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Introduction

This chapter provides basic instructions for installing Alpha Five
Accounting and explains a brief overview of the Alpha Five Accounting
software package. The user of this documentation is expected to have a
working knowledge of accounting principles and terms as well as a working
knowledge of Microsoft Windows. For more information on how to operate
in a Windows environment please refer to the Microsoft Windows
documentation. In addition, if the user wishes to perform certain operations,
such as queries, find, locate etc., they should have some background in
Alpha Five.

Alpha Five Accounting includes an easy-to-follow installation program,
which is run from your Windows desktop. The installation program installs
Alpha Five Accounting and places an icon and program group on your
Windows desktop.

Before installing Alpha Five Accounting you will need to complete the
following preliminary steps:

1. Make sure you have installed Alpha Five version 5 and have the latest
build. To check this, from the Alpha Five control panel click the Help
menu then select “Check for New Version”.

2. Make sure you have at least 6.0 MBs of disk storage available for
Alpha Five Accounting programs and files.

3. Make a backup copy of your Alpha Five Accounting CD. You can use
the command "DISKCOPY" in DOS (refer to your DOS manual) or
you can use Windows File Manager.

Keep the original CD in a safe place. Use your copy to install Alpha
Five Accounting to your system.

4. Stop and read the file named README.TXT on your Program disk. it
contains new information and instructions about Alpha Five
Accounting. Use Windows WordPad (or almost any other word
processor) to read and print this file.

Features

The following summarizes Alpha Five Accounting features:



o Ease of Use
Alpha Five Accounting simple and easy to use menus allow the user to
concentrate on the task at hand.

e  Flexible Reporting
With Alpha Five Accounting, Reporting is made simple. Several
standard reports are available to the user simply by pointing and
clicking on the desired report.

e Print Preview
Once a report is ready for printing the user is provided with an
automatic print preview capability. This allows for a fast and easy
final check prior to actual printing.

e Powerful Query Capability
When viewing a particular form the user is able to create a data base
query with the push of a button. This feature allows for ad-hoc data
analysis and reporting.

e  Modifiable
Alpha Five Accounting is written in Alpha Five version 5 and includes
all the forms, reports, and source code to modify to your companies
requirements. Should you require assistance in modifying the
application, please contact BetaSoft at 781-932-1133 or visit
http://www.johnmagno.com and click the mail link.

System Requirements
To run Alpha Five Accounting for Windows, you need the following:

e IBM PC or compatible computer (Pentium or above) with Windows
98 or later installed.

e Hard Drive with at least 6.0 MBs of free disk space.
e 32 MBs of RAM. (As with most Windows applications, the more

memory you have the better. For best results, we suggest a minimum of
64 MBs of RAM.)


http://www.johnmagno.com/

A standard PC Mouse or equivalent input device (optional but highly
recommended).

Alpha Five version 5.0

A Printer connected to or accessible by the PC (optional).



Installing Alpha Five Accounting

During the installation , the installation program allows you to specify the
directories it will create for Alpha Five Accounting. You can either choose
the default directory or create your own directory name.

To Install Alpha Five Accounting:

1. Start Windows and insert your Program Disk into drive A.

2. From the Program Manager menu bar, open the File menu and
click on the Run command.

3. Type D:\setup.exe in the Run dialog box and click OK. If
your CD-ROM drive is designated to a different letter (i.e., E)
substitute that letter for D.

4. The "Alpha Five Accounting" setup window will appear.
Click Next.

2 wWelcome

Welcome to Alpha Five Accounting Setup
program. Thiz program will inztall Alpha Five
= Accounting on your computer.

1ve

It iz strongly recommended that wou exit all Windows programs
befare running thiz Setup Program.

Click Cancel to quit Setup and cloze any programs vou have
wnning. Click Mest to continue with the Setup program .

Alpha F
Accounting

WARMIMNG: Thiz program is protected by copyright law and
international treaties.

Unauthorized reproduction or digtribution of this program, or any
portion of it, may result in gevere civil and criminal penalties,
and will be prozecuted to the maxinum extent possible under
law.

T
il
e |

W~

e

Cancel




Read the license agreement. You must agree to the license
agreement or setup will not continue. If you agree with the
license agreement, click Next

Review the readme.txt file for important updates to the
program since the documentation was completed then click
Next.

Enter the destination drive that you want Alpha Five
Accounting to be loaded and click OK. Drive C is the default
destination drive.

Enter the Directory you want Alpha Five Accounting to be
loaded. The default destination directory is "\Program Files\
Alpha Five Accounting ".

42 Choose Destination Location

Setup will install Alpha Five Accounting in the following folder.
B0 Toinstall into a different folder, click Browse, and select
g E anather folder.
= *E r'ou can choose not to install Alpha Five Accounting by
clicking Cancel to exit Setup.
o = d P
£ g
a5
v1F»
s
- o
Destination Folder
’VC:\F'mglam Files\A&lpha Five Accounting Browse... |

¢ Back Cancel |

Click Next. The Alpha Five Accounting installation program
will perform the installation.

Once the installation has been completed, you will return to
Windows Explorer. You are now ready to start the Alpha Five
Accounting application.



Starting Alpha Five Accounting

After you have completed the installation, you can start the Alpha Five
Accounting application using a couple of different methods:

From within Alpha Five.

To start the Alpha Five Accounting application from the Alpha Five
Database Management System you will do the following:

1. Double click on the Alpha Five Database Management
System.
2. Click File/Open Database.

3. Navigate to the directory that contains the Alpha Five
Accounting application and Select the “Alpha Five
Accounting” file. Double click on the file or choose OK.

From a Windows Shortcut

You can create a Windows Icon to access the Alpha Five Accounting
application. To do this perform the following steps:

1. From Windows Explorer navigate to the directory you want to
create the shortcut. Open the file menu and click on the
New/Shortcut command. At this point you can create a new
group or create a new item within an existing group.

2. In the description text box enter a description.
3. Inthe command line text box enter:

"C:\Program Files\A5V5\Alpha5.exe" c:\Program Files\Alpha Five
Accounting\Alpha Five Accounting.adb -NOSPLASH -TITLE="Alpha
Five Accounting"

Note: “C:\Program Files\ASV5\Alpha5.exe” is the directory and executable
file for Alpha Five. This may be different in your system’s
setup. In addition, the “Alpha Five Accounting \” is the



directory that you selected during the installation of the Alpha
Five Accounting application.

In the working directory text box enter your Alpha Five
directory.

Click on the Change Icon button. In the directory that you
installed Alpha Five Accounting, search for Alpha Five
Accounting.ico, select the file, and click OK.

Click OK in the Change Icon window. Then Click OK in the
Program Item Properties window.

The icon is now created within the group that you selected, or
created.

Normally you start Alpha Five Accounting from within
Windows by double-clicking the icon in the Alpha Five
Accounting program group. If you want to start Alpha Five
Accounting each time you start Windows, you can include the
Alpha Five Accounting icon in the Startup program group.
For more information about starting programs from within
Windows, see your Windows documentation.



Alpha Five Accounting Tour

A brief Overview

Alpha Five Accounting is made up of many screens accessible through
menus. Each menu has a button that corresponds to a function. When the
button is pressed Alpha Five Accounting accesses that function. The menu
tree structure allows the user to easily navigate through the application. In
order to visualize this navigation process a graphical representation of the
menu tree structure is included in Appendix A. You should familiarize
yourself with this chart before proceeding.

Each time you start Alpha Five Accounting you will see the " Alpha Five
Accounting " main menu. The menu consists of seven functions. Each
function can be initiated by positioning the pointer on the desired button in
the menu and clicking the left mouse button (see figure 1 Main Menu).
The main menu functions include:

1. Master Module
The Master Module provides access to many of the key Alpha Five
Accounting functions. Included in the Master Module is access to the
General Ledger, Cash Disbursements, Cash Receipts, Bank Deposits
and Chart of Accounts.

2. Accounts Payable
The Accounts Payable Module provides access to the Invoicing, Bill
Paying, Budgeting and Reporting Sub-functions.

3. Accounts Receivable
The Accounts Receivable Module accesses the Customer, Receivables,
Payments, Invoicing, and Reporting sub-functions.

4. Purchase Orders
The Purchase Orders Module provides access to parts and vendors for,
as well as, tracking and generation of, your companies purchase orders.

5. Utilities
The Utilities button provides the user access to the permanent delete
functions and the rebuild indexes function. These functions will be
described in detail in the Utilities Chapter.

6. About
The About button will provide the user with the current version of the



software and Contact information in the event that consulting services
or application customization is required.

7. Exit
Pressing the Exit button will cause you to leave Alpha Five Accounting

and return to Microsoft Windows, or Alpha Five.

EE Main Menu

Accounts Receivable

Figure 1 Alpha Five Accounting main menu

Converting your existing accounting system to Alpha
Five Accounting

Before using the system in a live environment, or converting your existing
system to Alpha Five Accounting, you should familiarize yourself with the
features and functionality of the Alpha Five Accounting application. Here is
a suggested course of actions to implement the system.

1. Review the user’s manual



Perform transactions using the sample data provided. Once you are
comfortable with the application, enter some of your own test
transactions.

Once you have an understanding of Alpha Five Accounting’s
functionality, go to the Utilities menu and choose remove sample data.
Now you are ready to begin entering your company’s information.

Obtain a current trial balance from your accounting system or your
accountant.

Input all outstanding accounts payable and accounts receivable
transaction from your current system. In order to save time you can
enter receivable information into Miscellaneous Sales, rather than
entering invoices.

Enter the parts/services in Parts.

Reset the General Ledger accounts to zero balance from the Master
Module option within the Utilities menu.

Enter a journal entry containing your current account balances.

Your system is now ready for use.
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Master Module

This chapter contains the information needed to move around and perform
operations which are located in the Master Module. The layout of the
chapter is the same as you will find in the program. Each menu and sub-
menu are described, and the list of available operations within is given at
the beginning of each section. Following the list of available operations is a
detailed description of the steps necessary to perform each task.

Overview

The Master Module provides access to many of the key Alpha Five
Accounting functions. Included in the Master Module is access to the
General Ledger, Cash Disbursements, Cash Receipts, Bank Deposits and
Chart of Accounts (see figure 1-1).

E= Master Module M= EE

Chart of Accounts

Main Menu

Figure 1-1 Master Module Main Menu
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General Ledger

The General Ledger Menu allows the user to access the Chart of Accounts,
Journal Entries, Bank Reconciliation’s, and Reports. To bring up the
General Ledger Menu press the General Ledger button in the Master
Module menu (see figure 1-1). Once the General Ledger menu appears you
select the desired function by clicking once with the left mouse button on
one of the five buttons (see figure 1-2).

E= General Ledger [_[O]

Chart of Accounts

Journal Entries

Master Module Menu

Figure 1-2 General Ledger Main Menu
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Chart of Accounts

The Chart of Accounts function provides a variety of views and operations
for the General Ledger accounts. The views available allow you to see all
the accounts, or all the accounts with their respective balances. A new
account can be added and an existing account can be changed, marked for
delete or unmarked from the Chart of Accounts. There are also a variety of
other functions available for the Chart of Accounts which are discussed in
the Additional Features section at the end of the Chart of Accounts section.
The following is a list of topics covered in the remainder of the Chart of
Accounts section.

Views

Account Number Ranges

Adding a New Account

Changing an Existing Account

Marking and Unmarking an Account for Delete

Additional Features

Views

There are two ways in which the user can view the information contained in
the Chart of Accounts. The two views, or forms, are named View Chart of
Accounts, and View General Ledger. Each form can be opened in one of
two ways. First, by selecting Open Form from the File pull down menu and
then selecting the appropriate form and clicking OK. Second, by Clicking
on the Select a Different Form icon, (see icon reference section) selecting
the desired form, and clicking OK when prompted.

Upon entering the Chart of Accounts from the General Ledger Menu the
Chart of Accounts view is automatically displayed. This view shows all the
current account numbers and their description. In addition this window
contains the ranges for account types that account number can be found, as
well as two buttons which allows the user to return to the General Ledger
menu or to switch to the General Ledger View (see figure 1-3). The
accounts can be scrolled through by using the scroll bar which is to the
right of the account description, by using the record scroll arrows located at
the bottom left of the window, or by selecting First, Last, Next, or Previous
Record contained in the Record pull down menu.

13



E= Add or Change Chart of Accounts = [=]

Add or Change Chart of Accounts

Acct #
L4 1000

Description
CASH M BAME,

11099 CASH TRANSFERS
ACCOUNTS RECEIVAELE

MO0

1200 INVENTORY

1570 EQUIPMENT

1571 ACCUM DEPREC - EQUIPMENT
1530 FURMITURE & FIXTURES
1531 ACCUM DEPREC - FURM & Fl
1650 YEHICLES

[1eR1 ACCIIM DFPREC  WEHICIES hl

P 1000 - 1999 accourts highlighted

in blue are active.
Lizkilities: 2000 - 2995

Ecjuity 3000 - 3999 View Ledger
Imcome 4000 - 4335
Expenzes 5000 - 9999 Menu
=

Figure 1-3 Chart of Accounts View

The other form available is the View General Ledger Form. This form
displays the information in the same way that the view Chart of Accounts
form did, however it also displays the debits and credits for each account
number as well as the total debits and credits (see figure 1-4). Scrolling
through the accounts is done the same way as was done in the view Chart of
Accounts form and the return button closes the view General Ledger form
and returns to the General Ledger main menu.

14



¥ View General Ledger Account Balances M =13

View Account Balances

Acct_no | De=criptin [ Debitz | Credits [a
[ H1000 CASH IM BANE 748550 000
11099 CASH TRAMSFERS 0.00 0.an
11100 ACCOUNTS RECEMNASBLE 2379.30 n.on
1200 INWVEMTORY n.o0 0.on
1570 EQUIPMENT 0.o0 0.0n
1571 ACCUM DEPREC - EQUIPMEM" 0.00 0.an
11580 FURMITURE & FIXTURES 0.oo0 n.on
1581 ACCUM DEPREC - FURN & Fli= n.o0 0.on
1680 WEHICLES 0.o0 0.0n
1651 ACCUM DEPREC -WEHICLES 0.o0 0.00
1700 OFFCFES' ) Ak BECEISARIE onn nnn
fszets 1000 - 1999 | 1045875 1045875
Lizhilties 2000 - 2939
Equity 3000 - 3999
Income 4000 - 4933
Expenzes 5000 - 99499

) |

Figure 1-4 View General Ledger Form

Account Number Ranges

The transactions performed in Alpha Five Accounting are allocated to
specified account numbers. The account numbers are arranged according to
whether they are assets, liabilities, equity, income, or expenses. Each of
these categories has a range of account numbers. An account belonging to a
specific category would fall within it’s range. The account number ranges
are listed on the General Ledger Form (see figure 1-4) view as well as the
Chart of Accounts Form view (see figure 1-3). The ranges on the two forms
are as listed below. You should be aware of which category an account will
be located upon adding a new one.

Assets 1000 - 1999
Liabilities 2000 - 2999
Equity 3000 - 3999
Income 4000 - 4999
Expenses 5000 - 9999

15



Adding an Account

Adding a new account to the chart of accounts can be done from the Chart
of Accounts view (see chart of accounts/views).

To enter a new account

1. Do one of the following:

e From the Records menu, choose Enter a New Record.

e On the Tool Bar, click the Enter a New Record into the Database

icon.

e Type ‘Ctrl-E’ at any point in the form.
2. Type in a new, unique, account number which lies in the appropriate
account number range. The number will only be four digits if you only
enter four. No zeros are appended nor do you have to enter any if a
four digit number is what you desire. A six digit account number
should be entered by typing the six digits without entering a space or a
hyphen. The hyphen will automatically be inserted between the first
four and the last two digits. Then press return.
Type in the account number's description.
4. Do one of the following:
From the Records menu, choose Save Record.
On the Tool Bar, click the Save Record icon.
Press the F9 key.
If you wish to enter multiple records press the Return key after each
account description is entered.

W

Note: If you wish to cancel the record you are entering at any time in the
process do one of the following:
e From the Records menu, choose Cancel Changes.
e  On the Tool Bar, click the Cancel Changes icon (see icon
reference section).
e  Press the Esc key.

16



Changing an Existing Account

Once an account has been entered and saved you can edit either the account
number, or description. Changing an existing account can be done from the
Chart of Accounts view (see chart of accounts/views). Remember the
account number can not be changed for accounts with a non-zero balance.
In addition, there is a list of transaction accounts that can only be changed
by following the procedure in the Utilities module.

To change an existing account

1. Select the account to be changed by either moving to the account in the
Default Form view, or by clicking once on the account in the Chart of
Accounts view.

2. Click on the field to be changed and replace the appropriate
information.

3. When all changes have been made, do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key.

Note: If you wish to cancel the record you are editing at any time in the
process do one of the following:
e  From the Records menu, choose Cancel Changes.
e  On the Tool Bar, click the Cancel Changes icon (see icon
reference section).
e  Press the Esc key.

Delete

Deleting accounts, in Alpha Five Accounting, from the chart of accounts is
a safe and efficient process. You should note that only accounts that have a
zero balance are available for deleting.

Deleting an Account

To delete an account
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1. Select the account to be deleted by clicking once on the account in the
Chart of Accounts view.

2. Do one of the following:
e From the Records menu, choose Delete Record.
e C(Click the Delete Record icon on the toolbar.
e Type CTRL+D.

Additional Features

There are many operations that can be performed inside the Chart of
Accounts that are outside the scope of this book. Some examples of these
operations include Find, Locate, and Queries. If further information is
required, refer to the Alpha Five User’s Manual.

Journal Entries

Journal entries are made periodically whenever you wish to enter non-cash
transactions into the General Ledger. These transactions do not take place
in everyday business. However, they are still imperative to accurate record
keeping for your business. Examples include, equipment depreciation, and
inventory modifications. For a more detailed description of when to use a
journal entry consult your accountant.

Alpha Five Accounting’s journal entry procedure is broken into two parts.

You will be prompted for selection after pressing the Journal Entries button
from the General Ledger main menu (see figure 1-5).
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Select one of the following |

[Pt Joumal E ntries to General Ledger
Cancel |

Figure 1-5 Journal Entries Window

The first option is Entering Journal Entries. Choosing this allows you to
view, add, edit, and delete journal entries. The second option is Post Journal
Entries to General Ledger. This selects all the unposted journal entries and
updates the general ledger accordingly. The following is a list of topics
covered in the remainder of the Journal Entries section.
e Enter Journal Entries

— Form Description

— Entering a New Journal Entry

— Editing an Existing Journal Entry

— Deleting a Journal Entry
e Post journal entries to the general ledger
e Additional Features

Enter Journal Entries

Choosing Enter Journal Entries after pressing the Journal Entries button
provides the user with all the options concerning journal entries, except for
posting to the general ledger. You can add new journal entries or perform
operations on existing entries. Operations which are allowed on existing
entries include editing, deleting, and viewing. You should note that only
unposted journal entries can be edited or deleted.

Form Description
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Once you choose Enter Journal Entries you will see the form pictured
below in figure 1-6.

E= Journal Entries

General Ledger Journal Entries

# | <New recards

Diate: M Eritry # |ogoog Source: | Statris: |NOT POSTED
Account | De=scription | Debits | Credits -

([ ¥1570 EQUIPMENT 1200.00

I [1571 ACCUM DEPREC - EQUIPMENT 1200.00

10| x|

Assets 1000 - 1933
Liahilties 2000 - 2939
Equity 3000 - 3933 Total Debits: [1200 00
Income: 4000 - 4939 Total Credits: [1200 00
Expenzes 5000 - 99399
| Delete | View Ledger | | Menu |
] |

Figure 1-6 Journal Entries Window

Field Description

The first field, Date, contains the date that the journal entry was entered.
The Entry field is a number that Alpha Five Accounting assigns to the
current journal entry. Next, Source is the field which holds any descriptive
text that will help you when viewing the entries. Look in the upper right
corner of the window to see if the entry has been deleted, or whether it has
been posted to the general ledger. The center of the journal entry window is
where the account information and credit or debit information is added.
There is a list of the account number ranges at the bottom of the window, as
well as, a total for the credits and debits on the journal entry. Finally, there
are three buttons at the bottom which provide the user with easy deleting of
journal entries, viewing of the general ledger, and exiting to the General
Ledger main menu.

Scrolling Through Records
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Scrolling through the existing journal entries is done using the arrows at the
bottom left of the screen (see figure 1-6). The innermost right and left
arrows are used to step through the individual records one at a time, using
the Entry number as the field which orders them. The outside arrows are
used to jump to the first (left) and last (right) journal entries. In addition to
the arrows, the user can choose First, Last, Next or Previous Record from
the Records pull-down menu.

Entering a New Journal Entry

To enter a new journal entry

1. Do one of the following:
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).
e Type ‘Ctrl-E’ at any point in the form.

2. The Date field is automatically set to the current date, but it can be
changed, if you choose to do so. The Entry # as well as the Status fields
are also set by the database, however, they cannot be changed. The
Source field is a place to put descriptive information for the entry.

3. Click anywhere in the gray region under Account, Description, Debits,
and Credits titles.

4. Enter an account number in the Account field, or if you don’t know the
number, click on the box on the right side of the account field. This
will bring up a list of accounts from which you can either double click
on the desired account, or click once on the account and then choose
the OK button. If a valid account number is entered the Description
field will automatically be filled.

5. Click on either the credit or the debit field and enter the appropriate
amount. Either a credit or a debit can be entered for an account on one
line, not both.

6. Ifyou want to add another account debit or credit to this entry do one
of the following while:
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).
e Type ‘Ctrl-E’ at any point in the form.
Press the Return key after adding the debit or credit.
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7. When you are finished adding accounts click in the Date, Entry #,
Source, or Status Field and do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon
reference section).
e Press the F9 key.

Note: Although you can enter a journal entry that is out of balance, it is
not recommended, if you wish to keep accurate records. However, you can
enter an out of balance entry, save it, and before it is posted return and
make the changes necessary to put it in balance.

Editing an Existing Journal Entry

Only journal entries that have not been posted or deleted allow editing.
Once an entry has been posted there is no way to make a change to that
specific entry. An additional adjustment must be made to obtain the desired
result.

To edit an existing journal entry
1. Select the journal entry to be changed by scrolling through the

available entries until the one to change is displayed.

2. Click on the field (s) to be changed and replace them with the
appropriate information.

3. When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key

Deleting a Journal Entry
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There are two different delete operations that you can perform in Alpha
Five Accounting. The first, deletes the entire selected journal entry, and the
second deletes specific account debits or credits from a journal entry.
Deleted journal entries and account adjustments cannot be retrieved.

Deleting accounts from a journal entry

1. Select the journal entry that contains the account transaction which is to
be deleted by scrolling through the available entries until the one to
change is displayed.

2. Click once on the account transaction to delete.
3. From the Records menu, choose Delete Record or type CTRL+D.

Note: Once the above operation is performed the account transaction is
lost. There is no way to recover this transaction.

Deleting journal entries

1. Select the journal entry that is to be deleted by scrolling through the
available entries until the one to delete is displayed.

2. Click once on the Delete button located at the bottom of the form

3. Click on Yes when asked “Delete this journal entry?”.

Note: Once the above operation is performed the journal entry is lost.
There is no way to recover it.

Post Journal Entries to General Ledger

Once all journal entries are in the order you want them, you can post them
to the general ledger. Upon posting, the appropriate accounts are adjusted,
and the status field for the journal entry is changed to Posted. Once posted,
the entry cannot be modified. Any adjustments have to be performed
through another entry.

Additional Features

There are many operations that can be performed within the Journal Entries
window that are outside the scope of this book. The Find a Record
operation, for example, can be used to look through the journal entries, find
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the desired record, and make it the current record. This saves the time it
takes to manually scroll through the current record. Some other examples of
these operations include Set Range, Locate, And Queries. If further
information is required, refer to the Alpha Five User’s Manual.

Bank Reconciliation

The bank reconciliation feature allows the user to compare their actual bank
statement to the financial records stored within the Alpha Five Accounting
application. Bank reconciliation is normally performed at the end of the
month, and Alpha Five Accounting’s user friendly interface allows the user
to quickly locate, and solve, any discrepancies, without having to repeat the
entire process. The information that is involved in this procedure comes
from your bank statement, accounts payable checks, cash disbursements,
and the bank deposit amount found in the master module.

Procedure

The Bank reconciliation process spans three separate windows. The first
window is where the bank statement information is input. The next window
is where specific checks, disbursements, and deposits are selected for
consideration against the statement. The final window provides the user
with three exiting options to choose from.

Window 1

This is the window you will enter upon choosing Bank Reconciliation from
the General Ledger menu (see figure 1-7). Provided at the top of the
window, as an aid to the user, is a list of the necessary steps to perform a
bank reconciliation. The first time you use this feature for your business,
the Last Reconciliation Date field will be blank. This will not be the case
for any subsequent reconciliation’s, and the computer will always update
this field every time a new reconciliation is entered. The field below it is the
Statement Ending Date. This can be found on your bank statement and in
order to enter it you need to double click on this field. The third field is the
Beginning Statement Balance field. This amount can be found on your bank
statement and is changed by double clicking on the field. Once you have
added all the information necessary, do one of the following:

e From the Records menu, choose Save Record.
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e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key

Now you can return to the main menu again, or continue to the second
window using the appropriate buttons at the bottom.

E= Bank Reconciliation I =]

Bank Reconciliation

This procedure allovws you to compare your financial records with your bank
statement. To perforim this procedure:

1. Enter the beginning statement balance from your most recent statement below .
2. & list of un-cleared checks and deposits will appear

3. If the item appears on the statemernt, mark it with 2 T.

4. Mark gquestionable tems on the statement for lster reviewsicorrection.

3. Cleared items will not re-sppear for reconcilistion.

As wou mark tems the balances on the bottom of the screen will adjust.

The Last Reconcilistion dete was:  |010102

Enter the Statement ending date: |DBI31 nz

Entet the Beginning Statement Balance: |$D_gg

=

Figure 1-7 Bank Reconciliation Screen 1

Window 2

Choosing continue in window 1 activates window 2 (see figure 1-8). This is
where Alpha Five Accounting’s Accounts Payable checks, Cash
Disbursements, as well as Bank Deposits are compared against your bank
statement. The list of available deposits, checks, and disbursements are
given in the window at the top of the screen. Any transactions that take
place after the statement ending date will not show up on this screen. You
can scroll through the list using the scroll bar on the right side of the
Cleared Bank field. Once you match a transaction on the computer with one
on the statement, change the ‘F’ to a ‘T’ in the Cleared Bank field. Once
this is done and you press the enter key, all the appropriate fields beneath
will be updated. Continue this process until all have been matched. This
should result in the Statement Ending Balance field equaling the actual
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statement ending balance on the bank statement. If the balances are not
equal consider one of the following possibilities:
e Bank charges or interest
o Unlisted transaction on bank statement occurs after statement date
within Alpha Five Accounting.
e Checks in Accounts Payable were not posted

If the discrepancy is one which requires that you leave the bank
reconciliation section to make a change, you can choose the Done button,
and choose Hold Cleared Items in the final window. This allows you to

return to the second window with all the cleared items still cleared, but not
saved.

E= Banktemp.dbf : Form View [Bank Reconciliation]

-r - L) o L)

Date Paid To Check # Amount Cleared Bank | «
JDSH 172002 wyioburn Hardwweare 1 2340 F
JDSH 12002 BaMK DEPOSIT 500000 F

| # |anlewr recar:

Beginning Statement Balance $0.00
Plus 0 cleared deposits $0.00
Minus 0 cleared checks $0.00
Equals 08/31/2002 statement ending balance $0.00
Plus 1 uncleared deposits $5,000.00 ;
Minus 1 uncleared checks $53.50 i

Equals adjusted 08/31/2002 checkbook balance $4,9:46.50

Figure 1-8 Bank Reconciliation Screen 2

Window 3
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The third and final window provides the user with three exiting options (see
figure 1-9). This provides control and flexibility over the functioning of the
bank reconciliations. The options, as well as a brief description of each are
listed below.

1. Cancel Reconciliation, Reset All Cleared Items
e This choice disregards all actions that were performed in
window 2. No changes are made and you exit to the General
Ledger menu.

2. Hold Cleared Items
e This choice allows you to leave bank reconciliations and return
to the point that you left off at. No information is saved
permanently, which means you can return and modify any of
the cleared or uncleared items. After choosing you exit to the
General Ledger menu.

3. Save Reconciliation Changes As Permanent
e This is the option to choose when the bank reconciliation is
complete. This means that your bank statement and computer
files are in sync. You will not be able to return to this later to
make changes, so be sure that it is correct.

Bank Reconcihation

¥ Cancel Reconciliation, rezet all cleared ite
i~ Hald cleared items
" Save reconciliation changes as permanet

Figure 1-9 Bank Reconciliation Screen 3

Reports
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Alpha Five Accounting’s General Ledger contains six reports to choose
from, which provide information at a glance pertaining to many of the key
components of the general ledger. Once a report has been selected, but
before it prints, you automatically view it when Alpha Five Accounting’s
print preview screen is displayed (see the print preview reference section).
The available reports are listed below, along with a brief description. They
are also listed, as you see them in Alpha Five Accounting, in figure 1-10.

1. Cash Disbursements Journal

o This report prints out a listing of cash disbursements, which lie
within a range that you provide. Upon selecting this report, and
choosing OK you will be prompted for a start date. Enter the
earliest date for the desired disbursements. Choose OK and
then enter the ending, or last, date to choose the disbursements.
Choose OK, and the computer will generate a report based on
this range.

2. Cash Receipts Journal
e This report prints out a listing of cash receipts, which lie within
a range that you provide. Upon selecting this report, and
choosing OK you will be prompted for a start date. Enter the
earliest date for the desired receipts. Choose OK and then enter
the ending, or last, date to choose the receipts. Choose OK, and
the computer will generate a report based on this range.

3. Trial Balance
e A Trial Balance report prints out a listing of general ledger
accounts as well as their current credits and debits. There are
no arguments required for this report.

4. Balance Sheet
e A Balance Sheet report divides the account numbers by their
category (assets, liabilities, equity, etc.). Then displays the
account balances, category balances, and some overall totals.
There are no arguments required for this report.

5. Income Statement
e The income statement displays income and expense accounts
as well as their totals and an overall total of the two. The user
is required to enter a range of dates which the report uses as
it’s selection criteria.

6. Chart of Accounts
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e Periodically it may be useful to have a printed list of the
accounts in the general ledger to refer to. The Chart of
Accounts report provides this by printing a list of all account
numbers and their descriptions. There are no arguments
required for this report.

7. General Ledger Report
e The General Ledger Report provides an audit trail of all
transactions entered into the system. Note that the Audit option
in the user setup must be enabled for the audit trail function to
operate. The user is required to enter a range of account
numbers and dates which the report uses as it’s selection
criteria.

Report Options |

T T 0k I
Trial Balance Cancel |

Balance Sheet
Income Staternent
Chart of Accounts
General Ledaer Repart

Figure 1-10 General Ledger Reports

Cash Disbursements

Cash Disbursements is where you will enter transactions that create debits
for specific accounts. This includes checks that you are manually writing
and checks that you plan on printing. You can also enter disbursements,
such as bank charges, that do not require the creation of a check. This
option does not include checks that you wish to apply to accounts payable
invoices. These checks are handled by the Accounts Payable, Invoices
option. The following is a list of topics covered in the remainder of the
Cash Disbursements section.

e View Existing Disbursements
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Enter Check

Edit Check

Print Check

Void Check
Additional Features

View Existing Disbursements

Once a disbursement has been entered, it can be viewed at any time. This
holds true whether it has been voided or not. The disbursements can be
scrolled through by using the record scroll arrows located at the bottom left
of the window (see figure 1-11), or by selecting First, Last, Next, or
Previous Record contained in the Record pull down menu.

E= Cash Disbursements

i[=1E3

)y Entered
0&M172002

Check #: m
Date:  |0ar 152002

b =

Enter Check | Print Check

Void Check Close

x =

Record Cash Dishursements

Payee:  |Wwoburn Hardware

Address:  |5530 Main St

Amiaoirt: 53,50

Bank Balance

7 455 50

pMioburn. A 01501

|supplies

Disburse to the Following Accounts

Account | Amount

| Account Hame

| ME440 53.50
# | bew records

SUPPLIES EXPENSE

Total Dispursed: |$53 =0

[ |

Figure 1-11 Cash Disbursements

Enter Check
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To enter a check in Alpha Five Accounting’s cash disbursement window,
all that is required is standard check information, like the amount and who
it is for, and which account, or accounts, the money is to be disbursed to.

To enter a check

1. Do one of the following:
e C(Click once on the Enter Check button.
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).
e Type ‘Ctrl-E’ at any point in the form.

2. Type in a new check number if the one assigned is not what you want.

3. The current date is automatically entered in the date field, however, it
can be changed if necessary.

4. Select who the check is for by clicking on the box in the far right of the
Payee field. The box doesn’t appear until control is switched to the
Payee field. When the box is pressed, a window with the existing
vendor names, as well as the option to enter a new vendor, is displayed.
If the name appears on the list click once on the name and choose OK.
If the name does not appear, click on the Enter button, enter the
necessary information in the new window, press the close button, click
on Yes to save, and press the OK button to use this name.

5. Enter the amount that the check is for.

6. At the bottom of the window, disburse to the appropriate accounts by
clicking once in the gray region under the Account, Amount, and
Account Name headings. Enter an account number in the Account
field, or if you don’t know the number, click on the box on the right
side of the account field. This will bring up a list of accounts from
which you can either double click on the desired account, or click once
on the account and then choose the OK button. If a valid account
number is entered the Description field will automatically be filled,
after the amount to disburse has been entered.

7. Do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key.
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8. If you wish to disburse to more than one account you need to save after
each account has been completed, and then choose Enter a New
Record, or just press ‘Ctrl-E’.

Edit Check

To edit an existing disbursement

1. Select the disbursement to be changed by scrolling through the
available entries until the one to change is displayed.

2. Click on the field (s) to be changed and replace them with the
appropriate information.

3.  When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key

Print Check

Alpha Five Accounting’s Print Check option, allows the user to either print
the current check, or to batch print all checks that have not yet been printed.
The user makes the choice immediately after pressing the Print Check
button located at the top of the cash disbursement window (see figure 1-11).
In the selection window choose the desired function and press the OK
button. This will load a print preview, for the print job, from which you
have all the options outlined in the Print Preview Reference, located at the
end of the manual.

Alpha Five Accounting Checks in both Master Module Cash Disbursements
and Accounts Payable conform to NEBS product # 13021-1 (check) with #

9380 (envelope). Checks can be ordered by calling NEBS direct at (800)
225-9540

Void Check
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The void check function is the function to use when you wish to cancel the
entire selected disbursement. Once the operation is performed the check is
stamped “VOID” and no future modifications or status changes are allowed
on the disbursement.

To void cash disbursement check.

1. Select the cash disbursement that is to be voided by scrolling through
the available entries until the one to void is displayed.

2. Click once on the Void button located at the top right of the form
3. Click on OK when told “This function will delete entire check”.

4. Choose Yes when asked “Are you sure that you want to void this
check?”

Additional Features

There are many operations that can be performed within the Cash
Disbursements window that are outside the scope of this book. The Switch
to Browse operation, for example, can be used to view a listing of all the
disbursements in table form. This saves the trouble of scrolling through,
manually searching for a particular disbursements. Some other examples of
these operations include Set Range, Locate, Queries, and Find a Record. If
further information is required, refer to the Alpha Five User’s Manual.

Cash Receipts

Cash Receipts is where you will enter transactions that create credits for
specific accounts. This option does not include checks that you wish to
apply to accounts receivables invoices. These checks are handled by the
Accounts Receivable, Payments option. The following is a list of topics
covered in the remainder of the Cash Receipts section.

e View Existing Receipts

o Enter Receipt

e Edit Receipt

e Void Receipt

e Additional Features

33



View Existing Receipts

Once a receipt has been entered, it can be viewed at any time necessary.
This holds true whether it has been voided or not. The receipts can be
scrolled through by using the record scroll arrows located at the bottom left
of the window (see figure 1-12), or by selecting First, Last, Next, or
Previous Record contained in the Record pull down menu.

E= Cash Beceipts =13

Enter Receipt | Void Receipt Close
y Date Entered
r, 08/11/2002 & x &

Record Cash Receipts

Bank Balance
Dete: TN
$7 455.50

Payor: [Fleet Bark

Memo: |Cap'rta| financing Amourt: |§5,000.00

Disburse to the Following Accounts
Account | Amount | Account Hame -
(¥ 2090 5000.00 MOTES PAYABLE

| # | Mew recordy

Total Dispursed: |5 000,00

L

Figure 1-12 Cash Receipts

Enter Receipt

To enter a Receipt in Alpha Five Accounting’s cash receipt window, all that
is required is standard check information, the amount, date, and who it is
from, and which account, or accounts, the money is to be disbursed to.

To enter a receipt

1. Do one of the following:
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e Click once on the Enter Receipt button.

e From the Records menu, choose Enter a New Record.

e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).

e Type ‘Ctrl-E’ at any point in the form.

The current date is automatically entered in the date field, however, it
can be changed if necessary.

Select who the check is from by clicking on the box in the far right of
the Payor field. The box doesn’t appear until control is switched to the
Payor field. When the box is pressed, a window with the existing
vendor names, as well as the option to enter a new vendor, is displayed.
If the name appears on the list click once on the name and choose OK.
If the name does not appear, click on the Enter button, enter the
necessary information in the new window, press the close button, click
on Yes to save, and press the OK button to use this name.

Enter the amount that the check is for.

At the bottom of the window, disburse to the appropriate accounts by
clicking once in the gray region under the Account, Amount, and
Account Name headings. Enter an account number in the Account
field, or if you don’t know the number, click on the box on the right
side of the account field. This will bring up a list of accounts from
which you can either double click on the desired account, or click once
on the account and then choose the OK button. If a valid account
number is entered the Description field will automatically be filled,
after the amount to disburse has been entered.

Do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key.

If you wish to disburse to more than one account you need to save after
each account has been completed, and then choose Enter a New
Record, or just press ‘Ctrl-E’.

Edit Receipt

To edit an existing receipt
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1. Select the receipt to be changed by scrolling through the available
entries until the one to change is displayed.

2. Click on the field (s) to be changed and replace them with the
appropriate information.

W

When all changes have been made do one of the following:

From the Records menu, choose Save Record.

5. On the Tool Bar, click the Save Record icon (see icon reference
section).

6. Press the F9 key

b

Void receipt

The void receipt function is the function to use when you wish to cancel the
entire selected receipt. Once the operation is performed the receipt is
stamped “VOID” and no future modifications or status changes are allowed
on the receipt.

To void a cash receipt.

1. Select the cash receipt that is to be voided by scrolling through the
available entries until the one to void is displayed.

2. Click once on the Void button located at the top right of the form

3. Click on OK when told “This function will delete entire receipt.”.

4. Choose Yes when asked “Are you sure that you want to void this
receipt?”

Additional Features

There are many operations that can be performed within the Cash Receipts
window that are outside the scope of this book. Some examples of these
operations include Set Range, Locate, Queries, and Find a Record. If
further information is required, refer to the Alpha Five User’s Manual.
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Bank Deposits

If you wish to record the bank deposits, it can be done through Alpha Five
Accounting’s Bank Deposit option. Performing a bank deposit here is
necessary for proper bank reconciliation found in the General Ledger menu.
If you don’t plan on utilizing the bank reconciliation operation, and you
don’t wish to track your bank deposits, the bank deposit option can go
unused. Entering a bank deposit on the system has no effect on your general
ledger account balance. It is used for bank reconciliation and personal
record keeping of your bank deposits. The following is a list of topics
covered in the remainder of the Bank Deposits section.

e View Existing Bank Deposits

e Enter Bank Deposit

e Edit Bank Deposit

e Void Bank Deposit

View Existing Bank Deposits

Once a deposit has been entered, it can be viewed at any time necessary.
This holds true whether it has been voided or not. The deposit can be
scrolled through by using the record scroll arrows located at the bottom left
of the window (see figure 1-13), or by selecting First, Last, Next, or
Previous Record contained in the Record pull down menu.

E= Bank Deposits M= E3
-
e Enter Deposit | Yoid Deposit Close
] & Entere:
081112002 »# X 3|

BAMNK DEPOSIT $i3,000.00
Fleet Bank Capital

|

Figure 1-13 Bank Deposits
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Enter Bank Deposit

To enter a Bank Deposit in Alpha Five Accounting’s bank deposit window,
all that is required is a description, the amount, and the date.

To enter a bank deposit

1.

Do one of the following:

e Click once on the Enter Deposit button.

e From the Records menu, choose Enter a New Record.

e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).

e Type ‘Ctrl-E’ at any point in the form.

2. The current date is automatically entered in the date field, however, it
can be changed if necessary.

3. Enter a description that will help you to identify the deposit, or keep the
default text of Bank Deposit.

4. Enter the amount that the deposit is for.

5. Do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon (see icon reference
section).

e Press the F9 key.

6. If you wish to disburse to more than one account you need to save after
each account has been completed, and then choose Enter a New Record,
or just press ‘Ctrl-E’.

Edit Bank Deposit

Modifications can be made to bank deposits after they have been entered
and saved. The following procedure explains how this is done.

To edit an existing bank deposit

1.

Select the deposit to be changed by scrolling through the available
entries until the one to change is displayed.
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2. Click on the field (s) to be changed and replace them with the
appropriate information.

3. When all changes have been made do one of the following:
e  From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e  Press the F9 key

Void Bank Deposit

The void bank deposit function is the what to use when you wish to cancel
the entire selected deposit. Once the operation is performed the deposit is
stamped “VOID” and no future modifications or status changes are allowed
on the deposit.

To void a bank deposit.

1. Select the deposit that is to be voided by scrolling through the available
entries until the one to void is displayed.
2. Click once on the Void button located at the top right of the form

3. Choose Yes when asked “Are you sure that you want to void this
deposit?”

Chart of Accounts

The Chart of Accounts description is the same as it appears in the General
Ledger section contained at the beginning of the Master Module chapter.
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Accounts Payable

Alpha Five Accounting’s Accounts Payable module provides easy to use
functionality for invoice generation, bill paying, account budgeting, and
management reporting.

E=) Accounts Payable ==

Previous Menu

Figure 2-1 Accounts Payable Main Menu

Invoices

The accounts payable invoice window is where you enter, edit, void, and
view payable invoices. You can allocate the invoice to the appropriate
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account (s), view the current invoice balance, and see the payment history
all from within this window. The window is shown in figure 2-2, and the
following is a list of topics covered in the remainder of the Accounts
Payable Invoice section.

e View Existing Invoices

e Enter Invoice

o Edit Invoice

e Void Invoice

View Existing Invoices

Once an invoice has been entered, it can be viewed at any time thereafter.
This holds true whether it has been voided or not. The invoices can be
scrolled through by using the record scroll arrows located at the bottom left
of the window (see figure 2-2), or by selecting First, Last, Next, or Previous
Record contained in the Record pull down menu.

E= Payable Inyoice Entry =] x|
Enter Invoice | Yoid Invoice Close
1 Drate Entered = = -
r, 08i11/2002 b x &=
Vendor:[m ;”\u"erizon Invice Mo: [Julnz

Imvoiced Date: \ns022002 Due Date: (0sM 052002 Imvvoice Amourt: (152 00
PO Mumber: Commernits: |Te|eph0ne

Thig invoice is igned to the following accounts:
Account Humber | Account Description | Amount | -
| MES20 TELEPHOME - OFFICE 52.00

/5100 ADVERTISING 100.00 _Iﬂ
1 | 3

Payment History

Date Paid | Amount Paid | Check Humber | « Tatal [152.00
Paid-to-Date
-
« | » Balance (152,00
= =

Figure 2-2 Accounts Payable Invoices
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Enter Invoice

To enter an invoice in Alpha Five Accounting’s accounts payable invoice
window, all that is required is the date that the bill is due, the invoice
amount, and the vendor that the invoice is from.

To enter an invoice

1. Do one of the following:
e Click once on the Enter Invoice button.
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).
o Type ‘Ctrl-E’ at any point in the form.

2. Select the appropriate vendor from the Vendor window or click on the
Enter button to add a new vendor. Once selected choose OK.

3. Enter the vendor ID into the vendor field. When you leave this field the
vendor name will be filled in next to it.

4. The current date is automatically entered in the date field. When you
click inside the Date field you will have the ability to change to another
valid date, if necessary.

5. The Due Date field contains the date one month from the current date.
When you click inside the Date field you will have the ability to change
to another valid date, if necessary.

6. The invoice amount is a required field located to the right of the due
date.

7. To assign the invoice to particular accounts click in the gray region
under the Account Number, Account Description, and Amount
headings.

8. If you wish to disburse to more than one account, just press the enter
key when you are done with the current account.

9. When done, do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key.
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Edit Invoice

To edit an existing invoice

1.

Select the invoice to change by scrolling through the available entries
until the one to change is displayed.

Click on the field (s) to change and replace them with the appropriate
information.

Upon completion of all changes do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon (see icon reference
section).

e Press the F9 key

Void Invoice

Use the void invoice function when you wish to cancel the entire selected
invoice. Once the operation is performed the invoice is stamped “VOID”
and no future modifications or status changes are allowed on the invoice.

To void an invoice.

1. Select the invoice that is to be voided by scrolling through the available
entries until the one to void is displayed.

2. Click once on the Void button located at the top right of the form

3. Click on OK when told “This function will delete entire invoice.”.

4. Choose Yes when asked “Are you sure that you want to void this
invoice?”

Pay Bills

The Pay Bills option allows you to see all the bills that are currently open,
in addition to the standard payment functionality that is necessary to record
payments. Some of the payment functions available are entering, posting,
and printing checks.
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E=l Payments to ¥endors =]

Show Bills | Enter Check | Print Check | Post Checks Close
Bl 2 a5 na =
Wendor 10002 Check Mumber: |4
Pay to the , Date: (051 4/2002
Order of “Yerizon

P Box 100 Chieck Amourt: ESIGENN
Boston s 02110 The check amourt i=
equal to the total of
fiere |Teleph0ne Bl invoices paid below.

Invoices (Change the Amourt Paid column to the amount of the balance that you swant to pay )

AmountPaid | Balance | Invoice Ho | Due Date Bill Description -
H152.00 152.00 Jul02 Telephone
I

Figure 2-3 Pay Bills

Show Bills

Show Bills button allows you see the bills that you currently owe. The bills
are displayed in a print preview which gives you the option of producing a
hard copy. Running a Pending Payments report will produce the same
result.

Enter Check

To enter a check

1. Do one of the following:
e Click once on the Enter Check button.
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).
e Type ‘Ctrl-E’ at any point in the form.
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2. Select the vendor, which the check is for, from the vendor menu that is
displayed after choosing to enter a check.

3. Type in a new check number if the one assigned is not what you want.

4. The current date is automatically entered in the date field, however, it
can be changed if necessary.

5. The check amount is equal to the total of invoices paid. If you wish to
change the amount paid to a different balance type ‘C’, then enter the
desired amount.

6. Do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key.

Print

When you wish to print checks press the Print Checks button. You will be
asked if you want to just print the current check or if you want to batch
print all non-printed checks. Make the appropriate choice and select OK.
This calls the print preview for the check (s), and waits for you to instruct it
to print.

Post Checks

After entering a check you will want to post it so that other areas within
Alpha Five Accounting, that use payment information, can update the
necessary fields. You should post checks when you are ready to send a
check.

Budget

Alpha Five Accounting’s budget feature allows you to compare budgeted
amounts, with the actual balances for any account that you wish. It also
allows you to view the information either by year or by month.
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E=| Budget = I s
M Budgets Hew Account | Month View Close
&2 b+ =
Account: [m 2] Bucigeted Actual  Wariance

Mame: |2 civertising January [0.00 | 0,00
Accounts | AcctHo [« Fehruary |0.00 | 0,00
[ M Advertising 5100 | March (000 [ [0.00

| |Fent Expense £360 '
| |Supplies Expense E440 Aprl |D'DD | |D'DD
| |Repairs & Maintenance 6380 by |D.DD | |D.DD
June (0,00 | [0.00
July (0,00 | 0.00
August (0,00 | [0.00
September (0,00 [ 0,00
October |D.DD | |D.DD
Mevember 0.00 [ 0,00
December 0.00 [ 0,00
- Totals [0.00 [0.00 0,00

|

Adding an account

Figure 2-4 Budget

In order to create a budget you must first add the accounts that you wish to
include. Alpha Five Accounting allows you to add accounts after the budget
has been saved, so there is no need to include all accounts at once. Alpha
Five Accounting also compares the actual values for these accounts so that
analysis can be made without the need to leave the two budget windows.

To add an account

1. Do one of the following:
e Click on the New Account button
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database

icon (see icon reference section).

e Type ‘Ctrl-E’ at any point in the form.



Press the button in the far right of the Account field to select an account,
or if the number is know, enter it in the account field.

Click in the budgeted column and enter the desired value, or accept the
default of $200.00.

Do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon (see icon reference
section).

e Press the F9 key.

Note: If you wish to cancel the record you are entering at any time in the
process do one of the following:

e From the Records menu, choose Cancel Changes.

e  On the Tool Bar, click the Cancel Changes icon (see icon
reference section).

e  Press the Esc key.

Changing Account Information

You may find it necessary to change the amount that you have budgeted for
an account. The necessary steps to do this are listed below.

Changing budget information

1.

Do one of the following:

e From the Records menu, choose Change This Record.

e On the Tool Bar, click the Change the Current Record icon (see icon
reference section).

e Type ‘C.

Click on the field (s) to be changed and replace them with the
appropriate information.

When all changes have been made do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon (see icon reference
section).

e Press the F9 key
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Deleting an Account

Deleting is used when account is to be removed from the budget. Deleting
permanently removes the account from the database.

To delete an account

1. Select the account to be deleted by clicking once on the account in the
Budget window.

2. Do one of the following:
e From the Records menu, choose Delete Record.
e Type CTRL+D.

View By Month

The view by month option allows you to view the actual compared to the
forecasted for each month (see figure 2-5). You can change months using
the buttons at the top of the window, and monthly and yearly information is
displayed for each.

, Accounts by Month M=l B3
s . =< Month Month >> Close
Wiewwing accounts for = — -
& e, o = =]
‘hﬁ | Aot &
Acct Mo |51 oo |Adverti3ing
monthly Budget
Acct. #| Account Description | Variance | -
[ 5100 Advertising 0.00 0.00
| |g360 Rent Expensze 0.00 Maonthly Expenditure
| |g440 Supplies Expenze 0.00
| |5380 Fepairs & Maintenance 0.00 a.oo
Yearly Budget
200.00
early Expenditure
0.00
-
|

Figure 2-5 Budget View By Month
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Reports

Alpha Five Accounting’s Accounts Payable contains ten reports to choose
from, which provide information at a glance pertaining to many of the key
components of the Accounts Payable Module. Once a report has been
selected, but before it prints, you automatically view it when Alpha Five
Accounting’s print preview screen is displayed (see the print preview
reference). The available reports are listed below, along with a brief
description. They are also listed, as you see them in Alpha Five
Accounting, in figure 2-6.

Report Options |

LA - Ok I
Budget Warianc
lzzued Checks Cancel |

Outztanding by Due Date
QOutgtanding by Yendor
Papable Aging

FPending Payments
Yendars

Figure 2-6 Accounts Payable Reports

1. Aging By Company
o This report takes no parameters from the user and prints all the
open bills by vendor, and gives both the company, as well as
the overall, totals.

2. Budget Variance
e This report displays, by account, the current budget
information for the year. Include in this printout is the actual
and forecasted data, as well as the difference between the two.
The Budget Variance report does not require any arguments
from the user.

3. Issued Checks
o The Issued Checks report gives information, in list form, on
check numbers, the checks amount, the date issued, and the
vendor ID.
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Outstanding By Due Date
o This report shows all the outstanding payable invoices
arranged with the oldest one first.
Outstanding By Vendor
o This report is the same as Outstanding By Due Date only
arranged alphabetically by vendor.

Payable Aging
o This report shows the accounts with their respective balances
split into different columns depending whether they are
current, over 30, over 60 or over 90. The total for each vendor
is also displayed on this report.

Pending Payments
o All the payments that have yet to be resolved arranged by

vendor.
Vendors
e Vendors

— The list of vendors is displayed with a few fields of
information pertaining to them.
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Accounts Receivable

Alpha Five Accounting’s Account Receivable module covers a wide range
of business needs. The module was designed to cover the widest range of
customers possible. However, this was done in a way that doesn’t burden
the user that may not require the supplementary features. To see which
features your business may use and which they might not refer to the
“Converting from your existing system to Alpha Five Accounting” section
located in the Alpha Five Accounting Tour chapter. Contained in this
chapter is a description of all the features found in the Accounts Receivable
module. They are listed below according to how the are seen in the
application, and how they appear in the chapter.

e Customers

Receivables

Payments

Invoice Module

Reports

EE Accounts Receivable [_ [

Main Menu

Figure 3-1 Accounts Receivable Main Menu
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Customers

The Customers option allows the user to scroll through view and edit
existing customers, add new customers, and see an account receivable

summary for customers. The following is a list of topics covered in the
remainder of the Accounts Receivable Customer section.

¢ Field Information

A/R Summary

Enter A Customer

Edit A Customer

Deleting And Undeleting A Customer

Ozram Sylwania -
Osram Sylvania

infoi@sylvania.com

ey Sylvania.com

Figure 3-2 Customers Window
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Field Information

The layout of the customer is form is seen above in figure 3-2. All the fields
are self explanatory, however, some do have specifications that should be
mentioned.

Taxable = this field indicates whether the customer is charged tax
or not. The field contains a ‘T’ for those customers who are to
be charged tax, and a ‘F’ for those that are not taxable.

Tax Rate = this field holds the tax rate for customers that are
taxable. The rate is entered as a percentage, not a decimal.
However, this does not restrict the percent from being a
decimal value.

Discount = this field holds the discount rate. As with the tax rate, this
too is a percentage and same rules that apply for the tax rate
apply for the discount.

Postal Code = this field can be filled with one of the postal codes that have
loaded by clicking once in the box at the right end of the field,
selecting the desired zip code in the pop-up window, and
choosing OK.

A/R Summary

The A/R Summary is seen by clicking the A/R Summary button. The fields
are all locked and the totals are all self explanatory. This screen is very
useful when you are being asked for a trade reference on one of your
customers. Most, if not all, of the questions can be answered using this one
screen.
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E=] Customer A/R Summary M=
Company Information Company e ([JEHE

MName: |Osram Sylvania
Address1: [0 Endicott St

City, St Zipr |Danvers [rt2, |01923-3623
Phone: |s05-777-1900 Fax: |505-750-2152
Summary of Customer Transactions Met amaount cue: |$1 0425
Total &ll orders: |§1 004 25 Total payments: [50.00
Average order: |§1 004 .25 Last payment amourt:  |§0.00
Largest order: |31 004 25 Date of last payment;
Smallest arder: §1 004 25
Amourt of last order: §1 004 25 Total credits issued:  |§0.00
Date of last order: [0g/14,2002 Amourt of kst credit |$0.00
Mumber of orders: |q Date of last crecit:
-

Figure 3-3 Customers A/R Summary
Entering A Customer

Entering a customer into your system is done quick and easily from the
Customer window.

To enter a new customer

1. Do one of the following:
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).
e Type ‘Ctrl-E’ at any point in the form.

2. Enter which ever information you have on the customer in the
appropriate fields. All fields that you are unsure of can be added later by
editing the customer. A description of the steps necessary to edit a
customer is given in the section following this one.

3. Do one of the following:
e From the Records menu, choose Save Record.
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e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key.

Note: If you wish to cancel the record you are entering at any time in the
process do one of the following:
e From the Records menu, choose Cancel Changes.
e  On the Tool Bar, click the Cancel Changes icon (see icon
reference section).
e  Press the Esc key.

Editing A Customer

You may find it necessary to change, or add to, a customer’s description, as
time goes on. The necessary steps to do this are listed below.

Changing a customer
1. Click on the field (s) to be changed and replace them with the

appropriate information.

2. When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key

Deleting

Deleting is used when a customer is to be removed from the database.
To delete a customer

1. Select the customer to be deleted by scrolling through the available
customers until it is displayed.

2. Do one of the following:
e From the Records menu, choose Delete Record.
e Type CTRL+D.
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Receivables

The Receivables menu allows you to enter invoices that may not be
generated from within Alpha Five Accounting. It also allows the user to
review all the receivables in able form or view them according to the
customer they are for.

E= Receivables = [=]

Previous Menu

Figure 3-4 Receivables Menu

Miscellaneous Sales
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The Miscellaneous Sales window is where you enter, edit, void, and view
receivable invoices that are not entered using the Invoice Module. A reason
for entering the invoice here instead of using the Invoice Module may be
due to the fact that your company produces it’s invoices using a different
system than the one built in to Alpha Five Accounting.

Within this window, you can allocate the invoice to the appropriate account
(s), view the list of existing invoices, add new invoices, and change the
existing invoices. The window is shown in figure 3-5, and the following is
a list of topics covered in the remainder of the Miscellaneous Sales section.
e View Existing Invoices

o Enter Invoice

e Edit Invoice

e Void Invoice

Viewing Existing Invoices in Miscellaneous Sales

Once an invoice has been entered, it can be viewed at any time thereafter.
The invoices can be scrolled through by using the record scroll arrows
located at the bottom left of the window (see figure 3-5), or by selecting
First, Last, Next, or Previous Record contained in the Record pull down
menu.

E= Mizc Sales & Invoices O] =

Enter Invoice | Yoid Invoice Close
‘ Diate Entered = = -
r, 051262002 b x E3)

Date: 05/ 212002 Important Hote: When mamally entering a misc. sale or invoice,
Invoice #: IW he sure that youuse 2 wuque involes muvber. & good practice s to
) preceed all marmal mise. sales with a code sach as "MW". An
Customer ic: 10023 excaruple would be M201 .

Compary: |Eaton Carp
Invoice Total: — [$500.00

[} e to e Follo A 0
Account Amount Deszcription Y

[ ¥4000 500.00 SalES
| # | <Mew record:

Total Dispursed: |$an_UD
==

Figure 3-5 Miscellaneous Sales Invoices
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Enter Invoice

To enter an invoice in Alpha Five Accounting’s Miscellaneous Sales
Invoice window, all that is required is the date, invoice number, the
customer ID, the invoice amount, and the accounts to apply the invoice to.

To enter an invoice

1. Do one of the following:
e C(Click once on the Enter Invoice button.
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon (see icon reference section).
e Type ‘Ctrl-E’ at any point in the form.

2. The Date field is automatically set to the current date, however, you can
change it if necessary.

3. The invoice number is taken from whatever invoice you are using as the
source for the information. If there is no invoice number, this field can
be left blank.

4. The Customer ID is entered by clicking first in the Customer ID field,
and then on the box at the far right of this field. Doing this allows you to
select from existing customers, or enter a new one. Select the customer,
choose OK and the ID is entered in the field. When you leave this field
the Customer name is filled in beneath it.

5. The invoice amount is a required field and is located below the
Company Name field.

6. To assign the invoice to particular accounts click in the gray region
under the Account, Amount, and Description headings.

7. Click on the box at the far right of the Account Number field to select
an account to apply to. Click once on the account and choose OK. The
Account field will be loaded with that account. Next add the amount to
disburse. The description field will be updated automatically

8. If you wish to disburse to more than one account, just press the enter
key when you are done with the current account.

9. When done, do one of the following:
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e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon (see icon reference
section).

e Press the F9 key.

Edit Invoice

To edit an existing invoice

1.

Select the invoice to be changed by scrolling through the available
entries until the one to change is displayed.

Click on the field (s) to be changed and replace them with the
appropriate information.

When all changes have been made do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon (see icon reference
section).

e Press the F9 key

Void Invoice

The void invoice function is to be used when you wish to cancel the entire
selected invoice. Once the operation is performed the invoice is
permanently removed from the system.

To void an invoice.

1.

Select the invoice that is to be voided by scrolling through the available
entries until the one to void is displayed.

Click once on the Void button located at the top right of the form
Click on OK when told “This function will delete A/R invoice.”.

Choose Yes when asked “Are you sure that you want to void this A/R
invoice?”

To delete the account to disburse to
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1. Select the invoice that contains the account disbursement which is to be
deleted by scrolling through the available entries until the one to change

is displayed.

2. Click once on the account transaction to delete.

3. From the Records menu, choose Delete Record or type CTRL+D.

4. Now the account is marked for delete and can be permanently removed

by doing the following:

e From the Utilities menu, choose Accounts Receivable Pack.
e When asked “permanently remove marked accounts receivable

data?” choose Yes.

e Choose Delete Invoices and select OK.

Review All Receivables

The Review All Receivables window allows you to look at all the
outstanding receivables in a table format. This window also displays the
totals for the amount due, payments, and the outstanding amount.

E= View Outstanding Receivables =] 3
Qutstanding Receivables Review
Inv. Date | Customer | Inu. & | Amt Due | Payments |0Lrts‘tanding| -
[ ¥ 08/11/2002 | Dsram Sylvania 10004 1.004.25 0.00 1.004.25 |
| |08/12/2002 Imterstate Brands Corp 10005 1.375.05 0.00 1.375.05
2379.30 0.00 2,379.30

| |

Figure 3-6 Review All Receivables Window
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Review by Customer

The Review By Customer Window allows you see each customer’s open
invoices. The original date and amount of the invoice is listed in the
window and can be scrolled through using the scroll bar to the right. In
addition, the amount that has been paid on the invoice and the current
balance left open are also listed. The screen is shown below in figure 3-7.

E=] Invoices with Payments - O] x|
Receivables & Payments
Mame: |Csram Sylvania
Addresst 100 Endicott St
City, St Zipc | Danvers ha | |01923-3623
Receivables (dizplays all invoices and payments)
Date | Inv & | Amount | Payments | Outstanding |A
[ M 02.11./2002 10004 1.004.25 0.00 1.004.25
-
Totals: | 1,004 25 0.00 1,004 .25
ol |l |

Figure 3-7 Review By Customer Window

Payments
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The Payments option allows you to choose between entering new payments
and reviewing past payments. The choice is made from a window which is
open upon pressing the payments button on the Accounts Receivable menu
(see figure 3-8A). Some of the payment functions available are entering,
posting, and viewing receivables.

EIKI

Feview past payments

Cancel

Figure 3-8 A Payment Option Window

E= Ar_paymt.zet : Form View [Apply Payments] - |O] x|
Show Invoices || Enter Payment | Post Payments Report Close
[ b oo =] &
Wendor 10017 Check Mumber: [10334
Dates 051 442002

Payment [oisram Sybvania

Receivad - .
100 Endicott St Payment Amourit:

From i 1004.25

|Darvers s |01923-3823 The paymert amourt is

equal to the total of
invoices paid below.

Mema: Payment

Inwoices (Change the Amourt Paid column to the amourt of the balance that vou want to apply.)
AmountPaid | Inv# | Invoice Date | Outstanding | Inv Amount | Previous Paymts| «
M1004.25 10004 03/11./02 $1.004.25 $1.004.25 $0.00
] |

Figure 3-8B Payment Window
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Show Invoices

The Show Invoices button allows you see the invoices that are currently
open. The bills are displayed in a print preview which gives you the option
of producing a hard copy. Running an Accounts Receivable Aging report
will produce the same result.

Enter Payment

To enter a payment

1. Do one of the following:
e Click once on the Enter Payment button.
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon.
e Type ‘Ctrl-E’ at any point in the form.

2. Select the vendor from the vendor menu that is displayed after choosing

to enter a payment.

Type in a check number in the field at the top right of the window.

4. The current date is automatically entered in the date field, however, it
can be changed if necessary.

5. The payment amount is equal to what you enter in the amount paid
column next to the appropriate invoices located at the bottom of the
window. To change the amount paid either type 'C' with the cursor in
the in the amount paid field next to the appropriate invoice, or double
click in the amount paid field next to the desired invoice.

6. Do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save the Record You are Editing and
Return to View Mode.

e Press the F9 key.

[08)

Post Payments
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After entering a payment you will want to post it so that other areas within
Alpha Five Accounting, that use payment information, can update the
necessary fields. You should post payments after the payment is entered
correctly and future changes will not be necessary.

Report

After entering all payments, a summary report may be printed by selecting
this button. This report displays all your payments with additional
information including the check number, outstanding balance, and date

Review Past Payments

The Review Past Payments window allows you to scroll through payments
which have already been applied (see figure 3-8C). The payments are
arranged by company and no data entry is allowed on this form. To switch
from customer to customer use the record selection arrows at the bottom of
the screen, or use the page-up and page-down keys.

E=] Past Payments from Customers = =]E3
oy . Show Invoices Close
Ii Review Customer Payments B =
Yendor 40014
Paymert e i
Recelved [ong Ballardvale St
m
|
[wiimington e 18371072
Paymerts: Summary of Customer Payments:
Paydate | Check no | Amount applied | Invoice Ho | Invoice Amount -
[ ¥0a/12/02 CR 45.00 10002 1445.00
| [02/12m2 CR -45.00 C-10 -45.00
| [08/11/02 52112 1400.00 10002 1445.00

|

Figure 3-8C Past Payments Window
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Show Invoices

When reviewing past payments the Show Invoices button allows you see
the invoices that are currently open. The bills are displayed in a print
preview which gives you the option of producing a hard copy. Running an
Accounts Receivable Aging report will produce the same result.

Invoice Module

The Invoice Module allows you to gain access to all the invoicing, parts,
and receivables posting information contained within Alpha Five
Accounting. In addition, you have all the customer information as well as
an extensive reporting system contained within this one module.

EH Invoicing =] ]

Customers

Main Menu

Figure 3-9 Invoice Module Main Menu
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Customers

The Invoice Module’s Customer option is the same as the customer
description given earlier in this chapter. It is included in the Invoice Module
to save time flipping from menu to another.

Invoices and Returns

The Invoices and Returns section is where the companies invoices are
entered, edited, and stored. There are a variety of fields, which allow for a
wide range of invoicing options. This section covers the information needed
for the user to enter, edit, and view invoices.

E= Invoice Form 1 =]
Enter Invoice | Void Invoice Close
Posted - - -
081112002 b X &
Invoice Ho . Date Sold
Invoice Form |
“E i i@ 0511 2002
F hdail Crcler F Business '7 Dizcount r Return

[Ship To: || Ship To: A G F A Corp 200 Ballardvale St Wilmington MA USA 018871072 |

|

Digcourt : (72 25

Shipping : 0.00 $1,445.00

Sold To: [10014 Card Mo : Exp:
Sold By |Jokhn Ship¥ia: |Ups, Ground Region : L
Paid By : PO Mumber Airkill to: Tax: |5.00
PO Mumber [ 2354 Atns |Joe Dizc: |5.00
Part Ho | Description | aty | OnHand |[Unit Price| Tax| Subtotal | Acct® [a
| ¥F1001 144" Regulator g 100 195.00 T 57500 4000
| |P1002  [1/4" Filter ] 100 58.00 T 29000 4000 —
| |F1003 14" Lubricator g 100 36.00 T 18000 4000
* [Mew recc hd
SubTotal: (1 44500 Sales Tax: [72 25 otaialel

Figure 3-10 Invoices and Returns
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Entering an invoice

1.

W

Do one of the following:

e From the Records menu, choose Enter a New Record.

e On the Tool Bar, click the Enter a New Record into the Database
icon.

e Type ‘Ctrl-E’ at any point in the form.

The Date field is automatically set to the current date, however, you can

change it if necessary. The field will appear to be empty until you click

once inside it.

The invoice number is assigned, but it too can be changed.

There are a number of selections to be made at the top of the window.

They are listed below with a brief description of what is meant by each.

e Mail Order - Click on this field if you are shipping the order to the
customer.

e Business - Click on this field if the customer is a business.

e Discount - Click on this field if the customer is authorized to take a
discount.

e Return - Click on this field if this is a return rather than an invoice.

To proceed any further you need to save the record using one of the

following methods

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon.

e Press the F9 key.

To enter information in the Sold To field click on the field and then on

the box that appears in the right end of the field. You can select from the

list of customers that appears in the new window, or you enter a new

one. When you are done with either press the OK button. The Ship To

information is filled with the customer information, but can be modified

if necessary.

The salesman's name can be entered in the Sold By field, however it is

optional.

Click once in the Paid by field, then click on the box that appears at the

right end of this field. This gives you the list of paying options to

choose from. This choice will determine which fields must be filled in,

and which must be passed over The PO number field is only filled if

paid by is PO number. The card number and the Exp. fields are only for

credit card orders, while the airbill number and all but one Ship Via

entry is for mail order invoices. Important Note:If you want the

invoice to be tracked by accounts receivable, you must choose PO

number.

To assign line items to the invoice, click in the gray region and do one

of the following.
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e From the Records menu, choose Enter a New Record.

e On the Tool Bar, click the Enter a New Record into the Database
icon.

e Type ‘Ctrl-E’ at any point in the form.

10. Click on the box at the far right of the Part Number field to select a part
to add to the invoice to. You can also add a part at this point.

11. The default general ledger account number that was entered when the
part was first added to the system will be inserted in the Acct # field.
This account number can be changed for a specific order without
changing the default GL number.

e To change the account number from the default to another number
click inside the field, erase the default account number, and enter a
valid general ledger number.

12. The last required field is the quantity for the part being ordered.

13. When done, do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon.

o Press the F9 key.

Edit Invoice

To edit an existing invoice

1. Select the invoice to be changed by scrolling through the available
entries until the one to change is displayed.

2. Click on the field (s) to be changed and replace them with the
appropriate information.

3. When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
e Press the F9 key

Void Invoice

The void invoice function is to be used when you wish to delete the entire
selected invoice. Once the operation is performed the invoice is deleted
from the system.
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To void an invoice.

1. Select the invoice that is to be voided by scrolling through the available
entries until the one to void is displayed.

2. Click once on the Void button located at the top right of the form
3. Click on OK when told “This function will delete A/R invoice.”.

4. Choose Yes when asked “Are you sure that you want to void this A/R
invoice?”

To delete the account to disburse to

1. Select the invoice that contains the account disbursement which is to be
deleted by scrolling through the available entries until the one to change
is displayed.

2. Click once on the account transaction to delete.

3. From the Records menu, choose Delete Record or type CTRL+D.

Post Invoices

Alpha Five Accounting’s Post Invoices button makes the posting of
invoices as quick and simple as possible. Pressing the Post Invoices
displays the message “Append all unposted invoices to accounts receivable
and general ledger”. Choosing OK in this pop-up window posts all the
unposted invoices to accounts receivable and the general ledger.

Parts

The Parts window is where you control all aspects of inventory control.
You are able to change the on order quantity, and on hand quantity, as well
as, many other fields pertaining to proper parts managing. There is a list of
the current parts with the option to sort using different indexes. Services
can be entered as parts if you wish. We recommend that you choose 9999
as the on hand quantity for these entries, and use the quantity field to store
the number of hours. The remainder of this section tells you how you can
perform the necessary operations to run the parts window.
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E= Product Inventory =] B3

Choose a part from the following list:

PartHo | Part Hame [
| HP1007 1/4" Requlatar Index
| |P1o0z2 1/4" Filter
| |P1003 1.4" Lubricatar Menu

-

Inventory for Part P1001: 1)4" Regulator

Part Mumbar m Init Price |$1 9500
Part Mame |1 4" Regulstar Urit Cozt |$1 30.00
wendor Id |1 0o on Hand |1nn
wend MName |Acme Procucts On Orcler |D
Description in Gty {50
d Max Gty |200
GL Account: |4E||j|j Stock Yalue |$1 3,000.00
|

Figure 3-11 Parts Window

Index

The Index button allows you to change the manor in which the parts are
displayed in the window at the top left of the screen. Locate by Part
Number arranges the parts according to the part number, and Locate by Part
Name arranges the parts alphabetically by name.

History

The History button displays a window that contains the parts history in
terms of sales. Individual invoices that contained the part are listed, and
some overall statistics on the part is also displayed

Entering a New Part

To enter a new part

70



1. Do one of the following:
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon.
e Type ‘Ctrl-E’ at any point in the form.

2. A part number will be assigned when entering, however, you can

change it if necessary.

The description is a required field so it must not be left blank.

4. The GL Account is a required field and can not be left blank. This is the
default GL account number that is used on your invoices. The number
can be changed on specific orders but defaults to this when none is
entered. You can type in the account number, or if you don't know the
account, click on the box at the far right of the field, select the
appropriate account number, and choose OK.

5. The Unit Price is the only additional required field, and the rest of the
fields are self explanatory.

6. When done, do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save the Record You are Editing and
Return to View Mode.

e Press the F9 key

[08)

Editing an Existing Part

Editing the parts is important in keeping track of parts on order, as well as
parts on hand. When a part goes on order you need to edit the part so that it
reflects this on order state. In addition, the on hand amount must be
adjusted when the order arrives, and the on order must be adjusted as well.

To edit an existing part
1. Select the part to be changed by scrolling through the available entries

until the one to change is displayed.

2. Click on the field (s) to be changed and replace them with the
appropriate information.

3. When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon (see icon reference
section).
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e Press the F9 key

Deleting Parts

To delete a part

1. Deleting a part permanently deletes it from the system.

2. Select the part that is to be deleted by scrolling through the available
entries until the one to delete is displayed.

3. From the Records menu, choose Delete Record or type CTRL+D.

Reports

Alpha Five Accounting’s Invoice Module contains five report types to
choose from, which provide information at a glance pertaining to all of the
key components of the invoice module. All five of these report types
contain a list of reports to choose from. Once a report has been selected, but
before it prints, you automatically view it when Alpha Five Accounting’s
print preview screen is displayed (see print preview reference section). The
available reports are listed below, along with a brief description. They are
also listed, as you see them in Alpha Five Accounting in figure 3-12, figure
3-13, figure 3-14, figure 3-15, figure 3-16, and figure 3-17.

Report Modules

]
| Cuztarmers Ok I
_Cancel |

Partz Cancel

Figure 3-12 Invoice Module Report Categories
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1. Customers (see figure 3-14)

Customer Addresses - Generates a report that lists the
customers and their addresses.

Customer History - Prints a report containing the customers
and their respective payment histories.

Customer Phone Roster - Prints a report containing the
customers, the contact, and home and work phone numbers.
Points of Contact - Displays all the customers and their phone
and fax numbers, as well as, the contact.

2. Invoices (see figure 3-15)

Invoice - Specific - Prompts the user to input an invoice
number and then prints requested invoice.

Invoices - Range Of - This report allows you to print a specific
invoice, invoices that lie within a range, or a sales summary for
a specified time range. You can print to the screen or the
printer and you fill in the fields depending on your selection.
Sales By Date - This report displays the sales made between a
date that you will be prompted to input upon selecting this
report.

Sales By Sales Amount - Generates a report for sales by their
amount that lie within a range that you specify upon selecting
this report.

Sales Detail By Invoice - Displays the sales information for
invoices that are within a specified range. The report is
arranged in order of invoice number.

Sales Summary By Invoice - Provides a few columns of
information pertaining to invoices. The list is based on the date
range you enter and is sorted by invoice number.

Sales Summary By Year - Displays the current quarter, how
many orders sold, as well as, related totals.

3. Parts (see figure 3-16)

Inventory Price List - Generates the current list of parts, along
with their description and unit price.

Inventory Count Sheets - Displays the list of parts, how many
are on hand and on order, and a place to enter a physical count
in by hand.

Parts Listing - Gives a list of parts on hand and on order. Also
displays the minimum and maximum quantity and the current
value of the parts on hand.
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Suggested Parts Order - This report prints out a listing of part

that should be considered for order.

Customer Reports

{n mer S ddr

ustu:umer Hiztary
Cusztarmer Phone B oster
Paints of Contact

Figure 3-14 Customer Reports

Invoice Reports

Invoices - A ange of

Salez by Date

Sales by 5ale Amount
Salez Detail by [mvoice
Sales Summary by [ryvaice
Sales Summary by vear

Cancel |

Figure 3-15 Invoice Reports
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Inventory Heports |

Invenr_l,l Count Sheets
Fartz Lizting Cancel |

Suggested Partz Order

Figure 3-16 Parts Reports

Reports

Alpha Five Accounting’s Accounts Receivable module contains five reports
to choose from. These reports provide information at a glance pertaining to
all of the major components of the Accounts Receivable module, as well as,
a customer stamement generator. Once a report has been selected, but
before it prints, you automatically view it when Alpha Five Accounting’s
print preview screen is displayed (see print preview reference section). The
available reports are listed below, along with a brief description.

1. Detailed Aging
o This report generates a detailed aging report, which includes
each receivable displayed by customer. There are no required
parameters for this report.

2. Summary Aging
e This report is similar to the detailed aging, however, it only
displays each companies total owed, not each invoice that is
owed.

3. Customer Statements
e Alpha Five Accounting’s Customer Statements report enables

the user to print out the monthly statements, which are ready to
be mailed to the customers. The report generated lists, by
customer, all the invoices that have not been paid in full. In
addition, each customer with open invoices has the amount
which has already been paid on the invoice, as well as an
accounts receivable summary aging. Your company’s
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information is displayed at the top and the statement and due
date are also given
4. Miscellaneous Sales Journal
o This report displays the activity in the Miscellaneous Sales and
Invoices window. The user is required to enter the date range
for the report to base it’s information on.

5. Payments Journal
e This report prints the accounts receivable activity for the time
range that the user gives it upon choosing the report.
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Purchase Orders

The Purchase Order module contains everything that your business will
need when generating and tracking purchase orders. All components of
purchase orders can be accessed directly from the purchase order menu.
This includes the parts and vendor list as well as the forms needed to
generate and receive your orders. Furthermore, the purchase order module
contains an extensive collection of reports which provide all necessary
information regarding vendors, parts, orders pending, and orders received.
The remainder of this section is structured the same way that it appears in
the program. Below is the purchase order main menu which can be
accessed by choosing Purchase Orders from the main menu.

E= Purchase Orders ==

Previous Menu

Figure 4-1 Purchase Order Main Menu

Purchase Orders

The first button on the purchase order main menu is labeled Purchase
Orders and is where you will go to create orders. The orders that are created
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utilize the stored vendors and parts, however, new ones can be added
during order generation. The procedure to make a PO is listed below. Some
of the purchase orders created will only use a portion of the available fields,
so all the fields are all described below along with the conditions under
which they are used. To move from field to field click in the desired field or
press either the return or tab key to advance to the next field.

E= Purchasze Order Form Mi=1E3
Order Ho: ; Order Date :
i Betasoft - Order Form | voua [Orderbate:
ili i iﬂ |08/ 252002

[ Ciscourted I Taxahle
Purchased From : Acme Products Po Box 100 Boston MA 02111 617-555-1212 |

endor D ’W CatdMo: [ Exp:
Ordered By [loghn Ship¥ia: [UPS, Ground | Tax Rate:
Paid By 0 PO Mumber Airkail b : ,7 Digc Rate: |
PartHo | Description [ oty [ UnitCost | Total -
[ MP1001 1/4" Regulator 15 130.00 1950.00

# | cNew recards

-

SubTotal :[1 950,00 Sales Tax:[oonp | etk PR -

===

Figure 4-2 Purchase Order Window

Enter Order

Entering an order

1. Do one of the following:
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database

icon.

o Type ‘Ctrl-E’ at any point in the form.

2. The order number is assigned, but can be changed.

3. The Date field is automatically set to the current date, however, you can
change it if necessary. The field will appear to be empty until you click
once inside it.
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10.

11.

12

The two fields at the top of the form, discounted and taxable, are
selected by clicking once in the selection box. How they work is
described below.

e Discounted - If this is selected then a discount amount will be
deducted from the order total. The amount of the discount is the
order sub-total multiplied by the percentage value that you nee to
enter in the field labeled discount rate.

e Taxable - If this is selected then sales tax will be added to the order
total. The amount of the sales tax is the order sub-total, less the
discount amount, multiplied by the percentage value that you need to
enter in the field labeled tax rate.

To enter information in the Vendor ID field click on the field and then

you can select from the list of customers that appears in the new

window, or you can enter a new one. When you are done with either
press the OK button.

The name of the person placing the order is entered in the Ordered By

field and is a required entry.

Click once in the Paid by field, then click on the box that appears at the

right end of this field. This gives you the list of paying options to

choose from. This choice will determine which fields must be filled in,
and which must be passed over. The card number and the Exp. fields are
only for credit card orders.

The Terms field is where the payment terms for this order are entered.

The pre-loaded choices are Net 30, 1% Net 30, 2% Net 10, and Paid.

The ShipVia field is where you select the method of shipment. They are

listed below along with an asterisk next to the ones that can have an

Airbill Number, which is entered in the field directly under the ShipVia

field.

e UPS(Ground, Ground Trac, 2nd Day Air*, Next Day Air¥)

e Federal Express(Economy, Priority Air*)

e US Mail(1st Class, Priority Air*)

e Emery Air*

To proceed any further you need to save the record using one of the

following methods

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon.

e Press the F9 key.

To add a shipping fee click on the Add Shipping Fee button and enter

the amount in the window that is opened.

. To assign line items to the order, click in the gray region and do one of

the following.
e From the Records menu, choose Enter a New Record.
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e On the Tool Bar, click the Enter a New Record into the Database
icon.
e Type ‘Ctrl-E’ at any point in the form.
13. Click on the box at the far right of the Part Number field to select a part
to add to the invoice to. You can also add a part at this point, if needed.
14. The last required field is the quantity for the part being ordered.
15. When done, do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon.
o Press the F9 key.
16. At this point you can print the PO using the print button or exit and print
it later.

Edit Order

To edit an existing order

1. Select the order to be changed by scrolling through the available entries
until the one to change is displayed.

2. Click on the field (s) to be changed and replace them with the
appropriate information.

3. When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon.
e Press the F9 key

Void Order

The void button is to be used when you wish to cancel the entire selected
order. Once the operation is performed the order is deleted from the system.

To void an order.
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1. Select the order that is to be voided by scrolling through the available
entries until the one to void is displayed.

2. Click once on the Void button located at the top right of the form

3. Click on OK when told "This function will delete entire Purchase
Orders.".

4. Choose Yes when asked "Are you sure that you want to void this
Purchase Order?"

Receivers and Returns

The Receivers and Returns window is used when your orders, created on
the purchase order screen, arrive. This is the screen to use even if the item
is returned or you wish to add tax or take off a discount. The window is
shown below in figure 4-3, and the procedure to use it immediately after.

E= RBeceiver Form = =]
Recur Ho . Date Recvd

Yoid

Betasoft - Receiver Form Yoid | e TeriT
|38.l'1 212002

r Feturn r Digcounted r Taxahle

Received From: Acme Products Po Box 100 Boston MA 02111 617-555-1212 |

“Wendar ID: 40001 Shiptia Tax Rate:
Received By |John Airbill Mo Disc Rate:
rder e 10001 Add Shipping Fee
Part_no | Desc | oty [ Bal [ UnitCost |  Total [
[ MP1001 144" Reqgulator 15 15 130,00 1950.00

¥ | New recard>

SubTotal: [1 950.00 Sales Tax : ,unni Total Recud

===

Figure 4-3 Receiver Window
Receiving an order

1. Do one of the following:
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon.

e Type ‘Ctrl-E’ at any point in the form.
2. The Receiver number is assigned, but can be changed.
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9.

The Date field is automatically set to the current date, however, you can
change it if necessary. The field will appear to be empty until you click
once inside it.

The three fields at the top of the form, return, discounted, and taxable,

are selected by clicking once in the selection box. How they work is

described below.

e Return - If this is selected the quantity received in step 10 must be a
negative number. This will store the item as being returned and can
be viewed in the part's history.

e Discounted - If this is selected then a discount amount will be
deducted from the order total. The amount of the discount is the
order sub-total multiplied by the percentage value that you nee to
enter in the field labeled discount rate.

e Taxable - If this is selected then sales tax will be added to the order
total. The amount of the sales tax is the order sub-total, less the
discount amount, multiplied by the percentage value that you need to
enter in the field labeled tax rate.

To enter information in the Vendor ID field click on the field and then

you can select from the list of customers that appears in the new

window, or you can enter a new one. When you are done with either
press the OK button.

The name of the person receiving the order is entered in the Received

By field and is a required entry.

The ShipVia field is where you select the method of shipment. They are

listed below along with an asterisk next to the ones that can have an

Airbill Number, which is entered in the field directly under the ShipVia

field. Only items that are being returned require information in these

fields.

e UPS(Ground, Ground Trac, 2nd Day Air*, Next Day Air*)

o Federal Express(Economy, Priority Air*)

e US Mail(1st Class, Priority Air*)

e Emery Air*

To proceed any further you need to save the record using one of the

following methods

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save Record icon.

e Press the F9 key.

To add a shipping fee click on the Add Shipping Fee button and enter

the amount in the window that is opened.

10. To assign line items to the order, click in the gray region and do one of

the following.
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e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon.
e Type ‘Ctrl-E’ at any point in the form.
11. Click on the box at the far right of the Part Number field to select a part
to receive.
12. The last required field is the quantity for the part being received.
13. When done, do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon.
o Press the F9 key.
14. At this point you can print the Receipt using the print button or exit and
print it later.

Edit Receipt

To edit an existing receipt

1. Select the receipt to be changed by scrolling through the available
entries until the one to change is displayed.

2. Click on the field (s) to be changed and replace them with the
appropriate information.

3. When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
¢ On the Tool Bar, click the Save the Record You are Editing and

Return to View Mode.

e Press the F9 key

Void Receiver

The void button is to be used when you wish to delete the entire selected
receipt from the system. Once the operation is performed the receipt is
permanently deleted from the system.

To void a receipt.
1. Select the record that is to be voided by scrolling through the available
entries until the one to void is displayed.

2. Click once on the Void button located at the top right of the form
3. Click on OK when told "This function will delete entire Receivers.".
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4. Choose Yes when asked "Are you sure that you want to void this
Receiver?"

Vendors

The Vendor button accesses the information you keep on the list of vendors
you write purchase orders for. It contains a list of the vendors past
transactions and can be sorted in six different ways. It also has a window
which allows you to view your order history with a vendor.

E= Yendor Data = =]
YWendar D m

Company |.='l.|:me Product=s
Addre=s Po Box 100

City |Boston
StateiReq |pa,

Postal Code (02114

Country

Primary Phone |517-555-1212 Ext.

Fax
Cartact

Index History ... Menu

1 o

Figure 4-4 Vendor Window

Index

The Index button allows you to change the order in which the vendors are
displayed. The Index button is located at the bottom left of the window, and
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when pressed opens up a window in which you make your selection. The
choices are listed below and determine how the list of vendors is sorted
when selected.

Contact

City

Postal Code
Record Order
Vendor ID
Vendor Name

History

The History button displays a window that contains the vendor's history in
terms of orders made with them. Individual orders are listed, and some
overall statistics on the orders are also displayed. A picture of the window
is shown below in figure 4-5.

, Order History for Yendor M=l
Pick a vendor from the following list:
Vendor | _Region | OrderBy:  [yendor 10001:Acme Products
[ Macme Products G5 C Contact:
| |\erizon M ompany Phone: 517-555-1212
Contact
| » 10 #
Orders ltems for Order: 10001
Order || Date |  Shipvia | Airbill Oty | Part_no | Description | =
H10001 08/12/2002 |UPS, Ground H15  P1001 144" Requlatar
< o[ {{lel | _>lJ
Olr;;tsr Ord Date | Ord Total | Ord Terms | Shipping Close
Crdered 0gM 2/2002 SubTaotal |$0.00 ax Order [1950.00
Orders |q Min Order 195000 Avg Ordder 195000
I
Figure 4-5 Vendor Order History Window
Entering A Vendor
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Entering a vendor into your system is done quick and easily from the
Vendor window.

To enter a new vendor

1. Do one of the following:
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon.
e Type ‘Ctrl-E’ at any point in the form.

2. Enter which ever information you have on the vendor in the appropriate
fields. All fields that you are unsure of can be added later by editing the
vendor. A description of the steps necessary to edit a vendor is given in
the section following this one.

3. Do one of the following:

e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon.
e Press the F9 key.

Note: If you wish to cancel the record you are entering at any time in the
process do one of the following:

e  From the Records menu, choose Cancel Changes.

e  On the Tool Bar, click the Cancel Changes icon.

e  Press the Esc key.

Editing A Vendor

You may find it necessary to change, or add to, a vendor's description, as
time goes on. The necessary steps to do this are listed below.
Changing a vendor

1. Click on the field (s) to be changed and replace them with the
appropriate information.
2. When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon.
e Press the F9 key
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Deleting

Deleting is used when a vendor is to be removed from the database.
Deleting a vendor permanently removes it from the database.

To delete a vendor

1. Select the vendor to be deleted by scrolling through the available
vendors until it is displayed.

2. Do one of the following:
e From the Records menu, choose Delete Record.
e Type CTRL+D.

Parts

The Parts window is where you control all aspects of inventory control.
You are able to change the on order quantity, and on hand quantity, as well
as, many other fields pertaining to proper parts management. There is a list
of the current parts with the option to sort using different indexes. Services
can be entered as parts if you wish. We recommend that you choose 9999
as the on hand quantity for these entries, and use the quantity field to store
the number of hours. The remainder of this section tells you how you can
perform the necessary operations to run the parts window.
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E= Product Inventomy o =]

Choose a part from the following list:

PartHo | Part Hame [«
¥ P00 1/4" Regulator Index
| |P1o02 1/4" Filker
| |[P1003 1.4" Lubricator Menu

.

Inventory for Part P1001: 1/4" Regulator

Part Mumber |p1 o0l Unit Price |$1 9500
Part Name: |1 4" Regulator Unit Cost |$1 30000
Yendar Id |1UDD1 O Hane |1 oo
“Wend Name |A-:me Products On Orcer |D
Desctigtion Min Gty |5|3
ﬂ Mo Gty |znu
GL Account: |4|30|:| Stock Walue |$1 3,000.00
===

Figure 4-6 Parts Window

Index

The Index button allows you to change the manor in which the parts are
displayed in the window at the top left of the screen. Locate by Part
Number arranges the parts according to the part number, and Locate by Part
Name arranges the parts alphabetically by name.

History

The History button displays a window that contains the parts history in
terms of orders. Individual orders that contained the part are listed, and
some overall statistics on the part is also displayed.
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¥ Receipt by Part Humber Mi=lE3
Choose a part from the following list: Receipts for Part P1001: 1/4" Regulator
PartHo | Descriptic « Date | Rec | Gty| Vendor =
¥ P00 1/4" Regulator | MOBM2/2002 10001 15 |Acme Products
P00z 174" Filker
[ |P1003 1.4" Lubricator =
4 | i
SUmMmary:
#Trans: 4 hiin Rec: 15
Last: [osM 22002 Max Rec: 15
Gty Recd : |15 Avg Rec: g
e
===

Figure 4-7 Parts History Window

Entering a New Part

To enter a new part

1. Do one of the following:
e From the Records menu, choose Enter a New Record.
e On the Tool Bar, click the Enter a New Record into the Database
icon.
e Type ‘Ctrl-E’ at any point in the form.
2. A part number will be assigned when entering, however, you can
change it if necessary.
3. The description is a required field so it must not be left blank.
4. The Unit Price is the only additional required field, and the rest of the
fields are self explanatory.
5. When done, do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save the Record You are Editing and
Return to View Mode.
o Press the F9 key.

Editing an Existing Part

&9



Editing the parts is important in manually adjusting the number of parts on
order, as well as parts on hand, during inventory time. When a part goes on
order the on order amount is automatically adjusted. In addition, the on
hand amount, as well as the on order amount, is adjusted when the order
arrives.

To edit an existing part

1. Select the part to be changed by scrolling through the available entries
until the one to change is displayed.

2. Click on the field (s) to be changed and replace them with the
appropriate information.

3. When all changes have been made do one of the following:
e From the Records menu, choose Save Record.
e On the Tool Bar, click the Save Record icon.
e Press the F9 key

Deleting and Parts

To delete a part

1. Deleting a part permanently removes it from the database.

2. Select the part that is to be deleted by scrolling through the available
entries until the one to delete is displayed.
e From the Records menu, choose Delete Record or type CTRL+D.

Reports

Alpha Five Accounting's Purchase Order Module contains four report types
to choose from, which provide information at a glance pertaining to all of
the key components of the Purchase Order Module. All four of these report
types contain a list of reports to choose from. Once a report has been
selected, but before it prints, you automatically view it when Alpha Five
Accounting's print preview screen is displayed. The available reports are
listed below, along with a brief description. They are also listed, as you see
them in Alpha Five Accounting in figure 4-8, figure 4-9, figure 4-10, figure
4-11, and figure 4-12.
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Report Modules

(Purchaze Urders
Feceivers Cancel
Yendors

K|
1] I
_Carcel |

Figure 4-8 Purchase Order Module Report Categories

1. Parts

Inventory Price List - Generates the current list of parts, along with
their description and unit price.

Inventory Count Sheets - Displays the list of parts, how many are on
hand and on order, and a place to enter a physical count in by hand.
Parts Listing - Gives a list of parts on hand and on order. Also
displays the minimum and maximum quantity and the current value
of the parts on hand.

Suggested Parts Order - This report prints out a listing of part that
should be considered for order.

Inventory Reports |

Arventor Price List

Irventary Count Sheets
Partz Lizting Cancel |

Suagested Partz Order
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Figure 4-9 Purchase Order Parts Reports

2. Purchase Orders

Order - Specific - Prompts the user to input an order number and
then prints requested order.

Order - Range Of - This report allows you to print a specific order,
orders that lie within a range, or a sales summary for a specified time
range. You can print to the screen or the printer and you fill in the
fields depending on your selection.

Orders By Date - This report displays the orders made between dates
that you will be prompted to input upon selecting this report.

Orders By Order Amount - Generates a report for orders by their
amount that lie within a range that you specify upon selecting this
report.

Order Detail - Displays the order information for orders that are
within a specified range. The report is arranged in order of order
number.

Order Summary By Invoice - Provides a few columns of information
pertaining to orders. The list is based on the date range you enter and
is sorted by order number.

Order Summary By Year - Displays the current quarter, how many
orders made, as well as, related totals.

Order Reports |

irde sifir: ok, I
Orders - Range of
Orders by D ate Cancel |

Order Detail
Order Summary

Order Summary by v'ear

Figure 4-10 Purchase Order Reports

3. Receivers
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e Receiver - Specific - Prompts the user to input a receiver number
and then prints requested selection.

e Receivers - Range Of - This report allows you to print a specific
receipt, receipts that lie within a range, or a sales summary for a
specified time range. You can print to the screen or the printer and
you fill in the fields depending on your selection.

e Receivers By Date - This report displays the items received between
dates that you will be prompted to input upon selecting this report.

e Receivers By Receiver Amount - Generates a report for items
received by their amount that lie within a range that you specify
upon selecting this report.

e Receiver Detail - Displays the received order information for those
received within a specified range. The report is arranged in order of
receiver number.

e Receiver Summary By Invoice - Provides a few columns of
information pertaining to received orders. The list is based on the
date range you enter and is sorted by receiver number.

e Receiver Summary By Year - Displays the current quarter, how
many orders received, as well as, related totals.

Receiver Reports |

o cific Ok |
Feceivers - Range of
Receivers by Date Cancel |

Receiver Detai
Receiver Summarny

Receiver Summary by vear

Figure 4-11 Purchase Order Receiver Reports

4. Vendors
e Vendor Addresses - Generates a report that lists the vendors and
their addresses.
e Vendor Order History - Prints a report containing the vendors and
their respective order histories.
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Vendor Receiver History - Prints a report containing the orders
received from the vendors.

Vendor Phone Roster - Prints a report containing the vendors, the
contact, and home and work phone numbers.

Points of Contact - Displays all the vendors and their phone and fax
numbers, as well as, the contact.

Yendor Reports |

"Jenu:lr rde Higtary

Wendor Recyr Histary Cancel |
Yendar Phone Roster
Foints of Contact

Figure 4-12 Purchase Order Vendor Reports
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Utilities

The Utilities Module controls most of the deleting that is done in the Alpha
Five Accounting application. In addition, it has some system setup options
as well as some initialization and maintenance functions.

E=) Utilities ==

Main menu

Figure 5-1 Utilities Main Menu
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System Setup

The System Setup option allows the user to change system information
involving four global settings. These settings are user information, shipping
charges, transaction accounts, sales tax rate, and zip codes. Each setting
contains multiple fields and the changes to each can be seen throughout the
Alpha Five Accounting program.

User Information

The user information is intended to be entered by one of the companies
owners. The information required is limited to name, address, company,
title and phones. The information can be updated as needed, and entered for
the first time by selected and overwriting the data currently entered.

=

TE1-932-1133

975-391-9772

=

I

Figure 5-2 User Information
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Setup Transaction Accounts

There are certain accounts that are used by Alpha Five Accounting to
control communication between different modules. They are setup to
default values, but can easily be changed. To view or change these accounts
you choose Utilities from the main menu, then System Setup, and finally
Setup Transaction Accounts. The window in figure 5-3 will open and these
accounts can be changed from this window. The default values are listed
below as well as the procedure to change them.

Default Transaction Accounts

Bank Account 1000
Account Receivables Account 1100
Inventory Account 1200
Accounts Payable Account 2000
Sales Tax Account 2011
Sales Discount Account 4280
Purchases Account 4310
Ship Exp. Account 6345

To change a transaction account
1. Click on the field (s) to be changed and replace them with the
appropriate information.

e The box on the right hand side on the account number field will
open a list of available account numbers. The account number must
be a valid account that has already been created.

2. When all changes have been made do one of the following:

e From the Records menu, choose Save Record.

e On the Tool Bar, click the Save the Record You are Editing and
Return to View Mode.

e Press the F9 key
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1000

Figure 5-3 Setup Transaction Accounts Window

Modify Shipping Charges

Initially, and periodically, it will be necessary to modify the shipping
charges. They are saved according to the amount of a sale, and can be
changed by clicking on the field and typing in a new value. If the sale
amount to enter a shipping charge for is not already in the list you can enter
one by choosing Enter a New Record, from the Record menu, or press
‘Ctrl-E’.
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Figure 5-4 Shipping Charges

Modify Sales Tax Rates

It be necessary to modify the Sales Tax Rate, whether initially or in the
future. They are arranged by state, and can be changed by clicking on the
field and typing in a new value. If the state to enter a sales tax rate for is not
already in the list you can enter one by choosing Enter a New Record, from
the Record menu, or press ‘Ctrl-E’.

Figure 5-5 Sales Tax Rate

Modify Zip Codes
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It will be necessary to modify the Zip Codes, most likely when you are first
setting up the system. They are arranged by state and city, and can be
changed by clicking on the field and typing in a new value. To enter a new
zip code into the system, choose Enter a New Record, from the Record
menu, or press ‘Ctrl-E’.

E= Postal Codes M= E3 |

Postal Codes are based on City and Region

City: m

StateRegion: |r.,.1,a,

Fostal Code; ||:|1 oo

Menu

=

Figure 5-6 Zip Codes

Accounts Receivable / Invoice Module - Utilities

This is the selection you will make when you wish to remove the deleted
records from this module. Deleted records remain hidden in the system until
removed by packing the table(s).

Select Databases to Pack

[T Pack Invoices
[T Pack Payments

[T Pack Inventon Yendors
[~ Pack Parts

Cancel

]|
Q. I
_Carce |
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Figure 5-7 Accounts Receivable / Invoice Module Pack

Accounts Payable - Utilities

This is the selection you will make when you wish to remove the deleted
records from this module. Deleted records remain hidden in the system until

removed by packing the table(s).

Select Databases to Pack

[™ Pack Budgeting Accounts

[ Pack Invoices

[~ Pack Payments

[ Pack Wendors

[ Pack Purchase Orders

[ Pack Received Purchaze Orders

Cancel

]
ak. I
_Cancel |

Figure 5-8 Accounts Payable Pack

Master Module - Utilities

This is the selection you will make when you wish to remove the deleted
records from this module. Deleted records remain hidden in the system until

removed by packing the table(s).

Select Master Module Operation

[~ Pack Cash Dizburzements

[~ Pack Cash Feceipts

[T Pack Joumal Entries

[T Pack Chart of Accounts

[ Pack Bank Deposits

[T Resetall GAL Accounts to Zero balance
[ Repair Joumnal Balances

Cancel

]
ak. I
_Carcel |

Figure 5-9 Master Module Pack
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e Reset All G/L Accounts to Zero Balance -This is the selection you
will make when you wish to reset all your journal balances to zero

e Repair Journal Balances - This is the selection you will make when
you wish to repost every transaction in the system to the journal.
Only run this command if your journal becomes out of balance due
to a system or power failure.

Rebuild Indexes

Rebuild indexes re-establishes possibly corrupt connections between
datasets. All windows must be closed and you must have exclusive use of
all databases to perform the rebuild function.

Rebuild Indexes

& Al windmas must be closed and you must have exclusive uze of all databases to rebuild

Figure 5-10 Rebuild Indexes
Remove Sample Data

Remove sample data will remove the systems pre-installed set of
transactions. CAUTION! You should be aware that performing this
function after you have entered your company’s transactions will
remove all your data.

Remove all Data? |
@ Permanently remawve all data?
Tez

Figure 5-11 Remove Sample Data
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Appendix A Alpha Five Accounting Menu Map

Main Menu

» Master Module
1. General Ledger
2. Cash Disbursements
3. Cash Receipts > General Ledger
5. Chart of Accounts 2. Journal Entries
3. Bank Reconciliation
4. Reports
» Accounts Payable
1. Invoices
2. Pay Bills
3. Budget > Receivables
4. Reports 1. Miscellaneous Sales
2. Review All
3. Review by Customer
» Accounts Receivable
1. Customers
2. Receivables
3. Payments
4. Invoicing > Invoicing
5. Reports 1. Customers
2. Invoicing & Returns
» Purchase Orders 3. Post Invoices
1. Purchase Orders 4. Parts
2. Receivers and Returns 5. Reports
3. Vendors
4. Parts
5. Reports
» Utilities
1. System Setup
2. A/R Inv. Module
3. A/P Module
4. Master Module
5. Rebuild Indexes
6. Remove Sample Data
7. Compact Database
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Appendix B - lcon Reference Section

H‘@v“g W« y »l‘b*u;?“—f':?*ﬁ|ﬂ|'}%?»’n EBE'QE??Q‘|@|E§‘|“‘7H

= Print Current Record

& Print Selected Records

& Cut selection to clipboard
Copy selection to clipboard
Paste clipboard

I4 Move to first record

4 Move to previous record

g Move to next record

& Move to last record

h* Enter new record

¥ save Currently edited record
xf

Cancel Changes
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Delete Record

Sort data in ascending order

Sort data in descending order

Query by form

Query Genie

Quick filter by selection

Show all records

Find by index key

Select index/query

Field Statistics

Export to Excel

Mail Merge with Word

Spell check
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Appendix C - Print Preview Reference
Section

You can preview all the pages on screen before printing. This allows you to
review the data and abort the print job if necessary.

To view different pages

e To turn the pages use the right and left arrows located at the
top left of the screen.

e Ifyou know the page number type it in the space between the
two arrows.

To change the preview magnification

e To reduce the magnification so that you see the entire page,
click the zoom out button on the speedbar, choose zoom on
the preview menu., or click anywhere on the document.

e To return to the larger zoomed view, click the zoom in button
on the speedbar, click anywhere in the document or choose
zoom from the Preview menu.

e To toggle between 1-page and 2-page display, click the Page
buttons on the speedbar, or choose One Page or Two Pages
from the Preview menu.
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	Introduction
	This chapter provides basic instructions for installing Alpha Five Accounting and explains a brief overview of the Alpha Five Accounting software package. The user of this documentation is expected to have a working knowledge of accounting principles and
	Alpha Five Accounting includes an easy-to-follow installation program, which is run from your Windows desktop. The installation program installs Alpha Five Accounting and places an icon and program group on your Windows desktop.
	Before installing Alpha Five Accounting you will need to complete the following preliminary steps:
	1.Make sure you have installed Alpha Five version
	2.Make sure you have at least 6.0 MBs of disk storage available for Alpha Five Accounting programs and files.
	3.Make a backup copy of your Alpha Five Accounting CD. You can use the command "DISKCOPY" in DOS  (refer to your DOS manual) or you can use Windows File Manager. ��Keep the original CD in a safe place. Use your copy to install Alpha Five Accounting to 
	4.Stop and read the file named README.TXT on your Program disk. it contains new information and instructions about Alpha Five Accounting. Use Windows WordPad  (or almost any other word processor) to read and print this file.
	Features

	The following summarizes Alpha Five Accounting features:
	?Ease of Use�Alpha Five Accounting simple and easy to use menus allow the user to concentrate on the task at hand.
	?Flexible Reporting�With Alpha Five Accounting, Reporting is made simple. Several standard reports are available to the user simply by pointing and clicking on the desired report.
	?Print Preview�Once a report is ready for printing the user is provided with an automatic print preview capability.  This allows for a fast and easy final check prior to actual printing.
	?Powerful Query Capability�When viewing a particular form the user is able to create a data base query with the push of a button. This feature allows for ad-hoc data analysis and reporting.
	?Modifiable
	Alpha Five Accounting is written in Alpha Five version 5 and includes all the forms, reports, and source code to modify to your companies requirements. Should you require assistance in modifying the application, please contact BetaSoft at 781-932-1133 or
	System Requirements

	To run Alpha Five Accounting for Windows, you need the following:
	?IBM PC or compatible computer  (Pentium or above) with Windows 98 or later installed.
	?Hard Drive with at least 6.0 MBs of free disk space.
	�
	??? MBs of RAM.  (As with most Windows applications, the more memory you have the better. For best results, we suggest a minimum of 64 MBs of RAM.)
	?A standard PC Mouse or equivalent input device  (optional but highly recommended).
	??lpha Five version 5.0
	?A Printer connected to or accessible by the PC  (optional).
	Installing Alpha Five Accounting

	During the installation , the installation program allows you to specify the directories it will create for Alpha Five Accounting. You can either choose the default directory or create your own directory name.
	To Install Alpha Five Accounting:
	Start Windows and insert your Program Disk into drive A.
	From the Program Manager menu bar, open the File menu and click on the Run command.
	Type D:\setup.exe in the Run dialog box and click OK. If your CD-ROM drive is designated to a different letter  (i.e., E) substitute that letter for D.
	The "Alpha Five Accounting" setup window will appear.  Click Next.
	Read the license agreement. You must agree to the license agreement or setup will not continue. If you agree with the license agreement, click Next
	Review the readme.txt file for important updates to the program since the documentation was completed then click Next.
	Enter the destination drive that you want Alpha Five Accounting to be loaded and click OK. Drive C is the default destination drive.��Enter the Directory you want Alpha Five Accounting to be loaded. The default destination directory is "\Program Files
	Once the installation has been completed, you will return to Windows Explorer. You are now ready to start the Alpha Five Accounting application.
	Starting Alpha Five Accounting

	After you have completed the installation, you can start the Alpha Five Accounting application using a couple of different methods:
	From within Alpha Five.
	To start the Alpha Five Accounting application from the Alpha Five Database Management System you will do the following:
	Double click on the Alpha Five Database Management System.
	Click File/Open Database.
	Navigate to the directory that contains the Alpha
	From a Windows Shortcut
	You can create a Windows Icon to access the Alpha Five Accounting application. To do this perform the following steps:
	From Windows Explorer navigate to the directory you want to create the shortcut. Open the file menu and click on the New/Shortcut command. At this point you can create a new group or create a new item within an existing group.
	In the description text box enter a description.
	In the command line text box enter:
	"C:\Program Files\A5V5\Alpha5.exe" c:\Program Files\Alpha Five Accounting\Alpha Five Accounting.adb -NOSPLASH -TITLE="Alpha Five Accounting"
	Note:  “C:\\Program Files\\A5V5\\Alpha5.exe” �
	In the working directory text box enter your Alpha Five directory.
	Click on the Change Icon button. In the directory that you installed Alpha Five Accounting, search for Alpha Five Accounting.ico, select the file, and click OK.
	Click OK in the Change Icon window. Then Click OK in the Program Item Properties window.
	The icon is now created within the group that you selected, or created.
	Normally you start Alpha Five Accounting from within Windows by double-clicking the icon in the Alpha Five Accounting program group. If you want to start Alpha Five Accounting each time you start Windows, you can include the Alpha Five Accounting icon in
	Alpha Five Accounting Tour
	A brief Overview

	Alpha Five Accounting is made up of many screens accessible through menus. Each menu has a button that corresponds to a function. When the button is pressed Alpha Five Accounting accesses that function. The menu tree structure allows the user to easily n
	Each time you start Alpha Five Accounting you will see the " Alpha Five Accounting " main menu. The menu consists of seven functions. Each function can be initiated by positioning the pointer on the desired button in the menu and clicking the left mouse
	Master Module�The Master Module provides access to many of the key Alpha Five Accounting functions. Included in the Master Module is access to the General Ledger, Cash Disbursements, Cash Receipts, Bank Deposits and Chart of Accounts.
	Accounts Payable �The Accounts Payable Module provides access to the Invoicing, Bill Paying, Budgeting and Reporting Sub-functions.
	Accounts Receivable�The Accounts Receivable Module accesses the Customer, Receivables, Payments, Invoicing, and Reporting sub-functions.
	Purchase Orders �The Purchase Orders Module provides access to parts and vendors for, as well as, tracking and generation of, your companies purchase orders.
	Utilities�The Utilities button provides the user access to the permanent delete functions and the rebuild indexes function. These functions will be described in detail in the Utilities Chapter.
	About�The About button will provide the user with the current version of the software and Contact information in the event that consulting services or application customization is required.
	Exit�Pressing the Exit button will cause you to leave Alpha Five Accounting and return to Microsoft Windows, or Alpha Five.
	�
	Figure 1 Alpha Five Accounting main menu
	Converting your existing accounting system to Alpha Five Accounting

	Before using the system in a live environment, or converting your existing system to Alpha Five Accounting, you should familiarize yourself with the features and functionality of the Alpha Five Accounting application. Here is a suggested course of action
	Review the user’s manual
	Perform transactions using the sample data provided. Once you are comfortable with the application, enter some of your own test transactions.
	Once you have an understanding of Alpha Five Acco
	Obtain a current trial balance from your accounting system or your accountant.
	Input all outstanding accounts payable and accounts receivable transaction from your current system. In order to save time you can enter receivable information into Miscellaneous Sales, rather than entering invoices.
	Enter the parts/services in Parts.
	Reset the General Ledger accounts to zero balance from the Master Module option within the Utilities menu.
	Enter a journal entry containing your current account balances.
	Your system is now ready for use.
	Master Module
	This chapter contains the information needed to move around and perform operations which are located in the Master Module. The layout of the chapter is the same as you will find in the program. Each menu and sub-menu are described, and the list of availa
	Overview

	The Master Module provides access to many of the key Alpha Five Accounting functions. Included in the Master Module is access to the General Ledger, Cash Disbursements, Cash Receipts, Bank Deposits and Chart of Accounts  (see figure 1-1).
	�
	Figure 1-1 Master Module Main Menu
	General Ledger

	The General Ledger Menu allows the user to access
	�
	Figure 1-2 General Ledger Main Menu
	
	Chart of Accounts


	The Chart of Accounts function provides a variety of views and operations for the General Ledger accounts. The views available allow you to see all the accounts, or all the accounts with their respective balances. A new account can be added and an existi
	Views
	Account Number Ranges
	Adding a New Account
	Changing an Existing Account
	Marking and Unmarking an Account for Delete
	Additional Features
	
	
	Views



	There are two ways in which the user can view the information contained in the Chart of Accounts. The two views, or forms, are named View Chart of Accounts, and View General Ledger. Each form can be opened  in one of two ways. First, by  selecting Open F
	Upon entering the Chart of Accounts from the General Ledger Menu the Chart of Accounts view is automatically displayed. This view shows all the current account numbers and their description. In addition this window contains the ranges for account types t
	�
	Figure 1-3 Chart of Accounts View
	The other form available is the View General Ledger Form. This form displays the information in the same way that the view Chart of Accounts form did, however it also displays the debits and credits for each account number as well as the total debits and
	�
	Figure 1-4 View General Ledger Form
	
	
	Account Number Ranges



	The transactions performed in Alpha Five Accounting are allocated to specified account numbers. The account numbers are arranged according to whether they are assets, liabilities, equity, income, or expenses. Each of these categories has a range of accou
	Assets                         1000 - 1999
	Liabilities                    2000 - 2999
	Equity                         3000 - 3999
	Income                       4000 - 4999
	Expenses                    5000 - 9999
	
	
	Adding an Account



	Adding a new account to the chart of accounts can be done from the Chart of Accounts view (see chart of accounts/views).
	To enter a new account
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	Type in a new, unique, account number which lies in the appropriate account number range. The number will only be four digits if you only enter four. No zeros are appended nor do you have to enter any if a four digit number is what you desire. A six digi
	Type in the account number's description.
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key.
	If you wish to enter multiple records press the Return key after each account description is entered.
	Note:   If you wish to cancel the record you are entering at any time in the process do one of the following:
	From the Records menu, choose Cancel Changes.
	On the Tool Bar, click the Cancel Changes icon (see icon reference section).
	Press the Esc key.
	
	
	Changing an Existing Account



	Once an account has been entered and saved you can edit either the account number, or description. Changing an existing account can be done from the Chart of Accounts view (see chart of accounts/views). Remember the account number can not be changed fo
	To change an existing account
	Select the account to be changed by either moving to the account in the Default Form view, or by clicking once on the account in the Chart of Accounts view.
	Click on the field to be changed and replace the appropriate information.
	When all changes have been made, do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	Note:   If you wish to cancel the record you are editing at any time in the process do one of the following:
	From the Records menu, choose Cancel Changes.
	On the Tool Bar, click the Cancel Changes icon (see icon reference section).
	Press the Esc key.
	
	
	Delete



	Deleting accounts, in Alpha Five Accounting, from the chart of accounts is a safe and efficient process. You should note that only accounts that have a zero balance are available for deleting.
	
	
	
	Deleting an Account




	To delete an account
	Select the account to be deleted by clicking once on the account in the Chart of Accounts view.
	Do one of the following:
	From the Records menu, choose Delete Record.
	Click the Delete Record icon on the toolbar.
	Type CTRL+D.
	
	
	Additional Features



	There are many operations that can be performed i
	
	Journal Entries


	Journal entries are made periodically whenever you wish to enter non-cash transactions into the General Ledger. These transactions do not take place in everyday business. However, they are still imperative to accurate record keeping for your business. Ex
	Alpha Five Accounting’s journal entry procedure i
	�
	Figure 1-5 Journal Entries Window
	The first option is Entering Journal Entries. Choosing this allows you to view, add, edit, and delete journal entries. The second option is Post Journal Entries to General Ledger. This selects all the unposted journal entries and updates the general ledg
	Enter Journal Entries
	Form Description
	Entering a New Journal Entry
	Editing an Existing Journal Entry
	Deleting a Journal Entry
	Post journal entries to the general ledger?
	Additional Features
	
	
	Enter Journal Entries



	Choosing Enter Journal Entries after pressing the Journal Entries button provides the user with all the options concerning journal entries, except for posting to the general ledger. You can add new journal entries or perform operations on existing entrie
	
	
	
	Form Description




	Once you choose Enter Journal Entries you will see the form pictured below in figure 1-6.
	�
	Figure 1-6 Journal Entries Window
	Field Description
	The first field, Date, contains the date that the journal entry was entered. The Entry field is a number that Alpha Five Accounting assigns to the current journal entry. Next, Source is the field which holds any descriptive text that will help you when v
	Scrolling Through Records
	Scrolling through the existing journal entries is done using the arrows at the bottom left of the screen (see figure 1-6). The innermost right and left arrows are used to step through the individual records one at a time, using the Entry number as the 
	
	
	
	Entering a New Journal Entry




	To enter a new journal entry
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	The Date field is automatically set to the current date, but it can be changed, if you choose to do so. The Entry # as well as the Status fields are also set by the database, however, they cannot be changed. The Source field is a place to put descriptive
	Click anywhere in the gray region under Account, Description, Debits, and Credits titles.
	Enter an account number in the Account field, or 
	Click on either the credit or the debit field and enter the appropriate amount. Either a credit or a debit can be entered for an account on one line, not both.
	If you want to add another account debit or credit to this entry do one of the following while:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	Press the Return key after adding the debit or credit.
	When you are finished adding accounts click in the Date, Entry #, Source, or Status Field and do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	Note:   Although you can enter a journal entry that is out of balance, it is not recommended, if you wish to keep accurate records. However, you can enter an out of balance entry, save it, and before it is posted return and make the changes necessary to
	
	
	
	Editing an Existing Journal Entry




	Only journal entries that have not been posted or deleted allow editing. Once an entry has been posted there is no way to make a change to that specific entry. An additional adjustment must be made to obtain the desired result.
	To edit an existing journal entry
	Select the journal entry to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	
	
	Deleting a Journal Entry




	There are two different delete operations that you can perform in Alpha Five Accounting. The first, deletes the entire selected journal entry, and the second deletes specific account debits or credits from a journal entry. Deleted journal entries and acc
	Deleting accounts from a journal entry
	Select the journal entry that contains the account transaction which is to be deleted by scrolling through the available entries until the one to change is displayed.
	Click once on the account transaction to delete.
	From the Records menu, choose Delete Record or type CTRL+D.
	Note:   Once the above operation is performed the account transaction is lost. There is no way to recover this transaction.
	Deleting journal entries
	Select the journal entry that is to be deleted by scrolling through the available entries until the one to delete is displayed.
	Click once on the Delete button located at the bottom of the form
	Click on Yes when asked “Delete this journal entr
	Note:   Once the above operation is performed the journal entry is lost. There is no way to recover it.
	
	
	Post Journal Entries to General Ledger



	Once all journal entries are in the order you want them, you can post them to the general ledger. Upon posting, the appropriate accounts are adjusted, and the status field for the journal entry is changed to Posted. Once posted, the entry cannot be modif
	
	
	Additional Features



	There are many operations that can be performed within the Journal Entries window that are outside the scope of this book. The Find a Record operation, for example, can be used to look through the journal entries, find the desired record, and make it the
	
	Bank Reconciliation


	The bank reconciliation feature allows the user to compare their actual bank statement to the financial records stored within the Alpha Five Accounting application. Bank reconciliation is normally performed at the end of the month, and Alpha Five Account
	
	
	Procedure



	The Bank reconciliation process spans three separate windows. The first window is where the bank statement information is input. The next window is where specific checks, disbursements, and deposits are selected for consideration against the statement. T
	Window 1
	This is the window you will enter upon choosing Bank Reconciliation from the General Ledger menu (see figure 1-7). Provided at the top of the window, as an aid to the user, is a list of the necessary steps to perform a bank reconciliation. The first ti
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	Now you can return to the main menu again, or continue to the second window using the appropriate buttons at the bottom.
	�
	Figure 1-7 Bank Reconciliation Screen 1
	Window 2
	Choosing continue in window 1 activates window 2 
	Bank charges or interest
	Unlisted transaction on bank statement occurs after statement date within Alpha Five Accounting.
	Checks in Accounts Payable were not posted
	If the discrepancy is one which requires that you leave the bank reconciliation section to make a change, you can choose the Done button, and choose Hold Cleared Items in the final window. This allows you to return to the second window with all the clear
	�
	Figure 1-8 Bank Reconciliation Screen 2
	Window 3
	The third and final window provides the user with three exiting options (see figure 1-9). This provides control and flexibility over the functioning of the bank reconciliations. The options, as well as a brief description of each are listed below.
	Cancel Reconciliation, Reset All Cleared Items
	This choice disregards all actions that were performed in window 2. No changes are made and you exit to the General Ledger menu.
	Hold Cleared Items
	This choice allows you to leave bank reconciliations and return to the point that you left off at. No information is saved permanently, which means you can return and modify any of the cleared or uncleared items. After choosing you exit to the General Le
	Save Reconciliation Changes As Permanent
	This is the option to choose when the bank reconciliation is complete. This means that your bank statement and computer files are in sync. You will not be able to return to this later to make changes, so be sure that it is correct.
	�
	Figure 1-9 Bank Reconciliation Screen 3
	
	Reports


	Alpha Five Accounting’s General Ledger contains s
	Cash Disbursements Journal
	This report prints out a listing of cash disbursements, which lie within a range that you provide. Upon selecting this report, and choosing OK you will be prompted for a start date. Enter the earliest date for the desired disbursements. Choose OK and the
	Cash Receipts Journal
	This report prints out a listing of cash receipts, which lie within a range that you provide. Upon selecting this report, and choosing OK you will be prompted for a start date. Enter the earliest date for the desired receipts. Choose OK and then enter th
	Trial Balance
	A Trial Balance report prints out a listing of general ledger accounts as well as their current credits and debits. There are no arguments required for this report.
	Balance Sheet
	A Balance Sheet report divides the account numbers by their category (assets, liabilities, equity, etc.). Then displays the account balances, category balances, and some overall totals. There are no arguments required for this report.
	Income Statement
	The income statement displays income and expense 
	Chart of Accounts
	Periodically it may be useful to have a printed list of the accounts in the general ledger to refer to. The Chart of Accounts report provides this by printing a list of all account numbers and their descriptions. There are no arguments required for this
	General Ledger Report
	The General Ledger Report provides an audit trail of all transactions entered into the system. Note that the Audit option in the user setup must be enabled for the audit trail function to operate. The user is required to enter a range of account numbers
	�
	Figure 1-10 General Ledger Reports
	Cash Disbursements

	Cash Disbursements is where you will enter transactions that create debits for specific accounts. This includes checks that you are manually writing and checks that you plan on printing. You can also enter disbursements, such as bank charges, that do not
	View Existing Disbursements
	Enter Check
	Edit Check
	Print Check
	Void Check
	Additional Features
	
	View Existing Disbursements


	Once a disbursement has been entered, it can be viewed at any time. This holds true whether it has been voided or not. The disbursements can be scrolled through by using the record scroll arrows located at the bottom left of the window (see figure 1-11
	�
	Figure 1-11 Cash Disbursements
	
	Enter Check


	To enter a check in Alpha Five Accounting’s cash 
	To enter a check
	Do one of the following:
	Click once on the Enter Check button.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	Type in a new check number if the one assigned is not what you want.
	The current date is automatically entered in the date field, however, it can be changed if necessary.
	Select who the check is for by clicking on the bo
	Enter the amount that the check is for.
	At the bottom of the window, disburse to the appr
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	If you wish to disburse to more than one account 
	
	Edit Check


	To edit an existing disbursement
	Select the disbursement to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	Print Check


	Alpha Five Accounting’s Print Check option, allow
	Alpha Five Accounting Checks in both Master Module Cash Disbursements and Accounts Payable conform to NEBS product # 13021-1 (check) with # 9380 (envelope). Checks can be ordered by calling NEBS direct at (800) 225-9540
	
	Void Check


	The void check function is the function to use wh
	To void cash disbursement check.
	Select the cash disbursement that is to be voided by scrolling through the available entries until the one to void is displayed.
	Click once on the Void button located at the top right of the form
	Click on OK when told  “This function will delete
	Choose Yes when asked “Are you sure that you want
	
	Additional Features


	There are many operations that can be performed within the Cash Disbursements window that are outside the scope of this book. The Switch to Browse operation, for example, can be used to view a listing of all the disbursements in table form. This saves th
	Cash Receipts

	Cash Receipts is where you will enter transactions that create credits for specific accounts. This option does not include checks that you wish to apply to accounts receivables invoices. These checks are handled by the Accounts Receivable, Payments optio
	View Existing Receipts
	Enter Receipt
	Edit Receipt
	Void Receipt
	Additional Features
	
	View Existing Receipts


	Once a receipt has been entered, it can be viewed at any time necessary. This holds true whether it has been voided or not. The receipts can be scrolled through by using the record scroll arrows located at the bottom left of the window (see figure 1-12
	�
	Figure 1-12 Cash Receipts
	
	Enter Receipt


	To enter a Receipt in Alpha Five Accounting’s cas
	To enter a receipt
	Do one of the following:
	Click once on the Enter Receipt button.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	The current date is automatically entered in the date field, however, it can be changed if necessary.
	Select who the check is from by clicking on the b
	Enter the amount that the check is for.
	At the bottom of the window, disburse to the appr
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	If you wish to disburse to more than one account 
	
	Edit Receipt


	To edit an existing receipt
	Select the receipt to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	Void receipt


	The void receipt function is the function to use 
	To void a cash receipt.
	Select the cash receipt that is to be voided by scrolling through the available entries until the one to void is displayed.
	Click once on the Void button located at the top right of the form
	Click on OK when told “This function will delete 
	Choose Yes when asked “Are you sure that you want
	
	Additional Features


	There are many operations that can be performed within the Cash Receipts window that are outside the scope of this book. Some examples of these operations include Set Range, Locate, Queries, and Find a Record. If further information is required, refer to
	Bank Deposits

	If you wish to record the bank deposits, it can b
	View Existing Bank Deposits
	Enter Bank Deposit
	Edit Bank Deposit
	Void Bank Deposit
	
	View Existing Bank Deposits


	Once a deposit has been entered, it can be viewed at any time necessary. This holds true whether it has been voided or not. The deposit can be scrolled through by using the record scroll arrows located at the bottom left of the window (see figure 1-13)
	�
	Figure 1-13 Bank Deposits
	
	Enter Bank Deposit


	To enter a Bank Deposit in Alpha Five Accounting’
	To enter a bank deposit
	Do one of the following:
	Click once on the Enter Deposit button.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	The current date is automatically entered in the date field, however, it can be changed if necessary.
	Enter a description that will help you to identify the deposit, or keep the default text of Bank Deposit.
	Enter the amount that the deposit is for.
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	If you wish to disburse to more than one account 
	
	Edit Bank Deposit


	Modifications can be made to bank deposits after they have been entered and saved. The following procedure explains how this is done.
	To edit an existing bank deposit
	Select the deposit to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	Void Bank Deposit


	The void bank deposit function is the what to use
	To void a bank deposit.
	Select the deposit that is to be voided by scrolling through the available entries until the one to void is displayed.
	Click once on the Void button located at the top right of the form
	Choose Yes when asked “Are you sure that you want
	Chart of Accounts

	The Chart of Accounts description is the same as it appears in the General Ledger section contained at the beginning of the Master Module chapter.
	Accounts Payable
	Alpha Five Accounting’s Accounts Payable module p
	�
	Figure 2-1 Accounts Payable Main Menu
	Invoices

	The accounts payable invoice window is where you enter, edit, void, and view payable invoices. You can allocate the invoice to the appropriate account (s), view the current invoice balance, and see the payment history all from within this window. The w
	View Existing Invoices
	Enter Invoice
	Edit Invoice
	Void Invoice
	
	View Existing Invoices


	Once an invoice has been entered, it can be viewed at any time thereafter. This holds true whether it has been voided or not. The invoices can be scrolled through by using the record scroll arrows located at the bottom left of the window (see figure 2-2
	�
	Figure 2-2 Accounts Payable Invoices
	
	Enter Invoice


	To enter an invoice in Alpha Five Accounting’s ac
	To enter an invoice
	Do one of the following:
	Click once on the Enter Invoice button.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	Select the appropriate vendor from the Vendor window or click on the Enter button to add a new vendor. Once selected choose OK.
	Enter the vendor ID into the vendor field. When you leave this field the vendor name will be filled in next to it.
	The current date is automatically entered in the date field. When you click inside the Date field you will have the ability to change to another valid date, if necessary.
	The Due Date field contains the date one month from the current date. When you click inside the Date field you will have the ability to change to another valid date, if necessary.
	The invoice amount is a required field located to the right of the due date.
	To assign the invoice to particular accounts click in the gray region under the Account Number, Account Description, and Amount headings.
	If you wish to disburse to more than one account, just press the enter key when you are done with the current account.
	When done, do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	
	Edit Invoice


	To edit an existing invoice
	Select the invoice to change by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to change and replace them with the appropriate information.
	Upon completion of all changes do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	Void Invoice


	Use the void invoice function when you wish to ca
	To void an invoice.
	Select the invoice that is to be voided by scrolling through the available entries until the one to void is displayed.
	Click once on the Void button located at the top right of the form
	Click on OK when told “This function will delete 
	Choose Yes when asked “Are you sure that you want
	Pay Bills

	The Pay Bills option allows you to see all the bills that are currently open, in addition to the standard payment functionality that is necessary to record payments. Some of the payment functions available are entering, posting, and printing checks.
	�
	Figure 2-3 Pay Bills
	
	Show Bills


	Show Bills button allows you see the bills that you currently owe. The bills are displayed in a print preview which gives you the option of producing a hard copy. Running a Pending Payments report will produce the same result.
	
	Enter Check


	To enter a check
	Do one of the following:
	Click once on the Enter Check button.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	Select the vendor, which the check is for, from the vendor menu that is displayed after choosing to enter a check.
	Type in a new check number if the one assigned is not what you want.
	The current date is automatically entered in the date field, however, it can be changed if necessary.
	The check amount is equal to the total of invoice
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	
	Print


	When you wish to print checks press the Print Checks button. You will be asked if you want to just print the current check or if you want to batch print all non-printed checks. Make the appropriate choice and select OK. This calls the print preview for t
	
	Post Checks


	After entering a check you will want to post it so that other areas within Alpha Five Accounting, that use payment information, can update the necessary fields. You should post checks when you are ready to send a check.
	Budget

	Alpha Five Accounting’s budget feature allows you
	�
	Figure 2-4 Budget
	
	Adding an account


	In order to create a budget you must first add the accounts that you wish to include. Alpha Five Accounting allows you to add accounts after the budget has been saved, so there is no need to include all accounts at once. Alpha Five Accounting also compar
	To add an account
	Do one of the following:
	Click on the New Account button
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	Press the button in the far right of the Account field to select an account, or if the number is know, enter it in the account field.
	Click in the budgeted column and enter the desired value, or accept the default of $200.00.
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	Note:   If you wish to cancel the record you are entering at any time in the process do one of the following:
	From the Records menu, choose Cancel Changes.
	On the Tool Bar, click the Cancel Changes icon (see icon reference section).
	Press the Esc key.
	
	Changing Account Information


	You may find it necessary to change the amount that you have budgeted for an account. The necessary steps to do this are listed below.
	Changing budget information
	Do one of the following:
	From the Records menu, choose Change This Record.
	On the Tool Bar, click the Change the Current Record icon (see icon reference section).
	Type ‘C’.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	Deleting an Account


	Deleting is used when account is to be removed from the budget. Deleting permanently removes the account from the database.
	To delete an account
	Select the account to be deleted by clicking once on the account in the Budget window.
	Do one of the following:
	From the Records menu, choose Delete Record.
	Type CTRL+D.
	
	View By Month


	The view by month option allows you to view the actual compared to the forecasted for each month (see figure 2-5). You can change months using the buttons at the top of the window, and monthly and yearly information is displayed for each.
	�
	Figure 2-5 Budget View By Month
	
	Reports


	Alpha Five Accounting’s Accounts Payable contains
	�
	Figure 2-6 Accounts Payable Reports
	Aging By Company
	This report takes no parameters from the user and prints all the open bills by vendor, and gives both the company, as well as the overall, totals.
	Budget Variance
	This report displays, by account, the current budget information for the year. Include in this printout is the actual and forecasted data, as well as the difference between the two. The Budget Variance report does not require any arguments from the user.
	Issued Checks
	The Issued Checks report gives information, in list form, on check numbers, the checks amount, the date issued, and the vendor ID.
	Outstanding By Due Date
	This report shows all the outstanding payable invoices arranged with the oldest one first.
	Outstanding By Vendor
	This report is the same as Outstanding By Due Date only arranged alphabetically by vendor.
	Payable Aging
	This report shows the accounts with their respective balances split into different columns depending whether they are current, over 30, over 60 or over 90. The total for each vendor is also displayed on this report.
	Pending Payments
	All the payments that have yet to be resolved arranged by vendor.
	Vendors
	Vendors
	The list of vendors is displayed with a few fields of information pertaining to them.
	Accounts Receivable
	Alpha Five Accounting’s Account Receivable module
	Customers
	Receivables
	Payments
	Invoice Module
	Reports
	�
	Figure 3-1 Accounts Receivable Main Menu
	Customers

	The Customers option allows the user to scroll through  view  and edit existing customers, add new customers, and see an account receivable summary for customers. The following is a list of topics covered in the remainder of the Accounts Receivable Custo
	Field Information
	A/R Summary
	Enter A Customer
	Edit A Customer
	Deleting And Undeleting A Customer
	�
	Figure 3-2 Customers Window
	
	Field Information


	The layout of the customer is form is seen above in figure 3-2. All the fields are self explanatory, however, some do have specifications that should be mentioned.
	Taxable \( this field indicates whether the cust
	Tax Rate ( this field holds the tax rate for customers that are taxable. The rate is entered as a percentage, not a decimal. However, this does not restrict the percent from being a decimal value.
	Discount ( this field holds the discount rate. As with the tax rate, this too is a percentage and same rules that apply for the tax rate apply for the discount.
	Postal Code ( this field can be filled with one of the postal codes that have loaded by clicking once in the box at the right end of  the field, selecting the desired zip code in the pop-up window, and choosing OK.
	
	A/R Summary


	The A/R Summary is seen by clicking the A/R Summary button. The fields are all locked and the totals are all self explanatory. This screen is very useful when you are being asked for a trade reference on one of your customers. Most, if not all, of  the q
	�
	Figure 3-3 Customers A/R Summary
	
	Entering A Customer


	Entering a customer into your system is done quick and easily from the Customer window.
	To enter a new customer
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	Enter which ever information you have on the customer in the appropriate fields. All fields that you are unsure of can be added later by editing the customer. A description of the steps necessary to edit a customer is given in the section following this
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	Note:   If you wish to cancel the record you are entering at any time in the process do one of the following:
	From the Records menu, choose Cancel Changes.
	On the Tool Bar, click the Cancel Changes icon (see icon reference section).
	Press the Esc key.
	
	Editing A Customer


	You may find it necessary to change, or add to, a
	Changing a customer
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	Deleting


	Deleting is used when a customer is to be removed from the database.
	To delete a customer
	Select the customer to be deleted by scrolling through the available customers until it is displayed.
	Do one of the following:
	From the Records menu, choose Delete Record.
	Type CTRL+D.
	Receivables

	The Receivables menu allows you to enter invoices that may not be generated from within Alpha Five Accounting. It also allows the user to review all the receivables in able form or view them according to the customer they are for.
	�
	Figure 3-4 Receivables Menu
	
	Miscellaneous Sales


	The Miscellaneous Sales window is where you enter, edit, void, and view receivable invoices that are not entered using the Invoice Module. A reason for entering the invoice here instead of using the Invoice Module may be due to the fact that your company
	Within this window, you can allocate the invoice to the appropriate account (s), view the list of existing invoices, add new invoices, and change the existing invoices. The window is shown in figure 3-5, and the following is a list of topics covered in
	View Existing Invoices
	Enter Invoice
	Edit Invoice
	Void Invoice
	
	Viewing Existing Invoices in Miscellaneous Sales


	Once an invoice has been entered, it can be viewed at any time thereafter. The invoices can be scrolled through by using the record scroll arrows located at the bottom left of the window (see figure 3-5), or by selecting First, Last, Next, or Previous 
	�
	Figure 3-5 Miscellaneous Sales Invoices
	
	Enter Invoice


	To enter an invoice in Alpha Five Accounting’s Mi
	To enter an invoice
	Do one of the following:
	Click once on the Enter Invoice button.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon (see icon reference section).
	Type ‘Ctrl-E’ at any point in the form.
	The Date field is automatically set to the current date, however, you can change it if necessary.
	The invoice number is taken from whatever invoice you are using as the source for the information. If there is no invoice number, this field can be left blank.
	The Customer ID is entered by clicking first in the Customer ID field, and then on the box at the far right of this field. Doing this allows you to select from existing customers, or enter a new one.  Select the customer, choose OK and the ID is entered
	The invoice amount is a required field and is located below the Company Name field.
	To assign the invoice to particular accounts click in the gray region under the Account,  Amount, and Description headings.
	Click on the box at the far right of the Account Number field to select an account to apply to.  Click once on the account and choose OK. The Account field will be loaded with that account. Next add the amount to disburse. The description field will be u
	If you wish to disburse to more than one account, just press the enter key when you are done with the current account.
	When done, do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key.
	
	Edit Invoice


	To edit an existing invoice
	Select the invoice to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	Void Invoice


	The void invoice function is to be used when you wish to cancel the entire selected invoice. Once the operation is performed the invoice is permanently removed from the system.
	To void an invoice.
	Select the invoice that is to be voided by scrolling through the available entries until the one to void is displayed.
	Click once on the Void button located at the top right of the form
	Click on OK when told “This function will delete 
	Choose Yes when asked “Are you sure that you want
	To delete the account to disburse to
	Select the invoice that contains the account disbursement which is to be deleted by scrolling through the available entries until the one to change is displayed.
	Click once on the account transaction to delete.
	From the Records menu, choose Delete Record or type CTRL+D.
	Now the account is marked for delete and can be permanently removed by doing the following:
	From the Utilities menu, choose Accounts Receivable Pack.
	When asked “permanently remove marked accounts re
	Choose Delete Invoices and select OK.
	
	Review All Receivables


	The Review All Receivables window allows you to look at all the outstanding receivables in a table format. This window also displays the totals for the amount due, payments, and the outstanding amount.
	�
	Figure 3-6 Review All Receivables Window
	
	Review by Customer


	The Review By Customer Window allows you see each
	�
	Figure 3-7 Review By Customer Window
	Payments

	The Payments option allows you to choose between entering new payments and reviewing past payments. The choice is made from a window which is open upon pressing the payments button on the Accounts Receivable menu (see figure 3-8A).  Some of the payment
	�
	Figure 3-8A Payment Option Window
	�
	Figure 3-8B Payment Window
	
	Show Invoices


	The Show Invoices button allows you see the invoices that are currently open. The bills are displayed in a print preview which gives you the option of producing a hard copy. Running an Accounts Receivable Aging report will produce the same result.
	
	Enter Payment


	To enter a payment
	Do one of the following:
	Click once on the Enter Payment button.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	Select the vendor from the vendor menu that is displayed after choosing to enter a payment.
	Type in a check number in the field at the top right of the window.
	The current date is automatically entered in the date field, however, it can be changed if necessary.
	The payment amount is equal to what you enter in the amount paid column next to the appropriate invoices located at the bottom of the window. To change the amount paid either type 'C' with the cursor in the in the amount paid field next to the appropriat
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save the Record You are Editing and Return to View Mode.
	Press the F9 key.
	
	Post Payments


	After entering a payment you will want to post it so that other areas within Alpha Five Accounting, that use payment information, can update the necessary fields. You should post payments after the payment is entered correctly and future changes will not
	
	Report


	After entering all payments, a summary report may be printed by selecting this button. This report displays all your payments with additional information including the check number, outstanding balance, and date
	
	
	Review Past Payments



	The Review Past Payments window allows you to scroll through payments which have already been applied (see figure 3-8C). The payments are arranged by company and no data entry is allowed on this form. To switch from customer to customer use the record 
	�
	Figure 3-8C Past Payments Window
	
	
	Show Invoices



	When reviewing past payments the Show Invoices button allows you see the invoices that are currently open. The bills are displayed in a print preview which gives you the option of producing a hard copy. Running an Accounts Receivable Aging report will pr
	Invoice Module

	The Invoice Module allows you to gain access to all the invoicing, parts, and receivables posting information contained within Alpha Five Accounting. In addition, you have all the customer information as well as an extensive reporting system contained wi
	�
	Figure 3-9 Invoice Module Main Menu
	
	Customers


	The Invoice Module’s Customer option is the same 
	
	Invoices and Returns


	The Invoices and Returns section is where the companies invoices are entered, edited, and stored. There are a variety of fields, which allow for a wide range of invoicing options. This section covers the information needed for the user to enter, edit, an
	�
	Figure 3-10 Invoices and Returns
	Entering an invoice
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	The Date field is automatically set to the current date, however, you can change it if necessary. The field will appear to be empty until you click once inside it.
	The invoice number is assigned, but it too can be changed.
	There are a number of selections to be made at the top of the window. They are listed below with a brief description of what is meant by each.
	Mail Order - Click on this field if you are shipping the order to the customer.
	Business - Click on this field if the customer is a business.
	Discount - Click on this field if the customer is authorized to take a discount.
	Return - Click on this field if this is a return rather than an invoice.
	To proceed any further you need to save the record using one of the following methods
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key.
	To enter information in the Sold To field click on the field and then on the box that appears in the right end of the field. You can select from the list of customers that appears in the new window, or you enter a new one. When you are done with either p
	The salesman's name can be entered in the Sold By field, however it is optional.
	Click once in the Paid by field, then click on the box that appears at the right end of this field. This gives you the list of paying options to choose from. This choice will determine which fields must be filled in, and which must be passed over The PO
	To assign line items to the invoice, click in the gray region and do one of the following.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	Click on the box at the far right of the Part Number field to select a part to add to the invoice to.  You can also add a part at this point.
	The default general ledger account number that was entered when the part was first added to the system will be inserted in the Acct # field. This account number can be changed for a specific order without changing the default GL number.
	To change the account number from the default to another number click inside the field, erase the default account number, and enter a valid general ledger number.
	The last required field is the quantity for the part being ordered.
	When done, do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key.
	
	Edit Invoice


	To edit an existing invoice
	Select the invoice to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	Void Invoice


	The void invoice function is to be used when you wish to delete the entire selected invoice. Once the operation is performed the invoice is deleted from the system.
	To void an invoice.
	Select the invoice that is to be voided by scrolling through the available entries until the one to void is displayed.
	Click once on the Void button located at the top right of the form
	Click on OK when told “This function will delete 
	Choose Yes when asked “Are you sure that you want
	To delete the account to disburse to
	Select the invoice that contains the account disbursement which is to be deleted by scrolling through the available entries until the one to change is displayed.
	Click once on the account transaction to delete.
	From the Records menu, choose Delete Record or type CTRL+D.
	
	Post Invoices


	Alpha Five Accounting’s Post Invoices button make
	
	Parts


	The Parts window is where you control all aspects of  inventory control. You are able to change the on order quantity, and on hand quantity, as well as, many other fields pertaining to proper parts managing. There is a list of the current parts with the
	�
	Figure 3-11 Parts Window
	
	
	Index



	The Index button allows you to change the manor in which the parts are displayed in the window at the top left of the screen. Locate by Part Number arranges the parts according to the part number, and Locate by Part Name arranges the parts alphabetically
	
	
	History



	The History button displays a window that contains the parts history in terms of sales. Individual invoices that contained the part are listed, and some overall statistics on the part is also displayed
	
	
	Entering a New Part



	To enter a new part
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	A part number will be assigned when entering, however, you can change it if necessary.
	The description is a required field so it must not be left blank.
	The GL Account is a required field and can not be left blank. This is the default GL account number that is used on your invoices. The number can be changed on specific orders but defaults to this when none is entered. You can type in the account number,
	The Unit Price is the only additional required field, and the rest of the fields are self explanatory.
	When done, do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save the Record You are Editing and Return to View Mode.
	Press the F9 key
	
	
	Editing an Existing Part



	Editing the parts is important in keeping track of parts on order, as well as parts on hand. When a part goes on order you need to edit the part so that it reflects this on order state. In addition, the on hand amount must be adjusted when the order arri
	To edit an existing part
	Select the part to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon (see icon reference section).
	Press the F9 key
	
	
	Deleting Parts



	To delete a part
	Deleting a part permanently deletes it from the system.
	Select the part that is to be deleted by scrolling through the available entries until the one to delete is displayed.
	From the Records menu, choose Delete Record or type CTRL+D.
	
	Reports


	Alpha Five Accounting’s Invoice Module contains f
	�
	Figure 3-12 Invoice Module Report Categories
	Customers (see figure 3-14)
	Customer Addresses - Generates a report that lists the customers and their addresses.
	Customer History - Prints a report containing the customers and their respective payment histories.
	Customer Phone Roster - Prints a report containing the customers, the contact, and home and work phone numbers.
	Points of Contact - Displays all the customers and their phone and fax numbers, as well as, the contact.
	Invoices (see figure 3-15)
	Invoice - Specific - Prompts the user to input an invoice number and then prints requested invoice.
	Invoices - Range Of - This report allows you to print a specific invoice, invoices that lie within a range, or a sales summary for a specified time range. You can print to the screen or the printer and you fill in the fields depending on your selection.
	Sales By Date - This report displays the sales made between a date that you will be prompted to input upon selecting this report.
	Sales By Sales Amount - Generates a report for sales by their amount that lie within a range that you specify upon selecting this report.
	Sales Detail By Invoice - Displays the sales information for invoices that are within a specified range. The report is arranged in order of invoice number.
	Sales Summary By Invoice - Provides a few columns of information pertaining to invoices. The list is based on the date range you enter and is sorted by invoice number.
	Sales Summary By Year - Displays the current quarter, how many orders sold, as well as, related totals.
	Parts (see figure 3-16)
	Inventory Price List - Generates the current list of parts, along with their description and unit price.
	Inventory Count Sheets - Displays the list of parts, how many are on hand and on order, and a place to enter a physical count in by hand.
	Parts Listing - Gives a list of parts on hand and on order. Also displays the minimum and maximum quantity and the current value of the parts on hand.
	Suggested Parts Order - This report prints out a listing of part that should be considered for order.
	�
	Figure 3-14 Customer Reports
	�
	Figure 3-15 Invoice Reports
	�
	Figure 3-16 Parts Reports
	Reports

	Alpha Five Accounting’s Accounts Receivable modul
	Detailed Aging
	This report generates a detailed aging report, which includes each receivable displayed by customer. There are no required parameters for this report.
	Summary Aging
	This report is similar to the detailed aging, however, it only displays each companies total owed, not each invoice that is owed.
	Customer Statements
	Alpha Five Accounting’s Customer Statements repor
	Miscellaneous Sales Journal
	This report displays the activity in the Miscella
	Payments Journal
	This report prints the accounts receivable activity for the time range that the user gives it upon choosing the report.
	Purchase Orders
	The Purchase Order module contains everything that your business will need when generating and tracking purchase orders. All components of purchase orders can be accessed directly from the purchase order menu. This includes the parts and vendor list as w
	�
	Figure 4-1 Purchase Order Main Menu
	Purchase Orders

	The first button on the purchase order main menu is labeled Purchase Orders and is where you will go to create orders. The orders that are created utilize the stored vendors and parts, however, new ones can be added during order generation. The procedure
	�
	Figure 4-2 Purchase Order Window
	
	Enter Order


	Entering an order
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	The order number is assigned, but can be changed.
	The Date field is automatically set to the current date, however, you can change it if necessary. The field will appear to be empty until you click once inside it.
	The two fields at the top of the form, discounted and taxable, are selected by clicking once in the selection box. How they work is described below.
	Discounted - If this is selected then a discount amount will be deducted from the order total. The amount of the discount is the order sub-total multiplied by the percentage value that you nee to enter in the field labeled discount rate.
	Taxable - If this is selected then sales tax will be added to the order total. The amount of the sales tax is the order sub-total, less the discount amount, multiplied by the percentage value that you need to enter in the field labeled tax rate.
	To enter information in the Vendor ID field click on the field and then you can select from the list of customers that appears in the new window, or you can enter a new one. When you are done with either press the OK button.
	The name of the person placing the order is entered in the Ordered By field and is a required entry.
	Click once in the Paid by field, then click on the box that appears at the right end of this field. This gives you the list of paying options to choose from. This choice will determine which fields must be filled in, and which must be passed over. The ca
	The Terms field is where the payment terms for this order are entered. The pre-loaded choices are Net 30, 1% Net 30, 2% Net 10, and Paid.
	The ShipVia field is where you select the method of shipment. They are listed below along with an asterisk next to the ones that can have an Airbill Number, which is entered in the field directly under the ShipVia field.
	UPS(Ground, Ground Trac, 2nd Day Air*, Next Day Air*)
	Federal Express(Economy, Priority Air*)
	US Mail(1st Class, Priority Air*)
	Emery Air*
	To proceed any further you need to save the record using one of the following methods
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key.
	To add a shipping fee click on the Add Shipping Fee button and enter the amount in the window that is opened.
	To assign line items to the order, click in the gray region and do one of the following.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	Click on the box at the far right of the Part Number field to select a part to add to the invoice to.  You can also add a part at this point, if needed.
	The last required field is the quantity for the part being ordered.
	When done, do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key.
	At this point you can print the PO using the print button or exit and print it later.
	
	Edit Order


	To edit an existing order
	Select the order to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key
	
	Void Order


	The void button is to be used when you wish to cancel the entire selected order. Once the operation is performed the order is deleted from the system.
	To void an order.
	Select the order that is to be voided by scrolling through the available entries until the one to void is displayed.
	Click once on the Void button located at the top right of the form
	Click on OK when told "This function will delete entire Purchase Orders.".
	Choose Yes when asked "Are you sure that you want to void this Purchase Order?"
	Receivers and Returns

	The Receivers and Returns window is used when your orders, created on the purchase order screen, arrive. This is the screen to use even if the item is returned or you wish to add tax or take off a discount. The window is shown below in figure 4-3, and th
	�
	Figure 4-3 Receiver Window
	Receiving an order
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	The Receiver number is assigned, but can be changed.
	The Date field is automatically set to the current date, however, you can change it if necessary. The field will appear to be empty until you click once inside it.
	The three fields at the top of the form, return, discounted, and taxable, are selected by clicking once in the selection box. How they work is described below.
	Return - If this is selected the quantity received in step 10 must be a negative number. This will store the item as being returned and can be viewed in the part's history.
	Discounted - If this is selected then a discount amount will be deducted from the order total. The amount of the discount is the order sub-total multiplied by the percentage value that you nee to enter in the field labeled discount rate.
	Taxable - If this is selected then sales tax will be added to the order total. The amount of the sales tax is the order sub-total, less the discount amount, multiplied by the percentage value that you need to enter in the field labeled tax rate.
	To enter information in the Vendor ID field click on the field and then you can select from the list of customers that appears in the new window, or you can enter a new one. When you are done with either press the OK button.
	The name of the person receiving the order is entered in the Received By field and is a required entry.
	The ShipVia field is where you select the method of shipment. They are listed below along with an asterisk next to the ones that can have an Airbill Number, which is entered in the field directly under the ShipVia field. Only items that are being returne
	UPS(Ground, Ground Trac, 2nd Day Air*, Next Day Air*)
	Federal Express(Economy, Priority Air*)
	US Mail(1st Class, Priority Air*)
	Emery Air*
	To proceed any further you need to save the record using one of the following methods
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key.
	To add a shipping fee click on the Add Shipping Fee button and enter the amount in the window that is opened.
	To assign line items to the order, click in the gray region and do one of the following.
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	Click on the box at the far right of the Part Number field to select a part to receive.
	The last required field is the quantity for the part being received.
	When done, do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key.
	At this point you can print the Receipt using the print button or exit and print it later.
	
	Edit Receipt


	To edit an existing receipt
	Select the receipt to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save the Record You are Editing and Return to View Mode.
	Press the F9 key
	
	Void Receiver


	The void button is to be used when you wish to delete the entire selected receipt from the system. Once the operation is performed the receipt is permanently deleted from the system.
	To void a receipt.
	Select the record that is to be voided by scrolling through the available entries until the one to void is displayed.
	Click once on the Void button located at the top right of the form
	Click on OK when told "This function will delete entire Receivers.".
	Choose Yes when asked "Are you sure that you want to void this Receiver?"
	Vendors

	The Vendor button accesses the information you keep on the list of vendors you write purchase orders for. It contains a list of the vendors past transactions and can be sorted in six different ways. It also has a window which allows you to view your orde
	�
	Figure 4-4 Vendor Window
	
	Index


	The Index button allows you to change the order in which the vendors are displayed. The Index button is located at the bottom left of the window, and when pressed opens up a window in which you make your selection. The choices are listed below and determ
	Contact
	City
	Postal Code
	Record Order
	Vendor ID
	Vendor Name
	
	History


	The History button displays a window that contains the vendor's history in terms of orders made with them. Individual orders are listed, and some overall statistics on the orders are also displayed. A picture of the window is shown below in figure 4-5.
	�
	Figure 4-5 Vendor Order History Window
	
	Entering A Vendor


	Entering a vendor into your system is done quick and easily from the Vendor window.
	To enter a new vendor
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	Enter which ever information you have on the vendor in the appropriate fields. All fields that you are unsure of can be added later by editing the vendor. A description of the steps necessary to edit a vendor is given in the section following this one.
	Do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key.
	Note:   If you wish to cancel the record you are entering at any time in the process do one of the following:
	From the Records menu, choose Cancel Changes.
	On the Tool Bar, click the Cancel Changes icon.
	Press the Esc key.
	
	Editing A Vendor


	You may find it necessary to change, or add to, a vendor's description, as time goes on. The necessary steps to do this are listed below.
	Changing a vendor
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key
	
	Deleting


	Deleting is used when a vendor is to be removed from the database. Deleting a vendor permanently removes it from the database.
	To delete a vendor
	Select the vendor to be deleted by scrolling through the available vendors until it is displayed.
	Do one of the following:
	From the Records menu, choose Delete Record.
	Type CTRL+D.
	Parts

	The Parts window is where you control all aspects of  inventory control. You are able to change the on order quantity, and on hand quantity, as well as, many other fields pertaining to proper parts management. There is a list of the current parts with th
	�
	Figure 4-6 Parts Window
	
	Index


	The Index button allows you to change the manor in which the parts are displayed in the window at the top left of the screen. Locate by Part Number arranges the parts according to the part number, and Locate by Part Name arranges the parts alphabetically
	
	History


	The History button displays a window that contains the parts history in terms of orders. Individual orders that contained the part are listed, and some overall statistics on the part is also displayed.
	�
	Figure 4-7 Parts History Window
	
	Entering a New Part


	To enter a new part
	Do one of the following:
	From the Records menu, choose Enter a New Record.
	On the Tool Bar, click the Enter a New Record into the Database icon.
	Type ‘Ctrl-E’ at any point in the form.
	A part number will be assigned when entering, however, you can change it if necessary.
	The description is a required field so it must not be left blank.
	The Unit Price is the only additional required field, and the rest of the fields are self explanatory.
	When done, do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save the Record You are Editing and Return to View Mode.
	Press the F9 key.
	
	Editing an Existing Part


	Editing the parts is important in manually adjusting the number of parts on order, as well as parts on hand, during inventory time. When a part goes on order the on order amount is automatically adjusted. In addition, the on hand amount, as well as the o
	To edit an existing part
	Select the part to be changed by scrolling through the available entries until the one to change is displayed.
	Click on the field (s) to be changed and replace them with the appropriate information.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save Record icon.
	Press the F9 key
	
	Deleting and Parts


	To delete a part
	Deleting a part permanently removes it from the database.
	Select the part that is to be deleted by scrolling through the available entries until the one to delete is displayed.
	From the Records menu, choose Delete Record or type CTRL+D.
	Reports

	Alpha Five Accounting's Purchase Order Module contains four report types to choose from, which provide information at a glance pertaining to all of the key components of the Purchase Order Module. All four of these report types contain a list of reports
	�
	Figure 4-8 Purchase Order Module Report Categories
	Parts
	Inventory Price List - Generates the current list of parts, along with their description and unit price.
	Inventory Count Sheets - Displays the list of parts, how many are on hand and on order, and a place to enter a physical count in by hand.
	Parts Listing - Gives a list of parts on hand and on order. Also displays the minimum and maximum quantity and the current value of the parts on hand.
	Suggested Parts Order - This report prints out a listing of part that should be considered for order.
	�
	Figure 4-9 Purchase Order Parts Reports
	Purchase Orders
	Order - Specific - Prompts the user to input an order number and then prints requested order.
	Order - Range Of - This report allows you to print a specific order, orders that lie within a range, or a sales summary for a specified time range. You can print to the screen or the printer and you fill in the fields depending on your selection.
	Orders By Date - This report displays the orders made between dates that you will be prompted to input upon selecting this report.
	Orders By Order Amount - Generates a report for orders by their amount that lie within a range that you specify upon selecting this report.
	Order Detail - Displays the order information for orders that are within a specified range. The report is arranged in order of order number.
	Order Summary By Invoice - Provides a few columns of information pertaining to orders. The list is based on the date range you enter and is sorted by order number.
	Order Summary By Year - Displays the current quarter, how many orders made, as well as, related totals.
	�
	Figure 4-10 Purchase Order Reports
	Receivers
	Receiver - Specific - Prompts the user to input a receiver number and then prints requested selection.
	Receivers - Range Of - This report allows you to print a specific receipt, receipts that lie within a range, or a sales summary for a specified time range. You can print to the screen or the printer and you fill in the fields depending on your selection.
	Receivers By Date - This report displays the items received between dates that you will be prompted to input upon selecting this report.
	Receivers By Receiver Amount - Generates a report for items received by their amount that lie within a range that you specify upon selecting this report.
	Receiver Detail - Displays the received order information for those received within a specified range. The report is arranged in order of receiver number.
	Receiver Summary By Invoice - Provides a few columns of information pertaining to received orders. The list is based on the date range you enter and is sorted by receiver number.
	Receiver Summary By Year - Displays the current quarter, how many orders received, as well as, related totals.
	�
	Figure 4-11 Purchase Order Receiver Reports
	Vendors
	Vendor Addresses - Generates a report that lists the vendors and their addresses.
	Vendor Order History - Prints a report containing the vendors and their respective order histories.
	Vendor Receiver History - Prints a report containing the orders received from the vendors.
	Vendor Phone Roster - Prints a report containing the vendors, the contact, and home and work phone numbers.
	Points of Contact - Displays all the vendors and their phone and fax numbers, as well as, the contact.
	�
	Figure 4-12 Purchase Order Vendor Reports
	Utilities
	The Utilities Module controls most of the deleting that is done in the Alpha Five Accounting application. In addition, it has some system setup options as well as some initialization and maintenance functions.
	�
	Figure 5-1 Utilities Main Menu
	System Setup

	The System Setup option allows the user to change system information involving four global settings. These settings are user information, shipping charges, transaction accounts, sales tax rate, and zip codes. Each setting contains multiple fields and the
	
	User Information


	The user information is intended to be entered by one of the companies owners. The information required is limited to name, address, company, title and phones. The information can be updated as needed, and entered for the first time by selected and overw
	�
	Figure 5-2 User Information
	
	Setup Transaction Accounts


	There are certain accounts that are used by Alpha Five Accounting to control communication between different modules. They are setup to default values, but can easily be changed. To view or change these accounts you choose Utilities from the main menu, t
	Default Transaction Accounts
	Bank Account1000
	Account Receivables Account1100
	Inventory Account1200
	Accounts Payable Account2000
	Sales Tax Account2011
	Sales Discount Account4280
	Purchases Account4310
	Ship Exp. Account6345
	To change a transaction account
	Click on the field (s) to be changed and replace them with the appropriate information.
	The box on the right hand side on the account number field will open a list of available account numbers. The account number must be a valid account that has already been created.
	When all changes have been made do one of the following:
	From the Records menu, choose Save Record.
	On the Tool Bar, click the Save the Record You are Editing and Return to View Mode.
	Press the F9 key
	�
	Figure 5-3 Setup Transaction Accounts Window
	
	Modify Shipping Charges


	Initially, and periodically, it will be necessary to modify the shipping charges. They are saved according to the amount of a sale, and can be changed by clicking on the field and typing in a new value. If the sale amount to enter a shipping charge for i
	�
	Figure 5-4 Shipping Charges
	
	Modify Sales Tax Rates


	It be necessary to modify the Sales Tax Rate, whether initially or in the future. They are arranged by state, and can be changed by clicking on the field and typing in a new value. If the state to enter a sales tax rate for is not already in the list you
	�
	Figure 5-5 Sales Tax Rate
	
	Modify Zip Codes


	It will be necessary to modify the Zip Codes, most likely when you are first setting up the system. They are arranged by state and city, and can be changed by clicking on the field and typing in a new value. To enter a new zip code into the system, choos
	�
	Figure 5-6 Zip Codes
	Accounts Receivable / Invoice Module - Utilities

	This is the selection you will make when you wish to remove the deleted records from this module. Deleted records remain hidden in the system until removed by packing the table(s).
	�
	Figure 5-7 Accounts Receivable / Invoice Module Pack
	Accounts Payable - Utilities

	This is the selection you will make when you wish to remove the deleted records from this module. Deleted records remain hidden in the system until removed by packing the table(s).
	�
	Figure 5-8 Accounts Payable Pack
	Master Module - Utilities

	This is the selection you will make when you wish to remove the deleted records from this module. Deleted records remain hidden in the system until removed by packing the table(s).
	�
	Figure 5-9 Master Module Pack
	Reset All G/L Accounts to Zero Balance -This is the selection you will make when you wish to reset all your journal balances to zero
	Repair Journal Balances - This is the selection you will make when you wish to repost every transaction in the system to the journal. Only run this command if your journal becomes out of balance due to a system or power failure.
	Rebuild Indexes

	Rebuild indexes re-establishes possibly corrupt connections between datasets. All windows must be closed and you must have exclusive use of all databases to perform the rebuild function.
	�
	Figure 5-10 Rebuild Indexes
	Remove Sample Data

	Remove sample data will remove the systems pre-in
	�
	Figure 5-11 Remove Sample Data
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