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I ntroduction

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

e Entry of “Unmatched” Accounts Payable Invoices

e Support for Invoices with Multiple Purchase Order Numbers

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

e Automatic Invoice Matching

e Recelving Electronic Invoices (EDI or XML)

e Payment Processing: Electronic or Printed Checks

e Option to Automatically Distribute Freight and Sales Tax Amountsto Line Items

e Optimizes"Date to Pay" Calculation

The Payment Processing feature (NCC_ApPay) isthe topic of this User Guide. It isinstalled separately
from the Accounts Payable Work Bench (NCC_APWB). For more information on the other features of
APWB, please refer to the User Guide for that module.

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

Use this application to locate open invoices based on a variety of search criteria, then point and click to
select items for payment. This option supports both printed checks and electronic payment processing.

F% Accounis Payable Invoice Payment Processing E|@|E|
File Edit Wiew Tools Help

0| =% Bl & ||| =] - 2

] 2. Results ]

Payrnents Due Before: | 79902007 -

Disbursement dccountl 100,200 Inrvoiced
Supplier: PO MHurnber:
Check Code: |E = Electronic Eheckﬂ Receipttt

Search Sets

[ Clear
# Search 1 | |Electronic Payments j & Load | I save ‘ r g:\t.-:s % Remove
Ready Account; MOERMOB.9

#% Accounts Payable Invoice Payment Processing E|@|g|
File Edit WYew Tools Help
D M@ =4 amal =a-?
1. Search Options 8]
. Select T?Ee Sulj[?lier Supplier Hame PO#| [rmvi Sltglvus Iy Date | [ 2t [F;:: -
1 [v  Inwoice 1 MATTHEW'S MACHINING 022707 Open 01401407 999.93
2 [v  Inwoice 1 MATTHEW'S MACHINING 103 123 Open  01/01/07 99953
3 [v  Inwoice 1 MATTHEW'S MACHINING 222 Open  01/01/07 99953
4 [v  Inwoice 1 MATTHEW'S MACHINING ASDF Open  01/01/07 999.93
5 [v Inwoice 1345 ACME NAMEPLATES 129 911 Open 01401407 999.99
5 & Invoice 3 ARMEM SUPPLY COMPANY 55 5&1 Open  01/01/07 999.99
1| | ’
« SelectAll X SelectMone SelectProcess | Electronic Payment ﬂ # Process
Ready Account: MDEMOS.9
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Electronic Payment Processing

The Electronic Payment option produces a file with payment information to be transmitted to your
financial institution. The layout of this file conforms to the standards established by NACHA.

NACHA is anot-for-profit association that represents more than 11,000 financial institutions through
direct memberships and a network of regional payments associations, and 650 organizations through its
industry councils. NACHA devel ops operating rules and business practices for the Automated Clearing
House (ACH) Network and for electronic paymentsin the areas of Internet commerce, electronic bill
and invoice presentment and payment (EBPP, EIPP), e-checks, financial electronic data interchange
(EDI), international payments, and electronic benefits services (EBS). For more information, please
visit www.nacha.org.

Note, before using this feature, you must enter the Supplier’s Bank Account Number and Routing
Number using NorthClark’s Supplier Maintenance program.

Electronic Payment Receipts

Once the electronic payment file has been produced, you will have the option to print Electronic
Payment Receipts. Thisfeature uses a Microsoft Word Template, so the layout is easily customized.

Northclark NorthClark Computing, Inc.

- 19093 Beavercreek Rd. PME #301
Cﬂmputlng Oregon City, OR 97045
A03 622 5671 fax 5032 632 5688
Electronic Payment
Vendor: 1 .
MATTHEW'S MACHINING Check: E1
2100 E GRAND AVEMNUE Date: 04/15/08

EL SEGUNDO, CA 80254

Inv Date Inv Mo, Inv Amount
10{16/07 1061016 $2.000.00
Total Paid Amount: $2.000.00
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Check Printing

This option will launch Manfact’s CHECK S.SET program to print the selected checks. A dialogis
displayed allowing the user to select the Printer to be used for output. Upon completion of the print
process, the user is prompted to run CHECK S.POST.

= Manfact Printer Settings

Printer Options

Port Characteristics:

Line Line Slave Slave . . "
Partchars | Printer Prititer Frinter Frinter Tﬂ:‘g&al TL?e[rTgljrt]P?l SETPT

Width Length wfidth Length
132 56 132 56 a0 24 MHEAD BRIEF.MFR

132 44 132 Jals} a0 24 MHEAD BRIEF MFh
3 (3 133 44 133 Jals} 133 24 MHEAD BRIEF MFE
4| ’
Output Destinabon:
" Line Printer
&+ Disk Filemarne: |[:HE[:KS_SET
« DK
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Check Reconciliation

Use this screen to select a population of CHECKS records, then flag them as “reconciled” in the

Manfact system.

@ Check Reconciliation

Wiew Tools Help

Bl @)

1. Search IZ. Hesults]

File  Edit

0| =

| =& - %]

Start End
Check Humber | |
CheckDate: [10/01704  »|  |ms5/08 x|
Disb. Account | ﬂ
Supplier I—J
Status: |F' - Posted ﬂ
Invoice Number Ii
Search Sets
[1 Clear
m Diefault j (= Load | [ Save |

Save
v Dates

> Remove

Account: MODEMOS.9

/™ Check Reconciliation
File Edit

D] H& % s (emel = -2

1. Search 2. Results l

Wiew Tools Help

EBX

Dish. Supplier Check Check Clear Clear AP -
. Select Account D Check No. | Status Date Amount Date Amount AP IDs Amauntz
1 {01.000.1005 1 101607 Posted 10/16/07 42.00 000 1100307 4200
2 ...|7 01.000.1005 1 121207 Posted 12412707 11250 000 14mm 11250
W 01.000.1005 1 200710 Posted 1006407 £,391.00 000 1*65729  1000.00
1"67804  B3g0o
4 o[
o SelectAll Xﬁeleclﬂum ﬁ Process

Account: MDEMOB.9
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Output

Export to Excel

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

&5 Export “Accounts Payable Invoices™ to Excel @

E xport kethod

¥ Expart Directly to Excel

Sheet Name: |Sheet1

(" Expart to File in Excel Format B

Save Az File Mame:

5 Export W |nchude Header W Close

Export to Excel or to a File?

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

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

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

Generate Warning List?

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

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

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

= Print "Accounis Payable Invoices to Pay™

1-Resetto Default 2 - Select all Columns 3 - Select Mo Calurns

Bange Orientation Include Columnz ta Print:
fo Al f* Partrait [v Column Headers Iv¥ Select
[ Row Headers Iv Disb. Account
' " Landscape
Selected Lels —— i [ GridlLines W Check Code
W Curst o =ae Hreer [ Borders W Date To Pay
{+ Left ta Right W Sreders Iv Arnount To Pay
" Page 13: To 99993: " Tap to Bottom I Calor g ’;‘P Tllr!pEID
- upplier
Marginz [Inches) Zoom Factor ¥ Supplier Mame
Top 050 Left U.253: Header D.253: Iv PO#
'IDDE: Percent I
Botton |0.50-2] Right [0.25-%] Footer [0.25-] W lree Status
Headers and Foater W InvDate
Left Center Right ' Inw Amt
[v Paid Date
Header 1: |04/15/08 025 | - WDR ENTERPRISES | Page: /o | |7 Paid Amt
Header Z; |NCI:_ApF'a_I.J | | [v Check Ma.
v tw'h
Header 3: | | | 5
Footer: | | |

& Pint &Preiiew ¥ LClose

Range - Selecting a Print Range

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

Orientation - Portrait or Landscape

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

Margins - Report Margins

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

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

What Do You Want to Print?

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

Headers and Footers

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

Tip: Use/p to designate a page number.

Which Columns Do You Want to Print?

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

Supplier Search

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

T Locate a Supplier
File Edit Wiew Help

Search Criteria

Mame: |“mach" Buyer: j
Ealegory:|
o aﬂfﬂ:{ Sﬁgﬁ_’s' Fhone Address Contact Motes -
|_ """ bdbd MAGMA MACHIMNIMG 4565 FIRESTOME BLWD. UMLIMITED CREDIT LIME

1 NORwALK, Ca4 90550

- MATTHEW'S MACHIMING 213/615-0311 2100E GRAMD AWEWNUE BOE DRAKE ‘WAREHOUSE LEASE FOR
2 A031717-3333 EL SEGUMDO, Ca 30254 CALIFORMIA
1 [ » H

" Select @ Search [ Clear ¥ LCancel y

This example illustrates how wildcarding may be used to search on a portion of the Supplier Name.

G/L Number Search

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

") G/ Number Search
File Edit Wiew Help

Search Criteria

Code: | Description:  |“caszh®

Code Dezcription

01.000.1010 CASH CLEARIMG ACCOUNT

01.000.1005 CASH-GENMERAL

02.000.1005 CASH-GEMERAL

01.000.2023 UNIDEMNTIFIED CASH -
o

L P

o Select @k Search [ Clear » Cancel L
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System Administration

Bank Setup

Use this screen to enter parameters for Electronic Payment Processing as provided by your financial
institution.

Bank Setup Pz|

Bark Id: |W'ac:hovia ﬂ

MName: |Wachovia
Riouting/Destination [D: | 123496783

Site URL: |

Default Filename:  |BANK_OUT.TXT J
Outbaund U zername: ||7 Inbaund Usermame: li
Outbaund Pazsward: li Inbound Passward: li

Outbound Filename: li Inbiound Filenarme: li

Save LCancel

Word Documents
This screen is used to define the layout of Electronic Payment Receipts.

!3 NCC_ApPay System Administration
File Edit View Help

o [ %| (s @B == 2|

Word Documents ]

tdap D escription: |De[au|t j Template Path: | C:AT emplates
[ HewMap | Copy Map | ¥ Delete Map | Template Mame:  |E-Pay.dot J
Section Figld Mame Cishriy Caption Lifz =

Mumber P Spacing

1 |Invoice | Invoice Date - 1 j

2 | Invaice "« |lnvoice Number | 2 j

3 | Invaoice v |lnvoice Smaunt | 3 j

4 =

-

[ Save " Exit

Account; MDEMOG.9

10
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Security

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

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

Routine Description

NCC_APPAY Allows access to the A/P Payment Processing program.

NCC_APPAY_ADMIN | Allows accessto the A/P Payment Processing program, with
Administrative privileges.

11
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