Accounts Payable Entry

Logging into the Accounts Payable BS&A Module

Locate the Equalizer.Net Icon on your desktop and double click

F!

Equalizer
Met Appli...

Find Accounts Payable.NET in the list of applications and double click to open

';': Accounts Payable Met

Log in using your Windows login

Legin to Accounts Payable

NET
by BSEA SOFTWARE

Password: | |

Login Cancel

Database ConnectionValid

Current Server: (local)\bsa16 Click to Setup...

Help...

Invoice Entry

Be sure you are in the Invoice Entry screen by clicking on Invoice Entry in the Application Views box on
the top left side of the screen.
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[f] Tables: Banks
Program Setup

Quick Search




Enter the Vendor by either typing part of the name and hitting enter, or click the magnifying glass to

select the Vendor from a list. Then enter the Bank code by typing the code, or click the magnifying glass
to select for the Bank Code from a list.

[ 1. Invoice Info T 2. Approval ] Awaiting Approval From:  N/&

vntorcoe ||

Vendor Info.. Mame:

Bank Code: I:I

You will enter the invoice details in the next section. Enter the Invoice number indicated on the invoice
in hand, a brief description of the invoice, the invoice date, the invoice due date, the total amount of the

invoice and the approval department. Note: the Post Date will automatically be filled in with today’s
date.

Invoice #: |'|]!3456 | Desc: |F‘UF{EH.&SED PAINT AND PAINTERUSHES

o | o ] putose 00 s
[] Held hieck Memo:
) CkRun: | / / Due Date: |06/30,/2017
PO #  View Emefmd un & e =] [] Approval List
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Approval Dept: Contract: | | aﬁ'

Next, you will enter the General Ledger account that the invoice should be coded to. Then enter the

amount that should be coded to that line item. Multiple General Ledger accounts can be added if the
coding is split between different accounts.

GL Number | tem Description

| Amount | Enc | |
100-1565-52 22220 2| BUILDING MAINTENANCE

[____75.0000( |3

<double-click or begin typing here to add a new row.>

A copy of the invoice will need to be attached to the invoice before you can save the entry. Click the
attachment icon at the top of the screen.
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Click Add

Imaging/Attachment

= Export Select DRDtate Image

maptinn; Add to add a new attachment.




Select the second option, Add an image from a TWAIN Device and click OK. You will scan the invoice
using your desktop scanner.

Add Mew Image/Attachment >
Please select the source for the new ImagefAttachment:
() Add agg#achment from an existing file (JPG, DOC, XLS, etc.)
(O Add an image from a TWAIN Device (Scanner, Camera, etc.)
Select TWAIN Device... L\?

[] Save As PDF |High ~|

0K Cancel

Name the invoice and click OK
Add Mew Attachment L\}

Caption For Attachment 'UGA. JPG';

0K /CancEI

A preview will appear, click OK

Imaging/Attachment System [m] X
4 I by add [ Export |5 select [ Rotate Image Image 1 of 1
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Deseription:

[ Show This Image ta the Public
[ Print Attachment when printing checks
Filename: UGAJPG.JIPG
Size {inbytes): 75,992
Date Created:  05/05/2017
Date Attached:  06/08/2017

View Attachment

Zoom: |

—

Now the Attachment icon will show a number, indicating this invoice has a document attached




=) Attmnt [1]
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Finally, you will click Save at the bottom, right side of the screen to move on to the next invoice that
needs to be entered.

View changes.. | Save| | Cancel
-06/08/2017 | A0 | f ]
Helpful Tips & Information
1. By selecting the approval department, you are telling the system what department needs to

approve the invoice. For example, if you choose POL, then the invoice will need to be approved

/ ‘when loading vendors automatically search for open Purchase Orders [] Remember Last Used Invoice Approval Department

by someone in the Police Department before it is sent to the Finance Department for final
approval.

2. Onthe Invoice Entry screen, click Options at the top.

Group: DOUGLASVILLE  Wersion: D&/01,/2017

384 Applications  Help (
= attmnt [0] | 95| Journalize '3\5 Options I@j Void Invoice L\\)& Tools -

Approval | Awaiting Approval From: /4

Be sure to select When Loading Vendors Automatically Search for Open Purchase Orders AND
Search Vendor Names when Invalid Vendor Code Used. This will help make the entry process

Invoice Data Entry Options x f

[] When adding an Inveice copy last Invoice description to the new Invoice [] Copy Invaice Date to Post Date
[[] When adding an Invoice prompt to copy last Invoice info to the new Invoice  [[] Auto-Fill Invoice lines with amount left to distribute
[[] Wwhen zdding an Inveice start on the PO # Field [[] Remember Last Used Due DatefInvoice Date/Expected Check Run Datei

[ Automatically epen Vendor Address’ window when selecting 2 vendor [ Lezve Inveice On Screen After Saving

[[] For POs with mulitple distributions prompt for spread amount Search Vendor Names When Invalid Vendor Code Used
I Set Data Entry Order... | Reset Data Entry Order To Defaults

N
The following options will make it so that while inputting data, hitting the enter or return key after inputting data will skip over the spedified fields.
Skip Bank Code Skip Line Descriptions Skip Pay By Item-Based Invoice Details
e Skip Hold [[] Skip Tax Payment Info Skip ltem Description
Skip FO # Skip Post date Skip Flag As Asset daplmE (] Skip Unit Price
Skip 1038 Skip Purchasing Card [ Skip Inventory Code (] Skip GL Number
Skip Line ltem 1099 [7] Skip Appraval List [ e ez e B
Skip Motes Skip Print on Separate Check

[ Display Fund Description In Addition To Account Description
[] Display Department Description In Addition Te Account Description
[] Display Account Description (Leave Line Description Blank By Default)

View changes... |Discard Changes Close




Next, click Program Setup in the Application Views box

Application Yiews

Invoice Entry
Check Entry
[] Tables: Banks

Progrgm Setup

Quick Search

Irvoice Mumber =1
Check Number F&
Irvoice Ref # F&

Click on the third tab, My Settings and click My Preferences...

1, Database Setup T 2. Program Settings Ti. Myéings T 4, Administration ]

| Invoice Entry Options... | | Check Entry Options... |

| Change My Password... || My Auto-Logi

| Reload Security Settimhe... |

Select the options Show Account Description When Moving Over GL # AND Flash Notes Button
on Invoices/Check When Notes Present



My Preferences *

General User Preferences

v
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Flash no tton aniny

View changes... IDiscaddﬂ’lgesII Close I




