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I ntroduction

The Accounts Payable Workbench is a member of NorthClark's suite of Desktop Applications for
Manfact, and includes the following key features:

e Entry of “Unmatched” Accounts Payable Invoices

e Support for Invoices with Multiple Purchase Order Numbers

e Point and Click / Drag-and-Drop Invoice Matching

e Automatic Invoice Matching

e Recelving Electronic Invoices (EDI or XML)

e Option to Automatically Distribute Freight and Sales Tax Amounts to Line Items
e Optimizes"Date to Pay" Calculation

e Payment Processing: Electronic or Printed Checks, with Check Reconciliation

e Accounts Payable Reporting

NorthClark Desktop Applications use a spread-sheet style interface with familiar editing tools such as
copy, paste, and word wrapping. Users may rearrange the column order, and hide unwanted columns.
All spreadsheet views may be printed or exported to Microsoft Excel.

Unmatched Accounts Payable | nvoices

The NorthClark "Master Invoice” file has been added to the Manfact system to support entry of
Accounts Payable Invoices. It will not be necessary to match an invoice to areceipt prior to filing the
record, nor isit necessary for the invoiceto be “in balance”. AsManfact does not allow an Invoiceto be
entered on the AP file until is successfully matched, the NorthClark system will increase visibility to
Supplier Invoices that are in suspense.

Support for Invoiceswith Multiple Purchase Order Numbers

The Invoice Entry form supports entry of Purchase Order Numbers at the line item level. When the
Master Invoice is successfully matched, a separate AP transaction record is automatically created in the
Manfact system for each Purchase Order.

Point and Click / Drag-and-Drop I nvoice Matching

While viewing an Accounts Payable Invoice, the user can easily switch to the "Accrua™ window to see
all open Receipts and Manual Accrualsfor the Supplier. A summary view alows matching of entire
Receipts and/or Manual Accrual records, and a detail view supports matching of individua line items.
Asan dlternative, a“side by side” view presents alist of unmatched invoices and alist of open accruals.
The Drag-and-Drop feature is a quick way to marry selected items.
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Automatic I nvoice Matching

The “ Automatic Matching” feature streamlines the processing of unmatched invoices. When this option
isinvoked, the system will review al of the unmatched invoices, and attempt to match it to a Recelpt
record. A resultslist isdisplayed for the operator to review, showing the status of each invoice. Fully
matched invoices may be approved for immediate processing with asingle click. Partially matched and
unmatched records may be opened for further review and update.

Receiving Electronic I nvoices

Applications designed to receive electronic invoices (using EDI or XML for example), can be easily
interfaced with the NorthClark Accounts Payable Workbench. These transactions may be written to the
Master Invoice file, then subsequently processed as any other unmatched invoice.

Distribute Freight and Tax to A/P Lineltems

This feature allows you to enter the cost of Freight, Sales Tax, and Miscellaneous Charges from the A/P
invoice, then have the system allocate those charges to individual Invoice lineitems. The costs will be
distributed proportionally to each line item based on weight, quantity, or cost. The user may manually
change or input alocated amounts using the A/P Detail tab.

This has the same result as when the user changes the Actual Unit Cost of aline item using the AP.N
entry screen. The Debit Amount on the line item is updated to match the new Line Item Extended Cost.
For actual cost inventory locations, the system will view this as an adjustment to the material cost of the
part received, and generate either an Inventory Adjustment (INVADJ) or Work Order Adjustment (ADJ)
transaction when the AP record is reconciled.

NorthClark's Accounts Payable Workbench will not support Manfact's multi-invoice freight distribution
feature. It isassumed that the more simplified option to include freight and tax as part of the line item
unit cost will meet the needs of most customers.

Calculating " Date to Pay"

When an Accounts Payable Invoice is entered, the system cal cul ates the Date to Pay by adding the
Discount Days (field #2 of the Terms record) to the Invoice Date. Thislogic has been enhanced so that
if the resulting Date to Pay is less than the current date, it will be recalculated using the Net Due Days
(field #4 of the Terms record).

Note that the Discount Calculation Option that you select via Manfact’s TABLE.AP procedure
determines whether the system uses the Invoice Date, or the later of Invoice Date, Receipt Date, or
Schedule Date for the due date calculation.

The “Daysto Pay” parameter in the Vendor file may override the Net Due Days on the Terms record
when calculating the Date to Pay. However, in the NorthClark system, this applies only when thereis
no terms discount available.
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Payment Processing and Check Reconciliation

Select open invoices based on avariety of search criteria, then point and click to select items for
payment. This option supports both printed checks and electronic payment processing, and includes
check reconciliation features. The Accounts Payable Payment Processing (NCC_ApPay) moduleis
installed separately. Please refer to the Accounts Payable Payments User Guide for more information.

Accounts Payable Reporting

Select invoices based on avariety of search criteria, then select the desired report format for output. The
results may be printed or exported to Microsoft Excel. The Accounts Payable Reporting (NCC_ApRpt)
module isinstalled separately. Please refer to the Accounts Payable Reporting User Guide for more
information.
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Accounts Payable Transaction Entry

The Accounts Payable window is used to enter and update both Matched and Unmatched A/P Invoice
records, as well as debit memos and other miscellaneous adjustments.

Accounts Payable Search

H Accountis Payable Workbench
File Edit View Activities Tools Help

0| | | Bl % [ @] =|=] d -] 2] W4 a5 WM

1. AP Search Options ] 2. AP Hesults] 3 Header] 4 Invnice] 5. Detail]

Supplier: | Invoiced Entered:

Invoice# | v StartDate [gim1/07 0 2« [ Start Date
PO Number. | W EndDate  [12/31/07 = [~ EndDate

Receipttt | [ Matched Paid:

Check# | [ Start Date | Start Date
Wwiarshouse: | ﬂ [~ EndDate [~ EndDate
Entered By: |

i Invoice Type: Status:
ez | ¥ PO Receipt/Debi ¥ OnHold
Fizcal Manth: | [V Mon-PO Payment W Unmatched

Fiscoal Vear v Mon-PO Debit v Matched
: | [v Freight Charges W Approved
Part Mumber: | v Prepayment v Paid
Search Sets
[1 Clear c
————— [Curent' v e ave
#4 Search Hirer e J (& Load | [ Save ‘ v Dates X Remove
Feady Supplier: MATTHEW'S MACHINIMG [1], Invoicelt 65789 Account: MDEMDB.9

This Accounts Payable Search view is displayed when the application is started. The main screenis
comprised of multiple "tabs":

A/P Search  Search for records in the Accounts Payable Invoice files using a variety of search
criteria. Wildcarding is supported where sensible.

A/PResults Displaysalist of Invoice records that meet the users selection criteria. Double-click to
open the desired item.

Header Create a new record, or update the Header of an existing Invoice from this screen.
Invoice Enter invoice information including freight, tax, and miscellaneous charges.
Detail View / update Invoice Line Item details.
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A/P Search Results List

Once the desired selection criteria have been entered, click the Sear ch button, and the list of qualifying
records is displayed on the AP Results tab.

% Accounts Payable Workbench

File Edit Vew Activities Tools Help
0| | M@ s @mal == -7 M4 705 ]
1. AP Search Options ] 3 Header] 4. Invnice] 5. Detail
. &P Tupe Su%:Iier Supplier Mame FO# I3 I Statuz | I Date | 1o Ak D‘?:E:}ITD .{-‘«I_g'n%uar;t %;%%k =
1 (Receptinvaice 1 MATTHEW'S MACHINING 101 100307 Open 10/03/07  37.50 10/03/07 37.50
> | Receipt Invaice 1 MATTHEW'S MACHINING 126 B5789  FulyPad  01/12/07 1,000.00 0.00
5 |Receipt lvoice 1 MATTHEW'S MACHINING 119 67854  FulpPaid  01412/07 5.391.00 0.oo
4 | Urmatched 1 MATTHEW!S MACHINING 101 100807 Urmatched 09/30/07 11250
5 | Urmatched 2 AMPEX FASTENERS INC - 104 1041007 Unmatched 10/01/07  6,000.00
[ — Bl
[# Open
Ready Supplier: MATTHEW'S MACHIMNING [1], Inwvoicedt 100207 account MOEMOB.9

Additional columns are visible as you scroll to theright...

% Accounts Payable Workbench

File Edit View Activities Tools Help
O | |8 2| & l@|m[a =|=| - 2 FIKIEEEE
1. AP Search Options 13 Header] 4. Invnice] 5. Detail
Disburse Faid Paid | Check Entered Entry atched Fizzal | Fizcal -
. Account Date At Mo, whse By Date Matched By Date G/L Post Month | Year APID
1 |01.000.1005 W3 administrator 10403407 10 2007 1100307
o |01.000.1005 10406407 100000 200710 WNDF onA207 onA207 01 2007 165729
3 |01.000.0005 10406407 5391.00 200710 WNDF onA207 onA207 01 2007 167954
4 |01.000.1005 i3 03 2007
5 [01.000.1005 Wi 10 2007
Kl —
[# Open
Ready Supplier: MATTHEW'S MACHIMNING [1], Inwvoicedt 100207 account MOEMOB.9

To open arecord, double-click on arow, or highlight the desired item and click the Open button. This
action will cause the Header tab to be displayed.
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A/P Header Entry

% Accounts Payable Workbench
File Edit ‘“iew Activities Tools Help

0| | [H|®| |y (m[a] =|=] & - 2 (W[4 15 ]

1. AP Search Dptinns] 2. AP Results 3. Header l 4. Invuice] L} Detaill

Supplier ID: [q | 1099 Type: | =l fems: |22 10NET300) v
Irrvoiced |1|]|]3|]? | Check Code: |Electronic [E) »|  TemsDate || aest Date [2) -]
PO##'s: |1|]1 Currency: | ﬂ Receipt Date: (171702
Ship Suppliert [7 Erg Rate: 1 B 10102
AJF Type: [P0 Receipt [1) x| FiscdMo fig - [ Force Discount
Whset | MAGNA MACHINING W, = | Fiseal Y1 [2007 ™ Hold- Do Mot P
old - Lo Not Fay
Check Mame/Address: Nates:

MATTHEW'S MACHINING
2100 E GRAND avENUE
EL SEGUMDO, CA 90254

n Save [ Hew/Open ‘ Copy ‘ ‘ Eurd Doc

Ready, Save Pending Supplier: MATTHEW'S MACHIMING [1], lrrvoicedt 100307 Account: MDEMOS.9

Y ou may open an existing record by selecting it from the Results list, or by clicking the New/Open
button on the Header tab.

Open ! Create an Invoice

PO/Receiptd (101
Supplier: |1

|M.-'-\TTHEW'S MACHIMIMNG |

Invoice 1100307

» Cancel

Thisdialog is used to create new records, and to open existing records. If you choose to enter a
Purchase Order or Receipt Number while creating a new invoice, the system will automatically default
all available information from the specified PO or RECEIPTS record.
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A/P Invoice Summary

The Invoice tab consists of two spreadsheetstitled I nvoice and Payment Summary and Freight, Tax,
Other Chargesand Allowances.

E} Accounts Payable Workbench g@@
File Edit View Activities Tools Help
D H E& e s amel £ 26 2 RIRIEEER]
1. AP Search Options | 2. AP Results | 3. Header 4. Invoice | 5. Detail
Invoice and Payment 5ummanr
Descini ) EI. o Tatal Line Item Detall
ezcription Date 4 Amount Arnonrt G/L Acctit G /L Degcription Total Other Charges
PO Receipt 10403407 42.00 42DEI 01.000.2005 jAECDUNTS FPavaBLE Balance ko Match:
Paid to Date 0.00 0.00
Applied Prepayments 0.00 oo
Prepayment to Apply 0.00 .00 010001305 |
Balance Tao Pay 1102407 42.00 42.00
Amount to Pay 1013/07 4200 4200 070001005 | CASHGENERAL Pay in Full |
Terms Discount 1013407 200 084 0.84 01.000.1115 DISCOUMTS TAKEM Match to Acerud |
Federal Withholding 0.00 0.00 0.00
Met Check Amount 4116 4116 e Allocate Charges |
1 o[
Freight, T ax, Other Charges and Allowances:
[bem 4 Amount ;IC_:EEQ ET:%Z: Description G/L Accti G /L D escription Tax Type i.?s%:s ﬁ!EgS!?D M'eéltlﬁg d -
Freight j 4.50 450 Freight Charge  01.300.6030 FREIGHT EXPEMNSE Resals (R) j - l [v W
[Allacate) J -4.50 -4.50 EMCC_APWE £ 01.300.6030 FREIGHT EXPEMSE J H B =
= [ I [/ e
1 b H
Feady, Save Pending Supplier MATTHEWS MACHINING [1], Inwaicedt 100307 Azcaunt: MOEMOR S

Use the I nvoice and Payment Summary spreadsheet to enter the Invoice Date and Amount, along with
payment and withholding information. The discount will be calculated and displayed based on the
Terms selected on the Header tab. The system will display any previous payments, and compute the net
check amount.

The bottom spreadsheet is used to enter Freight, Tax, and Miscellaneous Charges. To add a charge,
select the appropriate Type from the drop-down list on the last (blank) row.

Apply Terms Discount Option
This checkbox allows you to exclude certain charges from the Early Payment Discount calculation.

Allocating Chargesto Invoice Line ltems

The allocation feature allows you to distribute freight, tax, and miscellaneous charges to invoice line
items. Select the allocation method (weight, quantity, or cost), then click the Allocate Now button. The
system calcul ates and updates the “ Allocated Cost” on each Invoice line item.
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The system adds a new row to the spreadsheet for each row that has been allocated, asillustrated in the
previous example. The amount on the new row isthe inverse of the allocated amount (multiplied by -1),
and the G/L Account Number is the same as the Account Number used on the original row (e.g., the
Freight Account).

Click the Match to Accrual button to access the Accrua Matching window. Thiswill allow you to
locate Receipt records, and match them to the Invoice. When areceipt is selected, all of the pertinent
information is copied to the line item Detail tab.

A/P Invoice Lineltems
This screen is used to view and update Accounts Payable Invoice line items.

FX Accounts Payable Workbench
File Edit Wiew Activities Tools Help
0| H =& ey @mlal =(=]an -] 2 W[ 4] 15 ]y
1. AP Search I]plions] 2. AP Hesulls] 3 Headel] 4 Invoice 5. Detail
Invoice Line [tems:
Fec | PO | PO | Pack - Feceipt | Invoice U/ | Receipt | Std Actual | Alloc, | =
Rect Li# | LI# | Type| Slp Parttt| Description | WO | *whse | Imvioc Gty (ty UM Factor | Unit Cost | Cost | Unit Cost| Cost
1 1M 1 1 4 Tt W’3JWIP-3 3 I EA J 125000 00000 125000 450
2 - =l
I — BN
G /L Distribution for Row: 1 Projects Balance: 42.00
ALP At 42.00
. Amnaunt Accti Description - Amount | Percent | Projectd | Description -
Debits: 42.00
Eurder: 00 1 ¢ 4200:01.000.20015 PO CLEARING
FRv: n
By | H | H
4 » 4 b
Ready, Save Pending Supplier: MATTHEW"S MACHIMNING [1], Irwvoicel 100307 Acoount: MDEMOS.9

This screen uses three spreadsheetstitled I nvoice Line Items, G/L Distribution, and Proj ect
Distribution. The G/L and Project Distribution spreadsheets are used to assign costs to the appropriate
Account Numbers and Project Numbers for each line item. When you click arow on the Invoice Line
Items spreadsheet, the corresponding information for that line item is displayed on the lower half of the
screen.
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Additional Columns are displayed as you scroll to theright...

F% Accounts Payahle Workbench
File Edit Wiews Activities Tools Help
D/ & =& s anal == -9 RIKIEEEEO
1. AP Search Options | 2. AP Results | 3. Header | 4. Invoice 5. Detail
Invoice Line [tems:
2 Foreign g
Cost | Conv. | Ext. | Foreign Lnit Resc. P PPV MTLOH | MTLOH -
. Factor | Factor | Cost | Unit Cost E;gt Wweight Tax Type Code AJP Accth At | Accht | Amt Acctit APID | AR LI
1 1 1.0000 4200 128000 4200 1.00 Resale (R) j [01.000. 2005 j 14100307 1
2 k1 =
=
« J—
I
G /L Distribution for Row: 1 Projects Balance: 42.00
ALP Sk 42.00 = —
. Amount Acctit Description Amount | Percent | Project$t | Description
Dehits: 42.00
Burder: a0 1 'ﬂ'§D1.DDD.2D15 FO CLEARING
PRy: 0
Balance: | H | H
1 r 1 »
Ready, Save Pending Supplier: MATTHEW'S MACHINING [1], Invoicelt 100307 Account: MDEMOS 9

Note that the three spreadsheets are separated by a Splitter, allowing the user to adjust the size of each
area on the screen.

Search Sets

The A/P Sear ch Optionstab is used to locate Invoice records using a variety of search criteria. When
coupled with the application’s printing and Excel export features, this provides virtually unlimited ad
hoc reporting possibilities.

The Sear ch Set commands at the bottom of the screen allow each user to name and save their favorite
search options. Select an existing Search Set from the drop-down list, or simply type a description to
name anew Search Set.

Click the Save button to save the settings for the named Search Set. Click the L oad button to recall the
saved settings. Click the Remove button to permanently delete the Search Set from the list.

Check the Save Dates box if you want the system to remember dates when settings are saved. If this
box is unchecked, all date fields will default to the current date.
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Accrual Search & Match

The Accrua Matching window can be used simultaneously with the Main screen in this application. It
may be selected from the main menu, or by clicking the Match to Accrual button on the Invoice tab of
the Main screen.

When you access this screen from the menu, the Sear ch tab is displayed, allowing you to enter any
combination of the available search criteriato locate Receipt records. When you click the Match to
Accrual button while viewing an Invoice, the system fillsin the search criteria automatically using the
Supplier Number and PO# from the Invoice, and the Results tab is displayed with alist of the matching
accrual records.

Accrual Matching— Search

i\ Accounts Payable Accrual Search & Match

File Edit Wiew Tools Help
O] [ Ba| 3 08| o8 -| 2
1. Accrual Search l 2. Search Flesullsl 3. Heceipt Lines
Supplier: | Status:
W
Accrual/Rech | ¥ Unmatched
[ Matched
PO Murnber: |
e | ﬂ Receipt Date
Part Mumber: | [ Chart Date I—_l
Fizcal Month: | [~ EndDate I—_l
Fizcal "ear: |
Search Sets
[ Clear .
——— | |alUnmatched s | | ave
@4 Search Al Unmatche =l @ Load | [ Save | [ ;3= X Remove
Ready Account: MDERMOS. 9

Use any combination of the available criteriato narrow your search. The Search Set commands at the
bottom of the screen allow each user to name and save their favorite search options. Select an existing
Search Set from the drop-down list, or type a description to name a new Search Set.

10
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Accrual Matching — Search Results

i\ Accounts Payable Accrual Search & Match

File Edit Wiew Tools Help
D &S| B4 @ - 7
1. Accrual Search 2. Search Results ] 3. Heceipt Lines
. Match | Open A—'F;I;Lfl Su%:ulier Supplier Mame FO# Alc:‘c;gala‘ Status Hggﬁiapt Amavint Whee | 5
1 H Dpen PO Receipt 1 AT THEW!'S MACHINING 106 106.3 Unmatched 011707 28,00 wA
2 — Open PO Receipt 1 MATTHEW!'S MACHINING 118 1181 Unmatched  02/13/07 310992 WA
3 H DOpen PO Receipt 1 MATTHEW'S MACHIMING DEL  DEL.1 Unmatched 01/25/07 10000000 '3
4 [v Dpen PO Receipt 1 AT THEW'S MACHIMING b1 MB1.7 Unmatched 01/29/07 B.050.00 w3
5 [v Open PO Receipt 1 MATTHEW'S MACHIMING MM1  MM1.2  Unmatched 01/29/07 1205000 W3
g H DOpen PO Receipt 1332 WIRE-IS-LIS 122 1221 Unmatched 03/08/07 3.300.00 w1
7 u Dpen PO Receipt 1334 PERFECTION CASTINGS PC102 PCI1021 Unmatched 04/12/07 273,00 w
g ~ Open PO Receipt 1334 PERFECTION CASTINGS PCI106 PCI10E1 Unmatched 05/24/07 70000 wA
9 H Dpen PO Receipt 1343 ACCURATE CASTIMGS, IF PC109 PC109.1 Unmatched 06/20/07 90,200,000 /1 -
‘ o[
+" GelectAll Xﬁelectﬂum f Match
Ready Account: MDERMOS. 9

If you accessed this window from the I nvoice tab on the Main screen, the system automatically displays
alist of Accrual records for the Supplier and Purchase Order Number on the invoice.

Y ou may access the Accrual Search tab at any time to modify the selection criteriaand launch a new
search.

To match one or more Accrual transactions to the current Invoice, simply click the checkbox in the first
column of the desired row, the click the Match button. The Select All and Select None buttons are a
convenient way to select or de-select the entire list.

When you click the Match button, al of the line item information for the selected Accrual(s) will be

copied to the Invoice on the Main screen. If you wish to match individual receipt line items, please
proceed to the Receipt Lines tab.

11
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Accrual Matching — Receipt Lines

... Accounts Payable Accrual Seanch & Match

File Edit ‘“iew Tools Help
O M & 4@ a7
1. Accrual Search] 2. Search Results 3. Receipt Lines

I 4] zors  pp|
: Receipt "

Match fZoa L R pa Ui WO | Whee | Invio F‘Eﬁﬁ'pt um | M Unt Ext. Cost

1 W 1181 1 1 4505 WASHER FOR 4503 w1 STK-1 4510 EA 1 02600 117260

2 - 1181 2 2 25802 BEARIMGS w1 STEA 1.070 Ed 1 1.1500 1.273.30

3 1181 3 3 2502 BEARIMGS 1 STE-1 558 Ea 1 11300  BR4.02

< | '

+" SelectAll XSelectﬂum ﬁ Match
Ready Supplier: MATTHEW'S MACHINING [1] Account: MDERMOS. 9

This screen is used to select individual Receipt Line Items to be matched to an Invoice. The navigator

bar at the upper-right of the screen may be used to scroll through the list of records displayed on the
Results tab.

12
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Automatic / Side-by-Side I nvoice Matching

The Automatic Invoice Matching window may be invoked from the Activities menu on the Main screen
of the Accounts Payable Workbench. Thistool allows you to create alist of Unmatched Invoices, and
view it side-by-side with alist of open Receipts. The Automatic Matching and Drag-and-Drop features
allow you to quickly marry selected items.

Automatic Matching Parameters

Thefirst stepisto create alist of Invoices, and alist of Receipts records to be matched. Use the Match
Optionstab to limit your search to specific Suppliers, PO Numbers, etc. When you click the Sear ch
button, the results will be displayed on the Side by Side tab.

“.. AJP Automatic Invoice Matching

File Edit Wiew Tools Help
O [ %] | 4 (@ ?
1. Match Options l 2. Side by Side]
| ice D ates:
Supplier | nvoice Da
[ Start Date
PO Mumber: |
[ EndDate
wharehauze: | j
Invoice Types:
Automatic M atchang [v On Hold Receipt D ate:
v Do Automatic Matching Upon Select v PO Receipt/Debit [ Start Date l—_l
[v Set Post Flag on Perfect Match [v MNon-PO Payment
[ EndDate
[+ Set Post Flag if *ithin Tolerance [v MNaon-PO Debit
[ Clear Search Sets: .
—_ a - ~ ave
# Search =] @ toad | Fsave | W33z X Remove |
Ready Account: MDEMOS 9

If desired, you may enable the Automatic Matching option. More information about this featureis
provided later in this chapter.

The Sear ch Set commands at the bottom of the screen allow each user to name and save their favorite
search options. Select an existing Search Set from the drop-down list, or type a description to name a
new Search Set.
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Side-by-Side M atching with Drag/Drop

Thisview consists of three spreadsheets; alist of Unmatched Invoices (top-left), alist of Receipts (top-
right), and alist of items that have been, or are about to be matched.

L. AfP Automatic Invoice Matching
Fle Edit WYew Tools Help

InIREE= -

1. Match Dptions 2. Side by Side l

Inyoices: Match Invoice | Accruals Match Accrual |
AF | Supplier Pack - Aocrual | Supplier Pack | Accrual /| Receipt i‘
. Type D PO | Whae Slint Inwit Inw Date | lre At . Type D PO# | Whae Sipt | Rect Date Total
1 Imwoice 1 107 wa 100607 08/30/07 11250 1 Receipt 1 101 W 101.2 12431402 50.00
2 rvoice 2 104w 1041007 10/01/07  6,000.00 2 | Receipt 1 1m W3 101.3 04/23/03 G250
3 Receipt 1 106 WA 1061 06/26/03 2.025.00
- 4 |Receipt 1 106w 106.2 0510/058  -25.00 o
4 » L] »
Matches Pending Match Selected Invoice and Accrual |
. Past | Open | Unmatch gdtaattiz Suﬁglier lnF;pA§C lnvl”[?cc lns’;'?:c PO# ‘Whae gﬁ;lﬁ Ire At | Goods | Freight | Tax | Marance -

1 [ » H
" SelectAll X Select Hone f.ﬁutu Match H 5 ave Selected M atches ‘

Ready Account: MDEMOS.9

There are anumber of ways to marry selected items and move them to the M atches Pending spread:

e Click on the Invoices spread and highlight an unmatched invoice. Click on the Accruals spread
and highlight an open receipt. Click the Match Selected Invoice and Accrual button. This
action will create a new row on the Matches Pending spread, matching the selected items, while
removing them from their respective lists at the top of the screen.

e Click on the Invoices spread and highlight an unmatched invoice. Click the Match Invoice
button. Click on the Accruals spread and highlight an open receipt. Click the Match Accrual
button to marry the Receipt to the Invoice. Repeat this process if necessary to match multiple
Receiptsto the Invoice.

e Use Drag-and-Drop to move a selected row from either the I nvoices spread or the Accruals
spread to the M atches Pending spread. Click to highlight the desired item. Hold down the right
mouse button, then move the mouse over the top of the M atches Pending spread, then release
the mouse button.

e If you drag an Invoice over the top of the Accruals spread, it will be matched to the Recelipt that
is highlighted when the right mouse button isreleased. Y ou may drag Receipts to the | nvoices
spread in the same fashion.
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This example illustrates two invoices that have been successfully matched, and are ready to be posted.
No updates will occur until the proposed matches are saved by the user.

£ AP Automatic Invoice Matching

File Edit ‘iew Tools Help

0| =85 |0 2

1. Match Options 2. Side by Side |

Invoices: Match Invoice | Accruals: Match Accrual |
AF | Supplier Pack - Arocrual | Supplier Pack | Accrual /| Receipt i‘
. Toz= D FO# | whse St Irvedt Inw Date |l &mt . Toe= D FO# | Whse Sigh | Rect Date Taotal
1 | Receipt 1 106 WA 1061 06/26/03 202500
2 Receipt 1 106 wA 106.2 05/410/08  -25.00
3 |Receipt 1 106w 106.3 707 25.00
- 4 | Receipt 1 118 wA 1181 021307 310392
Matches Pending Match Selected Invoice and Accrual |
. Pozt | Open | Unmatch gdtaaiﬁz Su%:liel |n1§f;§é::c: |nv|.=E]f3«c:c |n5.=;.f-:«é:c PO# Whae Eﬁ;}; Inw At | Goods | Freight | Tax | MWarance -
[V ST Mateh 1 Imvoice 100607  09/30/07 101 ‘w3 11250 11260 000 000 0on
1 Receipt 101.2 12431702 101 w3 50.00 50.00 Q.00  0.00
Receipt 101.3 04/23/03 101 W3 £2.50 E2.50 000 000
[+ Match 2 Invoice 10471007 10/01/07 104 WA £.000.00 &.000.00 000 000 0.0o
2 Receipt 104.1 07A6/03 104 WA £.000.00 &.000.00 000 000 -
1 | » H
" Select All X Select Hone fAuto Match E 5 ave Selected M atches ‘
Ready Account: MDERMOS 3

In this example, we have two perfect matches with no price variances or added charges. These matches
may be saved by checking the Post box in the first column of the Matches Pending spread, then clicking
the Save Selected M atches button. Multiple matches may be selected and posted at once if desired.
Use the Select All and Select None buttons to quickly select or de-select all itemsin the list.

If the match is not perfect, we may see aVariance displayed in the last column. In this case, it may be
necessary to open the invoice to adjust prices or enter additional charges. When you click the Open
button in the second column, your view will be switched to the Main screen of the Accounts Payable
Workbench, the selected invoice will be opened automatically, and the matched receipts will be loaded
onto the A/P Detail lineitem view. From there, you may make adjustments to the invoice and saveit in
the usual manner.

Click the Unmatch button in the third column if you do not approve of the match. Thiswill move the
Invoice and Receipts back to their respective spreadsheets. Note, this option is not available once the
match has been saved.

The Match Status column may include messages such as; PO# Mismatch, Warehouse Mismatch, or
Variance. Otherwise, it will display “Match” indicating a perfect match, or “Posted” once the match has
been saved.
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Automatic Matching

When the Automatic Matching option is invoked, the system attempts to create matches for you, within
defined tolerances. These marriages are displayed on the screen just asif you had matched them
yourself, and nothing is posted to the system until you save the selected matches.

There are two ways to invoke Automatic Matching. When you check the Do Automatic M atching
Upon Select option on the Match Optionstab, this processing is performed immediately after the
Unmatched Invoices and Receipts are selected, or you may click the Auto M atch button at any time
after the selection to run the process on demand.

Tolerances for Automatic Matching are defined using the System Administration screen. Tolerances
may be expressed as a percentage and/or dollar amount. Separate Tolerances may be defined for the
Total Invoice, Goods, Freight, and Tax amounts. If any of these figures falls outside of the defined
Tolerances, the match will not occur.

Y our company may define a default set of Tolerances that will apply to most or all of your Suppliers. If
desired, Tolerances may be further defined by Trust Level. The Trust Levelsyou define using the
System Administration screen are assigned to Suppliers using the NorthClark Supplier Maintenance
application. Trust Levels are user-defined, for example, High, Medium, Low, A, B, C, 0, 1, 2, etc. Ifa
Trust Level is not assigned to the Supplier, the default Tolerances are used.

In order for a Receipt to be automatically matched to an Invoice, the following fields must match
exactly: Supplier, Purchase Order Number, Warehouse, and Packing Slip. Although the NorthClark
system will allow you to match multiple PO Numbers to an Invoice, the Automatic Process will not.

Of course, there may be multiple Receipt records that meet our initial criteria, having the same Supplier,
PO#, etc. The challengeisto find the one receipt, or combination of receipts, that promises to be the
most likely match. The system makes multiple attempts to successfully match the invoice based on the
Total Invoice, Goods, Freight, and Tax amounts:

1. Onthefirst pass, find a single Receipt that is an exact match for al dollar anounts.
2. If no exact matches are found, locate a single Receipt that is within Tolerance.

3. If not found, begin adding Receipt amounts, starting with the oldest Receipt. When the
cumulative value of the Receipts equals the Invoice amounts exactly, it is considered a match.

4. The last attempt accumulates the cost of al qualifying Receipts, and if the total iswithin
Tolerance, al of the Receipts are matched to the Invoice.
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Payment Processing

Accounts Payable Invoice Payment Processing is a NorthClark Desktop Application for Manfact that
must be installed separately from the Accounts Payable Workbench. When installed, there will be a
separate icon on your desktop for “ A/P Payments’. Use this application to locate open invoices based
on avariety of search criteria, then point and click to select items for payment. This option supports
both printed checks and electronic payment processing.

P% Accounts Payable Invoice Payment Processing
Eile Edit Wiew Tools Help

Payments Due Before: | 749/2007 -

Disburzement Account 100,200 Inwoicett
Supplier: PO Mumber:
Check Code: |E = Electronic: Check. j Receipt

Search Sets

[ Clear
# Search | | |Electranic Payments j & Load ‘ [ save ‘ r g:\t.-:s % Remove
Feady Account: MDEMOS.9

E% Accounts Payable Invoice Payment Processing

Q| Z|# - 2

Eile Edit Wiew Tools Help
0| E|S| & 4 nm

1. Search Dptions

]

. Select T?Ee Suln[?lier Supplier Hame PO#| [rmvi Sltglvus Iy Date | [ 2t [F;:: *
1 [v  Inwvoice 1 MATTHEW'S MACHIMNING 022707 Open  01/00/07 999.53
2 [v  Inwoice 1 MATTHEW'S MACHINING 103 123 Open 01/01/07 999.59
3 [v  Inwvoice 1 MATTHEW'S MACHIMNING 222 Open 01/01/07 999.99
4 [v  Inwvoice 1 MATTHEW'S MACHIMNING ASDF - Open  01/01/07 999.99
5 [ Invoice 1345 ACME NAMEPLATES 129 911 Open  01/01/07 999.53
] Invoice 3 ARMEN SUFPPLY COMPANY BB BRI Open  01/01/07 999.53
1| | »
«" SelectAll * Select Mone Select Process | Electronic Payment j # Process
Ready Account: MOEMOS.9

Please refer to the Accounts Payable Payments User Guide for more information.
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Reporting Options

Create Word Document

Create an “Invoice Approval Request” with Accounts Payable Invoice information using a Microsoft
Word Template.

L Create a Word Document

1 Record Has Been Selected for Printing

Fieport Name: | Request for lnvoice Approval [AFwB2)

Template Path: [vpyServeriShared Templatesh

Template Name: | |nvoicedpprovalRequest dot

Mumber of Copies; | 1 3:

I Print A&l Documents

«" Create Report

v Open and Display Each Word Doc

» Cancel

Account: MODEMOB9

T 1 1 .
NorthClark Computing, Inc. Page 1 of 1
Accounts Pavable Request for Invoice Approval

Supplier: MATTHEW'S MACHINING (1)

Invoice = 100707
Liz Oty | Description TUnit Cost| Ext. Cost
1 2,500 | 4504 NUT FOR BEOLT 4503 1.0000 2,500.00
2 5|1505 COUPLING MOTOR/CLUTCH 1.0000 5.00
3 2,790 | 4305 WASHER FOR BOLT 4503 1.0000 2,790.00
4 32 | 2304 WHEELS 4 INCH 3.0000 96 00
Approved By Drate: TOTAL: $5,391.00
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Export to Excel

All spreadsheet views are equipped with the option to Export to Microsoft Excel. Click on the
spreadsheet your wish to export, then choose the Export to Excel option from the menu or toolbar.

F% Accounts Payable Workbench

File Edit Miew Activities Tools Help
0| &M@ =y emlal == - [« o5 il
1. AP Search Options 2. AP Results l 3 Headerl 4. Invuicel L Detail]
. AP Tupe Surglier Supplier Mame PO Ireeft I Statuz | v Date | T Amt D‘?:E:}ITD ’?‘l-';"?:.uar;lt -
1 ¢ - &5 Export "Accounts Payable Invoice File™ to Excel @ 4200 10713407 4200
o |Receipt Invoice 1 - pooon n.oa
3 | Receipt Invoice 1 Export Method B91.00 0.00
4 | Unmatched 1 (" Ewport Directly to Excel 12,50
5 |Unmatched 2 Sheet Name: [Sheatl (100, 00
™ Expart to Eilz in Excel Format I
Save Az File Mame:
| o
B Ezport ¥ lnclude Header W Close
Feady Supplier: MATTHEW"S MACHIMNING 1), Invoice$t 100307 Account; MDERMOS.S

Export to Excel or to aFile?

Y ou may export the contents of the display directly to Excel, or you may choose to create afilein
Excel format.

Sheet Name
Enter the Excel sheet name to create. Thiswill automatically default to Sheetl.
Save As File Name

Enter the pathname of the file you wish to create. Y ou may Browse the files by clicking the button to
locate the drive and folder where the file will be stored.

Generate Warning List?

Select this option to create alog file. The log file contains error messages and other information
about how your Excel file was created. The name of thelog fileis "CreateExcelFilelog", and it will
be stored in the same folder as your spreadsheet.

I nclude Header
Check this box to export the column headings.
Export Button
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Click this button to export your datato Microsoft Excel.

Print a Spreadsheet

All spreadsheet views are equipped with a Print feature. Click on the spreadsheet you wish to print, then
choose the Print option from either the menu or the toolbar.

= Print "Accounts Payable Invoice File"

1 - Reset to Default 2 - Select &ll Calurans 3 - Select Mo Calurmns

Bange Orientation Inchide Colurnnz ta Print;
| " Portrait W ColumnHeaders | (W AP Tupe A
= i
C Selected Cells C Landsoape || | FowHesders | Bueeler D
Fage Order
" Current Page < ) | Borders W PO#
{* Left to Right [~ Shadows v [
" Page | 13 To 89333 Top ta Baottarm v Colar IIE :rw gtatus
- v |y Date
Marging [Inchesz) Zoom Factor W Inv Amt
Top 0.50—=- Left D.ZEE|: Header D.2EE|: v Date ToPay
| 'IIZIEIE|: Percent v Amount To Pay
Buattarn D.EUE: Bight | 0.25= Foater D.EEE: W Check Code
Headers and Footer g EISCEU[;SE: R
Left Center Right aigLiate
v Faid Amt
Header 1: [10/06/07 043 | - WDR ENTERPRISES | Page: /0 | | Check Mo,
Header 2 [NCC_APWE | | W wihae
_ [v Ertered By
Header 3 | | | [v Ertry Date
Faoater: | | | v tatched By

v tatched Date

: _ Iv G/L Paost
& Pint & Preview . Lloze Iv Fizcal Maonth b

Range - Selecting a Print Range

Y ou may choose to print the entire spreadsheet (all), selected cells (those that you have highlighted
on the current screen), the current page (only the rows that are currently visible on your screen), or a
range of page numbers.

Orientation - Portrait or Landscape

Y ou may print your report in portrait mode (normal) or landscape mode (sideways). Printing in
landscape mode will alow you to fit more columns of information on your report.

Margins - Report Margins

Y ou can make your report more attractive by setting the top, bottom, left, and right margins. Reduce
the left and right margins if you need to fit more columns on the report.
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Units - Inches or Centimeters?
Are the margins you entered expressed in inches or centimeters?
Page Order

If your report istoo wide, it may span multiple pages. When this occurs, do you want the report
printed from top to bottom or left to right?

What Do You Want to Print?

Y ou can customize the appearance of your report by printing (or not printing) column headers, row
headers, grid lines, borders, shadow, and color.

Headers and Footers

Y our report may have up to three lines for the heading, and one line for the footer. The system
initially displays a default heading, which you may modify if desired.

Tip: Use/p to designate a page number.

Which Columns Do You Want to Print?

The columns that are available for printing are listed. Select the columns you wish to include on your
report.
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Tools

Supplier Search

Use this option to locate an existing Supplier record in Manfact’s VENDOR file. This screen may be
accessed from the T ools menu on the Main screen, or by clicking the browse button [ ...] next to the

Supplier Number prompt.

%) Locate a Supplier

File Edit View Help

Search Criteria

MM MAGHA MACHIMIMG

4565 FIRESTOME BLWD.
HORWALE, Ca 30850

I ame; |"mach" Buyer: j
Cateqgony: |
o ﬁﬂ%pguzg Sﬂgﬂfr Fhone Address Contact Mates -

LMLIMITED CREDIT LIME

[~ |1 MATTHEW'S MACHIMING 213/615-0311 2100 E GRAND AVEMUE BOB DRAKE ‘“WAREHOUSE LEASE FOR
Z A034111-3333 EL SEGUINDO, CA 90254 CALIFORMIA
1 o[
& Select @k Search [0 Clear ¥ LCancel
A

This example illustrates how wildcarding may be used to search on a portion of the Supplier Name.
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G/L Number Search

Use this option to locate a General Ledger Account Number in Manfact’s GLNAME file. Thisview
may be accessed from the T ools menu on the Main screen, and aso from the right-click menu on the
I nvoice tab.

m G/l. Mumber Search
File Edit Wwiew Help

Search Criteria

Code: | Description: | *sup®

Code Drescription ﬂ

01.100.6M5  MFG SUFPLIES
01.100.6020  OFFICE SUFPLIES
01.200.6M5 MFG SUFPPLIES
01.200.6020  OFFICE SUFPLIES
021006M5 MFG SUFPLIES
021006020 OFFICE SUFPLIES

- - Crm—— - x
1 [ »

o Select @k Search [ Clear #¢ Cancel ‘

[=r IS B S T R L R

Sales Tax Code Sear ch

Use this option to locate atax code in Manfact’s SALESTAX file. Thisview may be accessed from the
T ools menu on the Main screen, and also from the right-click menu on the I nvoice tab.

. m Sales Tax Code Search E|E|E|

File Edit Wwiew Help

Search Criteria
Code: | Description:  |pn*

Code Drescription -
1 |MNC M. CAROLIMA SALES T
2 |ME MEBRASKA SALES Tax
3 NV MEWVADA SALES Thx
4 |NY MEW YORE SALES Tax
1 [ o[

o Select @k Search [ Clear #¢ Cancel
A
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System Administration

General Options

F% Accounts Payable System Administration
File Edit “iew Help

U E @ s emEal £

o
[

Word Documents ]

W Do Mat Allow Check Name or Address to be Changed Except for This Supplier: |1
[ AP Invoice Price Must Match PO Price

Automatic M atching Parameters:

Truzt | Invoice | Invoice | Goods | Goods | Freight | Freight Tax Tax -
Level | Amount | Percent | émount | Percent | Amount | Percent | &mount | Percent

1 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2 T 50.00 100 5000 100 5000 1.00 0.00 0.00
3 |MED 100.00 5.00  100.00 5.00  100.00 5.00 0.00 0.00
4 |HIGH 20000 1000 20000 1000 20000 10,00 0.00 0.00
3

o

-

o Exit

Account: MDEMO5.9

Word Documents

% Accounts Payable System Administration
File Edit Wiew Help

EE R SR

General Word Documents ]

tap Description: |Heques[ fior Approval j Template Path: |\\Hy5 erver\Shared TemplatesY
[ MewMap | Copy Map | 3¢ Delete Map | Template Name: |Invuice.hppmvalﬂequesl_dnt
Section Field Mame SSLL:E’:[ Captian Séci:r;:?ng 2

A/F Linett

AP Lines j Actual Urit Cost
AAP Lines j Part Mumber

4P Lines j Oty Received

AP Lines j Yendor Description

=

1 MNaone j

MNaone j

Mane j

Mome j

E

Wane

T e

EAENENRNENEN

o Exit

Account: MDEROE.9
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Security

Access to NorthClark applications is governed by the Manfact security system. The System
Administrator must add the appropriate commands to each user’ s security table. Please refer to the
Manfact documentation for more information on setting up security tables.

The following NorthClark procedures may be added to the Manfact security tables:

Routine

Description

NCC_APWB_VIEW

Allows access to the NorthClark Accounts Payable Workbench for inquiry
purposes only. No updates are permitted.

NCC_APWB

Allows access to the NorthClark Accounts Payable Workbench, without
the ability to make payments, and without System Administration
privileges.

NCC_APWB_ADMIN

Allows access to the NorthClark Accounts Payable Workbench with all
privileges.
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