EXPLANATION OF PARTS/ACCOUNTING MONTH-END TIMELINE

1.  This is mainly to keep communications open between parts and accounting to make sure everyone is on their toes and no one turns in 50 invoices on the last day of the month that are 3 weeks old.  Our policy states no invoices are to be held in parts for more than 3 days of receipt of merchandise.

2.  We have an IT director who handles loading this tape .  This tape updates your system with the current market prices for appreciation.

3.& 4.  We have a cutoff of 2:00 pm so our clerks have time to post all the last-minute invoices before the end of the day.

5.  This is really important – All cash or credit card RO’s and parts tickets that are finalized on the last day of the month must be included with that day’s deposit.  Our stores are open until 7:00 Tuesday and Thursdays, and sometimes the cashiers will close out their deposits at 5:00 and just hold the last two hours business over until the next day’s deposit, changing the date in accounting.  If you are going to do this,  all business after you close out your deposit must NOT be finalized in the computer until the next day.  If an RO is finalized, it falls off the open ro listing, and if it is not updated in accounting for the same day is falls off the open ro listing, those parts are not relieved out of the accounting side of the computer, but they do show relieved from the parts side of the computer.  

6.  Run the “RWP” from your service (-S) area.  You must run this with the “accounting detail” option or you will not have the right totals at the end of the report.  If you run the “totals only” option, there are other items ADP groups in with parts (like freight charges and shop charges) that will be included in the parts total.  We were oblivious to this fact until we had one of the ADP trainers come help us with our reconciliation.  For a true open RO parts inventory figure, run it with the “accounting detail” option.  If you have a lot of open ro’s, this can be quite lengthy.  It will run in account number order, and you really are only looking for the page(s) that has your 242 account listed and totaled.  I also use this report to balance my 247 accounts.  

7.  Our installers built our “Invoices to Cashier” report in the (-I) area.  This report gives you a listing of all parts tickets that have been closed and relieved from parts inventory through the (-I), but have not been finalized and updated in accounting.  This is the parts dept equivalent of a “work in process” report. I have attached our “English Statement” of this report in case you or someone at ADP need to build it.

8.  The “MSR” (MGR) report is run in the (-I) area.  If you run the MSR with all sources, it will run a report for each source, then another for all sources.  Be careful when looking at your figures that you are looking at the section labeled “Grand Total”—don’t be tripped up by looking at only one source’s totals.   On page 2 there is an area labeled “Net Appreciation”.  An accounting entry must be made for this amount in the same month because the (-I) area has been updated with new prices.

9. & 11.  We designed excel spreadsheets for all different types of open vendor/factory invoices.  The purpose of these sheets is to identify those items that have been added or relieved from the parts area of the computer, but for one reason or another, the accounting side of the transaction has not been completed.  For example, we submitted an MRA, and the parts have been removed from (-I), but accounting has not received the credit yet.

10.  A manual or computer listing of all dirty cores returned back on the parts shelf, but have not been returned to the factory for credit.

12.  Gather up all the above reports, and fill out the proper lines on the “Parts Inventory Reconciliation”.   I print a copy off and our parts managers fill it out by hand, adding and subtracting the proper lines.  I fill it out on the computer  and it auto calculates, to double-check addition/subtraction.  The grayed in boxes are auto-calculated.

13.  We require each parts dept to turn in a “bin-check” sheet every month.  This sheet has every bin listed, and an area next to the bin # for someone to initial they have double-checked the count in the bin.  Bin counts are to be done every month, and any variances are to be charged or credited on a parts ticket that is posted to the inventory adjustment account before the month is closed.

14.  We found areas not set up properly 4 and 5 months after our conversion from R&R to ADP, and it was causing our inventory to not balance with accounting.  We still do the spot-check to verify no setups have been changed.

Source: Holly Elpers, Controller, Crystal Auto Group
