Accounts Payable Expense Distribution Tables

Use Expense Distribution Table Maintenance to set up tables with general ledger accounts and
distribution percentages. The tables can then be selected in Invoice Data Entry, Repetitive Invoice Entry
and Manual Check and Payment Entry to distribute invoice balances and payments to the selected
accounts based on the percentages in the tables. A table can be selected for any invoice with no existing
lines in Invoice Data Entry and Repetitive Invoice Entry and when entering a new invoice in Manual
Check and Payment Entry.

If the Allow Total Distribution to be Less Than 100 Percent check box is selected in Accounts Payable
Options, you can enter accounts with a total distribution percentage less than 100 percent, and then
manually distribute the remaining balance in the data entry task. Also, you can set up tables with
accounts and no distribution percentages, and the entire balance can be manually distributed. The total
distribution percentage cannot exceed 100 percent.

Click on the Accounts Payable Setup folder, then Accounts Payable Options. Click on the 3. Entry tab.
Click on the Enable Expense Distribution Tables and Allow Total Distribution to be Less Than 100
Percent.

s Accounts Payable Options (ABC) 4/30/2014 2| =1=] x|

1. Main ] 2 .-’-'«dditiu::nal] 3 Entry ] 4 Printing ] 5. History ] 6 ACH ]

—Batch Proceszing

Description | Enable | Mext Batch | Default Bank Code Elck
Invoice D'ata Entry ¢ [ i ooood Default Bank Code to Last Bank Code Used []

bl anual Check/Pavment Entry [1  oooo

—btarual Check Quick Print
Increment Mext Check Mo, %hen Changed During Printing |:|

Calculate Sales Tax in AP Data Entry

~—Selecting Invoices for Payment
Digplay Wi arning When Past Discount Due Date

L[]

Enable Expensze Distribution T ables
Allove Tokal Distribution to be Less Than 100 Percent

[ Accept l Cancel
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From the AP Setup menu, click on Expense Distribution Table Maintenance.

|

Tasks I My Tasks I

Tasks | wieb Content |

Accounts Payable - Setup

=+ Sage 100 ERP

i Information Center
Resources

Feature Tours

: Business Insights Dashboard
=1 Modules

+]-{C=4 Library Master

=1 Common Information
{=h Business Insights

{=h Wisual Process Flows

{1 Paperless Office

{4 General Ledger

{4 Accounts Receivable
+-{— Customer Relationship Mz
- Accounts Payable

- Main

{1 Check Printing and El¢
{C=1 Pre-Mote Printing

+]--{—h Period End

El-{=> Setup

----- El Accounts Payable
----- [E1 pivision Maintena
----- [E1 Bank Code Mainte
----- [E1 Terms Code Main'
----- E vendor and Custe
----- [E1] sales Tax Accoun
----- [E1] ACH Interface Mz
----- [E] Expense Distribut
----- [E1 inactive Reason t
----- [E1 mMemo Manager M
- Utilities

= Custom Reports
- Explore

—-{=h Custom Process Flow:

Enter a Table Code. The field is alpha numeric and is limited to six characters.

= [é Up one level...

Eln.cc\ounts Payable Options

ElDivision Maintenance

ElElank Code Maintenance

ElTerms Code Maintenance

El\l'endor and Customer Link Maintenance
ElSales Tax Account Maintenance
ElACH Interface Maintenance
-E}cpense Distribution Table Maintenance
Ellnactive Reason Code Maintenance
ElMemo Manager Maintenance

=P Expense Distribution Table Maintenance (ABC) 4/30/2) - IEI Iil

Table Cod=  |(RENT| (S 14 4

bRl

Dezcription

| G/L Account

| Percent | =

Apply Balahce

Total Percent

[ Acoept l Caniel l Delete .
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Enter the General Ledger accounts and the percentage that is allocated to each account. The total of

the percentages does NOT have to equal 100% if you answered Yes to the set up option to Allow Total
Distribution to be less than 100%.

Note: The Percent column can be left blank. You would then manually enter the amounts for the
distribution at time of invoice entry.

=E Expense Distribution Table Maintenance (ABC) 4/30

TableCode |REMT | - 14 4 B Bl

Descripion  |Fent

=1of x|

GAL Account Percent |
1 555-10-03 | qQ, 10.000%
2 | 5852002 10.000%
3 | 5853003 25.000%
4 | BBR-E0-O2 25.000%
3 0.000%

Apply Balance

Total Percent F0.000%

[ Accept l Cancel l Delete E .

=P Expense Distribution Table Maintenance (ABC) 4

=0l x|

TableCode |IMSU [ (4 4 B Pl
Description | Insurance |
G/L Account Percent | =
1 | 53010403 0,000 = .
2 | 530-2003 0.000% _._¢_i
3 | 530-3003 0.000% : :
4 | 530-60-03 ) 0.000% r :
I g | 0.000% =

Total Percent

Apply Balance

[ Accept l Cancel ] Delete E .
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Click on Accounts Payable Invoice Data Entry. Enter the Exp Distribution Table on the Header screen.

=E A /P Invoice Data Entry (ABC) 4/30/2014 - ||:| |£|
Vendor No.  [m-AIRwWEY SRR
I arme Ainway Property |
Invoice Mo. | 84621264 B

1. Header I 2 Lines ]

Inwoice Date

Iwoice Amount

Subject to Discount

4/30/2014 [

2,500.00

2,500.00

Temmns Code

03 (@ NET END OF MONTH

Imwaoice Diue D ate 430,204

00

Digcount Due Date

Dizcount Amaunt

Prepaid Invoice

Exp Distribution Table |REMT % Rent /

Hold Paprent [ ] Separate Check [

Comment | |
10539 Payment

Form | Interest = Box 1 =

[ Accept l Cancel ] Delete :

Click the Lines Tab. The invoice amount will automatically distribute amounts based on the percentages
in the table. If the total percentage was not 100% then the remaining amount will need to be

distributed.

=E A [P Invoice Data Entry (ABC) 4/30/2014

=1of x|

Vendo Mo,  [m1-aRwaY Y
I arme Ainaay Property |
Inwoice No. | 84521254 . ®

1. Header I 2. Lines l

| | Huick Fow @ | = .’:f:%'
G/L Account Description | Amount | Comment &
1 5B5-10-03 Rent: SALME-CENTR 250.00
2 | BR5-20-03 Rent: ACCTG-CENTR 250.00
3 | 6R5-30-03 Rent: CSERWV-CENTR E25.00
4 | BR5-B0-03 Rent: SHERC-CENTR E25.00 b
4 | 3

Exp Dist Percent

0.000%

N

( Diztribution B alance FRO.00 ) Total 1.750.00

Accept LCancel Delete ,
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Manual Entry Example:

=® A /P Invoice Data Entry (ABC) 4/30/2014

Yendor Mo, [02MUTLIF B T
MName Mutual Life Company |
Invoice No. | 253457 =

1. Header I 2 Lires l

— o] x|

Invoice Date 430:2m4 |50
Imwaice Amount 480000

4,500.00

Prepaid Invaoice |Q§

Subject to Discount

Tems Code

Itvvoice Due Date BA0s2014

o |@, NET10

Dizcount Due Date

Dizcount Amaunt

=

Farm Mamne

Exp Distribution Table |IMSU Ck Inzurance
] Separate Check [ ]
Comment | |
~—1093 Payment

[ Accept l LCancel ] Delate :

=E A/P Invoice Data Entry (ABC) 4/30/2014

Wendor Mo, [0ZMUTLIF R T
I arne b utual Life Company |
Inwoice Mo, | 303497 | B

1. Header ] 2. Lines I

(=] 9|

| | Dluick Row a | ':_Z' .’:{:? -
G/ Account Drescription | Amount | Comment |
1 530-10-03 Inzurance expensze: SAEME-CENTR 00
2 | B30-20-03 Ingurance expenze; ACCTG-CEMTR oo
3 | B30-30-03 Inzurance expenze; CSERW-CEMTR oo
4 530-60-03 Inzurance expenze: SHERC-CENTR 00 o
4 | 3

E=p Dist Percent

0.000%

Diztribution Balance 4.800.00

[ Accept [ LCancel ] Delete :
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How to Apply a Credit Memo to an Invoice

ﬁ Vendor Maintenance (ABC) 6/24,/2011 EI@
st 5T W4 B WE
Mame Stevens Supply

1. Main ] 2. additional ] 3. Statistics ] 4 Summary l 5. History .Tlansactions] B.Checks ] 8. P/0s ]
Invoice Mo. I Déte Inv Due Date Disc Date Amount Digcount Balance Comment 1]
4556-Chd B/24/2011  B/24/201 50.00- 0.00 50.00-
12545 5/27/2011 B/26/201 B/B/2011 50.00 1.00 50.00
2971 51172010 BA0/2010 154.530.... 0.0 154.530....
TE-5433 5M0/2010  B/3/2010 5/20/2010 955.45 0.0a 0.00
Fl I [3
Trans Date Trans Type Tranz Amount Digcount Check Date Check Mo Wwire Transfer M
] [ [3
Balance Current 30 Daps 45 Days B0 Days 90 Days
154,530.00 0.00 0.00 0.00 0.00 154,530.00
[ Accept I LCancel I Delete m

1. Select Accounts Payable Main menu -> Manual Check and Payment Entry. The Manual Check

and Payment Entry window appears.
2. In Manual Check and Payment Entry, enter the bank code.

Note: You must enter a bank code; however, the bank code does not affect the entry.

3. At the Check No. field, type APP. You can also type APP followed by an alphanumeric value of

up to three characters and/or digits (for example, APP2BC). The Check Amount field displays

zero and can only be viewed.

4. At the Vendor No. field, enter the vendor number for the credit memo to apply.

ip Manua eck and Payment Ent
ﬁaM | Check and Pay Entry (ABC) 6/24/2011

Bank Code o] 4 4 b @
Payment Type | Check

Check Nao. APPOO
Cash Account  107-01-00

1. Header ] 2. Lines ]

Check Date B/24/2011
Check Amaount .on

Wendor Mo, 01-5TEY C% """ Stevens Supply

Comment

(o O]

8]0
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5. Click the Lines tab. At the Invoice No. field, enter the credit memo number to apply. The credit
invoice information appears.

6. Inthe next row, at the Invoice No. field, enter the invoice number.

7. At the Invoice Amount field, change the invoice amount to reflect the positive amount of the

credit memo, if necessary.
8. Verify that the value at the Check Distribution Balance field is zero, and click Accept.

it Manual Check and Payment Entry (ABC) 6/24/2011 =] s

BarkCode  |D M4 b bl

FPayment Type | Check

Check Mo APPOO
Cash Account  107-01-00

1. Header ] 2 Lines ]

Quick Row 2 @ 5@ E % @
Invoice Mo, Invoice D ate Invoice Amt Digcount &mt | Exp Dist Table
1 | 4556-CM E/24/2011 50.00-
| o REE 5/27/2011 50.00
3 .an
4 n 3
Diue Date E/26/2011 -

Digcount Date | 6/6/2011
1099 Form | None
1099 Box

G /L Distribution [ -

m

Check Diztribution Balance 000 Papment Total 0.oa

8]0

The credit balance is applied. Print and update the Manual Check and Payment Register and Daily
Transaction Register.

fiil Manual Check and Payment Register (ABC) 6/24/2011 [~ 23]

Current General Ledager Period 05 Ending  5/31/2011
Accountz Payable Posting Date

Print Full Comments

! 'E Matice: Thiz Accountz Papable posting date fallz into a future General Ledger period.

HP Laserlet P2050 Series POLGHE  + | Rint | Preview | Sewp @
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How to Quick Print Checks

1. Select Accounts Payable Main menu -> Manual Check and Payment Entry. The Manual Check
and Payment Entry window appears.

2. In Manual Check and Payment Entry, enter the bank code.
Note: Do not use bank code ‘Z’ if you plan to perform Accounts Payable from Accounts
Receivable clearing.

3. Click the Quick Print Check button.
Note: The Quick Print Check button is available only with the appropriate security setup.

4. Enter the check date, check amount, vendor number and a comment.

i Manual Check and Payment Entry (ABC) 6/24/2011 = R
Bark Code |0 4 b bl

Payment Type | Cheack
Check Mo, PRMT*

Cash Account  101-01-00
1. Header ] 2 Lines ]

Check Date E/24/2011 5=

Check Amount 50000

Wendor Mo, 01-ALLCLIM C% B Alclimate Maintenance
Caomment

&[0)

5. Click the Lines tab. You can create this check to post against an Invoice OR take it directly to a
G/L account distribution.

6. To distribute to an invoice, at the Invoice No. field, enter the invoice number to pay, and click
Accept.
Note: If the invoice does not exist, the “Is this a new invoice” message dialog box appears. Click
Yes and enter the invoice date, invoice amount, and other appropriate information on the Lines
tab.
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il Manual Check and Payment Entry (ABC) 6/24/2011 = |[& ][ =
BarkCode [D | - 4 4 b B

Payment Type | Check

&

Check No. [*PRNT*

CashAccourt | 101-0100
1. Header i 2 Lines I
B & & R invoce st Eolodes| = - - = -
[ InwoiceNo. [ Invaice Datd | jnvcics No — PE——
i & ] D000 05019 Monthly D/ -

.00 010
0000108040

00 &5/415/2010
0001043080 Manthly PC Maintenance 00 4/30/2010
0001053190 Manthly PC Maintenance 75.00 5/31/2010
1050190 Marithly D/E Fee .00 5/1/2010
1063150

7500 6/31/2010

] i

| 3

Due Dats

i Search [Invaice Mo = [Beginswith  ~|
1088 Form

1039 Box

&/L Distrbution 0 [ seket | ool |1 [2]@)]
B

|Found 6 records |

Check Distribution Balance 500.00 | Papment Total 0.00

[ e [ e ] Deleh

&]e]

wasem | |
s/24/2001 |

[ A

S )

7. To distribute to a G/L account, click on the “Create G/L Distribution” button.

oTe e
(et
CashAccount 101-01-00
Quick Row
Ivoice Amt | DicountAmt | Exp Dist Table Commemert
o oo

Dz Date
Discount Date

1093 Form

1099 Box
G Distrbation 0
Exp Dist Dese:

Check Distribution Balance 500,00 Payment Total 000

(oo [ Gomen ] (&)

T—T —= 7

8. The General Ledger Distribution window will open. Enter the G/L Accounts and amounts to

distribute to. Distribution Balance should equal Zero when fully distributed. Click Accept, then
click Accept on the Entry screen.
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ﬁ General Ledger Distribution

= [ S
Quick Row 2@ % <
GAL Account Aot Cornmment
1 525-00-03 | 500,00
*
R 12 00
Description
Exp Dist Percent 0.000%
Distribution B alance n.oo Diiztribution Total a00.00

[ Accept l LCancel @

9. The Manual Check Printing window appears. Enter information as needed, and click Print.

P

ﬁ‘ Manual Check Printing (ABC) 6/24/2011
Forn Code  CHECK Q,
Description | Flain
uilti-Part Farm Enablad
Check Date B/2442011 [
Check Mumber 0oo0&
Check Form Type Stub, Check, Stub v]
Stub Lines 19
HP Laserlet P2050 Series PCLEH:E v]

Frint Remit Tao Information
Frint G/L Distributiarn
Frint in &MNS1 Format

5] (]

[ Brint IF'rexiewI Setup @

7 Last Check Printed

2]

System printing indicates that the last check number printed wasz

0a00ae
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il Sage MAS 90 ==

j) Remove your checks from the printer and replace them with plain paper.

10. In Manual Check and Payment Entry, click the Print button to print and update the Manual
Check and Payment Entry.

) e |

T2 Manual Check and Payment Entry (ABC) 6/24/2011 = I!E'

BarkCode © @ % I 4 b M

Payreard Typs I:]-gf* -

Check No. 28

q} é Cazh Account 1010100

lHtadHl 2 Linex ]

Check Date

Check Amount

Ceririuerd

A
=)

il Manual Check and Payment Register (ABC) 6/24/2011 [ B |3

Current General Ledger Period 05 Endng 543172011

Accounts Payable Pozsting Date

Print Full Comments

! E Matice: This Accounts Papable posting date fallz into a future General Ledger period.

| HP LaserJet P2050 Series FCLE#E [ B ]F'regiewl T
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	1. Select Accounts Payable Main menu -> Manual Check and Payment Entry.  The Manual Check and Payment Entry window appears.
	2. In Manual Check and Payment Entry, enter the bank code.
	3. At the Check No. field, type APP.  You can also type APP followed by an alphanumeric value of up to three characters and/or digits (for example, APP2BC).  The Check Amount field displays zero and can only be viewed.
	4. At the Vendor No. field, enter the vendor number for the credit memo to apply.
	5. Click the Lines tab.  At the Invoice No. field, enter the credit memo number to apply.  The credit invoice information appears.
	6. In the next row, at the Invoice No. field, enter the invoice number.
	7. At the Invoice Amount field, change the invoice amount to reflect the positive amount of the credit memo, if necessary.
	8. Verify that the value at the Check Distribution Balance field is zero, and click Accept.

