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Introduction 1

Introduction

The Accounts Receivable module in Microgooft Dynamic
process customer invoices and maintain accounts receivable information. In addition, it generates a

wide variety of useful accounts receivable reports that help make customer account management

easier and more efficientAnd with the Doc Share featurejou can publish invoices, statements, order
confirmations, and shipping notices to a MicrosdftOffice SharePoirtt site to give your customers

quick and easy online access to the information they need.

The flexible design of the Accounts Receivable moduéts you operate it successfully with just the
General Ledger module or, to make full use of its capabilities, with the Order Management, Project
Controller, and Inventory modules. Using the Accounts Receivable module with the Order
Management, Project Gntroller, and Inventory modules offers several advantages that can improve
the speed and efficiency of data entry and processing operations:

1 You can use the Order Management and Project Controller modules, as well as the Accounts
Receivable module to crege invoices, and debit and credit memos.

T Most of your business® accounts receivable and in
can originate from the Order Management module.

1 Using Accounts Receivable with Order Management and Inventory allows tp access inventory
item and pricing information, and to update item quantities for customer sales, directly from Order
Management screens.
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Manual Overiew

This manual provides information regarding the setup and use of the Accounts Receivable module.
Reviewing the manual can help you make informed decisions regarding the implementation of the
Accounts Receivable module in your business.

What is Coveredn the Manual?

The manual consists primarily of procedures and checklists that describe how to perform the various
tasks featured in the Accounts Receivable module. The manual also contains topics that help you
become better acquainted with the capabilitiesf the module. Topics are arranged in a logical order
that builds on information previously presented in other manuals.

Who Should Use the Manual?

The manual is designed for readers who are new to Microsoft Dynamics SL. The guide provides the
information necessary for making decisions regarding how to use the Accounts Receivable module in
order to get the most from your system.

How to Use the Manual

Read the appropriate section of the manual before proceeding with any system customizations. The
manual presents the procedures and steps required for completing the various accounts receivable
processes. To assist you in locating information, the manual contains:

1 A Table of Contents of logically organized activities and tasks.
1 An alphabetized Quick Reference $k List of commonly performed tasks.
1 An alphabetized Index of the information provided in the manual.
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Quick Reference Task List

This list contains tasks that are commonly performed with the Accounts Receivable module. Each task
is crossreferenced to a speific page in the user guide.

How Do | Define...?

1 Statement Cycledi see pagell
Customer Classesi see pagel2
The Fiscal Periodi see pagel6
Customer Defaultsi see pagel8

=A =4 =4 =4

Accounts Receivable Systerevel Decisiondi see page22

How Do | Set Up...?

1 General Ledger Accountd see pagel4d
Finance Chargesi see page20
Customer Accountsi see page29
Recurring Invoicesi see page54
Multiple Installmentsii see page57

How Do | Establish...?

I Salesperson Hitoryii see page26

= =4 =4 =4

9 Customer Histonyi see page44
1 Accounts Receivable Historff see page49

How Do | Enter...?

Salesperson Informatiomi see page25

Customer Informationfi see page31

Customer Billing Addressef see page33

Customer Defaultsi see page34

Customer Account and Statement Inforation i see page36

Customer Shipping AddresseB see page43

Manually-prepared Invoices or Memos$i see page50

Invoices Generated Using th®rder Management Modulé see page58
Adjusting Memos for Order Managemet@enerated Invoicedi see pagell5
Paymentsii see page72

=A =4 =4 =4 -4 -4 -4 A A -4 -4

Payment Details for Order Manament Counter SalesOrdersfi see page69



Setting up Accounts Receivable 5

Setting up Accounts Receivable

Overview

This sectionprovides information and procedures for configuring th&ccounts Receivable module to
fit your business needs and practices. These basic tasks include:

1 DefiningStatement Cyabs

Defining Customer Classes

Setting UpGeneral Ledger Accounts

Defining the Fiscal Period

Defining Customer Defaults

Setting up Finance Charges

Defining Accounts Receivable Systelrevel Decisions
Defining Sales Territories

EnteringSalesperson Information

=A =4 =4 =4 -4 -4 4 A -4

Establishing Salesperson History

Before You Begin

The normal Accounts Receivable module setup sequensatd enter setup information after defining
payment terms, sales tax information, statement cycles, and customer classes but before entering
salesperson, customer, open document, and recurring invoice information.

Before you start setting up the Accountsdégeivable module:

1. Define all necessary accounts receivable recombding schemes . Seueturing Accounts
Receivable Coding o n 5@ & ghecounts Receivable Recor@oding Formaté on 6page

2. Set up customer termson Terms Mantenance (21.270.00) in the Shared Information module.
Your customer terms can be identical to the terms your vendors offer you. You do not need to set
up separate terms IDs for identical customer and vendor terms.

3. Set up sales tax informatioron Sales Tax Maintenancg21.280.00) in the Shared Information
module. Set up tax information for any state and local sales taxes to which your sales are subject.

4. If you plan to make documets available to your customers on a SharePoint site, complete the
necessary customer document type setup information on the System Mana@rarePoint Site
Configuration(98.360.00) screen. For assistance, see the System Manager online help or user
guide.

Structuring Accounts Receivable Coding

Before setting up the Accounts Receivable module and beginning regular accounts receivable
operations, it is important to develop a logical, vileorganized method for assigning identification

codes to certain records entered and used throughout the Accounts Receivable module and elsewhere
in the system: customer information, document reference numbers, recurring invoices, etc. The
method you devdop for each record is known as its coding scheme.

Acoding schemeis a system of arranging letters and/or numbers into meaningful data record
identifiers (IDs and numbers) that distinguish each record from all other records in the database. Its
purpose isto make data easier to reference and report when you are using Microsoft Dynamics SL.
For example, you might set up eoding schemefor customer IDs that requires the customer ID of a
retail customer to begin with the letters CR and the ID of a wholesalgstomer to begin with CW.
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Consider developing an appropriateoding schemefor each of the following accounts receivable
record types:

Customers

Customer classes

Customer addresses (including billing)
Document reference numbers
Recurring invoices

Salespersons

Statement cycles

Terms

Sales Territories

=A =4 =4 -4 4 4 -4 -4 -4

Accounts Receivable Recor@oding Formats

During a session, a great deal of new information, from transaction batches, to custonmdormation,
to sales orders, to inventory data, is entered into the database. For accurate, efficient data storage
and retrieval, each data record receives a unique identifying code that distinguishes it from all other
data records. These codes can be mueric, alphabetic, or alphanumeric. Depending on the data
record type, the codes are either assignhed automatically by the software or manually by you.

For example, if transaction batch numbering began with batch number 000001 for the first batch
entered, batch number 000234 will be assigned automatically to the 234th batch entered. However,
data records such as customer and salesperson information or accounts receivable terms require
manually assigned identifying codes. For example, if the information of@stomer named Greene is

being entered, the customer ID could be GREENE, GRE100, 100GRE, or any identifying code you care
to assign.

To ensure easy record retrieval, especially for reporting make sure the codes assigned to each type of

data record follow astandard coding format established in advance. For example, the coding format

for the IDs of preferred customers might use a leading P at the beginning of each ID: PO0001,

POOOO2, et c. Sal esperson | Ds might usthefesttlrtde sal esper sol
|l etters of the salespersonds | ast name: 100GRE, 120THO,
formats, consider the following:

1 Before definingcoding formats review the sorting and selection functions that specify which
information shouldappear when you generate reports and compare this to your reporting needs.
This comparison helps you developoding formatsthat achieve the desired reporting results.

1 Code sorting always occurs from first character to last, numerically and alphabeticafliso,
numbers always sort before letters. For example, the software sorts 020243, 020242, 080656,
042691 in the order 020242, 020243, 042691, 080656. The alphanumeric codes B20242,
A20242, B20243 are sorted and arranged in the order A20242, B20242, B20243

9 If you cannot define a format that completely meets the needs of a data record, use a format
adequate for a majority of the recordds codes and har
random coding format.

1 Once you have defined the coding format farrecord type, consistently observe this format when
you enter associated data records. If the format requires six characters, all codes should have six
characters; if the character order is two letters followed by four numbers, all codes should have
two letters followed by four numbers, etc.

Remember that a welplanned system ofcoding formatsensures the orderly, logical identification of
all data records in the database for better use of the
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Customer ID
CustomerlDsar e uni que identifying codes assigned to each
the customer from al/l ot her customers in dhe databa

code you care to assign. Possible customer ID formats include:
1 The initial series of letters in the customer name (MASTERSONCO for Masterson Company)
1 Sequential numbers (10002, 10003, etc.)

1 Region numbercustomer number combination (100616 for customer &6 in region 100 fi
Northwest U.S.)

1 Customer namesales area combination (MASTERSON12 for the Masterson Company in sales
area 12 fi Seattle Area)

Salesperson ID

SalespersonIDsare uni que identifying codes assigned to each
address, commission percentage, etc.). A salesperson ID can be any alphanumeric code you care to
assign (for exampl e, an abbreviat ednumberr si on of the

combination). Possible salesperson ID formats include:
T A series of |l etters in the salespersonds name (JR
1 Sequential numbers (15, 16, etc.)

1 Region numbessalesperson number combination (10035 for salesperson 35 in region 100
Northwest U.S.)

I Salesperson namesales area combination (JRobinson12 for Jim Robinson in sales areafl2
Seattle Area)

Address IDand BillingAddress ID

Address IDsare unique identifying codes assigned to customer address information. Address 1D
can be any alphanumeric code you care to assign. To
and address IDare usually the same. Possibladdress IDformats include:

1 The initial seriesof letters in the customer and state name (JRobinsonOH for Jim Robinson in
Ohio)

1 Sequential numbers (10002, 10003, etc.)
1 Customer numbeszip code combination (45840616 for customer 616 in zip code 45840)
1 Customer namearea code combination (JRobinson41%f Jim Robinson in area code 419)

Customer Class ID

Customer classes are typically used to identify and group customers with similar characteristics. They
facilitate reporting the information of specific customer types and also make it easier to establish
customer defaults when you are entering new customer informationcAstomer class |IDcan be any
alphanumeric code you care to assign. Possibteistomer class IDformats include:

1 A series of letters in the customer class name (PREF for preferred)
1 Sequential numbers (22428656, 22428657, etc.)

1 Region numbeiclass number combination (10010 for customer class 10 in region 106
Northwest U.S.)

Statement Cycle ID

A statement cycle is a customer classification tool used to identify and group customers with similar
characteristics whose statements should be printed at the same time. Groupingstamers into
statement cycles allows you to print statements for specific groups of customers at different times,
eliminating long statement printing runs that typically result when all customer statements are
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produced at the same time. A statement cycl®lcan be any alphanumeric code. Possibiatement
cycle IDformats include:

1 A series of letters in the statement cycle name (AC for customers with last names beginning with
the letters A through C)

1 Sequential numbers (01 for statements on the 15th of thenonth; 02 for statements on the 30th
of the month)

1 A customer terms ID (2P15N30 for customers with a 2/15 net 30 terms)
Terms ID

Terms IDsare unique identifying codes assigned to customgrayment terms information. Aerms ID
can be any alphanumeric code you care to assign. Possible customer ID formats include:

1 A series of letters (AA for 2/15 Net 30 terms, BB for 3/15 Net 30 terms, etc.).
1 Sequential numbers (01 for 2/15 Net 30 terms, 02 br 3/15 Net 30 terms, etc.).
1 An alphanumeric code (2P15N30 for customers with a 2/15 net 30 terms).

Recurring Invoice ID

A recurring invoice is an invoice issued atgular intervals for the same amount each time. Typical
uses include standardized product orders and monthly retainer fees. Regular accounts receivable
invoices are created from recurring invoice records. A recurring invoice ID can be any alphanumeric
code you care to assign. Possibleecurring invoice Iformats include:

1 The initial series of letters in the customer name (MASTERSONCO for Masterson Company).
91 Invoice description (RENT for a monthly rental invoice).
1 Sequential numbers (001, 002, etc.).

1 Custamer namerecurring invoice number combination (JROBINSONOO1 for Jim Robinson,
recurring invoice number 1).

Reference Number

Reference numbersare unique identifying codes asigned to accounts receivable documents. In the
Accounts Receivable modulaeference numbes can either be numeric or alphanumeric, depending
on the option selected atAuto Reference Numbeing on the Other Optionstab of AR Setup
(08.950.00). If you seled automatic reference numbeing, the software automatically assigns
numeric-only numbers to orders and increments the order number by one (000242, 000243, etc.) for
each new order entered, once you have established the order number formatLast Reference
Numberon the Other Optiongab of AR Setup(08.950.00). Last Reference Numbeccommodates
document numbering schemes up to 10 positions long: fogosition schemes, siposition schemes,
etc. When defining the lasteference numberscheme for automaticreference numbeing, use a
starting sequence value containing the exact number of documergference numbercharacter
positions.

1 Type000000 to use a sixposition numbering scheme and number the next document entered
with the 000001 reference number

1 Type00000010 to use an eightposition numbering scheme and number the next document
entered with the 00000011 reference number

If you want to use a fouposition number but you type€d000000000 , the software will number the
next document entered with the 0000@0001 reference number

After you define theLast Reference Numbemumbering scheme andeference number the software
automatically increments the reference by one for each new document entered.

If you select manuakeference numbeing, you control whethereference numbes are assigned to
documents and the numbering format used. A manuatference numberformat can be any
alphanumeric system you care to establish. Possible manuaference numberformats include
customer invoice numbers or combination cas such as a departmentdocument number, such as
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SMO0013 for document number 13 from Sales & Marketing, or data entry operatdocument number,
such as KE2130 for document 2130 entered by an operator with the initials KE.

If you manually assigneference numbers and use numbers printed on the documents aeference
numbers for accounts receivable transactions, you do not need to maintairreference numberlog.
Thereference numbes are already recorded on the source documents. If you useederence
numbering scheme other than the sequential method, the audit trail to the order in which documents
are entered will be lost.

Note: Automatic reference or manuafeference numbeing formats using customer document
numbers or some type of sequential system are thanly formats that provide a clear accounts
receivable document audit trail. If you choose any other typereference numbeing format, maintain
a written reference humberlog showing the specificeference numberassigned to each document.

Accounts Receiable Setup

The Accounts Receivablefs flexible setup options al
of your company. During setup, you typically:

f

Enter the numbers of your companyds default accou
receivable receipts, discounts, finance charges, and sales will be posted. Setting up default
accounts receivable accourt reduces data entry time when entering customer documents.

Specify whether the software should post accounts receivable batches to the general ledger in
detail (include all batch doament and transaction details) or summary (include only adagcount
summary of batch documents and transactions).

Set Microsoft Dynamics SL to retain accounts receivable transactidetails and accounts
receivable history for a set number of prior fiscal periods and years. The software can retain
accounts receivable details and history for up to 99 prior fiscal periods and years. Retaining
transaction detail allows you to perform oscreen inquiries for transactions already posted to
customer accounts. History refers primarily to customer summary data, such as sales, debit
memos, and credit memos.

SelectPost Payment Discount into Company of Inee to have payment discounts in a muki
company database posted to the company of the invoice. Otherwise, payment discounts will be
posted to the company receiving the payment.

If you do not retain transaction detail for any prior periods, the softwaretamatically deletes all

closed transactions from prior periods when you close the Accounts Receivable module for a

period. See 0Closing Process (01.560.00)6 in the
number of periods and years accounts receivabbetails and history are retained affects

database size; the more periods and years data are retained, the larger the database.

Specify whether invoice numbers are assigned automatically the software or manually by you.
Numbering invoices manually is useful when specific ranges of invoice numbers are assigned to
specific entities, such as individuals, offices, arountries/regions.

Define the level of customer credit limit checking that will be performed. The level of credit limit

checking impacts the entry of hangbrepared invoices as well as the credit checking functions in

the Order Management module. For this reason, reviewwo companyds credit pol i ¢
ensure the appropriate credit checks take place during transaction entry.

Enter miscellaneous default customerelated information, such as default statement cycle,
customer class, and statement type. This information will be used automatically on accounts
receivable documents.

Establish how the software will handle finance charges.

Specify whether or not the entry of sales tax information on accounts receivable do@ants will
be permitted.
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1 Specify whether or not a NSF Charge is automatically assigned during a payment void and the
charge amount.

1 Specify whether small balances may be written off during payment application and the maximum
amount.
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Defining Statement Cyats

Group customers into statement cycles to print statements for specific groups of customers, such as
all customers with accounts 90 days overdue. Usirggatement cycleseliminates long statenent
printing runs that typically result when all customer statements are generated at the same time.

Defining a statement cycle involves entering an identification code, aging days for up to four aging
categories, and an associated dunning message that shld be printed on certain accounts receivable
documents. Typical aging categories are:

1 Currently due

1 30 days overdue
1 60 days overdue
1 90 days overdue

The software totals customer billing document amounts with aging days equal to or less than the days

specified in the aging categories, and then lists the total under the associated dunning message on
customer statements. I't prints the duPrintDumgingmessage
Messageis selected for the customer on théther Optiongab of Customer Maintenance

(08. 26 0. Brite)ing CuStereer ldformatiob o n 3p.age

To definestatement cycles
1. OpenStatement Cyclg(08.280.00).

QOHRXE K 4> N EL
{F4 for arid fform view)

Statement Cyde ID: Last Aging Date:
Last Statement Date:
Last Finance Charge Date:

Message Description

Aging Categary

Days

1 30 |Current|y Due
2 &0 |30 Days Overdue
3 a0 |60 Days Overdue

4 Ower 90 |

BAS |INS | 0060 | S¥YSADMIN | 12/10/2010

Figure 2: Statement Cycle (08.280.00)

2. Type a statement cycle code iBtatement Cycle ID

3. Type the number of aging days iAgingCategoryDaysand the message to print on customer
statements inMessage Description

4. ClickSaveon the toobar.
5. CloseStatement Cyclg(08.280.00).
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Defining Customer Classes

Customer classes identify and group customers with similar characteristics, such as wholesale
customers. Usingcustomer classes makes it easier to print reports on specific groups of customers or
to set up defaults, such as a default statement cycle or payment application options, when you are
entering new customer information.

To definecustomer classes

1. OpenCustomer Clasg08.290.00).

e ™
_ij Customer Class (08.290,00) - Contoso, Ltd:De (ol

OEHAX@E K 4 » W E

Class ID: RETAIL £]

Description: |Retai|

| Customer Defauits || OM Defauits |

Price Class:

Terms: a2 3/15 Net 20th of Month
Trade Discount: Q.00

AR Account: 1110 AR Trade-USD

AR Subaccount: |D 1-100-AA-00-00-1 Administration-Controller
AR Sales Account: 3030 Sales/Income

AR Sales Subaccount: |D 1-100-AA-00-00-1 Administration-Controller
Prepay Account: 072 AJR Prepayment

Prepay Subaccount: |D 1-100-AA-00-00-1 Administration-Controller

BAS |IN5 | 0060 | SYSADMIN |12/10/2010

Figure3: Customer Defaultstab of Customer Class (08.290.00)

Type an identification code for the class i@lass ID

Type a description of the class iDescription

Click theCustomer Defaultsab, if necessary.

Type theprice class to assign to the customer class iRrice Class

Type the sales terms to assign to the customer class Trerms

Type the trade discount to assign to the customer class Trade Discount

Type the accounts receivable account and optional subaagtt to debit for customer sales.

Type the accounts receivable sales account and optional subaccount to credit for customer sales.

© © N Ok wDd

[N
o

. Type the liability account and optional subaccount to credit for customer prepayments.
Complete stepll if the Order Management module is installed. Otherwise, continue with st&p.
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11. Click theOM Defaultstab to establish default order type accounts and subaccounts.
See the Order Management onlinedip or user guide for a discussion on order type maintenance.

e e

M- PEEEDIREE
Class ID: gJ

Description: |Commercia|

COGS Account: 4151 Cost of Goods Sold-Type 1

COGS Subaccount: |x.x.x.x.x.1

Freight Account: Freight Income

Freight Subaccount:

Misc Charges Account: 3080 Miscellaneous Income

Misc Charges Subaccount: |x_x_x_x_x_1

OM Sales Account: 3031 Sales/Income Type 1

OM Sales Subaccount: |x_x_x_x_x_1

Discount Account: 3050 Discounts Allowed-Trade

Discount Subaccount: |>{—X—X—K—K—1

BAS |IN5 | 0060 | SYSADMIN |12/10/2010

Figure4: OM Defaults tab of Customer Class (08.290.00)

12. Type the cost of goods sold account and optional subaccount to debit for customer sales.
13. Type the freight accont and optional subaccount to credit for customer sales.

14. Type the miscellaneous account and optional subaccount to credit for customer sales.
15. Type the discount account and optional subaccount to debit for customer sales

16. ClickSaveon the toolbar.

17. CloseCugomer Class(08.290.00).
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Setting UpGeneral Ledger Accounts

General ledger accounts are those used to debit or credit customer accounts based on transactions in
the Accounts Receivable wdule.

91 Allgeneral ledger accountsnust be set up onChart of Accounts Maintenancg01.260.00) in the
General Ledger module.

1 All subaccounts must be set up offlexkey Table Maintenancé21.330.00) in the Shared
Information module andSubaccount Maintenance(01.270.00) in the General Account module.

To set upgeneral ledger accounts
1. OpenAR Setup(08.950.00).

5 ™

=EER u"é‘gv Contoso, Ltd:Demo  [iZ)

i Invoice Accounts | Payment Accounts | GL Options | Customer Defaults | Finance Charge Setup I Other Options |

Accounts Receivable:

Account: 1110 AJR Trade-UsD

Subaccount: ID 1-100-AA-00-00-1 | Administration-Controller
Default Cash Account:

Account: 1030 Cash-US Dollars-Us

Subaccount ID 1-100-AA-00-00-1 | Administration-Controller

Default Discount Account:

Account: Discounts Taken

Subaccount ID 1-100-AA-00-00-1 | Administration-Controller

Default Finance Charge Account:

Account: 3030 Customer Finance Charges

Subaccount: ID 1-100-AA-00-00-1 | Administration-Controller

Default Income Account:

Account: 3030 Sales/Income

Subaccount ID 1-100-AA-00-00-1 | Administration-Controller

BAS |INS | 0060 | S¥YSADMIN | 12/10/2010

Figure5: Invoice Accounts tab of AR Setup (08.950.00)

2. Type the account and subaccount to debit for customer salesAccowts Receivable

3. Type the bank account and optional subaccount to debit for customer paymentdiefault Cash
Account

4. Type the contraasset account and optional subaccount to credit for discounts given to customers
in Default Discount Account

5. Type the inome account and optional subaccount to debit for finance charges you receive from
customers inDefault Finance Charge Account

6. Type the income account and subaccount to credit for customer purchasedbefault Income
Account
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7.

10.

11.

12.

Click thePayment Accountgab. ThePayment Accountgab of AR Setup(08.950.00) appears.

_dj AR Setup (08.950.00) - Contaso, Ltd:De _

Default NSF Charge Account:

Account: Miscellaneous Receivables Othr

Subaccount: IDI-IDD—AA -00-00-1 | Administration-Contraller

Default Prepayment Account:
Account: 072 AR Prepayment

Subaccount IDI-IDD—AA -00-00-1 | Administration-Contraller

Default Small Balance WO Account:

Account: 5061 Small Balance WO

Subaccount: IDI-IDD—AA -00-00-1 | Administration-Contraller

Default Small Credit WO Account:
Account: 5061 Small Balance WO

Subaccount: IDI-IDD—AA -00-00-1 | Administration-Contraller

BAS |INS | 0060 | SYSADMIN | 12/10,2010

igure6: Payment Accounts tab of AR Setup (08.950.00)
Type the account and optional subaccount to debit for nesufficient funds (NSF) check bank
charges inDefault NSFCharge Account

Type the liability account and optional subaccount to debit for customer prepaymentdiefault
Prepayment Account

Type the account and optional subaccount to credit for small balance wri#s in Default Small
Balance WO Account

Type he account and optional subaccount to credit for small credit writgfs in Default Small
Credit WO Account

Click Saveon the toolbar.
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Defining the Fiscal Period

Define the fiscal period based on tven you plan to start using the Accounts Receivable module. A
fiscal period consists of the period number and fiscal year.

1 The period number is the month number starting with the first month in the fiscal year.

1 The fiscal year is defined ilGL Setup(01.950.00). For some companies, the fiscal year is the
calendar year in which the fiscal year begins. For others, the fiscal year is the calendar year in
which the fiscal year ends.

Example:lf April is the first period of the new fiscal year, the period numbfar April is 01. If the fiscal
year begins April 1, 1998 and runs through March 31, 1999, the fiscal year is 1998.

The current fiscal period number increments by one at each period closing. After the first period
closing, the current fiscal period numbeis always the number of the current accounts receivable
accounting period. The current fiscal year increases by one at each yearly closing.

To set up the fiscal period:

1. Click theGL Optiongab on AR Setup(08.950.00). The GL Optiongab of AR Setup(08.950.00)
appears.

GL Posting Option: Summary -

Fiscal Period Setup:

Current Period Mumber: 17-1994

Years to Retain History: 2

Periods to Retain Tran Detail: 24
Pds to Retain Quick Send Stmt Di: 0

Mbr of Pds in Avg Days to Pay: 5

BAS |INS | 0060 | SYSADMIN | 12/10,/2010

Figure7: GL Options tab of AR Setup (08.950.00)

2. Select how the software should post accounts receivable activitydeneral ledger accountsrom
the GL Posting Optiottist.

Note: If you choose to post activity isummary, make sure you retain all related batch control
reports and generate ugo-date transaction lists to maintain a detailed history for auditing
purposes.
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Type the period before the period in which you plan to begin regular operation€urrent Perial
Number. For example, if you plan to begin regular operations in period nine of 1998, the current
fiscal period is 081998.

Note: Once you enter transactions into the database, you cannot change the current fiscal period
number. The number changes only a&s result of doing periodand yearend closings.

Type the maximum number of fiscal years prior to the current year that the software should retain
customer history inYears to Retain Historyor example, 02 indicates that customer history
should be retaned for two years after the current year.

Type the maximum number of periods prior to the current period that the software should retain
accounts receivable activity ifPeriods to Retain Tran DetaiFor example, 02 indicates that the
software should inclde customer payment history for two periods prior to the current period in
the averagedaysto-pay calculation.

Type the maximum number of periods prior to the current period that the software should retain
statement detail for statements sent electronicdy in Pds to Retain Quick Send Stmt DtlFor
example, 06 indicates that detail for statements transmitted electronically to the customer should
be retained for six periods prior to the current period.

Type the maximum number of periods prior to the curreperiod that the software should include
in the averagedaysto-pay calculation inNbr of Pds in Avg Days to Pay

Click Saveon the toolbar.
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Defining Customer Defaults

Default customer infamation is information that applies to the majority of your customers. Setting up
default customer information can increase the speed of entering customer records. When you enter a
new customer record, the software automatically enters the default informa, which you can

change as needed.

To definecustomer defaults

1.

Click theCustomer Defaultsab on AR Setup(08.950.00). The Customer Defaultstab of AR Setup
(08.950.00) appears.

e ™
_if AR Setup (08.950.00) - Contaso, Ltd:Dema = B ﬂ

Default Statement Cyde: 1 Payment Application Sort Default

Default Customer Class: RETALL " By Document Type
{« By Reference Number

Default Statement Type: -
. Open Item " By Due Date
Default Ship Complete BackOrders Allowe w

[~ Default Customers to Auto Apply Payments

Customer View Default

i C t plus O bl ts
[ Allow Small Balance Write Off in Payment Applications SIS SR ]
(" Open Documents Only

Maximum Small Balance: 15.00 & AID i
: * Al Documen

[v Automatically Generate NSF Check Bank Charge

MSF Check Bank Charge:

[¥ Age Payments, Prepayments and Credit Memos

BAS |INS | 0060 | SYSADMIM | 12/10/2010
Figure8: Customer Defaultstab of AR Setup (08950.00)

Type the default statement cycle to use when entering a new customedastomer Maintenance
(08.260.00).

Type the default customer class to use when entering a new customedanstomer Maintenance
(08.260.00).

Select the default level of detaila print on customer statements from theDefault Statement Type
list.

SelectDefault Customers to Auto Apply Paymenifshe software should automatically apply the
payments and credit memos to the oldest invoices, debit memos, or finance charges when
applying payments onPayment Application08.030.00) and Payment Entry(08.050.00). If this
option is not selected, you must manually apply payments.

SelectAllow Small Balance Write Off in Payment Applicaticwsenable small balance writeoff on
Payment Applations (08.030.00). Type the maximum amount that a document can be to qualify
for a small balance writeoff.

SelectAutomatically Generate NSF Check Bank Chaigéhe software should automatically apply
a charge for a check returned for nosufficient funds. Type the amount of service charge to apply
check returned for nonsufficient funds.
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10.

Select the default sorting option to use when displaying documents Bayment Application
(08.030.00).

Select the default viewing option to use when displaying customgocuments onCustomer
Activity (08.260.04).

Click Saveon the toolbar.
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Setting up Finance Charges

Setting upfinance charge maintenancenformation involves specifying the annual financeharge
percentage, minimum finance charge, whether or not to charge the minimum finance charge, whether
or not to compound finance charges, and whether or not to apply customer payments to finance
charges first.

1 For balanceforward customers subject to finace charges, the software applies finance charges
to each pastdue document in each statement cycle aging category.

1 For openitem customers, the software applies finance charges to each padtie document plus
any previously accumulated finance charges.
Finance charges on pastiue customer accounts become due on the date they are calculated. If you
compound finance charges, the software adds any finance charges still outstanding to the new
finance charge.
To compensate for unapplied customer payments and ai¢ memos, the software simulates the
application of these documents to each customerds ol de:
before it calculates new finance charges.

To set up finance charges:

1. Click theFinance Charge Setupab on AR Setup(08.950.00). The Finance Charge Setupab of
AR Setup(08.950.00) appears.

- B
_dj AR Setup (08.950.00) - Contoso, Ltd:Demao = =h ﬂ

Annual Finance Charge Percent: 12,00

Minimum Finance Charge: 1.00

[v Always Charge Minimum

[w Compound Finance Charge
Apply Payments to Finance Charges First
™ Mo, use Document Date Order
{* Yes, Pay Finance Chgs First
{” Prompt as Payments are Entered

BAS |INS | 0060 | SYSADMIN | 12/10,/2010
Figure9: Finance Charge Setup tab of AR Setup (08.950.00)
2. Type the annual finance charge percentage that will be used to calculate document finance
charges

3. Type the minimum finance change to use when adding finance charges. If a finance charge on a
customer document is less than the minimum finance charge, the software does not add the
finance charge unlessAlways Charge Minimuns selected.

4. SelectAlways @arge Minimumif the software should add a finance charge to customer
documents for which the finance charges are less than the minimum.
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SelectCompound Finance Charg® compound the customer finance charges that is calculated
for pastdue customer documats.

Select the order in which payments should be applied to documents when you isyment
Application(08.030.00) or Payment Entry(08.050.00).

Click Saveon the toolbar.
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Defining Accounts Receivable Systehevel Decisions

Systemlevel decisions affect the operation of the Accounts Receivable module. These decisions
include how to assign a document reference number, how to display transaction line descriptions, how
to enter sdes tax defaults, and how to perform credit checking.

To define Accounts Receivable systelavel decisions:

1. Click theOther Optionstab on AR Setup(08.950.00). The Other Optiongab of AR Setup
(08.950.00) appears.

e ™
_dj AR Setup (08.950.00) - Contoso, Ltd:Demo ] =k g

Last Batch Number: 000122
Iv Auto Reference Numbering Last Reference Number: 000081

™ Post Payment Discount into Company of Inveice

Tran Description Default: |C0mbinaﬁ0n ID and Mame j
Credit Limit Checking
Credit Checking Type: |Warning only ﬂ

Days Past Due: 120

OverLimit Type /Amount: |Am0unt j |

Sales Tax Default
™ Previous Line on Document [v Allow Sales Tax Entry

{* Customer Defaults
Decimal Places

Qty: 04

Mumber of documents to display in Payment
Applications screen (08.030) before message:

BAS |INS | 0060 | SYSADMIM | 12/10/2010
Figure10: Other Options tab of AR Setup (08.950.00)
2. SelectAutoReference Numbeing to assignreference numbes to AR documents automatically,
based on the value shown iLast Reference Number

3. Type the format to use as the number format for AR documentsliast Reference Number The
typical format is 000000, which assigns 000001 to the first AR document.

4. InTran Description Defaultselect the default format that should be used to begin transaction
detail line descriptions in AR document entry and maintenance screens.

5. In Credit Checking TypeBelect the type of credit checking that the software should perform to
warn you that a customerds balance may exceed credit
not prevent entry or release of new invoices.

6. InDaysPasDue, type the maxi mum number of days that a cust
due before the software applies its credit checking f

7. InOverLimit Type Amountelect the type of overlimit that the software shouldse for its credit
checking functions. Type the maximum overlimit value allowed for customers whose balances and
documents exceed their credit limit.

1 If you selectAmount type a dollar value.
1 If you selectPercent type a percent.
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10.
11.
12.

13.

Select one of the followng:

1 Previous Line on Documenb obtain the default sales tax value for a new document
transaction detail line from the previous line on the document.

9 Customer Defaultsto obtain the default sales tax value for a new document transaction detail
linefromt he customerds def aul t entries.

SelectAllows Sales Tax Entiy allow entry of sales tax information when processing AR
documents.

Type the number of decimal places to display in quantity fields.
Type the number of decimal places to display in price fisld

Type the maximum number of documents that can be listed &tayment Application(08.030.00)
without generating a warning message.

ClickSaveon the toolbar.
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Defining Sales Territories

Sales territories are used to identify and group salespersons or customers with similar geographic
areas.

1. OpenSales Territory(08.320.00).

_ My Sales Territory (08.320.00) - Contoso, LM:DE
- PEEEEIRE

(F4 - for grid/form view)

Territory: EAST

Description: |East Region

BAS |IN5 | 0060 | SYSADMIN |12/10/2010

Figurell: Sales Territory (08.320.00)

Type a unique alphanumeric code iferritorythat identifies the sales territory.
Type an explanation of the territory ID iDescription

Click Saveon the toolbar.

CloseSales Territory(08.320.00).

Al
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EnteringSalesperson Information

Associating a default salesperson with each of your customers enabigauto track and report sales
by salesperson. If you do not want to track sales by salespersoisge Salespason Maintenance
(08.310.00) to set up sales categories to track sales by other groupings, such asdountry/region.

During regular operations, all customer salesre assignedto their associated salesperson and

commission rate. The commission percentage the base commission rate paid to the salesperson for
sales to customers.Salespersorsd cash c¢commi s s i loymasltiplgingthe saeleslamourt at e d
or net profit of each documentby the commission percentageYou can override salesperson

information in Invoice and Memo(08.010.00). If you are using the Order Management module, you

can override these customer defaults and assign any salesperson and commission rate that is set up.

Note Once a salespersonds informaalieapessererds upD. yol

way to change a salespersonds | D is to deateret e al
the information using a new salesperson ID.

To entersalesperson information
1. OpenSalesperson Maintenancg08.310.00).

e e —— ™
_ iy Salesperson Mainwﬂu_@éﬁ
JEHRB XEB K 4 b M @
Salesperson ID: "-’_
Mame: |Bryan Walton
Salutation: |Dear Bryan
Attention: |Bryan Walton
Address Line 1: |315 Rue de Belier
Address Line 2: |
City: |Find|a\,r
State Province: IOH—
Postal Code: ,ﬁ
Country/Region: us
Phone Ext: |555) 555-0125
FaExt: |(555) 555-0125
Commission Pct: m
Territory ID: W

Email Address:

BAS |INS | 0060 | SYSADMIN | 12/10,/2010

Figure 12: Salesperson Maintenance (08.310.00)

2. Type an alphanumeric code for the salesperson 8alesperson 1D

3. Type the sal esp danedypéthe @ ayrhbol baefoserthe name to use when
alphabetizing. For example, the softare alphabetizes Steve@Milton by Milton.

4. Type the salespersonds address and telephone i
actual mailing address inAddress Line 2

Type the sal esper EmailAddress mai | address in
ClickSaveon the toolbar.
CloseSalesperson Maintenancg08.310.00).

© © N oW’

0

nf o

Type the salespersonds def aQomhnissiondPtnmi ssi on percent
Type the identification cdemitorydd the salespersonés



26 Accourts Receivable

Establishing Salesperson History

Before you begin using the Accounts Receivable

module, establish salesperson history using the

initialize mode. See the System Manager online help or user guide for information on the initialize

mode.

You also can import existing data. See the System Manager online help or user guide for information

on data import.

To establish salesperson history:

1. ChooseOptions | Initialize Modeto turn on initialize mode.

2. ClickHistoryon Salesperson Maintenanceg08.
appears.

OB XE (K 4 » M ]

-
_ dj Salesperson History (08.311.00) - Contoso, Ltd:Demo__

310.00). Salesperson History(08.311.00)

- _

Fiscal Year:

Salesperson ID: &

Period

Sales Receipts

Current Period: [17_190g

Cost of Goods

i

0.00 | 0.00 |

0.00

0.00 | 0.00 |

0.00

0.00 | 0.00 |

0.00

0.00 | 0.00 |

0.00

0.00 | 0.00 |

0.00

0.00 | 0.00 |

0.00

0.00 | 0.00 |

0.00

2
3
4
5
&
7
8 0.00 |
5

0.00

0.00 | 0.00 |

0.00

10

0.00 | 0.00 |

0.00

i1

0.00 | 0.00 |

0.00

12 0.00 | 0.00 |

0.00

13

‘fear to Date:

|
|
|
|
|
|
|
| 0.00 |
|
|
|
|
|
|

0.00 | 0.00 |

BAS |IN5 | 0060 | SYSADMIN | 12/10/2010

Figure13: Salesperson History (08.311.00)

3. Type the identification code of the salesperson Balesperson ID

4. Type the current fiscal year ifriscal Year

5. Type the fiscal peind and year inCurrent Periodhat is prior to the period and year in which you
want to begin using the Accounts Receivable module.

s a ISalesp elr fs oyndw cshad regse btyh e es d loas p er

periodto-date sales amount, clange the appropriate customer class sales total by the same

6. Type the sum of the
amount.
7. Type the sum of the

sal esper s-ddesecapes amoand,

total by the same amount.

8 Type the sum
change the

of

s al e s p e rReceiptdifsyourcteamnge thep t s
change the appropriate customer class receipts

t -df-goodssaldl an satee by peviod dCost af Gaods|f you
s a | ‘odgecoswfggoodssold@mmaunt, ahdinge the appropriate

customer class costof-goodssold total by tke same amount.

9. ClickSaveon the toolbar.
10. CloseSalesperson History08.311.00).

on

sal

e s

K
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11. ChooseOptions | Initialize Modeto turn off initialize mode.
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Setting up Customer Accounts

Overview
Thissection provides information and procedures for entering customer information and establishing
customer account historyThe basi c tasks are |isted below. Be sur

setting up customer accounts.

Entering Customer Information

Entering Customer Adesses

EnteringCustomer Defaults

Entering a Customerds Other Options
Entering Customer Order Management Information

Entering Customer Order Management Account Information

Entering Customer Quick Send Preferences

Entering Customer Shipping Addresses

=A =4 =4 =4 -4 -4 -4 4 -

Establishing Customer History

Before You Begin
Before you set up your customer accounts:

T Define all necessary account s 6Gtudwing\WWecduhte record c
Receivable Coding o n 5@ & ghecounts Receivable Recor@oding Formaté on 6page

T Obtain a |Iist of vy towersacdsnuptaetheidistomer and address Os s
according to the coding schemes you have developed for these records.

1 If you are segmenting customer IDs, set up the segmentshiexkey Table Maintenance
(21.330.00) in the Shared Information module.

1 Setup customer terms onTerms Maintenance(21.270.00) in the Shared Information module.
Your customer terms can be identical to the terms your vendors offer you. You do not need to set
up separate terms IDs for identical customer and vendor terms.

1 Set up sdes tax information onSales Tax Maintenancg21.280.00) in the Shared Information
module. Set up tax information for any state and local sales taxes to which your sales are subject.

1 Note any customers who require special attention, such as those to be gga on hold and those
with names that will sort differently on reports and lists than you would prefer.

Note: The software automatically sorts customer names alphabetically by the first letter in the
first word of the customer name. For example, it autortiaally sorts the customer The Baltimore
Bank by the T in The rather than the B in Baltimore. For such customer names, determine the
word by which the software should base name sorting when generating reports and lists.

1 Thenormal Accounts Receivable modelsetup sequence is to enter setup information after
defining payment terms, sales tax information, statement cycles, and customer classes but before
entering salesperson, customer, open document, and recurring invoice information.

1 Assign the appropriateaerms ID, customer class ID, and statement cycle ID to each customer.
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Customer Status

of pr o

A customerf6s account status deter mi nessohthee type

account.

1 Activefi Customer is eligible for all accounts receivable services. The software processes all of an
active customerds documents without any restrictions.

1 Admin Holdf Customer is on administrative hold. The software does not permit docant entry
for this customer. However, you apply and enter payments Bayment Application(08.030.00)
and Payment Entry(08.050.00).

1 One Timefl Customer is a ondime customer. Ondime customer information is deleted when the
customer 8s ac adacumentstardsneetsahe maxiemum number of periods set for
retention of transaction details.

1 Inactivefi Customer is not active. New transaction document entry (invoice, payment, order, etc.)

is not permitted for this ochangad ndctivewrmOnd Time.t h e
Documents entered into the system before the customer became inactive will be processed.

Terms and Pricing

Terms and pricing determines how the software calculates cust omer 8s document
payment time.

il

Trade Discount Percentagé Discount percentage given to the customer in addition to any
regular price or percent discounts. For example, a customer who purchases in very large volumes
might receive an additimal 5% discount in addition to the regular price level discount.

Price Classi Separate price lists for the same inventory item®&rice classesare often used to
establish different item prices for different customer groups and to identify contract price
schedules. The software usegrice classesin the Order Management module to determine the
appropriate item prices to charge when you produce sales orders.

Note: If you are using the Inventory and Order Management modules, you will need to set up
pricing information in Inventory Items(10.250.00) and/or price level information inSales Price
(40.380.00).

Terms IDi Predefined customersales terms such as Net 30 days with a 2% discount. Set up
customer terms onTerms Maintenance(21.270.00) in the Shared Inbrmation module.

cust omer

amount

[
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Entering Customer Information

You must enter a customerds information before you
customer. Customer information consistsofh cust omer ds name and address,

terms, and credit limit. In addition, theCreate/Modify SharePoint Sitdutton is provided to help

you create a SharePoint site or a document ,library
statements, or ordefrrelated documents.Create/Modify SharePoint Sités available if a SharePoint

site was configured and enabled in System Manager. See the System Manager online help or user

guide for information about SharePoint site configuration.

Note:Once a customerds information is set up, you can
change a customerodés I D is to delete all of the cust
or detail transaction items for that customer), and tn re-enter the information using a new customer

ID.

To enter customer information:

1. In the navigation pane of the Microsoft Dynamics SL window, clieiknancials and then click
Accounts Receivable

2. Inthe application pane undeMaintenance click CustomerMaintenance TheCustomer
Information tab of Customer Maintenanceg(08.260.00) appears.

Ay Customer Maintenance (08.260.00) - Contoso, Ltd:Demo =n R
A P ERE IR e

Ltd:Demo [Z]]

School of Fine Art Status: ’m
Customer Information |Address I Defaults I Other Options I Order Management | OM GL Accounts | Quick Send|

MNarne: |Schoo| of Fine Art
Terms and Pricing —_—
Trade Discount %: m ILI
Price Class: l— Activity...
Terms I0: 2/10 Net 30 shipping Addresses ... |
Credit Balance
Crecit Check: [Creatimtony  v] Current: [ oo
Limit: ,m Future: ,—
Available: i5 Accrued Rev: 0.00
Avg Days to Pay: ,— Open Order: ,—
Grace Period: 0 Shipped: ,—
Credit Manager ID: ,7 Pre-Payments: ,—

Past Due: ,—

Last Invaice:

Last Activity:

BAS |INS | 0060 | SYSADMIN |12/10/2010

Figure14: Customer Information tab of Customer Maintenance (08.260.00)

3. InCustomer ID type a unique identifying code for the new customer.
4. Select the status of the customer account from th&tatus| i s t Stat®® eo o 190a g e
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5. Type an alphanumeric code (up to 10 characters) for the customer identification number.

6. Typet he cl ass I D for the QlagssdD omer ds cl ass grouping in

7. Type the customerdés full name. Type the @ symbol bef

example, the software alphabetizes The@Middleton Company by Middleton.

8. Inthe Terms and Pricingarea t ype the customero6s trade discount, pr
These values will default from the customer class record if they have been set Brice Classcan
be used only when the Order Management module is being used.

9. Inthe Credit area, select theredit check method from theCredit Checd i s t
credit limit in Limit, the credit checking grace period iGrace Periodand enter theCredit Manager
ID. For the credit limit, zero specifies that the customer has unlimited credit.

10. IntheBal ance area, the customerds current balance
orders, shipped, prepayments, past due, last invoice, and last activity reflect the current open
documents.

11. Click Create/Modify SharePoint Sit on the toolbar if you want to configure a site or document
l'ibrary that wil!/ hol d t hi s anduwsewithtmeDodShared oc ument s f or
feature. SharePoint Site Creation/Linking21.960.00) appears.

Note: This step and stepsl2 and 13 are necessary only iEnable Default Creations not selected on
the System ManageSharePoint Site Configuratior{98.360.00) screen or if you want to change any of
the SharePoint default settings on that screen. Enable Default Creations selected, a SharePoint

site or document library is automatically created when you save the information you entered in
Customer Maintenancg(08.260.00).

. Af SharePoint Site Creation / Linking (21.980.00) - Contoso, Ltd:Demo =] ]
Site Selection
{* Create New SharePoint Site ™ Create New SharePoint Document Library " Link To Bxisting SharePaint URL
Site Options

SharePoint Site LURL II1ttp:_-"_-"C0ntoso-'31:888_-"CL|st0merC3'3'J

SharePoint Site Title |CLlst0mer C300

SharePaint Site Description |
Document Librany Options Selection (F4 for gridform view)
| Enabled | Document Library Type | Document Library URL Ii‘
AR Invoices http: /{Contoso-01: 888 /CustomerC300/AR Invoices

http://Contoso-01: 888 /CustomerC300/AR Statement
http://Contoso-01: 888 /CustomerC300/Shipping Motice
http://Contoso-01:888/CustomerC300/Order Confirmation

nvoice http:/{Contoso-01: 888 /CustomerC300/0rder Management Invoice

OO000 & & ==

4 o

BAS |INS | 0060 | SYSADMIN | 12/10/2010

Figure15: SharePoint Site Creation/Linking (21.960.00)

12. Review the SharePoint settings for this customdvlake changes as needed in th&ite Selection,
Site Options, andDocument Library Options Selectioareas. These settings default from System
ManagerSharePoint Site Configuration(98.360.00).

13. ClickOK Do this to confirm the settings and prepare the SharePoint site or document library to
receive the customerds document s.

14. ClickSaveon the toolbar inCustomer Maintenance(08.260.00).

, type the custome

, futu
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Entering Customer Adesses

The
a

bill

To enter

customer ds

address i
billing

customer ds

i ng

a

s the address
addr ess,

addr ess:

used

on the cust

themsobswaereocdeat es

1. Click the Addresstab on Customer Maintenance(08.260.00). The Addresstab of Customer
Maintenance (08.260.00) appears.

Ay Customer Maintenance (08.260.00) - Contoso, Ltd:Demo

E=E EoR(tx)

- PEERT IR (3 5 ¢
Customer ID: Z el

School of Fine Art

ClassID: |comm
Status: Active -

Name:
Attention:
Salutation:
Address Line 1:
Address Line 2:
City:
StateProvince:
Postal Code:
Country/Region:
PhaneExt:
Fax/Ext:

E-Mail Address:

| Defaults I Other Options I Order Management | OM GL Accounts | Quick Send|

i ress
School of Fine Art

Bill To

|Sch00| of Fine Art

|222 Ridge Trail |222 Ridge Trail
| |

|Chicag0 |Chicag0

L L

23333 23333

us Us

(555) 555-0120

(555) 555-0120

Copy to Bil To

(555) 555-0120

(555) 555-0120

BAS

INS | 00680 | SYSADMIN |12/10/2010

Figure16: Address tab of Customer Maintenance (08.260.00)

Inthe Mai

fields.

4, | f t he

n Addr ess

customer ds bi

ClickSave on the toolbar.

ar ea,

type the

l'ling address

i s

customer
Click Copy to Bill To The customer address information from the Main Address area populates the

di

0s addr es

fferent,
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EnteringCustomer Defaults

The defaults for each customer appear in fields on screens used for data entry. When you enter a new
customer record, the software automaticall enters the default information in the appropriate fields.
There are three types of defaults:

M Tax defaults

0 Tax defaults onCustomer Maintenance(08.260.00) are available only ifAllowSales TaxEntry
is selected on theOther Optionstab of AR Setup(08.950.00).

d The software uses customer sales tax information to calculate taxable and tax amounts on
accounts receivable document s. A customerds tax inf
number, a tax dcation 1D, and up to four default tax IDs.

0 Set up tax IDs onrax Maintenance(21.280.00) or Tax Group Maintenanc€21.340.00) in
the Shared I nformation module. You can associate th
shipping address or main address.

1 Currency defaults
1 General ledger account defaults

All accounts must be set up ori€hart of Accounts Maintenancg€01.260.00) in the General Ledger
module. All subaccounts must be set up oRlexkey Table Maintenanc€21.330.00) in the Shared
Information module andSubaccount Maintenance(01.270.00) in the General Ledger module.
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To entercustomer defaults

1. Click theDefaults tab on Customer Maintenance(08.260.00). The Defaultstab of Customer
Maintenance (08.260.00) appears.

Ay Customer Maintenance (08.260.00) - Contose, Ltd:Demo E'@
- IR RIS TS LT T
School of Fine Art Status: m

| Other Options I Order Management | OM GL Accounts | Quick Send |

Tax GL Accounts

Default From: Customer - Accounts Receivable:
Account: 1110

Registration Nor: | 330000000000000 AR Trade-USD
oceten Subaccount:  [53-430-44-00-00-1
Tax ID 1: Sales Administration-B
TR AfR Sales:
' Account: 2030

T 5 Sales,Income
Tax ID 4

= Subaccount: |.33.43.3.,:\,:\ -00-00-1
Currenc Sales Administration-B
Currenci 1D: Prepayment:

Rate T =
=T AfR Prepayment

Sales Price Rate Type:

I

Subaccount:  [51-100-A4-00-00-1
Administration-Controller

BAS |INS | 0060 | SYSADMIN |12/10/2010

Figure17: Defaults tab of Customer Maintenance (08.260.00)

2. In Default From select the location where the software shdd retrieve the default tax IDs.

3. Type the tax registration number assigned to the
required for tax reporting purposes.

4. Type the tax |l ocation I D associated wiadaptonat he cust
and is typically used to cross reference tax information to an external source.

5, Type up to four default tax | Ds and/or group tax
6. Type the currency defaults for the customer in the Currency area.

7. Typethe default accounts receivable, sales, and prepayment accounts and subaccounts in the GL
Accounts area.

8. ClickSaveon the toolbar.
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Entering a Customerds Other Op

A customerd6s other options include the I D of the custol

salesperson, any customer credit card information, and the options that control t#enent preparation
for the customer. On this tab, you can also indicate whether your organization will make the
customerds documents available on a SharePoint site.

To enter a customerds other options:
1. Click theOtherOptionstab on Customer Maintenance(08.260.00). The Other Optiongab

appears.
4 Custemer Maintenance (0826000} - Contose, Ltd:Demo E'@
A P ERY IR el , LidDemo 2]
Customer ID: "_ w3 Class ID: | copm
Schoaol of Fine Art Status: Active -
Customer Information | Address I Defaults |0thEl0DtIDHS| Crder Management | OM GL Accounts | Quick Send|
SEETEr oS Sales Territory ID: ,7
¥ Print Statements

Current Period: 17-1595

Statement Format Open Item - 12-1999

Salesperson: B
[ Print Dunning Message
Phil Spencer
Iv Apply Finance Charges

Statement Cycle

Last Stmt Date I -

[ Auto Apply Payments

Credit Card
Card Mbr |

Card Holder Name |

Type <nonez A
Expiration Date

I Disable Document Publishing to SharePaint

BAS |INS | 0060 | SYSADMIN |12/10/2010

Figure18: Other Options tab of Customer Maintenance (08.260.00)

2 Type the customerf6s default statement options in t
3. Type the cust omer 6 smatiomintheCradit Cardarda. t card i nfor

4. If youdo not plan to post documents for this customer to a SharePoint siteith the Doc Share
feature, select Disable Document Publishing to SharePoint

This also disables automatic creation of a SharePoisite or document library that happens if
Enable Default Creation s s el ect ed o n SiaeBointSita Codfigaratione r 6 s
(98.360.00).

5. Type the identification c odSalesolérritaryi@ customer ds sal
6. Type the identificationcode® f t he cust omer &8s Sdlespemson t sal es person
7. ClickSaveon the toobar.

he

es
i

n
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Entering Customer Order Management Information

c ust ome rragemérirdoenmatioMacludes default orderelated IDs (preferred inventory
source site, ship to, buyer, certification), customer order preferences and options (minimum order
value, substitute items are okay, etc.), default salespeople information, and ether to consolidate

multiple shippers into an invoice.

A

To

1. Click theOrder Managementab on Customer Maintenance(08.260.00). The Order Management

© N o A~ WN

enter a customer os

Order Management information:

tab of Customer Maintenance(08.260.00) appears.

Ay Customer Maintenance (08.260.00) - Contose, Ltd:Demo

WO EdAXE K 4P M
Customer ID: {"_ j

School of Fine Art

B

L=

(a0 S

@

Contosc

Class ID: |rmpm
Status: Active =

afi

Default IDs
Preferred Site L

Los Angeles
DAt ShipTo ID:  |DEFALLT
Buyer ID:

Certification

Default Salespeople ...

Customer Information | Address | Defaults | other Options |f Order Management | om 6L Accounts | Quick send |

Processing Options

Ship Complete: BackCrders Allowed
Customer Priority: l—.j

Minimum Order Value: ,7.3.3.3
Minimum Weight: ,7.3.3.3

v
-
-
-

-

Substitutes OK
Buyer Name Required
PO Required

Customer Part Mumber Required

BAS |INS | 0060 | SYSADMIN |12/10/2010

Figure19: Order Management tab of Customer Maintenance (08.260.00)

Type the customerds
Define the order preferences and options in the Processing Options area.

Click Default Salespeopt. Customer Salespeopl€¢40.808.00) appears.

Define the customer6s dnefault salespeopl e
Click OKto close Customer Salespeopl€40.808.00).

Click Consolidate Invoiceo consolidate multiple shippers on a single invoice.

ClickSaveon the toobar.

default Order Management | Ds

nf or ma
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Entering Customer Order Management Account

Information

A customer 0s
used to book

Order
the customer

Management

0s Order Manag

a ¢ ¢ o uptiohal dubadcauntsnat i on

ement

def
transact

Management accounts consist of cost of goods sold, freight, miscellaneous, Order Management sales,

discount, and accrued revenue.

Toenterac ust omer 6s Order

Management

account

infor

1. Click theOM GL Accountsab on Customer Maintenance(08.260.00). The OM GL Accountsab of

Customer Maintenance(08.260.00) appears.

Ay Customer Maintenance (08.260.00) - Contose, Ltd:Demo

RO X@ (K < » )

afi

[ (a0 S

School of Fine Art

Class ID: [rmpam
Status: Active -

Customer Information | Address I Defaults I Other Optians I Order Management || OM GL Accounts f Quiick Send

Account:

Subaccount:

Accrued Revenue:

COGS:

Account: 4150 Cost of Goods Sold

Subaccount: |.:|.:| -000-00-00-00-0 Default test
Freight:

Account: 070 Freight Income

Subaccount: |.:|.:| -000-00-00-00-0 Default test
Misc:

Account: 3080 Miscellaneous Income

Subaccount: |.:|.:| -000-00-00-00-0 Default test
OM Sales:

Account: 3030 Sales Income

Subaccount: |.:|.:| -000-00-00-00-0 Default test
Discount:

Account: 3050 Discounts Allowed-Trade

Subaccount: |.:|.:| -000-00-00-00-0 Default test

BAS

IN5 [ 0080 | SYSADMIN |12/10/2010

Figure20: OM GL Accounts tab of Customer NMdenance (08.260.00)

the customerods Order

3. ClickSaveon the toolbar.

2. Type Manag

ement

gener al

mati on:

|l edger

|
(
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Entering Customer Quick Send Preferences

To allow documents to be sent electronicaltp a customer, create the custome 6 s Qui ck Send
preferencesfor each document typeon the Quick Sendtab of Customer Maintenance(08.260.00).
Documents that can be sent electronically are AR Invoice/Memo, AR Statement, OM Invoice, OM Order
Confirmation, OM Manual Order Confirmation, OMiping Notice, Project Invoice, Construction

Billing, Service Call Invoice, or Service Contract Invoice. Additional recipients can also be defined for

each document onAdditional Receiver{ 08 . 26 0. 08) . Prior to entering a c
Quick Sendmust be definedfor each document typeon Quick Send Setug21.951.00) in the Shared
I nformation modul e. For more information about set

in the Shared Information online help or user guide.

To enter customeiQuick Send preferences:

1. Determine which customerswish toreceive their documents electronically.

Determine which documents to sendlo each customerdefined in stefl.

OpenCustomer Maintenanceg(08.260.00).

Select the customerdentification number inCustomer IDfor the first customer defined in stepl.
Click theQuick Sendtab. TheQuick Sendiab of Customer Maintenancg(08.260.00) appears.

ok~ wD

Figure21: Quick Send tab of Cstomer Maintenance (08.260.00)

6. Selectthe documentdefined for the customer in ste® in Document Type
7. SelectQuick Sendto allow the document to be sent electronically to the customer.







































































































































































































































































































































































































































































































































































































































































































































































































































































































































