Accounting Advanced

Month End

Please be sure to be signed into EPASS with ‘Report date’ for the month you are working on — typically using the
last day of the month. This ensures you do not accidently add/edit/delete/post entries in the wrong period.

The following should be run/reviewed/cleaned up before closing a month end:
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¢ IN-12 Inventory Valuation (Iltems) — run this at the end of the day of the last day in the month.

¢ SN-13 Valuation Report (Serials) — run this after all receiving is complete and before shipping for the
first of the next month

¢ SN-31 Historical Valuation (Serials) — you must use this report when running for a back period

e PO-14 — On Order — run to show 'Not Costed Only’, ‘Supplier Invoice Required to be Costed’. Run once
to include Models, and once to include Items, this way if you have any clean up you can easily work on
models and items individually and identify which side of the business maybe causing you issues, or is not
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being costed correctly. The only PO’s left on the PO14 should be what truly has been received but you
have not yet received a Supplier Invoice / Credit for

¢ OE-14 - Invoice Cost Exceptions — you need to be sure that all invoices are investigated and that the
$0 cost is updated to the accurate cost. If not then when running the Invoice GL Cost Posting you will
essentially be posting $0 value between Inventory Asset and COGS GL accounts

o OE-10 - Shipped Serials Report — run from example 01-01-01 to the last day of the month you are
working on. You want to investigate why you have old invoices with all or partial serial numbers applied
and they have not been finished. The ‘date shipped’ column is the date the serial # was applied to the
invoice detail line. You must either finish the invoice, or split off product that truly shipped and leave open
what has not shipped. If you do not finish invoices in a timely manner you could be affecting
commissions, not realizing revenue, not relieving inventory completely, and not posting/sending the
customer to AR in order to run accurate AR ATB reports

o OE-19 — MTD Invoice Cost Analysis — is a great way to look at Actual GM% and see if anything looks
way to high or low. Maybe someone keyed in a cost at a drastically wrong cost

¢ Invoice Posting — running this just to be sure no one has put any invoices into finishing or taken a
payment in a period you believe was already balanced and posted. The result should show ‘no invoices
selected within date range’

¢ AR posting — running this just to be sure no one has entered any AR transaction for a period you already
posted. The result should show ‘there is no data to be posted’

e A/R Month End Close — if using this feature, you should only close a month when all AR transactions
have been posted and Financial Statements have been printed/saved. This is used so that no one can
post into a prior month unless they have security to do so

e AP posting — running this just to be sure no one has entered any AP transactions for a period you
already posted. The result should show ‘there is no data to be posted’

¢ Run the Invoice G/L Cost Posting — this will post the GL Cost of Goods for you

e Run AR Drop Paid Invoices — procedure can be run any time during the month, and as many times as
necessary, it is usually run prior to printing statements. This way our statements are as short as possible,
and customers who have paid their account in full, will not get a statement

¢ Run the Historical Aged Trial Balance for True AR found in EPASS — Help — EPASS Online
Documents — Accounts Receivable — you must run this Crystal report if not working in a current period

¢ Run the Historical Aged Trial Balance for Deposits Only found in EPASS — Help — EPASS Online
Documents — Accounts Receivable — you must run this Crystal report if not working in a current period
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e Run AP Drop Paid Invoices — run this prior to printing month end reports. The drop paid invoices
procedure matches invoices and checks and where invoices are paid in full, they are dropped from the
AP current reports. This shortens and cleans up the reports, but no history is ever deleted or lost

e AP-11 Open Item List — after running AP drop paid invoices — this is a current list of all o/s payables

¢ Run AP-15 - Historical Open item List — This will show the closing balance of your AP. The total on
this report should balance to your AP Control account in the GL

e GL Journal Entries for the month — be sure to complete all JE’s needed to reconcile the Bank,
especially remember to create entries for items on your bank statement that normally do not flow through
EPASS

e Complete your Bank Reconciliation

¢ GL-11 Holding File Report — run to double check there is nothing sitting in the holding file from a
previously closed month. If so, then you need to address the o/s holding file entries before moving
forward

o GL-13 Trial Balance — the trial balance can be printed for any fiscal period. There are options for
changing the fiscal year and month. The dates shown on the right are informational only, they change as
you change the year and month on the left. The option ‘Include not Posted Transactions and Holding file’
will allow you to print a trial balance before you have posted the transactions. It will automatically be
selected if you pick a period in the future

¢ Financial Statements — prepare & run ‘tentative’ — include NOT posted and Holding Transactions. As
with the trial balance you can print any period in the past or future

e GL - Utilities — Add Holding File to transactions — this utility will transfer the data from all the other
modules of EPASS into the GL

e GL - Post Transactions — this will post all GL transactions

o GL — Month End / Year End — Month End Close — this procedure increments the financial period. This
does not restrict you from posting into a previous month or re-printing reports from a previous
month. Within the same fiscal year, you can post into any period necessary. You CANNOT post into a
previous financial year. — Important Note: DO NOT close Month 12 until the Year End is ready to be
closed by the accountant, meaning all adjusting JE’s have been made and you have reviewed
your Year End GL trial balance — Closing Month 12 will automatically trigger a Year End Close.
You can leave month 12 open for as long as necessary but once you close month 12 you will not
be able to go back and make corrections in the year you just closed!

Please refer to EPASS Help — EPASS Enterprise Online Help for detailed instructions
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EPASS Enterprise Help
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|7 Welcome
|7 EPASS Training Videos
+ EPASS Reports
+ General
+ Installation & Configuration
+ Integrations
— Daily/Monthly/Yearly
|7 Invoice Daily Balancing
7 AR Daily Procedures
AP Daily - Weekly Procedures
AR Month End Close
Cost Of Goods Posting
Month End Procedures

I e e e T

2 Year End Procedures

+ Going Live

+ Invoicing a

Micmatrhina

MONTH END PROCEDURES

PURCHASING

The final receiving needs to be completed for the

Once all product has been received, yvou can run i
items, as most items arrive with an invoice, so re

M PO - On-Order Report
Sort By Supplier -

Supplier From | | |Beginning of File
0 |zzzzzzzzz_| |End of File

End Date 4/30/2007

Show ot Costed Drly

=5
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A new addition to the GL Account Status report

G/L Account Status
Account Range: From: To: zzzzzzzzzz Report Period: From:  Apr 1, 2024 To: Apr 30,2024
Include Holding File:  Yes Report Type: Detail
Eeport Date: Nov 8, 2024 System Date: Nov 08, 2024 System Time:  2:20 pm Page: 3
Note Sic Amount Reference Date Chedc # GL Batch :;;mip User Branch Change Balance
Nat-Change
0.00 (3,420.96)
Transzactions Skipped After Apr 30,2024 8880
Closing
1100 TD Bank - CDN Funds (3341.07) (334107
1101 Bank Account Current month Opening
0.00 0.00
Tranzactions Skipped Before  Apr 1, 2024 162,01843 168,018.43
QET536-Check AP {1.500.00) MISC 2024-04-02 987536 111488 111479 XYZ Defult
Summery AR LOD0O0 Summary-C 2024-04-00 111488 111466 XYZ Defult
MASTERCARD Deposit AR 2,000.00 4611 2024-04-16 111488 1114588 XYZ Defult
MASTERCARD Deposit AR L300.00 5043 2024-04-16 111488 111468 XYZ Defult
CASH Deposit AR 50,00 5027 2024-04-17 111450 XYZ Defult
MASTERCARD Deposit AR 84250 6028 2024-04-17 111420 XYZ Defult
MASTERCARD Deposit AR (B42.50) 6028 2024-04-17 111450 XYZ Defult
MASTERCARD Deposit AR L000.00 6029 20240417 111450 XYZ Dsfult
1234 AR 500 5046 2024-04-17 111450 XYZ  Defult
132 AR {2.625.000 5820 2024-04-17 111488 111476 XYZ Defult
1234 AR 50,00 5046 2024-04-17 111488 111476 XYZ Defult
DET7539-Quick Pay Ap (255.45) HEL 2024-04-13  OBT530 111488 111483 XYZ Defult
987542-Quick Payrsfind AP (50.00) MISC 20040423 287542 111488 111485 HYZ Dsfult
to inv rezl123 LUKAS,
123 MAIN 3T,
SOMECITY, BC
AP Check Run Ap (253.14) NAB 2024-04-23  ©R753R 111488 111481 XYZ  Defult
QET540-Chack AP (500.00) NAB 2024-04-23  9ET540 111488 111484 XYZ Defult
9B7540-Check-Void Ap 50000 NAB 2024-04-23  9RT540 111488 111485 XYZ Defult
Check
0B754]1-Check-pre paid AP (1.500.00) PCH 2024-04-23 987541 111488 1114835 XYZ Defult
inventory exzmple
E (50.00) benk Bes zpril 2024-04-24 111486 L] XYZ
WatLhanes
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Importing AP Transactions
You can import AP transactional data contained in a spreadsheet by using the AP Transaction Import Utility.

Before Starting

Before using the AP Transaction Import utility, you need to enable two security settings and map your
spreadsheet data to an import template.

Enable Security Settings

There are two security settings that need to be enabled: A/P Transactions Import and Tables: AP Transaction
Template.

1. Go to Tools > System Maintenance. Select User Security, and then click Open.
2. Select a User Group from the list, and then click Security.

3. In the Keyword search box, enter A/P Transactions Import. Make sure that A/P Transactions
Import is selected under Security Option.

=
Search for Secunty Ophions

# Kepword IM'P Transactions lmport
Security Option |
* A/P Tranzactions Import oK

Cancel

4. In the Keyword search box, enter Tables: AP Transaction Template. Make sure that Tables: AP
Transaction Template is selected under Security Option.

=
Search for Secunty Ophions

ﬁ Kepword Il'ables: AP Transachon Template

Swystern Mantenance Security Option |
@ | (7] Tables: AP Transaction Template LS

Cancel
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5. Click OK.

Create an AP Transaction Import Template
You'll need to create an AP Transaction Import template and map the columns in the spreadsheet.

1. Goto Tools > System Maintenance. Select AP Trans Import, and then click Open.

Tables W ariables

Advertizin -

Bark Fecon Tx Type
Barcode Schema
Bin Location
Branch

Brand

Carmier

Check Senies
City

Color

Comment
Crmmizzinn

2. Click Add.

3. Fill out the AP Transaction Import Template screen.
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% Add AP Transaction Import Template

Code IMEGA 0K
ﬂ Description |MEGA Desc S
0 AP Control 12100.000 _| |AP Trade ——

File Format [Excel ~]
o T | Column | OR

Code [24188 _| |AKBAR HASANI

Amount Column a

Invoice Code Column |g

Invoice Date Column  [p

Due Date Colurmn |
o Disc Amount Column  [[J

Disc Due Date Column [y

Dise GL Account Column [i,/

Note Column H

Hold Column |

DoNot Post Cokumn |
e [V Process Distribution Lines Untl Invoice Changes

Distribution
Type GAL Account Amount Column
Excel Column Y K
P |Excel Column AA L

A  Enter a unique Code and Description for this import template.
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B  Select the appropriate AP account from the AP Control dropdown list.
C Enter the Excel column that contains the Supplier code or select the Supplier Code from the list.
D For each field, enter the matching Excel column letter.

Select this option and EPASS will process AP transactions with multiple distribution lines by
totaling the amount of each line until the Supplier or Invoice number changes.

4. When you are finished, click OK.
Notes

o All fields are mandatory except: Disc Amount, Disc Due Date, Disc GL Account, Note, Hold and Do
Not Post Columns, and Process Distribution Lines Until Invoice Changes.

e When Disc Amount, Disc Due Date and Disc GL Account columns are blank, then the values from the
Supplier table will be used instead.

¢ You can map the Supplier to a spreadsheet column or select the code from the dropdown list. The value
in the Supplier Column can be the Supplier Code or Supplier Description.

e In the Distribution box, there are two options under the Type column: GL Code and Excel Column. If GL
Code is chosen, then the GL Code must be provided. If Excel Column is selected, then column letter
must be filled in.

o A template can have multiple distribution records. If these columns are empty in the import file, AP
transaction records will not be created.

AP Transactions Import
To Import the AP Transactions:

1. Go to AP > Utilities > AP Transactions Import.
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B3 AP Tranzactions Import @
AP Transactions [rpaort IMEGA | IMEGA Supplier Desc ] 4
Template
Impart File Marme |E:'\Marl-:nn'xM ega-tugd 2021 valuezonly. sle J Cancel

Line To Start Processing 3

2. Select the template from the AP Transactions Import Template list.

3. Enter the Excel file to import in Import File Name.

4. Enter the Excel line number that your data starts on in Line to Start Processing.
5. Click OK.

A message appears on screen confirming the successful import. If there are rejected records, then a report
listing is provided.

Successful Import — All records are imported

PASS X

& AP Transactions Import
\ ,.-' Total Records: 329
= Total Inserted: 329
Total Rejected: 0

Successful Import - Not all records are imported
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(& AP Tancactions Import (oo |
w & & F 100w q{ 4 1 of1 P M o= || M .
Froview |

XYZ Company - Play
AP Transactions Import Report

Filemame:  C) M Larbon M faga. Feb8 2000 enSample als Feport Date: /172021 Sypatems T 11:385:51 AN Page: 1

Supplier Inwedce Code Tevoice Date Dot Date Amcont Message
L] 40559735 By e eh | 222021 12885 Invosce already exists for the supplier
AMERIDATA 40859733 e eh) | plrle. i ]| 17514 Invosce already: exists for the supplier.
Q23405 P L 2 plely.ind] -30,374.41 Dustnbubon Amount not complate

Totad Records : 38

Total lmserted : 326

Total Rugected : 3

w
« »

Check Series & Supplier Types

System Maintenance

Check series along with supplier types allows you to group your suppliers/payments. Check series is also quite
interconnected with EFT payments.

In the example shown below, there are three check series defined.

03 Checl A

Code EFT |

SUFPLIERS PAID BY CREDIT CARD — | =

EFT SUPPLIERS P&ID BY EFT Description |SUPPLIERS PAID BY EFT E—

Supplier Type  [EFT _| [SUPPLIERS P&ID BY EFT

Bank Account  [100D _| |SCOTIABANK - MAIN ACCOUNT

Check # Senes  [EFT

Last Check Mo. 1000 Sample: EFT1000

Check Type COAST FOLIDI03 ]

Printer |Brother MFC-L2720DV series Prirter |

Pint | Eeview‘ Add | Edit | Qelatel Exit |

The default check series would be used for your normal bank account. This is where most suppliers are paid
from.
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The CC check series is suppliers you pay by credit card. If you had multiple credit cards you use that all have
different liability accounts, you may decide to create multiple CC check series.

The EFT series will be suppliers you pay by EFT.

Supplier Maintenance

B3+ Review Supplier AAP AUTOMATIC APPLIANCE PARTS INC. e @ (k]
Suppher  |A/P V'ariahlaa] PO Variables ] D ocument T Notepad T EDI .ﬁmnurﬁsT EFT T Discounts |
Check Memo |
(1] 4
Type lcC | [SUPPLIERS PAID BY CREDIT CARD
Eill To Suppliet | _] |

In Supplier Maintenance, you define what supplier type this supplier belongs to, that will control which suppliers
appear when you do a check run. In this case, the supplier is normally paid by credit card so you would not want
them to appear in the check run.

AP Transactions

B3+ Add AP Transaction E] = I
Invoice 1 Adjustment 1 Quick Pay ] Check
Supplier [8.1APPL | |a1 APPLIANCE DIST
Amount 100.00
et [12345— Bank Account
' [2010 _
Check  Series  [CC | Bark Rec Type
Check # [10m Sample: CC1001 [Check i
Check Date I To Be Distributed
Note
100.00
Distribution
GIL Account Description Amount
p [1000 w| SCOTIABANK - MAIN ACCOUNT 0.00
2000 OPERATING LINE OF CREDIT 0.004
3000 SHARES 0.00|
#*
o |

In AP Transactions, when you do a check or quick pay and you select the check series, the check number is
preceded by ‘CC’, .E. CC1001. This then flows to the bank reconciliation making it easy to identify and reconcile
all credit card payments.
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Checks & Vouchers

B | A/P Print Checks/Vouchers = B kS

Print | EN -

Payinvoices wpto  [2017.03:30 |

Dizcount / Check. Dabe |2[|1?{|3.3:|

CheckSedies  |EFT _| |SUPPLIERS PAID BY EFT

Bank GL Account  [1000 | |SCOTIABANE - MAIN ACCOUNT

Suppliers with different Bank Accourt will be excluded

Starting Check 8t | 1001 Sample: EFT1001

Bank Rec Type ||:hec>.k ]

Supplier Type From  |FFT _| |SUPPLIERS PAID BY EFT
Te [EFT _| |SUPPLIERS PAID BY EFT
Suppher From | _| |Beginning of File

To  |mzzzzzzz | [EndolFie
¥ Checks with Zero Balance

v Freviess CheckMAouchers Only

Ok Cancel |

Print: The print menu includes:

Check: this is a traditional check run where EPASS will print the check and related voucher. If the number
of invoices being paid do not fit on one check, EPASS will void the check and print the remainder on the
next check.

Voucher: only a voucher is being produced. This would be used if manual checks were written or this was
an EFT type of batch or possibly your supplier drafts your account and this is being done afterwards.

Check & Voucher: EPASS will only print one check per supplier, no matter how many invoices need to be
printed on the voucher. EPASS also produces a plain paper voucher for every check.

None: no check or voucher is printed. This is not recommended for typical transactions, but will work well
for credit card check series as you do not need anything to print.
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Check Series: Selecting a check series will populate the bank account, starting check number and the supplier
type from/to.

In this example we are using ‘EFT’ as our sample. EFT does not necessarily mean you need to use the AP
Utilities > Electronic Funds Transfer to generate a file to send to the bank. A lot of clients use the EFT term
generically for all online banking. If you do both on-line banking and true EFT where the file is generated and
sent to the bank, we recommend you make two separate check series.

ARTransaction Import

By using the AR Transaction Import utility, you can import an Excel spreadsheet with payment details to fulfill
multiple invoices at one time.

Before Starting
Before using the utility, you need to do the following:
e Enable the AR Transactions Import security option.
o Create an Excel file that includes all of the invoice payment details.
To Enable the Security Option
1. Go to Tools > System Maintenance. On the Tables tab, select User Security, and then click Open.
2. Select a User Group from the list, and then click Security.

3. Inthe Keyword search box, enter AR TRANSACTIONS. Select AR Transactions Import.

B9 Security for User: Assistant Store Manager —

Search far Security Optiong

Kepward I.ﬁ.H tranzactions

Accounts Beceivable

ons mport
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4. Click OK.

Excel File Example

A B C D E
1 |Transaction Date Customer Code Amount Mote Invoice Code
2 8f2f2022 0042749984 2300.13 CHK 113 Q00148
3 8/2/2022 6045752527 1300.25 CHK 1145 Q00155
4 8/2/2022 7782225515 545.55 CHK 321 Q00163
3
b

Starting the Utility
1. Go to AR > Utilities > AR Transaction Import.

2. Click the Browse button and select your Excel file.

# | AR Transactions Import E = |

Impart File M ame IE:"-.T-emp‘-.lnvui\:es‘kﬂ.LIE 22244 ﬁ 0
Line To Stat Processing | 2

3. Enter the starting line number (default is 2).
4. Select the Payment Type.

5. Do the following:
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X AR Transactions lmport | — | =] |&|
Impart File: N ame |C:temptinvoiceshall G222 xlz ] ok
Lire To Start Processing o
Cahizel
Payment Type |EPCLC | |EP&SS Credit Card CCUPC
Prewview
Tranzacation Date Colurmn

A, [v Allow Papments greater than lnvoice Total e—
& Cuztorner Code Colurnn E [v Allow Tranzactions for Open lnvoices o
C

Amaunt Calurmn Allow Tranzactions far: Q
" AllDates

(" Current Month
Irvoice Code Colurnn {* Specific Date

M aote Colunn

o

m

Map the Excel file by entering the corresponding column letter for

A Excel Columns each transaction detail.

Enable this option to import transactions that are greater than the
invoice total. If disabled, these transactions won't be included in the
import.

Allow Payments greater
than Invoice Total

. Enable this option to import transactions that are on invoices with
Allow Transactions for

C . the Open status. If disabled, these transactions won't be included in
Open Invoices .
the import.

Choose to import transactions from any date, or restrict the import

D T ion D
ransaction Dates to only those from the current month or a specific date.

6. Preview the import or click OK to run the utility.

After the AR Import is complete, an import report opens. You can then run an A/R Posting to preview the applied
payments.
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GL and Profit Centers — Misc. Code Setup

What is a profit center?

An EPASS profit center is used to allocate sales and credits by branch (store) locations.

GL and Branch information

- GL setup is such that all GL (base) codes are XXXX digits long.
- All branch locations are XX digits long.

- Misc. codes can be set up to automatically add the profit center depended on the store writing the sale
‘Add Profit Center option’ OR they can be set up to be ‘hard coded’ to a specific branch.

How to set up the GL portion of a misc. code

There is 2 ways to correctly setup a misc. code GL number:

B3 Add Misc Charge EI_I—Jﬂh
Cod
nde IREBATE Taxes | UszeBranch Taxes oK
] iph
EECTIpLon |.-'1'-.LL MISC CODE SET UP [ Tazi
- . . . Cancel
] 4
List I [ % 0f Model Selll.ng Price . P Tax2 C|:.I.r]firm Tax .SE'IL.er
[ Do Mot &llow Price Reduction with Accounting
Cast 50.00 [ Do Mot Allow Price Change [ Tax3
G/l Revenue  [1234 _ | ¥ ¥dd Profit Center J
G/L Cost Debit | | T Add Profit Center
. [ Update History
Gl Cost Credit | | I Add Profit Center _ _
[v Show in ePASS Mobile Tech
Comrment Code | i} [ Obsolete
[ Require Mote on Invoice
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'8 i
3. Add Misc Charge l — | éJ

Cod
ooe IREBATE Tares [ Use Branch Taxes ok
Deszcripti
ezcrphian |f-'uLL MISC CODE SET UP [ Taxd
a - . . Cancel
. 4
List o0 [ % 0fModel SE"I.HQ Price . v Tax? C‘r:.ln,ﬁrm Tax .'_-'etup
[ Do Mot Allow Price B eduction with Accounting
Cost 50.00 [ Do Mot &llow Price Change [ Taxd
G/LReverue  |1234.56 _| [ ad Profit Center ¢
G/L Cost Debit 1 1 [ Add Prafit Center
_ | Update Hiztamy
G/L Cost Credit | | I Add Profit Center . )
[w Show inePASS Mohile Tech
Comment Code | 11 [ Obsolete
[ Require Mate on Invoice

A The applicable GL number and Tax set up does need to be confirmed with accounting
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How to NOT set up the GL portion of a misc. code

There is 2 ways to incorrectly set up a

misc. code GL number:

R&D Business Systems Ltd.
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Incorrect setup will not allow Accounting to do Invoice Posting on a daily basis
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If setting up a code and you are unable to type a 4 digit GL nhumber, you will need access to Terminal Settings to
be able to turn auto pop-up off.

[3 Edit Terminal for Branch Default, XYZ Company - Play - X

Terminal T Frinters T Print Forms T Dimenszion E:-:pressT Ermail Farmz T Text Forms

Code IDefauIt
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