to cycle. If you want to cycle a month that has previously been cycled,
scroll down the list until you find the month/year you need to cycle.

e Description — This will default to the Month for which you are cycling. You may
change this description or leave the default description.

® Include Customers with Bill Day — If your recurring lines setup is not billing from the
beginning of each month, you may select a particular bill day from the drop-down
list. Only recurring lines with a bill day equal to or less than the value selected will
be considered for the cycle. If the recurring lines setup is always to bill on the first of
the month, then leave this value set to 28. For additional information on Bill Day,
refer to the Client Management Reference Guide; setting up new recurring.

e Branch Selections — If your company has more than one branch, you may select one
or multiple branches by checking the Select checkbox to the left of each branch you
want to be included in the cycle batch.

Page 20 of 330 Last Revised: March 7, 2009
V 5.2.60



SedonaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Once all selections have been made, press the Save button located at the bottom of
the New Cycle Invoicing form to begin the process. A message will be displayed
asking if you are ready to begin the Cycle Invoicing process; press the Yes button to
execute the cycle invoicing program.

Cycle Invoice Generation Confirmation: Figure 8

Cycle_Invoice 2

While the Cycle Invoicing Program is running, a progress bar will be displayed
showing the percent of completion.

Cycle Invoice - New Batch Form: Figure 9

F 41
e Mew Cycle Invoicing @
& Cyde il
Month | 01-Feb-03 4|
Description g 1-Feh-09
Indude
Customers 28 x| orless
with Bill Day
Indude | Branch | Description | Last Cyde | Posted
CA California 1/1/1900 ¥
MI Michigan 1/1/1900 ¥
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Reviewing the Cycle Batch Results
4. Review the Results - Once the Cycle Invoicing Generation Process has completed,

the Cycle Invoicing [Batch List] will be displayed. To print the results of the Cycle,
highlight the Cycle then right-click, select Print, then select one of the five report
options; Cycle Summary, Cycle Detail, Cycle Detail Branch, Cycle Prelist, or Cycle
Prelist (Summary-only). Once the selected report is displayed in preview mode, you
may export the results to an Excel spreadsheet, a PDF file, an RTF file (MS Word
type), HTML page or a plain text document, or you may print the report to a printer.
To export the report, click on the desire export format button from the upper
toolbar of the Report Preview. On the next page you will find examples of the five
report styles.

Cycle Invoice - Preview Reports: Figure 10

e Cycle Invoicing @

Cydle | Description Creation Date Month Posted Bill Thru Day
003 =brua

Refresh

Delete Cycle
Change In Process Flag
Print 3 Cycle Summary
Cycle Detail
Cycle Detail Branch
Cycle Prelist
Cycle Prelist (Surmmary-cnly)

[~ Show Posted Cydes

Apply Credit Mew Edit | Close |
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Cycle Preview Reports
Cycle Summary Report: Figure 11

o D M| DB Q&[MWE =] « [

Cycle Customer List CJM Security

Cycle: 15 For Month: February 2009
Description: Created On; 1262009

Customer & Customar Sites Amount
]

T5.80
.90

®o0

e
30

Cycle Detail Report: Figure 12

File Help

Bl &em. D é @A Q@n: -~ @[z | @ 8ok © Fowerd | BOF Bxeel BTF Tet HTML | Cose

D . 12 L R S A I S S - R S EES SRR R BN RSN BRI VAR SRR

z January 26, 2009 Cycle Invoicing Detail Page# 1

: 10:05 AM

5 Customer

I Number Name Item Cycle Period Amount Tax Total

1 10002 Hometown Diner £101 Mon-Fire Q 27172009 - 4/30/2000 11985 7.19 12704
Mon-UL Q 2712009 - 4/30/2000 4500 270 4170
O/C Reports Q 27172009 - 4/30/2000 3900 234 4134

i Service Agreement Q 27172009 - 4/30/2000 8983 i 9324

i 20370 1762 31132

2

: 10003 Ashley, Desire Mon Q 1/1/2009 - 3/3172009 75.00 7.13 8213

1 7500 713 8213

: 10010 Beale & Company Mon M 212009 272872008 125,00 1138 13688

i 0/ Reports M 2152000 228/2008 1300 14 1424

3 Service Agreement M 2172000 272872009 1593 132 17.47

15395 1464 16859

i 1002 Bartlett, Keith Men M 1172009 - 2282008 990 5.69 6559

: Service Agreement M 14172009 - 212872009 1590 151 1741

% 7580 720 §3.00

—
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Cycle Detail Branch Report: Figure 13

File  Help

D& D8
R : EE

RN

T

B Rl

T

(al:: =N [

Janumary 26, 2009

10:16 AM Branch Code

Customer

Number Na Item

CA

10005 Ashiey, Desire Mon

10010 Beale & Company Mo
QUC Reports
Service Agreement

10025 Bartlett, Keith Mon
Service Agreement

Q .

Bocorae s

el
BN R

Cycle Invoicing Detail

_Cyele Period
Q V12009 - 3/31/2009
M 1200921282009
M 212009 - 2282009
M 212009-2282009
M 112008 - 21282009
M 1120082128009

BTF Jeot HTML = Close
] . ¥

Tt g 1eos '
Pages 1

Amount Tax Total
75.00 713 5213
75.00 7.13 5213
125.00 1nss 13688
1300 124 1422
1595 1.52 1747
15395 1464 168.59
5000 5.60 6550
1590 19 1741
75.80 1.20 83.00

Cycle Prelist Report (Section 1): Figure 14

File Help I

E| & pimscose | [

|1/4

| PDF Bocel RTF Tewt HTML | Close

[ N

[¢h | OB @ @: |4

1 H

TR Tei gt Gen

Prelist Report CJM Security
For the Period February 2009
CA
Customer# Site/Customer ItemCode Freq Cycle Amount Tax Total Annual RMR StartDate  Renewal Date EscDate TaxGroup
2612 Townley Mon Q 75.00 713 2.13 300.00  01/01/2009 CA-Orange Co
10005 Ashley, Desire 75.00 713 &13 300.00
3 Kingsbury Avenue Won M 125.00 11.88 136.88 1,500.00 0741542008 0713172014 08/08 CA-Los Angele
0/C Reports. M 13.00 124 14.24 156.00 071542008 0713172014 08/08 CA-Los Angele
Service Agresment M 15.95 152 17.47 191.40 071542008 07/31/2014 08/09 CA-Los Angele
10010 Beale & Company 153.95 14.64 168.59 1,847.40
50 Richardson Read Mon M 59.90 569 85.59 359.40  12/01/2008 CA-Orange Co
Service Agreement M 15.90 1.51 17.41 95.40  12/01/2008 CA-Orange Co
10025 Bartlett, Keith 75.80 720 23.00 454.80
10Elm Avenue Mon M 58.90 434 6484 359.40  12/01/2008 CA-Riverside (
10026 Barnes, Denise 58.90 494 64.84 359.40
3060 Peachtree Road WMon Q 105.00 998 11498 420.00 01/22/2009 01/31/2010 02110 CA-Orange Co
Service Agreement a 36.00 342 39.42 144.00 01/22/2009 0153172010 02110 CA-Orange Co
10043 Backman, Garrett 141.00 13.40 154.40 564.00
157 Hawthorne Circle Mon M 75.00 713 213 900.00  0S/03/2001 CA-Los Angele
Mon M 924.00  03/01/2009 CA-Los Angele
0IC Reports. M 13.00 124 1424 156.00  05/03/2001 CA-Los Angele
10053 Cafco Jevelers 83.00 837 9637 1,980.00
250 Langley Road 0/C Reports. M 12.00 088 12.99 144.00 0140142008 CA-Riverside (
10057-3 ‘Walsh Tires. 12.00 099 12.99 144.00
325 Lake Road Mon M 89.85 T4 97.26 359.40  12/01/2008 CA-Riverside (
10059 Johnson, Michael 89.85 T4 97.26 359.40
635.50 64.08 759.58 6,009.00
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Cycle Prelist Report (Section 2): Figure 15

5 Report Preview - Cycle Prelist
File Help
| & pineCose |1 |44 | O M@A| 2 @ 0% PDF Exwsl RTF Ted HTML | Close
- 12 B ' ' 7 ' 3 ' -] ' ]
Prelist Report CJM Security
- For the Period February 2009
N cA
Item Distribution
Item Code GL Code Monthly Quarterly Semi-Annual Annual Total Tax Tax Total
£ Hon 40200 40965 180.00 0.00 0.00 58965 54.16 £43.81
0/C Reports 40200 35.00 0.00 0.00 0.00 38.00 347 41.47
. Service Agreement 40210 31.85 .00 0.00 0.00 67.85 645 74.30
2 479.50 216.00 0.00 0.00 695.50 64.08 759.58
. RMR Distribution
i Item Code Feb-09 Mar-09 Apr08 May-08 Jun-09 Jul-09  Aug-09 Sep-09 Oct-09 Hov-09 Dec-09 Jan-10 Total
-3 Mon 519.65 35.00 35.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 589.65
QIC Reports 38.00 000 000 000 0.00 000 000 0.00 000 000 000 0.00 38.00
. Service Agreeme 43.85 12.00 12.00 000 0.00 000 000 0.00 000 000 000 0.00 67.85
= €01.50 47.00 47.00 000 0.00 000 000 0.00 000 0.00 000 0.00 695.50
. Non-Deferred Income
4
i Item Code GL Code Total Tax Tax Total
B 0.00 0.00 0.00

Cycle Prelist Report (Summary-Only): Figure 16

R eront Preview Cyaerrastt

File Help
G| & pnacese | [ | 44| BB Q @ [100% = |+ @12 (<] © | PDF Ewel RTF Tet HTML | Close
| L T B T - T B T S T S - S o S B S SRR BN B
Prelist Report (Summary) CJM Security
For the Period February 2009
oy ca
Item Distribution
Item Code GL Code Monthly Quarterly Semi-Annual Annual Total Tax Tax Total
I Won 40200 409.65 180.00 0.00 0.00 530.65 5416 642.81
i 0/C Reports 40200 33.00 0.00 0.00 0.00 33.00 347 4147
3 Service Agresment 40210 3185 36.00 0.00 0.00 67.85 645 74.30
z 479.50 216.00 0.00 0.00 895.50 84.08 759.58
RMR Distribution
Item Code Feb-09 Mar-09 Apr-09 May-09 Jun-09 Jul08  Aug-09 Sep-09 Oct-09 Nov-09 Dec-09 Jan-10 Total
5 Won 519.65 35.00 35.00 0.00 000 0.00 0.00 0.00 0.00 000 0.00 0.00 589.65
0/C Reports 38.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000 .00 0.00 28.00
] Service Agreeme 43.85 12.00 12.00 0.00 000 0.00 0.00 0.00 0.00 000 0.00 0.00 67.85
= 601.50 £7.00 47.00 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 695.50
1 Non-Deferred Income
4
i Item Code GL Code Total Tax Tax Total
il 000 000 0.00
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After the Cycle Report has been reviewed, proceed to the Posting process. If errors
were found and recurring lines need to be corrected, delete the Cycle; make the
necessary corrections to the recurring lines then begin the Cycle Generation process
again with steps 1 through 4. If report results are satisfactory, proceed to step number
5. If corrections need to be made to recurring lines, please read the next paragraph for
instructions on how to delete a cycle.

To delete a cycle in need of corrections, navigate to Accounts Receivable/Cycle
Invoicing, highlight the Cycle then right-click, and select Delete Cycle. A message will be
displayed confirming if you want to delete the selected cycle; press the Yes button to
delete the cycle.

Delete a Cycle Batch: Figure 17

e Cycle Invoicing @

Creation Date
/20,2008

Description

Refresh
I Delete Cycle
Change In Process Flag
Print 3

Delete Cycle Batch 3

@>% Are you sure that you want to delete the selected Cycle Invoicing Batch

[~ Show Posted Cydes

Apply Credit New Edit | Close |
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Posting the Cycle Batch

5.

Post the Cycle / Create the Invoices - Double-click on the Cycle from the Cycle

Invoicing [Batch List]. The Cycle Invoicing Process [Posting] form will be displayed.
The User will need to make selections or enter information into the all required
fields on this form to be able to post the cycle. Once all fields have been populated,
press the Post button located at the bottom of the form to begin the posting
process.

Cycle Information

Description — This is a description of the cycle batch, which is for reference purposes
only and will default to the description selected when the batch was generated,
however the User may change the default description.

Invoice Information

Category — Make a selection from the drop-down list; typically Cycle Billing or
Monitoring is the selection. The choices displayed are from the SedonaSetup
Category setup table.

A/R Account — This is the G/L posting account for the debit side of the transaction
and will default to the Accounts Receivable G/L account number defined in
SedonaSetup G/L Account Defaults for AR.

Terms — Make a selection from the drop-down list. The terms code selected will be
applied to all invoices in the cycle and determine when the invoices are due. The
choices displayed are from the SedonaSetup Terms setup table.

Invoice Date — Type in or select a date by pressing the calendar icon to the right of
this field. This field works in conjunction with the selected terms code to determine
when the invoice will be due. This also determines which accounting period to
which the invoices will be posted.

Invoice Description — Make a selection from the drop-down list. The choices
displayed are from the SedonaSetup / Invoice Descriptions setup table. This
description is a general description of the type of services being presented on the
invoice; such as Recurring Services, and is printed in addition to the individual
invoice line descriptions. The invoice description prints near the bottom of the
invoice, is displayed on the Customer Explorer for open invoices, and also appears
on customer statements.
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Aging Date

e Aging Date To Match Bill On Day — A selection is only needed if your recurring lines
are not billing for services from the beginning of the month; where you have
selected Day of Service Start in SedonaSetup Setup Processing for AR [Invoicing-
Cycle Beginning Day].

e Aging Date — Type in or select a date by pressing the calendar icon to the right of
this field. This is the date the invoice will begin to age.

ACH Hold Date

These fields are only needed if your company is processing automatic EFT or Credit
Card payments for the cycle invoices.

e ACH Hold Date To Match Bill On Day — This is optional if you are using the Day of
Service Start option as mentioned in Aging Date To Match Bill On Day above. Ifitis
desired to hold the automatic payment to be processed until the Bill On Day for the
recurring line, then select this box, otherwise, the hold date setup on the customer’s
EFT information will be used as the hold date.

* ACH Hold To Process Date — Type in or select a date by pressing the calendar icon to
the right of this field. This is the date any automatic payments will be eligible for
processing. This date cannot be prior to the date you are posting the cycle.

* Memo — Information entered into this field will be saved to the Memo field of all
invoices in the cycle, and print on invoices if the printing format selected during
invoice printing is designed to print the invoice memo field. If your company is using
BFIS to print your invoices, this memo will be included in the print file.
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Cycle Posting Form: Figure 18

e Cycle Invoicing Process
% Cyde Information

Cyde
Manth

Created
Description

[&] Invoice Information
Category
AR Account

Terms

Invoice Date

Inwoice Description
Aging Date

Aging Date to

Match Bill On Day

Aging Date

ACH Hold Date

ACH Hold Date to
Match Bill On Day

ACH Hold to
Process Date

Memo

Print |

EX5
|41— Amount |00
W Count
W Thru Day |28
|01-Nov-08
| Monitoring |
| 11000 R |Es
| Due On Receipt LI
[11/1/2008 El
| Recurring Services JRd

r

|11/1/2008

r

|11/01/2008]

Save Post Close
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6. Applying unapplied cash and credits — If any of the customers in the cycle batch have
either unapplied cash or unapplied credit memos on their account, at the end of the
posting process the Apply Cycle Invoicing Credit form will be displayed to allow the
User to select which unapplied amounts to apply to the cycle invoices. If the User
selects the Unapplied Cash checkbox in the upper right of the form, all of the
customers in the list with available unapplied cash will be selected in the list. If the
User selects the Unapplied Credit checkbox in the upper right of the form, all of the
customers in the list with available unapplied credit memos will be selected in the
list. The User may select one or both unapplied types or go through the list and
select individual customers for which the available unapplied cash or credit will be
applied to the cycle invoice. Once all selections have been made, press the Apply
button located at the bottom of the form. If the User does not want to apply any of
the unapplied amounts to any of the invoices, press the Close button located at the
bottom of the form.

Cycle Posting-Apply Credits: Figure 19

& Apply Cyele Invocing Credit =8 58~
2% Cyde Information
Cyde ha i Amount [512.55
Manth Povember 2008 Count
Created  [11/22/2008
™ Unappled Cash
Resrpton [0 1-Nev 08 - Credt
Customerbo. | Mame | Type |Evoice | MetDue | CredtDate | CreditBalano
i L
Totsl Unapped Credit  $0.00
Total Unappied Cash 0,00 J Cose
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Printing Cycle Invoices
Printing the cycle invoices is the third step in the cycle invoicing process. Follow step 7
through 10 to print the cycle invoices.

7. Select Printing Options - To print the cycle invoices, navigate to the Accounts
Receivable / Print Invoices menu option. The Select Invoices form will be displayed

where the User will select which options pertain to the printing of the cycle invoices.

Select All Invoices

If it is desired to print only Cycle invoices, un-check the Select All Invoices checkbox
located in the upper left of this form. Next navigate to the /nvoice Type section and un-
check the checkbox to the left of the invoice types that will not be printed at this time.

Options

Options are available for selection when printing your cycle invoices which are listed
below. Check the box to the left of each option that you desire.

®  Only Show Invoices In Print Queue — By default all invoices created will be flagged
to appear in the invoice print queue. Do not un-check this checkbox.

* Show ACH Pending Invoices — Select this checkbox to include customers that are set
up for ACH payment processing for their cycle invoices that want a printed copy of
their invoice.

¢ Show BFIS Pending Invoices — Select this option only if your company has subscribed
to use BFIS (Bridgestone-Firestone Information Services) to print and mail invoices.

¢ Hide Invoices with $0 Balance Due - If credits were automatically applied to a cycle
invoice which would result in a zero balance and these invoices are meant to be
excluded from the printing, select this option.

e Use Invoice Background — Selecting this option will print a gray background color on
the invoices.

Sort By

From the drop-down list, select the order in which the invoices will be printed.
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8. Generate the Invoice Print List - Once all options have been selected, press the
Create List button located at the lower right of the Select Invoices form.

Cycle Invoice Printing Selection Form: Figure 20

@ Select Invoices

[ Select Al lnvoices

[T Hide Inactive Branches

DOpliors
¥ Dy Show Invices in Print Dueue
[ Show ACH Pendng Invoices
[T Show BFIS Pending Invoices
R Hide Irvoaces with $0 Balance Due
[~ Use Invoice Backgiound

Expeoet List

[ Dates

Sort By

Soet Irvvoices By
Il:ushormf N

Sort By

Customer Name
Customer Number
Invoice Number
ZipCode

=)

W lrovcice Type
W Cicle

[T Senice

B B

[ Job

Maiginz - In benths of annch
Top Marg ey

op Margin [T_i
Left M ange B |
aigin IT;I

Betioen Maigin lTj

CiesteLit | Cancel |
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9. Print Preview / Send Invoices to a Printer - The Invoice List will be displayed with a

list of invoices that met the criteria for the options selected. Select the desired
printing form from the drop-down list at the lower left. The User may first preview
the invoices before sending to the printer by pressing the Preview button located at
the lower right of the form. If it is desired to send the invoices directly to the printer
without previewing first, press the Print button located at the lower right of the

form.
Invoice (Printing) List: Figure 21
a Invoice List o= ]
Invoice List [(B63 invoices) Customers =
Tag Type Customer | Invoice #f | Inv Date Due Amount Balance | Branch Mame Address Zip Code

I Cycle 2000 2193| 114142008 | 11/1/2008 $21.95 $31.95 | Ml Craig, Lo 1000 Main Street 45170

Ll Cycle 2000 10206 | 11/17/200¢€ | 11172008 $31.95 $31.95| Ml Craig. Lo 1000 Main Street 45170

Ll M Cycle 20m 1391 114142008 | 11.1/2008 $43.25 $43.25 | Ca Dodds, ‘willam 2600 'wWest Road 92505

L] = Cycle 200 100071 | 1147/200¢ |11/ 742008 $43.25 $43.25 | Ca Diodds, Wwilliam 2600 'west Road 92505

I Cycle 2002 2194 114142008 | 114172008 $31.95 $31.95 | Ml Forne, Christopher | 1008 Maple Lane 43170

I Cycle 2002 10207 | 114172008 | 1141 7/2008 $31.95 $31.95 | MI Fome, Chistopher | 1008 Mapls Lane a9vn

I Cycle 2003 1932| 114172008 | 11/1/2008 $43.25 $43.25|CA Greag. Jil 2608 Carmenita Road | 92505

Ll ™ Cycle 2003 10002|1147/200¢ 1141 7/2008 $43.25 $43.25|Ca Gregg, Jill 2608 Carmenita Road | 32505

Ll = Cycle 2004 1603 9/28/2008 | 5/28/2008 $31.95 $31.95 | Ml Jacks, William 1016 Briarwood Lane | 48170

I Cycle 2004 2195| 114142008 | 114172008 $31.95 $31.95 | Ml Jacks, William 1016 Briarwood Lane | 48170

I Cycle 2004 10208|11.17/200¢ |11417/2008 $31.95 $31.95 | MI Jacks, William 1016 Briarwood Lane | 48170

I Cycle 2008 1993 114142008 | 1141/2008 $43.25 $43.25|CA Jacob, Michael 2676 Trumball Street | 92605

I Cycle 2005 1002| 94142008 | 941/2008 $43.25 $43.25|CA Jacob. Michael 2616 Trumball Street | 92505

Ll ™ Cycle 2005 10003 | 1147/200¢ 1141 7/2008 $43.25 $43.25|Ca Jacob, Michael 2616 Trumball Street | 32505

Ll = Cycle 2008 2196| 114142008 | 11412008 $31.95 $31.95 | Ml Jonah, Jennifer 1024 Mason Drive 43170

I Cycle 2008 10209|1117/200¢ 1141772008 $31.95 $31.95 | Ml Jonah, Jennifer 1024 Mason Drive 43170

I Cycle 2007 1934 114142008 | 11/41/2008 $43.25 $38.25 | CA Jones, Lisa 2624 Hans Lane 92605

Ll Cycle 2007 10004 | 11/17/200€ | 11172008 $43.25 $43.25|CA Jones, Lisa 2624 Hans Lane 92505

Ll M Cycle 2008 2197 11122008 | 1112008 $31.95 $31.95 | Ml Kely, &pril 1032 Ravenwood Lar| 45170

Ll ™ Cycle 2008 10210|11A47/200¢ |11/ 7/2008 $31.95 $31.95 | Ml Kely, April 1032 Raverwood Lat| 48170

Ll = Cycle 2009 1395| 114142008 | 1141/2008 $43.25 $43.25 | Ca Lands, Ralph 2632 Townley 92505

I Cycle 2009 10008| 11172008 | 1141 7/2008 $43.25 $43.25 | CA Lands, Ralph 2632 Townley 92605

I Cycle 2ma 2198 114142008 | 1141/2008 $31.95 $31.95 | MI Loetz, Wwilliam 1040 March \Way a9vn

1 I Curle 2rn 10211 11172008 111 742008 731 95 71 G5 1M1 | netz william NN March Wwau 4R170N b

4 »

Print On List Talged [tems

ntwtrom = || Tooan | ursga| et | T | Ul ||| R | Mk | pegew | me | T | ool |
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10. Mark Invoices as Printed - After pressing the Print button a message will display

asking the User if the invoices should be marked as printed; press the Yes button to
accept and remove the invoices from the print queue.

Cycle Invoice Printing-Mark as Printed: Figure 22

Invoice Printing £3

Did all of the Tagged Invoices Print Correctly and should they be Marked as
Printed?

Yes Mo

Page 34 of 330 Last Revised: March 7, 2009
V 5.2.60



: Accounts Receivable
Sedona OfflCe Reference Guide

The #1 Financial Software for Security Companies

General Ledger Transactions - Cycle Invoice

Once the cycle invoice posting process has been completed, general ledger transactions
are viewable from the Account Register of the General Ledger module or within the
Customer Explorer by opening the cycle invoice and pressing the Journal For This Item
button located on the top toolbar of the application. The entries posted to the general
ledger for cycle invoices depend on your setup for the invoice item code within
SedonaSetup. If the item code is set to defer income [the default for recurring type
items], the credit side of the transaction will post to the Deferred Income account. The
Deferred Income account used in posting is located in SedonaSetup G/L Account
Defaults for AR. If the item code is not set to defer income, the credit side of the
transaction will post to the income account associated with the invoice item code for
the recurring line. Below is an example of the G/L posting for a cycle invoice where the
income is has been flagged to defer.

Journal Entry for a Deferred Cycle Invoice

Journal Entry-Cycle Invoice Deferred: Figure 23

a Journal Entry EI@

Register No. 254 Register Type: INV

L[ Journal Information
Branch ca
Date 4/1/2008
Primary 110000
Acccount
Accounts Receivable

Reference 1065

Iv¥ Show Job Costing Iv¥ Show Branches

General Ledger Job Costing -~
Account E Description Debit Credit Memo Branch Category Job Type

110000 Accounts Receivable 186,18 Cyde Invoice CA ls]
25000 Deferred Revenues 160.59 CA Manitaring Q
25000 Deferred Revenues 12,60 CA Service Q
230100 Sales Tax Payable 12,99 CA Q

L LI~

Total % 186.18 % 186.18
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Journal Entry-Unapplied Cash Applied During Cycle Posting: Figure 24

o |
& Joumnal Entry Look Up [F=n(Eem ===
Register No. [33] IE Register Type: XTFR
L] Journal Information
Branch Michigan
Date 4/21f2008
Primary 20120
Acccount
Unappled Cash
Reference 1
[V Show Job Costing [V Show Branches
General Ledger Job Costing -
Account E Description Debit. Credit Mema Branch Category Job Type
[ ¥ 20120 Unapplied Cash 81.52 Michinan o
|__|110000 Accounts Receivable 81.52 CA a
Total $ 244.56 $ 244.56
Close
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Cycle Master Accounts
The User initiating the Cycle Invoicing process should close other software applications

prior to beginning and not open any new applications during the process.

& Important Note:

No Users should be processing any customer cancellations or be making any changes
to recurring lines while the cycle invoice generation process is in progress.

Generating a Cycle
To begin the Cycle Invoicing process for Master Accounts, follow the steps below.

1. Navigate to the Client Management / Master Account Management menu option
and select the Cycle Invoicing button located at the lower left of the Master Account

List.

Master Account List-Cycle Invoicing: Figure 25

&) Master Account List o |2
Master Acoount Number | Hame No. of Sub Accounts Active RMR | Last Cyde
10000 Sweet Afton Teahouss 7 201.95
10057 Walsh Tires & 32140 U1f2009

Cyde Invoicing [ l' Print Imvoices Mew [ | Clase
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Enter Selection Information - The Master Account Cycle Invoicing form will be
displayed. This form is used to select which Master Accounts/Branches will be
searched for billable recurring lines. The form is divided into two tiers; the upper
tier displays a list of all Master Accounts and the lower tier displays a list of all

branches. The User may select one, multiple or all of the Master Accounts from the
upper tier to create a cycle, or select one or multiple branches from the lower tier
and one or multiple Master Accounts from the upper tier list. If the User makes
selections from the branch list in the lower tier, at least one Master Account must be
selected from the Master Account List in the upper tier. The User will need to make
selections or enter information into the following fields of this form.

Month — This is a drop-down list from which the User must select which month/year
is going to be cycled.

Description — This will default to the Month/Year being cycled. The User may
change this description or leave the default description. If the User is cycling a single
Master Account the description may be modified to include the Master Account
name and month/year being cycled for reference purposes.

Include Customers with Bill Day — If your company’s recurring line setup is not
billing from the beginning of each month, the User may select a particular bill day
from the drop-down list. Only recurring lines with a bill day equal to or less than the
value selected will be considered for the cycle. If the recurring lines setup is always
to bill on the first of the month, then leave this value set to 28. For additional
information on Bill Day, refer to the Client Management Reference Guide; setting up
new recurring lines.

Exclude Accounts Already Cycled — By selecting this option, any Master Accounts
selected from the list will be excluded if they have already been cycled for the period
selected to be cycled. When this option is left unchecked, if the customer has
already been cycled and any recurring lines are eligible to be invoiced, the customer
will receive another cycle invoice for the same billing period with the additional
charges.

All Masters — Checking this box will select all Master Accounts on the list. If it is
desired to cycle selected Master Accounts, the User will select this checkbox then
un-check the box to the left of each Master Account that will not be cycled or leave
this box un-checked then select only the Master Accounts to include in the cycle.
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All Branches — Checking this box will select all Branches on the branch list. If only
certain branches are to be cycled, select this checkbox, then un-check the box to the left
of each branch to be excluded from the cycle or leave this box un-checked then select
only the branches to be included in the cycle.

Master Account Cycle Invoicing Selection Form: Figure 26

[
a Master Account Cycle Invoicing @I
@ Master Account Cycle Invoicing
Month 01-Feb-09 - [w Exdude Accounts Already Cyded
Description [01-Feb-03 (Master Accounts)
Indude Customers |25 w | orless
with Bill Day
Master Accounts W
Master Account Number | Name No. of Sub Accounts Active RMR. | Last Cyde |
10000 Sweet Afton Teahouse 7 201,95
10057 Walsh Tires 5] 32140 1/1/2009
Sub Account Branches v All Branches
Branch Code Description |
cA California
MI Michigan
Save | Close |

3. Begin the Cycle Invoice Selection Process - Once all selections have been made,
press the Save button located at the bottom of the Master Account Cycle Invoicing
form to begin the process. While the Cycle Invoicing Program is running, a progress
bar will be displayed showing the count of subaccounts being processed for each

Master Account selected in the cycle.
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Reviewing the Cycle Results

4. Review the Results - Once the Cycle Invoicing Generation Process has completed,
the Cycle Invoicing [Batch List] will be displayed. To print the results of the Cycle,
highlight the Cycle then right-click, select Print, then select one of the five report
options; Cycle Summary, Cycle Detail, Cycle Detail Branch, Cycle Prelist, or Cycle
Prelist (Summary-only). Once the selected report is displayed in preview mode, you
may export the results to an Excel spreadsheet, a PDF file, an RTF file (MS Word
type), HTML page or a plain text document, or you may print the report to a printer.
To export the report, click on the desired export format button from the upper
toolbar of the Report Preview. For examples of the various Cycle Preview Report
styles refer to figures 11 though 16 beginning on page 23.

Cycle Invoicing Preview Reports: Figure 27

e Cycle Invoicing ===
Cydle Description | Creation Date Maonth Posted Bill Thru Day
009 ebruary 2009 ] 23
Refresh
Delete Cycle
Change In Process Flag
Print 3 Cycle Summary

Cycle Detail
Cycle Detail Branch
Cycle Prelist

Cycle Prelist (Summary-only)

[T Show Posted Cydes

Apply Credit Mew Edit | Close |
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After the Cycle Report has been reviewed, the User may proceed to the Posting
process. If errors have been found and recurring lines need to be corrected, the
User will delete the Cycle; make the necessary corrections to the recurring lines on
the relevant customer accounts then begin the Cycle Generation process again with
steps 1 through 4. If the User is satisfied with the report results, proceed to step
number 6. If recurring line corrections need to be made, proceed to step number 5
below.

5. Delete a Cycle - To delete a cycle in need of corrections, highlight the Cycle then
right-click, and select the Delete Cycle option. A message will be displayed
confirming whether the User wants to delete the selected cycle; press the Yes
button to confirm and proceed with deleting the cycle.

Delete a Cycle Batch: Figure 28

e Cycle Invoicing =3

Description Creation Date

Refresh
I Delete Cycle

/20/2008

ChangelIn Process Flag

Print 2

Delete Cycle Batch 2

‘-.‘ Are you sure that you want to delete the selected Cycle Invoicing Batch
" file?
y

[ Show Posted Cydles

Apply Credit MNew Edit | Close |
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Posting the Cycle - Create Invoices

6.

Post the Cycle / Create the Cycle Invoices - Double-click on the Cycle from the Cycle

Invoicing [Batch List]. The Cycle Invoicing Process [Posting] form will be displayed.
The User will need to make selections or enter information into the all required
fields on this form to be able to post the cycle. Once all fields have been populated,
press the Post button located at the bottom of the form to begin the posting
process.

Cycle Information

Description — This is a description of the cycle batch, which is for reference purposes
only and will default to the description selected when the batch was generated,
however the User may change the default description.

Invoice Information

Category — Make a selection from the drop-down list; typically Cycle Billing or
Monitoring is the selection. The choices displayed are from the SedonaSetup
Category setup table.

A/R Account — This is the G/L posting account for the debit side of the transaction
and will default to the Accounts Receivable G/L account number defined in
SedonaSetup G/L Account Defaults for AR.

Terms — Make a selection from the drop-down list. The terms code selected will be
applied to all invoices in the cycle and determine when the invoices are due. The
choices displayed are from the SedonaSetup Terms setup table.

Invoice Date — Type in or select a date by pressing the calendar icon to the right of
this field. The works in conjunction with the selected Terms code to determine
when the invoice will be due. This also determines which accounting period to
which the invoices will be posted.

Invoice Description — Make a selection from the drop-down list. The choices
displayed are from the SedonaSetup / Invoice Descriptions setup table. This
description is a general description of the type of services being presented on the
invoice; such as Recurring Services, and is printed in addition to the individual
invoice line descriptions. The invoice description prints near the bottom of the
invoice, is displayed on the Customer Explorer for open invoices, and also appears
on customer statements.
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Aging Date

e Aging Date To Match Bill On Day — A selection is only needed if your recurring lines
are not billing for services from the beginning of the month; where you have
selected Day of Service Start in SedonaSetup Setup Processing for AR [Invoicing-
Cycle Beginning Day].

e Aging Date — Type in or select a date by pressing the calendar icon to the right of
this field. This is the date the invoice will begin to age.

ACH Hold Date

These fields are only needed if your company is processing automatic EFT or Credit
Card payments for the cycle invoices.

e ACH Hold Date To Match Bill On Day — This is optional if you are using the Day of
Service Start option as mentioned in Aging Date To Match Bill On Day above. Ifitis
desired to hold the automatic payment to be processed until the Bill On Day for the
recurring line, then select this box, otherwise, the hold date setup on the customer’s
EFT information will be used as the hold date.

* ACH Hold To Process Date — Type in or select a date by pressing the calendar icon to
the right of this field. This is the date any automatic payments will be eligible for
processing. This date cannot be prior to the date you are posting the cycle batch.

* Memo — Information entered into this field will be saved to the Memo field of all
invoices in the cycle, and print on invoices if the printing format selected during
invoice printing is designed to print the invoice memo field. If your company is using
BFIS to print your invoices, this memo will be included in the print file.
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Cycle Posting Form: Figure 29

| e Cycle Invoicing Process
&% Cyde Information
Cyde fi7 Amount  [720.65
Month February 2009 Count |2
Created 11/29/2009 Thru Day |28
Description II] 1-Feb-0% (Master Accounts)

[&] Invoice Information

Category | Cyde Biling |
AR Account | 11000 =1
Terms | Due On Receipt |
Invoice Date |-_|||r-_| 5/2009 DI
Invoice Description I Recurring ;I
Aging Date
Aging Date to N
Match Bill On Day
Aging Date szi,lrlﬂﬂg Ell
ACH Hold Date
ACH Hold Date to N
Match Bill On Day
ACH Hold to
Process Date |1I.f2-gl.f2|][]g QI
Memo

Print | Save Post Close
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7. Applying unapplied cash and credits — If any of the customers in the cycle have

either unapplied cash or unapplied credit memos on their account, at the end of the
posting process the Apply Cycle Invoicing Credit form will be displayed to allow the
User to select which unapplied amounts to apply to the cycle invoices. If the User
selects the Unapplied Cash checkbox in the upper right of the form, all of the
customers in the list with available unapplied cash will be selected in the list. If the
User selects the Unapplied Credit checkbox in the upper right of the form, all of the
customers in the list with available unapplied credit memos will be selected in the
list. The User may select one or both unapplied types or go through the list and
select individual customers for which the available unapplied cash or credit will be
applied to the cycle invoice. Once all selections have been made, press the Apply
button located at the bottom of the form. If the User does not want to apply any of
the unapplied amounts to any of the invoices, press the Close button located at the
bottom of the form.

Cycle Batch Posting-Apply Credits: Figure 30

e Apply Cycle Invoicing Credit EI@
‘é Cycle Information
Cyde 17 Amount  [§720.65
Manth February 20039 Count [z
Created 1/29,/2009
[~ Unapplied Cash
Description |01-Feb-09 {Master Accounts) [ Unapplied Credit
| Cuystomer Mo. | Mame | Type | Invoice Met Due | Credit Date | Credit Balano
(El)onnn Sweet Afton Teahouse u 1072 214.07 12/30/2008 12000.00
<« [ n o
Total Unapplied Credit S0.00
Total Unapplied Cash £214.07 Apply Close
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Printing Master Account Cycle Invoices
Printing the cycle invoices is the third step in the cycle invoicing process. Follow step 8
through 10 to print the cycle invoices.

8. Select Printing Options - Once the cycle has completely posted, the Master Account
Cycle invoices may be printed. Master Account cycle invoices are printed from the

Master Account List. Navigate to Client Management / Master Account Mgmt and
press the Print Invoices button located at the lower left of the Master Account List.
The Print Invoices button will be grayed-out if there are no Master Account Cycle
Invoices in the Master Account invoice print queue.

Select All Invoices

If it is desired to print only Cycle invoices, un-check the Select All Invoices checkbox
located in the upper left of this form. Next navigate to the /nvoice Type section and un-
check the checkbox to the left of the invoice types that will not be printed at this time.

Options

Options are available for selection when printing your cycle invoices which are listed
below. Check the box to the left of each option that is desired.

e Only Show Invoices In Print Queue — By default all invoices created will be flagged
to appear in the invoice print queue. Do not un-check this checkbox.

e Show ACH Pending Invoices — Select this checkbox to include customers that are set
up for ACH payment processing for their cycle invoices that want a printed copy of
their invoice.

e Show BFIS Pending Invoices — Select this option only if your company has subscribed
to use BFIS (Bridgestone-Firestone Information Services) to print and mail invoices.

e Hide Invoices with $0 Balance Due - If credits were automatically applied to a cycle
invoice which would result in a zero balance and these invoices are meant to be
excluded from the printing, select this option.

* Use Invoice Background — Selecting this option will print a gray background color on
the invoices.
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Sort By

From the drop-down list, select the order in which the invoices will be printed.

Master Account List - Print Invoices (Cycle): Figure 31

&) Master Account List = oE |
Pagtier Atgert Marber | Hame M, of b Accounts Actve BMR | Last Cyol

10000 ot difton Teshoume . 1,55 ]

HMSS Walksh Tires b s 21 00s

Cce Invoicng |l} Prink Imvesces [J bew | | Cose |

9. Print Preview / Send Invoices to a Printer - The Invoice List will be displayed with a
list of invoices that met the criteria for the options selected. Select the desired
printing form from the drop-down list at the lower left. The User may first preview
the invoices before sending to the printer by pressing the Preview button located at
the bottom right of the form. If it is desired to send the invoices directly to the
printer without previewing first, press the Print button located at the lower right of

the form.
Master Account Cycle Invoice (Printing) List: Figure 32
e [ [= & ==
i Invoice Lish (4 invaices) [ Cushomnis
Tag |Tepe | | Invoice 8 lnwDate | Due | A t|  Balance | Branch | Hame: | Addiess | Zip Code

I‘L = Cpcher 10000 1072 1152008 | 2A.72009 274,07 $214.07 | M1 Sweet Affon Tesho| 420 Forest &8I0
= F Cpcle 10057 1AS 1200 | 102008 il 000 M ‘wiakth Tees 1044 Ao Abor Rinsd | £517T0
L F Cpcia 1005 1030 1S | 1052008 1272 000 M1 ‘Wiakih Twes 1044 S SAuboe Rosd| £5170
i_ F Cycle 10057 1073 152008 | 2172009 $554. 40 $554. 40| CA ‘lalih Twes T4 B Boboe Flosd | L5170
[ | il

Pl Qo Lt Taliged Rems
o | o] 5t | ] ]| B ] e | o | e | ] e
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10. Mark Invoices as Printed - After pressing the Print button a message will display

asking the User if the invoices should be marked as printed; press the Yes button to
accept and remove the invoices from the print queue.

Master Account Cycle Invoice Printing-Mark as Printed: Figure 33

Invoice Printing EX

Did all of the Tagged Invoices Print Correctly and should they be Marked as
Printed?

Yes Mo
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Cycle Invoice A Single Customer

An individual customer may be cycled from the Customer Explorer record. This option is
used in cases where your company has already sent out the cycle invoices for a
particular month and a new customer is added with recurring lines which activate in the
already cycled period. The steps for reviewing the cycle results and posting the cycle for
a single customer are the same as for a regular cycle.

Generating a Cycle Batch
To create a cycle batch for a single customer, follow the steps below.

1. Open the Customer Explorer for the customer that will be cycled.
2. Highlight the option Recurring on the customer tree; right-click and select Create
Cycle Invoice Now.

Cycle a Single Customer — Navigation: Figure 34

e 2247 Jones, Ralph ™ Past Due-Friendly Call ** '1\
W Jevesy Rl _ ~ Jones, Ralph
----- J Customer Infarmatlan 3584 Magnolia
""" bR Holtvile, CA 92250
=1 Bill To r
E-=5 Jones, Ralph (951) 944-6745
.- FF Contacts
[ Sites
B[ (1) Jones, Ralph
EI"-_,___ Systems
B-[1] 2247-001 Intrusion Sy
4% Equipment
+ Equipment History Item C?de \
Diocuments Manitoring
. Service Contract
& Inspections
1% Recurring Hil New Recurring
L g Service .
-7 contacts Create Cycle Invoice Mow...
-] Credit Memos
----- Q Documents REﬁESh
-J&] Invoices
----- M Jobs
% Recurring
----- %% Recurring History
: _"'J'-qr_l.- -\-‘q—"'--...
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3. Select the Recurring Lines to be Cycled - The Cycle Invoice One Customer form
will be displayed. In the Month field, select from the drop-down list which
month to cycle this customer. Press the green arrow located to the right of the
Description field to search for recurring lines that are ready to be cycled. A list of
all recurring lines ready to be invoiced will be displayed.

Cycle a Single Customer - Select Recurring Lines: Figure 35

O Cycle Invoice One Customer ==l
Month 0i-Haov-08 hd
Desaription  [01-ov-08 - Jones, Ralph

Select the RMR Ttem(s) below that you want to indude on this Invoice
Site Name | Adress | System# | MR Item | ey | MR Amt
[l Jones, Ralph 3534 Magnoka 2247001 Service Contract M 8.95

Create Cyde | Close |
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4. Generate the Cycle - Press the Create Cycle button located at the lower right of
the Cycle Invoice One Customer form to begin the invoicing process. A message
will display asking the User if you are sure you want to create a cycle invoice
batch for this customer; press the Yes button to accept and begin the process.

Cycle Invoice Generation Confirmation: Figure 36

SedonaOffice .

I.-”"_"\-.I Are you sure that you are ready to create a Cycle Invoice Batch for this
L. = 4 customer?

Yes Mo Cancel
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Once the cycle generation has completed the User may review the cycle results and post
the invoice(s) by following the steps found on pages 22 through 30 of this document.

Printing a Single Customer Cycle Invoice
The cycle invoice may be printed from the Customer Explorer; to use this method follow
the steps below.

1. Open the Customer Explorer for the customer you wish to print the cycle invoice.
In the Active Pane of the Customer Explorer, double-click on the invoice to be

printed.
Customer Explorer - Select Cycle Invoice for Printing: Figure 37
&) 2247 Jones, Ralph  ** Past Due-Friendly Call = (===
__ Jones, Ralph Jones, Ralph Balance Due: $182.68
Customer Information 3584 Magnolia Last Statement Date: 11/20/2008
FaTE At Sl i Last Late Fee: 5.00
S Holvile, CA 92250 - L ¥
(951) 944-6745 Past Due-Friendly Call * 61 - 90 Days
; v Jones, Ralph | Total Active RMR : $48.90
A tg Sanoets Total Active RAR : £586.80
& : E(SU e Custormner Type: Residential
e bt Customer Since: 6/1/2006
F Contacts Salesperson: George Miller
=] Credit M
‘a S Bill Contacts
- Title Contact Phone Ext E-Mail
[&] 1nvoices
t% Jobs Open Invoices £182.69
'-é Recurring Invoice # Site Name Description Date Amount Net Due
_3 Recurring History 1123 Jones, Ralph Recurring Services 9/1/2008 §43.25 §43.25
-] Activity Ledger 1524 Jones, Ralph Recurring Services 9/28/2008 $43.25 §43.25
|| Aging 2113 Jones, Ralph Recurring Services 11f1/2008 543,25 §43.25
ol 10124 Jones, Ralph Recurring Services 11f17/2008 543.25 §43.25
La 710007 Jones, Ralph Recurring Services 11f23/2008 £9.69 £9.69
3 contacts
~[E] Credit Memos Open Credits 50.00
#-[_| Deferred Income (Unposted) | Credit # Site Name Credit Type Date Amount  Balance
D Documents
"9 EFT History Open Tickets ]
-[7] Inner Office Message Ticket # Problem Code Date City, St... Status
,_-%J Invoices Open Jobs
7% Jobs Job # Type Status Units Install
-4 | Journal Detail
L[ lournal Summary
#-[1 Notes
s Payments

e R ___/—\"“-——-M‘
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3. Once the invoice is displayed, press the Print Preview button located on the
application main toolbar.

Customer Explorer- Invoice Print Preview: Figure 38

[ SedonaOffice
File Edit View SedonaOffice

RuBoe| §0)

SedonaOffice

Customer Query Tools Window Help

&) Western Security Services
+1_J Client Management
=l {4 Accounts Receivable
& Credit Memo
4§ Cycle Invoicing
7% EFT Processing
‘|, Finance Charge
& tnvoicing
[ Make Deposit
ﬁnayment Processing
Print Invoices
] Statements
-2 Unapplied Cash/Credit
i@ Credit Off Invoices
+[5 General Ledger
& “éAccnunts Payable
& ,‘ﬁlnvanmw
+ 7% Job Management
-5 Payroll
+ 3 sales Management
g Service
General Documents
2 Lock Table Maintenance
ﬁ Management Summary

i s IR EOCEREZ I ECE- 11 1E
(5]
& Invoice
Customer ID Category AR Account Tax Group
2247 2| [ Monitoring x| [11000 | | castate = |
5 Invoice Date
Invoice # 710007 11/1/2008 - 11/30/2008 [mme o
as Jones, Ralph i
3584 Magnolia ey
Holtville, CA 92250 cA -
Warehouse
Ste Jones, Ralph -] &
Address:; 3984 Magnolia
Holtsville, CA 92505 Invoice Type
Cyde Bil 52
Salesperson
WA Y|
Items $8.95
-
Item List
Item Site: Months Rate Amou
[ b | service Contract Service Contract 100 8.95 B
[E=]
— | —/—\ "_)
o SR N

4. The Invoice Options form will be displayed; select the desired form from the drop-
down list, then press the OK button at the bottom of the form.

Invoice Printing - Form Selection: Figure 39

[ .
a Invoice Options |

Print On

Options

[~ Use Invoice Background

oK | Cancel |
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5. The cycle invoice will be displayed; press the Print & Close button located at the top
left of the printing toolbar.

Cycle Invoice — Print Preview: Figure 40

Fie Hp_ \
[5(& Eﬁm&ﬂosemlﬂlﬂmla\@,1m?' =] | [ | @ ok © F
I - S S BRI S

owerd | POF Bl BTF Tet HTML | Close \
4 . 5

T T

Invoice

Invoice Number
710007

Date
1123/2008
DueDate
1123/2008

Customer Number
2247
To: Ralph Jones
3584 Magnolia

Remit To: Western Security Services
Holtville, CA 92250

Payment Processing Center
PO Box #1132

Plymouth, MI 48170
Amount Enclosed:

Net Due: 59.69 Detach And Return Top Portion With Tour Payment
Customer Name

Customer Number P.0.Number
Ralph Jones

Invoice Date
2247

11/23/2008

Due Date

11/23/2008
Quantity

Description

Raiph Jones, 3584 Magnolia, Holtsville, CA

Amount
1.00  Service Contract

11/1/2008 - 11/30/2008
Sales Tax
Payments/Credits Applied

895
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6. If the invoice printed correctly, make certain to un-check the Add to Print Queue
checkbox and save before closing the invoice form. If the User fails to un-check the
Add to Print Queue checkbox, the invoice will remain in the print queue and will be
printed the next time bulk invoice printing is performed, which will result in the
customer receiving the same invoice twice.

Invoice - Remove from Print Queue Figure 41

a Invoice
Customer ID Category AJR Account T:
[2247 & | [Monitoring ~| [11000 ] c
Invoice # 710007 11/1/2008 - 11/30/2008
j Jones, Ralph
3584 Magnolia
Holtville, CA 92250
Site Jones, Ralph

Address: 3584 Magnolia
Holtsville, CA 92505

Items £8.95
Ttem List !
Item Site Months | '}
L Service Contract Service Contract 1.00
e
Description | Recurring Services ﬂ
Contact | ﬂ ﬂ
Memo
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Miscellaneous Invoices

Section Contents

® Miscellaneous Invoicing Concepts & Terminology
® Related Setup Tables
® User Group Security Options
® Miscellaneous Invoice Form Definition
® General Ledger Transactions
® How To
® |Invoice a Customer for Items
® |nvoice a Customer for Recurring Items

® |nvoice a Customer for Parts
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Miscellaneous Invoices Overview

Miscellaneous invoices are created from the Accounts Receivable/Invoicing option from
the main application menu or may be created from a Customer Explorer record. The
User may invoice the customer for items, parts or a combination of items and parts. If
your company is using stock tracking and parts are listed on the invoice, the inventory
will be relieved from the warehouse selected in the header of the invoice form. Both
methods of creating a miscellaneous invoice will be covered in this section.

When would a miscellaneous invoice be used?
Miscellaneous invoices may be created for several different situations including:

® QOver the counter part sales

® Permits & Fees

® |nvoicing a customer for NSF charges

* Should have invoiced for charges on a Service Ticket, but the ticket was closed
without invoicing (you can link a miscellaneous invoice to a never-billed Service
Ticket).

® Parts used on a service ticket were not invoiced on the Service Invoice and you need
to invoice the customer and relieve inventory.

Related Setup Tables
Below is a list of the setup tables impacting the Miscellaneous Invoicing process.

® |nvoice Item

® |nvoice Item Type
® |nvoice Description
e Tax Group

e Tax Table
e (Category
e Branch

e Chart of Accounts
® [nventory Parts
® |nventory Setup Processing
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User Group Security Options

For a User to be able to generate Miscellaneous Invoices, certain security privileges must
be granted to the User through the User Group Security options within SedonaSetup.
The following User Group Security options located within Application Access/AR security
options section pertain to Miscellaneous Invoicing.

* Invoicing — allow the Users to generate and post Miscellaneous invoices from the
accounts receivable menu or the Customer Explorer.
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Miscellaneous Invoice - Form Definition
The Miscellaneous Invoice Form is divided into three parts:

¢ Invoice header - contains information regarding invoice date, aging date, terms etc.

¢ Invoice body — consists of two tabs (items and parts) — this is the detail area where
items or parts are selected along with quantities and individual item rates.

* |nvoice footer — specify the invoice description, billing contact name and the memo
field.

A User may invoice the customer for items only, parts only or a combination of items
and parts. If your company is using stock tracking and parts are listed on the invoice,
the inventory will be relieved from the warehouse specified in the header of the
invoice.

Invoice Header Information

e Customer ID — Enter the customer number for whom the invoice is being created or
press the binocular icon to the right of the field to look up the customer number. If
the customer has multiple sites, select the correct site from the customer lookup.

e Bill To—The Bill To name and address will default to the primary Bill To for the

customer. If the customer has more than one Bill To record, press the Bill To § |
button to display a list of the customer Bill To addresses from which to select.
e Site Address — If the customer has only one site this will automatically default. If the

customer has multiple sites, the User may press the Site Address @ button to
display a list of sites from which to select.

e (Category — Depending on the setting of your system this may or may not be a
required field. For NSF check fees, the Administrative (or G & A) category is typically
selected.

e A/R Account — The A/R account number automatically defaults to the A/R account
number setup in SedonaSetup G/L Account defaults. Consult upper management
prior to making a change to this selection.

e Tax Group — Once the customer has been selected, this field will automatically
populate with the Tax Group assigned to the site for which the miscellaneous invoice
is being created. The Tax Group may be overridden if necessary.
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Invoice Date — The invoice date will default to the date on which the invoice is being
created, however this date may be changed to any date that is in an open
accounting period.

Aging Date — The aging date will default to the date calculated by the rules
associated with the Term Code for the invoice, however this date may be overridden
by the User.

Branch — The branch will automatically default to the branch associated with the
site.

PO Number - If your customer has provided a purchase order number for billing, the
User may enter that value in this field. Customer Purchase Order numbers print on
most invoice forms.

Warehouse - A warehouse only needs to be selected when invoicing for inventory
parts. If a warehouse is not selected, the parts tab will not be available to use.

Term — The invoice term code will default from the customer setup, however the
User may override this if necessary.

Invoice Type - Miscellaneous is the default for this field. For invoices that are for
recurring services or service ticket charges, select either Cycle Bill or Service as the
Invoice Type. If the Invoice Type of Service is selected, the field below the Term field
will display with a label Ticket #.

Ticket# - If the Invoice Type of Service was selected The User will select a Service
Ticket Number from the drop-down list in this field. Only Service Ticket Numbers
that have been closed and were never invoiced will appear in the drop-down list.
Salesperson — Once the customer has been selected, this field will automatically
default to the Salesperson assigned to the Customer. This field may be overridden if

necessary.
Miscellaneous Invoice — Header: Figure 42
D Invoice =5 EoR| ==
Customer ID Category AR Account Tax Group
[z401 (& [™onitering | [11000 ~| & [vstae =
A Invoice Date Aging Date
Invoice # 710014 1172372005 = s
- ;c;l;nﬂs:ln;igarolvﬂ Branch P.O. Mumber
Plymouth, MI 48170 [ M1 | 123458
Warehouse Term
Site Johnson, Carolyn | = | Due OnReceipt - |
Address: 231 N Main )
Plymouth, MI 48170 Invoice Type
@ | Miscellaneous ﬂ |
Salesperson
George Rl =
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Invoice Body

The Invoice body is divided into two tabs; ltems and Parts. On the Items tab, the User
selects from the drop-down list the desired Items and fill in the quantity and rate for
the Item selected. If the quantity is set to a value greater than 1, the application will
automatically fill in the Amount field with the calculation of Qty x Rate.

Miscellaneous Invoice — Items Tab: Figure 43

—
Items $0.00 | parts $0.00]
[~ Show Custom Figlds
Item List o
Item | B&scription | Qty | Rate | Amount | Memo
% (=) [ [ [ )
Item H@scription Rate | Item Type | Recurring ‘ -
Mon Mon-Defered Monitoring 32.95 Recurring Service v
Monitaring Monitoring 0.00 Recurring Service Y
NSF Check Fee MSF Check Fee 0.00 Mon-Recurring M
OJC Reports Open/Close Reparts 13.00 Recurring Service Y
Plymouth Burg CIty of Plymouth Annual Alarm 79.00 Recurring Service Al -
—{Rental Equipment Rental 12,50 Recurring Service Y
| service Contract Service Contract 0.00 Recurring Service Y —
Desei Service Labor Service Labor 0.00 Labor N o
PN Se— =1 T 0

There is an optional invoice item Memo field available. This is an internal memo and

will not print on the customer invoice. To enter an invoice item memo, press the E to

the right of the Memo field to open the Invoice Item Memo form. The User may enter
up to 2,000 characters in this memo field.

Enter as many line items on the invoice as needed by proceeding to the next line.

Invoice Item Line Memo: Figure 44

&) Invoice ltern Memo ]ii.l
Check number 2009 returned for insuffident funds on .
11/15/2008.
Save Close
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On the Parts tab, the User may type in the exact part number (if known) or press the [
button to the right of the Part field to launch the Part Search form to locate the desired
part number. Once the part is selected, the User will enter the quantity and rate for the
part. If a rate automatically fills in, the User has the option of manually changing the
rate if necessary. Continue adding more parts by advancing to the next line.

Miscellaneous Invoice - Parts Tab: Figure 45

feems 40.00 | pts 16521 |
™ Show Cutom Fiokk
Pt List -
Pat | Deseripion I gty | it R | At
| Jacerose 3 26.10 7.0
Bleov LB I 0.00 0.00
nEX I 86,91 .91

Invoice Footer Information

Once all Items and/or Parts have been selected in the body of the invoice, proceed to
the footer of the invoice to fill in the required information.

e Description — Select the appropriate Invoice Description from the drop-down list.
This is a required field which is a general description of the type of charges on the
invoice. The invoice description prints on most invoice forms.

e Contact — A contact name may be selected from the drop-down list or type in a
name. The contact name prints as the Attention To on most invoice forms.

¢ Memo — Additional information may be entered which will print on the customer
invoice. This field will allow the entry of up to 255 characters.

Miscellaneous Invoice — Footer: Figure 46

Description [ Returned Ttem Fees ] Sub Total 25,00 n
Tax 0,00 (14
coract | ] = b
Memo Check number 2009 returned for insufficient funds on Balance Due 25.00
11/15/2008.
-
[ Add to Print Queue Invoice List ‘ EFT ‘ Save ‘ Close ‘
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How To
Create a Miscellaneous Invoice - Accounts Receivable

Navigate to the Accounts Receivable/Invoicing menu option from the main application
menu tree. A blank Invoice form will be displayed. The User will need to populate all
required fields on the form before being able to post the Miscellaneous Invoice to the
customer account.

A User may invoice the customer for items only, parts only or a combination of items
and parts. If your company is using stock tracking and parts are listed on the invoice,
the inventory will be relieved from the warehouse selected in the header of the invoice.

1. Fillin the Invoice Header — Fill in the necessary fields of the invoice header as
described on pages 59 through 60 of this document.

2. Invoice Body - Select Items and/or Parts — If invoicing the customer for /tems, select
the item and enter the quantity and rate. If the Item selected is for a recurring type
of service, a form will be displayed to enter the period of time for which the Item is
being invoiced along with the monthly rate. Continue to the next Item line for
additional Items being invoiced.

Recurring Item Date Range/Amount: Figure 47

Recurring Item Date Range

Start Date: 11/15/2008 E]
End Date: 11/30/2008 E]

Monthly Amount: |13,|:||:|

Save Close

If invoicing the customer for Parts, navigate to the Parts tab and either type in the
exact part number or press the part search button located to the right of the Part
field. Enter the quantities and rates. Continue to the next Part line for additional
Parts being invoiced.
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3. Invoice Footer — Select the Invoice Description from the drop-down list. The Contact
Name field is optional. If a name is manually typed into this field or a Contact Name
is selected from the drop-down list, this name will print on the customer invoice. In
the Memo field the User may type up to 256 characters of information that will print
on the customer invoice.

4. Post the Invoice — When finished filling in all required information, press the Save

button located at the lower right of the invoice form. Pressing the Save button will
post the invoice to the general ledger and appear on the customer invoice list.

Miscellaneous Invoice Form: Figure 48

& Invoice =1 F=H| ==
Customer ID Category AfR Account Tax Group
J2401 [ Moritoring ~| [tio00 | [MstEe =]
o Invoice Date Aging Date
Invoice # 710014 = p— -
11/23/2008 | [11/23/2008 =
& Johnsen, Carolyn H b
231 N Main Bran P.O. Mumber
Plymouth, MI 48170 ™ x| 123458
Warehouse ] Term
Site Johnson, Carolyn | ~| & Due On Receipt -
Address: 231 N Main ;
a Plymouth, MI 48170 Invoice Type
_I | Miscellaneaus 1 [
Salesperson
George -] (e

Items $25.00 ] Parts .'SD.[JD]

[T Show Custom Fields
Item List =
Item Description Qty Rate Amount | Memao i
P NSF Check Fee MSF Check Fee 1.00 25.00 25,00 | Check number 2009 returne | ...
e L2z}
-
Description [Returned Ttem Fees | Sub Total 25.00
ot — Tax | 0.00 ||
Sl | == Total 25,00
Mema Chedk number 2009 returned for insuffident funds on Balance Due 25.00
11/15/2008.
¥ Complets
[~ Add to Print Queue Invoice List E°T Save | Close J
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Create a Miscellaneous Invoice - Customer Explorer

Open the Customer Explorer for the customer you wish to create a miscellaneous
invoice. From the customer tree select the Invoices option, right-click and select New

Invoice.

Once the blank Invoice Form is displayed, fol

low the steps found in the previous section

“Create a Miscellaneous Invoice - Accounts Receivable” to create and post the invoice.

Customer Explorer - Create Miscellaneous Invoice Navigation: Figure 49

@ 2018 Wills, Jill  ** **Retention™ **

""" = ’éﬂ?:cmns under the site or in the list of
8 Contacts transaction options of the

& Credit Memos customer tree.

-] Deferred Income (Unposted)
Q Documents
& EFT History
-7 Inner Office Message

MNew Invoice

L] Journal Detail

L[ Journal Summary
-1 Notes

{3 Payments

Create Cycle Invoice Now...

Refresh

L)
[ wills, 3ill ) Wills, Jill Balance Due: $7,770.86
""" P Custorel Information 2672 Whittier Blvd Last Statement Date: 11/20/2008
|:—:| | ;T‘-”\e’:ueflt Options Holtvile, CA 92250 Last Late Feg: $125.2§
kE|. ol sl (714) 044-9723 Retention Retentions
o Total Active RMR : $51.95
""" fontatts Total Active RAR : £623.40
Customer Type: Residential
Customer Since: 3/15/2006
Salesperson: George Miller
Invoice | Site Name | Description | pate | Amount
1009 Wills, il Recurring Services 9/1/2008 £43.25
1410 Wills, 3l Recurring Services 9/28/2008 543.25
X 2000 Wills, 3ill Recurring Services 1112008 £56.24
@ RECU"!"'D ) L1000 \Aﬁ Jil Recurring Services 11/17/2008 $56.24
“- |3 Recurring History Installation Services 9/29/2008 $7,571.88
""" L] Activity Ledger Select the Invoices option ot S I056

R —n

I
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General Ledger Transactions - Miscellaneous Invoices

Once a miscellaneous invoice has been saved, general ledger transactions are viewable
from the Account Register of the General Ledger module or within the Customer
Explorer by opening the miscellaneous invoice and pressing the Journal For This Item

button located on the top toolbar of the application.

Miscellaneous Invoice - View Journal Option Button: Figure 50

Customer Query Tools Window Help -
T [ il = _ == E |
g Dmml E I EEDEELE ) EEY-T-1- 1B
| |E] . rnal For this kem
] e Invoice (Western Security) =] E)] 5]
Customer ID Category AfR Account Tax Group
Joois &1 | [Serviee =] |11000 =|lg] | castte =]
5 Invoice Date Aging Date
Invoice # 710018 - —
[11/23/2008 Ell  [1123/2008 =
: Wills, Jill
] r
_I 2672 Whittier Blvd Branch B.O. Number
Holtville, CA 92250 |ca =l |
Warehouse Term
! wills, Jill CA Mai ~| & Due On Receint -
Site " ain ! ue On Receip
Address; 2672 Whittier Bhvd . =~ ! =
Q Holtsville, CA 92505 Invoice Type
_I ! Miscellaneous _:I l
Salesperson
! George VI ﬁ.él
Items $5.99 | parts $15.00
r' Show Custom Felds
Item List: =
Item Description Qty Rate Amount | Memao 1]
__L Shipping/Handiin Shipping/Handling 1 5.99 5.99
5]
-
Description [ Equipment Sales | 5ub Total 20.99
L Tax 1,24 i
Contact | | = Total 37.23
Memo Drop ship replacement battery for contral panel, Balance Due 22.73
¥ Complete
[~ Add to Print Queue Invoice List EFT Save I Close I
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Journal Entry for a Miscellaneous Invoice

In the example provided below, the customer was invoiced for an inventory part and a
shipping charge using an Item code. The G/L Account numbers that are used for posting
the transaction are determined by the setup of the Item code(s), the setup of the Parts,
and the Tax Group selected on the invoice.

Journal Entry - Miscellaneous Invoice: Figure 51

@ Journal Entry  (Western Security) EI@
Register No. 5236 Register Type: INV
Q Journal Information
Branch Jca
Date |11/23/2008
Primary |11000
Accoount
Accounts Receivable
Reference 710018
I~ Show Job Costing ¥ Show Branches
General Ledger -
Account [: Description Debit Credit Memo Branch Category
p (11000 Accounts Receivable 22.23 Equipment Sales |CA
44110 Shipping & Handling 5.99 [of:) Sales
40010 | Revenue, Installation 15.00 cA Installation
| 12001 | | nventory-ca 3.00 cA Service
I |52010 || coG-service Material 3.00 cA Service
I [23011 | | 52les Tax Payable-Califorria 1.24 ca
-
Total $25.23 $25.23
Close
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When Invoicing with Invoice Items, the G/L Account used for the revenue side of the
transaction posting to the general ledger is located in the Invoice Item setup. The
Invoice Item also determines whether the Item is possibly taxable. If the Taxable flag is
not selected on the Item setup, no sales tax will be calculated when the Item is used on
an invoice. If the Taxable flag is selected, the application will use the Item Type assigned
to the Item and compare to the tax rules setup for the Tax Group assigned to the invoice
to calculate the appropriate sales tax.

Invoice Item Setup - Revenue Account: Figure 52

™ Include Inactive

[ Item Edit

[~ Inactive
Itern Type | 1R | | Account | 44110 ] & | Taxable
Non-Recurring Shioping Handing m Available
for Sales
Category | Sales id
Sales
Item |shipping /Handling
Description |shipping/Handling Job Costing | Other |

Default Rate  |5.29

Apply | News | Delete ‘
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When invoicing for a Part, there are a minimum of three lines added to the Journal
Entry; the revenue side of the transaction (1 line) and the costing side of the transaction
(2 lines). If the part is taxable, additional lines are listed on the Journal Entry.

The revenue line of the Journal Entry is determined by the Invoice Item assigned to the
Part in the Part setup.

Part Setup - Invoice Item Setup: Figure 53

&) Part Bt (ABC Alaren) ===
Bt a7 ™ Tnachve
oPwtoensl | o' vendors | it Parts | B0 warehouses | | ICustom Pelds |
Deidrpios
Desombon [T 12v Batmery B
Derad |l-:"]2‘-’|!-lmr K mcel Orde
F Customer Eoupment
Erivduct Line [ #earen =4
gefachrer  [Rdemco =14
el Pt Code |.|.5;r
urL I
]
LB L B
Costrg
e Braac] W Ay pge ™ siandand
o kot (000 7 o OweciBebodt [smoo 0 =] &
AR Sehp
(Ll'h'ﬂn:bn Ih;.q'rriln! -'J )
L ﬁ_
brrois Desislripliont LT 129 Bamery
Price [16.5150 Bl for fales:
hiai w
r
G Mem Edit
I Inactive
Rem Type | count | 40030 | W Taxable
Ioveniory Farl Revene, Ferialatos =) ﬁa:::
Category | Inszslanen =]
irrtalanon Sales
GW"‘ [En.n'rmﬂ
Description  [Equoment sob Costing [ Other =}
Default Rate  [o.00
sopy |  mew | peete |
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The credit side of the costing portion of the transaction will credit inventory for the cost
of the part. If your company is using the standard costing method, the cost used will be
the standard cost of the part in the warehouse that was selected in the invoice header.
If your company is using the average costing method, the cost used will be the current
average cost of the part in the warehouse that was selected in the invoice header. If
using the Stock Tracking feature, the G/L account number used for the inventory credit
is maintained in SedonaSetup/Warehouse Setup. If Stock Tracking is not being used, the
G/L account number used is found in SedonaSetup/Inventory Setup.

Inventory G/L Account for a Warehouse (Using Stock Tracking)

Warehouse Setup - Inventory G/L Account: Figure 54

=1 warehouse Edit — Inactive
Code lca ccount | 12000 &
Description |california Tk
Branch [ca = Latitude |0
Address | [122 Magnolia i |
Riverside, CA 92505
Inventory G/L Account Inventory Setup (Not Using Stock Tracking)
Inventory Setup - Default Inventory Account: Figure 55
Inventory Setup
<& Inventory Setup
Warehouse [ca =
Transfer Account [ 20150 =1
Inventory Transfer™
Physical Adjustment Account [ 50030 1=
COGS - Inventory Variances
Negative Quantities: € Do Not Allow
@+ Warning Message
- T Allow
¥ Inventory Processing
Asset Account [ 12000 g [
Inventory™
Default TOG | 50000 |
COGS - Materials
Invoice Trem | Equipment =1
Purchase Price Variance | 13000 Jia e
Account
Use Material Handler for
,—‘Lﬂus_e_ S_ecurlty —dp/—“ _—
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The debit side of the costing portion of the transaction will debit the cost of goods sold
account number assigned to the part in the Direct Exp Account field of the part setup for
the cost of the part. If no G/L account is specified at the part level, the application will
use the Default COGS G/L account number located in SedonaSetup / Inventory Setup.

Part Setup - COGS G/L Account Setup: Figure 56

e Part Edit (Western Secunty)

Part Iﬁ [ Inactive
-(L,:-ijgrt Detail l = vendors 1 &3 Alt. Parts 1 =0 warehouses l "~ Jcustom Fields 1
Description
Description 467 12V Battery L EEae
Detail |46}" TV Battery [~ Spedial Order
[v Customer Equipment
Product Line ] Alarm Ljﬂ
Manufacturer ] Ademco Ljﬂ
Manuf Part Code |45;.r
U.P.C |
Motes

Labor Units 0

Costing
Method (" Average (¥ Standard
PPV Account | 12099 j Q Direct Exp Acct | 52010 ﬂ@
AR Setup
Invoice Item | EQ-INST =l
Sales

Invoice Description |45;.r 12V Battery

- ﬁ 16.5150—/_\1"""---.___._[7 Available for Sales

L e
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Inventory Setup - Default COGS G/L Account: Figure 57

Inventory Setup
2 Inventory Setup

Warehouse

Transfer Account

Physical Adjustment Account

Negative Quantities:

[ca >
| 20150 =l
Inventory Transfer™

| 50030 =l

COGS - Inventory Vanances

" Do Mot Allow

f* Warning Message

Account

Use Material Handler for

’———«musgﬁecuriw —r

. " Allow
i Inventory Processing

Asset Account | 12000 ~|&
Inventory™

Default COGS | 50000 =]
COES - Materials

Invoice Ttem | Equipment |

Purchase Price Variance | 13000 ~|&
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If the Part is taxable, a line will be added to the Journal Entry for each unique G/L
account associated with the tax tables within the Tax Group assigned to the invoice.

In the example provided, the Part is taxable but the Item invoiced (Shipping & Handling)
was not taxable. The Tax Group assigned to this invoice, CA State, is linked to one tax
table, CA. The tax table CA is linked to a G/L account for posting the sales tax liability

portion of the transaction.

Tax Group / Tax Table Setup: Figure 58

Taxing Group |CA
Description |ca state
ca CA State Soles Tax 7 __)
4 X TR ENEmpy i
CIme MI State Sales Tax &
CImiEx MI Thx Exasmpt 1]
Tay Table Setup | Dates & Formula |
™ Inmctive
™ GsT
TaxTable [ca Iem Types Invenbory Part
: [ Laber
Desaription  [Ca State Sabes Tax [ Mon-irventory Part
[# Mon-Reouring
t W10 -
Eycoeun [ 2300 3 [ other Charge
Saves T - CA [ other Reasring
[ rourving Senvece
Tax Agency [ Ca Franchise Tax Board =]
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Credit Memos

Section Contents

® (Credit Memos Concepts & Terminology

® Related Setup Tables

® User Group Security Options

® Credit Memo Form Definition

® General Ledger Transactions

® How To
® (Create a Credit Memo — Non-Recurring Items
® (Create a Credit Memo —Recurring Items

® (Create a Credit Memo —Parts
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Credit Memos Overview

A Credit Memo is created when a credit needs to be issued to a Customer account for
previously invoiced services, a customer referral credit, or to generate a credit to write
off bad debt or generate a customer refund check. Credit Memos may be created for
any type of invoice. A Credit Memo may be applied to any invoice with an open
balance. A Credit Memo may be generated from the Accounts Receivable module or
from a Customer Explorer record.

Partially Paid Invoices

If the balance of an invoice needs to be credited-off where the invoice has been partially
paid with a cash payment and/or the application of a Credit Memo, the User has two
options 1) credit off the balance of the invoice to a miscellaneous G/L Account or 2)
create a Credit Memo and apply it to the invoice manually. Crediting off the balance of
an invoice to a miscellaneous G/L account is typically used when the balance of an
invoice is being written off to a bad debt account. If this is not the case, the User should
create a Credit Memo and apply to the invoice manually.

The User creating this type of Credit Memo will need to review the Invoice Items and
the tax group associated with the invoice to be credited to determine the amount for
Items and the amount of tax to be entered on the Credit Memo. If sales tax is being
credited off, your company should set up an Invoice Item in Sedona Setup for this
purpose and select the item type of TX for that Invoice Item. Instead of selecting an
income account, select your sales tax liability account, which will reduce you sales tax
liability when the Credit Memo is posted.

This section will discuss creating manual Credit Memos, crediting off an entire invoice
and crediting off the balance of a partially paid invoice.

If your company has activated the Credit Request Processing feature (SedonaSetup,
Setup Processing for AR) your Users will not be able to manually create a Credit Memo.
For information on using Credit Request Processing, please refer to this section later in
this Reference Guide.
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Related Setup Tables
Below is a list of the setup tables impacting the functionality of Credit Memos.

® |nvoice Item

® |nvoice Item Type
® |nvoice Description
e Tax Group

e Tax Table
e (Category
e Branch

e Chart of Accounts
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User Group Security Options

For a User to be able to work with credit memos, certain security privileges must be
granted to the User through the User Group Security options within SedonaSetup. The
following User Group Security options located within Application Access/AR security
options section pertain to credit memo processing.

® Credit Memo — permits the User to create a credit memo.

* Credit Off Invoices — permits the User to credit off an entire invoice.

e Apply Individual Cash/Credit — permits the User to apply unapplied cash or a
credit memo to an invoice with an open balance.

* Ability to Credit Off Partial Invoice — permits the User to credit off an invoice
where a partial payment has been applied to an invoice.

* Ability to assign future auto apply for credit — permits the User to select which
types of future generated invoices the credit memo will be applied to
automatically when an invoice of the selected type(s) is saved.
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Credit Memo - Form Definition
The Credit Memo Form is divided into three parts:

e Credit Memo Header - contains information regarding customer number, credit
date, branch, category, tax group, warehouse, credit type, etc.

e Credit Memo Body — The body consists of two tabs (/tems and Parts) — this is the
detail area where items or parts are selected along with quantities and individual
item rates for which the customer is being given a credit.

¢ Credit Memo Footer — In this section the User will select the credit memo
description, credit reason, and enter optional information into the memo field.

A User may credit the customer for Items only, Parts only or a combination of Items and
Parts. If your company is using stock tracking and Parts are listed on the credit memo,
the Part will be returned to the Warehouse selected in the header of the credit memo.

Credit Memo Header

e Customer ID — Enter the customer number for whom the Credit Memo is being
created or press the binocular icon to the right of the field to look up the customer
number. If the customer has multiple sites, select the correct site from the customer
lookup.

e Bill To—The Bill To name and address will default to the primary Bill To for the

customer. If the customer has more than one Bill To record, press the Bill To i |
button to display a list of the customer Bill To addresses from which to select.
* Sjte Address — If the customer has only one site this will automatically default. If the

customer has multiple sites, the User may press the Site Address @ button to
display a list of sites from which to select.

e (Category — Depending on the setting of your system this may or may not be a
required field. Select the appropriate Category from the drop-down list.

e A/R Account — The A/R account number automatically defaults to the A/R account
number setup in SedonaSetup G/L Account defaults. Consult upper management
prior to making a change to this selection.

e Tax Group — Once the customer has been selected, this field will automatically
populate with the Tax Group assigned to the site for which the Credit Memo is being
created. The Tax Group may be overridden if necessary
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® Credit Date — The credit date will default to the date you are creating the Credit
Memo, however the User may this change to any date that is in an open accounting
period.

e Branch — The branch will automatically default to the branch associated with the
site.

® PO Number — This field is typically not used unless the PO for the invoice to which
the Credit Memo is being applied needs to be referenced.

e Warehouse - If generating a Credit Memo for Parts, the User must select a
Warehouse to which the Parts will be returned.

® Credit Type - Miscellaneous is the default for this field. For credit memos that are for
recurring services or service ticket charges, select either Cycle Bill or Service as the
Credit Type.

e Salesperson — Once the customer has been selected, this field will automatically
default to the Salesperson assigned to the Customer. This field may be overridden if

necessary.
Credit Memo Header: Figure 59
a Credit Memo EI@
Customer D Category Credit Accpunt Tax Group
[13000 8| [Servce | [oo130 CA State =]
Credit Memo Credit Date | Credithumber
B - Desire [12/7/2008 EI| [70%81
Santa An. ok 92706 it 5 P
. hi ire Warehouse Salesperson
i‘:ﬁress; ::‘237;'?%\“ 02706 | ca main ~| & | ceorge ﬂ@
& ’ Credit Type 3b 2
J | Miscellaneous = |
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Credit Memo Body

The Credit Memo Body is divided into two tabs; Items and Parts. On the Items tab, the
User selects from the drop-down list the desired Items and fill in the quantity and rate
for the Item selected. If the quantity is set to greater than 1, the application will
automatically fill in the Amount field with the calculation of Qty x Rate.

Credit Memo - Items Tab: Figure 60

Items £5.99 | Parts $263.25 | f'
* Ttem List
Item ion Qty
7 Shipping/Handling| k - 57ppingﬂ-|andling 1.00
# | Item \"""I’Descripﬁon Rate Type Recurring I -
[~ |Monitoring Monitoring 35.00 Recurring Service Y
MSF Check Fee MSF Check Fee 0,00 Mon-Recurring M
0/C Reports Open/Close Reports 13.00 Recurring Service ¥
Flymouth Burg CIty of Plymouth Annual Alarm Fee 79.00 Recurring Service ¥
_——|Rental Equipment Rental 12.50 Recurring Service ¥
Service Contract Service Confract 0.00 Recurring Service Y
| Service Labor Service Labor 0.00 Labor N
Shipping,Handling Shipping/Handling Mon-Recurring M

If the Item selected is for a recurring type of service, a form will be displayed where the
User must enter the date range and monthly amount for which the credit line is being
generated.

Credit Memo - Recurring Item: Figure 61

Items $18.57 | Parts 5526.5]"

Item List
Item Desription Recurring tem Date Range | Qty

Start Date: 11/15/2008 £l
End Date: 11/30/2008 = |

Burlngton Permit Fee City of Burlngton A
CCTV Lease CCTV Leased Equipme Monthly Amount:  [35,00
Com - Additional Labour Commergal - Install A
L— Com - Contacts Add Commerdal - Addition
Com - Keypads Add Commercal - Addition
Com - Monitoring - MB Commercial - Monitori Save | Close |

Com - Super Open/Close
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An optional invoice item Memo field is available on each invoice line. This is an internal
memo and will not print on the credit memo. To enter a credit item memo, press the

[ to the right of the Memo field to open the Item Memo form. The User may enter
up to 2,000 characters in this memo field.

Enter as many line items on the credit memo as needed by proceeding to the next line.

Credit Memo - Credit Line Memo: Figure 62

&) Invoice Item Memo (5]

Internal handling charges to package the part. -

Save

If Parts are being credited, click on the Parts tab (a warehouse must first be selected in
the invoice header) position the mouse on the white line beneath the word Part. If the

exact Part Number is know, it may be manually typed in or press the [ button located
in the right of the Part field to lookup the Part Number. Once the part has been
selected, the Unit Rate will automatically fill in based on the default Sales Price of the
Part setup however, this amount may be overridden. Enter the Quantity; the Amount
field will automatically fill in with the Quantity x the Unit Rate. Continue adding more
Parts by advancing to the next line.

Credit Memo - Parts Tab: Figure 63

Ttems ¢5.99 Parts $0.00 |
Parts List -~

Part /‘@esmphnn | Qty | Unit Rate ‘ Amount
] L] | | |
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Credit Memo Footer

Once all items and/or parts have been selected in the body of the Credit Memo form,
the User will proceed to the footer section to fill in the required information.

® Description — Select the appropriate Description from the drop-down list. This is
a required field which is a general description of the type of charges on the
Credit Memo.

® Credit Reason — Select the appropriate Credit Reason from the drop-down list.
Depending on your system setup this field may or may not be required.

® Memo - The User may type in additional information that will print on the credit
memo. This field will allow the entry of up to 255 characters.

® Future Auto Apply — This selection is optional. If you want the credit memo
being generated to automatically apply to the next invoice created for one or
more invoice types, select this option checkbox. When selecting the Future Auto
Apply checkbox, the Setup Auto Credit form is displayed. On this form the User
may select one, multiple or all invoice types.

Credit Memo Footer: Figure 64

Description | Credit on Account =] Sub Total 269.24
) Tax | 21.72
Credit Reason | Returned Equipment =
[ quips =l Total 290,56
Mema Customer did not pick up part, CreditDue | 200,56 [t |
[ Future Auto Apply Save Close

Credit Memo - Future Auto Apply: Figure 65

e Setup Auto Credit (3]

Auto Apply Credit to the
Following Types of Invoices
[v Cyde
[v Service
[v Jobs
[v Misc
> i

Save ‘ Close ‘
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How To

Create a Credit Memo - Accounts Receivable

Navigate to Accounts Receivable/Credit Memo from the main application menu tree. A
blank Credit Memo form will be displayed. All required fields on the form must be
populated before the User will be able to post the Credit Memo to the customer
account.

A User may credit the customer for items only, parts only or a combination of items and
parts. If your company is using stock tracking and parts are listed on the invoice, the
inventory will be returned to the warehouse specified in the header of the credit memo.

1. Fillin the Credit Memo Header — Fill in the necessary fields of the credit memo
header as described on pages 78 through 79 of this document.

2. Credit Memo Body - Select Items and/or Parts — If crediting the customer for Items,
select the item and enter the quantity and rate. If the Item selected is for a

recurring type of service, a form will be displayed to enter the period of time for
which the Item is being credited along with the monthly rate. Continue to the next
Item line for additional Items being credited.

If crediting the customer for Parts, navigate to the Parts tab and either type in the
exact part number or press the part search button located to the right of the Part
field. Enter the quantities and rates. Continue to the next Part line for additional
Parts being credited.

3. Credit Memo Footer — Select the Credit Memo Description from the drop-down list.
Select a Credit Reason from the drop-down list. Depending on your company setup,
this may be a required field. In the Memo field the User may type up to 255

characters of information that will print on the customer credit memo.

Future Auto Apply — This selection is optional. If the User wants the credit memo
being generated to automatically apply to the next invoice created for one or more
invoice types, select this option checkbox. When selecting the Future Auto Apply
checkbox, the Setup Auto Credit form is displayed. On this form the User may select
one, multiple or all invoice types.

Page 83 of 330 Last Revised: March 7, 2009
V 5.2.60



SedonaOffice

The #1 Financial Software for Security Companies

Accounts Receivable
Reference Guide

4. Post the Credit Memo — When finished filling in all required information, press the

Save button located at the lower right of the credit memo form. Pressing the Save
button will post the credit memo to the general ledger and appear on the credit
memo list within the Customer Explorer of the customer for which the credit memo

is generated.

Credit Memo: Figure 66

Items $5.99 | parts $263.25

CA Main | =

Miscellaneous =

Item

Description

Shipping/Handling

Shipping/Handling

Credit on Account

Returned Equipment

[Customer did not pick up part.

[V Euture Auto Apply
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Create a Credit Memo - Customer Explorer
A Credit Memo may be created from the Customer Explorer for recurring items, non-
recurring items and/or parts where the customer has at least one active site.

Open the Customer Explorer for the customer you wish to create a credit memo. From
the customer tree select the Credit Memo option, right-click and select New Credit
Memo.

Once the blank Credit Memo form is displayed, follow the steps found on pages 83
through 84 under the heading of “Create a Credit Memo from the Accounts Receivable
Menu Option” to create the credit memo for the selected customer.

Customer Explorer - Create Credit Memo Navigation: Figure 67

&) 13000 Ashley, Desire \
[ Ashley, Desire Ashley, Desire
----- A Eustomiroln:urmatmn 2612 TOWH|EY
----- & | Payment Options
i il Santa Ana, CA 92706
=82 Ashley, Desire
ﬂ Contacts
Bl 7] Sites
E---._: (1) A=hley, Desire
B Systems Credit J Description
-3 Contacts 710974 Credit on Account
-[&] Credit Memog, 710981 Credit on Account
----- B Documents
&) Invoices \
..... ¥ Jobs Select Credit Memo
&% Recurring option under the Site or
o [ Recurring History from the list of
""" L] Activity Ledger transaction options of
""" [] Aging - the customer tree
----- iy Collections
-F= Contacts
B[ 7] Deferred Income {(Unposted) Appl
""" Q Documnents MNew Credit Memo D

----- s | EFT History
~[=7] Inner Office Message

-{i&] Invoices —y_\
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General Ledger Transactions - Credit Memos

Once a Credit Memo has been saved, general ledger transactions are viewable from the
Account Register of the General Ledger module or within the Customer Explorer by
opening the Credit Memo and pressing the Journal For This Item button located on the
top toolbar of the application.

Credit Memo - View Journal: Figure 68

It’“ Query Tools Window Help P I

léwtmﬁu——;nﬂmmzu@m_ k32 SE-T-1-1IEY |

3/1/20
el =10
R

.
i -

Items §45.00 | Parts §35.00

Item Description
L1 Min Svc Fee Minimum Service Call Charge

Service Call

Goodwil

Technician left mud on carpet.
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Journal Entry for a Credit Memo

In the example provided below, the customer was credited for a part and a service call
fee using an Invoice Item. The G/L Account numbers that are used for posting the
transaction are determined by the setup of the Item code(s), the setup of the Parts, and
the Tax Group selected on the invoice.

The first line of the Journal Entry will post a credit to the Unapplied Credit G/L account.
This account number is located and maintained in SedonaSetup / G/L Account Defaults
for AR. Once the credit memo is applied to an invoice, this same account is debited for
the amount that is applied to the invoice.

For detailed information on how the application determines which G/L accounts to use
for posting the revenue, costing and sales tax portion of the transaction, refer to the
section earlier in this Reference Guide labeled “Journal Entry for a Miscellaneous

]
Invoice”.
Journal Entry - Credit Memo: Figure 69
e Journal Entry  (ABC Alarm) EI@
Register No. 177 Register Type: CRMEMO
L[ Journal Information
Branch |CA
Date |3/1/2009
Brimary |20130
Acccount
Linapplied Credit™
Reference |1102
[~ Show Job Costing v Show Branches
General Ledger -~
Account | Description Debit Credit Memo Branch Category
p (20130 Unapplied Credit* 82,45 |Service Call  |CA
40100 Revenue, Service Labor 45.00 CA Service
| |40030 | |Revenue, Installation 35.00 cA Installation
| | 12000 | | nventory= 7.34 cA Service
|| 50000 || cocs - Materials 7.34 ca service
| |23010 || sales Tax -ca 2.45 ca
Total % 89.79 % 89.79
Close
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Credit-Off & Create Credit From Overview

Two options are available within the Customer Explorer to credit off invoices without
creating a manual Credit Memo. The Credit Off Invoice option allows a User to credit off
the entire balance of an invoice; this function will create a Credit Memo using the same
Invoice Items and/or Parts that were used on the invoice being credited-off. The Credit
Memo is then automatically applied to the invoice to pay off the entire invoice. When
using this option, the User does not have the opportunity to immediately enter a note in
the Memo field of the Credit Memo. If notes are needed, the User may re-open the
Credit Memo automatically generated, enter the note in the memo field then re-save.
User permissions (SedonaSetup/User Group Security/AR/Edit existing transactions) are
required to enter a memo after the Credit Memo was initially saved.

The Create Credit From option will create a Credit Memo using the same Invoice Items
and/or Parts that were used on the invoice being credited-off but not automatically
apply the Credit Memo to the invoice. The application of the Credit Memo to the
invoice will have to be done manually by the User. Using this option allows the User to
enter a note in the Memo field of the Credit Memo prior to saving.
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How To

Credit-Off an Invoice

A User with the proper security permissions may Credit Off the entire balance of an
invoice. When performing this function, the application will create a Credit Memo using
the same Invoice Items and/or parts that were on the invoice being crediting-off. The
Credit Memo is then automatically applied to the invoice to pay off the entire invoice.
To credit off the entire balance of an invoice follow the steps below.

Note: This option may only be used if no payments or credits have previously been
applied to the invoice.

1. Open the Customer Explorer for the customer for which the Credit Off feature will
be used. In the Active Pane under the heading of Open Invoices, highlight the
Invoice to be credited off.

2. Right-click and select the Credit Off Invoice option.

Customer Explorer - Credit Off Invoice: Figure 70

&) 13000 Ashley, Desire
[ Ashley, Desire Ashley. Desire Balance Due: $6,284.2
. Yy
""" ) Customer Information 2612 Townley Last Statement Date: Hever
""" . Pﬂl!"“"e"'t Options Santa Ana, CA 92706 Total Active RMR : £35.00
=& Bill To . Total Active RAR : $420.00
E‘ ’ZSHEV' Desire Customer Type: Residen
& Sta Contacts Customer Since: 12/6/20
—-[1 Sites .
5[5 (1) Ashley, Desire Salesperson: George
|| Systems Bill Contacts
—§ Contacts Title Contact Phon
& credit Memos
[ Documents ( $8,198.98
1_-_—_| Invoices &
x’ Jobs . —
. 710978 MNew Invoice InStﬂ|I
% Recurr!ng . 710977 ] i Instal
_é Recurring History /Egl_t_lﬂ_u;mb___\
----- L[ Activity Ledger Open Credits - -
..... =] Aging Credit & ( Credit Off Invoice > Cred
..... ', Collections 710981 - : CRED
{5} Contacts 710974 CRED.
& Credit Memos Open Tickets Create Cycle Invoice Mow...
-] Deferred Income (Unposted) | rcpet # Date
..... B Diocuments Make EFT Payment
----- s EFT History Open Jobs
-[7] Inner Office Message Job # Refresh Statd
L‘_—..l Invoices 376 T OSIOTRES ™ Purch
377 Cell Backup Onl Purch
----- M lobs L
R CLhLRss R
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3. A message will be displayed asking the User if you are sure you want to credit off the
balance of the invoice. Press the Yes button to accept.

Credit Off Invoice Confirmation: Figure 71

" ]
Create Invoice Credit 3

I-'/'-_"“--I Are you sure that you want to credit off the balance of '54,330,00° for
k. ¢ 4 invoice 710975 ¥

Yes Mo
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Create Credit From

The Create Credit From option will create a Credit Memo using the same Invoice Items
and/or Parts that were used on the invoice being credited-off but not automatically
apply the Credit Memo to the invoice. The application of the Credit Memo to the
invoice will have to be done manually by the User. Using this option allows the User to
enter a note in the Memo field of the Credit Memo prior to saving.

1. Open the Customer Explorer for the desired customer. In the Active Pane under the
heading of Open Invoices, highlight the Invoice number to be credited off.
2. Right-click and select the Create Credit From option.

Customer Explorer - Create Credit From: Figure 72

&) 2023 Ashley, Desiree

| = Ashley, Desiree _ Ashley, Desiree Balance Due:
-] Customer Information 2688 Maple Lane Last Statement Date:

] ;?‘-”v:oent Options Holtvile, CA 92250 Total Act?ve RMR. :
&l ) (760) 555-4343 Total Active RAR :
a ishley, Desiree Customer Type:

: & Contacts Customer Since:
Sites

. Salesperson:
(1) Ashley, Desiree P

SYStarms Bill Contacts

Contacts Title Contact Phone
Credit Memos
Documents ¢ Open Invoices $116.89

| Invoices me Description

710983 Ashley, Desiree Recurring Servic
R’ Jobs &
. 710984 | Service Call |
% Recurring Mew Invoice
{1 Recurring History Open Credits $0.00 . .
----- f Wi edger Credit # Site Name Credit Type
[} Activity Led =3 Edit Invoice =
..... J Aging ; =
_____ T Collections Open Tickets Credit Off Invoice
=] Contacts Ticket # Pmlﬂeme Create Credit From jﬂt&
;| Credit Memos Open Jobs \'———.__,L_FT__._‘_N____——-—’
g Deferred Income (Unposted) Job # Type Create CycleTnvoice Now... Status
Documents
= EFT History Make EFT Payment
. Inner Office Message Refresh
..'] Invoices
----- M Jobs
----- L[ Journal Detail
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3. A message will be displayed asking the User if you are sure you want to create a
credit for the invoice. Press the Yes button to accept.

Create Credit From Confirmation: Figure 73

Create Invoice Credit E3

I.-"'_"‘-.I Are you sure that you want to create credit of '$79.00' from invoice
Y 710084 7
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The Credit Memo form will be displayed where the User will need to select a Credit
Reason and may enter an optional note in the Memo field. Once finished, press the
Save button located at the lower right of this form.

Credit Memo Generated by Create Credit From Option: Figure 74

7
& Credit Memo =]
Customer ID Category Credit Account Tax Group
[2023 4 [ service x| 2130 CAStte ]
Credit Memo T’e‘it = o T’E‘jtﬂ'-"‘be'
) 1272008 710985
= Ashley, Desiree
2688 Maple Lane Branch P.O. Mumber
Holtville, CA 92250 [ca =]
= Warehouse Salesperson
Site Ashley, Desiree =T _G i = ﬂ
Address; 2688 Maple Lane | Ea | | George =l
a Holtsville, CA 92505 Credit Type Ticket =
| Service L] ‘ L]
Items $79.00 1 Parts §0.00
Item List &
Item Description Qty Rate Amount | Memo
) | Service Labor Service Labor 1.00 79.00 73.00
* []
-
Description | service Call x| 5ub Total 79.00
. r i Tax | 0.00
Credit Reason | Invoiced in & : !
| nvoiced N Error ﬂ Total l 79.00
Mema Customer purchased a service contract which covers parts and Credit Due | 79.00 |
labor for one year from date of installation.|

™ Euture Auto Apply Credit List @ Close
e

4. The User will then need to manually apply the Credit Memo to the invoice for which
the credit was generated. To accomplish this, follow the steps found in the next
section titled Applying a Credit Memo to an Invoice.

Page 93 of 330 Last Revised: March 7, 2009
V 5.2.60



SedonaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Applying a Credit Memo to an Invoice
A manually created Credit Memo may be applied to any invoice with an open balance.
To apply a Credit Memo to one or more invoices, follow the steps below.

1. Open the Customer Explorer of the customer where a Credit Memo will be applied
to aninvoice.

2. Inthe Active Pane under the heading of Open Credits, highlight the Credit Memo
that will be applied to one or more invoices.

3. Right-click and select the Apply option.

Customer Explorer - Apply a Credit Memo: Figure 75

O 13000 Ashley, Desire [E=8EoR(=

| Ashley, Desire i Ashley, Desire Balance Due: $6,284.27
i Customer Inf_ormatmﬂ 2612 Townley Last Statement Date: Never
Pf‘-”vment Optians Sarttz Ana, CA 92706 Total Active RMR : $35.00

il ig Total Active RAR : $420.00

E" ’25'1'”' Desire Customer Type: Residential
H i:i' captacty Customer Since: 12/6/2008
[ Sites Salesperson: George Miller
(1) Ashley, Desire B = Ll
Bill Contacts
Title Contact Phone Ext E-Mail
Open Invoices %$8,198.98
1.] Invoices Invoice # Site Name Description Date Amount Net Due
. Jobs 710575 Ashley, Desire Equipment Sales 12/6/2008 %4,330.00 $4,330.00
. 710976 Ashley, Desire Installation Services 12f8/2008 $3,582.84 £3,552.84
H % bl 710977 Ashley, Desire Installation Services 12/6/2008 §286.14 $286.14
= _é Recurring History
J__f Activity Ledger q Open Credits $1,914.71
|| Aging i Site Name Credit Type Date Amount Balance
.. Collections 710981 " T CREDT- 12/7/200 £290.95
8.+] L = =
B Contacts L623.75 | s
e i TRy
=] credit Memos Open Tickets C_ PP!
[]-ij Deferred Income (Unposted) Ticket # ~—REfrestt— Date City, St... Status
23 Documents
-T& EFT History Open Jobs
~[=7] Inner Office Message Job # Type Status Units Install RMR
-[&] Invoices 376 Intrusion Res Purchasing 1] 0.00 0.00
R, ok 377 Cell Backup Only Purchasing 1] 3808.61 46,00
U e S 378 CCTV Res Purchasing 10 0.00 0.00
=
Page 94 of 330 Last Revised: March 7, 2009
’

V5.2.60



SedonaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

4. The Apply Customer Credit form will be displayed. In the upper right corner of this
form, the original amount of the credit will be displayed along with the balance
remaining on the Credit Memo that may be applied to invoices. In the center
section of this form will be a list of all invoices with an open balance. There are two
options for applying the Credit Memo to invoices:

e Auto - by pressing the Auto button, the Credit Memo will be applied to the
oldest invoices first.

® Manual —to manually apply the Credit Memo to certain invoices, in the payment
column, type in the amount to be applied to each invoice. The User may apply
the Credit Memo to as many invoices as desired as long as the total available
amount to apply of the Credit Memo is not exceeded.

Once the Credit Memo invoice applications have been completed, press the Save
button located at the lower right of the form.

Application of Credit Memo to Invoices: Figure 76

% Apply Customer Credit 13000 @
Credit Amount and Ealance
Ashiay, Desire
2612 Towrley Credit Amount 1623.75
Santa Ana, CA 92706
Balance 0.00
Credit Date 12/6/2008
Credit Memo Apply Date 12/7/2008 5
Iwoices | oter |
Invoice List ii
Site Name Fin'mue = ] Date ] Nnu.nt] NetDue] / Payment
| Ashley, Desire 710575 | 1262008 4330.00 4330.00 | 1337.61 |
Ashley, Desire 710076 | 12/6/2008 3582.84 3582.84
Ashiey, Desire T08T7 12/6/2008 296,14 X614 285,14

Memo \‘_‘_—‘."/
- Save | Close |
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General Ledger Transactions - Applying a Credit Memo

Once a Credit Memo has been applied to an invoice, the Journal Entry created by the
application may be viewed from the Account Register located in the General Ledger
module options. The debits and credits created by the credit memo application may be
viewed from the Journal Detail of the Customer Explorer record.

Applying a credit memo will debit the Unapplied Credits account and credit the
Accounts Receivable account assigned to the invoice to which it was applied.

Viewing the Journal Entry created by the credit memo application

Navigate to the General Ledger module of the main application and select the Account
Register menu option.

Account Register Navigation: Figure 77

[ Sedonalffice

File Edit View SedonaOffice Custorner Query Tools Window Help

=L CIN°Y ¥ IFqas) 1 =] | @
lSedonaOffice (=]
EABCAIarm

#-1_/ Client Management
#-¢ 4 Accounts Receivable

=&l General Ledger

Account Register

ﬂ Close Fiscal Year

----- |j Deferred Incame

----- E GL Query Builder

----- D Journal Entry

- Reconcile Bank Account
E‘ Reqgister Number Lookup
----- [/ Royalties & Commissions
Accounts Payable
“p Inventory
qam_ent

e
-4
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In the Account Code field select the Unapplied Credit account from the drop-down list,
enter the desired date range, then press the green arrow located below the Reg Type
field. The form will list all transactions that created a debit or credit entry to this
account. The debit transactions are generated from the application of a credit memo
where the credit transactions are the creation of a credit memo. Double-click on the
debit line created for the credit memo application to view the entire Journal Entry for
the transaction.

Account Register - Unapplied Credits Account: Figure 78

&) Account Register [ABC Alsrm) [ =]
o Breount Code [ 20130 =] 1 franch [ -
Unapglied Creair*
From Ciate 3200 s | RegTwe | =]
Thru Date ) 5
[regro. | oate [ Type [ Reference [ Mame | ranch | Amount | Balance
3172009 ** Beginng Salance =* 52,45
|1 W09 CRMEMO 1102 Braxte, Blke cA 8245 -144.90
| 17 W0 CRMEMO 10 Braxtern, Bille cA 25.00 -119.90
| 130 W09 CRMEMO 1105 Cobra CA -52.00 -171.90
151 WY CRMEMO 22 Cobra CA 52.00 -119.90
List Count = 4 Close
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Journal Entry for an applied Credit Memo

Journal Entry - Credit Memo Applied to an Invoice: Figure 79

O Joumsl Entry (ABC Alarm) E=={IoE
Register Mo, 173 Regizter Type: CRMEMO
L'l Journall Information
Branch E;
ate: 312009
Brimary 20130
Accoount
Linaopied Credit™
Reference 10
- SombCotog 7 S
iGeneral |Ledos [=]
Account [ pescrigbon | oebt | credt | Memo |manch [ categoy ||
NEIE] Unapphed Credit™ 500 cA
|| 12000 [ Acomerts Receivaie® | 25,00 |ea
i |
Tokal § 25,00 § 25.00
_gee |

Viewing the entry created by the credit memo application from the Customer Explorer.

Customer Explorer - Journal Detail for Credit Memo Application: Figure 80

& 2014 Braxton, Billie (ABC Alarm) [E=HER |5

[ Braxton, Billie Braxton, Bilie Balance Due: £20.85
-} Customer I”f_Drmﬁt'D” 45 Wilow Run Last Statement Date: MNever
~7&] Payment Options Berkeley, CA 94707 Total Active RMR :

-] Bill To Total Active RAR :

B[ Sites 4 Customer Type: Residen...
J‘J Activity Ledger Customer Since: 2/20/20...
l_'l Aging
g Collections RegNo. | Date | Type |_Description | Debit | Credit| AR MNet
- Contacts 123 2/20/2008 NV - 1044 11000 - Accounts Receivable® 53.50 53.50
-[&] Credit Memos 40030 - Revenue, Instalation 50.00

{j Credit Requests 23010 - Sales Tax - CA 3.50
B[] Deferred Income (Unposted) || 124 2/20/2009  INV - 1045 11000 - Accounts Receivable™ 47.08 100.58
Q Documents 40030 - Revenue, Instalation 44.00
" EFT Hist 23010 - Sales Tax - CA 3.08
] Istary 125 2/21/2009  CRMEMO - 1047 20130 - Unapplied Credit* 25,00 75.58
= Inner Office Message 40100 - Revenue, Service Labor 25.00
| Invoices 126 2f21/200%  CRMEMO - 1043 20130 - Unapplied Credit* 37.45 33.13
ab 40030 - Revenue, Instalation 35.00
Journal Detail 23010 - Sales Tax - CA 2.45
B 156 3(1/2008 NV - 1080 11000 - Accounts Receivable™ 74.17 112,30
B[] Notes 25000 - Deferred Revenue™ 7417
5 P ts 177 3f1/2009 CRMEMO - 1102 20130 - Unapplied Credit® 52,45 29.85
g Paymen 40100 - Revenue, Service Labor 45,00
‘a’ Recurring . 40030 - Revenue, Instalation 35.00
Lé Recurring History 12000 - Inventory™ 7.34
-/ Refunds 50000 - COGS - Materials 7.34
-{|=] sedona Event Log 23 Bales Taoe 245
B Service ( 178 3/1/2008  CRMEMO- 10 20130 - Unapplied Credit* 25.00 ) 54,85
0 11000 - Accounts Receivable® 25.00 29.85
Systems 53 3172009 DEFING - 1060 F0200 - Revenue, Monioring 17
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Credit-Off Invoices (Bulk)

Section Contents

® (Credit-Off Invoices Concepts & Terminology
® User Security Options

® General Ledger Transactions

® How To

® Credit-Off Multiple Invoices at one time
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Credit-Off Invoices

The Credit-Office Invoice function is used when your company wants to write off many
invoices at one time that may have a very small balance. This function may also be used
to write off invoices to a bad debt account for customer invoices that are no longer
considered collectable.

The User performing this function is not limited to a dollar amount that may be written
off; for this reason using this function should be restricted to high level management
only. If the User selects a dollar amount greater than $1.00, a message will be displayed
confirming this is the correct amount to select.

»
SedonaOffice 3

Related Setup Tables
Below is a list of the setup tables impacting the Credit-Off Invoice function.

e (Category
e Chart of Accounts

User Group Security Options

For a User to be able to use the Credit-Off Invoices function, certain security privileges
must be granted to the User through the User Group Security options within
SedonaSetup. The following User Group Security options located within Application
Access/AR security options section pertain to this section.

e Credit Off Invoices — Permits the User to use the Credit-Off Invoices function
from the accounts receivable menu. If this permission is not granted, the Credit
Off Invoices option will not appear as an option on the Accounts Receivable
module menu for the User logged in to the application.
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How To

Credit-Off Invoices
Follow the instructions below to credit off one or multiple customer invoices.

1. Navigate to the main application menu and select the Accounts Receivable / Credit
Off Invoices menu option.

Credit Off Invoices — Navigation: Figure 81

[ Sedonalffice

File Edit View SedonaOffice Custorner Query Tools Window Help

IR Ee B & DM ]| d |

EedonaOffice (=

----- [ Finance Charge
- {] Invaicing

----- 1 Make Deposit
Payment Processing

Print Invoices
----- IIE Statements

EEl ! . 5 =
¢ ccounts Payable
420 Inventory
#-4*% Job Management
“ement
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2. Enter Selection Criteria - The Credit Off Invoice Balance form will be displayed. Fill in

the required fields then press the EI green arrow button to the right of the

Invoice Balance field to generate a list of customer invoices that meet the criteria

entered.

e As of Invoice Date — Enter the desired date. The application will search for all
invoices dated on or prior to the date entered in this field.

® Invoice Balance Less Than or Equal To — Enter the desired amount. The
application will search for all invoices dated on or prior to the date enter in the
As of Invoice Date field that have an open balance that is equal to or less than
the amount entered in this field.

3. Review the Results List — After pressing the green arrow a list will be display with all
invoices that met the date and amount criteria entered. The User may exclude any
of the invoices presented on the list by un-checking the checkbox located to the left

of the invoice number.

In the header area of this form will be a total of all invoices that met the User’s
selection criteria and a total of all the customer invoices that have been selected to
be credited off.

Credit Off Invoices - Invoice Selection: Figure 82

O Credit OfF Invoice Balance [E=8 EoR "=~
vecece Selecton Fastrg Info

s of Ivvoice Date  [1/31/2009 Date i = | |

Irvoice Balance Less |05 Gl Account - ;

Then Or Egual To

Total Invoices 015 Categery Code | =y

Tatal Selected 015 Mema

Irvvosoe Mumber | Invegice Date | Descripbon | Customer Mo | Hame | Amant | Paet Due |

[#] 1385 11713008 Recurming Services 2445 Morrson, Juka 20,00 a.62

[ i) 112072008 Rescurming Services 2032 Moilis, Milcenit 33.95 .08

70732 11292008 Reauming Serioes 2038 Wil VWiliam 33.95 0.03

710734 11282003 Requnning Services 2047 Gregg, Donald 33.95 0.05

Post Close
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4. Posting the Credits — When ready to write off the invoice balances, the User must fill

in the fields required to generate the credits that will be applied to the invoices
selected in the list. Once all required fields have been populated, press the Post
button located at the lower right of the form to create the credits.

the general ledger.
GL Account — Enter or select from the drop-down list the G/L Account number
that will be used for the debit side of the transaction. The credit side of the

transaction will post to the accounts receivable account.
Category Code — Select the Category from the drop-down list that will be used in
posting the credits.
Memo - The User may enter a note in the Memo field to describe why the
invoice balances are being credited-off. This field is optional.

Credit Off Invoices - Posting Information: Figure 83

Date — Enter or select a date from the calendar on which the credits will post to

) Credit OFf Inveice Balsnes o[- )
Irrvoice Sebection &III;I Infa ‘\
BsoflwoiceDate  [aymoos 0| | De e  El
Trvoace Galance Less  [n o5 = @ Account ] -
Then Or Eoual Te I ~lid
Ead Debt Expense
Categary Code
Total Invoices (015 SEE, |G&A z
Total Sebected 015 Hemo fivrite oFf small evvouce balances January 2005,
Invoice Wumber | Invoics Date | Deseription | customer o | Hame | amount | et Due |
[+ 1285 11/1f2008 Rt Serices 2445 Mesrriser, Juia 20.00 0.02
B 7072 11/29/2008  Recurring Services maz M, Mlcent 33.95 0.05
B Tz 1/29/2008  Recuring Services w3 Wik, Willam 355 0.03
B 710734 1292008 Recuring Services maz Gregy, Donaid 3355 0.08
post | ] gQose |
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After pressing the Post button, the User will be presented with a message confirming
you want to credit off the selected invoices. Press the Yes button to continue with the
posting process.

Credit Off Invoices - Posting Confirmation: Figure 84

Credit Off Invoices 3

:I Are you ready to credit off the selected invoice(s) for this customer?

Yes Mo

Viewing Credit-Off Invoice Information

Once invoices are credited off using this function, the information is viewable in several
places within the Customer Explorer and from the G/L Register.

Customer Explorer / Activity Ledger
Invoices credited off will display in the Customer’s Activity Ledger as an Invoice/Credit

transaction type.

Customer Explorer - Activity Ledger - Credit Off Invoice Transaction: Figure 85

Type | Date | Description | Transaction | Payments | Invoices | Balance |
Inyoice 11/1/2008 Invoice: 1985 20,00 20,00
Invoice/Credit 1/31/2009 Invoice: 1985 13.98
i T==8 5.00 24.98
Payment 2/3/2009 Check 165 19,93 24,98
Payment Applied  2/8/2009 Check 165 -> Invoice: 1985 19.98 5.00
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Customer Explorer / Journal Summary
Invoices credited off will display in the Customer’s Journal Summary under the G/L
account number selected in the posting area of the Credit Off Invoice Balance form.

Customer Explorer - Journal Summary - Credit Off Invoice Transaction: Figure 86

Account Mo, | Description | Debit | Credit | Met |

10050 Undeposited Funds £19.93 £0.00 £19.98

11000 Accounts Recevable £25.00 £20.00 £5.00

25000 Deferred Revenue £0.00 £20.00 (20.00)

43110 Revenue, Monitoring £0.00 £20.00 (%20.00)

9030 Reuenue late Fass £0.00 £5.00 ($5 ::

@199 Bad Debt Expense $0.02 $0.00 $0.02 §
Oﬁlcl ;.U‘CfCIICL:RCUCIIUCB ﬁ:ca G.GG il
Total %65.00 $65.00

Customer Explorer / Journal Detail
Invoices credited off will display in the Customer’s Journal Detail with a transaction type

of CINV.

Customer Explorer - Journal Detail - Credit Off Invoice Transaction: Figure 87

Reg No. | Date | Type | Description | Debit | Credit | AR Net |
1318 1112008 INV - 1985 11000 - Accounts Receivable 20,00 20.00
25000 - Deferred Revenue 20.00

43110 - Revenue, Monitaring 10.57

023

CEET. . sritering
80199 - Bad Debt Expense 0.02
11000 - Accounts Receivable 0.02 19.98

5 =
HEEE—Arrourtsf bt e -1

3928 11/30/2008 DEFINC - 1985

5232 1/31/2009 CINV - 1985

49030 - Revenue, Late Fees 5.00
2fa/2009 CHEK - 165 10050 - Undeposited Funds 19.98
11000 - Accounts Receivable 19.93 5.00
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General Ledger / Account Register
Credits posted using the Credit Off Invoices function are viewable from the G/L Account

Register by selecting the G/L account number entered in the posting area of the Credit
Off Invoice Balance form. The transaction type for these items will be listed as CINV.

Account Register - Credit Off Invoice Transaction List: Figure 88

e Account Register
=
Account Code | 30199 LI | || Branch | ;I
Bad Debt Expense Category | LI
From Date [1/1/2009 E RegType | =]
Thru Date [12/31/2009 = |
Reg Mo. | Date I Type | Reference I Mame I Branch | Category | Amountl Balance |
1/1/2008 ** Begining Balance ** 0.00
5232 1/31/2009 1985 Morrison, Julia MI GaEA 0.02 0.02
5233 1/31/2009 710725 Mills, Millicent MI GaA 0.05 0.07
5234 1/31/2009 710732 Wills, William MI GRA 0.03 0.10
5235 1/31/2009 710734 Gregg, Donald MI G&A 0.05 0.15
General Ledger / Account Register / Journal Entry Detail
Journal Entry - Credit Off Invoices Transaction: Figure 89
e Jourmnal Entry El@
Register No. 5235 Register Type: NV
B Journal Information
Branch ML
Date 1/31/2009
Primary 80199
Acccount
Bad Debt Expense
Reference (710734
[~ Show Job Costing [V Show Branches
General Ledger -
Account (2] Desription Debit Credit Memo Branch Categary
p 180199 Bad Debt Expense 0.05 Write off small invoice balances January 2009, |MI G&A
11000 Accounts Receivable 0.05 MI GaA
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Credit Request Processing

Section Contents

® Credit Requests Concepts & Terminology

® Related Setup Tables

® User Group Security Options

® How To
® (Create a Credit Request for a customer invoice
® (Create Credit Request using a credit template

® (Create a Credit Request for an invoice and create an
invoice for another customer

® Managing Credit Requests
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Credit Requests Overview

The Credit Request function allows your company to control the process of when for
whom and for what amount a Credit Memo is generated to a customer account. When
this feature is enabled, your company may develop a sign-off process so that a senior
member of your staff may review requests for credits and then have the option of
approving the request and generating the Credit Memo, declining the request or
modifying the requested amount and generating the Credit Memo. This new
functionality provides greater control over the number and amount of Credit Memos
granted to your customers. A sign-off process is not required to use Credit Requests.

Once the Credit Requests functionality is activated, Users will no longer have the ability
to manually create a Credit Memo or have available the right-click functions on the
invoice, to credit off the balance of an invoice or create a credit from an invoice. All
Credit Memos must go through the Credit Request process.

When creating a Credit Request, the User has three options:

® The User creates a Credit Template selecting which Invoice Items and amounts are
to be used for the Credit Memo.

e Select an invoice on the customer’s account for which the Credit Memo will be
generated.

® Select an invoice on the customer’s account for which the Credit Memo will be
generated and automatically create an invoice on another customer’s account using
the same Invoice Items that were used on the originating customer’s Invoice being
credited off. This feature would be used if the incorrect customer was invoiced.

There is some setup required to begin using the Credit Request functionality, which will
be described below under the heading of Credit Requests Setup.
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If your company does not want to activate the Credit Request function, the software will
continue to function as it did prior to the introduction of this new feature. A new field
was recently added to the Credit Memo form labeled Credit Reason. The Credit Reasons
selectable from the Credit Memo form is maintained in a new setup table located within
SedonaSetup. This table is a list of reasons that describe why a Credit Memo is being
generated. The Credit Reason may be flagged to be a required field on the Credit
Request. To make the Credit Reason required, the new option checkbox located in
SedonaSetup AR Setup Processing Require Credit Reason on Credit Memos must be
selected.

Planning

Before activating and using Credit Requests, it must first be determined which Users will
be allowed to create Credit Requests, which Users will be able to approve Credit
Requests and a dollar amount that the User Group is allowed to approve. Each User is
linked to one or more User Groups; make certain the User Groups that you assign a
credit limit will apply to the Users you want to grant these new permissions. You may
have to re-design your User Group Security to accommodate Credit Request processing.
Your company may create new User Groups for the Credit Request Processing and
assign the Users involved in the process to the appropriate User Group.
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Related Setup Tables
Below is a list of the setup tables impacting the Credit Request functionality.

® |nvoice Item

® |nvoice Item Type
® |nvoice Description
e Tax Group

e Tax Table
e (Category
e Branch

e Chart of Accounts

® Users

o User Groups

® (Credit Reasons

® AR Setup Processing / Use Credit Request Processing
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User Group Security Options

There are new and existing User Group security options that control functions related to
the Credit Request functionality. These security options are listed below with a
definition of each option.

* Credit Requests — if the User Group has this option selected, the User will be
able to create a Credit Request.

* Ability to Change Assigned to on Credit Request — if the User Group has this
option selected; the User will be able to reassign a Credit Request to a different
User when accessing a Credit Request from the Customer Explorer.

e Ability to Change Assigned to on Credit Request List — if the User Group has this
option selected; the User will be able to see all Credit Requests regardless of
whether the User created the Credit Request. The User will also be able to
reassign the Credit Request to a different User. If this option is not selected, the
User will not be able to view Credit Requests that were not created by or
assigned to them.

® Credit Memo - for Users that will have the authority to generate the Credit
Memo for the Credit Request, this security option must be selected. For the
Users that will not be able to generate the Credit Memo for the Credit Request,
this security option must not be selected.

e Ability to Credit Off Partial Invoice — allows the User to create a Credit Request
for an invoice that has been partially paid.

® Ability to assign future auto apply for credit — permits the User to select which
types of future generated invoices the credit memo will automatically be applied
to when the next invoice of the selected type(s) is saved [when using a Credit
Template].
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Credit Requests Setup

Before creating the employee setups for Credit Requests, it must first be determined
how Credit Requests will flow within your organization. You need to ask yourself the
qguestions, who will be the first, second and third person to sign-off on the requests.
And further, will certain individuals be able to create the Credit Memo without moving
to the next level of sign-off. Once company rules have been established, proceed to the
setup steps. It is not required to use all three levels of sign-off; your company may have
one or two sign-off levels only.

The sign-off flow of the Credit Request is determined by the setup in SedonaSetup
Employee setup table. The previously labeled field Supervisor located on the Employee
setup form has been re-labeled Supervisor and Credit Request Handoff. This field
controls which employee the Credit Request will be assigned to. The employee record
must be linked to an active User record found in the User setup table. The User Group
assigned to the User controls fields for Credit Request dollar limits and controls other
security options associated with Credit Request. The User Group assigned to the User
has a new field, Credit Memo Limit, where you are able to set the maximum dollar
amount limit for a User assigned to a User Group. The User will not be able to sign-off a
Credit Request for an amount over their User Group Credit Memo Limit amount. Users
participating in the Credit Request process do not have to have a Credit Memo Limit
assigned to their User Group.
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Credit Requests Activation

Prior to using the Credit Requests functionality the Credit Request Processing Option
must be activated in SedonaSetup. Navigate to the SedonaSetup AR Setup Processing
form; on this form is a new checkbox labeled Use Credit Request Processing. Select this
checkbox and press the apply button. When selecting this option a second checkbox on
this form, Require Credit Reason on Credit Memos, is automatically selected and cannot
be de-selected. Once this function is activated Users will only be able to generate Credit
Memos by using the Credit Requests Process.

Setup Processing (AR) - Credit Request Activation: Figure 90

Setup Processing

o7 NWumbering
Auto Invoice = Auto Job Mumber [
Next Invoice 1565 Next Job Number 1032
Auto Customer v Require System Account -
Next Customer 52319 Require Unique System I

Account Company Wide

[&] Invoicing and Credits
Cycle Beginning Day v Print Customer Mumber on Invoices and
f« First Day of Month Statements
" Day of Service Start Iv Allow Printed Invoices to be Edited

[~ Enter Separate Posting Date for Invoices
and Credits

v Allow direct invoicing to Master Account

v Use Credit Request Processing

[ Require Credit Reason on Credit Memos
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Credit Reason Setup

For companies activating the Credit Request process, the Credit Request field
automatically becomes a required field that must be selected on Credit Request form.
Make certain a list of Credit Reasons have been created prior to activating the Credit
Request process. The list of Credit Reasons is entered and maintained in SedonaSetup.

Credit Reason Setup: Figure 91

Credit Reason

| ] Credit Reason

Credit Reason | Description Inactive
Customer Referral Customer Referral N
Goodwill Credit Goodwil Credit N
Install Qver Invoiced Installation Over-Invoiced N
Install Problem Install Dessatisfaction |
Inv Wrong Cust Invoiced Wrong Customer N
Sales Dissatisfaction Sales Dissatisfaction N
Service Over Invoiced Service Call Over-Invoiced N
Service Problem Service Dissatisfaction N
Write-Off from Cancel Write Off-Customer Cancelled N

[T Include Inactive

E Credit Reason Edit

[~ Inactive
Credit Reason |Customer Referral
Description |Customer Referral
Apply | New ‘ Delete ‘
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Employee Setup

A sign-off process is not required, however is highly recommended in larger companies
(refer to the Planning area earlier in this section). For each employee that will be
involved in the Credit Request sign-off process, a selection must be made in the
Supervisor and Credit Request Handoff field of the Employee setup form. This will define
to whom a Credit Request will be assigned.

The only employee that does not require the Supervisor and Credit Request Handoff be
populated would be the employees that have the authority to generate the Credit
Memo. In the Employee setup example provided below, there are three levels of sign-
off, Amanda, then Vicky, then Carolyn.

Employee Setup - Credit Request Handoff Setup: Figure 92

I Inactive
Employee Code  [amanda Watsen -

el T, ] Payroll | Commission Setup | Created: Administrator 6/18/2008 jpdated: administrator §/1/200:

User Code [ amanda | Eirst Name [amanda

Type [cL =1 Last Name [Blake

Assigned To [ Accounting Jd | Middle Initial

Supervisor | vicky Catone ~1 Date of Hire =

& Credit Request Handoff

= |

I Inactive

Termination

Employee Code  |vicky Catone
General Information | Payroll | Commission Setup | Created: Administrator 6/18/2008 pdated: Amanda 8/23/2008

User Code [ vidkyC ~] First Name [vicky

Type [co ~] Last Name [catone

Assigned To [ Accounting =] Middle Initial

Supervisor | Caralyn Jackson 4| Date of Hire =

& Credit Request Handoff

I ]

[~ Inactive

Termination

Employee Code  [Carolyn Jackson
General Tnformation | Payroll | Commission Setup | Created: Administrator 2/6/2008 Updated: Amanda 8/23/2003

User Code | Caralyniackson 4| Eirst Name |caralyn

Type [MG | Last Name [73ckson

Assigned To | Accounting | Middle Initial

Supervisor [ =1 Date of Hire I = |

& Credit Request Handoff

Termination

— =

Apply MNew ‘ Delete |
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User Group Credit Memo Limit Setup

For each User involved in the Credit Request process that will be able to sign-off the
Credit Request, the User must be assigned to a User Group with a Credit Memo Limit set
up and User Group security privileges that will allow the User access to the various
functions of the Credit Request process. For more information on the User Group
security privileges related to Credit Request Users, refer to the section below titled
Credit Requests — User Group Security Options Setup.

User Group Credit Memo Limit

For each User Group you may set a Credit Memo Limit amount. A User assigned to the
group with a Credit Memo Limit amount will only be able to approve a Credit Request
for up to a total amount of the limit amount assigned to their User Group. You may
have Users that you want to grant the permission to create Credit Requests, but not be
able to sign-off on any amount requested. For these types of Users, their Credit Memo
Limit would be set to zero.

User Group Security Setup - Credit Memo Limit Setup: Figure 93

Code Description Level Credit Memo Limit
|Credit Level 1 [Credit Level 1 [T =] [ss0.00
Code Description Level Credit Memo Limit
|CreditLevel 2 |creditLevel 2 [t =] |st00.00
Code Description Level Credit Memo Limit
|administrator [Administrator [3 x| |s100,000.00
Application Access | Report Access |
Access | Module [
[¥] Accounts Receivable AR
[¥] Credit Request AR
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Credit Request Sign-Off Process Overview

Once you have setup your employees and User Group Credit Memo limits and User
Group security options you may begin using Credit Requests. This section describes the
flow of a Credit Request from the creation of a Credit Request to the final generation of
the Credit Memo on the customer’s account. In the example provided, we are using a
three step sign-off process using a Credit Template. The other methods of creating
Credit Requests will be discussed later in this document under the title of Creating
Credit Requests (refer to the Table of Contents for the starting page number of this
section).

Create a Credit Request & First Sign-off

In the screen shot below, a Credit Request was created using a Credit Template by the
lowest approval level User Amanda. Amanda’s User Group security only allows her to
approve a Credit Request for up to $50.00. Since the Credit Request amount is for
$65.00, when Amanda pressed the Sign-Off 1 button, the amount defaulted to her
maximum Credit Memo approval amount which is $50.00. The next employee to whom
the Credit Request is assigned may accept or increase or decrease the approved amount
of the original requested amount.

Credit Request - First Sign-Off: Figure 94

&) Credit Request 26

Req By: Amanda
Req Date: 8/23/2008

Customer 10006 Credit Number: 1555
Invoice #
Blais, Sam

5212 Hersholt
Marathon Shores, FL 33052

Open Template

Reguested Amount 65.00

Approved Amount | 0.00

Reason [Service Over Invoiced =

ICustomer was invoiced for a trip charge which is cover by their -

M
kemo [service agreement,

Assigned To WickyC ~| 08/23/2008
EF sign Off Detai

Sign Off 1 Amanda §/23/2008 8:04:01PM  Amount [50.00

Hotes |

sgnoff2 £ Amount [

Notes ‘

Sign Off 3

Hotes |

I Closed
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Credit Request Second Sign-off

The next person to sign-off on the Credit Request is VickyC. Vicky’s User Group security
allows her to approve a Credit Request for up to $100.00. When Vicky presses the Sign-
off 2 button, the approved amount changes to $65.00, which was the original requested
amount. Vicky may save the Credit Request with the defaulted approval amount or may
edit the Credit Template for an amount up to $100.00.

Credit Request - Second Sign-Off: Figure 95

&) Credit Request 26

Customer

Invoice #

Req By:
Req Date:
Credit Number: 1555

| 10008

I

Blais, Sam
5212 Hersholt
Marathon Shores, FL 33052

Open Template

Requested Amount i 6-5.0"0

Approved Amount 1 65.00

Reason

Memo

Assigned To
EJ sign Off Detail
Sign Off 1

Motes

Amanda
8/23/2008

|Service Over Invoiced

=

Customer was invoiced for a trip charge which is cover by their

service agreement.

[VickyC “~| 08/23/2008

Amanda 8/23/2008 8:04:01PM

|

SignOff 2 B |vickyc 8/23/2008 8:13:32PM

Notes

Sign Off 3

Notes

I Closed

Amount [55.00

IApproved for the original requested amount.

Amount

|

Save ] Close ]
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Credit Request Third Sign-off

The last person to sign-off on the Credit Request is Carolyn Jackson. Carolyn’s User
Group security allows her to approve a Credit Request for up to $100,000.00 and she
also has permissions to create Credit Memos. Once the sign-off 3 button is pressed the
final approval amount is filled in. The last step is to press the Save button to create and
post the Credit Memo.

Credit Request - Third Sign-Off: Figure 96

| = =
&) Credit Request 26 =]
Req By: Amanda
Req Date: 8/23/2008
S 10006 CreditNumber: 1555
Invoice # i
Blais, Sam
5212 Hersholt
Marathon Shores, FL 33052
Open Template !
Requested Amount | 65.00
Approved Amount | 65.00
Reasan [ Service Over Invaiced =]
Mema Customer was invoiced for & trip charge which is cover by their »
= service agreement,
Assigned To [VickyC v| 08/23/2008
EJ sign OFf Detal
Sign Off 1 Amanda 8/23/2008 8:04:01PM  Amount |50.00
Notes
Sign Off 2 vickye 8/23/2008 8:13:32PM Amount iGS.DU
Notes Approved for the original requested amount.
SignOff3 EJ | carolynjackson 8/23/2008 8:22:46 PM Amount 55 00
Notes approved and credit memo generated and applied to service inveice. |
I Closed Save | Close !
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How To
Create a Credit Request

There are three different types of Credit Request from which the User may choose
depending on the situation with your customer. Each of the types listed below will be
described in detail within this section.

e The User creates a Credit Template selecting which Invoice Items and/or Parts are to
be used for the Credit Memo.

e Select an invoice on the customer’s account for which the Credit Memo will be
generated.

e Select an invoice on the customer’s account for which the Credit Memo will be
generated and automatically create an invoice on another customer’s account using
the same Invoice ltems that were used on the originating customer’s Invoice that is
being credited off. This feature would be used if the incorrect customer was
invoiced.
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Credit Requests using the Credit Template

When creating a Credit Request using a Credit Template, the User may select any
Invoice Item and/or Parts. The User Group security controls the amounts for which the
User will be able to sign-off. The Credit Template assigns the next invoice number
available to the Credit Request, but an actual Credit Memo is not posted to the general
ledger until a User with the appropriate permissions approves and presses the Save
button to generate the Credit Memo.

To begin a new Credit Request, navigate to the main module tree and select Accounts
Receivable/Credit Request or navigate to a Customer Explorer record; select Credit
Requests from the customer tree; right-click and select New Credit Request.

1. Select the Customer - Once the Credit Request form is displayed, the User will select
the customer for the request, then press the Create Credit Template button located
below the Invoice# field. If the Credit Request was started from the Customer

Explorer, the customer number will automatically be populated.

Credit Request List - New Credit Request: Figure 97

&) Credit Request List [ =)
|:AII Requested By= .j ‘ ‘:_] ‘ ‘:_] | <Al Cred\tReasons.ﬂ | <Al AssignedToaﬂ
Select Credit Request #
Reqg Mo, I Customer # I Customer Name ] Req By ‘ Req Date I Reason | Requested ... | Approved ... | Assigned To

22 10008 Caralyn Johnson carolynjackson 08/23/08  Goodwil Credit 75.00 75.00 CarolynJackson
25 10008 Caralyn Johnson amanda 08/23/08  Instal Over Invaiced 229.42 0.00 VickyC
% 10006 5am Blais Amanda 08/23/08  Service Over Invoiced 65.00 65.00 VickyC

4 L *

[~ Show Closed Edit New !

Credit Request - Create Credit Template Button: Figure 98

a Credit Request (=3

Customer |55.35 0

Invoice # |

Patricia Marin
Patricia Lane
Plymouth, MI 48170

Create Credit Template
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2. Create the Credit Template - The blank Credit Template form will be displayed. The

User will fill in the for

m with the desired selections, then press the Save button

when finished. While in the credit template form, the User has the option of
marking the Credit Request for future invoice type application. If the Credit Request

is approved and a Cre
the next invoice type
form.

The ability to use the

dit Memo is created, the credit will automatically be applied to
saved for the selected invoice types on the Future Auto Apply

Future Auto Apply option is controlled by User Group security.

If the User working on the Credit Request template does not have this permission

granted, this checkbo
the User Group Secur

x will be grayed-out and unavailable for use. Please refer to
ity Options located at the beginning of this section for more

information.
Credit Template: Figure 99
r
& Credit Memo ===
Customer ID Category Credit Account Tax Group
550520 [ service | Jeo130 [ ca state |
Credit Memo Credit Date Credit Mumber
: Patricia Marin [8/23/2008 B Jiss7
= Patricia Lane Branch P.0. Number
Plymouth, MI 48170 [ca | |
e % Warehouse Salesperson
i Patricia Marin = .
Afiress; Patricia Lane [ CA Main ~[ & [na By
@ Plymouth, MI 48170 Credt Type ob #
| Miscellanecus ] ]|
Items $65.00 ] Parts §0.00
Item List i
Item Description Qty Rate Amount | Memao
7| Trip Charge Trip Charge 1.00 65 65.00
* [
-
Description | Credit on Account = 5ub Total 65.00
: . . Tax | 0.00
Credit Reason
re |Selwce Ower Invoiced ﬂ Total | 65.00
Memo Customer was invoiced for a trip charge and their service level Credit Due \ 65.00 %=
covers this charge.
LliEotec Ak proks Credit Template Save Close
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3. Credit Request Sign-Offs - The User may press the Sign Off 1 button on the Credit
Request or press the Save button located at the lower right of the form to complete
the Credit Request.

If the User creating the Credit Request has the appropriate permissions to generate
credit memos and that User’s credit memo limit is equal to at least the total amount
of the Credit Request, pressing the Save button will prompt the User with a message
asking if they are ready to create the credit memo.

If the User’s credit memo limit is less than the requested amount, the Credit Request
will remain in the Credit Request List until a User with the appropriate credit memo
limit opens the Credit Request and presses the Save button [to create the Credit

Memo].
Credit Request - Saved Credit Template: Figure 100
a Credit Request @
SARIer |5505 20 .L#Z.J Credit Number: 1558
Invoice # l
Patricia Marin
Patricia Lane
Flymouth, MI 45170
Reguested Amount 65.00
Approved Amount 0.00
Reason [Service Over Invoiced =]
Memo ‘
Assigned To [Vickyt [ |
EJ sign OFf Detail
Sign Off 1 !_E_J Amount
Notes ‘
Sign Off 2 Amount ,7
Notes ‘
Sign Off 3 Amount |7
MNotes ‘
[T Closed Save | Close
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4. Generating the Credit Memo - The Credit Request will be displayed in the Credit
Request List if the credit memo was not generated by the User in Step 3. If thisis

true, the User assigned to the Credit Request will be responsible for monitoring the

list and moving the Credit Request on through the sign-off process. Once all sign-

offs have been completed, the Credit Memo may be created and posted to the

customer’s account.

The User who will generate the credit memo will open the Credit Request and press
the Save button located at the lower right of the Credit Request form. A message is
displayed asking the User if they are ready to create the credit; press the Yes button

to accept. Once the Yes button is selected, the application creates and posts the

Credit Memo which is now available on the customer account to apply to an invoice.

Credit Request - Generate the Credit Memo: Figure 101

@ Credit Request 28

Customer |550520

Invoice # |

Patricia Marin
Patrica Lane
Plymouth, MI 43170

Open Template

Requested Amount 65.00
Approved Amount 65.00

ReqgBy: Amanda
Reg Date: 8232003
Credit Number: 1558

Reason Sef Create Credit

Memo P

|9I Are you ready to create the credit?

Assigned To “ic
EJ sign Off Detail T No ]
Sign Off 1 Amanda Amount |50.00
Notes ‘
Sign Off 2 Vickyc 8/23/2008 9:35:47 PM Amount [55.00

Sign Off 3 !':rjf carolyrjackson

Motes ‘Approved for original request. Contract verified for trip charge being non-billable.

8/23/2008 9:37:02 PM Amount 55 00

MNotes

[~ Closed
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Below is the Credit Memo which was generated by a Credit Request. When using Credit
Requests, a field is displayed in the header of the Credit Memo showing the Credit
Request number and the Credit Request final approval amount.

Credit Memo - From Credit Template: Figure 102
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Credit Requests for a Customer Invoice

A User may enter a Credit Request and specify a particular customer invoice for which a
credit memo will be generated. This may be done for invoices that have or have not
been partially paid with a customer payment or a Credit Memo. For the User to be able
to create a Credit Request for a partially paid invoice, the Ability to Credit Off Partial
Invoices User Security Option must be activated for the User Group assigned to the User
creating the Credit Request.

For invoices where no payments or credits have ever been applied, once the Credit
Request has gone through the sign-off process, the Credit Memo is created and
automatically applied to the invoice number enter in the Credit Request form. User
Group security controls the amounts that will be allowable for the final Credit Memo.
An actual Credit Memo is not posted to the general ledger until a User with the
appropriate permissions approves and presses the Save button to generate the Credit
Memo.

For invoices where payments or credits have already been applied, once the Credit
Request has gone through the sign-off process, the User generating the credit will be
prompted to write off the balance of the invoice to a miscellaneous G/L account
number.

If your company does not want to allow Users to write off invoice to a Miscellaneous
G/L Account, a Credit Template should be used in partially paid invoice situations. This
is also controlled by the User Group security. For these User’s, make certain their User
Group permissions do not include the selection of the “Ability to Credit Off Partial
Invoice”.
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There are two ways to begin a new Credit Request, both options are listed below.

e Navigate to the main module tree and select Accounts Receivable/Credit Request
then press the New button located at the lower right of the Credit Request List.

Create Credit Request — Navigation - Accounts Receivable: Figure 103

Eile Edit Yiew SedonaOffice Customer Query Tools Window Help

ILEN ECNN=Y ¥ ARy =]| #t | @
bedonaOffice =]
B Western Security

#-1_J Client Management
Accounts Receivable
Credit Request

T EFT Processing

-+{f Finance Charge

- Invoicing

-1 Make Deposit

-4 Payment Processing

~{i] Print Invoices

ﬁ Statements

~{ g Unapplied Cash/Credit
g Credit Off Invoices

General Ledger

Accounts Payable

-0 Inventory

Job Management

L - -

- - [F--[H

& """"‘-I"Jt

Credit Request List: Figure 104

| AlRequested By> v| | 3 | g | <Al CreditReasons x| [ <Al Assigned Toz v |
Select Credit Request #
| Reg No. | Customer # | Customer Mame | ReqBy | ReqDate | Reason | Requested ... | Approved ... | Assigned To
2 10008 Carolyn Johnsan carolynjackson 08/23(08  Goodwil Credit 75.00 75.00 CarolynJacksan
25 10008 Carolyn Johnson amanda 08/23/08  Install Over Invoiced 2942 0,00 VickyC
% 10006 Sam Blais Amanda 08/23f08  Service Over Invoiced 65.00 65.00 VickyC

) n |
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Navigate to a Customer Explorer record; select Credit Requests from the customer
tree; right-click and select the New Credit Request option.

Create Credit Request — Navigation - Customer Explorer: Figure 105

@ 2388 Lands, George (Western Security)

** Ower 60 Days ™™

\

[ Lands, George
----- _J} Customer Information

----- | Payment Options

| Systems
ﬂ Contacts
[&] Credit Memos
Q Drocuments
[&] Invoices
2% Jabs
% Recurring
_; Recurring History
----- J_-F Activity Ledger

&[] Deferred Income (

-3 Bill To
E-=% 2552 Ravenwood Lane Plymouth, P
L. Contacts
B3 Sites

=[] (1) 2552 Ravenwood Lane Plymoul

MNew Credit Req

Lands, George

Plymouth, MI 48170
(733) 258-6824

2552 Ravenwood Lane

Req # ] Reason

: . Documents

----- s | EFT History
{7 Inner Office Message
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1. Select the Customer - Once the Credit Request form is displayed, the User will select
the customer number for the request. If the Credit Request was started from the

Customer Explorer, the customer number will automatically be populated.
2. Enter the Invoice Number - In the Invoice# field, type in the invoice to be credited

off. If the User forgets which invoice number to type into the form, press the
Customer Tree button located on the main toolbar to open the Customer Explorer
and locate the correct invoice number for the Credit Request. The User may then
close the Customer Explorer and continue on with the Credit Request.

Open Customer Explorer from Credit Request: Figure 106

vy Tools \.Imndow Help

—— | & LT | @ O ==Y -1

&) Credit Request =)

Customer |550520 s}

Invoice # |1348
Patrida Marin [ Invoice Issued to Wrong Customer
Fatricia Lane
Flymouth, MI 48170

Requested Amount £16.43

Approved Amount 16.43

Reason | Sales Dissatisfaction |

Memo || 0

Assigned To | Carolyn) ackson Ll

EJ sign OFf Detail
Sign Off 1 E:]' Vickye B/24/2008 4:59:52 AM Amount |16.43
MNotes ‘
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3. Fillin the Credit Request form — Once the invoice number has been entered, the

Requested Amount will automatically fill in with the invoice balance amount. Enter

the remaining information on the Credit Request form.

Reason — This is a required field; select the Credit Reason from the drop-down
list in this field.

Memo — The User may enter a note in the Memo field to describe why the
invoice balance is being requested for a credited-off. This field is optional.
Assigned To — This may automatically fill with the next User who is responsible
for signing-off on the Credit Request. If this field does not auto fill, the User may
select a name from the drop-down list to which the Credit Request will be
assigned for further processing. If the User creating the Credit Request has the
appropriate permissions, the credit memo may be generated by pressing the
Save button located at the lower right of the form.

Sign-Off — If the User creating the Credit Request does not have permission to
generate the credit memo, press the Sign-Off 1 button. The sign-off amount will
automatically fill in depending on the Users security permissions. Press the Save
button located at the lower right of the form. The Credit Request will now
appear in the Credit Request List accessible from the Accounts Receivable menu
for further processing by the User assigned to the Credit Request.
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Credit Request - Filling in the form: Figure 107

&) Credit Request (Western SECUIH‘_';I’}
Customer !2388 3 I
Invaice = [711742
Lands, George [ Inveice Issued to Wrong Customer

2552 Ravenwood Lane
Plymouth, MI 48170

Create Credit Templake |

Reguested Amount I 25,91
Approved Amount i £6.91
Reason G Bad Debt Wite OFf = )

-
write off finance charges -

Memo

Assigned To ( i amanda ;I )
Ed sign Off Detai # -
Sign DF’FE ﬂj.ﬁdmi}istrator 2/28/2009 1:02:45 FM (Arnnunt £.91
-

Motes |

Sign Off 2 Amount I

Motes

Sign Off 3 Amount I

Motes

[~ Closed Save | Close |
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4. Generate the Credit Memo - Once all sign-offs have been completed the Credit
Memo may be created and posted. If the User creating the Credit Request has

permissions to credit off invoices, that User will be prompted to generate the credit
memo when pressing the Save button on the Credit Request form.

For User’s that will have permissions to generate Credit Memos, navigate to the
Accounts Receivable main menu and select the Credit Request menu option. A list
of all open Credit Requests will be displayed.

[GF SedonaOffice
File Edit View SedonaOffice Custormer Query Too

LY XY Y Iras 1
SedonaOffice =)
E Western Security
- Ay
= ¢4 Accounts Receivable
{j Credit Request

| EFT Processing
L Finance Charge
-l Invoicing

L_j Make Deposit

ﬂfavment Processing
‘\q‘t IHVV

From the Credit Request List, either double-click the Credit Request to process into a
credit memo or highlight the Credit Request in the list and press the Edit button
located at the lower right of the list.

r— =
&) Credit Request List o= = )

[l RequestedEy> =] | pa ] [<AICredt Reasors ] [ <Al Assgred To> =]

Select Credit Request # ﬂ
ReqMo. | Customer # | Customer Name | ReqBy | Req Date | Reason Iwm | Assgned To Iw‘_
[ B4 Jacks, Robert CarolynJackson 09/2908  Goodwdl Credit 53.00 53.00 carohn 09/zaf0a
7 2180 Fome, Mary CarclynJackson 09/75/08  Goodwill Credit 395 3185 canghn os/z8/0a
4 008 ¥ely, Aprd Amanda 05/25/08  Irvoiced in Error 3.9% 395 carghn 0%/ 2500
11 2119 Gregg, Frances Administrator 09/29/08  Goodwll Credit 50.00 0.00 ARCerkl 02123
1z 2415 Bush, Barbars aadmireslr ator 110608  Irvoiced in Ermad 30.00 30.00 Admirsstrator 110608
% 2429 Aghley, Sarah bbdake 11/Z9/08  Irevosced i Error 1407 14.07  ARClerk] 02/ 1209
15 240 Aghiey, Sarah weninston 11/25/08  Goodwill Credit 599 0.00  bblake 112504
F- i) 2305 Jacoh, Frances bblake 120608  Goodwdl Credit 3ITEs 0.00 ARClerkl 02/ 12/
45 2405 Johrson, Cleon bbbl O2/15/03  Irnviized i Ervod 37.50 0.00 ARCerkl 02/15/0%
% 13000 Aghisy, Desre Adiarestrator 02/1809  Irvoiced i Emor 17.06 0.00 Admristrator 02/18/09
47 2302 Fome, M Admenestrator 02/38/09  Bad Dbt Wirite OFf 300 0.00 Admnistrator 033N
L1 2388 Lands, Georpge: Administrator 02/F05  Bad Debt Write OFF 6.91 6.91 12/30/%3

[~ Show Closed Edit Hew 1 Close
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The User generating the Credit Memo will first sign-off on the Credit Request
then press the Save button located at the lower right of the form. Once the Save
button has been pressed, the User will be presented with a confirmation
message for crediting off the invoice. Press the Yes button to complete the

credit.

Credit Request - Approval and Credit Memo Generation: Figure 108

i) Cradit Request 48
Cigztomer |z388
Irvoice & friiraz

Lands, George
2552 Rawermoond Lane
Plymouth, ML 48170

[t

Flequested Amount §6.91
Approved Amount $5.91

[T Invcice Issued fo Wirong Customer

Reg By: Administrator
Req Date: B0
Credit Number:

Regon [Bad Debi wike OFf =]
Mo arite off fnance charges.
hasigned To | amanda w]| 130189
EJ sign Off Detail
Sign OFf 1 Adrranisirator 2[2R/200% 1: 16:17 PM Amount [75\.91
Nates

Sgnoffz €] |amanda 2/20/2005 1:45:52 PM t 6,51
owed, :rl:d!ger\-cfah:d.l
Sign OFF 3 Amount
hates |
"

Credit Request - Credit Memo Confirmation: Figure 109

Create Invoice Credit

&Y' invoice 711742 7

2

. Are you sure that you want to credit off the balance of '56.91' for
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Credit Requests for a Customer Invoice & Invoicing Another Customer

A User may create a Credit Request for a selected invoice on a customer account and at
the same time select a different customer for which you want to create a new invoice.
Using this option credits off the invoice on one customer and automatically creates an
invoice for a different customer using the same Invoice Items and/or Parts that were

used on the originating customer’s invoice. This feature would be used if you
accidentally invoiced the incorrect customer.

There are two ways to begin a new Credit Request, both options are listed below.

e Navigate to the main module tree and select Accounts Receivable/Credit Request

then press the New button located at the lower right of the Credit Request List.

[&F Sedonalffice
File Edit View 5SedonaOffice Custormer Query Tools Window Help
HIIIO|@II|JEEHI|I =] |EE
edonaCffice

E We.stern Security
Client Management

“Lgl Credit Request

4 x f 3 et =
T EFT Processing
--{Jiq Finance Charge
- {a] Inwvoicing
- Make Depaosit
¢4 Payment Processing
Print Inwvoices
..‘__"‘l Statements
{8y Unapplied Cash/Credit
g Credit Off Invoices
:I General Ledger
Accounts Payable

] g Inventory
Job Management

et

|—||—||—||—||—|

(s] Credit ReqursVl List
[ ‘Al Requested By> ] | z | z | <Al Credit Reasons v | [ <All Assigned To> v |
Select Credit Request # I

Reg Mo. I Customer # | Customer Name | Req By | ReqDate | Reason | Regueste I Approved .. I Aﬁgned To
22

10008 Carolyn Johnson carolynjackson 08/23/08 Goodwil Credit 75.00

75.00 Carolynlackson
25 10008 Caralyn Johnson amanda 08/23/08  Install Over Invoiced 229.42 0.00  VickyC

26 10006 Sam Blais Amanda 08/23/08  Service Over Invoiced 65.00 65,00 VickyC

< |
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* Navigate to a Customer Explorer record; select Credit Requests from the customer
tree; right-click and select the New Credit Request option.

@ 2388 Lands, George (Western Security) ™ Ower 80 Days ™ \
3 Lands, George Lands, George
----- ) Customer Information 2552 Ravenwood Lane
----- 7% Payment Options
E|--"“_' 2552 Ravenwoad Lane Plymouth, * ( :] 2
L7 Contacts
=l ] Sites

EL (1) 2552 Ravenwood Lane Plymoul
- 7] Systems

ﬂ Contacts

-] Credit Memos

----- Q Cocuments

----- [&] Invoices

----- & lobs

@ Recurring

----- iy Collections
ﬂ Contacts

k] Deferred Income (I Mew Credit Req

----- _,.;,i Recurring History Req = Pt Re
- Documents
----- w | EFT History

----- L[ Activity Ledger
uest l }
-{ Inner Office Message

1. Select the Customer - Once the Credit Request form is displayed, the User will select

the customer number for the request. If the Credit Request was started from the
Customer Explorer, the customer number will automatically be populated.

2. Enter the Invoice Number - In the Invoice# field, type in the invoice to be credited
off. If the User forgets which invoice number to type into the form, press the

Customer Tree button located on the main toolbar to open the Customer Explorer
and locate the correct invoice number for the Credit Request. The User may then
close the Customer Explorer and continue on with the Credit Request.
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3. Select the Customer to Invoice - Select the checkbox Invoice Issued to Wrong
Customer which is located to the right of the customer name display box, and enter

the customer number for which a new invoice will be created.

Note: A new invoice will not be created for the selected customer until the Credit
Memo is generated for the Credit Request being processed.

Credit Request - Invoice Another Customer: Figure 110

H

@ Credit Request

Customer |2388 i |
D)
Invoice # @2101
Lands, George v Invoice Issued to Wrong Customer
2552 Ravenwood Lane Tssue New Invoice
Plymouth, MI 48170 ToCustomer:  |2167 fox)

Lands, James

[P

Requested Amount £43.18
Approved Amount 843,18

Reason [ Frvoiced in Error =l
Memo Invoiced wrong customer -
Assigned To |ca[|:||_|r|n ﬂ
E sign OFf Detai
Sign Off 1 E 2/28/2009 2:13:15PM Amourit 43.18
Sign Off 2 Amount
Motes
Sign Off 3 Amount
Motes
[~ Closed save ‘ Close ‘
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4. Sign Off and Generate Credit and New Invoice — Press the Sign off button then press

the Save button located at the bottom of the form. If the User does not have
permissions to generate credit memos, the Credit Request will appear in the Credit
List for processing by another User with the appropriate permissions. In this
example, the User does have permission to generate the credit.

After pressing the Save button, a message will be displayed confirming the User
want to credit off the balance of the invoice; press the Yes button to proceed.

Create Invoice Credit 3

\ Are you sure that you want to credit off the balance of '$4318' for
' invoice 712101" F

Yes Mo

5. Verify the new Invoice & Save — Once the credit memo has been generated, the

invoice form will be displayed for the new customer to be invoiced. The same
Invoice Items and/or Parts that were on the invoice that was credited off will be
listed in the body of the new invoice. The User may flag the invoice to go to the
printing queue and change or enter additional information into the Memo field.
When finished, press the Save button located at the lower right of the invoice form
to post the invoice.
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Credit Request - Invoice Created for Another Customer: Figure 111

&) Invoice (CIM Security) [E=R(ECR (=D
Customer ID Category AR Account Tax Group
|2167 | Service | | 11000 Ed g | CA-Orange Co |
s Invoice Date Aging Date
Invoice # 712103 = — =
[2/2/2008 | [2/28/2008 =
— I Lands, James h b
3264 Hans Lane Bran: P.O. Number
Holtville, CA 92250 |ca =1 |
Warehouse Term
Site Lands, James I CA Main | = i i Due OnReceipt v |
Address; 3264 Hans Lane ;
@ Holtville, CA 92250 Invoice Type
__..l i Miscellaneous _vj i
Salesperson

I George Miller * LRil

Items $5.99 | Parts §35.00

Item List =
Item Description Qty Rate Amount | Memo 1
|_» | Shipping Shipping & Handling 1 5.99 5.99 [__
E3 L]
-
Description [ Equipment Sales =] Sub Total 40.99
Cantact = Tex [ 33 gl
on I ...'_igi Total 44,32
Memo Replacement battery shipped to customer home, Balance Due 44.32
¥ Complete
¥ Add to Print Queue Invoice List EFT | Save | Close |
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Managing Credit Requests

Once Credit Requests are created, they will remain in the Credit Request List until signed
off and a Credit Memo is generated. Once the Credit Memo is generated, the Credit
Request is automatically marked as closed and is removed from the list. If it is
determined that a Credit Memo will not be generated for the Credit Request, it may
manually be closed by selecting the Closed checkbox located at the lower left of the
Credit Request form and pressing the Save button. Manually closed Credit Requests will
automatically drop off the open Credit Request listing.

At the lower left of the Credit Request List is a Show Closed checkbox. By selecting this
checkbox, all Credit Requests that are open and closed will be displayed on the list. The
User may click on any of the column titles to re-sort the list in the manner desired.

If the User does not have security permissions to view all Credit Requests, the Credit
Request list will display only the Credit Requests created by the User logged into the
application.

There are also filter fields located in the header of the Credit Request List enabling the
User to view a list of Credit Requests that meet certain criteria. These filter fields are:

® Requested by — This field displays the User code of the employee that created the
Credit Request.

® Date fields — Specify a date range on which a Credit Request was created.

® Credit Reason — The User may select all or one particular reason code from the
drop-down list. If one reason code is selected, only Credit Requests saved with the
selected reason code will display in the list.

e Assigned to — This field displays the User code of the employee to which the Credit
Request is currently assigned.

e Select Credit Request # - The User may enter an exact Credit Request number to be
displayed in the list by typing a number in this field.
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Credit Request List for a User without view / assigned to restrictions.

Credit Request List: Figure 112

7
&) Credit Request List

[AlRequested By> <] | : [ : [ <Al CreditReasons | [ <Al Assigned To> =]

Select Credit Request #
ReqMNo. | Customer # | Customer Name | ReqBy | regDate | Reason | Requested ... [ Approved ... | AssignedTo | Assigned Dt |
1 10008 Caralyn Johnson Amanda 06/18/08  Customer Referral 92.00 9200 VickyC 06/16/08
2 10008 Carolyn Johnsan Amanda 06/18/08  Customer Referral 2500.00 2500.00  VickyC 06/18/08
3 7001 Watson, George wickyc 06/18/08  Customer Referral 75.00 50.00 carolyn 06/18/08
4 7001 Watson, George carolyn 06/18/08  Goodwil Credit 1000.00 1000.00 carolyn 06/18/08
5 7001 Wiatson, George carolyn 06/18/08  Goodwil Credit 1000.00 1000.00  carolyn 06/18/08
5 10008 Caralyn Johnson carolyn 06/18/08  Goodwil Credit 1000.00 1000.00 carolyn 06/18/08
7 546110 Ruth Marin Caralyn 06/18/08  Install Problem 100.00 100.00 carolyn 06/18/08
8 5465201 Bill Marin Amanda 06/19/08  Install Problem 540.00 540.00 VickyC 06/19/08
9 5465201 gill Marin caralyn 06/19/08  Install Problem 300.99 300.00  VickyC 06/19/08
10 5985201 il Marin amanda 08/17/08  Service Problem 85.00 65.00 VickyC 08/17/08
11 5465201 Bill Marin administrator 08/17/08  Install Problem 232.13 232.13  Administrator 08/17/08
12 5465201 ill Marin administrator 08/17/08  Service Problem 59.50 69.50 Administrator 08/17/08
13 546110 Ruth Marin amanda 08/20/08 Customer Referral 50.00 50.00 VickyC 08/20/08
14 546110 Ruth Marin amanda 08/20/08  Service Problem 5.00 0.00 VickyC 08/20/08
15 5985201 il Marin administrator 08/23/08  Inv Wrong Cust §5.00 0.00 VickyC 08/23/08
16 5465201 5ill Marin Amanda 08/23/08  Service Over Invoiced 285.00 0.00 VickyC 08/23/08
17 10008 Carolyn Johnson carolynjackson 08/23/08  Sales Dissatisfaction 55.00 65.00 CarolynJackson 08/23/08
18 10008 Carolyn Johnsan amanda 08/23/08  Goodwill Credit 75.00 0.00 VickyC 08/23/08
19 10008 Caralyn Johnson CarolynJackson 08/23/08  Install Over Invoiced 134.00 0.00 Carolynlackson 08/23/08
20 10008 Carolyn Johnson CarolynJacksan 08/23/08  Goodwil Credit 550.00 0.00 Carolynlackson 08/23/08
21 10008 Caralyn Johnson CarolynJacksan 08/2308  Install Over Invoiced 50.00 50.00 CarolynJackson 08/23/08
22 10008 Caralyn Johnson carolynjackson 08/23{08  Goodwil Credit 75.00 75.00 CarolynJackson 08/23/08
23 10008 Carolyn Johnsan carolynjackson 08/23/08  Service Over Invoiced 5.00 0.00 Carolynlackson 08/23/08
24 10008 Caralyn Johnson amanda 08/23/08  Service Over Invoiced 10.00 0.00 VickyC 08/23/08
25 10008 Caralyn Johnson amanda 08/23/08  Install Over Invoiced 229.42 0.00 VickyC 08/23/08
26 10005 Sam Blais Amanda 08/23/08  Service Over Invoiced 85.00 65.00 VickyC 08/23/08
27 550520 Patricia Marin administrator 08/23{08  Service Over Invoiced &5.00 0.00 12/30/99
28 550520 Patricia Marin Amanda 08/23/08  Service Over Invoiced 65.00 65.00 VickyC 08/23/08
29 550520 Patricia Marin Administrator 08/24/08  Write-Off from Cancel 1352.51 352.51 CarolynJackson 08/24/08
30 550520 Patricia Marin Amanda 08/24/08  Service Problem 29.95 29.95 VidgyC 08/24/08
31 550520 Patricia Marin Amanda 08/24/08  Sales Dissatisfaction 32.80 3280 VickyC 08/24/08
32 550520 Patricia Marin Vickye 08/24/08  Sales Dissatisfaction 16.43 16.43 CarolynJackson 08/24/08
33 543W10 Laurie Marin Vickye 08/24/08  Inv Wrong Cust 25.00 25.00 CarolynJackson 08/24/08

Iv show Closed: Edit New | ‘ Close

Credit Request List for a User with view / assigned to restrictions.

Credit Request List Display Options: Figure 113

) Credit Request List =[]
| Al Requested By> ~| | j | jhﬂﬂ':\dtﬂm_ﬂ
Select Credit Reguest ri ﬁ
[ 8 Customer = [D.:ilmwm ]R_L:S_E:.' ]R.l:_gm REsson |M.IM [A%‘JTD
1 i Gregg, Frances. Adenirestrabor 0929008  Goodwl Credt 50.00 Q.00 ARCleric]
L M0 Al Sarah Eblpke L2908 Ivvsced in Ever 07 407 ARCek]
0 15 Jaicky, Frances Eblnke LINGNG  Goodell Credi 7.5 Q.00 ARDierk]
4 H L}
= —
™ Show Closed g8t bew | [ ot
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Reassigning a Credit Request

A User Group security option is available with the AR security group which will allow a
User linked to that group to reassign a Credit Request to another User. If the User has
this permission option, they may open the Credit Request and select a different User
code from the drop-down list. In the Assigned To field, only employees that have the
Supervisor and Credit Request Handoff field populated on the employee setup will
appear on the drop-down list from which to select. The exception to this rule is a User

logging into the application with the Administrator login name.

Credit Request — Reassign: Figure 114

&) Credit Request 27
Req By: administrator
Req Date: &/23/2008
Custo
Lstemer |550520 CreditMumber: 1557
Invoice # |
Patricia Marin
Patricia Lane
Plymouth, MI 48170
Open Template ‘
Requested Amount £5.00
Approved Amount 0.00
Reason |Sewice Ower Invoiced j
Mermo i
Assigned To ik ] Ll 08/24/2008
] . Uszer Code Firzt Marne Last Mame
E sign Off Detai Adrriniztrator Sedona b aster
! amanda Arnanda Blake ——————
Sl E Carolynl ackzon Caralyn Jackzon |
Notes Mocm Mo Chd
= Catone
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Credit Requests & Customer Explorer

Once the Credit Request functionality has been activated, a new option will appear on
the customer tree labeled Credit Requests which is located below the Credit Memos tree
option. When highlighting this customer tree option, a list of all open and closed Credit
Requests is displayed in the Active Pane to the right. A new item, Open CR Requests is
also added to the open/active items displayed in the Active Pane when initially opening
a customer record or when highlighting the customer name at the top of the customer
tree. Activities performed with Credit Requests are recorded in the Sedona Event Log
for each customer.

Credit Requests - Customer Explorer Display: Figure 115

"
&) 550520 Patricia Marin  ** Retention Queue ** = I[= =)

[T Patricia Marin Patricia Marin Balance Due: $1,514.81

') Customer Information Patricia Lane Last Statement Date: Never
~Ta| Payment Options = =
= el Phymouth, MI 48170 Retent.mn Queu‘e
gt ‘ Total Active RMR : $105.85
Er{f] Patricia Marin Total Active RAR : $1,270.20
5 smg Eotacts Customer Type: Residential
Oy RS e Customer Since: 6/10/2008
[ Systems Bill Contacts
Contacts Title Contact Phone Ext E-Mail
[&=] Credit Memos
Documents Open Invoices  $1,528.09
R Invoice # Site Name Description Date Amount  NetDue
M Jobs 1316 Patricia Marin Recurring Services 8/1/2008 $32.80 $7.30
1349 Patricia Marin Recurring Services 8/5/2008 $32.80 $32.80
1 “3 Recurring 1350 Patricia Marin Recurring Services 8/5/2008 §16.43 §16.43
*~{ & Recurring History 1351 Patricia Marin Recurring Services 8/5/2008 $16.43 $16.43
~[] Activity Ledger 1408 Patricia Marin Recurring Services §/13/2008 $9.84 $9.84
-[=] Aging 1409 Patrida Marin Recurring Services §/13/2008 $24.20 $24.20
-y Collsctions 1433 Patricia Marin Recurring Services §/15/2008 $34.04 $34.04
5= Contacts 1467 Patricia Marin Installation Services §/19/2008  $1,382.46  $1,352.51
"B Credit Memos 1494 Patricia Marin Recurring Services 9/1/2008 $34.04 $34.04
~[ Credit Requests Open CR Reg...

Gl-[ ] Deferred Income (Unposted) Reg # Reoon Reguested By pate Reg.Amt.  App. AmL.
-4 Documents 29 Write-Off from Cancel Administrator §/24/2008  $1,352.51 $352.51
g1 EFT History 27 Service Over Invoiced administrator 8/23/2008 $65.00 £0.00
~[Z] Inner Office Message
B Tnvoices Open Credits  $13.28 ]

i Credit # Site Name Credit Type Date Amount  Balance

4 1561 Patricia Marin CREDIT §/24/2008 $16.51 $0.08
~LJ Journal Detail 1560 Patricia Marin CREDIT 8/24/2008 $32.95 £0.15
L] Journal Summary 1559 Patrida Marin CREDIT 8/24/2008 £32.95 $3.00

Gl-[ ] Notes 1558 Patricia Marin CREDIT §/23/2008 $65.00 $10.05
g5 Payments
-4 Recurring Open Tickets ]

-3 Recurring History Ticket # Problem Code Date City, St... Status
Refunds
=] Sedona Event Log Open Jabs, _
L= Job # Type Status Units Install RMR
~g)” Service 1004 New Residential In-Progress 1 0.00 0.00
e, Systems
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Credit Requests - Customer Explorer/Credit Requests Tree Option: Figure 116

w
e 550520 Patricia Marin ~ ** Retention Queue ** =] =] EE]
[ Patricia Marin Patricia Marin Balance Due: $1,514.81
-1 Customer Information Patricia Lane Last Statement Date: Never
P.avrnant Cptions Ph/mouth ML 48170| * Retention Queue *
LBl Te ! Total Active RMR : $105.85
El-85 Patricia Marin Total Active RAR : £1,270.20
D E;itg Contacts Customer Type: Residential
&= .
&Ll (1) Patricia Marin Customer Since: 6/10/2008
= Systems | Req # | Reasan | Req By | Req Date | Reqg. Amt, [ app. amt. I Memo | Closed |
= Cantadts 32 Sales Dissatisfaction vickyc 8/24/2008 16.43 16.43 ¥
& Credit Memos 31 Sales Dissatisfaction Amanda 8/24/2008 32.80 32.80 Y
Q Documents 30 Service Problem Amanda 8/24/2008 29.95 29.95 Y
=] Invoices 29 Write-Off from Cancel Administrator 8/24/2008 1352,51 352,51 M
z, Jobs 28 Service Over Invoiced Amanda 8/23/2008 65.00 65.00 Y
% Recurring 27 Service Over Invoiced administrator 8/23/2008 65.00 0.00 M
,_33 Recurring History
J___]' Activity Ledger
--[=] Aging
|y Collections
= ﬁ Contacts
-[&] Credit Memos
[ Credit Requests
s o L L T

Credit Requests - Customer Explorer - Sedona Event Log: Figure 117

) 550520 Patricia Marin

** Retention Queue ™

| 7| Patricia Marin
) Customer Information
=  Payment Options
=3 Bill To
[=-2% Patricia Marin

ﬁ Contacts
| Sites
(1) Patricia Marin
| ] Systems
Contacts
Credit Memos
Q Documents
/=] Invoices
2’ Jobs
% Recurring
\_;3 Recurring History
[} Activity Ledger
| Aging

[l Collections

E Contacts
&) Credit Memos
Credit Requests
| Deferred Income (Unposted)
Q Documents
s EFT History
{7 Inner Office Message
2| Invoices
Jobs
Journal Detail

7

L f Journal Summary
| Motes

Payments

% Recurring

‘_7.3 Recurring History
. Refunds

i[=] sedona Event Log

“ Service

- Systems

Patricia Marin
Patricia Lane

Plymouth, MI 48170

Balance Due: $1,514.81
Last Statement Date: Never

* Retention Queue *

Total Active RMR : $105.85
Total Active RAR : $1,270.20
Customer Type: Residential
Customer Since: 6/10/2008

i User Comments

Time Stamp l User Code Type I Description

8/24/2008 6:25:36 AM  Vickyc UPDATE Edited Credit Memo Request 27 Requested $65.00

8242008 5:16:26 AM  Vickyc ADD Added Credit Memo Regquest 32 Requested 16,43

8/24/2008 4:48:21 AM  Vickyc UPDATE  Edited Credit Memo Request 31 Requested $32.80

8/24/2008 4:47:25 AM  Amanda ADD Added Credit Memo Request 31 Requested §32.80

8/24/2008 4:38:36 AM  Amanda ADD Added Credit Memo Reguest 30 Requested §29.95

8/24/2008 4:36:20 AM  administrator UPDATE Edited Credit Memo Request 29 Requested $1,352.51

8/24/2008 4:35:18 AM  Vickyc UFDATE  Edited Credit Memo Request 29 Requested §1,352.51

8/24/2008 4:31:07 AM  carolynjackson UPDATE  Edited Credit Memo Request 29 Requested $1,352,51

8/24/2008 4:30:17 AM  Administrator UPDATE Edited Credit Memo Request 29 Requested $1,352.51
Administrator UPDATE  Edited Credit Memo Request 29 Requested $1,352,51
Administrator ADD Added Credit Memo Request 29 Requested §1,352.51
caralynjackson UFDATE  Edited Credit Memo Request 28 Requested §65.00
Wickyc UPDATE  Edited Credit Memo Request 28 Requested $65.00
Amanda UPDATE Edited Credit Memo Request 28 Requested $65.00

8/23/2008 9:24:01PM  Amanda ADD Added Credit Memo Request 28 Requested §65.00

8/23/2008 9:21:36 PM  administrator ADD Added Credit Memo Reguest 27 Requested §65.00

&/5/2008 2:22:16PM  administrator UFDATE  Edit Recurring Open Close $15.00

8/5/2008 2:22:14PM administrator ADD Edit Royalty for 1.00 All-Season Services From 8/5/2008 thru ...

8/5/2008 2:15:25PM administrator UPDATE  Edit Recurring Open Close $15.00

&/5/2008 2:15:22PM  administrator ADD Edit Royalty for 2.00 Donald Trumpet From /52008 thru 12:...

8/5/2008 2:11:99 PM administrator UPDATE  Edit Recurring Monitoring $29.95

8/5/2008 2:11:45PM administrator ADD Edit Royalty for 2.00 Donald Trumpet From 10/1/2008 thru 4/...

&/5/2008 10:09:48 AM  administrator ADD Added New Recurring Open Close 15.00

8/5/2008 10:08:10 AM  administrator UPDATE  Edit Recurring Monitoring $29.95

8/1/2008 9:33:44 AM  administrator UFDATE Updated Job 1004

8/1/2008 8:29:51 AM  administrator UPDATE Edited Customer Record

8/1/2008 8:29:09 AM  administrator ADD New Job 1004

7/19/2008 6:34:40 PM  Administrator ADD

6/10/2008 5 13 AM  Administrator ADD Added Customer System 550520

6/10/2008 5:50:13 AM  Administrator ADD Add Customer Site Patricia Marin

6/10/2008 5:50:13 AM  Administrator ADD Add Bill Record Patricia Marin

6/10/2008 5:50:13 AM  Administrator ADD Customer Created

User Cancelled -
User Cancelled -
User Cancelled -8
User Cancelled -
User Cancelled -
User Cancelled -
User Cancelled -
User Cancelled -

Added to Collectid

4|

T
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EFT Processing

(Automatic Electronic Payment Processing)

Section Contents

® EFT Processing Concepts & Terminology
® Related Setup Tables
® User Group Security Options
® How To
® Setup customer credit card information
® Setup customer bank information
® Automatic Payments for Cycle Invoices
® Processing Automatic Payments (Submit/Process/Post)
® Setup automatic payment for individual invoices
® Setup automatic payments for unapplied cash

® “Live Transactions”
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EFT Processing Overview

SedonaOffice has partnered with ACH Direct (a Merchant Bank) for processing of Credit
Card and ACH transactions. To take advantage of this partnership contact Michael
Marks or April Misseri at SedonaOffice (440) 247-5602 and Wayne Akey at ACH Direct
(518) 581-7662 for complete details.

ACH Direct, one of the premier third-party processors of ACH and Credit Card
transactions in the nation, provides both real-time and batch settlement services for all
types of electronic payments. Using the fully integrated features within SedonaOffice,
processing and collecting ACH and Credit Card transactions is simple, fast and accurate.
With SedonaOffice and ACH Direct, generating payment transactions for both recurring
and one-time payments, settling the transactions, receiving the payment in your bank
account, and posting the transaction to your customers account is seamless and built
right into the SedonaOffice application.

SedonaOffice provides several options for generating an automatic payment with the
use of a customer credit card or customer bank account. Each of the methods below
will be discussed in this section of this Reference Guide.

* Automatic payment of cycle invoices

e Automatic payment for one or multiple invoices

e Automatic payment that will post to the customer’s unapplied cash (typically used
for advance deposits for an installation job).

e Live Transactions — this feature allows you to immediately verify whether a credit
card has enough line of credit available to fulfill the automatic payment of one or
multiple invoices. This feature is often used in collection situations.
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Setup

Before being able to use automated payment processing, your company must enroll
with ACH Direct. Once approved, ACH Direct will send your company information that
will need to be entered into SedonaSetup.

EFT Setup

From SedonaSetup, select the option of EFT Setup. This form must be completed with
the information provided by ACH Direct before your company may begin submitting
transactions to ACH Direct for processing.

e ACH Direct - Fill in the information provided to your company by ACH Direct.

® Posting — This information is automatically filled in with default information. If your
customer is setup for automatic payment processing for their cycle invoices and also
want a printed copy of their cycle invoice, the messages shown in the posting area of
this form will print on the cycle invoice. The text in ACH Invoice Message and Credit
Card Message may be changed if desired. Each of the two message fields may
contain up to 255 characters of text.

e Override Password — Do Not Modify this field.

ACH/EFT Setup: Figure 118

ACH\EFT Setup

5 ACH Direct

Transmitter Id |123456

Passward Jabc123

Company Id fos 7654

Merchant Name jwestern

Batch Description facrfcc

" Posting
ACH Payment | EFT =
ACH Invoice Message ** Do NOT pay this invoice. It wil be
credited off electronically with a bank.
transfer. ==
Credit Card Payment | Credit Card 3|
Method
Credit Card Invoice ==Do NOT pay this invoice. It wil be
Message icredited off electronically with your credit
jcard information, **
# AVS
Override Password 123
Apply
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Customer Credit Card Setup
A User may enter and store any number of credit cards to a customer record. Only one

of the credit cards entered may be flagged to use for automatic payment processing for
cycle invoices. Once the credit card number is entered and saved, the number is
encrypted. If a User returns to edit information on the credit card set up only the last
four digits of the credit card will be visible.

To set up credit card information for a customer, follow the steps listed below.

1. Open the customer record for which credit card information will be set up.
2. From the customer tree, highlight Payment Options. Right-click and select the Edit
Electronic Funds Transfer option.

Customer Credit Card Setup — Navigation: Figure 119

&) 2023 Ashley, Desiree
[ Ashley, Desiree Ashley, Desiree

) Cus Lon 2588 M |
; o Lo

i . =
== il To Edit Electronic Funds Transfer
=l-=7) Ashley, Desiree Enter New EFT Transaction
E Contacts
=[] Sites
E_, (1) Ashley, Desiree
- ] Systems Credit Cards
E Contacts Type
-[&] Credit Memos
..... Q Diocuments Banks
~[&] Invoices Bank
..... M 1ohs
% Recurring
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3. The EFT Setup form will be displayed. Credit card information is entered on the right
side of this form. In the Cards on File field, press the drop-down arrow and select
the option New CC.

Customer Credit Card Setup - New Credit Card: Figure 120

&) EFT Setup 2023 Ashley, Desiree ==

Customer Number: 2023

Ashley, Desiree

2688 Maple Lane

Holtville, CA 92250

(750) 555-4343

£ ACHBanks % Credit Cards
Banks On File | ﬂ Cards On File | | [‘ﬂ
ame on Ac |
I il

o
=

4. The customer name and address information displayed in the upper left of the EFT
Setup form will automatically fill into the credit card information fields. If the name
and/or billing address of the card holder are different from the automatically filled
information, you may type in the correct information in the appropriate fields.

e Use for Auto Processing — if this option is selected, this customer’s cycle invoices
will automatically be paid with the credit card being set up. If the use for auto
processing option is left un-selected, the credit card will be kept on file for use
when the customer wants to pay single invoices with the credit card.

® Print Cycle Invoices — if the Use for Auto Processing option was selected, the
Print Cycle Invoices option will be displayed. If the customer wants a printed
copy of the cycle invoice that was paid by automatic payment, select this option.
If the customer does not want a printed copy of the cycle invoice, do not select
this option.

* Auto Process Hold Day — Make a selection from the drop-down list which
determines which day of the month an auto payment may be processed.

Note: The default hold day is set to the value of 1; if day number 1 is selected,
the application will use the hold date that was selected in the ACH Hold Date
field of the Cycle Invoicing Process form.
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Once all information is entered, press the Apply button located at the lower right of

the form. The SedonaOffice application validates whether the credit card number
entered by the User is correct. If the credit card number entered is invalid, the User

will be presented with a message indicating the entry

is invalid. If this occurs, the

User may re-type in the credit card number and re-save the information.

Customer Credit Card Setup - Data Fields

: Figure 1217

&) EFT Setup 2023 Ashley, Desiree 23
Customer Mumber: 2023
Ashley, Desire:
2688 Maple La
Holtville, CA 9.
(750) 555-4343
& ACH Banks 7o Credit Cards
Banks On File <New CC> '1
]—_‘-i.._.l Ashley, Desiree
VISA 52
4767542090543289 )
2 oo [ |1
& Checkin £ 2653 Maple Lane
{5 Bil Postal Code 92250
Payment Method -
- Payment Method Visa '1
¥ Use for Auto Processing
[~ Print Cycle Invoices
Auto Process Hold Day ]—_“]
Autg Brocess Holc By Auto Process Hold Day H—:]
JE= =
Mew Transaction Close

Customer Credit Card Setup - Invalid Card Number

Message: Figure 122

Invalid Card Mumber

e
I - i
Y you wish to save it as entered?

Mo

/ "_"\-.I The credit number that you entered does not appear to be valid. Do

X5

Cancel
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Once credit card and/or customer bank set up has been completed, this information
may be viewed from the Customer Explorer by selecting Payment Options from the
customer tree. The Credit Cards and/or Banks will be displayed in the Active Pane of the

Customer Explorer.

Customer Credit Card Setup - Customer Explorer: Figure 123

a 2023 Ashley, Desiree [=lE=s)
a Ashley, Desiree Ashley, Desiree Balance Due: $37.89
gﬁ = t\n o 2688 Maple Lane Last Statement Date: Never
£ ¥ " p Holvile, CA 92250 Total Active RMR :
e = (760) 555-4343 Total Active RAR :
= : .’ESh‘I:EV’tD:tS”EE Customer Type: Residential
E| sitlsj ontacts Customer Since: 4/1/2006
3 5 (1) Ashley, Desiree Salesperson: George Miller
; Systems Credit Cards
Contacts Type Account Expires On Name on Card Auto
Credit Memos VISA F*EE3289 09/11 Ashley, Desiree Y
B Documents K
g Banks
I
B Jzzz‘:es Bank Account Check/Sav Name on Acct Auto
< 272483743 falainia, ' 2L Checking Desiree Ashley M
@ Recurring
“-{4 Recurring History
il J Activity Ledger
HI = P
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ACH Customer Bank Setup

A User may enter and store any number of ACH Banks to a customer record. Only one
of the ACH Banks entered may be flagged to use for automatic payment processing for
cycle invoices. Once the bank account number is entered and saved, the number is
encrypted. If a User returns to edit information on the ACH Bank setup, only the last
four digits of the bank account number will be visible.

To set up customer ACH Bank information, follow the steps listed below.

1. Open the customer record for which ACH Bank information will be set up.
2. From the customer tree, highlight Payment Options. Right-click and select the Edit
Electronic Funds Transfer option.

Customer Bank Setup — Navigation: Figure 124

&) 2023 Ashley, Desiree

[ Ashley, Desiree Ashley, Desiree

) Cus Lon 2588 M |
; o = Lptio

i
== il To Edit Electronic Funds Transfer
=l-=7) Ashley, Desiree Enter New EFT Transaction
E Contacts
=[] Sites
E_, (1) Ashley, Desiree
- ] Systems Credit Cards
E Contacts Type
-[&] Credit Memos
..... Q Diocuments Banks
~[&] Invoices Bank
..... M 1ohs
% Recurring
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3. The EFT Setup form will be displayed. ACH Bank information is set up on the left side
of this form. In the Banks on File field, press the drop-down arrow and select the

option New Bank.

Customer Bank Setup - New Bank: Figure 125

[
&) EFT Setup 2023 Ashley, Desiree

Customer Mumber: 2023
Ashley, Desiree

2688 Maple Lane
Holtville, CA 92250

(750) 555-4343
4 ACH Banks Te) Credit Cards
Banks On File | k ;I Cards On File

Actodht Number

<Mew Bank>
(75 ..
e .

Bank

4. Bank - Select the customer bank from the drop-down list. If the customer’s bank
routing number is not on the list it may be created and added to the customer bank

list.

To add a new customer bank, press the | ..l icon located to the right of the Bank
field.

45 ACHBanks
Banks On File | <Mew Bank = |
Bank | @
Mams.en Account = |
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The Bank List form will be displayed. Press the New button located at the lower
right of this form. In the Bank Name field type in the bank routing number. In
the Description field type in the name of the financial institution. In the Routing
Number field type in the bank routing number (you may copy and paste from the
Bank Name field). Press the Save button located at the lower right of this form
to save the new bank information.

SedonaOffice recommends typing in the routing number in the Bank Name field;
when searching for a particular routing number, the primary search is on the
Bank Name field — this makes it faster to find the routing number.

The SedonaOffice application validates whether the routing number entered by
the User is correct. If the routing number entered is invalid, the User will be
presented with a message indicating the entry is invalid. If this occurs, the User
may re-type in the routing number and re-save the information.

Customer Bank List: Figure 126

) Bank List
Bank Name Description I Routing Number ] Customer Bank |
010236985 Wells Fargo 010236985 Y

Bank Mame [272483743 Routing Number [272483743
Description [community Finandiall Customer Bank 7
Mew | Save | Close

® Name on Account — Type in the name of the account holder.

e Account Number — Type in the bank account number.

® Checking or Savings — Select the button that applies to this bank account.
e Payment Method — Select EFT from the drop-down list.
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e Use for Auto Processing — if this option is selected, cycle invoices will
automatically be paid by debiting the bank account being set up. If the Use for
Auto Processing option is left un-selected, the bank account will be kept on file
for use when paying single invoices with the bank account.

Note: If a credit card or another bank account was setup on this customer’s
account and is marked as Use for Auto Processing and the User selects this bank
account to be used for auto processing, the other credit card or bank auto
processing flag will be removed when this new bank record is saved.

® Print Cycle Invoices — if the Use for Auto Processing option was selected the Print
Cycle Invoices option will be displayed. If the customer requires a printed copy
of their cycle invoice, select this option. If the customer does not want a printed
copy of the cycle invoice, do not select this option.

e Auto Process Hold Day — If the Use for Auto Processing option was selected
above, make a selection from the drop-down list which determines the day of
the month an auto payment may be processed.

Note: The default hold day is set to the value of 1; if day number 1 is selected,
the application will use the hold date that was selected in the ACH Hold Date
field of the Cycle Invoicing Process form.

Once all information is entered, press the Apply button located at the lower left
of the form.
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Customer Bank Setup - Data Fields: Figure 127

&) EFT Setup 2023 Ashley, Desiree

Customer Mumber: 2023
Ashley, Desiree

2638 Maple Lane
Holtville, CA 92250

(750) 555-4343
A5 ACH Banks
Bariks On File | <Mew Bank = =~
Bark LI_I

Mame on Account *
(Mot Business Mame)

Account Mumber®

Payment Method

Auto Process Hold Day I [

| 272483743

|Dn.=-_siree Ashley

|15u51|51 = |
{* Checking
" Sawvings
i =]
[~ Use for Auto Processing
[

Apply | Edit | Delete |

Mew Transaction
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Once credit card and/or customer bank set up has been completed, this information
may be viewed from the Customer Explorer by selecting Payment Options from the
customer tree. The Credit Cards and/or Banks will be displayed in the Active Pane of the

Customer Explorer.

Customer Bank Setup - Customer Explorer: Figure 128

[ Recurring History
[ | Activity Ledger
nfhain

&) 2023 Ashley, Desiree (= [EoR)| ==
(L1 Ashley, Desiree Ashley, Desiree Balance Due: $37.89
il Quslnmertnfermation 2688 Maple Lane Last Statement Date: Never
Payment Options Holtvile, CA 92250 Total Active RMR :
Sill T .
= (760) 555-4343 Total Active RAR :
= ‘:Shleyf Desires Customer Type: Residential
! Sta Contacts Customer Since: 4/1/2006
L sites Salesperson: George Miller
=] (1) Ashley, Desiree
B[ Systems Credit Cards
[ contacts Type Account Expires On Hame on Card Auto
--{&] Credit Memos VISA *FEE3989 09/11 Ashley, Desiree Y
Q Documents K
= Banks
I
Lg Jz;z\ces Bank Account Check/Sav Name on Acct Auto
272483743 ==5)161 Checking Desiree Ashley N
@ Recurring
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Automatic Payments - Cycle Invoices

If a customer has been set up for auto processing of cycle invoices with either a credit
card or bank account, when the cycle invoice batch is posted, a transaction is
automatically sent to the EFT Processing List. Submitting these transactions for funding
is discussed later in this Reference Guide under the section titled Processing Automatic
Payments.

Credit Card Payments - Single Invoices

An automatic payment may be set up for one or multiple invoices for any customer
where there is a credit card on file for the customer. There are two methods of flagging
the invoice for auto payment; from the Payment Options menu item from the Customer
Explorer or by opening and invoice and pressing the EFT button located at the lower
right of the invoice form.

Setting Up an Automatic Payment - Customer Explorer
1. Open the customer record for which for which an automatic payment will be set
up.
2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

Credit Card Payment — Navigation: Figure 129

&) 2023 Ashley, Desiree

[ ] Ashley, Desires . Ashley, Desiree
----- 7 : 2688 Maple Lane

W3 Payment Options

Edit Electronic Funds Transfer
=l-=7) Ashley, Desiree nter Mew EFT Transzaction
E Contacts
= Sites

=+ (1) Ashley, Desiree
H-[ ] Systems

ﬁ’ Contacts
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3. Enter the EFT Payment Information - The New EFT Entry form will be displayed.
In the Credit Card field, select the credit card to be used for this transaction from
the drop-down list. In the Description field you may enter up to 50 characters of
text. This information will appear on the customer’s credit card statement. In
the Hold Date field, enter the date you want to be able to submit this transaction
for funding. You may select to pay all of the invoices on the list by pressing the
Pay All Invoices button located at the lower right of this form. If only certain
invoices are being paid, select the checkbox to the left of each invoice that will

be submitted for payment.

4. Save the EFT Payment Information - Once all information is entered, press the
Save button located at the lower right of this form. This transaction will now
appear in the list of transactions to submit for processing in the EFT Processing
List.

Credit Card Payment - Setup/Tag Invoice(s): Figure 130

&) New EFT Entry

Bank |

==
)
Holtville, CA 92250

Ashley, Desiree Credit Card [Visa
2688 Maple Lane
Edit Setup Data
VISA Description [service Inv# 710984
Amount
Ashley, Desiree - PRl
09/11 Hold Date 12/2/2008 =
(" Invoice Payment " Unapplied Cash
" Advance Deposit " Miscellaneous Income
Invoice Number | Date Description Amount Met Due
121/2008 Recurring Services £37.89 $37.89
q 710934 12/7/2008 Service Call §79.00 §79.00
1212008 Recurring Services $46.49 $46.49

Pay All Invoices

Live Transaction Save | ‘ Close ‘
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Automatic Payments for Unapplied Cash

Credit Cards

An automatic payment may be set up that will be applied to the unapplied cash for any
customer where there is a credit card on file. A User may apply the unapplied cash to
invoices at a later time.

1. Open the customer record for which for which an automatic payment will be set up.
2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

Credit Card Payment — Navigation: Figure 131

e 2388 Lands, George  ** Over 80 Days ™

[ Lands, George Lands, George
ol Cu S 2552 Ravenwood Lane
il Fayment Options
S TsBillIo Edit Electroni nd ansfer
=27 Lands, George Enter Mew EFT Transaction
-5 Contacts O
E|,_, Sites
=[] {1) Lands, George
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3. Enter the EFT Payment Information - The New EFT Entry form will be displayed. In
the Credit Card field, select the credit card to be used for this transaction from the
drop-down list. In the Description field you may enter up to 50 characters of text.
This information will appear on the customer’s credit card statement. In the Hold
Date field, enter the date you want to be able to submit this transaction for funding.
You may select to pay all of the invoices on the list by pressing the Pay All Invoices
button located at the lower right of this form. If only certain invoices are being paid,
select the checkbox to the left of each invoice that will be submitted for payment.

Credit Card Payment - Setup for Unapplied Cash: Figure 132

-
&) Mew EFT Entry @
Bank | ﬂ
Lands, George Credit Card | MAST L]
2552 Ravenwood Lane =

Plymouth, MI 48170
Edit Setup Data

MAST Description |Deposit for Job 475

****26?5

Amount {‘—
Lands, George Amaun $500.00
01/09 Hold Date [z £

" Invoice Payment

" Advance Deposit

GL Account | =]l J

Cateqary Code | _]

Live Transaction @ Joi | Close |
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4. Save the EFT Payment Information - Once all information is entered, press the Save

button located at the lower right of this form. This transaction will now appear in
the list of transactions to submit for processing in the EFT Processing List.

ACH

An automatic payment may be set up that will be applied to the unapplied cash for any
customer where there is a customer bank on file. A User may apply the unapplied cash
to invoices at a later time.

1. Open the customer record for which for which an automatic payment will be set up.
2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

ACH Payment — Navigation: Figure 133

'a 2388 Lands, George ™ Owver 80 Days ™

[ Lands, George Lands, George

2_552 Ra_venwood Lane

Edi i ansfer
S :: : ,La”dS' George Enter Mew EFT Transaction
- Contacts _
B[ Sites

El_ (1) Lands, George

3. Enter the EFT Payment Information — The New EFT Entry form will be displayed. In

the Credit Card field, select the credit card to be used for this transaction from the
drop-down list. In the Description field you may enter up to 50 characters of text.
This information will appear on the customer’s credit card statement. In the Hold
Date field, enter the date you want to be able to submit this transaction for funding.
You may select to pay all of the invoices on the list by pressing the Pay All Invoices
button located at the lower right of this form. If only certain invoices are being paid,
select the checkbox to the left of each invoice that will be submitted for payment.
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ACH Payment - Setup for Unapplied Cash: Figure 134

% Mew EFT Entry @l
Bank | 010238985 (=)

Lands, George Credit Card | =
2552 Ravenwood Lane

Plymouth, MI 48170
Edit Setup Data

010236985

Bescription |peposit for Job 489

Wells Fargo
=xx=gges Amount $500.00
Hold Date 12/3/2008 g
Check Number  [7533]
" Invoice Payment f* Unapplied Cash
" Advance Deposit " Miscellaneous Income
GL Account | JJ
Category Code | J

D | = |

4. Save the EFT Payment Information - Once all information is entered, press the

Save button located at the lower right of this form. This transaction will now
appear in the list of transactions to submit for processing in the EFT Processing
List.
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Automatic Payments - Miscellaneous G/L Account

Credit Card or ACH

An automatic payment may be set up by the User that will be applied to a miscellaneous
G/L account for any customer where there is a credit card or ACH customer bank on file
for the customer. This option is typically used when you are processing a payment for a
cancelled customer and the customer’s invoices have previously been written off to a
bad debt account. Processing the payment and selecting to post to the same bad debt
G/L Account will offset the invoices previously written off.

1. Open the customer record for which for which an automatic payment will be set up.
2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

'a 2047 Kelly, Christopher ™ Ower 60 Days ™

[ Kelly, Christopher Kelly, Christopher
e R A S 2784 Hans Lane

Edit Electroni nds Transfer

)-/a Enter Mew EFT Transaction

=[] Sites
=[] (1) Kelly, Christopher Credit Cards
----- [7] Systems Type
ﬂ Contacts MAST
_——

3. Enter the EFT Payment Information - The New EFT Entry form will be displayed. In
the Credit Card field, select the credit card to be used for this transaction from the
drop-down list. In the Description field you may enter up to 50 characters of text.

This information will appear on the customer’s credit card statement. In the Hold
Date field, enter the date you want to be able to submit this transaction for funding.
You may select to pay all of the invoices on the list by pressing the Pay All Invoices
button located at the lower right of this form. If only selected invoices are being
paid, select the checkbox to the left of each invoice that will be submitted for
payment.
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4. Save the EFT Payment Information - Once all information is entered, press the Save

button located at the lower right of this form. This transaction will now appear in

the list of transactions to submit for processing in the EFT Processing List.

ACH or Credit Card Payment - Setup to Post to Misc. G/L Account: Figure 135

Live Transaction

Bad Debt Expenze

Cateqary Code |54 A

Save ‘

© New EFT Entry =
Bank | J
Kelly, Christopher '
3 Credit Card -
2784 Hans Lane - |MAST J
Holtville, CA 92250 -
Edit Setup Data
MAST Description [recurring Services
EEEEIA67
i Amount
Kelly, Christopher §217.11
09/00 Hold Date 12/8/2008 El
" Invoice Payment " Unapplied Cash
" Advance Deposit » Miscelaneous Income
GL Account  [a093 ~1H

‘ Close ‘
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Live Transactions

The Live Transactions feature allows a User to immediately verify whether a credit card
has an available amount of credit on the credit card to fulfill the automatic payment of
one or multiple invoices. Within just a few seconds, the User will receive a response
message indicating whether the transaction is approved or declined. If the transaction
is approved, the transaction will be processed for funding with the normal batch
transactions. If the transaction is declined, the User will be able to communicate this
information to the customer. This feature is often used in collection situations.

1. Open the customer record for which for which an automatic payment will be set up
and processed as a Live Transaction.

2. From the customer tree, highlight the menu option Payment Options. Right-click
and select the Enter New EFT Transaction option.

la 2388 Lands, George ™ Ower 60 Days ™

Lands, George

[ Lands, George
: 2552 Ravenwood Lane

T Edi i ansfer
= ‘-:'rLands, earge Enter Mew EFT Transaction
.5 Contacts B e —

=[] Sites

EI | (1) Land=s, George

3. Enter the EFT Payment Information - The New EFT Entry form will be displayed. In
the Credit Card field, select the credit card to be used for this transaction from the
drop-down list. In the Description field you may enter up to 50 characters of text.
This information will appear on the customer’s credit card statement. In the Hold
Date field, enter the date you want to be able to submit this transaction for funding.
You may select to pay all of the invoices on the list by pressing the Pay All Invoices
button located at the lower right of this form. If only selected invoices are being
paid, select the checkbox to the left of each invoice that will be submitted for
payment. A Live Transaction may also be processed for unapplied cash. Select the
unapplied cash radio button, then enter the description and amount of the payment

to be processed.
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4. Validate the Credit Card Payment - Once all information is entered, press the Live
Transaction button located at the lower left of this form. A message will be
displayed confirming whether you are ready to authorize the transaction. Press the
Yes button to continue the process.

Note: ACH Direct charges an extra processing fee for Live Transactions.

Credit Card Payment - Live Transaction: Figure 136

% Mew EFT Entry =
Bank ] -
Lands, George :
o Credit Card -
2552 Ravenwood Lane S | masT |

Plymouth, MI 48170

Edit Setup Data

MAST @
****26?5

Lands, George
01/09

Amount

Hold Date 12/4/2008 g]

= Unapplied Cash

" Advance Deposit " Miscellaneous Income

ﬁ;mﬁw%' mber J Date J Description Amount Net Due
q 1394 9f1/2008 Recurring Services £31.95 £31.95
9/28/2008 Recurring Services £31.95 £31.95
2387 11f1f2008 Recurring Services £31.95 £31.95
[ 10399 11/17/2008 Recurring Services £31.95 £31.95
1710908 11/29/2008 Recurring Services £33.95 £33.95
710978 12/5/2008 Service Call §140.00 £140.00
1710933 12f1f2008 Recurring Services £127.50 £127.50

Pay All Invoices

—

Live Transaction Confirmation: Figure 137

Authorize Transaction EX

:] Are you ready to Authorize this Live Transaction ?
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5. Payment Authorization Verification - The CC Verification Code form will be displayed.
Enter the three digit security code found on the back of Visa and MasterCard credit
cards. For American Express cards the verification code is a four digit code located
on the front of the card. Press OK after entering the verification code.

Note: The verification code is not stored within the SedonaOffice database. Each
time a User performs a Live Transaction for a particular customer, the
Verification Code must be entered.

Credit Card Verification Code Entry Form: Figure 138

CC Verification Code

Pleaze enter the Credit Card Yerification Code if

available.
Cancel
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6. If the transaction is approved, the User will be presented with a message box
indicating the transaction has been approved. If the transaction is declined, the
User will be presented with the message box indicating the Authorization Failed. If
the transaction was approved, press the Save button located at the lower right of
this form. This transaction will now appear in the list of transactions to submit for
processing in the EFT Processing List.

Live Transaction Authorization Failure Message: Figure 139

Authorization Failed (5]

P

| | Pg_response type= E
‘S pg_response_code=EL0
~ pg_respense_description=INVALID MERCH

pg_trace_number=T4E848F0-77BD-43CT-8CEB-69F24 A2ACCDA
pg_merchant_id=987654
pg_transaction_type=11
pg_total_amount=31.95
ecom_billto_postal_name_first=Lands,
ecom_billto_postal_name_last=George
endofdata
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Processing Automatic Payments

Automatic payment processing is an easy three step process. The first step is to upload
the batch of transactions for funding. The second step is to download the response file,
apply the funding responses and post the payments to the customer accounts for the
transactions that were funded. The third and final step is to deposit the payment batch
into your bank account. Each step in this process is covered in this document.

Automatic payments are submitted for funding in batches. It is possible that you will
need to process up to four separate batches in one day to process all the possible types
of batches. These batch types are:

e ACH Batch transactions

® ACH Live transactions

e Credit Card Batch transactions
e Credit Card Live transactions
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EFT Processing List

As invoices are set up for automatic payment, the transactions are added to the EFT
Processing List and will remain there until the batches have been submitted for funding.
Users may view the list of transactions waiting to be processed at any time. Navigate to
the Accounts Receivable/EFT Processing option found on the main application menu

tree.
EFT Processing List: Figure 140
& EFT Processing [E=HEoH 5
Batch Information () View Information
Batch Code *=Not Submitted == Hold Date 12/7/2008 =]
Branch ]| ‘:J
Total Count 4
Total Amount * Batch
$366.65 Submitted Transactions (:. _.a
Live (0)
d % Credit Cards {4)
 ACH(3)
Customer # J Mame Amounti Type ] Invoice ] Funded 1 Response ] Posted ] Bank/CC J Account
Te1 2023 Ashley, Desiree 4649 1 710986 N Mo VISA =E==3080
I_i‘f 2023 Ashley, Desiree 79.00 I 710984 N M VISA FEEX3289
7% 2388 Lands, George 127.50 1 710983 N M MAST =675
I;: 2423 Stahl, Lori & Jason 113.66 I 710987 N M VISA S o
4l wlll al
Upload ] Download I Process Responses Post I Fund All ] Response Codes MNew ] Close |
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Uploading the Payment Batch
To submit a batch of transaction for funding, navigate to the Accounts Receivable/EFT
Processing option found on the main application menu tree.

The EFT Processing form will be displayed. If there are any transactions waiting to be
processed, a number will be displayed in parenthesis behind the Live, Credit Cards or
ACH options buttons. Follow the steps listed below for each separate batch to be
submitted for funding. The example shown below will be for a batch of credit card
payments.

1. Select the Batch Type to be Submitted for Funding - In the header of the EFT
Processing form select the Batch and Credit Cards options. A list of credit card

transactions will be listed in the grid area in the center of this form.

If your company is operating under multiple branches, the User may process one
branch at a time. If a branch is not selected from the drop-down list, all transactions
in all customer branches will be processed at the same time.

EFT Processing - Upload Batch: Figure 141

- |
D EFT Processing o=
Batch Information _5 View Information
Batch Code *= Mot Submitted == HoldDate  [12/7/2008 |
Branch -
Total Count F
Total Ar t 1O
“ meun $366.65 Submitted Transactions = ﬁ.atch
 Live (0
1 fs" Credit Cards (4)
T ™ ACH (3)
Customer # | Name Amuuﬂtl Type | Invoice | Funded | Response | Posted ‘ Bank/CC I Account
e 2023 Ashley, Desiree 46.49 I 710988 N N VISA FEEF3289
l 2023 Ashley, Desiree 79.00 I 710984 N N VISA 3289
_s" 2388 Lands, George 127.50 I 710988 N N MAST TS
I 2423 Stahl, Lori & Jason 113.66 I 710987 N N VISA T a4
<[z = . ) i . - 3
(gplnam Download | i 5 J Fund All J Response Codes New I Close
"
S
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2. Upload the Payment Batch - Press the Upload button located at the lower left of
the EFT Processing form. This will transmit the transactions to the ACH Direct
secure FTP site. A message will be displayed confirming you are ready to submit
the transactions for processing; press the Yes button to confirm and continue the
process.

EFT Processing - Upload Batch for Processing Confirmation: Figure 142

Q) EFT Processing =8 oR ==
B Batch Information (), view Informaton
Batch Code == ot Submitted == HoldDate  [12/7/2008 ]|

Branch f =
Total Count [.;—

P ]
= (# Credi Cards (4)
: A (3)

Customer £ | Name | amount | Type | Invoice | Funded | Response | Posted | Bankjcc | Account

e 2023 Ashiey, Desiree %6.93 1 710986 ] N VISA ====3o8g

= 023 Ashiey, Desiree 7900 1 710984 N N VISA e —

] Lands, Gearge 127.50 1 710988 ] N MAST e==2573

. 2423 Stahi, Lori & Jason 11366 1 710987 N N VISA sssn3343
Sedonalffice =

0 Are you ready to submit the open transactions for processing 7

T

Qomoau| Fund Al | Response Codes gew‘;hsel
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Once the file upload has completed a message will be displayed confirming the

upload was completed successfully.

EFT Processing - Upload Batch Completion Message: Figure 143

ACH Upload

Fenarr

ACH File Upload

S

ACH File Upload is Complete!

1 file Uploaded!

4.r01
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Downloading & Processing the Response File

Processing a Single Batch
To download the response file for a previously uploaded batch of transaction, navigate

to the Accounts Receivable/EFT Processing option found on the main application menu

tree.

1. The EFT Processing form will be displayed. Press the Download button located at
the lower left of the form to retrieve the response file.

EFT Processing - Download Batch: Figure 144

B eatch Information G, ‘eew Informabion
@atch Code 120708182525 Hold Daate
Submit Date [ B3 | =
Total Count "
Totsl Amount [ssess e |'r:
Funded Count B—
e il
Customer = | Mame | Amount | Type | bvoice | Punded | Response | Posted | Barkjoc | Account
ACH Download Bl
Retrieving download files..
ves | Mo
Lpoad @mwl ; Furd 8 | Besponse codes | tiew gose |
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2. Confirm the File Download - Once the download has completed a message will be
displayed confirming the download was successful. The message will indicate the
number of response files downloaded. Press the OK button on the confirmation
message.

EFT Processing - Download Completion Message: Figure 145

ACH File Download 2

ACH File Download is Complete!
1file Downloaded!

3. Apply the Response File to the EFT Batch - Next the downloaded response file will be
applied to the submitted batch. Press the Process Responses button located at the
lower left of the EFT Processing form. A message box will be displayed listing the

batch available for processing the response file.

EFT Processing - Process Responses: Figure 146

pkand |!W@ Fund il | Rgsponse Codes e Close

EFT Processing - Processed Batches Confirmation: Figure 147

SedonaOffice =

Transactions were processed from the following batches:
0 120708182525,

0K I
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4. Posting the Funded Batch - The batch which was downloaded will be displayed in the
grid of the EFT Processing form. The Funded and Response Code columns will be
filled in for each transaction in the batch. Press the Post button located at the

bottom of the form.
EFT Processing - Batch Posting: Figure 148

Q) EFT Processing [F=% FoN ===
B8 Batch Information 0, View Information
[atch Code 120708132525 HodDate  [12/7/2008
Submit Date [1zr7o0s [ Bact | 5|
Total Count 4
Total Amount [s3eses -
Funded Count B 2
’ o
Funded Amcunt 0,00 '3::' Submitted ~
Customer | Name | amount| Type [ voke | Funded | Response | Posted | Bankjec | Acoount
. 2023 Ashley, Desiree 4643 1 710986 Y A0L N VISA R 7
[ 2023 Ashley, Desiree 7900 1 710934 ¥ Al N VISA TENEIIES
. 2388 Lands, George 12750 1 710988 Y Al N MAST TENEIETS
. 2423 Stahl, Lori & Jason 11366 1 710987 ¥ ADL M VISA b 7.
ot | et | D e e e
—m——

5. A message will be displayed asking the User to confirm whether they are ready to
Post the payments to the customer accounts. Press the Yes button to accept.

EFT Processing - Batch Posting Confirmation: Figure 149

SedonaOffice £3
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6. Deposit the EFT Payment Batch - When the payments have finished posting to the
customer accounts, a cash batch is automatically created by the application and will
be displayed in the Accounts Receivable Payment Processing Batches list. The User
may deposit the payment batch into a bank account now or make the deposit after
confirming the cash has been deposited into the company bank account from ACH
Direct. To make the deposit now, continue on. The ACH Post Funded Transactions
form will be displayed. Enter the date the deposit will post to the bank account in
the Posting Date field. The posting date entered must be in an open accounting
period. Press the Save button located at the bottom of this form.

EFT Processing - Batch Posting Date: Figure 150

—
la ACH Post Funded Transactions =

Posting Date 2772008 =

Save | Close |
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Processing a Multiple Batches
To download the response file for a previously uploaded transaction batch, navigate to

the Accounts Receivable/EFT Processing option found on the main application menu

tree.

1. Download Response Files - The EFT Processing form will be displayed. Press the
Download button located at the lower left of the form to retrieve the response file.

EFT Processing - Download Multiple Batches: Figure 151

D EFT Processing F=% IS8 == |
BB Batch Information 0, iew Information
fatah Code 120708 152525 Lok Date
Sl Dt Z | =
Total Count R
Total Amount 355,55 Trroacine ?
Funded Count [o
Arsedionnt [ ol |
Cistomer = | Mame | ammt | Type | twoke | Punded | Responze | Posted | Barkjcc | Account
ACH Download B
Retrieving download files
ves | No
"
plosd @mwl : Fund i | Rsponise Codes | e gose |
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Confirm Download - Once the download has completed a message will be displayed

confirming the download was successful. The message will indicate the number of
response files downloaded. Press the OK button on the confirmation message.

EFT Processing - Multiple Batch Download Confirmation: Figure 152

ACH File Download

ACH File Download is Complete!
2 files Downloaded!

Select & Apply the Response Files - If multiple batches were downloaded and are
ready for processing, press the Submitted Transactions located in the upper area of
the EFT Processing form. A list of returned and funded response files will be listed;

highlight the response file to be processed then press the Save button.

e EFT Processing
Batch Information (L, View Information
Batch Code [ Not Submitted = HeldDate  [12/7/2008 El
Branch | LI
Total Count Ig
Total Amount 5
= =
e — -
Hon-submitted & Credit Cards (0)
Transactions  ACH (3)
Customer # | Name | Amountl Type | Invoice | Funded | Response | Fosted | Bank,CC | Account |
[ .
) ACH Batch Summaries =il
| BatchCode | Submit Date | Retumed | Total Count | Total Amount | Funded Count | Funded Amount | Posted Date | Type |
rllﬂ?ﬂﬂlﬂl‘lﬁh 12/7/2008 ¥ a 166.65 4 366.65 oc
120708182213 12/6/2008 ¥ 3 400,95 3 400.95 ACH
[~ [nduce Closed Batches] Close [
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4. Posting the Funded Batch - The transactions for the selected response file will load
into the grid area of the EFT Processing form. The Funded and Response Code
columns will be filled in for each transaction in the batch. Press the Post button
located at the bottom of the form. A message will be displayed asking the User to
confirm whether they are ready to Post the payments to the customer accounts.

Press the Yes button to accept.

) EFT Processing =3 ol "=
B satch Information Q4 View Information
gatch Code [romaisasas Holdmate  [127/2008
Submit Date [Z70e O Branch | =
Total Count 4
Total Amount £365.65 ]
=
Funded Count "
Funded Amount 0,00 ?
Customer # | Name | amount| Type | Ivoice | Funded | Response | Posted | BankjCC | Account
. 2023 Ashley, Desiree 4649 1 710986 ¥ AL N VISA *ERr3389
R 2023 Ashley, Desiree 7900 1 710984 Y 401 N VISA *ena3339
. 2388 Lands, George 12750 1 710988 ¥ A01 N MAST =EREIETS
. 2423 Stahl, Lori & Jason 11366 1 710987 Y A0L N VISA ==we343
Uposd | Download | mmg | Rsponse Codes hew | Close
—m——
SedonaOffice 3
Yes Mo
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5. Deposit the EFT Payment Batch - When the payments have finished posting to the
customer accounts, a cash batch is automatically created by the application and will
be displayed in the Accounts Receivable Payment Processing Batches list. The User
may deposit the payment batch into the bank account now or make the deposit
after confirming the cash has been deposited into the company bank account by
ACH Direct. If the deposit will be made now, continue on.

The ACH Post Funded Transactions form will be displayed. Enter the date you want
the deposit to post to the bank account in the Posting Date field. Press the Save
button located at the bottom of this form.

—
IaACH Post Funded Transactions @

Posting Date [t2/7/2008 =

Save | Close |
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Handling Rejected Transactions

When a response file has been received and processed, any transactions that were
funded will display a Y in the Funded column, the characters A01 will display in the
Response column and a green checkmark will be displayed to the far left of each funded
transaction in the EFT Processing List. Any transaction lines with a red X displayed to the
far left of the transaction line was a rejection. These rejected transactions will display a
response code that defines why the transaction was not funded. Pressing the Response
Codes button located at the lower right of the EFT Processing List will display the most
commonly received response codes and their definition.

A complete list of rejection codes is available by visiting the ACH Direct Payments
Gateway website. Once you enter your login information provided by ACH Direct,
navigate to the Knowledge Gateway / Documents / ACH Return Codes.

EFT Processing — Rejected Transactions: Figure 153

File Edit View
EmES

SedonaQffice

Cstomer Query Took Window Help

Ea) | ]| & ||| D@ mEEE Cedg

 Westemn Security,

: =2 en -
+ [ Chart Managamsnt
= 4} Accounts Recervable ], vew bt
& Cradit Mamo Bk Cade T
A CYC TP el ey it T il 1
& EFT Processing - P = m |
Finamce Charge
st demprt T s
= Imvoicing R bt Trarmsctiors
| Make Deposit L
ar! e
Payment Frocessing nded Amsurt. fasa 0 ot Dot Bach ""‘"‘"h"" .
Gy Brint [Awgeey

| Statements
& Unapplied Cash/'Credi
g Cradit OF Irvesces
(] General Ladiger
+ (i Accounts Payable

+ i Irvenbory
# J® lob Management
+ 1§ Payroll

* dSa'.es Management
* " Service

, ) .

|l Gamaral Documents 1 [

"X Lock Table Maintenance |l e ) o |t | twpo o | B ILI
Management Summanry
Report Manager
¥ Sadona Setup
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ACH Response Codes List: Figure 154

e ACH Response Codes
Code Name Desaiption
AD1 Funded Funded
Fo1 Mandatory Field Missing Mandatory Required Fiels is missing from the file
RO1 Insuffident Funds Balance is not suffident to cover value of transaction
RO2 Account Closed Previously Open Account has been dosed
RO3 No Account Account is dosed or doesn't match name submitted
RO4 Invalid Account Number Account Number structure is invalid
ROS5 Prenote Mot Received Prenotification was not received
ROG Returned per ODFI ODFI has requested ROFI to return this item
RO7 Authorization revoked Account holder has revoked company's authorization
ROB Payment Stopped Account holder has stopped payment on this single transactio
RO9 Uncollectable Funds Balance is sufficent but can't be released
R10 No Authorization Account holder advised that transaction is not authorized
R11 Check 5afekeeping Return Return of a check safekeeping entry return
R12 Branch Sold Account now at a branch sold to another finandal institution
R13 RDFI Mot Qualified RDFI Mot qualified to particpate
Ri4 Deceased Thiz account holder is deceased
R15 Beneficiary Deceased Beneficiary entitled to benefits is deceased
R16 Account Frozen Funds unavailable due to action by RDFI or other legal action
R17 Field Record Criteria Field Record/Edit Criteria
R20 Non Transaction Account Policies/Regulations restrict activity to this account
R23 Payment Refused Account holder refuses transaction because amount is inac
R24 Duplicate Entry Transaction Appears to be a duplicate item

WT_Y_.EI’I'DF Transaction ismiss rom a mandatory field
Trags ., .
g, R allty

A list of all rejected transactions may be printed by pressing the Print Preview button
located on the upper toolbar while a batch list is displayed in the EFT Processing form.
Pressing the Print Preview will display Print Submitted Batch form with printing options.
To print the rejected transactions, select the UnFunded checkbox. The User also has the
option of what order the transactions will be listed on the report; Customer Number or
Business Name. The default sort order is Customer Number. Once displayed, the report
may be printed or saved to an electronic file.

Print Submitted [EFT] Batch List: Figure 155

& Print Submitted Batch ==

Select Funded and L

[v Funded
[v UnFunded

Sart By
|Customer Mumber j
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Rejected transactions need to be handled individually. The User will need to contact the
customer to make other payment arrangements for the rejected transaction. If the
credit card or ACH Bank information provided by your customer has expired, or is no
longer valid, once updated information is received from your customer, the User will
update the credit card or ACH Bank setup for the customer. Once the customer credit
card or ACH information has been updated, the User may setup a new EFT payment and
submit for funding in a new batch.

Declined [rejected] transactions will appear in the EFT History on the Customer Explorer

record.
& 1305 Jacoh, Frances o e
Iacob, Frances « |acob, Frances Balance Due: $444.11
._.': Customer Informaticn 1816 Brookhurst Last Statement Dabe: 1231/ 2008
iy ;:r_’:_’:"t Options |Hokvile, CA 92250 Total Active RMR ! $53.25
> e e {95” BS6-B112 Total Adiive RAR @ £630.00
iy i ] Customer Type: Residential
. Contacts Customer Since: 2/15/2006
T Salespersan: George Miler
= 1) 3816 B khurst
. { 'sﬁmm:““' k Last Payment Rec'd: $857.00 (11/26/08)
i3 Contacs
’f_? i T Date [Description _[amount | submit Date | Batch Code _[Funded [Posted | Type
: ; Decurmenty 21,2003 Cycle Imvoice 5754 27873009 Q2I00FLIT4IE L] H -]
L. r
= Invomces 17102009 Cycle Imvosce 57564 1)5/3009 Q20905091 704 T ¥ -]
g ]':‘bs 12/9/2008 Ower the Counter 37859 12/10/3008 llI-12ll:l:I;Eul:Elli-i;l:l T Y [}
BELTInG : - 2 -
-'1 Rlacrring HEltoey 1212008 Cycle Irvoice S5ETE "Declined N L.} L
[ Activiy Ledger 11/29/2008 Cycle Invoice 5878 *Declined* N H L
| Aging B 11/29/2008 Service Call TH 13/1/2008 rlllmmﬂcﬂ-ﬂg ¥ ¥ A
§ Eﬂ":‘-‘t'm 11/28/2008 Late Fee 1166 12/1/2008 100808083211 ¥ Y [
L
| A 11/17/2008 Cycle Invaice S678 11/18/2008 071008115021 ¥ f L
% 5 Deferred Income {Unpod || |11/1/2008  Cyele Imaice 5678 *Declined* H W8
= r
[3 Documants 10/1/2008  Cyele Invaice 1353 10/6/2008 06708170341 ¥ L
= .
ol EFT “'T 9/30/2008  Service Call TS 10/1/2008 060908150312 ¥ ¥ B
110 o M
Li-" I:::rm ottt 9/I9/I008  Service Call 114 10/1/2008 071008082915 ¥ ¥ &
M Jobs 928/2008  Cycle Irvoice £3.35 10/1/2008  0BOBOBOSS1L3 ¥ Y B
" L
L] Journal Detai 9/18/2008  Service Call 30735 10/1/2008  0SO908085348 ¥ ¥ B
il Journal Summary 97172008  Servige Call 2335 9/2/2008 041008083209 ¥ ¥ 8
ki 2 gr:;:"ts 9/1/2008  Cyche Irvoice 6766 9/5/2008 031008092525 ¥ Y B
i L
;ﬁ Recurning 4121008 Cycle Imvodice 1353 4/5/3008 Q20808140726 ¥ Y -}
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Unapplied Cash / Credits

Section Contents

® Unapplied Items Concepts & Terminology
® User Security Options
® General Ledger Transactions
® How To
® Applying Unapplied Cash
® Applying Advance Deposits
® Applying Credit Memos
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Unapplied Cash/Credits
Terminology

Unapplied Item

Unapplied Items are credit amounts on a customer account that are categorized as one
or more of the following: Unapplied Cash, Advance Deposit or Unapplied Credit Memos.
Unapplied Cash

Unapplied Cash is defined as a payment received from a customer in the form of cash,
check, or money order that has was not applied to a customer invoice at the time the
payment was entered.

Advance Deposit

An Advance Deposit is a payment received from your customer that is reserved to be
applied to invoices created for a particular Installation Job. Customer payments are
marked as Advance Deposits during Payment Processing.

Unapplied Credit

An Unapplied Credit is a Credit Memo manually generated by a User which is manually
applied to one or more customer invoices.
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Unapplied Cash/Credits Overview

SedonaOffice offers two methods of applying Unapplied Cash, Unapplied Credit Memos
or Advance Deposits to your customer invoices. The first method is to open a Customer
Explorer record and apply unapplied amounts to the customer invoices. The second
method is to use the Unapplied Cash/Credits form found with the Accounts Receivable
menu options from the main application menu tree. Both of these methods will be
covered in this section.

Unapplied Cash

Unapplied Cash may be applied to one or more items on a customer account. For
example, a customer check is received with an overpayment amount of $2.00. When
the User is processing the payment, the excess amount is applied to the customer’s
Unapplied Cash option. If the customer cancels while and there is still the $2.00
remaining in unapplied cash, a User may apply this amount as a Refund Check to the
customer or transfer the funds to a Miscellaneous G/L account. Unapplied Cash may be
applied to one or more of the following items:

e Customer Invoices with an open balance due

® Advance Deposit (the customer must have a Job in an open status for this option)
o Miscellaneous G/L Account

e Refund Check

Advance Deposit

An Advance Deposit is designed to be reserved for the application to the invoices
created for an Installation Job. If the Job was cancelled, you may apply the Advance
Deposit to one or more of the following items:

e Customer Invoices with an open balance due
® Miscellaneous G/L Account

e Refund Check

e Unapplied Cash

Page 187 of 330 Last Revised: March 7, 2009
V 5.2.60



SedonaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Unapplied Credit
Unapplied Credit Memos are manually applied by the User to one or more of the
following items:

e Customer Invoices with an open balance due
o Miscellaneous G/L Account
e Refund Check

Where Unapplied Items May Be Applied: Table 1

Customer | Misc. G/L | Advance Unapplied Refund
Invoices Deposit Cash Check
Cash with Open Job(s) Yes Yes Yes No Yes
Cash no Open Job(s) Yes Yes No No Yes
Credit Memo Yes Yes No No Yes
Advance Deposit Yes Yes No Yes Yes
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Accounts Receivable - Applying Unapplied Items

When applying unapplied items from the Accounts Receivable menu option, a listing of
all unapplied items is displayed in a grid listed by customer number. Each item is listed
separately for each separate transaction that created the unapplied item.

For example if the customer has two unapplied Credit Memos and one Unapplied Cash
item, three rows will be listed in the grid for that particular customer.

Information in the Customer Cash/Credit List

e Customer Number
e Customer Name
e Credit Type — will be one of the following:
e Unap Cash — Unapplied Cash; cash, check, money order, credit card or ACH
payment.
® Amount — The original amount of the unapplied item.
e Balance — The balance left to apply for the unapplied item.
e Date — The date the item was created.
e Reference — Different information will be displayed depending on the Credit Type:
® Unap Credit — Will display the Credit Memo number.
e Adv Dep — Will display the Job number for which the advance deposit was
created.
® Amount Due —The current balance on the customer’s account.
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Unapplied Cash/Credit — Navigation: Figure 156

File

Edit View SedonaOffice

Customer

Que

|EmEe BLE &DD|

edonaOffice

=]

Western Security Services
Client Management
EIZ% Accounts Receivable

- & Credit Memo

----- {15 Finance Charge
=] Invoicing
----- _i Make Deposit
Payment Processing
Print Invoices

[\

= Unapplied Cash/Credit
1 OF Trssc

Unapplied Cash/Credit List: Figure 157
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Customer Explorer - Open Credits Display: Figure 158

e 2020 Craig, Frances ™ **Retention™ ** E@
[~ Craig, Frances Craig, Frances Balance Due: ($3,538.14)
-J Customer Information 1080 West Road Last Late Fee: $189.75
] Payment Options Plymouth, MI 48170 = **Ratention®* * Retentions
g1silTo. (313) 268 2479 Total Active RMR : $61.93
=87 Craig, Frances Total Active RAR $743.16
g Sta Contacts Customer Type: Residential
| ses Customer Since: 3/15/2006
=1 (1) Craig, Frances .
B Systems Salesperson: George Miller
Contacts Last Payment Rec'd: $15,000.00 (11/26/08)
= Credit Memos =
[ Documents Bill Contacts
£ R Title Contact Phone Ext E-Mail
1:-__'1 Invoices
Jobs Open Invoices $76.63
% Recurring Invoice # Site Name Description Date Amount Net Due
j Recurring History 710723 Craig, Frances . i $65.80 $65.80
LT Activity Ledger ?/‘Ek;g, Prafices Equipment Sales 11/29 3 £10.83
L[| Agi
i pen Credits  §3,614.77
=] Credit # Site Name Credit Type Date Amount
-~ Contacts Craig, Frances CASH 11/26/2008 361477  &3,614.77
& Credit Memos
[#--[ ] Deferred Income (Unposted) Open
-4 Documents Ticket # Prol Date Status
s | EFT History
~{] Inner Office Message ;)p:n Jobs T Stat Units Install RMR
& 1nvoices ob # ype us n "
.. 7% Jobs
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User Group Security Options

For a User to be able to apply cash or Credit Memos to customer invoices, certain
security privileges must be granted to the User through the User Group Security options
within SedonaSetup. The following User Group Security options located within the
Application Access for the Accounts Receivable security options section pertain to the

use of this function.

e Credit Memo — permits the User to create a Credit Memo and be able to view
the details of a Credit Memo from the Customer Explorer.

¢ Apply Individual Cash/Credit — permits the User to apply unapplied cash or a
Credit Memo to an invoice with an open balance.

Page 192 of 330 Last Revised: March 7, 2009
V 5.2.60



SedonaOffice

The #1 Financial Software for Security Companies

Accounts Receivable
Reference Guide

How To

Applying Unapplied Items - Customer Explorer

Apply Unapplied Cash - To Invoices

To apply an unapplied item to customer invoices, open the desired customer record

and follow the instructions below.

1. Select the Unapplied Cash Item to Apply - Once the Customer Explorer record is

open, within the Active Pane area under the Open Credits header, highlight the

unapplied cash item to be applied, right-click and select the Apply option.

Customer Explorer - Apply Unapplied Items: Figure 159

&) 2435 Wilson Plumbing

[=lE =

[ = Wilson Plumbing
~I_ ] Customer Information
74| Payment Options
-3 Bill To
[E-82 Wilson Plumbing
E Contacts
-3 Sites
_, (1) Wilsen Plumbing
[ (2) Wilsen Plumbing
u Activity Ledger

m

]

Wison Plumbing

100 Portage
Riverside, CA 92505
(734) 555-1219

Balance Due:

Last Statement Date:
Total Active RMR :
Total Active RAR :
Customer Type:
Customer Since:
Salesperson:

Last Payment Rec'd:

$21,601.41
Never

£71.00

£852,00

Commercial
10/18/2008

Waylon Walters
$3,350.00 (11/28/08)

1T Bill Contacts
[ Aging Title Contact Phone Ext E-Mail
- iy Collections
ﬂ Contacts Open Invoices $22,121.40
& Credit Memos Invoice # Site Name Description Date Amount Net Due
[ ] Deferred Income (Unposted) 711008 Wilsan Plumbing Installation Services 12/11/2008  $17,081.40 $17,081.40
Q P 711007 Wilson Plumbing Installation Services 12/11/2008  $5,040.00  $5,040.00
-] EFT Histary /Gpen Credits  $519.99
F' Inner Office Message Credit # Site Name Credit Type Date Amount  Balance
-] Invoices 711005 Wilson Plumbing CREDIT ? g
% Jobs | | wisonPlmbing
L] Journal Detail 342 Wilson Plumbing ADVDEP
L Journal Summa
[]---U Notes i Open Tickets
e Ticket # Site Name Problem Code Date City, State Status
{3 Payments
it ;
Page 193 of 330 Last Revised: March 7, 2009

V5.2.60




Accounts Receivable
Reference Guide

SedonaOffice

The #1 Financial Software for Security Companies

2. Apply Customer Credit Form - The Apply Customer Credit form will be displayed.
This form is divided into three sections; the header, the body and the footer
sections.

The Header section displays the following information listed below. The only field
the User may modify is the Apply Date, which will default to today’s date.

e Customer billing name and address

® The original amount of the unapplied item

® The balance left on the item that may be applied to invoices

e The date on which the unapplied item was created

® The type of the unapplied item (Unapplied Cash, Unapplied Credit Memo or
Advance Deposit)

e The Apply Date

The Body section is divided into two tabs; Invoices and Other.

The Invoices tab will list all invoices which have an open balance where unapplied
cash may be applied.

The Other tab is used when the customer does not have any open invoices or you
want to apply the unapplied item to a Miscellaneous G/L Account, a customer
Refund Check or an Advance Deposit for a Job. Not all of the application options on
the Other tab are available for all types of unapplied items. Below is a listing of
where you may apply an unapplied item depending on the type of unapplied item.

Where Unapplied Cash May Be Applied: Table 2

Customer | Misc. G/L Advance Unapplied Refund

Invoices Deposit Cash Check
Cash with Open Job(s) Yes Yes Yes No Yes
Cash no Open Job(s) Yes Yes No No Yes

The Footer section allows the User to enter a comment in the Memo field to describe

why they are applying an unapplied item. Entering information into the Memo field is

optional.
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Apply Customer Credits - Form Definition: Figure 160

[ .. |
& Apply Customer Credit 2435

[rzise]
Credit Amount and Ealance \
Wikson Plumbing
100 Portage Credit Amount 4,99
Riverside, CA 92505
7 Balance 4.99
Header Section
Credit Date 11/28/2008
\ Unapplied Cash Apply Qate 12/11/2008 ! 7
/],—n'\-ws lﬂﬂgr | \
Invoice List -
Site Name | Invoice = | Date | Amount Net Due Payment
Wilson Plumbing [ 711008 | 12/11/2008 1708140 1708140
\Wikson Plumbsng | 711007 | 121142008 S040.00 040,00
| Body Section
1
|
1
| =
\_ Auto Gexr |
(" Mema -
Footer Section
8 ] o

3. Apply Amounts to Invoices - In the Payment column of the Invoices tab on the line of

the invoice to which the unapplied item will be applied, type in the amount to be
applied to the invoice. The application will not allow the entry of an amount greater
than the amount displayed in the Balance field in the header section. The User has
the option of pressing the Auto button located at the bottom of the form to apply
the unapplied item; the amount will be applied to the oldest invoices first if an exact
invoice balance amount does not match the unapplied item amount.

4. Memo Field - If desired the User may enter information into the Memo field in the
Footer section.

5. Save - When finished, press the Save button located at the lower right of the form.
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Apply Unapplied Cash - To Other Items
To apply an Unapplied Cash Item to a Miscellaneous G/L Account, Advance Deposit, or a

Refund Check, open the desired customer record and follow the instructions below.

1.

Select the Unapplied Cash Item to Apply - Once the Customer Explorer record is

open, within the Active Pane area under the Open Credits header, highlight the

unapplied cash item to be applied to an Other Item, right-click and select the Apply

option.

Customer Explorer - Apply Unapplied Cash: Figure 161

&) 2435 Wilson Plumbing

[=fE e

[~ Wilson Plumbing
-] Customer Information
T Payment Options
-3 Bill T
[E}-a5 Wilson Plumbing
L Contacts
-] Sites
--_, (1) Wilson Plumbing
_, (2) Wilson Plumbing
L] Activity Ledger

i}

1]

Wison Plumbing

100 Portage
Riverside, CA 92505
(734) 555-1219

Balance Due:

Last Statement Date:
Total Active RMR :
Total Active RAR :
Customer Type:
Customer Since:
Salesperson:

Last Payment Rec'd:

$21,601.41

Never

$71.00

$852.00

Commercial
10/18/2008

Waylon Walters
$3,350.00 (11/28/08)

s Bill Contacts
=] Aging Title Contact Phone Ext E-Mail
-y Collections
{3 Contacts Open Invoices $22,121.40
g Credit Memos Invoice # Site Hame Description Date Amount Net Due
-] Deferred Income (Unpasted) 711006 Wilson Plumbing Installation Services 12/11/2008 §17,081.40 £17,081.40
B P 711007 Wilson Plumbing Installation Services 12112008  $5,040.00  $5,040.00
] EFT Histary {Gpen Credits | $519.99
D Inner Office Message Credit # Site Name Credit Type Date Amount Balance
& mnvoices 711005 Wilson Plumbing CREDIT ; 5 $15.00
- 10bs | [wisonPlmbing | 3
L] Journal Detail 342 Wilson Plumbing ADVDEP $500.00
L] Journal Summa
[]--U Motes N Open Tickets
Y Ticket # Site Name Problem Code Date (City, State Status
0.) Payments
e i
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2. Apply Customer Credit Form - The Apply Customer Credit form will be displayed.

Select the Other tab of this form.

Apply Customer Credits - "Other" Tab Options: Figure 162

—
6 Apply Customer Credit 2435 (===
Credit Amount and Balance -
Wilson Plumbing
100 Portage Credit Amount FT)
Riverside, CA 92505
Balance oo
Credit Date 11/28/2008
Unapplied Cash Apply Date 2/1/2009 H
Invoices  Other }

¥ Miscellaneous ) [~ Advance Deposit )

GL Account [Bo193 jg ob

Bad Debt Expense

Category Code | G&A ﬂ .

Amount 4,99
[~ Refund Check [

Amount 0.00 —_—
& [
Memo
Save Close

3. Select the Application Option - Select the checkbox to the left of the option where

the unapplied cash item will be applied. The User may apply all of the unapplied
cash to one option or divide the amount between multiple options. The entire
amount of the unapplied cash item does not have to be applied. Any unapplied
amounts will remain as Unapplied Cash on the customer account.
4. Save - When finished, press the Save button located at the bottom of the form.

Where Unapplied Cash May Be Applied: Table 3

Customer | Misc. G/L Advance Unapplied Refund

Invoices Deposit Cash Check
Cash with Open Job(s) Yes Yes Yes No Yes
Cash no Open Job(s) Yes Yes No No Yes
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Apply Unapplied Credit Memo- To Invoices
To apply an Unapplied Credit Memo to one or more customer invoices, open the
desired customer record and follow the instructions below.

1. Select the Credit Memo to Apply - Once the Customer Explorer record is open,

within the Active Pane area under the Open Credits header, highlight the unapplied
Credit Memo to be applied, right-click and select the Apply option.

Customer Explorer - Apply Unapplied Credit Memo: Figure 163

&) 2435 Wilson Plumbing =R =
[ wilson Plumbing Wison Plumbing Balance Due: $21,719.20
' Customer Information 100 Portage Last Statement Date: Hever
- Payment Options Riverside, CA 92505 Total Active RMR : £71.00
=7 8ill To Total Active RAR : $852.00
E-52] Wilson Plumbing (734) 555-1219 ) )
- Customer Type: Commercial
- Stﬂ Contacts Customer Since: 10/18/2008
= ites
= . . Salesperson: Waylon Walters
-] (1) Wilsen Plumbing .
-7 (2) Wilsan Flumbing Last Payment Rec'd: $3,350.00 (11/28/08)
L] Activity Ledger Bill Contacts
[ Aging Title Contact Phone Ext E-Mail
g Collections
= a Contacts Open Invoices $22,274.19
L L‘] Credit Memos Invoice # Site Name Description Date Amount Net Due
[ Deferred Income (Unposted) 711006 Wilson Plumbing Installation Services 12112008  §17,081.40 §17,081.40
3 E Documents 711007 Wilson Plumbing Installation Services 12112008 §5,040.00  $5,040.00
= EFT Hist 711009 Wilson Plumbing Recurring Services 12/12/2008 §135.40 136,40
. istory 711305 Wilson Plumbing Recurring Services 1/7/2009 £31.39 £16.39
{7 Inner Office Message
& Tnvoices Open Credits ~ $554.99
- Jobs Credit # Site Hame Credit Type Date Amount Balance
-} Journal Detail Wilson Plumbing CASH 11/28/2008 §36.38 £4.99
17 Journal Sammary Wion phming -
] _ Notes 2 Wilson Plumbing ADVDEP 11/25/2008 $§500.00 $§500.00
. J Payments Open Tickets Refresh
@ Recurring Ticket # Site Name Problem Code Date City, State Status
_ﬁ Recurring History
L Refunds Open Jobs
=] Sedona Event Log Job # Site Hame Type Status Units Install
Service 342 Wilson Plumbing COM New Install Job Com... 10 0.00
L Systams 346 Wilson Plumbing COM New Install Receive ... 7 0.00
347 Wilson Plumbing COM New Install NJA Awaiting ... 0 0.00
354 Wilson Plumbing COM New Install Awaiting ... 0 0,00
360 Wilson Plumbing COM New Install Awaiting ... 0 0.00
31 Wilson Plumbing COM New Install Awaiting ... 1] 0,00
Page 198 of 330 Last Revised: March 7, 2009

V5.2.60



SedOhaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

2. Apply Customer Credit Form - The Apply Customer Credit form will be displayed with
a list of all open invoices to which the Credit Memo may be applied. In the header
area of this form, the Apply Date will default to today’s date; this date may be
overridden if necessary.

Apply Customer Credits - Apply Credit Memo to Invoice(s): Figure 164

p— m—
&) Apply Customer Credit 2435 ==
Credit Amount and Balance

Wilson Plumbing

100 Portage Credit Amount 50.00

Riverside, CA 92505

Balance 0,00
Credit Date 1/7/2009

Credit Memo Apply Date 2/1/2009 E

Invoices l Other ]
Invoice List £
Site Mame Invoice # Date Amount Met Due Payment
Wilson Plumbing 711006 12/11/2008 17031.40 17031.40
Wilson Plumbing 711007 12112008 5040.00 5040.00 |
Wilson Plumbing 711009 12f12/2008 136.40 136.40) 50.00
Wilson Plumbing 711305 1/7/2008 31.39 15.39
-
Auto | Clear |
Memo
Save Close

3. Apply Amounts to Invoices - In the Payment column of the Invoices tab on the line of
the invoice to which the Credit Memo will be applied, type in the amount to be
applied to the invoice. The application will not allow the entry of an amount greater
than the amount displayed in the Balance field in the header section. The User has
the option of pressing the Auto button located at the lower right of the form to
apply the Credit Memo; the amount will be applied to the oldest invoices first if an
exact invoice balance amount does not match the Credit Memo amount.

Page 199 of 330 Last Revised: March 7, 2009
V 5.2.60



: Accounts Receivable
SedOnaOfflCe Reference Guide

The #1 Financial Software for Security Companies

4. Memo Field - If desired the User may enter information into the Memo field in the
Footer section.

5. Save - When finished, press the Save button located at the bottom of the form.

Where Unapplied Credit Memos May Be Applied: Table 4

Customer | Misc. G/L | Advance Unapplied Refund

Invoices Deposit Cash Check
Credit Memo Yes Yes No No Yes
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Apply Unapplied Credit Memo- To Other Items
To apply an Unapplied Credit Memo to a Miscellaneous G/L Account or a Refund Check,
open the desired customer record and follow the instructions below.

1. Select the Credit Memo to Apply - Once the Customer Explorer record is open,

within the Active Pane area under the Open Credits header, highlight the unapplied
Credit Memo to be applied, right-click and select the Apply option.

Customer Explorer - Apply Unapplied Credit Memo: Figure 165

&) 2435 Wilson Plumbing == EoE =<7
= Wilsen Plumbing Wilson Plumbing Balance Due: $21,719.20
1) Custorner Information 100 Portage Last Statement Date: Never
Payment Options Riverside, CA 92505 Total Active RMR : $71.00
Bill To T i .
: - otal Active RAR : $852.00
a-| Wilson Plumbing (734} 555-1219 . i
T Customer Type: Commercial
& Contacts Customer Since: 10/18/2008
Sites Salesperson: Waylon Walters
1) Wilson Plumbin )
e g Last Payment Rec'd: $3,350.00 (11/28/08)
Bill Contacts
Title Contact Phone Ext E-Mail
|1y Collections
-5 Contacts Open Invoices $22,274.19
-~f&] Credit Memos Invoice # Site Name Description Date Amount Net Due
5 Deferred Income {Unposted) || 711006 Wilson Plumbing Installation Services 12/11/2008  §17,081.40 $17,081.40
-3 Documents 711007 Wilson Plumbing Installation Services 12/11/2008  §5,040.00  $5,040.00
= T Hist 711008 Wilson Plumbing Recurring Services 12/12/2008 £136.40 £136.40
s Istory 711305 wilson Plumbing Recurring Services 1/7/2009 $31.39 516.39
-7 Inner Office Message
=] Invoices Open Credits ~ $554.99
- Jobs Credit # Site Name Credit Type Date Amount Balance
L | Journal Detail Wilson Plumbing CASH 11/28/2008 £36.38 $4.99
"7 Tournal Sammary Wileon lamiing lceepmr | ifzoos | oo |
B 342 Wilson Plumbing ADVDEP 11/26/2008 $500.00 £500.00
-] Notes
) Payments Open Tickets Refresh
&% Recurring Ticket # Site Name Problem Code Date City, State Status
__; Recurring History
1}, Refunds Open Jobs
7] sedona Event Log Job # Site Name Type Status Units Install
3P Service 342 Wilson Plumbing COM New Install Job Com... 10 0.00
w2 Systems 346 Wilson Plumbing COM New Install Receive ... 7 0.00
347 Wilson Plumbing COM New Install N1A Awaiting ... 0 0.00
354 Wilson Plumbing COM New Install Awaiting ... 0 0.00
380 Wilson Plumbing COM New Install Awsaiting ... 0 0.00
361 Wilson Plumbing COM New Install Awaiting ... 0 0.00

Page 201 of 330 Last Revised: March 7, 2009

V5.2.60



: Accounts Receivable
Sedona OfflCe Reference Guide

The #1 Financial Software for Security Companies

2. Apply Customer Credit Form - The Apply Customer Credit form will be displayed.
Select the Other tab of this form. In the header area of this form, the Apply Date will
default to today’s date; this date may be overridden if necessary.

Apply Customer Credits - Unapplied Credit Memo - "Other" Tab Options: Figure 166

&) Apply Customer Credit 2435 [=3=
Credit Amount and Balance -

Wilson Plumbing

100 Portage Credit Amount 4,95

Riverside, CA 92505
Balance 0.00
Credit Date 11/28/2008

Unapplied Cash Apply Date 2/1,/2003 J

Invoices  Other l

T v Miscellaneous 3 i{ I Advance Deposit —

GL Account | 30199 ﬂg Job
Bad Debt Expense
Category Code | GRA j Amo
Arr

Amaunt 4,00

| Refund Check =]

Memo

Save | Close |

3. Select the Application Option - Select the checkbox to the left of the option where
the unapplied Credit Memo will be applied. The User may apply all of the unapplied
Credit Memo to one option or divide the amount between multiple options. The
entire amount of the unapplied Credit Memo does not have to be applied. Any
unapplied amounts will remain as an Unapplied Credit Memo on the customer

account.
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4. Save - When finished, press the Save button located at the bottom of the form.

Where Unapplied Credit Memos May Be Applied: Table 5

Customer | Misc. G/L Advance Unapplied Refund

Invoices Deposit Cash Check
Credit Memo Yes Yes No No Yes
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Apply Advance Deposit- To Invoices
To apply an Advance Deposit to one or more customer invoices, open the desired
customer record and follow the instructions below.

1. Select the Advance Deposit to Apply - Once the Customer Explorer record is open,
within the Active Pane area under the Open Credits header, highlight the unapplied
Advance Deposit item to be applied, right-click and select the Apply option.

& Important Note:

Before applying an Advance Deposit to an invoice, make certain the invoice selected
for the application is for the job number associated with the cash saved as an Advance
Deposit.

Customer Explorer - Apply Advance Deposit: Figure 167

o 2435 Wilson Plurnbing =RE=E ===
wilson Plumbing Wison Pumbing Balance Due: £21,719.20
) Custarmer Infarmation 100 Portage Last Statement Date: liewer
= Payment Options Riverside, CA 92505 Total Active RMR : §71.00
& Bl To Total Active RAR : $852.00
rrgEp (734) 555-1219 ot . ; 3
= ;\"I“" Plumbsng Custorner Type: Commercial
- Lf Contacs Custorner Since: 10/18/2008
- f
Salesperson: Waylon Walters
+ {1) Wilsan Plumbing ot o P 3
@[ {2) Wilson Plumbing Last Fayment Rec'd: £3,350.00 {11/28/08)
L Activity Ledger Bill Contacts
| Aging Tithe: Contact i Phone Ext E-Mail
iy Coltactions Job Invoices
Cantacts Open Invobces sl?,l?d-.]!’_-'-./—‘
= Cradit Memas Mate Amount Net Due
Lo} Deferred Income (Unpasted) TII00G Installation Services IH1Y0E  $17,081.40  $17.08L.40
= ments F1007 Plumbing [rstallation Sernces 131008 5,040.00 §5,040.00
" EFT History m LN 122008 $135.40 £136.40
e . 711305 Wilson Plumbing Ao Services L2005 £31.39 §16.39
{4 Inner Office Message b e L
= Invaices Open Credits  $554.99
?J Jobs hh Number Date Amount Balance
L} Journal Detail 11282008 36,38 $4.99
LJ Journal Summary 1/7/2009 £50.00 $50.00
@2 Notes | 1u/26/2008 | $500.00 | $500.00 |
G Payments
% Recurring Date City, State  Status
‘; Recurring History
Refunds
D Sedona Event Lag Job & Site Hame Type Status Units Install
& Service 342 ‘Wikson Plumbing COM New Instal Job Com... 10 0.00
I —— 346 Wilsan Plumbing OOM New Instal Receive ... 7 0.00
37 Wilson Plumbing COM Hew Irstall NJA Aveaitng ... [ 0.00
354 Wikson Plumbing COM New Instal Avpiting ... 0 0.00
350 Wilson Piumbing O0M New Install Aneaiting ... [ 0.00
361 Wikson Plumbing (O0M New Install Avnitng ... 0 0.00
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2. Apply Customer Credit Form - The Apply Customer Credit form will be displayed with
a list of all open invoices. In the header area of this form, the Apply Date will default
to today’s date; this date may be overridden if necessary.

Apply Customer Credits - Apply Advance Deposit to Invoice(s): Figure 168

&) Apply Customer Credit 2435

Credit Amount and Balance

Wilson Plumbing

100 Portage Credit Amount 1500.00
Riverside, CA 92505
Balance 10.00
Credit Date
Advance Deposit Apply Date [pr1j2009 El
Invoices ] Other ]
Invoice List .
Site Mame Invoice # Date Amount MNet Due Payment
Wilson Plumbing 711006 12/112008 17081.40 17081.40 500.00
Wilson Plumbing 711007 12f11/2008 5040.00 5040.00
Wilzon Plumbing 711009 1212/2008 136,40 136.40 [\, w
Wilzon Plumbing 711305 1/7/2009 31.39 16.39
Auto ‘ Clear

Memao

3. Apply Amounts to Invoices - In the Payment column of the Invoices tab on the line of
the invoice to which the Advance Deposit will be applied, type in the amount to be
applied to the invoice. The application will not allow the entry of an amount greater
than the amount displayed in the Balance field in the header section.
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4. Memo Field - If desired the User may enter information into the Memo field in the

Footer section.
5. Save - When finished, press the Save button located at the bottom of the form.

Where Advance Deposits May Be Applied: Table 6

Customer | Misc. G/L Advance Unapplied Refund
Invoices Deposit Cash Check
Advance Deposit Yes Yes No Yes Yes
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Apply Unapplied Advance Deposit- To Other Items
To apply an Unapplied Advance Deposit to a Miscellaneous G/L Account, Unapplied Cash
or a Refund Check, open the desired customer record and follow the instructions below.

& Important Note:

Before applying an Advance Deposit to an Other item, make certain this is the
appropriate action. The most typical reason to move a Advance Deposit to an Other
Item would be if the Job for which the Advance Deposit received was cancelled or if
the customer paid an amount that was greater than the total amount invoiced for the
entire Job or if the initial Advance Deposit was saved to the incorrect Job number.

If the Advance Deposit was initially saved for the incorrect Job number, you must
transfer the amount from Advance Deposit to Unapplied Cash then apply the
Unapplied Cash to a new Advance Deposit for the correct Job number.

1. Select the Advance Deposit to Apply - Once the Customer Explorer record is open,
within the Active Pane area under the Open Credits header, highlight the Advance
Deposit to be applied, right-click and select the Apply option.

Customer Explorer - Apply Unapplied Advance Deposit: Figure 169

e 2435 Wilson Plumbing El@
_ Wilson Plumbing \Wison Plumbing Balance Due: $21,719.20
-1 Customer Information 100 Portage Last Statement Date: Never
‘e'| Payment Options Riverside, CA 92505 Total Active RMR : $71.00
B3 8ill To (734) 555-1219 Total Active RAR : $852.00
E 'y;J\Ison Plumbing Customer Type: Commercial
5 Stﬂ Contacts Customer Since: 10/18/2008
= ites
Salesperson: Waylon Walters
(1) Wilson Plumbing . - P,
+ : 5 /28/08)
-0 (2) Wilson Plumbing Last Payment Rec'd: $3,350.00 (11/28/08)
L[ Activity Ledger Bill Contacts
~[E Aging Title Contact Phone Ext E-Mail
~{1 Cellections
3 Contacts Open Invoices $22,274.19
& Credit Memos Invoice # Site Name Description Date Amount Net Due
([ Deferred Income (Unposted) | 711006 \:.ﬂlson Plumbing Instalaton Services 12/11/2008  §17,08L40  §17,081.40
I} Documents 711007 Wilson Plumbing Installation Services 12/11/2008 §5,040.00 $5,040.00
o EFT Hist 711009 Wilson Plumbing Recurring Services 12/12f2008 $136.40 $136.40
. Istory 711305 wiilson Plumbing Recurring Services 1/7/2009 £31.39 516,39
[ Inner Office Message
~[&] Invoices Open Credits  $554.99
M 1obs Credit # Site Name Credit Type Date Amount Balance
L] Journal Detail Wilson Plumbing CASH 11/28/2008 536.38 54,99
~JI] Journal Summa 711311 wilson Plumbing REQI] 1/7/2008 $50.00 $50.00
i L o i S —— Lo 11726/2008 | $500.00 | $500.00 ]
Apply
’) Payments Open Tickets =T
"?7 Recurring Ticket # Site Name Problem Code Date City, State Status
~{4 Recurring History
Refunds Open Jobs
H Sedona Event Log Job # Site Name Type Status Units Install
P service 342 Wilson Plumbing COM New Install Job Com... 10 0.00
2 Systams 396 wilson Plumbing COM New Install Receive ... 7 0.00
347 Wilsan Plumbing COM New Install NIA Awaiting ... 1] 0.00
354 Wilsan Plumbing COM New Install Awaiting ... 1] 0.00
380 Wilson Plumbing COM New Install Awaiting ... 1] 0.00
361 Wilson Plumbing COM New Install Awaiting ... ] 0.00
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2. Apply Customer Credit Form - The Apply Customer Credit form will be displayed.
Select the Other tab of this form. In the header area of this form, the Apply Date will
default to today’s date; this date may be overridden if necessary.

Apply Customer Credits - Unapplied Advance Deposit - "Other" Tab: Figure 170

e
a Apply Customer Credit 2435 (==3a]
— Credit Amount and Balance

Wilson Plumbing

100 Portage Credit Amount 500,00

Riverside, CA 92505
Balance 500.00
Credit Date 11/26/2008

Advance Deposit @Dly Date 2/1/2009 E] )

Invoices Other ]

- [ Miscellaneous - [ Advance De
Account 16k

oA J g [+ | =
= Amount [
[T Refund Check - - |v Unapplied Cash = -
Amount ey W
Pay To J

Memao

== | Close |

3. Select the Application Option - Select the checkbox to the left of the option where
the Advance Deposit will be applied. The User may apply the unapplied Advance
Deposit amount to one option or divide the amount between multiple options. The
entire amount of the unapplied Advance Deposit does not have to be applied. Any
unapplied amounts will remain as an Unapplied Advance Deposit on the customer

account.
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4. Save - When finished, press the Save button located at the bottom of the form.

Where Advance Deposits May Be Applied: Table 7

Customer | Misc. G/L Advance Unapplied Refund
Invoices Deposit Cash Check
Advance Deposit Yes Yes No Yes Yes
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Applying Unapplied Items - Accounts Receivable

A User may view and apply any Unapplied Cash, Credit Memos or Advance Deposits
from a listing accessed from the Accounts Receivable/Unapplied Cash/Credit menu
option. The User must have security permissions to be able to use this function. The
instructions for applying amounts to customer invoices or Other items is the same as
described when applying an unapplied item from the Customer Explorer. Once the
Unapplied Item is selected from the Customer Cash/Credit List, follow the steps found
earlier in this section to apply the Unapplied Item.

1. Navigate to the Main Application menu tree and select the Unapplied Cash/Credit
menu option.

Unapplied Cash/Credits - Accounts Receivable Option: Figure 171

File Edit View SedonaOffice Customer Query Tools Window Help
LYW KN~ ¥ IRl 1 ]| # |
bedonaCffice (=]
E CIM Security

-¢& Accounts Receivable

=] Credit Memo

----- fﬁ Cycle Invoicing

----- T | EFT Processing

----- { |5 Finance Charge
= Invoicing

----- [ Make Depaosit

- Payment Processing
{8 Print Invoices

[l General Ledger
#¢44 Accounts Fayable
[*-4528 Inventory
E1-4%7 Job Management
E
“ 'mg_:_ment
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2. The Customer Cash/Credit List will be displayed. This listing displays all customers
with unapplied items; Unapplied Cash, Unapplied Credit Memos or Unapplied
Advance Deposits. Each unapplied item is listed separately for each customer.

The Amount Due column is the total A/R balance on the customer account. If the
Amount Due column is zero, no applications may be made to invoices. A User may
sort the Customer Cash/Credit List by Amount Due to make it easier to find the
customers for whom items may be applied.

When Job invoices are created through the Job Billing process, the User has the
option of applying any Advance Deposits for the job at the time of invoice creation.
If the Advance Deposit was posted to the customer account after the Job invoice
was created, this option may be used to apply the Advance Deposit to the Job

Invoice.
Unapplied Cash/Credit List: Figure 172
1 Custormer Cash/Credit List E=RECE x|
Customer Mumber |C|.=uma:~lm\-= |Cr=dt:ype | Amount aﬁanc=| Dau|R.=’l=renc= | Amm.nlDl.ne|
10000 Sweet Afton Teahouse Uinap Cash 12000.00 1200000 12/30/2008 w05.07
100011 Wyman, Benjamin Unap Credit TEOO 7500 U200 1062 B10.04
10002 It D Ay Dép 3000.00 3000.00 1202008 107 389,39
10003 ‘Winters, Harmet Al Dep B00.00 300.00 202009 104 277141
10005 Ashley, Desire Adv Dep $00.00 F00.00 N20/2009 110 455,32
10012 Aldrich,. Scott Adv Dep 600.00 150000 12002009 113 0.00
10014 Aghion Jewelers Ady Dep 5000.00 S000.00 V20 120 0.0
10021 Benmett, Victor & Vichonia Aty Dep B00.00 1300.00 1202009 114 0.00
waz7 Better Valoe Skateboard ... Acv Dep 3B00.00 500.00 L0009 118 0.0
10035 Avend, Jeff Adv Dep B00.00 15600.00 202005 118 008
10040 Badck Bay Estate Jewslers Unap Cash 5000.00 S000.00 1202005 0.00
10057-3 ‘Waish Tires Ady Dep 12000.00 12000.00 Va0 123 b by
10059 Johrison, Mchasel Unap Cash 052 0.52 1201 0.00
Total Advanced Deposits $30,300.00
Total Credit Memo £75.00
Total Unappded Cash §17,000.52
Total Credit Amowsnt $47,375.52
v |[Co=1
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3. Select the Unapplied Item — Either highlight the Item and press the Apply button
located at the lower right of the form, or double-click on the Unapplied Item.

4. Apply Date — The Apply Customer Credit form will be displayed. In the Header area,
the Apply Date will automatically default to today’s date; this date may be

overridden if necessary.

5. Apply to Invoices — In the Payment column enter the amount to apply to the invoice.

Applying Credits from the Unapplied Cash/Credit List: Figure 173

P
&) Apply Customer Credit 10000

Sweet Afton Teahouse
420 Forest
Plymouth, MI 48170

Unapplied Cash

Invoices 10&_1&r 1

- Credit Amount and Balance -

Credit Amount 12000,00
( Balance 11590.93 _)

Credit Date 112!30112008
@lv Date [2/1/2009 o= | )

Invoice List

Site Name Invoice # Date Amount Met Due Payment 1
Sweet Milie Teahouse 1044 1/11/2009 195.00 195.00 195.00
Sweet Afton Teahousze 1072 1/15/2009

214.07 214.07 214.07

Memo
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6. Select the Other Application Option — If the User is not applying amounts to invoices,
navigate to the Other tab. Select the checkbox to the left of the option where the
Unapplied Item will be applied. The User may apply the entire amount to one option
or divide the amount between multiple options. The entire amount of the

Unapplied Item does not have to be applied. Any unapplied amounts will remain as
Unapplied Items on the customer account.

7. Save - When finished, press the Save button located at the bottom of the form.
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General Ledger Transactions - Applying Unapplied Items

Once a Credit Memo, Unapplied Cash or an Advance Deposit has been applied, the
Journal Entry created may be viewed from the Account Register located in the General
Ledger module options. The debits and credits created by the application of the credit
item may be viewed from the Journal Detail of the Customer Explorer record.

Journal Entry created by the application of a Credit Memo to an Invoice

Journal Entry - Credit Memo Applied to an Invoice: Figure 174

& Journal Entry (ABC Alarm) = ol ="
Register Mo, 175 Regitter Type: CRMEMO
L] lournal Information
Branch |.g.,

Qate |3/1/2009
Erimary 20130
Accoount

Linanpled Cradt™
Reference  |[4n

[ Show lob Costrg ¥ [Ehow Branches]

General Ledger -
AtCount [ | owt | cedt | memo  |erenh | category
NETE Unappled Credt® 5.00 cA

LED | | Aecounts Reefvabe® 29,00 A

Totkal § 25,00 § 25.00
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Journal Entry created by the application of a Credit Memo to a Refund Check

When a Credit Memo is applied to a Refund Check, the G/L Account used for the credit
side of the transaction is located in SedonaSetup / G/L Account Defaults for A/P. Once

the refund check is printed, the Customer Refunds account will be debited. If all refund
checks have been printed, the Customer Refunds account balance should be zero.

Journal Entry - Credit Memo Applied to a Refund Check: Figure 175

D Journal Entry (ABC Alarm) F=8EO8 "™
Register No. 152 Register Type; CRMEMO

L] Jounal information

Branch fca
Late [3712009
Primary [20130
Astoount

LUnacpled Credit”
Reference |53y

| General Lodger -
Account | ] Deseription | Debit | credt | Memo Branch | Category
I p |20130 Unappled Credit™ 25,00 Ca
|_ 24000 [ | customer nefumes= | 25.00 CA
Total § 25.00 $ 2500
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Journal Entry created by the application of a Credit Memo to a Miscellaneous G/L
Account

In the example provided below, the Credit Memo was applied to a Late Fees income
account.

Journal Entry - Credit Memo Applied to a Misc. G/L Account: Figure 176

O Joumal Entry (ABC Alsrm) |F=3 808 "=~
Register No. 154 Register Type:  CRMEMO

LJ Joumal Informatien

Branch Ica
[ate [arrz000
Brimary [z0130
Acceount

Lhagpbed Cregt™
Reference o)

[~ Show Job Costing W Show Branches

General Ledger =
Acrount [ | pebt | credt | Memo  [Beanch | Cabegory [
» |20130 Unagehed Credit™ 10.00 caA
[ |00 Reverwe, Late Fees | | 10.00 |ca
Total % 10.00 % 10.00
-
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Journal Entry created by the application of Unapplied Cash to an Invoice

Applying unapplied cash to an invoice will debit the Unapplied Cash account and credit
the Accounts Receivable account assigned to the invoice to which it was applied.

Journal Entry - Unapplied Cash Applied to an Invoice: Figure 177

D Journal Entry (ABC Alarm) [F=% §oR =]
Register No. 165 Regizter Type:  UNAP
LJ- Journal Informabion
Brandh F:,.,
Date [3i1/2009
Erimary [z0120
Acooount
Lharpded Cash™
Reference 3
[ Show Job Costing ¥ Show Branches
|' General Ledger -
Aceeunt | O meseripption: | pett | credt | Mema  |Branch CatEgery H
NEES Unappéed Cash™ 25.00 | [
13000 Azcounts Recarvable™ 25.00 CA
| ,
Tatal 25,00 % 25,00
_ o |
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Journal Entry created by the application of Unapplied Cash to an Advance Deposit

Journal Entry - Unapplied Cash Applied to an Advance Deposit: Figure 178

&) Journal Entry (ABC Alarm) ==ron = |
Register Mo, 155 Regisher Type:  UNAP
L] Jeurnal Information
Bramch p:,g,
Dete 3712005
Brimary |20120
Aoooount
Unanpded Cash ™
Reference |-‘-
I Show Job Costing [ Show Branches
General Ledger -
Account Descrpbon | petit | crest | Memo [meanch | category
b [20120 Unapelied Cash™ 20,00 CA
20110 Afvanced Depost™ | 20.00 |ca
Toral % 20,00 % 20,00
_ g |
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Journal Entry - Unapplied Cash Applied to a Misc. G/L Account: Figure 179

O Journal Entry (ABC Alarrm) f= e e
Register No. 157 Register Type:  UNAP
L Journal Information
Bramch kca

Dote ET
Erimary 20120

ACCroume

Reference |3

9 bk
Revense, Late Fees 5.00 = | Admnsstraton

Tatal % 5,00 % 500
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Applying an Advance Deposit to a job invoice will debit the Advanced Deposit account
and credit the Accounts Receivable account assigned to the invoice to which it was

applied.
Journal Entry - Advance Deposit Applied to an Invoice: Figure 180
) Joumal Entry (ABC Alarm) =sicn = |
Register No. 153 Register Typs:  ADVDEP
L] Journal Information
Bransh Y
Rate Bz
Erimary [20120
Accoount
Advianced Deposit™
Reference |3
[ Shaw Jeb Costing R Shew Branches
Genersl Ledoer Job Costing -
Account | [ Descripbon [ Debit [ credit [ mema [ arand | Category Job [ Tyme |Saesperson ]
p 210 | |Advanced Depowt® | 10,00 = i L
[ 1000 Accounts Recenvabie® | 10.00| [ea ] 100 o
-|
Total % 10,00 % 10.00
_ G |
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Journal Entry - Advance Deposit Applied to Unapplied Cash: Figure 181

Branch
Date

Brimary
ACCOmNT

Reference

&) Jounal Entry (ABC Alarm)
Register No, 159

Lf Journal informaition

fca

|371/2009

|20110

™ Shew Job Costing

Register Type: ADVIEFR

W Show Branches

oo =]

General Ledger

Dt

Credit

Mema | Branch | Categary

]"'

rili]

Argount Descrbon |
20110 Advanced Deposit®

5.00

5.00

A

Total

§ 5.00

§ 5000
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Journal Entry - Advance Deposit Applied to a Refund Check: Figure 182

(O Journal Entry (ABC Alarm) =N R 5|
Register Mo, 1591 Register Type:  ADVDEP

L] Journal information

Branch ca
[ate |371,/2009
Erimary (20110
Asonmmt
Advanced Deposit
Reference 3
[~ Show Job Costing ¥ Show Branches
General Ledger i'[
Account | (] pescription | pebit | credt | Memo  [Beanch | Eategory
b [2010 dchvanced Depost® 5.00 [ A
| 24000 E Customer Refnds® | [ 5.00] [ea
Talal % 5.00 % 500
g |
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Journal Entry - Advance Deposit Applied to a Misc. G/L Account: Figure 183

O Joumal Entry (ABC Alatrn) o =
Regisber o, 133 Registes Type:  ADVDER
LJ: Joumnal Information
Branch [U,
Date 312009
Erimary {20110
Acocount
Advanced Depost™
Reference |3
I Enaw Job Costrg) W Shew Branches
Garwr sl Lagdger -
Account [ ] Descrigton [ et | credt [ Memo [manch | Category =
* 20110 Advanced Deposit™ .00 CA
| zzs00 [ |pemitsFees Lisbity | .00 cA Irstalataon
Total % 5.00 £ 5.00
_ G|
Page 223 of 330 Last Revised: March 7, 2009

V5.2.60



SedOnaOffice Accounts Receivable

The #1 Financial Software for Security Companies REference G u Ide

Finance Charges

Section Contents

® Finance Charges Concepts & Terminology
® Related Setup Tables
® User Security Options
® General Ledger Transactions
® How To
® Generate Finance Charges
® Ppost Finance Charge Invoices
® Print Finance Charge Invoices

® Mark Finance Charge Invoices as printed
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Finance Charges Overview

The Finance Charge program is used to generate an invoice on a customer’s account for
customers who have become delinquent. Finance Charge invoices are created and
posted in one batch. If the customer meets the rules you have defined, an invoice will
be created and posted to the customer’s account. If the customer does not pay the
finance charge, it will need to be credited off manually.

Generating Finance Charge invoices is a three-step process; first the Finance Charge
batch is generated, next the invoices are posted, and lastly the Finance Charge invoices
are printed. Printing the Finance Charge invoices is optional however you must remove
these invoices from the print queue manually if you opt not to print.

& Important Notes:

1. If your company sends monthly statements to your customers, make certain to
generate the Finance Charge invoices prior to generating statements.

2. If the Finance Charge invoices are to be printed, make certain to print all “Other”
type invoices in the Invoice Printing Queue prior to generating the Finance Charge
invoices.

If it is preferred to assess late charges without creating an invoice for the customer,
refer to the topic on Late Fees found within the Statements section of this Reference
Guide.

Related Setup Tables
Below is a list of the setup tables impacting the Finance Charge process.

® |nvoice Item

® |nvoice Item Type
® |nvoice Description
e Tax Group

e Tax Table
e (Category
® Branch

e Chart of Accounts
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User Group Security Options

For a User to be able to generate Finance Charge Invoices, certain security privileges
must be granted to the User through the User Group Security options within
SedonaSetup. The following User Group Security options located within Application
Access/AR security options section pertain to Finance Charges.

* Finance Charge — permits the User access to the Finance Charges option from
the Accounts Receivable menu and generate Finance Charge invoices.
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How To

Generate Finance Charges
Follow the instructions below to generate a list of customers who qualify for a finance

charge invoice.

1.

Navigate to the Main Application Menu and select Accounts Receivable / Finance
Charge.
Setup Finance Charge Rules — The Finance Charge form will be displayed with the

Finance Charge Information form (tab). The information that defaults into this form
originates from SedonaSetup Finance Charges Setup; the User may override the
values defaulted into this form.

Aging

In this section you will set the number of days past due an invoice must be for a
finance charge to be assessed. The User will specify the As Of Date; the invoice must
be past due by the minimum days past due entered on this date to be considered for
a finance charge.

Invoices

In this section the User has the option of selecting all invoices or only invoices dated
as of a particular date to be considered during the finance charge generation. If
selecting All Invoices, only the invoices that meet the rules set in the Aging area will
be considered for finance charges.

Re-Charge Finance Charges Option — if this checkbox is selected, prior finance
charge invoices that have not been paid will be considered and may have a finance
charge assessed against them if they meet the rules in the Aging area.
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Amounts

Minimum Invoice Balance: Specify the minimum balance on an invoice that will be
considered for finances charges.

Annual Interest Rate — Specify the interest rate that will be used to calculate the
finance charges.

Minimum Charge (Optional) — If an amount is entered in this field, this would be the
minimum amount a finance charge invoice will generated. Any calculations greater
than the minimum charge entered will generate for the exact calculation.

For example, the finance charge calculation using the Annual Interest Rate is $1.21
for a particular invoice; if a minimum charge of $5.00 was entered, the customer will
receive a finance charge invoice for $5.00.

3. Calculate Finance Charges - Once all information has been entered on the Finance
Charge Information form, press the Get Totals button located at the lower right of

the form.
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Finance Charge - Setup Information Form: Figure 184

Fa Finance Charge @

Finance Charge Information l Tc-tal_s] Invoice Information

Last Finance Charge Date

| 11/1/2008
Aging

Minimum Days Past Due |3q As of [1/31/2009 d
Invoices

{* Indude All Invoices

(" Indude Invoices After Q

[~ ReCharge Other Finance Charges

Amounts

Minirnum Invoice Balance 0.01
Annual Interest Rate 18.00
Minimum Charge £5.00

Get Totals
Close

4. Review the Finance Charge Results - The Totals form will automatically be displayed.
All customers with invoices that met the rules will be displayed in the Totals list. If
there are customers in the list for which you do not want to generate a finance
charge invoice, highlight the customer row and press the Remove From List button

located at the bottom of the form.
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Finance Charge - Totals List: Figure 185

e Finance Charge
Finance Charge Information ~ Totals | Invoice Information i
Number of Invoices to be Created |4571
Total Amount of Invoices igrggslzp_
Customer Mum... i Mame i MNet Due i Finance Charge i
11000 Michael Macinaw 229.00 5.00 |E|
111222 Los Angeles County 122.00 5.00 k-
13000 Ashley, Desire 10454.38 156,82
2000 Craig, Lori 28.95 5.00
2001 Dodds, William 130.61 5.00
2002 Forne, Christopher 143.80 5.00
2003 Gregg, Jil 217.11 5.00
2004 Jacks, Wiliam 31.95 5.00
2005 Jacob, Michael 217.11 5.00
2006 Jonah, Jennifer 129.80 5.00
2007 Jones, Lisa 217,11 5.00
2008 Kelly, Apri 373.44 5.60
2009 Lands, Ralph 173.86 5.00
2010 Loetz, William 129.80 5.00
2011 Lorne, Robert 9213.54 138.20
2012 Marin, Jil 161.75 5.00
2013 Mills, Lori 217,11 5.00
2014 Moore, Carolyn 161.75 5.00
2015 Ponds, Robert 217.11 5.00
2016 Rouge, Ruth 263.60 5.00
2017 Simms, Frances 217.11 5.00
2018 Smith, Joseph 161.75 5.00
2019 Wwills, Tl 19.62 5.00
2020 Craig, Frances 76.63 5.00
2021 Dodds, Ruth 44,11 5.00
2022 Forne. Donald 161,75 5.00 =
' Remove From List | } Edit |
e ——"
Close I
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5. Generate the Finance Charge Invoices - Select the Invoice Information tab to enter
the invoice posting information. All fields are required except for the Memo field.
When finished, press the Create Invoices button located at the lower right of the
form. A confirmation message will be displayed; press the Yes button to confirm. A
Status box will be displayed showing the percentage of completion.

If the User does not want to generate finance charge invoices at this time, press the

Close button and no invoices will be created.

Finance Charge - Invoice Information Setup: Figure 186

E Finance Charge @
Fiiance Charge Infarmation | Tm;l Invoice Information |

Totals
Mumber of Invsces to be Created [4c3
Total Amount of Invoces W

Irnvoeoe
Date 2iy2009 [t
songoute S —
Category GRA |
AR Accoent [vaeea e [t
Terma Due On Recept =]
Irnvcice Tpem [ Late Fee =]
T el —
Deserton [<ate Charges =]
Memo Your account i delinguent and has been assessed

Create Irvoices |
o |
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Finance Charge - Create Invoices Confirmation: Figure 187

Finance Charge E

@ Are you ready to create Invoices for these finance charges ¥

Yes Mo Cancel

Print Finance Charge Invoices

All invoices created by the Finance Charge program are automatically flagged to appear
in the invoice printing queue. Follow the instructions below to print the finance charge
invoices or to remove them from the print queue if the invoices will not be printed.

Print Invoices

Navigate to the Main Application menu tree and select the Accounts Receivable / Print
Invoices menu option.

[ SedonaOffice
File Edit View S5SedonaOffice Customer Query Tools Window Help

LR AT T ARl

Print Finance Charge Invoices — Navigation: Figure 188

| i |

SedonaOffice (=]

----- i} Finance Charge
=] Invoicing
1 Make Deposit

(= + O
)

Print Invoices

—Sta b
----- Unapplied Cash/Credit
ﬁ Credit Off Invoices

H General Ledger

t| Accounts Payable
F-408 Inventory

t| Job Management

Tl T oo [ T T

- mement
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1. Select Print Options — The Select Invoices from will be displayed. Un-check the Select
All Invoices checkbox. Select the Type checkbox; un-check all invoices types except
the type of Other. Press the Create List button located at the lower right of the

form.

Print Finance Charge Invoices - Invoice Selection Form: Figure 189

eSE =ct Invoices x|
| Select &l Invoices

Branch——— [ Dates
A From [2/1/2009
Brandan | — [ Cycle
Calgary
Califorria Thiu |2__:1__:2.:..:._q [ Service
Edronton
tichigan e
i [ Inwvoice Mumbers [ oty
Winnipeg
Frarm |
Th
[ Hide Inactive Branches ru |
Filker O ptions Sort By b arginz
[v Only Show Invaices in Print Queue | Custamer Murnber =l Intenths of an inch
[ Show ACH Pending Invoices Top Maigin ITﬂ
[ Show BFIS Pending Invoices Left Margi |
[~ Usze lnvoice Background R IT_|

[ Hide Invoices with $0 Balance Due

B ottam Margin ITﬂ

Expart Lizt Create Lizt | LCancel |
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2. Select the Invoices — The Invoice List will be displayed. Select the form on which to

print from the drop-down list (lower left of form) then press the Preview button
located at the lower right of the form to view the Finance Charge invoices prior to
printing to paper.

Print Finance Charge Invoices - Invoice List (to Print): Figure 190

a Invoice List EI@
Invoice List [463 invoices] Customers E
Tag | Type Customer | Invoice # | Invy Date Due Amount Balance | Branch Name Addiess Zip Code
Ik # Other 11000 711357 2A1/2009 | 2/41/2009 $5.00 $5.00(CA Michael Macinaw | 363 Fomest Hills Drive | 92879
Ll M Other 11222 711358 2/1/2009 | 241/2009 $5.00 $5.00| CA Loz Angeles County | P.0. Box 111 30065
Ll ¥ Other 2000 711353 2A1/2009 | 2/1/2009 35.00 $5.00| MI Craig, Lori 1000 Main Street 48170
Ll ¥ Other 200 711360 2/1/2009 | 2/1/2009 $6.00 $5.00|Ca Diodds, william 2600 West Road 92505
Ll ¥ Other 2002 711361 24142009 | 24142009 35.00 $5.00| MI Faorne, Christopher | 1008 Maple Lane 48170
Ll ¥ Other 2003 T11362| 2/1/2009 | 2/1/2009 $5.00 $5.00| CA Grega. Jill 2608 Carmenita Road | 92505
Ll ™ Other 2004 T11363| 2/1/2009 | 241/2009 $6.00 $5.00) Ml Jacks, Wiliam 1016 Briarwood Lane | 48170
Ll M Other 2005 711364 2/1/2009 | 241/2009 $5.00 $5.00| CA Jacob. Michael 2616 Trumball Street | 92505
L] ™ Other 2008 711365 2/1/2009 | 241/2009 $6.00 $5.00/ Ml Jonah, Jenifer 1024 Mason Drive | 48170
Ll ™ Other 2007 T11366| 2A1/2009 | 2/1/2009 $5.00 $5.00(Ca Jones, Lisa 2624 Hang Lane 52605
Ll M Other 2008 T11367| 2/1/2009 | 241/2009 4560 $5.60| Ml Kelly, April 1032 Ravenwood Lar| 48170
Ll ¥ Other 2009 T11368| 2A1/2009 | 2/1/2009 $5.00 $5.00(Ca Landsz, Ralph 2632 Townley 92505
Ll M Other 2mo 711369 2/1/2009 | 241/2009 $5.00 $5.00/ Ml Loetz, wiliam 1040 March Ywiay 48170
Ll ™ Other 2mz TI1370| 2A1/2009 | 2/1/2009 $5.00 $5.00|MI Marin, Jill 1048 Kenrich Cout | 48170
Ll ¥ Other 2m3 11371 2142009 | 241/2009 $5.00 $5.00| CA Mils, Lori 2648 Garden Grove B| 92505
Ll ™ Other 2014 711372 21/2009 | 24142009 35.00 $5.00| MI Maore, Carolyn 1056 Meadow Road | 48170
Ll # Other 2ms 711373 2142009 | 241/2009 $5.00 $5.00| CA Ponds. Robert 2656 Lewis Stest | 92505
Ll ™ Other 20E T11374| 21/2009 | 24142009 35.00 $5.00|MI Rouge, Ruth 1064 Valley Drive 48170
L | M |Dther 2mz 711375 24142009 | 27142009 $5.00 $5.00|Ca Simme. Frances | 2684 Seribner Avenue| 32503
Ll ™ Other 2ms TI1376| 24142009 | 241/2009 $6.00 £5.00/ bl Smith, Joseph 1072 Beechwood 48170
Ll M Other 2ma TI1377| 2A1/2009 | 24172009 $5.00 $5.00|Ca il Jill 2672 /hittier Blwd | 92505
Ll ™ Other 2020 711378 21/2009 | 241/2009 $6.00 $5.00) Ml Craig, Frances 1080 West Road 48170
3 Other 201 711373 2A1/2009 | 2/1/2009 $5.00 $5.00(CA Dodds, Ruth 2680 Sharon Way 52605
I Mther 2R FUIARNT 2442009 1 2442009 250N 5001 k1 Frrme Nanald AMNRA Carmenita Fnad | 40170 AE
4 »
PFrint On List TaGged Items
<) e | wreon| o | | ||| femee | s [ ren ) e | AT | cmes |
S — L% A7

3. Review the Invoices Previewed — All invoices will appear in preview mode; the User

may scroll through the pages prior to printing.
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4. Print the Invoices — When ready to print the Finance Charge invoices to paper, press
the Print & Close button located on the upper toolbar.
A message will be displayed asking the User if the Invoices Printed Correctly and
Should be Marked as Printed; do not select the Yes button until all invoice

printing has completed.

Print Finance Charge Invoices - Print Preview: Figure 191

Pis g
cB=Jacoass S e o-o— mmmrm o
e . 1 ] 3 \ s . 0 . . . - "
Western Security Services T .
231 3¢ Main nvoice
Phomouh. M1 48170
(T34 4348740 (T54) TTLENEH [R— .
' TILEST T e
Cwviomer Nk Dve Dy
R Tl Dhee
. To Mchsed Macmaw Pl 75 Wpstorm Sevwriry Servioes
M@ Forven Hills Drive Faymil Prosising Ol o
Comrama, A 579 PO Dax #7103
Phmeaih, MIT S170
: Amomifaket 0000000 NetDue IX00 U I P N —
[ mncamer N sme Cumicmer X omber 0L b Bavcice Daw [ —
Sbchard A lumay (o] 22008 ik leli ]
i
Quasstiry Dieseriptioa Esie Amount
Michaw! Macesre. 268 Farrars MUl Detve, Corona, CA
100  Lage Fee 00 200
Saen Tx 000
! Paymenn Credn Applied B0
'
b Daie  lnvedoe & Dhecripdion Amoani Halance Dwe
= 112009 TU13ST Late Chargei 5500 15.00
: i ¢ Wl oot o el d has b msessnd Lane
' 1:'131:: Security Services TR i Ml it i A
Plomoub, M1 48170
(T340 4p4-a780 (Ti4) TILAREE
]

Did all of the Tagged Inveices Print Correctly and should they be Marked as
Printed?
Yes I Mo
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Remove Finance Charge Invoices from the Print Queue
If the Finance Charge invoices will not be printed, these invoices should be marked as
printed. If this step is not completed, the next time a User prints invoices, these finance

charge invoices will be in the Print Queue.

Navigate to the Main Application menu tree and select the Accounts Receivable / Print

Invoices menu option.

[ SedonaOffice

File Edit View SedonaOffice Customer

Query Tools Window Help

PmBo SERE 4Hb]|

ISedonaOffice =

|- ¢4 Accounts Receivable
jeaci|

L na

T

----- {15 Finance Charge
| Invaoicing
1 Make Deposit

a3 =) .

Print Invoices

----- Unapplied Cash/Credit
g Credit Off Invoices

t-|@] General Ledger

tl-¢4 Accounts Payable

F-408 Inventory

t-4% Job Management

1 mament

(R e I s B rn N ra

| |
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Select Print Options — The Select Invoices from will be displayed. Un-check the Select

All Invoices checkbox. Select the Type checkbox; un-check all invoices types except
the type of Other. Press the Create List button located at the lower right of the

form.
eSE =ct Invoices @
1 Select All lrvoices
Branch [ Dates
From 13/1/2009
Brandon | — [ Cycle
Calgary
Califamia Thiru |2__-'1__-'2.:uj_q [~ Service
E dmontan
Michigan e
Rt [~ lrvoice Nurmbers [ itlo
Winnipeg
Fraom |
Th
[~ Hide Inactive Branches " |
Filker O ptions Sort By b arginz

v Only Show Invoices in Print Queue
[T Show ACH Pending Invoices
[ Show BFIS Pending Invoices

[ Hide Invoices with $0 Balance Due

Expart Lizt

I tenthe of aninch
Top Margin ITJ
—=1
Left Margin ITJ
=1
B ottam Margin ITJ
—=1

[

| Customer Mumber

[~ Uzelnvoice Background

Create Lizt | LCancel |
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2. Mark as Printed — The Invoice List will be displayed. Select the Mark as Printed
button located at the bottom of the Invoice List form. In a few seconds all of the
Finance Charge invoices will disappear from the Invoice List.

If at a later date a customer requests a printed copy of their finance charge invoice,
it may be printed by opening the invoice from the Customer Explorer or flag the
invoice to go to the print queue for printing at a later time.

Print Finance Charge Invoices - Mark as Printed: Figure 192

a Invoice List EI@
Invoice List [463 invoices] Customers &
Tag Type Customer | Invoice # | Inv Date Due Amount Balance | Branch Hame Addiess Zip Code
1k ™ Other 11000 711357 | 24142009 | 241/2009 $5.00 $5.00 | CA Michae! Macinaw | 369 Forrest Hills Drive | 92879
Ll ™ Other 111222 711358 241/2009 | 2A1/2009 $5.00 $5.00 | CA Loz Angeles County | P.O. Box 111 90085
Ll ¥ Other 2000 711359 24142009 | 2A1/2009 $5.00 £5.00| Ml Craig. Lori 1000 b ain Strest 43170
Ll ¥ Other 2001 711360 24142009 | 2A1/2003 $5.00 $5.00 | Ca Dodds, “william 2600 ezt Road 52505
Ll ™ Other 2002 711361 24142009 | 2A1/2009 $5.00 $5.00) Ml Farne, Chiistopher | 1008 Maple Lane 45170
Ll Other 2003 T11362| 2A1/2009 | 241/2009 $5.00 $5.00 | CA Grega, Jil 2608 Carmenita Road | 92505
Ll ¥ Other 2004 711363 24142009 | 2A1/2009 $5.00 $5.00| M1 Jacks, William 1016 Briarwood Lane | 48170
Ll ¥ Other 2005 T11364| 24142009 | 2A1/2003 $5.00 $5.00 | CA Jacob, Michael 2616 Trumball Street | 52505
Ll ™ Other 2008 711365 24142009 | 241/2009 $5.00 $5.00| M Jonah, Jennifer 1024 Mason Drive | 48170
Ll Other 2007 T11366| 241/2009 | 241/2009 $5.00 $5.00 | CA Jones, Lisa 2624 Hans Lane 92505
Ll ¥ Other 2008 711367 | 24142009 | 241/2003 $5.60 $5.60 | Ml Kelly, &pril 1032 Ravenwood Lat| 48170
Ll ¥ Other 2009 711368 2/41/2009 | 2A1/2003 $5.00 $5.00 | CA Lands, Ralph 2632 Townley 52505
Ll ™ Other 2010 711369 24142009 | 2A1/2009 $5.00 $5.00) Ml Loetz, Wiliam 1040 March ' ay 45170
Ll = Other 202 711370 2442009 | 241/2009 $5.00 $5.00 | Ml tarin, Jill 1048 Kenrich Cowrt | 48170
Ll ¥ Other 2013 711371 24142009 | 24172003 $5.00 $5.00 | CA Mills, Lori 2648 Garden Grove B| 52505
Ll ¥ Other 2014 711372 24142009 | 2A1/2003 $5.00 $5.00| bl Muoore, Caralyn 1056 Meadow Road | 48170
Ll ™ Other 208 T11373| 2442009 | 2A1/2009 $5.00 $5.00 | CA Ponds, Robert 256 Lewis Street | 52505
Ll ™ Other 2018 T11374| 2442009 | 241/2009 $5.00 $5.00 | Ml Rouge, Ruth 1064 Y alley Diive 48170
Ll ¥ Other 207 11375 2142009 | 2A1/2003 $5.00 $5.00 | CA Simms, Frances | 2664 Scribner Avenue| 32505
Ll ¥ Other 208 T11376| 24142009 | 241/2003 $5.00 $5.00| bl Smith, Joseph 1072 Beechwood 43170
Ll ™ Other 209 11377 24142009 | 2A1/2009 $5.00 $5.00 | CA wadillz, Jill 2672 "whittier Blvd | 52505
Ll ™ Other 2020 711378 24/2009 | 2A1/2009 $5.00 $5.00 | Ml Craig, Frances 1080 wfest Road 48170
d Other 2021 711379 24142009 | 2A1/2003 $5.00 $5.00 | CA Dodds, Ruth 2680 Sharon'way | 92505
1 I Mther 2R F11aanl 2Aen009 122009 $5 00 RN A Frrne Manald 1NARR Carmenita Rnad | 47170 f
1 r
Print On List TaGged ltems
mdfar =1 || Tt | urspa| et | T | Wl ||| Remoe | Moke || pevew | pn | ZE || coed |
A7
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General Ledger Transactions - Finance Charge Invoices

Once Finance Charge Invoices have been posted, the journal entries created may be
viewed from the Account Register located in the General Ledger module options. The
debits and credits created by the application of the invoices may be viewed from the
Journal Detail of the Customer Explorer record.

Journal Entry created by a Finance Charge Invoice

The debit side of the transaction will post to the default accounts receivable account
specified on the Finance Charges Invoice Information form. The credit side of the
transaction will post to the G/L account associated with the Invoice Item selected on the
Finance Charges Invoice Information form.

Journal Entry - Finance Charge Invoice: Figure 193

D Joumal Entry (ABC Alaern [l -
Register Mo, 5167 Regizter Type: 1INV

L i Journal Information.
]

Branch e
Dt |2/1/2009
Erimary [12000
Acooount
Accounits Bacenahl

Referenice  [711788

™ Sheve Job Costing ¥ Show Branches

| Ganaral Ladosr -
| [acount [Coesceven | et | credt | mems  |manch | Categeey 3
[y [21000 Acoounts Recel 59,14 Late Charges | CA
EE | [revense, Late 8, 14 €A GaA

hd

Tatal $59.14 $ 59,14
g |
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Payment Processing

Section Contents

® Payment Processing Concepts & Terminology
® Related Setup Tables
® User Security Options
® General Ledger Transactions
® How To
® Enter customer payments
® Deposit payment batch
® Negative payment batches
® Correcting data entry errors
® Reversing a deposit

® Lockbox processing
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Payment Processing Overview

The Payment Processing menu item is used to create cash batches and apply payments
to customer accounts. Processing payment is a two-step process; entering the
payments into the batch, then depositing the payments into a bank account. Payments
are processed in a batch; i.e. all payments in the batch are deposited to a bank account
at one time. As payments are entered into the batch, the customer accounts receivable
is immediately credited with the payment.

All payments entered into a payment batch must be applied to a customer account. If
you receive in payments that are non-customer related such as a refund or rebate check
from a Vendor, these payments must be posted to a customer account. Most
companies create an internal customer titled Cash Account to be used for this purpose.
When payments are posted to the Cash Account customer, the User will typically apply
the payment to a miscellaneous income account.

There are two types of payment batches; 1) regular payment batches and 2) negative
payment batches. Regular payment batches are used when entering customer
payments i.e. checks, cash etc. Negative payment batches are used when you need to
make corrections when a payment was applied to the incorrect customer account or
applied to the incorrect invoice number. Instructions on how to create and use both
payment batch types are covered in this section.

Since the SedonaOffice Accounts Receivable module employs the Open Item
methodology, as customer payments are entered they are manually applied to invoices.
If the customer for which a payment being entered does not have any unpaid invoices
on their account the User must apply the payment to one or more of four options.
These payment application options are listed in the chart below with a description of
when and how the option is typically used.
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Payment Application - "Other" Tab Options: Table 8

Option

Description

Typical Uses

Miscellaneous

Used when applying a
payment directly to a
particular G/L Account.

Payment was received for a cancelled
account where all invoices have been
written off to a bad debt account.
May apply to the same bad debt
account as an offset to the original
invoice write-off.

Payment was received from a vendor
for a product rebate or refund; apply
to a miscellaneous income account.

Late Fee

Used when applying all or a
portion of a payment to
Late Fees that have been
assessed to the customer’s
account.

Applies funds to a predefined late fee
G/L account. This account is located in
SedonaSetup / GL Account Defaults

(A/R)

Advance Deposit

Apply all or a portion of a
payment to a Job

There must be a job available with an
open status to be able to select this
option.

Unapplied Cash

A payment that will remain
on the customer account as
an unapplied item until a
User applies to invoices or
elsewhere

Typically used when a customer
overpays an invoice or sends in a
payment prior to an invoice being
generated.

The User Group Security may allow a User permission for entering payments but not

depositing the cash into a bank account, if it is your company policy that one person

enters payments and another person deposits the batch to the bank. A User Group may

have permissions to perform one or both functions depending on your company policies

and procedures.

Entering payments also has an impact on the Collections module. If the payment being

entered takes the customer balance to an amount that no longer qualifies for

collections, the customer is automatically removed from the Collection Queue.
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Payment Processing & Collections

Payment processing may affect customers that are in one of the Collection Queues.
When a payment is posted and completely pays off a customer account, the customer is
automatically removed from the collection queue in which they currently reside. For
example, if the customer is in the over 60 day queue and makes a payment that now
gualifies the customer account for the collection queue rules of the over 30 day queue,
the customer is automatically moved to the over 30 queue. The automatic removal or
movement in collections is recorded to the customer Sedona Event Log and to the
customer Collection Activity list. The automatic removal/move with collection queues
functions only with sequenced collection queues.

A customer may also be automatically added to a collection queue. If a User reverses
the deposit of a payment batch and deletes the check of a customer which paid one or
more invoices that were delinquent, the customer will automatically be added to the
corresponding collection queue based on the rules of the collection queue and the
number of days past due the invoice is at the time of the deletion of the check. The
customer will only be added to the most delinquent queue that was part of the
customer’s collection history.

Sedona Event Log - Customer Removed From Collections: Figure 194

-J&] Credit Memos
E-[] Deferred Income (Unposted)
@ Documents

L | Journal Detail

- | Journal Summary
[ Motes

- Payments

% Recurring

-{4 Recurring History

ﬁ Sedona Event Log
: Ve

~met= Systems

B} 200 ST IS AN AT
12{30/2008 9:03:27 PM  Administrator
12/30/2008 8:59:33PM  Administrator

Credit Off Inovice711070 $500.00
Updated Job 381

-3 EFT History 12/10/2008 6:01:06 ... payrate ADD New Job 381

[ Inner Office Message 12/10/2008 6:00:54 ... payrate ADD Add Customer Site Matthew, Michael
& Invoices 12/10/2008 6:00:54 ... payrate ADD Add Bill Record Matthew, Michael
% Jobs 12/10/2008 6:00:54 ... payrate ADD Customer Created

Remove From Collections
e T e

D87 Matthew, Michael EQI
| ] Matthew, Michael Matthew, Michael Balance Due: $0.00
-~ Customer Inf:arrnat\an 109 Forest Last Late Fee: $8.54
-] P.a”yrnent Options Plymouth, MI 48170 Total Active RMR :
B0 Bil To Total Active RAR :
B '}_:09 Forest Plymoth, MI Customer Type: Residential
& S.tﬂ Contacts Customer Since: 12/10/2008
Lf A::;iit Ledaer Salesperson: George Miller
viedg Last Payment Rec'd: $557.91 (02/24/09)
-[=| Aging
~ig Collections Tine Stam | Uiser Cade. | Type| Desaiption | User Camments. | |
L Contacts 232003 3:55:52 AV Administrator
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Collections Activity - Customer Removed From Collections: Figure 195

87 Matthew, Michael [ollE s
[ Matthew, Michael Matthew, Michael Balance Due: $0.00
~J Customer Information 109 Forest Last Late Fee: $8.54
& | Payment Options Plymouth, MI 48170 Total Active RMR :
=L BilTo ! Total Active RAR :
8] 109 Forest Plymouth, MI Customer Type: Residential
S Contocts Customer Since: 12/10/2008
o E i:s_ e Salesperson: George Miller
LI Adivity Ledger Last Payment Rec'd: $557.91 (02/24/09)
~{ i Collections 11/28/2008 CA Over 30
. Collection Status Activity Description. Amount
-] Credit Memos 2/24/2009 3:55:52AM  Over 30 Days Auto Remove From Queue Remaove From C...  Administrator £0.00
[#-[ ] Deferred Income (Unposted) —-- i §557.91
Q Documents 2/18/20095:14:40 AM  Over 30 Days Auto Putin Queue Added to Collec...  amanda §541.25
~7a] EFT History
[ Inner Office Message
~[&] Invoices
» Jobs

L] Journal Detail
L] Journal Summary

Page 244 of 330 Last Revised: March 7, 2009
V 5.2.60



: Accounts Receivable
SedOnaOfflCe Reference Guide

The #1 Financial Software for Security Companies

Related Setup Tables
Below is a list of the setup tables involved in Payment Processing.

e Chart of Accounts
e Payment Type
e Banks

User Group Security Options

For a User to be able to enter payments or deposit a payment batch to a bank account,
certain security privileges must be granted to the User through the User Group Security
options within SedonaSetup. The following User Group Security options located within
Application Access/AR security options section pertain to Payment Processing.

® Make Deposit — permits the User to deposit a cash batch into a bank account
* Payment Processing — permits the User to create payment batches and enter
customer payments.
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How To
Regular Payment Batches

Create a Payment Batch

A customer payment batch consists of two elements; 1) the batch header which
specifies the date, description and the tape (expected) total and 2) the individual
payments for each customer. The User must first create the Batch Header before being
allowed to enter the customer payments.

When creating a Payment Batch Header, the User has the option of entering a Tape
Total amount; it is recommended that the User first totals all payments on a calculator
prior to beginning the batch. As customer payments are entered by the User, the
application keeps a running total of all the payments. If a data entry error is made when
entering payments, the User will have a total to compare to if an actual tape total is
entered when creating the batch.

If entering payments for Credit Cards or ACH transactions and your company is not using
ACH Direct for automated payment processing, separate payment batches should be
created for Credit Cards, ACH and Checks. This will make the bank reconciliation
process much easier at a later time.
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1. Navigate to the Main Application menu tree and select the Accounts Receivable /
Payment Processing menu option.

Create a Payment Batch — Navigation: Figure 196

[ SedonaOffice
File Edit View SedonaOffice Custormer Query Tools Window Help!

LN CIFT T IR asls]] -]
SedonaOffice [
BWestern Security

[+l Client 1 t

= "
‘I‘_.:_J_ga Accounts Receivable )
redit Memo

§ Cycle Invoicing
T EFT Processing
{4 Finance Charge
| Invoicing
=3 Make Dleno

[=TPrint [nvoices
..j Statements
- gy Unapplied Cash/Credit
g Credit Off Invoices
neral Ledger
counts Payable

“agement

2. Create the Payment Batch Header — The Payment Processing Batches form will be
displayed. Press the New button located at the lower right of the form to begin a
new payment batch.

Create Payment Batch: Figure 197

[ Payement Processing Batches =)
View Options

r Show only batches that are
tagged as ready to deposit

[~ Show Deposited Batches

Ready | Date | Desaription |_gQrr| TapeTotal | Entered Total Balance it Date

e
View Deposits Deposit Ed Mew Close
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3. Enter Payment Batch Header Information — The New Batch Information form will be
displayed. Enter the Batch Date, Description, and the Tape Total (total amount of
payments you will be entering). Press the Save button when finished.

Note: The Tape Total is not required however entering this amount will help the
User entering payments to catch data entry errors.
Enter Payment Batch Header Information: Figure 198
a Mew Batch Information L
Batch Information
—Y
Batch Date |2/1/2009 Y E
Description |3 Checks 02/01/2009
Tape Total |4339.21
Entered Amount |s0.00
Remaining Armount |54:339|21
Ready to Deposit B
Bank Information
Bank Account
Depaosit Date
Reconcile Date
Save Close
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Entering Customer Payments
Once the batch header has been saved, the Payment Processing Batches list will again
be displayed; the new batch will appear in the batch list.

1. To begin entering customer payments, double-click on the batch or highlight the
batch and press the Enter Payments button located at the lower right of the
Payment Processing Batches form.

Enter Payments Button: Figure 199

— N—
&) Payment Processing Batches 5
¥iew Opbions
Show only batches that are ; i r—
rquedasmrtodeoonl ™ DateRange  from Date G T
™ Show Deposited Batches
Ready | Date | Description [ oyl TapeTotal| Entered Total | Balance | DepositDate |
O 212008 €] Chedis 0201/20049 a 4389.21 0.00 4389.21 "“Undeposite...

View Deposits Degosit | | mew | gmse |

Payment Processing Form
Fill in this form for each customer payment included in the batch. Below is an
explanation of the data entry fields in the header section of this form.

e Customer — Type in the customer number or the customer name in this field or press
the binoculars icon to the right of this field to lookup the customer number. The
customer address will automatically fill in once the customer is entered into this
field.

* Invoice # — If the customer has written their invoice number on the check, typing
that number into this field will automatically fill in the customer name and address
information.
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® Memo — This is an optional field where the User may enter up to 50 characters of
text. Information entered into this field may later be viewed from the payment
within the Customer Explorer record.

If a check is being split between multiple customers the User could entered the total
amount of the check and reference the other customer numbers where the
remainder of the check will be posted.

* Amount — Enter the amount of the check.

¢ Payment Method — This field will automatically default to Check. If entering a batch
for Credit Card or ACH transactions, select the appropriate payment method from
the drop-down list.

e Check Number — Enter the customer’s check number. For Credit Card or ACH
payments, typically the last four digits of the account number is entered for
reference purposes.

® Posting Date — This field will default to today’s date, but may be overridden.

e Check Date — This is an optional field for entering the check date which the
customer has written on their check.

Payment Header: Figure 200

i Pryrent Pracessing =8 o Y
Batch Tape Amount:  4,339,28 Amcaunt Enbensd:0.00 Batch Balance: 4,359.21 Entry @ 10f 1
oo [ch j Batance to Apply | |
coe (2] 5 C e—
ek 4 Papmentethod | |
Address | |
Pesstiy Dite 2r2ia
- ¢ I c—
P i
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Applying Payments to Invoices

Payments may be applied to Invoices, an Advance Deposit for a job, Late Fees accrued
on the customer account, Unapplied Cash, or applied to a Miscellaneous G/L account.
The User may distribute the payment to invoices and/or one or many of the Other
payment application options.

2. Apply Payments to Invoices - Once a customer number has been selected, the list of

all invoices with an open balance will be displayed. In the Payment column of the
Invoice List the User will enter the amount to apply to the invoice or may press the
Auto button located at the lower right of the form.

Auto Button

Pressing the Auto button will try to match the payment amount to an exact invoice
balance. If the application finds a match, the payment will be applied to that
invoice. If there is more than one invoice of the same amount as the payment
amount, the application will apply the payment to the oldest invoice. If there are no
invoices with an exact match to the payment amount the payment will be applied to
the oldest invoices first until all of the payment is distributed.

When using the Auto button, if any amount is still left to be applied after all invoices
have been marked for payment, the User will navigate to the Other tab to save the
remainder of the payment to one or more of the available options.

Clear Button

If the User applied the payment to the incorrect invoices and wants to start all over
applying the payment, press the Clear button to remove all amounts entered into
the Payment column.

Save Button
Once the payment has been completely applied, press the Save button to continue
on to enter the next customer payment.

As payments are entered by the User, the application keeps a running total of all
payments entered; this is displayed at the top of the Payment Processing form.
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Applying a Payment to Invoices: Figure 201

' Payment Processing (== ==
lGatch Tape Amount: 4,389.21 Amount Entered:0.00 Batch Balance: 4,389.21 } Entry # lof1
sranch Baance tosopy (oo )
Customer [ 2305 | =N EY Amgunt 237.00 =
s I PamentVetod [ Creck =]
Address Jacob, Frances
3816 Brookhurst Tren i 12
Holtvile, CA 92250 Posting Date 2/2/2003 =
Other Credits 5.00
Invoices ] Other ]
Invoice List =
Site Mame Invoice # Date Amount MNet Due { Payment
Jacob, Frances 710658 11/29/2008 57.64 57.64
Jacob, Frances 710952 11/29/2008 79.00 73.00 75.00
Jacob, Frances 710953 11/29/2008 79.00 79.00 79.00
Jacob, Frances 710954 11/29/2008 79.00 79.00
Jacob, Frances 710973 12f5/2008 37.89 37.89
Jacob, Frances 711090 1/5/2009 28.15 28.15
Jacob, Frances 711251 1/7/2009 57.64 57.64
Jacob, Frances 711659 2/1/2009 5.79 5.79 =
Total Due: $449.11 C (TS Dclear ]

View Checks | Import Lockbox | Scan Batch | L ‘ (& | aYVE Close

Once all payments have been entered and the total of the payments entered matches or
is greater than the Tape Total entered for the payment batch, the User will be

presented with the message displayed below. If the User has entered all the payments
and this message is not displayed, this indicates that either the Tape Total was incorrect
or one or more of the payments entered was incorrect. If this message is displayed
prior to all payments being entered, again there was a data entry error with either the
Tape Total or on one or more of the payments entered.

Batch Total Information Message: Figure 202

Payment Processing £3

I.-"'_"‘-. The last transaction completes the tape total entered.

'-\___._,-'I Do you wish to tag this batch as READY to deposit 7
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Applying Payments - Other Options

Apply Payments Other Options - Once a customer number has been selected, a list of all
invoices with an open balance will be displayed. If the customer has no open invoices
the payment will be applied on the Other tab of the Payment Processing form.

Payment Processing - "Other" Tab: Figure 203

D Payment Processing E=5Een ==
Batch Tape Amownt:  4,385.21 Amount Entered:3, 400,04 Batch Balanoe -B7.63 Intry & Gofd
T e— bt 1 oy
Customer | 2151 B EEY amgunt 1,000.00
ST — R e —
B =, ., Check Mumber 169
Helballe, CA 53350 Pasting Diate W j
Chwroeds [T oo
—E)
Tt List a
Site Name |tmvesce = | Date | Amounit Net Due Payment | |
Total Dwe: $0.00 EIm_l Ceac
WewCheds | importiodbox | ScanBatch | 0] | e |
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When applying a payment using the Other form, the User has four options to distribute
the payment amount. The User may distribute the payment to one or a combination of
the options available. Select the checkbox to the left of the option that will be used. By
default the total amount of the customer payment will fill into the Amount field for the
option selected. If the payment is being split between multiple options, the User will
need to manually change the Amount field in each of the options selected. The
amount(s) entered on the Other form must total the payment amount entered in the
header of the Payment Processing form to be able to press the Save button.

For customer accounts that have been assessed Late Fees, this amount will be displayed
below the Memo field of the header section of the Payment Processing form.

Payment Processing - "Other" Tab Options: Figure 204

[~ Adyance Deposit

1

=

View Checks ‘ Import Lockbox Scan Batch & | | Close
e Payment Processing
Batch Tape 10,236.00 Amount Entered:0.00 Batch Balance: 10,236.
o Belance to Apply
Customer 10010 ~|| | Amount
oce | ] payment Method
Address Beale & Company
3 Kingsbury Avenue Check Number
Padific Palisades, CA 90272 Posting Date
Memo | | Check Date
Cstatement Late Fee: $182.03 ) Other Cre
Invoices ] Other ]
Invoice List
Site Name Invoice
Beale & Company 1007
Beale & Company 1017
Beale & Company 1020
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Correcting Errors
If an error was made on the amount of the payment or an incorrect customer number

was entered, follow the instructions below to make the necessary corrections.

Incorrect Amount Entered
From the Payment Processing form press the View Checks button to locate the payment

to be corrected.

View Checks Button: Figure 205

O Payment Pocessing [==fon ]
Batch Tape Amount: 4,369, 21 Amount Entered:4, 476,54 Batch Balance: -57.63 Entry # Gof 6

G P L I —

Cystomer || - [@] % Amgunt

T — e —

(s (Chack Musber

= | O —
OfeCreds [

A list of all payments entered into the batch will be displayed. The payments are listed
in the order in which they were entered by the User. Double-click on the payment to be
corrected or highlight the payment line and press the Save button located at the lower
right of the list.

Checks in Payment Batch: Figure 206

Chrack Count 5

Totsl Amount 447684 | gave I fhse |
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The customer payment information will fill into the Payment Processing form. Press the
Clear button located at the lower right of the form to remove the applied payment from

the invoices.

Enter the correct amount of the payment in the Amount field in the header area of the
Payment Processing form then apply the payment to the invoices. Press the Save

button when finished.

Correcting Payments: Figure 207

e Payment Processing [ ][-E] 3]
Batch Tape Amount: 4,339.21 Amount Entered:4,476.84 Batch Balance: -87.63 Entry # 5of6
Customer | 2443 - | Amount 2194.17
ey Pamenthietiod [ ]
Address. Ashley, Rod
2612 Townley Check Number 1651
Santa Ana, CA 32706 Posting Date 22i208 @

Inyoices ]gther ]

Other Credits 1

Invoice List &
Site Name Invoice # Date Amount Met Due Payment
Ashley, Rod 1980 11/4/2008 2194.17 2194.17 2194.17
Ashley, Rod 10205 11/17/2008 3242 3242
Ashley, Rod 710711 11/29/2008 242 242
Ashley, Rod 710949 11/29/2008 162,38 162,38
Ashley, Rod 711306 1/7/2009 3242 32.42
Ashley, Rod 711798 2/1f2002 36.32 36.32
-
Total Due:$2,490.13 . ( e D
VlawCﬁecks Import Lockbox Scan Batch L] } B ‘ Save Cloge
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Payment Entered for the Wrong Customer
From the Payment Processing form press the View Checks button to locate the payment

entered to the incorrect customer account.

D Payment Precessing (=3 (Eo ===
Batch Tape Amaunk:  4,359,21 Amount Enteredsd, 475,84 Bateh Balandge: 57.63 Entry @ 55l 6

O Ca— T —

customer | - (=] dmgurt

ot Pogmentbethod  [Co

fia Chack e

Postng Date: 142009
| ChackDate e

Osher Credits

view thecs | tiodbox | sandath | L,';I Chose

A list of all payments entered into the batch will be displayed. Double-click on the
payment which was saved to the wrong customer or highlight the payment line and
press the Save button located at the lower right of the list.
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The customer payment will fill into the Payment Processing form. Press the Delete
button located on the main application toolbar to remove the payment. The User may
now enter a new payment for the correct customer number.

Delete a Check: Figure 208

—
) SedonaOffice
File Edit View SedonaOffice Customer Query Tools Window Help
|5 m 1!" | o 00 ] =] de || [|=3 ||| ||| m = 2] % L8| |1
SedonaOffice El : )
% Western Security a R
[#-_/ Client Managem Batch Tape Amount: 4,339.21 Amount Entered:4,475.54 Batch Balance:
=15 Accounts Receivab
i_g Credit Memo |CA | Balance to
| 2443
Amount
Delete Button =
| | Payment Met
L=
el Make CTEpoes Ashley, Rod
i W_r Payment Processing 2612 Townley =
L Santa Ana, CA 92706 :
; ﬁPrint Invoices e
: -|[£] Statements Memo ‘ Check Date
“~{ £y Unapplied Cash/Credi
i Credit Off Invoices
[+ @ General Ledger CJI
B
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Deposit a Payment Batch

Once all payments have been entered the batch may deposited into the bank. Located
on the Make Deposit data entry form is a checkbox labeled Single Deposit in GL. If your
company is operating under multiple branches and customer payments contained
within the payment batch being deposited are in multiple branches, the program will
post one debit entry to the GL for the bank account where the deposit is going. If this
checkbox is not selected, a debit entry to the G/L will be made to the bank account for
each branch found in the payment batch.

Follow the steps below to make a deposit.

1. To begin the Deposit process, the User may begin in one of two ways. Navigate to
the Accounts Receivable module and select the Make Deposit menu option, or
navigate to the Accounts Receivable module and select the Payment Processing
menu option. This will open the Payment Processing Batches list. Highlight the
batch to be deposited and press the Deposit button located at the lower right of the
form. The Make Deposit form will be displayed.

Make Deposit Form: Figure 209

e Make Deposit (=)
Deposit Date 2/1/2009 =] Deposit Total % 4,476.84
[v Single Deposit in GL
Branch Code | CA LI
Bank Account | 10010 ng
Primary Checking Accournt
BT IC1 Chedks 02/01/2009 [W Print Deposit Ticket
Sel | Date | Description | Quan... | Tape Total | Entered Total Bz
2/1/2009 €1 Checks 02/01/2009 5 438921 447554 -£
< i 3
Save Close
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2. The User must populate the required fields on this form:

Deposit Date - Today’s date will default into this field. To make the bank
reconciliation process easier, this should be the date the funds were actually
deposited into the bank account.

Single Deposit in GL — Select this option if it is desired for one debit entry to post to
the GL for the bank account.

Branch — If the previous option, Single Deposit in GL was selected, the User must
select from the drop-down list which branch to use for posting the cash batch. If the
previous option was not selected this field will be grayed-out.

Bank Account — From the drop-down list, selected which bank account will be used
to deposit the payment batch.

Description — The User may enter up to 50 characters of text to describe the
payment batch.

Print Deposit Ticket — By default this option is selected. If the User does not want to
print the deposit ticket report after the Save button has been pressed, un-check this
option.

Once the above selections have been made, check the box to the left of all the
payment batches to be included in this deposit. Press the Save button located at the
lower right of the form to post the deposit to the GL and print the deposit ticket.

Deposit Ticket: Figure 210

February 05, 2009 CJ Checks 02/01/2009 Page# 1
11:21 AM Deposit Check Summary
Primary Checking Account deposit on 2/1/2009
Customer Check
Batch Name Number Customer Name Amount Method Number
CJ Checks 2443 Ashley, Rod 2,19417 Check 1651
2213 Ponds. Ralph 967.67 Check 3441
2420 Ashley, Sarah 36589 Check 635
2305 Jacob, Frances 21211 Check 6365
2305 Jacob, Frances 23700 Check 6516
CJ Checks 4,476.84
Deposit Total 4.476.84
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Viewing Deposited Batches

Users may view a list of all deposited batches, view the list of customer payments within
each batch and drill down to the individual customer payments within the batch.
Navigate to the Accounts Receivable module and select the Payment Processing menu
option. At the lower left of the Payment Processing Batches list press the View Deposits
button.

View Deposits Button: Figure 211

Em,mpmuﬁngmum El
Ve Options
o only babdes that are = Pk
b et vk 6 sl ™ QateRange © F .
[ Show Deposited Batches Sl EE
Ready | Date | Descrptien | grv| TapeTotal| Enbered Total | Balarve | DepoutDate |
Total Entered: 0.00 | [
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The Deposits Made list will be displayed showing all deposited payment batches. You
may filter on a particular date range by using the From Date and Thru Date fields located
in the upper right of the list. To open a batch to review the payments contained therein,
highlight the desired payment batch then press the View Checks button located at the
lower right of the list or double-click on the payment batch row to display a list of the

payments.
Deposits Made List: Figure 212
Q) Deposits Made = Eem |
Erom Date )
Thu Dabe B
Dake
- Linechs D% LIOGE LI ] ALl

2008 CJ e 02/01/200% 447684 5 10010 Prvary Checkng Account LY
00 78.05 2 10 Frimary Chedang Acteunt H
200 A5 4 10010 Prnary Chackng Acoount H
200 (] 0 10010 Privary Chacking Asoount H
121872008 100000 i 10010 Prmary Chedang Acoount H
121872008 & dep Gt 2441 3B 350 1000000 1 10010 Prnary Chaddng Atoount N
121872008 s dep Cust 2430 job 324 103000 1 10010 Prnary Chedang Atoount L]
121672008  dhedas 12/16/2008 65500 1 10010 Primary Cheddng Acoount W
L2008 iCrecht Cards 11-30-2008 185,79 § 10010 Prmary Cheddng Adoount H
1317008 iThedks L. 00 1 10310 Primary Cheddng Acoount ]
100 adh 178831 & 10010 Primary Cheddng Acoount |
118008  oredt cands L9l M 10310 Primary Cheddng Acoount

|

( | ) o= |
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List of Payments in Deposited Batch: Figure 213

i) Deposit Custarner List
Deposit Date
Dot Smgunt
Aocount
Paryment Method | Customer b, | Mame | ot | chedk b, | check Date -
Thesclc 2302 Forne, M $130.B0 13213
Lo 2305 Jacoh, Franoes 89700 3555
e 2905 Lalane, lsck $5643.45 11541
[ 2413 Palin, Sarsh 25909 321320
e rafL-] Wik, ¥ §7.885.74 3213
L) o 221 Doods, Ruih $1M%.00 13213
[ k] Loetr, Fredenck $83.50 131351
Chedk ik H) Mass, MiliSnt $I30.80 16565 T
Chegk W33 Masore, Losi FI75.00 185
Chedk 3 Fards, Wilism $I30.50 45545
Chissk 35 Ecuge, Wiliam $176.00 E5155
Chegk 2% Semrrs, Lori $130.80 16516
Chek ;37 Semith, Dorald FI75.00 165 i
s k- RLEY SR F i AT EC1AT
Eeverse Deposit [ “\_ o ]
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List of Batch Payments

To drill down to an individual customer payment record, from the Deposit Customer List,
either highlight the payment to be viewed and press the View Detail button or double-
click on the desired payment line to view the details.

Deposited Payment Detail: Figure 214

Chad Nz Lot ik, F9.50 13135
Chedi 031 Marie, £380,73 64353 =
Chedk k] Crowg, Mary S1M.00 15165
Chack nnas e £i% B0 EigE
Check ) Depcnt Check Detad B
Chedk Cate [Merod | Owckw | Aot | Bedererce | trwvosce Paymens | et M |
Shed: 1R 2008 Check I3 TERS.TA e @ 1000 Ly
hek e & 1400 0.5
e @ 131 L
Chede rre & 2000 5524
e @ 30010 .4
Chedc re & TROAES FREY
Chede
Chegk
Chack -
heck {osx
Mhari Wi o TR TR E1W A RGIRT
Eeverse Deposit oew Detal Cose: I
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Reversing a Deposited Batch

Deposited Payment Batches may be reversed if the original batch deposit date is within
an open accounting period and the deposited batch has not already been cleared
through the Bank Reconciliation process. Typical reasons why a User would need to
reverse a deposit:

e Theincorrect branch was selected and needs to be corrected.

e The incorrect bank account was select and need to redeposit to the correct bank
account.

®* Multiple batches were incorrectly combined into one batch.

* A Payment was posted to the incorrect customer account and needs to be
corrected.

Follow the steps below to Reverse a deposited payment batch.

1. Navigate to the Accounts Receivable module and select the Payment Processing
menu option. At the lower left of the Payment Processing Batches list press the
View Deposits button.

D) Payment Processing Elstehe: ﬁ
Weew Oiplons

S onily babdhes that are [
i tapoed as ready tn deposit I Date Rarge !

[ Show Deposited Babches

Ready | Date | Desorpbon | gry|  Tape Tobsl | Entered Totsl Salance | Depost Date

Total Entered: 0000 [

Yhew Deposits Deporst Hew | s
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2. To select the batch to be reversed, highlight the desired payment batch then press
the View Checks button located at the lower right of the list or double-click on the
payment batch row.

D Deposits Mode (o
Erom Date _:ll
Theu Date I jra |
Date | Bescrpnon | Armount | Courn | Account | Acceurt Description | Cewed |
2412005 €] Chedis 020172005 147245 110000 Primary Cheddng Acoount N
212003 ) Checies 020112009 97084 510010 Primary Chaddng Account N
212009 A5 Z 10005 Primary Cheddng Account ]
aredit cards y ¥
¥
18382008 e ] 3 10040 Primary Chedking Acoount ¥
127008 1500.00 11000 Primary Checking Account Y
12008 dheds 15512.00 310010 Primary Checking Account Y
2008 cheds 3185 110010 Primary Chiecking Account Y
INRE[2008 v deD fLesRLi] I 1010 Primary Chadking Account T
15262008 500.00 1 1001 Primary Checking Account Y
AT 008 CJ chabckes 0TS 23200 3 1000 Primary Chackang Accsunt L
0152005 5390 1 1000 Pronpry Chidking Acooum L]
04008 cheda 13500 P Primaey Chckang Accenn Y
10772008 chedes 310 7100 Prngey Chiddng Ao Y
S2R00E redepont §390.35 17 100 Primary Cheddng Acosum Y
G825 0.00 2 10 Primacy Cheddng Acosum ¥
s m "
Yoew Chedks: Close

3. The Deposit Customer List will be displayed. Press the Reverse Deposit button
located at the lower left of this form to process the deposit reversal.

Reverse Deposit Button: Figure 215

Dot Db

Depost Amount §21:122.67

Aozt
Payment Methed | Customer fus.... | Name | ameusit | Check o | Chueck pate -
Check 2301 e, Frances $180,00
Thedk 2054 Pords, Mary §5,659. % 55155
CThedk 2051 Forne, Friederic §175.00 65455
Thed 2055 Lo, Fredenct $176.00 BETSE3E)
Checkc 2055 Flouge, Raiph $176.00 87E54
Chesk: ] i3, Frances $176.00 B973S
Chegk w0 Lands, ‘Willas $130.50 465453
Chesk; 0 Lorre, James $166.90 65213
Chesk 2032 iy, Milcient $130.50 16555
Chesk 2033 Mo, Lovi $176.00 165
Chedk 2034 Pors, Willa $130.50 46545
Chedk 35 [ —T— $17%.00 65165
Chesk: w3 e $130.80 16516 A
e Fakkd oy r\-.-..lu -:13.. M AR

Bt Depeoait |[ Cese
S —
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4. The User will be presented with a confirmation message; press the Yes button to
continue.

Reverse Deposit Confirmation: Figure 216

Reverse Deposit EZ

:I Are you sure that you want to reverse this Deposit 7

If the User is attempting to reverse a deposited batch where the Bank
Reconciliation has already been completed, the User will not be allow to proceed
with the Reversal and the message below will be displayed.

Reverse Deposit Information Message: Figure 217

r |
Reverse Deposit [

! i This deposit has already been reconciled and cannot be reversed !

Once the Deposited Payment Batch has been reversed, the batch will appear in
the list of batches in the Payment Processing Batches List. To make corrections,
follow the instructions under the heading of Correcting Errors found earlier in
this section. Once all corrections have been made, re-deposit the payment batch
following the normal Deposit processing steps listed earlier in this section.

When re-depositing the payment batch, prior to saving, remember to use the
original date of the deposit, and the original bank account that was used on the
reversed deposit. If correcting the deposit date the User will enter the new
deposit date. If the User is re-depositing because the incorrect bank was
originally selected, make certain to select the correct bank account.
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Negative Payment Batches

Negative payment batches are used when a payment was applied to the incorrect
invoice or the incorrect customer account. In the situation where a payment was
applied to the incorrect customer, a negative payment batch is created to reverse the
payment from the incorrect customer and a separate regular payment batch is created
to create the payment for the correct customer. Both batches are deposited at the
same time having a net effect of zero on the bank account balance.

NSF Payments

A negative payment batch may also be used to handle NSF check situations to reduce
the bank account balance and to remove the payment application from the invoice so
that it may added back as an open receivables item for the customer. If your company
policy is to charge the customer a fee for returned items, you will need to create a
miscellaneous invoice for this purpose.

A negative customer payment batch consists of two elements; 1) the batch header
which specifies the date, description and the tape (expected) total and 2) the individual
negative payments for each customer. The User must first create the Batch Header
before being allowed to reverse the application of customer payments.
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Create a Negative Payment Batch
1. Navigate to the Main Application menu tree and select the Accounts Receivable /
Payment Processing menu option.

File Edit View SedonaOffice Customer Query Tools Window Help

|EmEe GRS DD =] &
SedonaOffice =]
E Western Security

L Cliagt M t

I~ ; )
@_@ Accounts Receivable
redit Memo

$ Cycle Invoicing
- T EFT Processing

{5 Finance Charge

E Invoicing
Make Denn

:

=] Print Invoices

- l.j Statements

-1 g» Unapplied Cash/Credit

= g Credit Off Invoices

+-{@] General Ledger
[#¢4§ Accounts Payable
[+-4:% Inventory

[+ “agement

2. Create the Payment Batch Header — The Payment Processing Batches form will be

displayed. Press the New button located at the lower right of the form to begin a
new payment batch.

e
View Opbons
T e T [~ DateRange From Date
[~ Show Deposited Batches L
Ready | Date | Description | qrv| TapeTotal | Entered Total | Balance | Deposit Date |
Total Entered: 0.00 | Erer Paymarte I
Yiew Deposits Deposit | I.'] Hew } Close I
= R—
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3. Enter Batch Header Information — The Batch Information form will be displayed.

Enter the Batch Date, Description, and the Tape Total; a negative value must be

Negative Payment Batch Header: Figure 218

entered in this field. Press the Save button when finished.

[

(]

ra Batch Information
Batch Information
Batch Date |2szfg|:||:|g
Description |Cust 2429 Reverse Payment 5/B 2419
Tape Total |-s829.00 _)
Entered Amount 1_@..30
Rermaining Amourt |{$5-gg.gﬂ}
Ready to Deposit r
Bank Information
Bank Account
Deposit Date
Recondle Date
@versal Payment BathD [ save

Close
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4. The Negative Payment Batch will be displayed in the Payment Processing Batches
list. Highlight the negative batch then press the Enter Payments button located at
the lower right of the list or double-click on the negative payment batch line.

) Payment Processing Batches -
View Options
ey batches tat are : .
r E;dmud-md:pm I Dot Range RLTFE
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5. The Enter Payments form will be displayed.

Ervter Payrnents ™ Reversal Payment Batch ™ [ = .
Batch Tape Amownk: 055,00 Aumountt £ 0 Eatch Balance: 659,00 Entry & 1of1

| c— L E—
frrveice # [ 1 Payment Method EEE
el heck Humbar

Bema | ] Cregek Date {

View Chedis | I Transachions Scan Batch | { |  ose |

6. Enter the customer number in the upper left of the form header.

7. The form will fill with all invoices where previous payments have been applied [that
may be un-applied]. In the header area, in the Amount field enter the negative
value for the payment being reversed. In the Payment column, enter a negative
amount on each invoice line where you are reversing a payment. The total entered
in the Payment column must equal the header Amount field to be able to save the
record. Continue with this process until all customer payment reversals have been
made.

In this example the payment reversed in the negative payment batch should have
been posted to a different customer, so a regular payment batch must be created to
apply the payment to the correct customer account. After creating and entering the
payment in a regular payment batch, both batches will be deposited at the same
time.
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Negative Payment Record

Entering Negative Payments: Figure 219

@ Enter Payments ™ Reversal Payment Batch ™

Batch Tape Amount: -623.00 Amount Entered:0.00 Batch Balance: -639.00 Entry # 1of1

—
Customer | 2429 | |
e E——

Address ABC Flowers
12334 Main Check Number 55165

Plymouth, MI 43170 Posting Date [2/6/2009 =
A ‘ Check Date | =

Other Credits l 5,718.22

Balance to Apply

Payment Method

Invoices !

Invoice List ™ .

Site Name Invaice # Date Amount Met Due Payment

ABC Flowers 456 711025 12/1/2008 35.72 0.00 -35.72

ABC Flowers 1100 711026 12/1/2008 35.72 15.45 -20.27

ABC Flowers Corporate 711043 12/16/2008 543.01 0.00 -643.01
-
Total Due: $15.45 Auto | Clear I

View Checks Z Transactions Scan Batch | =] I o | Save | Close |
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In this example the payment reversed in the negative payment batch should have been
posted to a different customer, so a regular payment batch must be created to apply
the payment to the correct customer account. After creating and entering the payment
in a regular payment batch, both batches will be deposited at the same time.

Regular Payment Batch (Payment applied to different customer)

& Payment Processing = ]
Batch Tape Amount: ©399.00 Amount Entered:0.00 Batch Balance: 593.00 Entry # 1of1

Branch |c,o, | Balance to Apply |g,gg |
Customer | 2413 | Y Amount £99.00
Invoice = | | Payment Method ].Elﬁ—_“_i
Address Annual, Andrew

333 Main Check Mumber 65165

Riverside, CA 92505 Posting Date 2/5/2009 Q
Memo | Check Date I =

Other Credits 0.00

Invoices ]gmer ]

Invoice List =l
Site Name Invoice % Date Amount Met Due Payment| |
Annual, Andrew 1868 10/1/2008 162.38 162.33 162.38
Annual, Andrew 1869 10412008 324.75 324.75 324.75
Annual, Andrew 710039 114282008 7.31 7.31 7.31
Annual, Andrew 711784 2/1/2009 731 7.31 7.3

-
Total Duez$50L.75 o | clear

View Checks J Import Lockbox ] Scan Batch ] L=l ] [ ] J Save ] Close ]
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Deposit a Negative Payment Batch
Follow the steps below to deposit a negative and regular payment batch at the same
time.

1. To begin the Deposit process, navigate to the Accounts Receivable module and
select the Make Deposit menu option or navigate to the Accounts Receivable
module and select the Payment Processing menu option. This will open the
Payment Processing Batches list. Make certain the Ready checkbox is selected to the
left of both payment batches then press the Deposit button located at the bottom of
the form.

Deposit Negative Payment Batch: Figure 220

View Obiors
[ Tho only baichies that ane Rarge ' e
U baoged a5 ready o deposit [ Date
[~ Show Depostnd Batrhes e s
foote  [Desopton | qnv| TapeTotol| EnteredTom|  mslarce |Depostoate |
G005 Kfer Pt from 2429 to 2419 L 855,00 549,00 000 *“Lndeposite...
AN Cust 2429 Reverse Payment ... 1 £55.00 £59,00 G0 *SLndepaste...

Total Entered: 0,00 | I

S — | e | oo |

st sae el b omi et Loz |
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2. The Make Deposit form will be displayed. The User must populate the required
fields on this form:

Deposit Date - Today’s date will default into this field.
Single Deposit in GL — Select this option.
Branch — This field will be grayed-out.

Bank Account — Select from the drop-down list which bank account will be used to
deposit the payment batches.

Description — The User may enter up to 50 characters of text to describe the
payment batch.

Print Deposit Ticket — By default this option is selected. If the User does not want to
print the deposit ticket report after the Save button has been pressed, un-check this
option.

Once the above selections have been made, check the box to the left of the payment
batches that will be included in this deposit. Press the Save button located at the
lower right of the form to post the deposit to the GL and print the deposit ticket.

0 Make Deposi F%)
QepositOate [aepoos 2l Depost Total  § 0L00
W &nge Depostin GL
BanchCode  [Ca =]
T
Primay Checking Accourst
Degoription [Payment tfer from 2429 to 2415

¥ Print Deposit Ticket

S8 | Date | Deserpon Quan... |  TepeTotl | Entered Total | Ealance |
= TE009  NWher Ped from 24, 1 65900 00 oo
= W0V Cust BTV Rever.. 1 £59.00 <5900 0.00

G o
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Lockbox Overview

Lockbox is a service offered by banks to companies in which the company receives
payments by mail to a post office box, the bank picks up the payments several times a
day, deposits them into the company's bank account and notifies the company of the
deposit. The bank then forwards an electronic file to the banking customer listing the
payments received and deposited.

Banks produce the electronic lockbox file in one of two methods. The bank has a staff of
data entry personnel that manually enter the payment information into an electronic
file or have equipment in place which scans the payment remittance sent in with the
customer check to create the file. Banks that electronically scan remittances read a
special scan line which is printed on the invoice. The SedonaOffice invoice printing form
Custom Form 3 has been designed to print a scan line including the invoice number for
electronic lockbox processing.

If the bank is manually creating the payment file, due to the human element, there
could be data entry errors made by the banking staff. If the bank employs the method
of scanning in the information from the customer payment remittance and a customer
submits a check without the payment remittance, the bank will either send the
customer a scanned image of the checks that cannot be electronically processed or mail
the checks to the banking customer to handle manually.

SedonaOffice has the capability of taking this electronic payment file, and electronically
importing the payments and posting to the customer accounts. Importing this file saves
many hours of data entry time and reduces data entry errors. If any unknown
customers are detected when importing the payment file, these entries are flagged for
the User to research and make necessary corrections before the batch may be posted.

When the lockbox file is imported into SedonaOffice, the payment is applied to the
customer invoice number detected in the remittance scan line. Any overpayments will
automatically apply first to any late fees accrued on the customer account then any
remaining payment amount will post to the customer’s unapplied cash.
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Banks that offer the lockbox service each have a unique electronic file structure.
SedonaOffice currently supports the electronic lockbox file formats for the banks listed
below. If your company is doing business with a bank offering electronic lockbox
processing and that bank name is not listed below, SedonaOffice is able to write the
interface to support the file structure of your bank. Contact the SedonaOffice Sales
department at (440) 247-5602 for more information on developing a custom lockbox file
format.

Supported Bank Lockbox File Formats

e Wells Fargo

¢ Wachovia

e AMSouth

® Bank of America

Invoice Printing Form with Scan Line

Custom Form 3
Lockbox Invoice with Scan Line: Figure 221

S{:anI Line

f A . Invoice/Statement
| |

Invoice # Customer # Invoice Amount

\ 711312 7iz009
000071432 0000000000 L3000 DI]‘I]I]I]I]ESEI6
13000

To: Desire Ashley
2612 Townley
Samnta Ana, CA 92706

25.00

Customer Name Customer Number P.O. Number Invoice Number Due Date
Desire Ashley 13000 13z UPONRECEIPT
Quantity Description Rate Amount
Jane Ashley, 2812 Townlay Santa Ana, CA
1 Service Labor 75.00 75.00
Credits Payments Applied: (50.00)
Current Inveice Due: 25.00
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How To

Importing electronic lockbox files is accomplished through the Accounts Receivable
Payment Processing function. Deposits are made as any other normal payment batch.
Follow the instructions below to process an electronic lockbox file.

The examples provided in this section are using the Wells Fargo Bank Lockbox file
format. This file type requires an invoice number be provided in the electronic file
provided by the bank.

Create a Lockbox Payment Batch

1. Navigate to the Main Application menu tree and select the Accounts Receivable /
Payment Processing menu option.

Lockbox — Navigation: Figure 222

File Edit View SedonaOffice Customer Query Tools Window Help

BEmEO SERA &£DDI ]| e
SedonaOffice [=]
Wv?.stern Security

i@ Accounts Receivable
~|m| Credit Memo
$ Cycle Invaicing
T EFT Processing
~{Ji; Finance Charge
E-E] Invoicing

Payment Processing
Frint Invoices
l.j Statements

-1 £ Unapplied Cash/Credit
ﬁ Credit Off Invoices
General Ledger
Accounts Payable
H-48 Inventory
“agement

o[- ]
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2. Create the Payment Batch Header — The Payment Processing Batches form will be

displayed. Press the New button located at the lower right of the form to begin a
new payment batch.

Lockbox - Create the Batch: Figure 223

——
&) Payment Processing Batches e

View Options

= Show only batches that are
tagged as ready to deposit

[~ Show Deposited Batches

[T DateRange Erom Date 2/1/2009

Ready | Date | Description | gre| TapeTotal| Entered Total | Balance | Deposit Date |

Total Entered: 0.00 | T |

Yiew Deposits

Deposit ( new D ogose |
e T ——
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3. Enter Payment Batch Header Information — The Batch Information form will be
displayed. Enter the Batch Date, Description, and the Tape Total (total amount of
payments contained in the lockbox file being processed). Press the Save button

when finished.

Lockbox - Batch Header Information: Figure 224

E Batch Information @
Batch Information
Batch Date |2/7/2009 [E |
Description LB 02/07/03
Tape Total |§125,946,57
There- AT i,:p;],uu

Remaining Amount  |¢175 945, 57

Ready to Deposit -

Bank Information

Bank Account

Deposit Date

Recondle Date

Close
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Import the Lockbox File

Once the batch header has been saved, the Payment Processing Batches list will again
be displayed; the new batch will appear in the batch list.

1. To import the lockbox file, double-click on the batch or highlight the batch then
press the Enter Payments button located at the lower right of the Payment
Processing Batches form.

apwﬁal:mingﬁatchﬁ @I
¥iew Opbions
Show only batches that are Erom Dals l—
r tagoed as ready to deposit [ DeteRange  Eyom Date B
[™ Show Deposited Batches [2r272000
Ready | Date | Description [ grv]  TapeTotal | Entersd Total | Balance | DepositDate |
O 212009 CJChecks 02/01/2009 0 4389.21 0.00 438921 “Undepasite...
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Payment Processing Form

2. Press the Import Lockbox button located at the lower left of the Payment Processing

form.

Balch Tape Amounk: 125,546, 57 Amount Entered:0.00 Balich Balamee: 125,546, 57 Entry @ 10f1

Irrptes |g"."-ﬂ |
e P M“T;T.-m 5 |oate | | Fiet D | Payment y
View Checks | Sean Batch - - | Dose: |
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3. The Import LockBox File form will be displayed. In the Import File from Bank field,
select the appropriate bank file format then press the green arrow to the right of

this field.

Lockbox - Select Bank Format / Import File: Figure 225

E=8 Eon ==

Batch Date —
Pust Date 2772005 El

| mthﬂvm |Uned<= | Vabd H

4. The Windows File Explorer will open; locate where the import file is located, then
press the Open button located at the lower right of the window.

Lockbox - Select the Lockbox File: Figure 226

D Open =S
——,
@uv| <« Documents » Sedona » Lockbox b LockBox Files - | 3 ‘ | Search o
‘ Organize §§ WS~ ‘ ’\JIE‘J‘:T Folder
Favantelinks Name & Date modified Type Size Tags
E DocanEnis = LB 20090207 it 2/7/200911:57 AM  Text Document 1KE
J
= R o | LB 20090210 et 6,/8/2008 3:06 AM Text Document 1KB
£l Recent Places || LB 20090211 1t 6/8/2008:57 AM  Text Document 1KB
Bl Deskiop
& Computer
& Recently Changed
E;“ Music
E Searches
. Public
Folders Ll <1 | I l b
Fie name: L8 20090211 ot yre-
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5. The electronic lockbox file information will fill into the grid area of the Import
LockBox File form. At the lower left of the form displays the count of valid customer
numbers within the file. If all customers are valid, press the Post button located at
the lower right of this form.

Handling unknown customers will be discussed later in this section.

Lockbox - Imported File Results: Figure 227

&) Import LockBex File = Ron ="

trport Fie from Bark Batch Date Brmes
[ Weks Farge = Post ate 708 E

Ltzm!ll:asmmef= ﬂhume ] Mnmml!n\.uu |Cl|=d:= [ Valid |R.mDau |

1|2402-3 Iadeson Auto Parts 36,56 F11011 wITr ¥ 4050207 W!-ﬁ?]

2| 2402-3 Jackaon Muto Parts ' 119361.25 | 711065 | 10T Y 4090207 2402- 300 ?1.

3| 2900 Jchnsen, Carolyn 384479 | 1867 555 Y 4090207 00000000OO00000000024004000000

4[240 Jchnson, Carchyn | 26,60 1856 [555 Y 4090207 00000D000000000040002400400000d

5|2180 Forme, Mary | w20z [4s82 ¥ 4050207 : jo00z 1804000000

82151 Malls, Mary 2179.17 | 1817 B4 ¥ 050207 000215 1000071

Customer Number from
electronic bank file

i
Totalk 125,946.57 adate Custtosmers

& Valid Customers 0 Invalid Customers Post Closs

6. After pressing the Post button the below message will be displayed. Press the Yes
button to proceed. A status box will be displayed as the batch is being processed

£

into payment records.

Lockbox - Posting Confirmation: Figure 228

Post Lockbox IZ

[9_! Are you ready to post the payments for all VALID customers OMLY?

Post Lockbox

2of6
33%
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7. Once the payments have processed the Payment Processing form will be displayed.

The User may view a list of the checks prior to depositing the batch by pressing the
View Checks button located at the lower left of this form.

Lockbox - Payments Imported Into Batch: Figure 229

]
D Payment Processing =8 e =5
Batch Tope Amount:  135,54.57 Amount Entered:0.00 Batch Balance: 125,54,57 Entry # 1of1
S Ca— T —
Customer BETEY Amgent
- I Pomestiediod (oo ]
| Check Humber
'O Bateh List for =]
- I
Check # [ Customer = ™ | Amount |
| Jackeon Auto Parts-Corn. | 36,56 |
10777 24023 350k500 ALt Parta-Conp. 119361.25
o | e 555 2400 Jehesen, Carciym 44,79
. 555 2400 Johnson, Carolym .60
2582 2180 Forme, Mary 98,20
5441 2151 Mary bille 2179.17 I £
|
/ |
$0.00
yd o | o
Check Count 6 -
—_— Total Amcunt  12594.57 fave Cose
Wiew Chedks Empart | adkhon: | Scan | ! —_ll —I Close
| — — |

8. Depositing a Lockbox payment batch follows the same process as a regular payment

batch. Follow the instructions under the heading Deposit a Payment Batch listed
earlier in this section.
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Handling Invalid Records

Depending on which bank file format your company is using, different pieces of
information may be required to import the data into SedonaOffice as a customer
payment.

Using the Wells Fargo Bank format as an example, the invoice number is a required
field. In the illustration below, the last payment row displays the customer number as
0000, the customer name as Unknown and the invoice number as 0. In the far right
column of the Import Lockbox File list is a column labeled Raw Data; the area
highlighted is the section that contains the customer number. The User may perform a
customer lookup to see if this is a valid customer and to locate the correct invoice
number to which the payment corresponds. Corrections may be typed directly into the
grid area of this form. Once all corrections have been made, press the Validate
Customers button located in the lower right area of this form. Once all customers have
been validated, press the Post button.

The User has a few choices in handling exceptions:

® Post the batch which will only include the payment rows where the customer
information is valid.

e Stop and research the unknown customer payment records then make the
necessary corrections once the correct information is located.

e Change the Unknown customers to your Cash Account customer number, post the
payment batch then research the errors at a later time.

Valid Customer Number - No Open Invoices

In situations where the customer number is correct however there are no open invoices
on the customer account the User can Post the payment list, then manually add these
customer payments to the batch and apply the funds to unapplied cash or one of the
other options on the Other tab of the Payment Processing form.
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& Yalid Customers

O Import LockBox File R ="
Erport File from Bank Batch Date 2772009
[wets Fargo | Post Date Rrmes £l
S S l i Iy
L] _ 124023 Sackson Autn Ports. | ®swoL |0
229023 Jadieon Autn Parts | 1s3L75[71065 10777
3| 2400 Johnson, Carchn | 3791867 |s55
42400 Johnsan, Carclyn [ 26.60 | 1886 555
5| 2180 Fome, Mary [ 238.20| 1927 | 4582
& 21at i, Mary | a7 71617 G4
7| 0000 [ | 055550 | 2222
4 ! *

Totak 128,002.12 Valdate Customers

1 Invalid Customers Post I Close

Sample Wells Fargo Lockbox File

6080207
4090207
4090207
6080207
4090207
4090207
6080207
4090207
6080207
4090207

L 20090207western Security

S0000000000125946570000000000012594657

12345678988888888000000000000107770011939781
0000000000000000002402-3000007110110000003656000000003656
0000000000000000002402-3000007110650011936125000011936125
12345678988888888000000000000005550000398139
000000000000000000002400000000018670000384479000000384479
000000000000000000002400000000018860000002660000000002660
12345678988888888000000000000045820000049820
000000000000000000002180000000019270000049820000000049820
12345678988888888000000000000084410000217917
000000000000000000002151000007118170000217917000000217917
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General Ledger Transactions - Payment Processing

As payments are entered into a payment batch and saved, a Journal Entry is being made
to the general ledger, which will credit the Accounts Receivable account and debit the
Undeposited Funds account. When the payment batch is deposited, another
transaction is recorded to the general ledger which credits the Undeposited Funds
account and debits the bank account selected when processing the deposit transaction.

Journal Entry created by a payment being applied to an Invoice

Journal Entry — Payment Applied to an Invoice: Figure 230

& Jourmal Entry (ABC Alsrm) (=N ="
Register No. 154 Register Type: CHE
Lj deumal Information
Branch lca
Uate [21ar2005
Eimary |10050
Acocount
Lindeposited Funds™
Reference 441
I Show Job Costing h* Show Branches
(erser il L ecioer bl
Acrount L: Desoiption ] Diehit | Credit | e Branch Category
» 10050 Uncdeposited Funds® Pl Ch
11000 [ | Accounts Recevabie® [ PenT] cA
Toltal % 23.54 % X354
_ O |
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Journal Entry created by a payment being applied to an Advance Deposit

Journal Entry — Payment Applied to an Advance Deposit: Figure 231

D Journal Entry (ABC Alarm) ==Eon |

Register Mo, 195 Aegizter Type:  CHE

L] dounal Infacmation

Bramch |..;.;
Cate [2118/2008
Eyimary 20055
Aoooount
Lincapeesrtad Furds ™

Refererce (3572

[T Show Job Costing ¥ Show Branches

General Ledger -
Account Descrption | oebt | credt | memo [manch | Category =

¥ O0E0 Ursdeposited Funds ™ S00.00 CA

20110 Advanced Depost™ | ] 500.00 | [ca
]

Total % 500.00 % 500.00
_ o |
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Journal Entry created by a payment being applied to Invoices & Unapplied Cash

In the example provided below, the payment of $300.00 was distributed to Unapplied
Cash for $132.00, and paid three invoices. A line is entered into the Journal Entry for
each invoice to which a payment was applied.

Journal Entry — Payment Applied to Invoices & Unapplied Cash: Figure 232

&) Journal Entry (ABC Alarm) =% o EI
Register Mo. 57 Register Type: CHE
L] Journal Information
gnch  [a
Date |2r18p2008
Brimary [t0os0
Acoount
Linleposited Funds =
Reference |155
™ Show Job Costing [ Show Branches
i General Ledger B
Aceount Doeser it | Detit | et | mMems | Beanch Catmgary B
p (0050 Undeposted Funds ™ 300.00 Ca
[ 20120 Unappled Cash® 132.00 | A
[ 1a000 Aceounts Recenvable® 75.00 CA
| 11000 Aoounis Recenable” 75.00 | ca
| 1a000 Aremunts Recenvable® 16.00 Ca
=]
Tatal % 300,00 % 300,00
_oe |
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Journal Entry created by Depositing a Payment Batch into a Bank Account

The G/L account number used for the Bank is located in SedonaSetup in the Bank setup

table. Each Bank is associated with a unique G/L account number.

Journal Entry —Deposit of Payment Batch: Figure 233

O loumal Entry (RBC Alarm) [F= o8 x|
Register No. 156 Aegister Type:  DEP
L] Jourmal Information
Branch ica
pate |2f1mz009
Erimary [10010
Aocoount
Frimary Checling Aocount™
Reference |
[T Show Job Costing W Show Branches
General Ledger -
Account [ pesaription | bebit [ eredt | Memo [manch ] Category
¥ 10010 Primary Chedang Aocount™ 1,623,549 CA
10050 [ | undeposited Funds® I 1ezs] [ca
Taotal §1,623.54 5 1,623.54
_ e |

SedonaSetup — Bank setup form

Bank Setup - Bank G/L Account: Figure 234

& Bank Edit
-~
Bank Name |10010] ) Next Check # |2n03
Description |Primary Checking Account GL Account | 10010 = E)l
Routing Number IGUUOOOOOO Frimary Cheoking Account™
Customer Bank [ Check Form | €501 |
appy | mew | petete |
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Printing Invoices

Section Contents

® |nvoice Printing Concepts & Terminology
® Related Setup Tables

® User Security Options

® How To

® Print Invoices from the Print Queue (Bulk)
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Invoice Printing Overview

Each time a new customer invoice is created, it is automatically directed to the Invoice
Print Queue. This queue is designed to print invoices in bulk at the end of a business day
or another time interval designated by your company. The /Invoice Print Queue will hold
invoices to be printed until the time when a User prints the invoices and then marks
them as printed at the end of the printing process. Prior to or after saving a customer
invoice, you have the option of un-checking the In Print Queue checkbox on the invoice
form which controls whether the invoice is placed in the print queue for future printing.

Related Setup Tables
Below is a list of the setup tables involved in the Invoice Printing process.

® Printer Setup — Defines the default printer that will be used for printing invoices and
other types of printed documents.

User Group Security Options

For a User to be able to print invoices, certain security privileges must be granted to the
User through the User Group Security options within SedonaSetup. The following User
Group Security options located within Application Access/AR security options section
pertain to Invoice Printing.

® Print Invoices — allows the User to print individual invoices from the Customer
Explorer or perform bulk invoice printing from the Invoice Print Queue.
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How To

Print Invoices - Bulk
Follow the instructions below to print a group of invoices listed in the Invoice Print

Queue.

1. Navigate to the main application menu and select the Accounts Receivable / Print
Invoices menu option.

Printing Invoices — Navigation: Figure 235

[ SedonaOffice

File Edit View SedonaOffice Customer Query Tools Window Help

RPmEO BERS & DR ~]| i
SedonaOffice (=]

E Western Security
=I-¢.f4 Accounts Receivable

----- 3 Cycle Invoicing
----- T | EFT Processing
-4 Finance Charge

=] Invoicing

""" 1 Make Deposit

----- Unapplied Cash/Credit
g Credit Off Invoices

[+-3] General Ledger

Fl- s Payable

I+
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2. The Select Invoices form will be displayed. This form contains several options from
which the User may select to compile a list of invoices to be printed. The User may
select one or a combination of options to arrive at the list of invoices to be printed.
If the User presses the Create List button without making any selections on this
form, all invoices in the print queue except EFT Pending, BFIS Pending invoices and
any invoices dated beyond today’s date will appear in the Invoice Printing List. Each
selection option found on the Select Invoices form will be described on the following
pages of this section.

Printing Invoices - Selection Options: Figure 236

[
la Select Invoices [+=3]

v Select Al Invoices

Branch B

[
=
0

Frarm |2 17/2005
Brandon
Calgary
Califormia Thru
E drantan
Michigan
Fikd m
Winnipeg

272009

1 1 3 7

From |

R Thru |

Filter Qptions Sort By  arginz
v Only Show lnvoices in Print Queue |':U$lDITIEf MNurnber ﬂ Irvtenths of an inch
[ Show ACH Pending Invoices Top Margin ITﬂ
[ Show BFIS Pending Invoices Left Margin ITj

Usze lnvoice Backgrnund
Bottom Ma[gin _I‘
-

Expart List Create List ‘ Cancel ‘

[~ Hide Invoices with $0 Balance Due
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e Branch - If your company is operating under multiple branches the User has the
option of selecting one, multiple or all branches in the list. To select multiple
branches, un-check the Select All Invoices checkbox. Highlight the first branch
desired then hold down the CTRL key and select additional branches. If you do
not want to see inactive branches, select the Hide Inactive Branches checkbox.
In the example provided below, only invoices for customers in the California and
Michigan branch will be selected for printing.

Printing Invoices - Branch Selection: Figure 237

GT_ Select All Invoices }—

Branch

Califarnia

kMichigan

{ Iv Hide Inactive Eranches)
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® Dates — This option allows the selection of invoices within a specific invoice date
range. This is typically used if invoices need to be re-printed after they have
already been marked as printed during a prior printing session. Make certain to
un-check the Only Show Invoices in Print Queue option.

Printing Invoices - Date Selection: Figure 238

"
6 Select Invoices
@Eyelect &ll lrevoices
ranch v Dates
From 2(7/2009 =]
Califorria | J
Michigan _
ik Thu [2/7/2009 ]
[ Invoice Mumbers
From |
[v Hide Inactive Branches T |
Filker Dptions Sort By b
GEDHI}I Show rvaices in Print DUEUD I | Custorner Nurnber ]| I
[~ Show &CH Pending Invoices l
Page 298 of 330 Last Revised: March 7, 2009

V5.2.60



: Accounts Receivable
SedOna OfflCe Reference Guide

The #1 Financial Software for Security Companies

* Invoice Numbers — This option allows the selection of invoices within an invoice
number range. This is mainly used if you need to re-print invoices due to a
problem with the printing device and the User has already marked the invoices
as printed. Make certain to un-check the Only Show Invoices in Print Queue
option. You may also include a date range as a part of your invoice selection
options in conjunction with the invoice number range option.

Printing Invoices - Invoice Number Range Selection: Figure 239

a Select Invoices
@elect All lnvoices
Branch [ Dates
From |2_."?_."2|:||:|_Q
Califormia
ichigan
Ak Thiru |2:-'?._-'2|:||:|_Q

v Invoice Murnbers

From  [711011
W Hide [nactive Branches Thru {71106
Filter Qptions Sort By b ar

(I Only Show Invoices in Printﬂue@| | Customer Number =l Int

[ Show ACH Pending lnvoices
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* Type — This option allows the selection one or multiple types of invoice to be
printed. Some companies use a different invoice form for different types of
invoices; using this option allows a User to select a particular group of invoices
before proceeding to a different type to be printed on a different invoice form.

Printing Invoices - Invoice Type Selection: Figure 240

e Select Invoices

@elect Al lnvoices
Branch [ Dates {1 Type \-

Fram  |2/7/2009
Califomia | [v Cucle
izhigan
Fikd Thiu 12/7/2003 v Service
v Job
[v Other

Th \N—/
[v Hide Inactive Branches ru |
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* Filter Options — These options will either include or exclude certain invoices from
the printing list.

Only Show Invoices In Print Queue — By default, this option is always selected.
The User would only de-select this option if performing invoice reprints for a

date and/or invoice number range.

Show ACH Pending Invoices —By default this option is not selected. If you do
have ACH or Credit Card processed customers that need a printed invoice, select
this option.

Show BFIS Pending Invoices — By default this option is not selected. If your
company is using BFIS to outsource your invoice printing, this option should be

selected.

Hide Invoices with SO Balance Due — By default this option is not selected. If the

customer invoice balance is zero and you do not want to print these types of
invoices, this option must be selected; otherwise zero balance invoices will
appear in the printing list.

Printing Invoices - Filter Options Selection: Figure 241

Filter Optionz
| Only Show Invoices in Print Queue
[ Show ACH Pending Invoices
[T Shaw BFIS Pending Invoices

[~ Hide Invoices with $0 Balance Due
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e Sort By — The Sort By option controls the order in which the invoices will be
printed. Make a selection from the drop-down list. The default option is to sort
by Customer Number.

® Use Invoice Background — Selecting this option will print a gray background color
on the invoices. See the example below where this option is selected.

Printing Invoices - Sort By & Use Background Selection: Figure 242

Sort By ~ Sart By

[I:usl-‘gﬂu'; E;-*hd j | Customer Mumber ;l

Cusstomer Mame

Cusstomes Murnber T ee————— ]
[ II.Z'T'.'":E';”““ Uze |nvoice Background
ip Code G }

Invoice With Background Option Selection: Figure 243

Western Security Services I .
231 X Main nvoice
Plymowth, MI 48170 -
(734) 414-0760 (734) 777-8888 Iowoice Number Date
TI0074 1172872008
Cuostomer Nmber Dhoe Diate
11000 11282008
Teo: Mlchael Macinaw Remit Too Western Security Services
369 Forrest Hills Drive Payment Processing Ceanter
Corena, CA 92879 PO Box #1132

Plymouth, MI 48170

Amcunt Enclosed ~Net Due: SO0.00 D & td Ranorss Top Porson Witk Tour Py
Customer Name Customer Number P.O. Number Invoice Date Due Date
Michael Macinaw 11000 1172872008 11/2872008

Quantity Description Rate Amount

Michae! Macinaw, 369 Forrest Hills Drive, Corona, CA

1.00  Installation 3,500.00 3,500.00
-1.00  Installation 3,500.00 -3,500.00
1.00  Administrative fee for activation of Service Cont. 45.00 45.00
1200  Service Contract 2917 350.04

12172008 - 11/30/2009
Sales Tax §32.59
Payments/Credits Applied $427.63
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® Margins — In most situations it is not necessary to adjust the margin settings.
Some printers require adjustments to one or multiple margin settings for the
invoice to be properly centered on the paper. Once changes have been made to
the margin settings, the application will remember these changes the next time
the User prints invoices from the same workstation.

& Important Notes:

If a new printer is installed or the User decides to print invoices on a different printer
than the one for which the margins settings apply, the margin settings may need to be
re-adjusted prior printing. Make certain to test before printing all the invoices.

Margin settings are saved on the local computer printing invoices. If a User wants to
print invoices on a different computer, make certain the margin settings are corrected
before sending the invoices to the printer.

Printing Invoices - Margin Settings Selection: Figure 244

M arains

In tenths of an inch
Top Margin | g =
=
Left Margin [ o —l
—1
Battomn Margin [ o |
(=

e Export List Button — This option is only used by SedonaOffice customers who
have subscribed to use BFIS for outsource printing.

Printing Invoices - BFIS Export Button: Figure 245

Filter O ptions
[w Only Show Invoices in Print Queue

[~ Show ACH Pending Ihvoices

v Show BFIS Pending Invoices

[~ Hide Invoices with $0 Balance Due

[ Filter for Emailing

)
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3. Once all options have been selected, press the Create List button located at the
lower right of the Select Invoices form.

Printing Invoices - Create List: Figure 246

| . |
eSeIect Invoices
v Select Allinvarces
— Branch 1 Dates T Type
] From  [2/7/2m
Brandaon |2_,_2IIII‘.:J ¥ Cycle
Calgary
Califarria Thiru Iz_.-‘;_.-‘z.j.jg ¥ Service
Edrmionton
Michigan
Rt - Irvoice Mumbers L] i
YWinnipeq
Frarm | [¥ Other
Th
[T Hide Inactive Branches " I
— Filker Options —Sort By — Margins
[v Only Show Invoices in Print Queus IEustDmer Mumber ;I Ir tenths of an inch
] ] Top Margin I =
[~ Show ACH Pending lnvoices 0 =
[~ Show BFIS Pending Invaices Left Marai I_;|
[~ Usze Invaoice Background shraEn | o 1
¥ Hide Invoices with $0 Balance Due ]
Bottorn Margin I 0 -
—=
Export Listl EreateI:iStD LCancel |
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4. The Invoice List will be displayed in a grid with all the invoices that met the criteria
for the options selected. By default, all invoices are “Tagged” for printing. Tagging
an invoice indicates which invoices will be sent to the printer. From the list of
invoices displayed, the User has the option of removing one or many invoices from
the list that will be sent to the printer by using the “Un-Tag” options buttons or un-
checking the Tag checkbox to the left of the invoices that will not be printed at this
time.

There are several options located at the bottom of the Invoice List. Each of these
options and the functionality thereof will be described on the following pages.

Printing Invoices - Invoice (Printing) List: Figure 247

a Invoice List =N o
Invoice List [245 invoices) Customers i‘
Tag | Type Customer | Invoice # | Inv Date Due Amount Balance | Branch Name Address Zip Code
Ik = Other 123 FU1E4| 2/4/2009 | 2/4/2009 $24.18 $2418|Ca Johnson, Sue 344 Main 43170
I Service | 13000 TURZ| 1472009 | 1472009 £75.00 $25.00| C& Aishley, Desire 2612 Townley 92706
Ll ™ Service | 13000 711325| 1/8/2009 | 1/8/2009 $162.84 §162.84| CA Ashley, Desire 2612 Townley 92706
I Service | 13000 F11326| 1/8/2009 | 1/8/2009 $226.48 $226.46| Ca Ashley, Desire 2612 Townley 92708
Ll = Job 13002 F1135| 14842009 | 1/8/2009 $1.664.16 $1.664.16| CA Wwiman & Associate | 1222 Wonju 92874
I B Service | 13002 FUII3E| 1/8/2009 | 1/8/2009 $334.31 $334.31| Ca ‘wyman & Associate | 1222 ‘Wonju 92879
I Cycle 2001 1101 | 14742009 | 14742009 $44.11 $44.11|C& Dodds, \williarm 2600 West Road 92505
1 Bl Cycle 2003 F1102| 14772009 | 14720039 F44.11 F4417|Ca Grega. Jil 2608 Carmenita Road | 92505
N Cycle 2005 F11103| 1/7/2009 | 1/7/2009 £44.11 $4411|C& Jacob, Michael 2616 Trumball Street | 92505
I Cycle 2007 F11104| 1/7/2009 | 1/7/2009 £44.11 $44.11|CA Jones, Lisa 2624 Hans Lane 525085
Ll ™ Cycle 2003 F1105| 14772009 | 1/7/2009 $44.11 $4411|CA Lands, Ralph 2632 Townley 92505
I Cycle 201 FI106| 1/7/2009 | 1/7/2009 $234.47 $234.47 | Ca Shemwintwilliams A1) 4440 W arrensville Cer| 92505
Ll = Cycle 203 FI107| 14772009 | 1472009 $44.11 $4417|CA Mills, Lori 2648 Garden Grove B| 92505
I B Cycle 2015 F11108| 1/7/2009 | 1/7/2009 $44.11 $44.11|CA Ponds, Robert 2B56 Lewis Stieet 92505
I Cycle 207 F11109| 1/7/2009 | 1/7/2009 $44.11 $4411|CA Simme, Frances 2664 Scribner Avenue | 92505
1 Bl Cycle 2019 0| 14722009 | 1472009 5710 $57.10|Ca wills. Jill 2672 Whittier Bled | 92505
N Cycle 2021 | 14742009 | 14742009 £44.11 $4411|C& Dodds, Ruth 2680 Sharon 'wWay | 92505
I Cycle 2025 TI4| 1/7/2009 | 1472009 £44.11 $44.11|CA Jacob, Lori 2636 Briarwond Lane | 92505
Ll ™ Cycle 2027 15| /772009 | 1/7/2009 $44.11 $4411|CA Jones. Joseph 2704 Mazon Drive | 92505
I Cycle 2031 TUNTF| 1/7/2009 | 1/7/2009 $44.11 $44.11|Ca b arin, 'william 2720 March'way 92505
Ll = Cycle 2033 18| 14742009 | 1472009 $44.11 $4417|CA Moare, Lori 2728 Kerrich Courtt | 92505
I B Cycle 2035 F1119| 1/7/2009 | 1/7/2009 $44.11 $44.11|CA Rouge, Wiliam 2736 Meadow Road | 92505
3 Cycle 2037 F11120| 1/7/2009 | 1/7/2009 $44.11 $4411|CA Smith, Donald 2744 Valley Drive 92508
1 ~ Curle 2na9 EARR R RER ) R P o) %4411 $44 11104 Crain Man 2707 Reerhwnnd 92505 =
4 »
Frint On List- TaGged ltems
Sadadfom =l || Tooth | voregat| et | (e | it ||| Bemee | Meke | pegow | mw | 2 || o |
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®  Print On — From the drop-down list the User will select which printing form will
be used to print this group of invoices. There are several forms available; check
with your administrator for the correct form your company has decided to use.
Some of the invoice printing forms have an option to calculate late fees at the
time of printing. These printing forms are: Custom Form 2, Custom Form 4, and
the Invoice Statement.
For those customers subscribing to BFIS for printing, select the BFIS form.
Invoice Printing - Invoice/Statement Options & Forms List: Figure 248
-e Invoice/Staternent Options 3] Foem &
2% 2485 =14 landscaps]
Invoice/Statement Options ARgrade Fom 1
W Show Open Credits ::x: :::g
W Show Late Fees Aleimste Forn 4 [44]
Algrmate Form 5

<l

Print Report Header as 'Invoice/Statement’

<l

Show Cycle Start and Cypcle End D ates

<l

Showy the System Code

W Show Company Mame in Footer
" Show Due Date Show Term Code
[~ Recalculate Late Fees
HMinirum Days Past Due |30
23 of 2/8/2009 =
Arnaurts
Mirimum Irwoice Balance ¢ [ m
Annual Interest B ate 18
Minirmum Charge o [T

ARermste Fom B [Custom)
ARemate Fom 7

BFIS

Canadian Standaid
Canadian Standad 2
Custom For [C507)
Coustom Form [C502)
Custorm Fors [CS00]
Cigstorm Fiorm [CS05]
Cigtom Foma [C506]
Cuaghom Fomm JCS507)
Caggtom Form 1

Custtom Fom 2

Custtom Foim 3

Custhom Foirn 4

Cugtom Fomn 10

Caggom Form 7 [Service]
Custtom Fom 8

Custom Fomm 3

Ciyche Sytem - Spg Desc
Cycle System - Sy Acct
Iervnice Slabement

Jiokek |vwcmead v E puaperesri
Setvacs Incace
Standard Foim
Standard wPayments

LCancel

Teirveg Fatin
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® Tag All — Pressing this option button will tag all invoices in the list for printing.

e Un Tag All — Pressing this option button will un-tag all invoices in the list (nothing
will be printed).

® Invert Tags — If the User has pressed the Un-Tag All button, pressing this button
will reverse the last selection.

e Tag Selected — If the User has pressed the Un-Tag All button and has made
manual selections in the Tag field next to particular invoices, this button will
select those invoices for printing.

e Un Tag Selected — If the User has pressed the Tag Selected button, this button
will de-select those invoices for printing.

e Remove From List — If the User has tagged certain invoices that are desired to be
removed from the Print List, this button will remove those tagged items. The
next time invoice printing is performed, removed invoices will return to the Print
List. If you never want to print these invoices, then use the Mark as Printed
option button to accomplish this.

e Mark As Printed — This option is used when you never want to print the invoices
listed and want to remove them from the printing queue or if the User did not
select the Yes option to the prompt received at the end of invoice printing which
asks the User if they want to mark all the invoices as printed.

® Preview — This option will display the invoices on the User’s screen to review
prior to pressing the print button.

® Print — This button will send the invoices directly to the printer. The printer used
will be that which is set up in the Printer Setup form.

Printing Invoices - Printer Setup: Figure 249

3 SedonaOffice
@_ﬂm View SedonaOffice Customer Query Tools Window Help
Open Company =] a8 | " : D | MmEEvE Qo |«
s B e 8 1R B 81— 1 NS
==
C_ Printer Setup D @.m Printer [P Laserdet 5L _-]) |¥ Print company ketter head
Print Sedona Screen Shot Statement Printer [FFLaserset s =| ¥ Print company letter head
PO Printer [FFiasetet & =] 7 Pintcompany letter head e
Plain Paper Printer |,.plm_-.e15|_ = ¥ Print company letter head [
Ewt Service Printer | HP LaserTet 5L ] ¥ Prnt company letter head nies
{Zreport Manager Check Printer [FPLaserset 5 |
+ Sedona Setup
[T Servioe Printer is Line Printer .
: Save Chose
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Statement Processing

Section Contents

® Statements Concepts & Terminology
® User Security Options
® How To

® Generate Statements
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Statements Overview

A statement is a printed document listing a customer’s unpaid invoices and unapplied
credits. Typically, statements are generated monthly for customers who have not paid
their invoices by the due date that was specified according to the invoice terms.

Several options are available in determining which customers will receive a statement.
These guidelines follow your pre-defined accounts receivable aging buckets 2 through 4.
A User also has the option of printing a message on the statements that may be
different for each of the aging buckets 2 through 4. Statement messages are setup
within SedonaSetup / Statement Rules. The User generating the statements has the
option of calculating and printing a late fee on the statements. The default rules for the
late fee calculation are maintained in SedonaSetup/Late Fee Rules. This late fee will not
create an accounts receivable entry on the customer’s account.

Each customer record has an option setting to define whether they are eligible to
receive statements. This option is located on the Setup Information form. Only
customers with this option selected will be considered during the statement generation
process.

Statement Flag - Customer Setup Information Form: Figure 250

p—
&) Customer Setup 2400 =)

) Customer # 2200 Johnson, Caralyn
44624 Oregon Trl
Customer Name  [1ghnson, Caralyn Riverside, CA 92505

Setup Information | Custom Fields | il To | Master Account Setup | Ttems |

Customer Status AR - Blanket P.O. —————
Customer Type W P.0O. Expire Date |7 Q
0ld Customer 1D [— Customer Since W J
Default Terms [Due OnReceipt  _»|  Chain Account =
Tax Exempt # [ customerGroup [Caiforna =]
OKtolncesse [ [F]| CustomerGroup2 [California -]
Salesperson [George =] (| Branch CA

No Collections [

Master Account Information Invoice Printing /
[~ Is Master Account p

nt Cycle Invoice
Master Acct = [ Print Statements )

v Print Site Info on Invoices
¥ Separate Cycle Invoice for Each Site
[— Sub Account Invoices to ¥ Charge Late Fees

Sul
Master A/R

4

4

Critical Message

Bxpreson [ []

Save Close
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Producing Statements is a three-step process. In step one the User will first define the
rules that will be used to determine which customers are eligible to receive a statement.
Step two is the actual generation process where the software evaluates all customers
based on the rules selected by the User in step one. The third step is to print the
customer statements.

1
& Important Notes:

e Users should first apply all unapplied cash and credits to customer invoices
prior to producing Statements.

¢ Statements should be generated after the cycle invoices have been posted
for the month.

¢ The statement generation process requires a good amount of memory from
the computer performing the processing. Make certain the Statements are
generated on a computer with plenty of memory and a good processor.

e Depending on how many customers your company has in its database will
determine how much time the statement generation process will take.
Make certain to allow enough time to finish the process.
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Statement Generation Rules

When a User begins the Statement Generation process, the Statements form will be
displayed. This form is divided into two forms; Select Customers and Statement List.
The Select Customers form is used to define the options and rules that will be used to
determine which customers are eligible to receive a statement. The Statement List is
used to launch the statement generation process and will display a list of all customers
eligible to receive a statement once the generation process has completed.

Select Customers

Much of the information that defaults into the fields on the Select Customers form is
maintained in SedonaSetup. If these settings need to be changed, your company’s
SedonaOffice system administrator may update the default settings.

There are many selections on this form which determine which customers will receive a
statement. Each of these options will be discussed in the following pages.

Statements - Select Customers (for Statements) Options: Figure 251

&) Statements (= [
Select Customers subgpgn:Lpll
Last Statement Date

Customers who have not received & statement as of: [1731/2008 ]|

Create Statemenits For

8 Customers

Al Non Jero Customers

¥ AR Balance
MommDuysPostos B 31 - e dnactve rances

Pririt Opbians
™ Separate Statement By o I Shew Background Topargin | @ =
a1 ¥
Date of Statement |'rj i = ;aj:k Cros Left Margn ’Tj
biaee GubnerRambe 3] poiommacgn [0 3]

over 1 [rour account s past dus, please remit. [
over 60 [Pease pay before your oot o cancelediiaodelibd
aver %0 [Pay now or your sccount wil be tumed aver to collections, [ ride the Due Date

¥ Recalodate and Show Late Fees

Mrmum Davys Past Due |39 sl $ Lo

P Annual Interest fate %[5

Minim.m Charge $ [s5.00
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Last Statement Date
This field will default to the last date statements were produced. Only customers that

have not received a statement since this date will be considered during the statement
generation process. Typically this is the last date of the month prior to today’s date.

Statements - Last Statement Date: Figure 252

6 Staterments

Select Customers | Statement List

Last Statement Date

Customers who have not received a statement as of? |1.l"3 1/2009 =

Create Statements For
The information defaulting into these fields is maintained in SedonaSetup / Statement

Rules. Customers with a minimum balance of at least the amount entered in the
Minimum Balance field will be considered by the statement generation process.
Typically the AR Balance option is selected with a minimum days past due of 31. The
values that are selectable from the Minimum Days Past Due field are contained in the
Sedona Setup / Accounts Receivable Aging Buckets setup.

Statements — Create Statements For Selection: Figure 253

Creats Statements For
™ Al Customers
Al hon Jero Customers
" AR Balanoe
iramum Balance |5-W
MgmumDaysPastDee [ 31 =
—
: 1
E
61 |
51 |
121
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Branch

If your company is operating under multiple branches the User has the option of
selecting one, multiple or all branches in the list. To select multiple branches, un-check
the Select All Invoices checkbox. Highlight the first branch desired then hold down the
CTRL key and select additional branches. If you do not want to see inactive branches,
select the Hide Inactive Branches checkbox.

Statements - Branch Selection: Figure 254

Print Options
This section contains several options, each of which is described below.

e Separate Statement By Billing Address - If your company has customers with
multiple billing addresses and it is desired to print a statement for each different
billing address, select this option. If this option is not selected a customer will
receive one statement for all invoices sent to all billing addresses. The Bill To
address that will print on the statement will be the customer’s primary billing
address.

e Date of Statement - This is the date that will print on the customer statements.
Typically this is the first day of a month.

® Statement Due Date - If it is desired to print a due date on the statement, select or
enter a date in this field. If you do not want to print a due date, select the Hide the
Due Date option (see below) on this form.

e Show Background - Selecting this option will print a gray colored background on
the statements.
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Show Credits - Selecting this option will print on the statement any unapplied cash,
unapplied credits or advance deposits that are present on a customer account.

Sort By - This option determines the order in which the statements will print; by
Customer Number or Business Name (Customer Name).

Margin Settings - In most situations it is not necessary to adjust the margin settings.
Some printers require adjustments to one or multiple margin settings for the
statement to be properly centered on the paper. Once changes have been made to
the margin settings, the application will remember these changes the next time the
User prints statements at the same workstation.

Statement Messages; 30, 60, 90 - Your company has the option of printing a specific
message on the statement which relates to delinquency of the customer. The three
messages correlate to the accounts receivable aging buckets 2, 3, and 4. Typically
these aging buckets are defined as over 30, over 60 and over 90 days past due. Each
message may be the same or different for each aging bucket. If it is preferred not to
print any messages, make certain to clear out these fields.

Hide the Due Date - If it is preferred not to print a date when the statement is due,
select this option.

Statements - Print Options: Figure 255

Print Options

i " [o =

|~ Separate Statement By Biling Address [~ Show Background e 0 =
— [~ Show Credits -
Date of Statement |2/1/2002 B Left Margin | O j
T | Sort By
statement Uue L'ale - J
| Customer Mumber J Bottom Margin ] =l
over 30 |"|"DLIF account is past due, please remit,
over 60 |Please pay before your account is cancelled for non-payment.
aver 20 [Pay now or your account will be turned aver to collections, ¥ Hide the Due Datei
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Recalculate and Show Late Fees

The calculation of Late Fees is optional. Late Fees will not affect your company’s
accounts receivable; the amounts calculated by the statement generation process will
print on customer statements and are displayed on the customer record after
statements are produced. Late Fees are also displayed to the User during payment
processing.

If your company wants to print a Late Fee on the statements, the rules are defined in
this section. The values which default into the Late Fees are maintained in SedonaSetup
/ Late Fee Rules. If these default settings need to be changed, your company’s
SedonaOffice system administrator may update the default settings.

Minimum Days Past Due, As of, Minimum Invoice Balance

The customer must have an invoice with a minimum balance due specified and is at
least the minimum days past due as of the date selected to be considered for a Late Fee.
If the customer invoice meets these rules, the Late Fee will be calculated using the
annual interest rate entered.

Annual Interest Rate
This is the interest rate that will be used to calculate the Late Fee for invoices which
meet the delinquency rules.

Minimum Charge

Your company has the option of assessing a minimum Late Fee for all customers that
meet the delinquency rules. If a Minimum Late Fee Charge is entered, this value will be
used to determine the amount of the Late Fee that will print on the customer
statement. For Example, if a Minimum Charge of $5.00 is entered and the system
calculates a Late Fee of $0.32, the customer will be assessed a $5.00 Late Fee.

¥ Recaloulate and Show Late Fees

Mini Invoice Bal
Minimum Days Past Due |—3D inimum Invoice Balance ¢ |1.00

Annual Interest Rate % |15
asof [1/31/2009 =
Minimurn Charge 4 |s5.00
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Related Setup Tables
Below is a list of setup tables involved in the Statement process.

e Statement Rules — Used to maintain the default rules to be used when generating
customer statements.

e Late Fee Rules — Used to maintain the default rules and values to be used in
calculating Late Fees on Statements or when selecting the Invoice Statement invoice
printing form.

User Group Security Options

For a User to be able to generate Statements, certain security privileges must be
granted to the User through the User Group Security options within SedonaSetup. The
following User Group Security options located within Application Access/AR security
options section pertain to Statements.

e Statements —allows the User to generate and print customer statements.
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How To

Generate Statements
Follow the instructions below to generate and print customer Statements.

1. Navigate to the main application menu and select the Accounts Receivable /
Statements menu option.

Statements - Navigation: Figure 256

[J Sedonz0ffice
File Edit View SedonaOffice Custormer CQuery Tools Window Help

I NPT T IR 1l ~|
SedonaOffice (=
EWastern Security

'l =1l =E0 [T1E[]

-, Finance Charge

- {a] Invaicing

----- Make Deposit
Payment Processing

Credit Off Invoices

[+-|3] General Ledger
[+ ~Faya ble
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2. Select Statement Options - The Statements form will be displayed. Select the

preferred options on the Select Customers form. Once all options have been
selected, navigate to the Statement List tab.

Statements - Select Options: Figure 257

Q) Statements =3

id:ﬂlﬁsh:ﬂnfsl Statement List |

Last Statement Date

Customers who have not recetved b statement a2 of: ({731 2000 ‘—;l

Creale Statements For
&l Customers
" Albon fero Customerns
& A Boorce
MogmmDosrostoue (B =1 - e tnacive ranches

Print Opitions
[~ Separate Siatement 61 [~ Show Baduground Top Margin |Tj
51 — ™ Show Credits 3
Date of Statement EE | e o ITj
Statement Due Date |51y ong ]
Custormes e 3] poyiom argn | ©
= 'T”m“m'mﬁ
aver B0 [Please pay before your sccount @ cancebediysigbimaisd
aver 90 [Pay now of your acrount wil be tuned over to cobectons, ¥ Hide the Due Date
¥  Becalouate and Show Late Pess
Minimum Days Past Due  [3g b $ ]L'm
Al Interest Raoe ]
dsof [1a12009 s | et s
Minimum Charge % [s5.00
o |
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3. Generate the Statement List - From the Statement List form press the Refresh List
button located at the bottom of the form. This will begin the statement generation
(selection) process.

Statements - Refresh Customer List: Figure 258

O Statements E=SgeR =~

;u'

Select Customers | Statement List |

Customer 2| Name | Postal Current | 1-30 days | 3180 days | S1-90days | 91-130d... | over 130

[ mefesh st |,} | |

_ o= |

While the statement process is running a status box will be displayed indicating
how many customers are being evaluated and how many are left to be

processed. Statement generation re-ages all customer accounts as a part of the
process.

Aging Customers

Aging Customer 107 of 491

22%: completed
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4. Review the Statement List/Late Fees - Once the process has completed the

Statement List will display all customers eligible to receive a statement. If this
option was selected to recalculate late fees, those amounts will be displayed in the
Late Fee column.

The User should scroll through the list to verify the list of customers and/or the late
fee assessment is accurate and statements are ready to be printed.

If the User finds customers on the list that should not receive a statement and/or a
late fee, corrections must be made to the customer options first, then the statement
generation process may be launched again.

The Print List button will send a report directly to the printer of all customers
contained in the statement list.
The BFIS Export button is used only by those SedonaOffice customers who have

subscribed with BFIS for outsource statement printing.

Statements - Customer List: Figure 259

a Statements [= ==
Select Customers ~ Statement List I

Customer # | Name | Postal ‘ Current ‘ 1-30days | 31-60 days | 61-90 days | 91-120d... ‘ over 120 ‘ Total Due | Late Fee 1 Credits | Met Due ‘ -
11000 Michael Macinaw 92879 0.00 5.00 0.00 229.00 0.00 0.00 234.00 £8.21 0.00 240.21 L
111222 Los Angeles County 90065 0.00 5.00 0.00 122.00 0.00 0.00 127.00 5.00 0.00 132 =|
13000 Ashley, Desire 92706 0.00 0.00 414.30 10,454.38 0.00 0.00 10,868.68 282,57 ,090.86 5060.39 b
2000 Craig, Lori 48170 0.00 5.00 0.00 28.95 0.00 0.00 33.95 5.00 7.7% 3116

2001 Dodds, Wiliam 92250 0.00 5.00 4411 87.36 43.25 0.00 178.72 5.00 0.00 184.72

2002 Forne, Christopher 48170 0.00 5.00 0.00 79.90 31.95 31.95 148.80 6.13 0.00 154.93

2003 Gregg, Jil 92250 0.00 5.00 4411 87.36 43.25 86.50 266,22 10.78 0.00 277

2004 Jacks, Wiliam 48170 0.00 5.00 0.00 0.00 0.00 31.95 36.95 5.00 0.00 41.95

2005 Jacob, Michael 92250 0.00 5.00 4411 87.36 43.25 86,50 266,22 10.78 0.00 277

2006 Jonah, Jennifer 48170 0.00 5.00 0.00 ©85.90 31.95 31.95 134.80 5.61 0.00 140.41

2007 Jones, Lisa 92250 0.00 5.00 4411 90.36 43.25 86.50 269.22 10.87 108.65 171.44

2008 Kelly, April 43170 0.00 5.60 0.00 65.90 243.64 63.90 375.04 17.08 0.00 396,12

2009 Lands, Ralph 92250 0.00 5.00 4411 87.36 43.25 43.25 222.97 8.11 0.00 231.08

2010 Loetz, Wiliam 43170 0.00 5.00 0.00 65.90 3195 3195 134,80 5.61 0.00 140,41

011 Sherwin-Wiliams Autom... 44128 0.00 0.00 234.47 5,726.38 163.24 3,374.54 9,498.63 429.34 0.00 9927.97

2012 Marin, Jill 48170 0.00 5.00 0.00 65.90 31.95 63.90 166.75 8.00 0.00 174.75

2013 Mills, Lori 92250 0.00 5.00 44,11 87.36 43.25 86.50 268,22 10.78 0.00 277

2014 Moore, Carolyn 48170 0.00 5.00 0.00 65.90 31.95 63.90 166.75 8.00 0.00 174.75

2015 Ponds, Robert 92250 0.00 5.00 4411 87.36 43.25 86.50 266,22 10.78 0.00 277

2016 Rouge, Ruth 48170 0.00 5.00 0.00 167.75 31.95 63.90 268.60 11.07 170.85 108.82

2017 Simms, Frances 92250 0.00 5.00 4411 87.36 43.25 86.50 266,22 10.78 0.00 277

018 Smith, Joseph 48170 0.00 5.00 0.00 ©85.90 31.95 63.90 186.75 8.00 0.00 174.75

2019 wills, il 92250 0.00 5.00 57.10 19.62 0.00 0.00 81.72 5.00 0.00 86.72

021 Dodds, Ruth 92250 0.00 5.00 44,11 44.11 0.00 0.00 93.22 5.00 0.00 98.22

2022 Forne, Donald 48170 0.00 5.00 0.00 65.90 31.95 63.90 166.75 8.00 0.00 174.75

2023 Ashley, Desiree 92250 0.00 5.00 92.98 37.89 0.00 0.00 135.87 5.00 0.00 140.87
2023%01 Gregg, Robert 92250 0.00 5.00 4411 0.00 0.00 43.25 92.36 5.00 0.00 97.36

2024 Jacks, Carolyn 43170 0.00 5.00 0.00 65.90 3195 63.90 166.75 8.00 0.00 174.75

2025 Jacob, Lori 92250 0.00 5.00 44,11 87.36 43.25 86.50 268,22 10.78 0.00 277

2026 Jonah, Wiliam 48170 0.00 5.00 0.00 65.90 31.95 63.90 166.75 8.00 0.00 174.75

2027 Jones, Joseph 92250 0.00 5.00 4411 87.36 43.25 86.50 266,22 10.78 0.00 277

2028 Lands, William 48170 0.00 5.00 0.00 33.95 0.00 0.00 38.95 5.00 0.00 43.95

2030 Lorne, James 43170 0.00 5.00 0.00 47.23 0.00 0.00 52.23 \ 5.00 4/ 0.00 57.23 S0

Refresh List | BFIS Export | Print List ‘ Preview Statements
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5. Print the Statements — To send the statements to the printer, press the Preview
Statements button located at the bottom of the Statement List form. The
statements will be displayed in preview mode — be patient, this may take a little

time.

At the top of the print preview window is a counter indicating how many pages of
statements are contained in this printing batch. When ready to print to paper, press
the Print button located on left of the top toolbar. The application will use the
Default Statement printer that is defined in the SedonaOffice Printer Settings.

Statements - Print Preview: Figure 260

E Statements
File Help
ED | D@ e @w: <] © PDF Ewdl HIF Ted HTML | Close
4 = e e T T O
Western Security Services
231X Miin Statement
Plymouth, MI 48170
(734) 414-0760 Date Customer Number
2/1/2000 11000
Amount Due
24021
To: Michael Macinaw Remit To:  Western Security Services
369 Forrest Hills Drive Payment Processing Center
Corona, CA 92879 PO Box #1132
Plymouth, MI 48170
: 3 amount enclosed return the top portion with your payment
- Customer Name Customer Number Statement Date
: Michael Macinaw 11000 2/1/2009
4
. Date Invoice Number PO Number Description Amount Balance Due
Michael Macinaw, 360 Forvest Hills Drive Corona, CA
2/1/2009 711357 Late Charges 5.00 5.00
12/7/2008 710989 Service Call 229.00 229.00
Late Charge 6121
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6. Set the Customer Statement Date - After pressing the Print button, the User will be

presented with a message asking if all the statements printed correctly and should
the last statement date be set. Wait until the printing process has completed before
pressing the Yes button on this message box.

After pressing the Yes button, be patient, this may take a few minutes. The
application is updating every customer record in the statement batch with the new
statement date and any late fees assessed.

Statements — Set Statement Date: Figure 261

Statements £z

Did all of the statements print correctly and should the last staternent date be set?
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CUSTOMER EXPLORER - APPLY ADVANCE DEPOSIT: FIGURE 167

APPLY CUSTOMER CREDITS - APPLY ADVANCE DEPOSIT TO INVOICE(S): FIGURE 168 ---------------

CUSTOMER EXPLORER - APPLY UNAPPLIED ADVANCE DEPOSIT: FIGURE 169

APPLY CUSTOMER CREDITS - UNAPPLIED ADVANCE DEPOSIT - "OTHER" TAB: FIGURE 170 ------

UNAPPLIED CASH/CREDITS - ACCOUNTS RECEIVABLE OPTION: FIGURE 171
UNAPPLIED CASH/CREDIT LIST: FIGURE 172

APPLYING CREDITS FROM THE UNAPPLIED CASH/CREDIT LIST: FIGURE 173

JOURNAL ENTRY - CREDIT MEMO APPLIED TO AN INVOICE: FIGURE 174
JOURNAL ENTRY - CREDIT MEMO APPLIED TO A REFUND CHECK: FIGURE 175

JOURNAL ENTRY - CREDIT MEMO APPLIED TO A MISC. G/L ACCOUNT: FIGURE 176

JOURNAL ENTRY - UNAPPLIED CASH APPLIED TO AN INVOICE: FIGURE 177

JOURNAL ENTRY - UNAPPLIED CASH APPLIED TO AN ADVANCE DEPOSIT: FIGURE 178 -------------
JOURNAL ENTRY - UNAPPLIED CASH APPLIED TO A MISC. G/L ACCOUNT: FIGURE 179 -------------

JOURNAL ENTRY - ADVANCE DEPOSIT APPLIED TO AN INVOICE: FIGURE 180

JOURNAL ENTRY - ADVANCE DEPOSIT APPLIED TO UNAPPLIED CASH: FIGURE 181
JOURNAL ENTRY - ADVANCE DEPOSIT APPLIED TO A REFUND CHECK: FIGURE 182

JOURNAL ENTRY - ADVANCE DEPOSIT APPLIED TO A MISC. G/L ACCOUNT: FIGURE 183 -----------

FINANCE CHARGE - SETUP INFORMATION FORM: FIGURE 184

FINANCE CHARGE - TOTALS LIST: FIGURE 185
FINANCE CHARGE - INVOICE INFORMATION SETUP: FIGURE 186

FINANCE CHARGE - CREATE INVOICES CONFIRMATION: FIGURE 187

PRINT FINANCE CHARGE INVOICES — NAVIGATION: FIGURE 188
PRINT FINANCE CHARGE INVOICES - INVOICE SELECTION FORM: FIGURE 189

PRINT FINANCE CHARGE INVOICES - INVOICE LIST (TO PRINT): FIGURE 190

PRINT FINANCE CHARGE INVOICES - PRINT PREVIEW: FIGURE 191

PRINT FINANCE CHARGE INVOICES - MARK AS PRINTED: FIGURE 192
JOURNAL ENTRY - FINANCE CHARGE INVOICE: FIGURE 193

SEDONA EVENT LOG - CUSTOMER REMOVED FROM COLLECTIONS: FIGURE 194

COLLECTIONS ACTIVITY - CUSTOMER REMOVED FROM COLLECTIONS: FIGURE 195
CREATE A PAYMENT BATCH — NAVIGATION: FIGURE 196

CREATE PAYMENT BATCH: FIGURE 197

ENTER PAYMENT BATCH HEADER INFORMATION: FIGURE 198

ENTER PAYMENTS BUTTON: FIGURE 199
PAYMENT HEADER: FIGURE 200

APPLYING A PAYMENT TO INVOICES: FIGURE 201

BATCH TOTAL INFORMATION MESSAGE: FIGURE 202

PAYMENT PROCESSING - "OTHER" TAB: FIGURE 203
PAYMENT PROCESSING - "OTHER" TAB OPTIONS: FIGURE 204
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VIEW CHECKS BUTTON: FIGURE 205 255
CHECKS IN PAYMENT BATCH: FIGURE 206 255
CORRECTING PAYMENTS: FIGURE 207 256
DELETE A CHECK: FIGURE 208 258
MAKE DEPOSIT FORM: FIGURE 209 259
DEPOSIT TICKET: FIGURE 210 260
VIEW DEPOSITS BUTTON: FIGURE 211 261
DEPOSITS MADE LIST: FIGURE 212 262
LIST OF PAYMENTS IN DEPOSITED BATCH: FIGURE 213 263
DEPOSITED PAYMENT DETAIL: FIGURE 214 264
REVERSE DEPOSIT BUTTON: FIGURE 215 266
REVERSE DEPOSIT CONFIRMATION: FIGURE 216 267
REVERSE DEPOSIT INFORMATION MESSAGE: FIGURE 217 267
NEGATIVE PAYMENT BATCH HEADER: FIGURE 218 270
ENTERING NEGATIVE PAYMENTS: FIGURE 219 273
DEPOSIT NEGATIVE PAYMENT BATCH: FIGURE 220 275
LOCKBOX INVOICE WITH SCAN LINE: FIGURE 221 278
LOCKBOX — NAVIGATION: FIGURE 222 279
LOCKBOX - CREATE THE BATCH: FIGURE 223 280
LOCKBOX - BATCH HEADER INFORMATION: FIGURE 224 281
LOCKBOX - SELECT BANK FORMAT / IMPORT FILE: FIGURE 225 284
LOCKBOX - SELECT THE LOCKBOX FILE: FIGURE 226 284
LOCKBOX - IMPORTED FILE RESULTS: FIGURE 227 285
LOCKBOX - POSTING CONFIRMATION: FIGURE 228 285
LOCKBOX - PAYMENTS IMPORTED INTO BATCH: FIGURE 229 286
JOURNAL ENTRY — PAYMENT APPLIED TO AN INVOICE: FIGURE 230 289
JOURNAL ENTRY — PAYMENT APPLIED TO AN ADVANCE DEPOSIT: FIGURE 231 290
JOURNAL ENTRY — PAYMENT APPLIED TO INVOICES & UNAPPLIED CASH: FIGURE 232 ---------------m-mmem- 291
JOURNAL ENTRY —DEPOSIT OF PAYMENT BATCH: FIGURE 233 292
BANK SETUP - BANK G/L ACCOUNT: FIGURE 234 292
PRINTING INVOICES — NAVIGATION: FIGURE 235 295
PRINTING INVOICES - SELECTION OPTIONS: FIGURE 236 296
PRINTING INVOICES - BRANCH SELECTION: FIGURE 237 297
PRINTING INVOICES - DATE SELECTION: FIGURE 238 298
PRINTING INVOICES - INVOICE NUMBER RANGE SELECTION: FIGURE 239 299
PRINTING INVOICES - INVOICE TYPE SELECTION: FIGURE 240 300
PRINTING INVOICES - FILTER OPTIONS SELECTION: FIGURE 241 301
PRINTING INVOICES - SORT BY & USE BACKGROUND SELECTION: FIGURE 242 302
INVOICE WITH BACKGROUND OPTION SELECTION: FIGURE 243 302
PRINTING INVOICES - MARGIN SETTINGS SELECTION: FIGURE 244 303
PRINTING INVOICES - BFIS EXPORT BUTTON: FIGURE 245 303
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PRINTING INVOICES - CREATE LIST: FIGURE 246 304
PRINTING INVOICES - INVOICE (PRINTING) LIST: FIGURE 247 305
INVOICE PRINTING - INVOICE/STATEMENT OPTIONS & FORMS LIST: FIGURE 248 306
PRINTING INVOICES - PRINTER SETUP: FIGURE 249 307
STATEMENT FLAG - CUSTOMER SETUP INFORMATION FORM: FIGURE 250 309
STATEMENTS - SELECT CUSTOMERS (FOR STATEMENTS) OPTIONS: FIGURE 251 311
STATEMENTS - LAST STATEMENT DATE: FIGURE 252 312
STATEMENTS — CREATE STATEMENTS FOR SELECTION: FIGURE 253 312
STATEMENTS - BRANCH SELECTION: FIGURE 254 313
STATEMENTS - PRINT OPTIONS: FIGURE 255 314
STATEMENTS - NAVIGATION: FIGURE 256 317
STATEMENTS - SELECT OPTIONS: FIGURE 257 318
STATEMENTS - REFRESH CUSTOMER LIST: FIGURE 258 319
STATEMENTS - CUSTOMER LIST: FIGURE 259 320
STATEMENTS - PRINT PREVIEW: FIGURE 260 321
STATEMENTS — SET STATEMENT DATE: FIGURE 261 322
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