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Preface

Welcome to the FACTS System software that automates your business operations! The FACTS System is
composed of 22 highly integrated modules. Each module has a manual dedicated its use and functionality.
For ease of use, the manuals are formatted similarly. All of the FACTS manuals contain the following
sections: system overview, program descriptions, references, glossary of terms, and sample reports.

System Overview

This section discusses the function and process flow for each module. Each System Overview section
contains:

¢ Anoverview of each module and its interaction with other modules

e  Flow charts of the module’s system

e Anoverview of the modules posting to the General Ledger. This section should be reviewed even
if the General Ledger Module is not being used

e Procedures and close-out checklists for daily, weekly, periodic (monthly) and yearly processing

Program Descriptions

These chapters detail each program in the module. Each program description includes the functions, user
inputs, and a screen print. The programs are listed in the order that they appear on the menu. There is an
overview preceding each menu that explains the interaction of the programs within the menu.

References

Throughout the documentation the phrase (ref. #) is used. This is referring to the appendix called
“References.”

References are used to prevent the same information from being repeated one program to the next. They are
located at inputs where a user might want further information. References are always numbered. For
example, F2 allows a search (ref.5): this indicates that pressing F2 will allow a search on the input, and more
information on searches can be found in the Reference Appendix under reference #5.

Glossary of Terms

The glossary provides a definition of terms used in the manual and related terms from other modules.

Sample Reports

This section provides a sample printout of most of the reports and prints in the module. A directory is
included that lists each report and the page number in the section.

Copyright © 1984-2005 Infor, Inc. v
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Using Preprinted Forms in FACTS

Some of the print programs available in FACTS are designed to output on preprinted forms available from
Western Atlanta Forms Corp., 1895-C Beaver Ridge Circle, Norcross, GA 30071, 1-800-241-8951

You can order standard preprinted forms with your company name, address, logo, etc. Sample forms are
available in the New User Packet. Samples include:

e AP - check

¢ AR - statement, invoice, past due notice (dunning letter)
e IC - transfer ticket

e JC- estimate, invoice

e PO - purchase order

e PR - check

SO - quote, pick ticket, invoices (2), counter sales slip, UPS shipping label and bill of lading.

Keep in mind that it can take anywhere from two to six weeks to print and deliver the forms, depending on
their complexity.

To configure FACTS to use these forms, the Use Preprinted Forms flag must be set to Y in the following file
maintenance programs:

e SO Document Print Control e AP Check Print Control
e AR Statement Print Control e JC Static Control
¢ AR Invoice Processing Control e TF Letter Print Control

¢ AR Dunning Letter Control

> If you run out of preprinted forms, you can set the Use Preprinted Form flag in the appropriate file
maintenance program to N. The resulting output will print on blank paper and look similar to the preprinted
form.

> If your company already has its own preprinted forms, your Affiliate may need to modify the programs
listed above so that your documents print correctly. (Note: If you want FACTS to print to blank paper forms
that look like your preprinted forms, notify your Affiliate of this requirement so that the proper modifications
can be made.)

vi Copyright © 1984-2005 Infor, Inc.
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CHAPTER 1

System Overview

The FACTS Accounts Receivable module is a system, which will maintain
accurate file information, provide complete audit trails and will optionally post
to GL. Interaction with GL is automatic and great flexibility is available
through the use of GL posting tables (see section on Posting to GL).

The system has been designed so that all transactions will produce a printed
audit trail. This allows users the secure feeling that all information is traceable
throughout the system. Instructional prompts, default values and the
capability to back up to previous inputs promotes both operator efficiency and
comfort in using the system.

Accounts Receivable is broken down into the following menus: Invoice
Processing, Recurring Invoices, Cash & Credit Application, Returned Checks,
Dunning Letters, Inquiries, Reports & Prints, End of Period and File
Maintenances.

File Maintenance programs allow the user to enter, change and delete data.
These programs are used to enter the initial data required to set up the system.
The user can add, change or delete the records in a file. This is called
maintaining the file. Some file maintenance programs will be used often
(example, customers) where others will be used infrequently. These infrequent
file maintenances (found on the Infrequent File Maintenances menu) are used
mostly in the installation of the system.

Customers are entered through the Customer F/M program setting parameters
which determine how the system is to process transactions for each customer.
Customer information is stored and is available to be printed on a report or to
be displayed on the screen by an inquiry program. Following are just a few of
the flags set for each customer: active/inactive - determines whether any
transactions may take place for the customer, i.e., sales orders and cash receipts,
on hold - determines whether any sales transactions may take place for the
customer while cash may be received, PO required - determines when selling
to the customer if the user may skip the reference filed (where PO# is entered),
sales tax - determines what tax jurisdiction the customer falls into and whether
the tax rate is high, low or if the customer is exempt, dunning letters -
determines whether the customer is eligible to receive dunning letters, if

opyright © 1984-2005 Infor, Inc. 1-1
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necessary, and ledgercards - determines whether to store ledgercards (each
transaction affecting a customers account). Users can also set up a credit limit
to be checked during order processing and invoicing and grace period
indicating when the customer may be billed a service charge, if eligible.
Customers are also assigned a terms code (determines invoice due dates, etc.),
salesperson/territory (for reporting and commission purposes), GL posting
table (for distributing transactions to GL) and customer class (for reporting and
contract pricing purposes).

Customers are also assigned to branches. Most Accounts Receivable reports
allow the user to select the branch to print. Users may then list customers by
profit center (branch).

Customer information stored is available for display through the Customer
Inquiry program which displays general information, payment history, sales
history, paid documents, ship-tos, notes, ledgercards, open sale orders and
account information. Account information includes aging, open invoices and
all transactions. Customer notes may also be entered in the inquiry program.
The Customer Inquiry provides users with all customer information at their
fingertips and makes AR collection an organized and efficient process. The
Document Inquiry displays detail documents including all transactions.

Throughout the Accounts Receivable system, whenever the customer’s number
must be entered, the user has the ability to search for the customer through an
alpha lookup, phone number lookup, contact name lookup or a keyword
search. The search capability relieves the user of having to remember customer
numbers.

The open receivables file is updated automatically whenever the user invoices a
customer through the Sales Orders, Job Cost and Accounts Receivable invoicing
systems. The Accounts Receivable invoicing system may be used as a stand
alone invoicing system or may be used in conjunction with the SO and/or JC
invoicing systems. Invoices are entered into the system through an invoice
entry program where the user may enter the invoice number (which may
indicate the type of charge). Invoices may be printed immediately or saved for
batch printing through an invoice print program. Invoices may be corrected
and reprinted as needed up until the time they are updated to the open
receivable and customer files by the Sales Register. The Sales Register provides
a complete audit trail of all invoice numbers used (or deleted) and then updates
all appropriate files throughout the system. The AR Invoicing system is also
used to load open balances into the system just prior to live processing.

The Recurring Invoicing system is available if the user sends invoices that are
repetitive on a regular basis (i.e., service contracts or maintenance agreements).
Users set up an invoice in an entry program specifying the amount of the
invoice to post to the open receivables file, the dates to post the invoice, and a
predetermined cutoff. Users then run a posting program which automatically
posts the invoices into the invoice entry file to be printed. The Recurring
Invoicing system relieves the user of entering the same invoicing information
on a regular basis and remembering when to enter the invoices.

The Cash & Credit Application subsystem is used to post all payments and
discounts, make adjustments, and apply credit memos to customer's accounts.
Users may also create on-account balances when necessary (prepayments).
This subsystem allows multiple batches to be entered simultaneously with
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proper lockouts to avoid duplicate payments on the same invoice. When
making a deposit, the user also has the ability to post miscellaneous cash from a
customer or an outside source. The deposits entered are posted into a
centralized banking system (see System Management’s Banking system).

Returned Checks may be entered into the system as first or second time reruns.
A first time return indicates to the system that the check is to be re-deposited,
i.e., a returned check register produces an audit trail of the return but will not
update any AR files. A second time return indicates to the system that the
customers check amount must be posted back to the customer's account along
with an optional returned check charge, i.e., a returned check register produces
an audit trail of the return and creates an invoice to be charged to the customers
account for the amount of the check plus the returned check charge.

Dunning letters (past due notices) may be optionally sent to customers who
have past due invoices. There may be up to five dunning letters created by the
user and selected customers may become eligible to receive dunning letters on
a user-defined basis. Each dunning letter includes the user-defined text and a
list of past due invoices. The system keeps track of which number letter the
customer should receive when dunning letters are processed, taking into
account payments made by the customer.

All Accounts Receivable reports have the option of printing in customer
number, alpha, salesperson or customer class order. In addition to the order
the user may choose the range to be printed. For example, the Aged Trial
Balance may be printed in salesperson order. The user then enters the
beginning and ending salesperson (may be the same, i.e., one salesman to print
only) to print. In the example, the user may print an Aged Trial Balance for
each salesman listing only the customer account belonging to each salesman.
Most AR reports also allow the user to print by branch. There is a wide variety
of reports which print all available information stored in the Accounts
Receivable system.

1. The Open Receivables Report prints a list of open documents, zero
balance documents or both. The options are to print in summary
(customer and their balance), detail (customer and information on
each invoice for the customer), or detail with transactions (customer
and invoice and all transactions against that invoice). Branches may
also be selected.

2. The Aged Trial Balance prints a report of all open documents in aging
columns as of a specified aging date. (Aging columns are determined
by the user.) The report may be printed in summary (customer and
balance), detail (customer and information on each invoice due by the
customer), and detail with transactions (customer and invoice and all
transactions against that invoice). Branches may also be selected.

3. The Sales History Report prints various sales history and/or gross
margin information from the customer's history. The user may select
MTD, YTD and/or PYR information and determine a minimum to
print. Branches may also be selected.

4. The Salesperson/Territory Sales Report prints various sales history
and/or gross margin information from the salesperson/territory's
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history. The user may select MTD YTD and/or PYR information and
determine a minimum to print. Branches may also be selected.

5. The Payment History Report prints various payment history
information from the customers' payment history in three
accumulation periods. Branches may also be selected.

6. The Inactive Customer Listing prints a list of all customers who have
been inactive as of a date that your specify. Sales history figures may
be included in the report. This report will not update any files buy
may be useful in allowing the user to delete inactive customers.
Branches may also be selected.

7. The Customer Listing prints a report of general information on the
customers. The customer listing will also print a report of sales
information on the customers. The customer's address, phone
number, contact information and/or message may print on either
report. In addition to the standard sort order choice, the user may
select a beginning and ending code to print (terms code, tax code, GL
posting tables, geography code, statement code). Branches may also
be selected.

8. The Customer Ledgercards Report prints a list of the transaction types
chosen which have affected the customer's balance. Branches may also
be selected.

9. The Label Print program prints up to 99 labels per customer and may
be sorted by zip code. The user may choose to print for active or
inactive customers and branches may also be selected.

10.The Rolodex Customer Card Print program prints up to 99 cards per
customer and may be sorted alphabetically. The user may choose to
print for inactive or inactive customers and branches may also be
selected.

11.The Ship-to Report prints customers and all their different ship-to
addresses. (The billing address is not included.) Temporary ship-to's
may be printed and branches may also be selected.

12. The Ship-To Label Print program prints up to 99 labels per ship-to
selected by the customer. Customer or contacts may be included.

13.The Customer Balancing Register is only run when the customer's
balance does not agree with the open invoices for that customer (i.e.,
very unlikely - if there was a power failure in the middle of an update,
etc.). The register prints all out-of-balance customers. The optional
update will correct each customer's balance and the total AR balance.

14.The Customer Notes Print program prints the notes for any customers
in the customer notes file. Branches may be selected.

15.The AR Code List prints a list of the various AR codes including
customer classes, salespeople, regions, terms codes, tax codes, GL
posting tables and adjustment codes.

The Accounts Receivable system provides an End-of-Period menu. This menu
contains the program which should be run to close the module correctly and
the end of each period. There is an end-of-period checklist provided later in
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this section instructing the user on the procedures used to close the AR module.
Some programs are optional (calculating service charges, printing statements)
where others are required (Register History Report etc.). The end-of-period
menu programs provide the user with a complete audit trail of the AR balance.

Copyright © 1984-2005 Infor, Inc 1-5
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System Overview

Accounts Receivable—7.50

Accounts Receivable Flow Charis

The following pages present flow charts that illustrate the flow of information
from Accounts Receivable to the other modules in the FACTS System. They
also illustrate the flow of information within Accounts Receivable.

Note that not all files and programs are shown. The flow charts simply present

how information flows through the system.

The following symbols represent the types of information shown on the flow

charts.

Program

Report

FACTS Module

Register or report with

optional update

File
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SO
Sales Orders

Accounts Receivable Interaction
with Other FACTS Modules

JC
Job Cost

TF
TeleFACTS

A

System Overview

Sales Analysis

A

GL
General Ledger
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Accounts Receivable Invoicing

Recurring
Document
File
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Recurring
Document
Entry

Post Recurring AR Invoice
Documents Entry

Recurring
Document
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Invoice File
(ARINVC)

Sales Register Invoice Print

Open
Document
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AR Invoice Customer
Hold File Master File
(ARHOLD) (ARCUST)

Tax
Reporting
File
(ARTAXR)

GL Journal Cust Ldgcrd
File File
(GLJRNL) (ARLEDG)
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Cash and Credit Application

Cash Recpts &
Adjust Entry

Cash
Receipts
Batch File
(ARCS?7?)

Cash Rcpts &
Adj Register
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Posting to General Ledger

Transactions from AR may automatically post to GL. Through the GL
Distribution flag set in the AR to GL Posting F/M, the user determines how to
post to GL for all AR transactions except sales (if at all). The flag may be set to
one of the following: 0-indicating no GL distribution is printed or posted; 1-
indicating the GL distribution is printed (printing is in detail format) but not
posted to GL; 2-indicating the GL distribution is printed (printing is in detail
format) and posted to GL in summary (posting includes the total amount
posted to each account number); or 3-indicating the GL distribution is printed
(printing is in detail format) and posted to GL in detail (posting includes each
item contributing to the amount for each account number).

Through the GL Posting Journal also set in the AR to GL Posting F/M, the user
determines which GL journal (where in the GL journal file) to post transactions
from AR for all AR transactions except sales (if at all).

The AR transactions which may print a GL distribution and post to GL are the
transactions from the AR Sales Register, Cash Receipts & Adjustments Register,
Returned Check Register and the Service Charge Register.

The GL distributions are built and posted through the use of GL posting tables.

Users establish their own set of valid GL posting tables. Each customer is
assigned to a GL posting table which determines the correct GL account
numbers to post to when posting a transaction to GL for that customer. The
posting tables determine the GL distribution after the printing of various
registers throughout the system. The following registers use the GL account
numbers set up in the AR GL posting table(s):

o Cash Receipts & Adjustments Register distributes to accounts receivable
GL NUMBER, discount GL NUMBER and adjustment GL NUMBER.

e Service Charge Register distributes to service charges GL NUMBER.

e Returned Check Register distributes to returned checks GL NUMBER.

e AR Sales Register may distribute to Sales GL NUMBER.

e SO Daily Sales Register may distribute to sales, misc. sales, inter-
warehouse A/R, deposits, and accounts receivable GL NUMBERs.

For our example, there are two types of customers on the system: retail and
wholesale. If retail and wholesale customers are to be posted separately to GL,
we will set up two GL posting tables; one to assign to retail customers and one
to assign to wholesale customers.
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GL TABLE RET
DESCRIPTION RETAIL CUSTOMERS

NUMBER DESCRIPTION
ACCOUNTS RECEIVABLE 120-01-01 ACCOUNTS RECEIVABLE-RETAIL
DISCOUNTS 490-01-01 DISCOUNTS-RETAIL
ADJUSTMENTS 420-01-01 ADJUSTMENTS-RETAIL
SERVICE CHARGES 440-01-01 FINANCE CHARGES-RETAIL
RETURNED CHECKS 430-01-01 RETURNED CHECKS-RETAIL
SALES 410-01-01 SALES RETAIL
MISC SALES 450-01-01 MISC SALES-RETAIL
INTERWHSE A/R 130-01-01 INTER-WAREHOUSE-RETAIL
DEPOSITS 650-01-01 DEPOSITS-RETAIL

GL TABLE WSL
DESCRIPTION WHOLESALE CUSTOMERS

GL DESCRIPTION

NUMBER
ACCOUNTS RECEIVABLE 125-01-01 ACCOUNTS RECEIVABLE-WSL
DISCOUNTS 495-01-01 DISCOUNTS- WSL
ADJUSTMENTS 425-01-01 ADJUSTMENTS- WSL
SERVICE CHARGES 445-01-01 FINANCE CHARGES- WSL
RETURNED CHECKS 435-01-01 RETURNED CHECKS- WSL
SALES 415-01-01 SALES- WSL
MISC SALES 455-01-01 MISC SALES- WSL
INTERWHSE A/R 135-01-01 INTER-WAREHOUSE-WSL
DEPOSITS 655-01-01 DEPOSITS-WSL

The following examples use the GL posting tables listed previously. The
examples include all registers that use the AR GL posting tables. We will use
two customers: Williams Wholesale who is assigned to the WSL GL posting
table, and Reeves Retail who is assigned to the RET GL posting table.
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Cash Receipts & Adjustments Register

Williams Wholesale makes a payment of $504.70 and takes a discount of $5.30.
Reeves Retail makes a payment of $225.00 for a $225.02 invoice leaving a
balance of $.02. The user adjusts the balance down to zero. Using the GL
posting tables, the GL distribution prints as follows:

Debit Credit
*100-01-01 Cash in Bank 729.70
120-01-01 Accounts Receivable-Retail 225.02
125-01-01 Accounts Receivable-Wholesale 510.00
420-01-01 Adjustments-Retail .02
495-01-01 Discounts-Wholesale 5.30
735.02 735.02

*  indicates GL NUMBER is not pulled from the AR GL posting table. It is pulled from the bank

making the deposit.

Adjustments may be posted to the GL by the adjustments GL NUMBER
assigned to the GL posting table or by the adjustment code. See the Adjustment
Code F/M for more information.

Service Charge Register

Williams Wholesale (owes) is charged a $2.35 service charge and Reeves Retail
(owes) is charged a $1.70 service charge. Using the GL posting tables, the
distribution prints as follows:

Debit Credit
120-01-01 Accounts Receivable-Retail 1.70
125-01-01 Accounts Receivable-Wholesale 2.35
440-01-01 Finance Charges-Retail 1.70
445-01-01 Finance Charges-Wholesale 2.35
415 415
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Returned Check Register

A returned check is entered for Williams Wholesale for $524.70 and a $15
returned check fee is charged. Using the GL posting tables, the GL distribution
prints as follows:

Debit Credit

*100-01-01 Cash in Bank 524.70
125-01-01 Accounts Receivable-Wholesale 539.70

435-01-01 Returned Checks-Wholesale 15.00

539.70 539.70

*  indicates GL NUMBER is not pulled from the AR GL posting table. It is pulled from the bank
entering the returned check.

AR Sales Register

Invoices are entered for Williams Wholesale at $320 and Reeves Retail at $240.
No tax or freight is charged. Using the GL posting tables, the GL distribution
prints as follows:

Debit Credit
120-01-01 Accounts Receivable-Retail 240.00
125-01-01 Accounts Receivable-Wholesale 320.00
410-01-01 Sales-Retail 240.00
415-01-01 Sales-Wholesale 320.00
560.00 560.00

Sales may be posted to the GL by the sales GL NUMBER assigned in the AR Sales to GL posting
record. See the AR Sales to GL Posting F/M for more information.
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SO Daily Sales Register

An invoice is entered for Williams Wholesale at $320; $300 is for regular items
and $20 is for misc. items and a $50 deposit in received for other goods. No tax
or freight is charged. The misc. sales GL NUMBER is only used if misc. sales
are posted to the GL by the AR GL posting table as assigned in the SO to GL
posting record. (See the SO to GL Posting F/M.) The item sold must have the
Misc sales flag set to Y (in the Item F/M) for the item to post to the misc. sales
G/L number rather than the sales GL NUMBER. Using the GL posting tables,
the GL distribution prints as follows:

Debit Credit
125-01-01 Accounts Receivable-Wholesale 320.00
415-01-01 Sales-Wholesale 300.00
455-01-01 Misc Sales-Wholesale 20.00
100-01-01 Cash in Bank 50.00
655-01-01 Deposits-Wholesale 50.00
370.00 370.00

Posting AR Sales to GL

The AR Sales to GL Posting F/M program sets up information which the
system references in performing automatic posting of AR sales transactions to
GL. AR sales are posted to GL by the AR Sales Register.

The user sets the GL distribution flag to one of the following: 0-indicating GL
distribution is printed or posted; 1-indicating the GL distribution is printed
(printing is in detail format) but not posted to GL; 2-indicating the GL
distribution is printed (printing is in detail format) and posted to GL in
summary (posting includes the total amount posted to each account number);
or 3-indicating the GL distribution is printed (printing is in detail format) and
posted to GL in detail (posting includes each item contributing to the amount
for each account number).

In addition to the GL distribution, the user sets the GL posting journal flag
where the user determines which GL journal (where in the GL journal file) to
post transactions from Accounts Receivable for all AR transactions except sales
(if at all).

There are standard entries made to GL when posting sales. For example, when
something is sold, one debits the accounts receivable account and credits the
sales account. The user must set up where these standard GL account numbers
used will come from, what they are and how they are to be used.

The basis is asking where the number is to come from. The system either
always uses the same account number or gives a choice to the user as to where
the number is pulled from (i.e., customer GL posting table).

The department and branch flags have to do with imbedding the department
and branch flags within the GL account number (if applicable). When entering
an invoice, the department and branch may be entered. If the user imbeds the
department and/or branch within the GL account number, the system looks at
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the department and/ or branch assigned to each invoice. For example, if the
G/L number to post is 415-00-00 (department is fourth and fifth digits, branch
is sixth and seventh digits), the department is 01 and the branch is 02, then the
system posts to 415-01-02. The system inserts the department and/or branch in
the proper place within the GL account number.

The following account type information is set up through this program:
Accounts Receivable

Basis - determines where the accounts receivable number comes from. The
user has a choice of always posting to the default accounts receivable GL
number (from this record) or posting to the accounts receivable GL number
assigned in the customer's GL posting table. The system may always post to
one AR GL number or break out accounts receivable to multiple account
numbers (example: AR-retail, AR-wholesale).

Branch - determines if the system should insert the branch in the AR GL
number. The AR account may not be departmentalized. The SO and JC
posting control records must have the same value for the branch flag as is
entered here.

Default GL Account Number - is used for posting purposes if the basis is set to
D-default. If basis is set to C-customer GL posting table, the number is entered
but not used for posting purposes.

Sales

Basis - determines where the sales number comes from. The user has a choice
of always posting to the default sales GL NUMBER (from this record) or
posting to the sales GL NUMBER assigned in the customer's GL posting table.
The system may always post to one sales GL NUMBER or break out sales to
multiple account numbers (example: sales-retail, sales-wholesale).

Department and Branch - determine if the system should insert the department
and branch in the sales GL NUMBER.

Default GL Account Number - is used for posting purposes if the basis is set to
D-default. If basis is set to C-customer GL posting table, the number is entered
but not used for posting purposes.

Tax

Basis - determines where the sales tax number comes from. The user has a
choice of always posting to the default sales tax GL NUMBER (from this
record) or posting to the sales tax GL NUMBER assigned to each tax code in the
Tax Tables F/M. The system may always post sales tax to one sales tax GL
NUMBER or break out sales tax to multiple account numbers (example:
Georgia sales tax, Fulton County sales tax, City of Atlanta sales tax).

Department and Branch - determine if the system should insert the department
and branch in the sales tax GL NUMBER.

Default GL Account Number - is used for posting purposes if the basis is set to
D-default. If basis is set to T-tax code, the number is entered but not used for
posting purposes.

Freight, Contra Cos (Cost Of Sales), Cost Of Sales
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Basis - determines where each account number comes from. The contra COS
usually refers to Inventory. The numbers used always come from the default
GL NUMBER (from this record).

Department and Branch - determine if the system should insert the department
and branch in the GL account number.

Default GL account number - is used for posting purposes because the basis is
set to D-default.
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Standard Procedures

These procedures may vary depending on how your company's business is
conducted. The following three sections of standard procedures are provided
as a 