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Introduction

The Debtors Module allows full control over all aspects of Receivables Management and debt collection from the production of banking slips through to statements and overdue notices.

General features include

· Store and retrieve up to the minute details of debtor account information at any time. 

· A full sales history by product per debtor. 

· It aids in all aspects of receipt collection through to the final production of banking slips. 

· The debtor ledger can also be updated via the Sales Order/Invoicing, Point of Sale, Rental/Evaluation, Diary and Job Costing modules
· The Debtors Ledger is a subsidiary ledger to the General Ledger. It is important, for ease of reconciliation that all entries to Debtors Accounts be made via the Debtors Ledger. dger.
To access the Debtors Module from the Main Menu select 1) Debtors:
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Setup Procedures
Debtors Module Parameter Settings

In order to make full use of all the features in the Debtor Module parameters need to be set, this is done via 7) G/A Administration 2) Utilities Maintenance 8) Module Parameter Maintenance 1) Debtor.
The first Parameter screen will be displayed and each of the settings is discussed in detail below:
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Next Invoice Number
This field represents the number to be used for the next invoice raised on the system. This invoice number may be used for invoicing in the following modules:
· Debtor and Sales Analysis 

· Sales Order and Invoicing 

· Point of Sale 

· Job Costing 

· Rental and Evaluation 
If required, this invoice number may be overridden for batch entry of pre-numbered invoices. Point of Sale, Rental/Evaluation and Job Costing may have their own numbering sequences, if required.

This number will be automatically incremented by one each time the invoice number is used.

Invoice Numbers By Warehouse
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In other words, this field allows different number sequences for different warehouses or cost centers.  ie: does each warehouse have a unique numbering system, or do all warehouses simply draw consecutive numbers.
Next Credit Note Number
If required enter the number to be used for the next credit note. Leave this field blank if credit note numbers are to use the same numbering sequence as invoices.

This number will be automatically incremented by one each time the credit note number is used.

Credit Note Numbers by Warehouse

The following options are available:
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In other words, this field allows different number sequences for different warehouses or cost centers, ie: does each warehouse have a unique numbering system, or do all warehouses simply draw consecutive numbers.
Next Receipt Number

This field represents the next number to be assigned to a cash, credit card or cheque receipt in the debtor Receipt/Discount Entry function. Receipts will not be printed unless there is an entry in this field
Debtor Receipt by Warehouse
This field determines whether to allow different number sequences for different warehouse, ie: does each warehouse have a unique numbering system, or do all warehouses simply draw consecutive numbers.

The following options are available:
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Next Allocation Number

This field represents the next number to be assigned to a group of transactions allocated using the transaction allocation screens in the debtors system. This number will be automatically incremented by one each time the allocation number is used.
DEBTOR MAINTENANCE
Default History Saving
Enter the default history saving value, which is used to determine how long (in months) sales history is stored for a debtor. This value will be displayed in the Save History field of the first Account Maintenance screen when adding a new debtor account.
Default Aging Period

Enter the default ageing period, which determines the ageing period of a debtor. Currently only 30 day periods are supported. This value will be displayed in the Ageing Period field of the first Account Maintenance screen when adding a new debtor account.

Default Debtor Type

The Debtors module processes debtor transactions on either an (O)pen Item or (B)alance Forward basis. A user may choose the Open Item method which displays at any time an ongoing transaction history of amounts owed (by invoice), or the Balance Forward method to display the current months transactions only at any time, with a start of month balance for each debtor.  

We would generally recommend Open Item Accounting.

Average Payment Days based on Terms

The Harmony system can automatically calculate the average payment days of debtors.  This feature is useful for accessing credit terms.  The following options are available:
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Update Average Pay if Full Credit  

This field determines whether or not the average payment days should be updated during full allocation of credit transactions.
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Update Average Pay if Part Credit  

This field determines whether or not average payment days should be updated during part allocation of credit transactions.
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Maximum No.of months into future   

This field is used to specify the maximum number of months that a debtor transaction can be posted into the future.
DEBTOR REPORTS                     

Month Sequence                     

This field is used to specify the sequence months will be printed on Debtor reports. The following options are available:
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DEBTOR TRANSACTIONS                

No. Of Months To Keep Archive    

This field is used to determine the number of months archived transactions are to be kept.  When a transaction is fully paid (ie: fully allocated), it is deleted from the system at End Of Month.  This flag allows you to save these transactions in a separate area; called Archive Transactions.
	Option
	Description

	  0
	Transactions are saved as Archive Transactions until you decide to delete them.

	>0
	Transactions are also saved but you may choose to make use of this value when cleaning up your archived transactions.

	-1
	Transactions are not archived.


Allow Transactions on Branches     

This field determines if transactions can be posted against debtors with charge accounts.
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Job Cost Posting                   

If the Job Costing module is implemented it can be integrated with the debtors ledger.  The following options are available:
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Archive Based on Final Allocation  

This field determines when transactions are archived.  The following options are available:
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If (Y)es is selected the scenario would be as follows:  

If a transaction is not fully allocated at end of month, that is the unallocated balance is not reduced to zero, the transaction will not be archived.  The archiving of a transaction will be determined by the date of the final allocation.  Therefore if a transaction is unallocated at end of month but there is a forward dated payment for it then the transaction will not be archived until the following month.  

Show Allocated Transactions        

This flag controls which transactions to display (initially) on the debtor's transaction list. If the flag is set to 

	(Y)es
	If Yes is selected, when you first go into a debtor's transaction (or archive transaction) list it displays all transactions. You then use the "sHow/Hide" option to hide all transactions that are fully allocated.

	(N)o
	If the status flag is set to "No" only transactions with an unallocated balance are initially displayed (Use the "sHow/Hide" option to view a complete list of the transactions).


DEBTOR DEPOSIT SLIPS               

Include Negative Receipt           

This field determines whether negative receipts should be printed on the Bank Deposit Slip.
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Create G/L Journal on Deposit Slip 

This field determines if a General Ledger Journals should be created when printing a deposit slip.  The following options are available:
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Select Deposit Slip Entries        

This flag determines if you can select which individual deposits should be printed on the Bank Deposit Slip.  The following options are available:
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DEBTOR RECEIPTS                    

Print Receipt Deposit Slip         

This field determines when the deposit should be printed when the operator has finished entering the Debtor Receipts and exits the Receipting program.
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Cheque Card Details                
This field determines whether a separate screen should be displayed when entering cheque or card receipts so that the details can be entered and later saved.  The following options are available:
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Print Receipt for                

This field is used to specify if receipts should be printed for certain payment types.  The following options are available:
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Updt Cash Drawer                  

This field controls the ability to update the cash drawer total when cash is receipted via the Debtor Receipt Program.         
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Updt Foreign Currency Deposit Slip

The following options are available:
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Print Adjustment Note for Discount

This field determines whether an adjustment note should be printed when a discount is allocated.
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GST Adjust. Note CutOff Value 
If the ask_aboVe or ask_Below options are selected, a further field will be available to specify the CUT-OFF amount.

Second Parameter Screen
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MISCELLANEOUS              

Credit Days Type (T/S)     

This field determines whether credit limit days should be based on transaction or statement dates.  The following options are available:
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Sell in Foreign Currencies 

This field determines whether Foreign Currency transactions can be processed in the Harmony Debtors system.                            

Link to Diary Address Book 

The following options are available for linking Debtor Accounts in the Diary Address Book module:
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Link to Prospecting        

This field determines if the Debtors module will be linked to the Prospecting module. Full prospect details including name address etc. will be imported into the Debtors module if the prospect is flagged as a new customer.
Check Diary Debtor Namekey 

Debtors can use diary records, using classifications in the Diary module.  When invoicing, it pulls up diary the record to check and ensure that the debtor namekey against that diary record matches the debtor namekey in invoicing.  If (Y)es, and it has the same code as the diary entry, then the program will automatically update the data in the diary.

Charges Tax Category       

Enter the tax category applicable to charges on invoices.  The tax category would have previously been setup in the Tax Table in Utilities Maintenance.

Debtors Maintenance

From the Main Menu select 1) Debtors 1) Debtors Maintenance
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Name-Key
The name-key is a code assigned to each individual account, and is used by the system to store and retrieve information on that debtor.  Dots, Dashes and Spaces should not be used in namekeys, as different users will accidentally place them in the wrong positions. Typically six characters is ample for a namekey. For example: the first three characters of the first name, followed by the first three characters of the last name. A coding system should have a set of rules that will allow multiple users to logically locate your debtors, creditors or contacts within the Harmony System.
Once a new name-key has been entered the system will automatically enter default values for the remaining fields on the screen where applicable. The default values are set up via Debtor Parameters in the G/A Administration module.

If the debtor name-key ends with a + sign the debtor name can be overridden at the entry of a transaction. This is very useful for cash debtors where a payment has been received, and the debtors are all grouped into one account. This way the transaction ledger will be able to list the names of the debtors comprising the payment.

Debtor Name
Enter the full name of the debtor. In all correspondence (including statements) this name will be printed just before the debtors address.  Always enter debtors name in full, and do not abbreviate unless absolutely necessary.
Address
This is the address used as the mailing address on invoices, statements and mailing labels. However, if the debtor has a 'charge account' then invoices and statements will be sent to the address shown on the charge debtor account. If the Automatic Suburbs and Postcode system has been installed, a list of suburbs and respective postcodes will appear when an "*" is input on the third address line.
P/C
Enter the post code of the address.  In certain reports, the post code can be selected as a sort key e.g. a report can be generated for all debtors in a particular area.
Telephone
This is the telephone number of the debtor.  Since this field is twenty characters long it may be possible to enter more than one telephone number.
Always enter telephone numbers in full, i.e. include area codes for interstate customers and country codes for overseas customers e.g. 61298900011. Always use the same coding sequence to allow for sorting by telephone number in reports, or searching by telephone number. 

Fax
Enter the facsimile number of the debtor.
Always enter fax numbers in full, i.e. include area codes for interstate customers and country codes for overseas customers. For example, 0395469442. The area code will be used if this module is linked to the Harmony Fax module.
Delivery Address
Complete the delivery address to which goods are delivered. This address is automatically printed on invoices and picking slips. The address may be changed during invoicing.
If the delivery address is the same as the postal address when creating a new debtor, then press [  ] enter on each line, and the system will complete the fields with the postal address. 

Note:
Multiple delivery addresses can be setup for each debtor using option eight (Delivery Addresses) on the <More Info> menu. When invoicing, place an "*" on the first line of delivery address. This will allow the user to select from the additional Delivery Addresses available.
Proprietor
This field represents the name of the proprietor if the debtor account is for a private company, a partnership or sole proprietor company. This field may be left blank, if required.
Contacts
This field defaults to the first entry on the Contact Details screen for the debtor, and can only be changed from that screen. Refer to the following pages for a detailed description of the Contact Details screen.
Comment
Enter a brief description of this debtor.
These two comment lines can be used in a variety of ways. They could describe what kind of 'paying customer' this debtor is, or what type of goods are normally purchased etc.
· The comment lines will be displayed when entering Sales Orders and Invoices, if Y has been entered in <More Info> 7)-1) Display comment when entering orders (Y/N) ?   Y

Email

Enter the email address for this company.

Active Account

You are able to flag this Debtor as being non-active if their outstanding balance is zero, for example the company is no-longer trading but you want to retain their historical details.

ABN
If the debtor is registered for GST, then enter their ABN, this is not compulsory for invoicing purposes.
Tax Exemption

This field is useful for companies who export in Australian dollars.  By entering EXPORT in this field Harmony will not charge any GST for this Debtor and any invoices will be reported as Export Supplies on the GST Supply and Acquisition Report.

Charge Account N-K
If you have any Debtors who have a main central Head Office account to which all invoices and statements should be posted and many individual branch accounts you can specify the Head Office account here.  Each time an invoice is raised for this Debtor, the financial details of the invoice will be updated against the Charge Account and the history of the invoiced items will be recorded against this debtor's account.

· If you intend invoicing the Head Office you should set-up a Debtors account for the Head Office for invoicing purposes and leave the main Head Office account for charge account purposes.

An example of a charge account type debtor account is where there is a large chain of stores, and each buys goods and receives invoices independently, but only the head office requires a statement with all transaction details for all of its stores.
In this example, the charge account name-key will belong to the debtor account receiving the statement

G/L Sales Acc
If a general ledger account name-key is entered here all sales transactions for this debtor will be posted to that account.

There can be different scenarios here:

1. Specify GL accounts in this field if you require individual debtors to update different GL Sales accounts.

2. If you only have one GL Sales Account you can leave this field blank and Harmony will use the account previously specified in Default Account Maintenance.

3. If you require Sales accounts to be updated based on product details then the GL account can be specified against the Inventory Category and this field can be left blank..

4. This field could also be left blank if you require cost centre substitutions for GL Sales Accounts.

G/L Cost Centre
If applicable, enter the general ledger cost centre this debtor belongs to Cost centres may be used to assign debtors to particular general ledger debtor control accounts and sales accounts, or separate them by states, divisions or some other criteria.  This field is only relevant if Cost Centres are in use.
BF / OI
The following options are available:
	Type
	Description

	B
	Balance Forward type account

	O
	Open Item type account


It is recommended that Open Item accounting is used.  

Differences between BF and OI

Please read the description of both types of account below carefully before changing from one type of account to another.
In either the Balance Forward (BF) or Open Item (OI) type accounts, all details entered for the current month, including invoices, credit notes, receipts and journal entries are stored in detail on the system. The main difference however, is in how the transactions are processed at month end and when receipt, discount and credit transaction entries are entered.

In BF accounts all transactions are processed and `cleared off' during month end processing. Totals are carried forward to the following month as a single balance carried forward (BF) entry.
Therefore, at the start of a new month all detailed information on the system as to what constitutes this single balance forward dollar amount, other than its aging into current, 30, 60 and 90 days (or the periods chosen) is lost. Hard copies (which should always be printed before month end processing) of printed records of all previous months transactions are always available should detailed information be required.
In the OI type accounts, all transaction details are kept on the system even after month end processing, until a specific receipt or part of a specific receipt is allocated to clear the debt. Thus, the details of an invoice will always be available for inspection in the system unless a receipt, discount or credit has been allocated, and the transaction cleared off.
Generally speaking, the BF type accounts are easier to operate producing simpler statements than those produced by the OI type account. However, because of the lack of detail on previous transactions it is difficult to track specific invoices, and associated receipts and/or journals if they were raised in a different period. On the other hand, OI type debtor accounts require more processing to update. The pay off is that all details are on line, and are quickly accessible should a debtor inquiry be received.
Note that BF statements can be printed for OI debtors if required. Using the debtors ledger in the OI mode is the preferred method.
A mixture of BF and OI type accounts may be operated together. BF type accounts can be changed to OI type accounts only after end of month processing, but before any transactions are entered for the debtor. Changing from an OI type account to BF may be done at any time.
Defaults to the value entered in the Default Debtor Type (O/B) field on the Module Parameter Maintenance (Debtor) screen in the Utilities Maintenance section of the G/A Administration module.
Invoice Disc
This is the default % discount which will be automatically applied to all invoices raised for the debtor.  The discount is calculated and applied to any line item issued to this debtor during invoicing. The discount may be overridden by entering the price before discounts are calculated.

It is not designed as a trading discount to be deducted by the debtor for prompt payment. The discount is taken off each invoice line item.
Tax Scale
The default tax scale is zero and should not require changing. It is the tax scale which applies to this debtor.  Actual tax values are entered on the Sales Tax Table in the Utilities Maintenance section of the G/A Administration module.

Comm. Cat
Enter the commission category which this debtor falls under. Commission category values are maintained on the Commission Grid Table in the Utilities Maintenance section of the G/A Administration module.

Debtors can be assigned to different commission categories independently of the agent/zone. This allows for different commissions for the same debtor based on some independent criteria i e. geographic or debtor type (wholesale/retail).

Min. Price
Enter a sales price category, under which the price of stock items for this debtor are not allowed to fall during invoicing.
If an item is priced below the price entered in the selected sales price category, then either a warning message will be displayed on the screen or the invoice will not be allowed to proceed. Whether a warning is displayed or invoicing is stopped depends on the entry in the Invoicing Below Minimum Profit field on the Module Parameter Maintenance (Sales Order) screen in the Utilities Maintenance section of the G/A Administration module.
The heading on the adjacent line of the screen is a short description of the sales price category. It is the same heading which is displayed in the Sales price field on the first Item Maintenance screen of the Inventory module.  If this field is left as zero, then no price check is performed.
Prices for the sales price categories are entered in the Sales Price fields on the first Item Maintenance screen of the Inventory module.
Sales Price
Enter the sales price category of the stock items which will be used during invoicing for automatic pricing. If required, this field may be overridden while invoicing. The price category may also be overridden using a debtor price formula. Refer to Debtor Price Formula in this section for a detailed explanation.
The heading on the adjacent line of the screen is a short description of the sales price category. It is the same heading which is displayed in the Sales price field on the first Item Maintenance screen of the Inventory module.
Defaults to the sales price category entered in the Default Debtor Price Category field on the Module Parameter Maintenance (Inventory) screen in the Utilities Maintenance section of the G/A Administration module.
Prices for the sales price categories are entered in the Sales Price fields on the first Item Maintenance screen of the Inventory module.
Class 1,2 and 3
Classifications are a useful way of grouping Debtors for sorting and reporting purposes.  For example you can classify debtors according to the type of products purchased by the debtor, debtors industry, geographic location or a combination of one or more of the above as you have 3 different classifications available for use.

There are 2 ways classifications can be used, either as a validated field or as a free form text field.  It is highly recommended that they be used as a validated field so that there is uniformity in the information assigned.  If you wish to set-up valid classifications from the Main Menu select 1-8-5- and then either 1,2 or 3.

Here is an example of how they can be used:

· The first classification may denote products purchased by the debtor e.g. STAT for stationary, HWARE for computer hardware, ALL for both of the above. 

· The second classification may denote the debtors industry e.g. ELECT for electronic equipment, SOFT for software developers etc. 

· The third classification may denote the geographic location e.g. VIC for Victoria, NSW for NSW etc. 

If you needed to produce a report of all NSW debtors who are in the electronic industry and purchase Hardware equipment from us for sales analysis purposes you would sort such a report by those classifications. 

· Up to three classification codes can be entered for a debtor, if you don’t require all 3, leave the unused ones blank.
Labels can be given to the three Debtor Classification fields that suit your companies needs. This is done via 7) G/A Administration 2) Utilities Maintenance 8) Module Parameter Maintenance 7) G/A Administration.

Agent
Enter an agent zone number.  You are able to set the system so that only valid Agent Numbers can be used in Module Parameter Maintenance (Sales Order), there is a flag Valid Agents Only?   If Yes is entered then only agent zone numbers which have been previously created in Agent Maintenance Main Menu 1-8-1can be entered.
If it is likely that more than 1 agent could be servicing a particular debtor, leave this field blank and enter the Agent Zone at Sales/Order Invoicing level.  Reports can be printed sorted by Agent Zone Numbers.
The system can be set so that Agents only have viewing access to Debtors accounts within their Agent Zone ranges, this needs to be specified in Agent Maintenance, Main Menu 1- 8 -1.

Message N-K
If required enter a Message namekey previously created in Message Maintenance (G/A Admin Module).  You can have these messages printed on invoices for this debtor if your form layouts support this.

Type in an * to see the messages already entered into the system.
Currency
This is the currency code used by this debtor. It determines the currency in which invoices/sales orders are raised for the debtor.  The currency code must be a valid code entered in the Foreign Currency Table, Main Menu 7-2-6 

To sell to this debtor in the selected currency you must: 

1. Create the debtor as an Open Item (OI) type account, 

2. Select the Sales Price category which corresponds with the currency selected here.  There should be a Sales Price setup in 7-2-1-2 Tax Base and Price Table which is assigned this foreign currency.  The Inventory Items to be sold need to specify this selling price in the respective foreign currency. 

· Once the debtor has been set up to use foreign currency you cannot change the value in this field unless there are no transactions or amounts outstanding.

· You can only raise invoices to this debtor in the selected currency specified here. If you need to sell to this debtor in foreign and local currency, then you must create two different debtor accounts, one for the foreign currency and one for the local currency.
· Any price formulas set up for this debtor are assumed to be in the currency specified here.
· Before entering a foreign currency, you must:
1. Enter Y in the Sell in Foreign Currencies field on the Module Parameter Maintenance (Debtor) screen in the Utilities Maintenance section of the G/A Administration module.-

2. 
Set up the Foreign Currency Table screen in the Utilities Maintenance section of the G/A Administration system.-

The More Info Menu
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1) Finance
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1) Finance Details
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Credit Limit $
Enter the credit limit dollar amount which applies to this debtor. During invoicing if this amount is exceeded, then either a warning message will be displayed on the screen or the invoice will not be allowed to proceed.  This is dependent on Sales Order Parameter settings in Utilities Maintenance.
If the credit limit is left as zero, then the credit limit is not checked.
Do not enter too small an amount, because this will cause the system to give a warning each time an invoice is processed for the debtor. 

Credit limit values must always be carefully determined by the accounting department.
Credit Limit Days
Enter the number of days credit the debtor can have, before a warning is issued by the system during invoicing. 

Setting Credit Limits
Whether a warning is displayed or invoicing is stopped depends on the entry in the Module Parameter Maintenance (Sales Order) screen in the G/A Administration module, Main Menu 7-2-8-2.
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Allow Invoicing Over Credit Limit   ?

The following options are available:
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Credit Hold (00-00-00)
Alternatively you can place a debtor on Credit Hold manually by entering one of the following options:
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This field is useful because it allows a debtors credit to be stopped, without changing the Credit Limit Days field. The date next to the Credit Hold field heading is the date on which the credit hold was placed and will default to the current system date.

Discount Category
This field determines the settlement discount which this debtor is entitled to and can be used for statement purposes.

There are 10 predefined discount categories which may be used. Discount categories are maintained in GA Admin, Settlement Discount Table, Main Menu 7-2-3. 

Penalty Category
Enter the penalty category for the debtor. This field allows grouping of debtors for charging penalty interest on overdue payments. Penalty categories are maintained on the Penalty Table in G/A Administration module, main menu 7-2-9.

In order to apply penalties on overdue accounts you must run the Interest Charging Program, from the 

Main Menu 1 - 5 - 2.
Months to Keep Transactions

Currently this is a non-active field and can be left at default of zero.

Months to Keep History

Currently this is a non-active field and can be left at default of zero.

Print Statement

The following options are available:
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Account Created
This is the date the debtors account was created. This date will be automatically entered by the system.

The following fields are for viewing purposes only and are not modifiable:

Last Receipt - Date and Amount
The date and amount of the most recent payment received. This date and amount are automatically updated each time a payment is received from the debtor.
Last Sale - Date and Amount
The date and the amount of the most recent sale (invoice) made to this debtor. This date and amount are automatically updated each time an invoice is generated.
Cost of Sales M.T.D., Y.T.D., L.Y., L.Y.T.D.
These are the month to date, year to date, last year and last year to date sales cost figures for the debtor.

Sales costs figures are very important in budgeting and for the preparation of profit and loss statements, balance sheets etc.
Sales Inc GST M.T.D., Y.T.D., L.Y., L.Y.T.D.
These are the month to date, year to date, last year and last year to date sales figures including credits for the debtor. 
GST M.T.D., Y.T.D., L.Y.
These are the month to date, year to date and last year's GST amounts paid by the debtor. 
Credit Inc GST M.T.D., Y.T.D., L.Y.
These are the month to date, year to date and last year's credits issued to the debtor. 
Outstanding 90 Days
This is the amount outstanding for the Debtor that is now in the third ageing period. The system updates this field automatically during month end processing.
Outstanding 60 Days
This is the amount outstanding for the Debtor that is now in the second ageing period. The system updates this field automatically during month end processing.

Outstanding 30 Days
This is the amount outstanding for the Debtor that is now in the first ageing period. The system updates this field automatically during month end processing.  For example anything processed as current last month will be aged to 30 days during end of month processing.
Outstanding Current
This is the total amount of the current period's transactions. 

Fwd Out
This is the total amount of forward invoices outstanding.  That is invoices which are dated beyond the current month.  They will be transferred to the G/L according to their date.  Harmony allows invoices to be placed in the future. Invoices are issued with a forward date and payment will not become outstanding until a later period. The total of these invoices is recorded in this field.
This feature is useful when the end of month processing has not been performed for a prior month but you need to start invoicing for the next month.  This should be done with caution.  The forward amounts are allocated to the next ageing periods as End of Month rollovers are done.

Unalloc (Only displayed for OI type accounts)
This is the value of debtor receipts, discounts, credits and journal credits which have not been allocated to an outstanding amount. This is only applicable to OI type accounts.
Tot Out
This is the total amount outstanding including unallocated amounts but excluding any forward outstanding amounts. 

CR Column

The CR column is a quick view facility which rates a Debtors credit performance.  Any amounts outstanding eg Current, 30, 60 or 90 days at the end of that period eg JAN01 will be taken into consideration when determining which of the below ratings is applicable at the end of that month.

For example, if at the end of the period there were Current + 30day + 90 day transactions still outstanding then the lowest rating "E" would be given as there are 90 day transactions still owing.

The following is a description of each rating description:

	N
	If there were no transactions during the period then the rating will be Not Applicable.

	A
	If there were Sales Invoices processed during the period but the balance at the end of the period is zero.

	B
	If there are current transactions processed during the period which are still outstanding at the end of the period.

	C
	If there are 30 day transactions outstanding at the end of the period.

	D
	If there are 60 day transactions outstanding at the end of the period.

	E
	If there are 90 day transactions outstanding at the end of the period.


Equiv Menu Option

Where your company has Debtors whose currency is anything other than the default system currency, there is a dedicated screen which displays the Foreign Currency details of transactions.  To view these details select <Equiv> from the option menu.

The following screen will be displayed:
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· USD and Local will display the values of the actual transactions processed.  

· You are able to enter a Local @ value which allows you to recalculate the local amount.  This calculation is for viewing purposes only and is not stored by the system.  It would be used to calculate the local equivalent at different exchange rates, eg. to project what the payment would be at different rates. 

Pay-Terms Menu Option
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This menu has two functions:

1.
To provide Payment Terms details for printing on standard Harmony invoices as per the following fields:
Payment Terms No.
Enter the payment terms number corresponding with the terms to be used to calculate the average payment days. One of thirty pre-determined numbers may be used these are set-up in GA Admin Payment Terms Table, Main Menu 7-2-5 refer to the section Payment Terms Table Maintenance.  
Below is an example of the payment terms selection screen.  
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(Note: to display this screen you need to type in an invalid number in the Payment Terms No. field, eg. -1 or 99)
Payment Terms Days
This is the number of days the payment terms are relevant for. For example, an invoice may be due seven days after receiving the invoice or statement, therefore the entry in this field would be 7.
This field defaults to the information entered when setting the Payment Terms table and cannot be changed at this point.

Payment Terms Message
This is the message describing the payment terms and defaults to the information entered in the Payment Terms table, it cannot be changed at this point.  For example, `Nett 7 days'.

2.
To calculate Average Payment days for the Debtor

This function is used to automatically maintain the average payment days for each debtor. Average payment days are defined as the number of days, on average, it takes to receive payment for a particular invoice. If an invoice is due from when a statement is issued, then the average payment days is calculated based on the statement date (i.e. last day of the month), otherwise it is calculated from the transaction date. This calculation can also be based on the payment terms for a debtor (e.g. Nett 7 days), so average payment days will show the number of days after a payment was expected that it was actually received.

· In order for the system to use Average Payment days rather than invoice or statement date a flag in Debtor Module Parameters must be switched on, Main Menu 7-2-8-1

Average Payment Days based on Terms "Y" 

· Average payment days are only maintained for debtors using an Open Item (OI) type account. Debtors using a Brought Forward (BF) type account must be updated manually.

Average payment days are divided into four parts i.e. how many days it takes to receive: 

· 25% payment of an invoice, 

· 50% payment of an invoice, 

· 75% payment of an invoice, 

· 100% payment of an invoice, 

This division gives an indication whether payments are received all at once or gradually over a period of time. The number of invoices averaged to date, for each percentage are displayed so the accuracy of the calculations can be determined. The figures on this screen are updated every time a payment is allocated to an invoice.

% of Invoice Value
Average payment days are divided into four parts i.e.

	Value
	Description

	25%
	25% payment of an invoice

	50%
	50% payment of an invoice

	75%
	75% payment of an invoice

	100%
	100% payment of an invoice


Average Payment Days (from Due Date)
This is the average number of days taken to receive payment for an invoice. It is calculated as follows:
Ave Pay Days = (Old Ave Pay Days x No. Averaged) + Current Ave Pay Days} 
No. Averaged + 1 where,

	Ave Pay Days
	=
	The new average payment days being calculated.

	Old Ave Pay Days
	=
	The existing average payment days before transactions are allocated.

	No. Averaged
	=
	The number of invoices that have already been averaged to calculate the Old Ave Pay Days number of days.

	Current Average Pay Days 
	=
	The number of days difference between the invoice and the payments, credit notes etc. being allocated with this allocation. If credit days are based on the transaction date, then the difference is taken from the invoice date. If credit days are based on the statement date, then the difference is taken from the last day of the month on which the invoice is dated. If there are multiple payments, credit notes etc. being allocated, then Harmony will take the latest date of the credit transactions to determine the number of days.


If this figure is based on payment terms, then the payment terms days is subtracted giving the days after payment was overdue, rather than the numbers of days taken to pay.
The average pay days amount is effected when there is at least one invoice and one payment or discount in the allocation. When there is an invoice which is allocated to a credit note or journal (with no payments or discounts in the allocation), then whether or not averaged payment days is updated is controlled by the entries in the Update Average Pay if Full Credit and Update Average Pay if Part Credit fields on the Module Parameter Maintenance (Debtor) screen in the Utilities Maintenance section of the G/A Administration module.

Reversing allocation of transactions and allocating journal debits does not effect the average payment days.
Following are some examples for invoices due on the invoice date (i.e. based on transaction dates):

	1.
	Invoice Dated
Payment Dated
	01-12-95
30-12-95
	Payment days would equal 29.

	2.,
	Invoice Dated
Payment Dated
Credit Note Dated,
	01-12-95
15-12-95
12-12-95,
	Payment days would equal 14.

	3.,
	Invoice 1 Dated
Invoice 2 Dated
Invoice 3 Dated
Payment Dated
	01-12-95
15-12-95
18-12-95
16-12-95,
	Payment days for invoice one would equal 15.Payment days for invoice two would equal 1.Payment days for invoice three would equal -2.

	4.,
	Invoice 1 Date
Invoice 2 Dated
Payment 1 Dated
Payment 2 Dated
Credit Note Dated
	03-12-95
25-12-95
04-12-95
26-12-95
27-12-95
	Payment days for invoice one would equal 24.Payment days for invoice two would equal 2.  See below for detailed explanation.


In example four above we cannot determine which invoice is allocated to which payment, and so the latest date of the credit transaction is used as a basis for determining the average payment days for each invoice. If however, the allocations were simplified as below then vastly better results would be produced.

	1.
	Invoice 1 Dated Payment1 Dated
	03-12-95 
04-12-95
	Payment days for invoice one would equal 1.

	2.
	Invoice 2 Dated Payment 2 Dated Credit Note Dated 
	25-12-95 
26-12-95 
27-12-95
	Payment days for invoice two would equal 2.


Therefore, as a rule you should do as simple allocations as possible to produce the most accurate results.
If average payment days were based on payment terms, then the examples above would be shown minus the payment terms. For example, in the first example the debtor paid 29 days after he received the invoice, but if he had payment terms of Nett 7 days the payment days would equal 22. This means that the debtor paid 22 days late.
Following are some examples for invoices due after the statement is issued (i.e. based on statement dates):

	1.
	Invoice Dated
Payment Dated
	01-12-95
31-12-95
	Payment days would equal 0.

	2.
	Invoice Dated
Payment Dated
Credit Note Dated
	01-12-95
15-01-96
12-01-96
	Payment days would equal 15.

	3.
	Invoice 1 Dated
Invoice 2 Dated
Invoice 3 Dated
Payment Dated
	01-12-95
15-12-95
14-01-96
16-01-96
	Payment days for invoice one would equal 16.
Payment days for invoice two would equal 16.
Payment days for invoice three would equal -15.

	4.
	Invoice 1 Dated
Invoice 2 Dated
Payment 1 Dated
Payment 2 Dated
Credit Note Dated
	03-12-95
25-01-96
04-01-96
26-02-96
27-02-96 
	Payment days for invoice one would equal 58.
Payment days for invoice two would equal 27.


In example four above we cannot determine which invoice is allocated to which payment, and so the latest date of the credit transaction is used as a basis for determining the average payment days for each invoice. If however, the allocations were simplified as below then vastly better results would be produced.

	1.
	Invoice 1 Dated
Payment 1 Dated
	03-12-95
04-01-96
	Payment days for invoice one would equal 4.

	2.
	Invoice 2 Dated
Payment 2 Dated
Credit Note Dated
	25-01-96
26-02-96
27-02-96
	Payment days for invoice two would equal 27.


Therefore, as a rule you should do as simple allocations as possible to produce the most accurate results.
If average payment days were based on payment terms, then the examples above would be shown minus the payment terms. For example, in the first example the debtor paid at the end of the month, but if he had payment terms of Nett 7 days the payment days would equal -7. This means that the debtor paid 7 days early.
No. of Invoices Averaged
The number of invoices which have been averaged so far to calculate the average payment days.
Average Value of Fully Paid Invoices
The system totals the fully paid invoices and then calculates their average, to give an indication of the average value of an invoice.

2) Bank Details

The Bank Details screen lists details of previous payment methods processed for this debtor, it can also be used to add additional banking details if required.
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Definitions

The top portion of the screen is the last payment method which has been saved and is used as the default when receipting.

Bank
This is the abbreviation of the bank used by this debtor. For example:
Cheque Drawer

This is the Account Name entered during receipt entry.

Branch
This is the branch of the bank used by the debtor.
Electronic Pay Ref

Currently this field is not in use.

Card No/Cheque 
The credit card or cheque number used by the debtor for the payment of the account.
Acc No
The number of the account used to pay the account.

Exp. Date
Expiry date of the used credit card.

Card Holder/Account Name
Name of the credit card holder or name of the bank account used to pay the outstanding transaction.

3) Sales Profit Details

This is a viewing facility that shows 12 months MTD, YTD and LYTD details for Sales Inc and Exc Tax as well as Cost, Profit and Budget details.
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Note:  The Sales Exc Tax field is equal to Total Sales Value – Tax – Charges.
· You are also able to set monthly Budgets against each debtor and then print comparative reports.  

Budget reports are printed from Main Menu 1-2-2-3.

· Debtor Budgets can also be set by Brand.  

Setting Debtor Budgets by Brand

Debtor Budgets can be set by Brand, for example, you may wish to calculate budgets according to a category of stock items or by individual stock items sold.  The budgets lines are entered as individual valid stock items.  In theory the stock items can be used as mock-up items that are a means for entering and storing information.  

The debtor budget program can be used in two ways.  Either in it's current form where you store budgets according to a value you enter overall against the debtor, or according to this new method where the budgets are entered as individual stock lines.  The second method requires some set-up procedures.

1. Set-up Inventory Parameters from the GA Administration Menu, 7-2-8-3

Second screen:
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Use as Debtor Budget breakups

The following options are available:
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If (Y)es is selected the budgets can be entered according to brands using individual stock lines.

If (N)o is selected the budgets are entered as a whole yearly/monthly amount for the debtor.

Projections by Value/Quantity

The following options are available:
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2. Set Budgets in Debtor Maintenance

The next stage would be setting the budgets:

1)Debtor Maintenance 

<More Info>


1) Finance



3) Sales/Profit Details

If you have opted to use Stock Sales Forecasting for entering debtor budgets, the budget can only be entered using the Option Menu. 
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(i) Select the appropriate budget year and the following screen will be display:
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The budget lines represent stock lines.  This could be used in two different ways:

· Entering individual stock lines, or

· Creating dummy stock items which represent a category of stock which you would like to base budgets on.

(ii) Enter the individual stock lines and the budget total for that line.  The budget value 

will be apportioned against the individual months which you are able to manually alter.
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The budgets are then carried forward as a total amount for the period.
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2) Transactions
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The Transaction Screen displays all current and future dated transactions, as well as previously outstanding transactions. Once transactions have been fully allocated, they are removed from the Transaction list and placed in the Archived Transaction list during the end of month roll-over.

The operator is able to allocate payments, debit/credit journals or claims against invoices or credits via this screen.  
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Field Descriptions:
Debtor Name
This is the debtor name stored against this transaction and is only relevant if either 

· the account is a Head Office Account (charge account) and there are transactions appearing here from different Branches.  As you move from one transaction to another the Debtor name will change.

· Or it is a Point of Sale Debtor in which case the name maybe represent the Diary Namekey stored against the transaction, particularly for Layby transactions.
Allocation
The Allocation field is used to allocate payments, credit notes or journals against outstanding invoice entries.  If allocating enter the amount to be allocated against this transaction.. If you press [ ENTER ], then the field will default to the unallocated amount.

Allocation Reversals
To reverse an allocation, enter a negative amount for the transaction, this will place the amounts back into the unallocated field once the allocation is accepted.
Date
This is the date of the transaction.

Trn. Type
The following is a list of debtor transaction types:
	Type
	Description

	Jnl Dbt
	Journal entry debit

	Jnl Crd
	Journal entry credit

	Invoice
	An invoice from a debtor

	Credit
	A credit invoice

	Payment
	Payment by debtor

	Discount
	Discount given to debtor

	Claim
	A debit type transaction for returned goods which have not yet been received

	Lbcreate
	Layby Creation

	Lbmodify
	Layby Modification

	Lbdelete
	Layby Delete

	ExcGain
	Currency exchange gain/loss


Reference
This is the Reference number of the transaction as allocated by the Harmony system.

Debit
This is the transaction amount if this is a debit transaction.
Credit
This is the transaction amount if this is a credit transaction.
Unallocated
This value represents the amount of the credit or debit which remains unallocated.

Balance
When performing allocations, this is the balance of the allocations entered so far. This field must balance (i.e. be zero) in terms of the debits and credits entered, before the allocation can be accepted.

Outstanding 30 Days
This is the amount outstanding for the Debtor that is now in the first ageing period. The system updates this field automatically during month end processing.  For example anything processed as current last month will be aged to 30 days during end of month processing.
Outstanding 60 Days
This is the amount outstanding for the Debtor that is now in the second ageing period. The system updates this field automatically during month end processing.

Outstanding 90 Days
This is the amount outstanding for the Debtor that is now in the third ageing period. The system updates this field automatically during month end processing.
Current
This is the total amount of the current period's transactions for the debtor.
Unalloc
This is the value of debtor receipts, discounts, credits and journal credits which have not as yet been allocated to an outstanding amount. This is only applicable to OI type accounts.
Outstanding
This is the total of the outstanding and unallocated fields excluding forward transactions, giving the total outstanding for the debtor.
If the debtor is in a foreign currency, then the local currency equivalent of amounts in the Allocation, Debit, Credit and Unallocated fields will be displayed at the bottom of the screen (the fields will change according to the item on which the cursor is currently positioned). This line is identified by the words:  '** LINE LOCAL EQUIVALENT **'.

<More Options Menu>
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Details – 1) Extra Transaction Details
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Displays details of a selected debtor transaction, including: 

· Audit number, 

· General ledger cost centre and account name-keys, 

· Currency and rate used (if applicable), 

· Full Sales History Items screen for invoice transactions. 
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G/L Cost Centre

The general ledger cost centre to which the transaction will be posted.

Audit No

The audit number allocated to the transaction.

G/L Account

The general ledger account to which the transaction will be posted.

Batch No

The batch number allocated to the transaction.

The following fields will only be displayed if a currency code has been entered in the Currency field on the first Account Maintenance screen for the debtor.

Currency

The currency code used when the transaction was created.

Rate

The currency rate used when the transaction was created.

Local Amount

The value of the original transaction in the local currency.

The rest of the screen is only displayed if an invoice has been selected. It is the same as the Sales History Items screen. 

Details - 2)  Allocation History

This screen displays allocation details for a selected debtor transaction, 
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Definitions

Allocation Number/Date
This is the number assigned to the allocation and the date of the allocation.

Trn.Date

This field displays the Date of the transaction.

Type

This field displays the transaction type, eg. Invoice/Payment

Reference
This is the Reference number of the transaction.

Tran.Amount

This is the original amount of the transaction.

Dbt.Alloc

This is the debit amount allocated to the transaction. 
Crd. Alloc
This is the credit amount allocated to the transaction. 
Outstanding

This is the amount of the original transaction which still remained unallocated when this transaction was processed.

<Un-allocate>

This option allows the operator to automatically unallocate the selected transaction.  If this option is selected the system will automatically default the amounts required to reverse the original allocations.  The operator should select <Accept> to complete the allocation reversal.
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<Print-allocation>
If required you are able to print the details of the current allocation history, the following options are available:
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Details - 3)  Invoice Due Dates

This feature allows the operator to enter expected payments details such for the current invoice. Up to four payments and their expected dates may be entered. These payment dates may then be used by the Cash Flow report to print a listing of all the expected amounts and dates.

The transaction selected on the Transaction Details Allocation/Inquiry screen must be an invoice which has not been fully allocated, before this function can be used.
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Invoice (Number)

This is the number of the invoice for which expected payment details are entered.

Invoice Amount

This is the total amount of the invoice transaction.

Amount Outstanding

This is the amount of the invoice which has not yet been allocated.

Due Date

Enter the date of the expected payment(s).

Due Amount

Enter the amount of the expected payment(s).
Details - 4)  Print Transaction

If the current transaction you are viewing is either an invoice or credit note which was previously saved on the system, this option allows you to reprint a copy of that transaction.

Details - 5) Transaction Comments

This option allows the operator to enter a comment against the current transaction line.
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Details - 6) Transfer Trace

This feature allows you to lookup the details of General Ledger transfers related to transactions that have been transferred to the General Ledger. 
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<auto-aLlocate>

This option will automatically attempt to allocate any unallocated payments or credit journals against any unallocated invoices or debit journals.  The system will allocate based on the oldest date to the most recent.
3) Sales Order
The Sales Order Menu option is a quick search and view option for current Debtors sales orders.  Each of the menu options will view the information according to the criteria selected.
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1) Sales Orders

This option displays all outstanding sales orders for the debtor. The information shown here is automatically updated by the system with each sales order creation, maintenance or release. 

To change any of the displayed order details the Sales Order & Invoicing module must be used.
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2) Selected Sales Orders

This option allows the operator to select the sales orders they wish to display by either entering the Debtors Order No. or Harmony Sales Order No.
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3) Sales Orders by Month

The following sub-menus are available:
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1.  Show by Stock Namekey
In the report the stock will be identified and displayed by its Namekey.

2.  Show by Stock Category
In the report the stock will be identified and displayed based on the category it belongs to.

3.  Show by Stock Classification 1
In the report the stock will be identified and displayed based on the Classification 1 it belongs to.

4.  Show by Stock Classification 2
In the report the stock will be identified and displayed based on the Classification 2 it belongs to.

5.  Show by Stock Classification 3
In the report the stock will be identified and displayed based on the Classification 3 it belongs to.

6.  Show by Stock Supplier
In the report the stock will be identified and displayed based on the supplier name.

4) Selected Sales Order Items

Displays selected stock item lines for outstanding sales orders. This function also allows the lines to be sorted by Stock name-key, Order number, Debtor order number or, Delivery date. 
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L) Order Links               

The Order Links screen displays details of Sales Orders linked to other orders such as Purchase Orders or Manufacturing Orders on the system:
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4) History

The History function is used to search and display details related to Sales Invoices/Credits, Archived Transactions, Consignment details and previous Sales Prices for the selected Debtor.
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1) Sales History Items
This screen displays details of individual items which have previously been invoiced or credited for this debtor.  Each item on the invoice is displayed with its corresponding quantity and pricing details as well as the General Ledger posting information.
[image: image65.png]Product-Namekey Reference Date Quantity Unit-Price Debtor Order MNo
CUTTING. TOP. C000033 08-11-2002 5.00 0.00 78963
EMBROIDERY . SK C000033 08-11-2002 6.00 0.00 78963
CUTTING.BOTTOM C000033 08-11-2002 2.00 0.00 78963

BOOC6OAL . INKY C000031 29-04-2002 -10 315.00

BO@C6041. INDT 1000092 29-04-2002 10 315.00 787
BOOC6041.DEIR 1000092 29-04-2002 10 315.00 787

BOOC6023. 0001 1000092 29-04-2002 8 36.00 787

BO@C6041. INDT 1000073 22-11-2001 46 225.00

BOOC6042. DEIR 1000073 22-11-2001 52 225.00

BOOC6041.RED 1000071 19-11-2001 148 315.00

CUTTING A TOP

Order No. Ord-Date UWH Agnt Class Per G/L-Acc Cost. 1.00
.J0015202  31-10-2002 MEL 33 WSLE UNIT RSR170 C/R

[ aBort Mext-page End I





2) Selected Sales History Items

This option allows the operator to select the historical details by searching for the item by either Stock Namekey, Invoice Number, Debtor Order or Sale Order No
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3) Sales History by Month      

The following sub-menus are available:
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1.  Show by Stock Namekey
In the report the stock will be identified and displayed by its Namekey.

2.  Show by Stock Category
In the report the stock will be identified and displayed based on the category it belongs to.

3.  Show by Stock Classification 1
In the report the stock will be identified and displayed based on the Classification 1 it belongs to.

4.  Show by Stock Classification 2
In the report the stock will be identified and displayed based on the Classification 2 it belongs to.

5.  Show by Stock Classification 3
In the report the stock will be identified and displayed based on the Classification 3 it belongs to.

6.  Show by Stock Supplier
In the report the stock will be identified and displayed based on the supplier name.
4) View Transaction Archive    

The Transaction Archive Screen displays details of archived transactions. Once transactions have been fully allocated, they are removed from the Transaction list and placed in the Archived Transaction list during the end of month roll-over.  Via this screen the operator is able to view details of the transactions in the same manner as the Transaction screen.  
If a Debtor has many transactions stored against them on a regular basis, for example a Point of Sale Debtor, when viewing the Transaction Archive file an option will be displayed allowing you to determine how many months back to display.  This option allows the system to display the Debtor file much faster as it does not have to sort through and display all the archive. 
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Ability to Unarchive Transactions from History
It is possible to Unarchive transactions from the Transaction Archive screen and place them back into the Transaction screen by using the <Un-archive> function on the options menu.  An archived transaction is fully allocated and therefore when it is unarchived and placed back as a transaction, it will be a fully allocated transaction.

Once the unarchive option is selected, the transaction will be moved back to the Transaction list automatically.

5) Last Sale Prices            

This option displays the last price at which the selected stock item was sold to the current debtor.  
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6) Fax File History            

If the Harmony Fax module is in use, this option will display a list of the faxes sent to this debtor. Details shown include, the date and time of the fax as well as the number to which the fax was sent. 

7) Consignment Notes           

This option displays details of consignments/freight dockets for the selected debtor
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5) Debtor Order Search
This option allows the operator to search for orders based on either the Debtor Order Number or the Harmony internal Sales Order No.  In its attempt to search for the order, the system will search:

· Current Sales Orders, if none found

· Jobs, if none found,

· Cancelled Sales Orders, if none found,

· Sales History
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6) Comments/Keywords
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1) Comments 

This screen can be used to record comments related to the current debtor.  These comments can later be printed in the Debtor Aged Trial Balance and Debtor Sales History reports. This option can be useful for recording details relating to debt collection.  
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Printing Comments on Debtor Reports

These comments can be printed in the Debtor Aged Trial Balance and Debtor Sales History reports.  An example of the Debtor Aged Trial Balance Selection screen is shown below:
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2) Keywords

Keywords are an additional means of classifying debtors.  They are a descriptive term assigned to groups of like customers which can then be used as a sorting method by certain Sales Reports.  For example keywords can be used to categorise Debtors according to the type of products they purchase.  

Keywords are valid fields which need to be created via 1) Debtors 8) Agent/Keyword/Class Maintenance 

3) Keyword Maintenance, before they can be applied to a debtor.
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Keyword
This needs to be a valid keyword which was previously setup in Keyword Maintenance.  Multiple keywords can be allocated to a debtor.  Reports can later be printed sorting by certain keywords only.

Date
Enter the date the keyword is being entered. This can be a future date, or the date that the keyword was entered.

Comment
Enter some comments relating to this debtor.

Printing Keywords on Reports

Certain Debtor Reports will allow you to print the report for only debtors with specific keywords.  Below is an example of the <Other Options> menu from the Debtors Aged Balance List Report:
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7) Sales Options
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1) Sales and Delivery Options

This section is used to enter miscellaneous details related to invoicing:
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Delivery Instructions

Enter any Delivery Instructions relating to the Debtor eg ‘Deliver to North Gate Only’. The instructions entered here will be printed on invoices etc

Courier

If the Carrier module is in use, you can enter the name-key of the carrier which is to be used for this debtor. The name-key entered must have been previously created using the Carrier Maintenance function in the Sales Order & Invoicing module.

Special Transfer Debtor

This option will only be displayed if the flag Allow Xfer Orders as Sales Orders in Sales Order Parameters is set to (Y)es.  The following options are available: 
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If (Y)es is selected, all orders for this debtor created via Sales Order/Invoicing program will be created as Stock Transfers.  These orders are treated by the system as normal Sales Orders until invoicing time.  When invoicing, these orders will be automatically moved to another warehouse (if not using transit warehouse) or to warehouse in transit.  This option is useful for Point of Sales sites.
If (Y)es is selected., a further option will be displayed:

Xfer Warehouse To

Specify the default transfer warehouse for this site.  Typically, this would be the warehouse that corresponds to this debtor.
Warehouse

Enter the name-key of the default warehouse from which goods are to be sent, for this debtor.  If left blank the default warehouse will be used.

Destination

If the Carrier module is in use, you can enter the Destination relevant to this debtor.  The Destinations would have previously been set up in the Carrier Maintenance function in the Sales Order & Invoicing module.

Service

If the Carrier module is in use, you can enter the type of service e.g. air, road etc.  These would need to have been previously set up in Carrier Maintenance function in the Sales Order & Invoicing module.

Charge Freight To

Enter either (S)ender or (R)eceiver on the first two fields.  The third field is used to enter the carrier that will be used to calculate either where freight is paid to or from.  The following combinations are possible:
	Option
	Description

	SS
	From warehouse to debtor address.  All is paid for by the sender.

	RR
	Receiver pays for everything.

	SR
	The sender pays from supply warehouse to Carrier Address.   The receiver then pays from carrier address onward.

	RS
	Receiver pays from supply warehouse to Carrier address, sender pays to debtor address.


Department for Invoicing

Enter the name of the debtors department to which a sales order/invoice will be sent or delivered. This name is used as the default in the Department field on the Sales Order/Invoicing screen of the Sales Order & Invoicing module.
Complete Shipment Required

The following options are available:
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Display comment when entering orders

If (Y)es is selected, the two Comment lines fields on the first Account Maintenance screen will be displayed upon entering the Sales Order/Invoicing screen.
Re-Calculate Cost on Loading Order
There is a global flag set via Utilities Maintenance Sales Order Parameters which determines how the system should Re-Calculate Cost when Loading Sales Orders.  This setting can also be set against individual Debtors.  If an option is set here it will over-ride the global setting.

The following options are available:
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Use Standing Orders
This option is used where your Debtor stipulates that you use a given order number for a specified period of time.  The order given would be entered in the Standing Order Number field below and if relevant an expiration date can also be specified.  There is a further option to enter the Next Standing Order Number if this has also been specified by your debtor.  
If a Standing Order Number is entered, it will automatically default as the Debtor Order No when creating a Sales Order/Invoice.

Dflt Order Classification

Harmony has the ability to record an Order Classification on Sales Order/Invoices.  This field is used to set a default Order Classification for this Debtor.  The classifications are a validated field setup via GA Admin 7) Classification Maintenance. 9) Sales Order Classification.

2) Sales Price Formula       

[image: image178.png]Only Transaotions Entered Since Lest End of Honth 7 (2
Frint Only nallocated Transactians 7 (M)

Brint Report in Local or Debtors Gurrency ? (L/D)

w

Print Second Line of Delivery Nane 7 (N,

[ aort fccept 1




[image: image83.png]Sales Options

Sales and Delivery Options
Sales Price Formula

EDI address

Misc Details

More Information

s=mn—




 
1) Debtor Price Formula
The Debtor Price Formula screen is used to maintain either specific prices, or price formulae for:


· A selected stock item or, 

· Range of stock items. using a chosen stock category, 

· Range of stock items using a range of stock categories, for the selected debtor. 

The prices entered for stock items on this screen will override the prices entered for the stock items in the Inventory module.

Below is an example of a Price Formula screen:
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Stock Namekey
Enter the name-key or partial name-key (e.g. `Acc*) of the stock item(s) required. If a stock name-key is entered, then an asterisk * must be entered in the Cat. field. If you wish to specify a stock category, then an asterisk must be contained in this field. The asterisk indicates that all or a range of stock items or stock categories will be selected.

To enter an asterisk in this field type `* and press enter.
Cat.
Enter the code or partial code (e.g. `C*) of the required stock category(s).  If a stock category is entered, then an asterisk `* must be contained in the Stock Namekey field. If you wish to specify a stock name-key, then an asterisk must be entered in this field. The asterisk indicates that all or a range of stock items or stock categories will be selected.
To enter an asterisk in this field type `* and press enter.
Method
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From
If relevant enter the date when the price formula/price will be applicable to the selected stock item, or range of stock of stock items using the selected stock category.

To
If relevant enter the date when the price formula/price will no longer be applicable to the selected stock item, or range of stock of stock items using the selected stock category.

Price Formula
Enter the required price or formula for the stock item, or range of stock items using the selected stock category.  Up to five prices or formula may be entered. Each price or formula is used by the system until the quantity of the stock item or range of stock items equals or exceeds the amount specified in the Qty field for the price or formula. When the quantity is exceeded, then the next price or formula is applied until the quantity of the stock item or range of stock items equals or exceeds the amount specified in the Qty field for that price or formula. This sequence may be repeated four times. Refer to the Qty field for more details.

The syntax for formulae is in the form:  …{xx} {op} {xx} {op} {xx}…=  where {xx} can be one of:
	Value
	Description

	CA, CS, CN, CP
	For costs (average, standard, new and purchase).

	P1, P2, to P12
	For prices.

	TAX
	For tax.

	CB
	Cost of the bill. This is the sum of the cost/prices for the same field within the stock items Bill of Materials.

	(currency)
	This is the actual currency code as per the Currency Table in the G/A Administration module. The conversion rate is placed in the formula in place of the currency code.

	$n
	For an absolute value (n being the monetary value).

	%n
	For a relative value (n being the percentage).


Numbers such as .73 must be entered as 0.73.and {op} can either be:
	Value
	Description

	+
	To add

	-
	To subtract

	*
	To multiply

	/
	To divide


Below are two examples of possible formula:

	Method
	Formula
	Description

	P
	CA+$2.90
	Average cost + $2.90

	D
	10
	10% discount


In the first example above, the price of the selected stock item(s) will be changed to the stock items current average cost plus $2.90. Therefore, if the current average cost price for stock item `xyz' was $10.00, its new price will be $12.90.

In the second example above, the price of the selected stock item(s) will be decreased by 10%. Therefore, if the current price for stock item `abc' is $20.00, its new price will be $18.00 i.e. a discount of 10%.

Qty
Enter the quantity of the stock item or range of stock items using the selected category, which when equaled or exceeded will cause the next price or formula to be used.

Up to three quantities may be specified. No quantity can be entered for the fourth price or formula, because that must apply to all remaining quantities. Each quantity must be greater than the preceding quantity. If the quantity is zero, then that price or formula will be applied to all remaining quantities.

For example:

	Price Formula
	Qty

	P1+%20
	100

	P1+%15
	200

	P1+%10
	0


In the above example, if the quantity of the stock item is below 100, then price one plus 20% is applied. If the quantity is between 100 and 199, then price one plus 15% is charged. If the quantity is 200 or greater, then price one plus 10% is charged.
The number of decimal points used in the quantity may be set using the <Decimal> option on the command line of this screen.

2) Charge Account Price Formula Viewing
This option is useful where Head Office and Branch accounts are used.  It displays any price formulae entered against the Head Office account which is then passed down to the branches.

3) Classification Price Formula Viewing 

This option displays Price Formulae entered against Debtor Classifications which are relevant to this Debtor.  The prices/formula displayed for stock items on this screen will override the prices entered for the stock items in the Inventory module.

Price/formula details for the classification codes are entered via  2) Sales Order/Invoicing 

6) Batch Sales Price Override 2) Batch Creation And Maintenance.
A debtor may have upto three classification codes. The classification code used (1, 2 or 3) for the Price Formula Override Calculations is defined in Utilities Maintenance, Sales Order Parameters (Third Selection Screen), Debtor Classification to use.
4) Global Price Formula Viewing         

A Global price/formula is a formula which is entered that relates to all Debtor Classifications.  (The classification code used (1, 2 or 3) for the Price Formula Override Calculations is defined in Utilities Maintenance, Sales Order Parameters (Third Selection Screen), Debtor Classification to use.)

The prices/formula displayed for stock items on this screen will override the prices entered for the stock items in the Inventory module 

Price/formula details for the classification codes are entered via  2) Sales Order/Invoicing 

6) Batch Sales Price Override 2) Batch Creation And Maintenance, by placing an * asterisk in the classification field.

E) EDI address               

Refer to the EDI manual for more details regarding this screen.
M) Misc Details              
This option is not currently in use.
8) Delivery Addresses
This section allows maintenance of multiple delivery addresses for this particular debtor.  These multiple delivery addresses can then be picked up when processing a Sales Order/Invoice to satisfy specific situations. 
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Name
Enter one of the following options:
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Code
The code field can be used to distinguish between addresses of the same type. ie: multiple delivery addresses

Address
Enter the details of this address.

Phone/Fax
Enter the phone and fax numbers associated with this address.

How to Retrieve different Delivery Addresses 

When processing a Sales Order/Invoice enter an * at Delivery Address field to view a list of valid addresses
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9) Contact Details

This option allows the operator to record and maintain contact details for the selected debtor.  The first contact on the list will be the one which appears in the Contacts field on the Debtor Maintenance screen.
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· You can search for and display a debtor account based on a contact name, using the <Search> option on the first Account Maintenance screen.
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· There are also two flags in Utilities Maintenance, Sales Order Parameters that determine if contact details are updated automatically via the Sales Order Module.  Update Debtor Contact Details and Create Debtor Contact Details, the following options are available:
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J) Quotes/Jobs
If the Quotation or Job Modules are being used on the Harmony system, you are able to search and display the details of the Job or Quote.

T) Tasks Schedule

Please note: this option will not appear on the menu until at least one task of type Debtors has been created in the Task Utilities Program, 1) Task Maintenance.

This menu option allows you to enter tasks specific to the current debtor.  Task Scheduling is a suite of programs that allow for the creation of sets of tasks that can be assigned, scheduled and tracked.  These tasks are assigned to their related record such as the Debtor Maintenance record.  Each task contains information relevant to that duty and the time frame it should be completed by.

Templates can be used to help automate the set up of Tasks.  Once these templates have been created, they can be retrieved as necessary in order to save time in the creation of a set of Tasks.

There is a comprehensive viewing and reporting facility that gives individual users a look up ability to either all or a specified range of tasks.  These users are able to view a list of all their outstanding tasks sorted according to their specific criteria.  They are then able to ascertain which of their tasks are uncompleted and which have missed their deadline.  When viewing their assigned tasks, they also have the ability to print them as required.  

Please refer to the Task Scheduling Manual for further details regarding this feature.
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3) Summary Invoice Entry
The Debtors Summary Invoice program is used to create sundry type invoices or credit notes for a selected debtor.  The emphasis here is on sundry as typically the Sales Order/Invoice Module would be used for normal invoicing where Inventory is involved.

Items created via this program are in free form format and would be used to invoice anything other than stock.  An example of a Summary Invoice may be where you rent out factory space and need to create an invoice for rent.  In this case you would complete the General Ledger Account field with a Rent Revenue account.
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Field Definitions

Debtor Name-Key
Enter the name-key of the debtor account for whom the Summary Invoice or credit note is being raised. The name-key entered here must have been previously created using the Account Maintenance function.

After the name-key has been entered, the system will automatically enter default values for the remaining fields on the screen where applicable.

Debtor Order No
If available, enter the debtors order number. This number is printed on the invoice/credit note issued to the debtor.

Department
If available enter the name of the department (debtors) to which the invoice/credit note is to be sent or delivered. It is printed on the invoice/credit note sent to the debtor.

The remaining fields default to the values entered on the first Account Maintenance screen for the selected debtor. Please refer to Account Maintenance in this manual for full details.
Debtor Name
This is the full name of the debtor. Normally this field would only be changed if one debtor name-key was used to issue invoices to multiple debtors i.e. a `cash' debtor account. In this case you would enter the specific debtor name for that specific `cash' invoice.

Address
The address used as the mailing address on the invoice/credit note.

Delv Address
This is the delivery address to which all goods are delivered. It is automatically printed on invoices and delivery dockets. Change this field only if a different delivery address is required from that already shown.

If there is more than one delivery address for the customer they can be recorded in Debtor Maintenance <More Info> 8) Delivery Addresses, to retrieve the correct address enter an * to display a list of valid delivery addresses.

Delv Instr
The system will automatically default delivery instructions from Debtors Maintenance <More Info> 
7) Sales Options 1)Sales and Delivery Options, if they are available.  The operator is able to over-ride these by entering a different set of instructions.
ABN No.
If the debtor is registered for GST, then entered their ABN, this is not compulsory for invoicing purposes.

Tax Exemption
This field should be left blank if GST applies for this Debtor.  Alternatively it can be used for companies who export in Australian dollars.  By entering EXPORT in this field Harmony will not charge any GST for this Debtor and any invoices will be reported as Export Supplies on the GST Supply and Acquisition Report.

Charge Acc A-C
This is the debtor account name-key to which all entered transactions are posted.   Charge accounts are used when there is a Head Office which receives all invoices and statements and many branches associated with the account.  The name-key entered here must have been previously created using the Debtor Account Maintenance module.  Leave blank unless this feature is required.

G/L Acc A-C
This is the General Ledger account code to which this sales transaction will be posted to.  Leave this field blank unless you require this invoice to be posted to a specific GL Account, such as Rent Revenue.

Note: Type * and press [  ] to display a selection window containing a list of all codes. Move the cursor to the required code, and select <Accept>. The field will be completed with the chosen code.

G/L Cost Centre
This is the (default) General Ledger cost centre to which all sales transactions for this debtor will be posted, this field cannot be changed here.

Invoice Disc
This is the default % discount which is automatically calculated and applied to all lines on this invoice. If required, this field may be overridden.

Tax Scale

This is the default tax scale which applies to the debtor. 

Commission Cat
This is the default Commission category for this debtor and is used to determine what commission percentage should be used for calculating commissions to a sales person. This is dependent on both the stock item and debtor category.

Classification 1,2,3
This is the classification code used by the debtor. Up to three classification codes can be entered for a debtor.  Classifications allow for an analysis breakdown of debtors and can be used to classify the debtor into type of products they purchase, the debtors industry and geographic location or a combination of one or more of the above

Agent No.
This is the agent number of the Sales Person responsible for this debtor account.  Debtor and Sales Reports can be printed sorted by Agents.  

Harmony has the ability to allocate up to 3 different agent zones for the one Sales Order or Invoice.  For example you may have an agent in one state who receives commission and the overall agent in charge of the account also receives a commission.  This parameter is set from GA Administration 

Main Menu 7-2-8-2.

The standard Harmony reports (including the commission reports) will report on the first Agent only, however you have the ability to have certain reports customised to report on the other Agents.

Note:  You are able to change the Agent and Commission at point of entering the Sales Order/Invoice. However it is important to note that when you print any Debtor Reports which report on the Agent or Commission it will not pick these changed details, it will still report on the Agent specified against the Customer in Debtor Maintenance.  All reports printed from the Sales Order Module will reflect these changes. 

Currency
This is the currency code used by the debtor which determines the currency the transaction will be in.   This information is picked up from Debtors Maintenance and cannot be changed at this point.  If left blank it is assumed that the transaction will be in Australian dollars.  

· If you specify a foreign currency , no GST will be calculated and the transaction will be recorded under EXPORT Supplies on the GST Supply and Acquisition Report.

· It is possible to raise a Foreign Currency invoice and have GST calculated as part of the transaction.  If you wish to make use of this feature you will need to advise your Account Manager.  Please note, once this feature has been implemented it cannot be reversed.

Rate
This field defaults to the rate entered for the foreign currency (used by the debtor) from the Foreign Currency Table in Utilities Maintenance section.  This operator is able to change the rate if required.
Terms Message
This is the terms message to be printed on the invoice and will default to the number entered for that debtor in Debtor Maintenance <More Info> 1) Finance.  One of 10 predetermined messages may be used.
Summary Invoice Specific Screen
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Description
This is a free form text field used to enter a description of the item being invoiced.  If only a description is required on this line, you are able to leave the Quantity field as zero or one, otherwise the quantity entered will be multiplied by the Price and Disc fields giving a total in the Amount field.

Quantity
If required enter the quantity of the item to be invoiced.  If this is a credit enter a negative value.  

For credit notes the following screen will appear allowing you to enter the details of the original invoice for GST reporting purposes.
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Unit
If required enter the unit of the item being invoiced/credited.

Price
Enter the price of the item being invoiced.

Disc
If required enter a percentage discount to be taken off the price in calculating the Amount field for the item.

Tax
Enter the tax category to be applied to the item being invoiced. Based on the tax category the system will automatically apply the appropriate tax. For example,

	Tax Cat 1
	Tax Cat 2
	Tax Cat 3
	Tax Cat 4
	Tax Cat 5

	10.00%
	10.00%
	10.00%
	10.00%
	10.00%


Amount
This is the cost of the item being invoiced or returned for credit, excluding tax and is automatically completed by the system. The Quantity field is multiplied by the Price and Disc fields, giving the total in this field.  
Tax 1 % _.__ ...... Tax 5 % _.__
This field is for display purposes and shows the percentage tax rates applicable to each of the five tax categories.
_ of _
This field indicates the current line number of the invoice that the cursor is positioned on, and the total number of lines in the invoice so far.

No of Cartons
If required enter the number of cartons to be printed on the invoice. This feature is often used by couriers, and for printing shipping stickers.

Invoice Date
This is the invoice date and defaults to the current system date.

Invoice Number
Defaults to the next invoice number on file, but a different invoice number may be entered from pre-written invoices.

Sub-Total
This is the invoice total excluding charges and tax. This field is automatically completed by the system and cannot be altered.

Charges
If required enter any additional charges to be added onto the invoice. This amount is added to the invoice total.

GST
This is the total amount of tax, calculated according to the line item amounts and the tax categories. This field is automatically completed by the system and cannot be altered.

Total
This is the total amount of the invoice i.e. the sum of the Sub Total, Tax and Charges fields. This field is automatically completed by the system and cannot be altered.

Local Total
This is the total amount of the invoice in the local currency. This field will only be displayed if the debtor is using a foreign currency.

4) Receipt Entry
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1) Receipt/Discount Entry 
This program allows the operator to enter and allocate Debtors receipts.  
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Debtor Name-Key
Enter the name-key of the debtor account the receipt will be posted to.  After the name-key has been entered, the system will automatically enter default values for the remaining fields on the screen where applicable.

Date
Enter the date the payment will be recorded as.  The field defaults to the current system date.

Card/Bank [RET = xxx]
Enter one of the following options, depending on the type of payment/discount being entered i.e.
	Option
	Payment Type
	Description

	(VISA, MCARD etc.)
	Manual Credit  Card
	Enter the abbreviation of credit card e.g. MCARD.  Type * and press enter to display a selection window .

	EFT 
	Integrated EFT System 
	If EFT is entered, the system will automatically attempt to call up the On-Line EFTPOS System.  The word EFT is now reserved by Harmony and cannot be used as a general credit card description in POS parameters.

	(NAB WBC etc.)
	Cheque
	The abbreviation of the bank name the cheque was drawn. Banks have standard abbreviations to their names e.g. Westpac (WBC), National Australia (NAB) etc. 

	CASH
	Cash
	 

	DD
	Direct Deposit
	The abbreviation of this type of transaction. A DD transaction will not appear on the deposit slip.


Alternatively, enter an * to display a complete list of previously used payment methods:
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If new Credit Card is selected, a predefined list of credits cards accepted by your company will be displayed:
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Once the payment method has been selected, a Cheque/Card Payment screen will be displayed allowing you to enter the payment details.  This will only occur if your system has been setup to Save/Enter Payment details. 
[image: image99.png]Cheque Acc.

Bank

Branch
fAiccount Name
Full Name
Address

Telephone

Cheque Date
Authority No
Comment

L[ aBort [Accept ]

ABC COMPANY P/L___  Cheque No
ANZ

BLRWOOD

ABC 123 COMPANY PTY LTD

ABC 123 COMPANY PTY LTD
55 SMITH STREET

COLEAMBALLY NSW

. 748596_

2707
02 95001788
21-03-2006





If accepting a payment that is different from the previous payment type, the system will prompt you to save the new details. If you select <Yes>, these detaisl will be saved as the default.

Conversion Rate
If this is a foreign debtor, enter the currency conversion rate.  The system defaults the rate entered in the Foreign Currency Table in Utilities Maintenance. If the debtor is using a foreign currency, then the Receipt Amount, Discount Amount and Total fields will be displayed in both the foreign and local currencies.

Receipt Amount
Enter the amount of money received as payment. If the customer has subtracted a discount from the payment, that discount amount should be entered in the Discount field below.

Discount Amount
Enter the discount amount given to the customer
Total
This is the total amount of the payment.  That is the cheque/card amount and any discount if applicable. This field will be completed by the system after entering the Receipt Amount and Discount Amount fields.

Reference No.
This is the reference number for this payment/discount. For cheque payments the field will default to the bank abbreviation followed by the cheque number entered on the Cheque Payment screen.

For credit card payments, the field will default to the card abbreviation followed by the last five digits of the credit card number entered on the Card Payment screen.

For cash payments, defaults to the next receipt number entered in the Next Receipt Number in Debtors Parameter Maintenance. 
Receipt G/L Acc
This is the General Ledger account code this receipt will be posted to.  The system will default the account code according to the account structure as defined in Debtor Default Account Maintenance.
Discount G/L Acc
This is the General Ledger account code any discount will be posted to.  The system will default the account code according to the account structure as defined in Debtor Default Account Maintenance.
The remaining fields on the screen are automatically completed by the system based on the debtor name-key entered, and the payment/discount entry being made.

Once the payment details are complete, select <aLlocate> to accept and allocate the payment.  If you select <Accept> the payment will be accepted but not allocated against any invoices.  It is recommended that all payments are allocated against invoices at the time of processing where-ever possible, alternatively, you are able to allocated via the Debtors Maintenance program.  
GST adjustment notes when processing Discounts

If you are processing a receipt and a discount was taken off the payment you are able to provide an Adjustment Note for the discount given.  This facility can be automated by Harmony and the printing of Adjustment notes can be on the basis of specific requirements, for example you may only wish to print adjustment notes if the discount exceeds a specific dollar value.  There is a parameter which controls this and can be set from Main Menu 7-2-8-1,
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The following options are available:
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· Once the receipt and discount amounts are allocated and you accept the allocation screen, Harmony will ask if you want to print an Adjustment Note for the discount based on the above parameter.

· The BAS Report will be updated and the adjustment will be recorded in the appropriate period on the report.

Review Of Payments

To view a summarized list of the payments entered in this run, select <Review> from the options menu.

The following inquiry screen will be displayed. It lists the debtor namekey, default G/L account, audit number and transaction type (Payment or Discount).
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Entering Diary/ Prospecting Keywords

This option is used to record a payment received (Debtors) in the Diary or Prospecting modules by adding a keyword for that debtor. For example, a diary keyword June Payment could be entered for each debtor that made their June service payment. By printing a list of the diary keywords for each debtor you could see who still had not paid.

An identical name-key must exist in the Debtors and the Diary/Prospecting modules for the debtor before this function can be used.

1. Display the Receipt/Discount Entry screen for the required debtor.

2. Complete the payment entry.

3. Select <Accept>.

A Keywords screen will be displayed. 
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4. Enter the required keyword.

The keyword must have been previously created in the Diary or Prospecting modules. Refer to the relevant manual for details.

5. Select <aBort>.

The keyword will be saved against the debtor, and a blank Receipt/Discount Entry screen will be re-displayed.

Recording Cheques/Cards as bounced or rejected

From the Main Menu select 9) Addon Modules 4) Point of Sale 4) Cheque/Card 1) Cheque/Card Detail Maintenance.  This screen is used to maintain details of cheques recorded in Debtors Receipting or the Point of Sale Invoicing function. Cheques which have been dishonoured can be flagged as `bounced', and a warning advice entered. If the customer tries to pay using this cheque account in the future, a Cheque Reject screen will be displayed while invoicing showing the most recent dishonoured cheque details and the warning message.
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Field Descriptions:
Cheque Account
Enter the cheque account number of the bounced cheque. It is important that account numbers are always entered in the same format i.e. with/without spaces or using spaces/dashes etc. If the same format is not used consistently, then the account details will not be retrieved. For example:

If the cheque account number was entered as 123 456 789, then none of the following will retrieve the account details.

123-456-789

123456789

123/456/789

Type * and press [  ] to display a selection window containing a list of all the cheques currently stored by the system. Move the cursor to the required cheque and cheque account number, and select <Accept>. The screen will be completed with the selected cheque details.

Cheque No.
Enter the cheque number to be maintained.

Invoice Number
This number can be either the invoice number the payment was allocated against or an audit number.  The field will normally be completed by the system, but may be manually entered if required.

Bounced (y/n)
Enter Y if this cheque has been dishonoured by the bank. When this field is set to `Y', if the customer tries to pay using this cheque account in the future, a Cheque Reject screen will be displayed while entering the payment details showing the dishonoured cheque, and the warning message entered in the Advice field below. Enter N if this cheque has not been dishonoured.

If a cheque has been flagged as `bounced', then it cannot be erased from the system. To remove the cheque details using the Cheque/Card Detail Purge option, N must be entered in this field.

If a cheque has been dishonoured and the money is later recovered, then this field may be reset to N.

Advice
Enter a warning message in this field. This field is used in conjunction with the previous field. If Y has been entered in the Bounced (y/n) field, then the warning message entered here will be displayed on the Cheque Reject screen while entering payment details. The message should describe what the sales person should do when another cheque is presented. For example, `Ask the customer to come with you to the Managers office', `Do not accept cheque. Go into the office and phone James'.

Cheque Amount
This is the amount of the cheque.

Cheque Date
This is the date of the cheque.

Cheque Ageing
Enter the cheque ageing i.e. 0, 1, 2 or 3 for current, 30 days, 60 days and 90ays respectively.

Debtor Namekey
This is the name-key of the debtor relevant to the current cheque.

Comment
Enter a brief comment about the cheque if required.

Bank
This is the bank the cheque has been drawn against.  Enter an abbreviation such as ANZ or SSB.
Branch
This is the branch the cheque has been drawn against. Enter the full name of the branch.
Account Name
This is the account name written on the cheque.
Full Name
This is the full name as recorded against the cheque at the time of processing.
Address
This is the address as recorded against the cheque at the time of processing.
Telephone
This is the telephone number as recorded against the cheque at the time of processing.
2) Part Payment Entry     

This option allows you to enter a part payment (or full payment) and automatically allocate it against a selected invoice number.  This payment will update the Deposit Slip in the same manner as a payment processed via 4) Receipt Entry 1) Receipt/Discount Entry
[image: image103.png]Invoice Number I0@@069__
Debtor Name ABC 123 COMPANY PTY LTD Namekey ABC123.
Descr.

Date 22-03-2006

Card/Bank [ RET = ANZ__ 1 ANZ__ No. 8555__ Reference ANZ 8555
Branch BURWOOD

Drawer ABC 123 COMPANY PTY LTD.

Authority

Invoice Value 1320.00

Outstanding 132000
—_— G/L Account
Receipt Amount 320.00 ACCOBANK__
Discount Amount 9.00 EXABDIS___
Total 320.00

Amount Remaining 1000, 00
[ aBort "AGGept” show-Payments show-Details 1

Debtor Part Payment




Invoice Number
Enter the Invoice number that corresponds to this part payment.

Debtor Name
The system will default the name of the selected debtor. 
Namekey
The system will default the namekey of the selected debtor. 

Descr.
N/A

Date
Enter the date of the payment, the field will default to the current system date.

Card/Bank [RET = xxx]
Enter one of the following options, depending on the type of payment/discount being entered i.e.

	Option
	Payment Type
	Description

	(VISA, MCARD etc.)
	Manual Credit  Card
	Enter the abbreviation of credit card e.g. MCARD.  Type * and press enter to display a selection window .

	EFT 
	Integrated EFT System 
	If EFT is entered, the system will automatically attempt to call up the On-Line EFTPOS System.  The word EFT is now reserved by Harmony and cannot be used as a general credit card description in POS parameters.

	(NAB WBC etc.)
	Cheque
	The abbreviation of the bank name the cheque was drawn. Banks have standard abbreviations to their names e.g. Westpac (WBC), National Australia (NAB) etc. 

	CASH
	Cash
	 

	DD
	Direct Deposit
	The abbreviation of this type of transaction. A DD transaction will not appear on the deposit slip.


Alternatively, enter an * to display a complete list of previously used payment methods:
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If new Credit Card is selected, a predefined list of credits cards accepted by your company will be displayed:
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Once the payment method has been selected, a Cheque/Card Payment screen will be displayed allowing you to enter the payment details.  This will only occur if your system has been setup to Save/Enter Payment details. 
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If accepting a payment that is different from the previous payment type, the system will prompt you to save the new details. If you select <Yes>, then that detail will be saved as the default.

Reference No.
This is the reference number for this payment/discount. For cheque payments the field will default to the bank abbreviation followed by the cheque number entered on the Cheque Payment screen.

For credit card payments, the field will default to the card abbreviation followed by the last five digits of the credit card number entered on the Card Payment screen.

For cash payments, defaults to the next receipt number entered in the Next Receipt Number in Debtors Parameter Maintenance. 

Invoice Value
This field will default to the Initial value of the invoice which can not be altered.

Outstanding
This is the Current outstanding amount of the invoice.

Receipt Amount
Enter the amount of money received as part payment. This could also be equal to the invoice amount shown on statement.

Discount Amount
If relevant, enter the discount amount given to the customer. 

Total
This is the total amount of the payment.  That is the cheque/card amount and any discount if applicable. This field will be completed by the system after entering the Receipt Amount and Discount Amount fields.

Receipt G/L Acc
This is the General Ledger account code this receipt will be posted to.  The system will default the account code according to the account structure as defined in Debtor Default Account Maintenance.

Discount G/L Account
This is the General Ledger account code any discount will be posted to.  The system will default the account code according to the account structure as defined in Debtor Default Account Maintenance.

Amount Remaining
Outstanding amount remaining to be paid on the selected invoice.

show-Payments
This option lists the payment history for the selected invoice.
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show-Details
This option lists detailed information on the selected invoice eg. products/items purchased.
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3) Debtor Allocation      

This option allows the operator to process Debtor Allocations.  Aside from this area allocations can be processed via Debtor Receipt entry or from Debtors Maintenance.  The benefit of using this program is it does not lock the debtor during the allocation process and the operator does not require full access to the Debtors Maintenance program in order to use this program.
Initially the following screen will be displayed.   Enter the namekey of the debtor the allocation is to be done for:
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The following allocation screen similar to that in Debtors Main will be displayed.  
The operator then needs to allocate Invoices and Debit Journals against Credits/Payments/Credit Journals until the Balance is zero and all items that can be allocated are complete.
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5) Journal/Interest Entry
1) Journal Entry
This program allows the operator to enter a journal entry (adjustment) to a debtor account e.g. to update bad debts. 
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Debtor Namekey
Enter the name-key of the debtor the journal is being raised against. After the name-key has been entered, the system will automatically enter default values for the remaining fields on the screen where applicable. 

Type (Debit/Credit)
Enter either (D)ebit to increase the amount owing by the debtor or (C)redit to decrease the amount owing by the debtor.

Journal Amount
Enter the total amount of this journal transaction.

Reference
Enter a reference number for this journal entry.  A coding system can be used here to group the different types of journal entries. Journal entries can be grouped by their causes e.g. ERR-ENT (Error in the entry of a payment), BAD-DEBT (An amount that cannot be recovered due to circumstances), or MISC-ADJ (Miscellaneous adjustments for small sums such as 10 or 20 cents which the debtor may not have included when sending payments). It is a good accounting practice to document all journal entry transaction reference codes for future use in a separate manual file.

G/L Account Code
Enter the General Ledger account this journal entry will be posted to eg.  Bad Debts.  As this is a double sided entry the other side of the journal will always post to the Debtors control account in the General Ledger.
Date
Enter the date of this journal entry.  The date cannot be  for a closed off month. 
2) Interest Charging

The Harmony Interest Charging program is used in-conjunction with a predefined Penalty Category Table.  Debtors are assigned to a category which the system uses to determine whether an account is overdue or not.  This program can be used to:
· To produce a report of Debtor Accounts with overdue amounts as determined by the Penalty Category assigned to the debtor. 

· Produce a report and automatically create Journals for Interest Charges based on overdue amounts. 
Prior to using this program, the Penalty Table needs to be created and each Debtor assigned to a category, the setup procedures are discussed further in this section:
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Last Interest Run
This field displays the last time you ran this program and created journals for interest charges. 

Next Expected Run
This field shows when you are expected to run this program again. The program determines the date based on the last run and the cycle days specified in the Penalty Table. This Next Expected Run Date helps to control accidental running of this program. You may set up the system so that you are NOT allowed to calculate interest charge before the next expected run date. 

Calculate Interest as at
Interest charges will be calculated as at this date. 

Create Interest Journal with Transaction Dated
This is the date the Interest Transaction will be created.  The date used must be for an open month, for example you have closed Debtors for August, you cannot use 31st August as your transaction date. 

Journal Reference
Enter a Reference Number to be used for n the interest transaction. This reference should be meaningful. 

Journal G/L Account
Enter the G/L account you wish this transaction to be posted to. 

Include Credits dated after      (Y/N)?
If you answer Y to this question all credits will be included in the calculation of the interest charged. If you answer N only credits before the current month will be included in the calculation. The date is always the same as your "Calculate Interest as at" date.  

Normally you would answer Y so that payments and credit notes that have just been entered are used to reduce the overdue amount.  

Print Report Only or Create Jnls (R/C)
Enter R to print the report only. No journal will be created. If you want to run the program in update mode and therefore create the journal entries, select C. A log report detailing the transaction created will be printed out. 

Setup Requirements for Interest Charging
1.
Setup Penalty Table - 7) G/A Administration 2) Utilities Maintenance 9) Penalty Table

Each category on this table contains the interest percentage/amount to be applied on overdue accounts as well as the number of days before an invoice is considered overdue.  You will also need to specify how frequently the program should be run.

Once the table is complete, each debtor who you would like to be considered for interest charging will need to have a penalty category assigned to their account.  If a debtor is set to penalty category 0 (which is the default setting) no interest will be charged on overdue amounts.
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Penalty Category
The first column represents the 9 predefined Penalty category numbers.  These cannot be changed.
Interest Free Days
Looking at the above example, debtors with penalty category 1, will have 30 days interest free for all their transactions. This means that they have 30 days to pay their invoices before it is considered overdue. In the above example, it is also set to T, which means that the 30 days is from the transaction (invoice) date.

Transaction/Statement
Enter T if you want to start calculating interest free terms from the date when the transaction is being process. Enter S if you want to start calculating interest free days from the statement date. Statement dates are always assumed to be the end of the month.

Interest Percentage
Enter the interest % chargeable. In above example, debtors with penalty category 1 will be charged 5% interest on their overdue invoices.

Interest Amount
The alternative to charging a percentage amount is to charge a flat rate on overdue amounts. In the above example, debtors with penalty category 2 will be charged a flat rate of $ 25.00 interest on their overdue invoices. A combination of percentage and amount can also be used
Last Interest Run
The Last Interest Run fields displays the date the program was run last run.  This field is non-enterable.
Next Expected Run
This field displays the date of the next expected run. This field is non-enterable.
Penalty Cycle
This field is used to calculate the Next Expected Interest Penalty run date. If you specify 14 days, then the next expected run will be 14 days from the last interest run.

Disallow Charging
To prevent accidental running of the Interest Charging program, you can set this flag to Y. Setting it to Y will stop you from automatically creating Interest Journals when it is not the expected run date. You can still run the program in report mode only. Setting this flag to W will warn you if you try to run the program before the expected date, however will still allow you to run it update mode. 

2.  Allocate Penalty Category to Debtor Accounts
The next step is to allocate a Penalty Category to Debtors.  From the Main Menu select 1) Debtors Maintenance <More Info> 1) Finance 1) Finance Details 
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6) Claims Entry

Claim Entry is used to raise non-financial transactions that represent outstanding claims by a customer awaiting a credit. For example, if a debtor has returned goods because in their opinion they were faulty but the goods have not yet been received for checking and a credit note can not be raised by the Sales Department.  

This feature is useful when dealing with accounts who deduct credits when making payments prior to being issued with a credit note.  You are able to raise a claim and offset the balance of the payment received against the claim.  If eventually a credit is raised it would be allocated against the claim.

Following are some important points about using claims: 

· Claims are non-financial transactions that are used for offsetting purposes.

· Claims do not reduce the outstanding amount. 
· A claim is a debit transaction. 

· Claims are not transferred to the general ledger. 
· Claims are not removed from debtor transactions until the operator user removes them. Claims may be removed using the Transactions Details Allocation/Inquiry function. 
· If a claim is in a foreign currency, then the conversion rate used for the claim should be the same as that used in the creation of the original invoice. 
· After a claim has been created you should allocate the claim against an invoice. This will effectively reduce the amount owing on that particular invoice, but maintain the amount outstanding
· Claims should be dated on the same day as the invoice against which the claim is being raised, or problems with the aging could arise. For example, if $50 of an invoice from last month was allocated to a claim this month, then you would be changing the amount from being 30 days outstanding to current. If the claim was on a different day to the invoice this could also cause problems in the average payment days calculations. 

Example Using a Claim
· You receive a payment from your Debtor for $5000.

· The amount outstanding for the month is $5500 but they have taken off $500 for a claim they are making against Invoice I000071 which has an outstanding balance of $5500.

· The sales department have not raised a credit because the goods have not come back.

Step 1:  Raise the Claim for $500:
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Debtor Namekey

Enter the Namekey of the debtor who the claim relates to.

Claim Date

Enter the date for this transaction.  

Claim Amount

Enter the amount of the claim.

Claim Reference

Enter a reference number for the claim.

Claim Against Invoice

If the claim is related to a specific invoice, you are able to enter the invoice number.  If the original invoice is unallocated, the system will attempt to automatically allocate the claim against that invoice.

Claim Description

Enter a description for the claim.

Step 2.

Process the Receipt 

Process the receipt and offset $5500 against the total amount of the Invoice I000071.  The other side of the allocation would be against the payment received of $5000 and one of the following scenarios: 

Scenario 1:
If an invoice number was entered in the Claim Against Invoice field in Claim Entry, they system will attempt to automatically allocate the claim against that invoice.  Therefore when allocating the payment received, you would only need to allocate the payment against the unallocated portion of the invoice.
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Scenario 2:
If no invoice number was specified at the time of raising the claim and the full amount of the invoice is still outstanding.  In this case, the balance of $500 would be allocated against the claim previously raised. 
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Step 3:

If goods have been accepted for credit and a credit note is raised on the system, you are able to allocate the credit note against the claim.  This can be done via Debtors Maintenance <More Info> 2) Transactions.
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Once you have allocated a payment or credit against a claim, the following message will appear:
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Select yes and the claim will be removed from the system:
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Alternatively If the goods are not accepted for credit and the debtor must pay the $500 outstanding on the invoice, the payment of $500 when received can be allocated against the claim.

7) Print Bank Deposit Slip
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The options for printing Deposit Slips vary greatly between company to company.  Option 1 is generally used for printing the Deposit slip for Wholesale Debtors and option 3) Bulk Credit Cards is used for selecting Point of Sale EFTPOS transactions to match against Merchant Bank Statements.  Each of these areas is discussed in detail below:
1) Print Bank Deposit Slip

Method 1- Holding Account

If you are processing Debtors receipts during the day and are going to the Bank at differing times during the day, you can implement a Bank Holding Account to help with reconciling the bank accounts.

The basic principle is that the individual postings from the actual receipts update a Holding account, not the actual bank account.  When you are ready to go to the bank you print off the deposit slip and Harmony will automatically do a journal between the Holding Account and the actual Bank Account.  Any debtor receipts processed as “DD”, that is direct deposits, update the Bank Account directly.

Setup Procedure

1. Set-up a General Ledger Account to be used as the Bank Holding Account, Main Menu 6-1.

2.   Specify Debtor and General Ledger Default Accounts, Main Menu 6-7-2-1

[image: image122.png]G/L CODE DEBIT CREDIT

Debtor Invoice Total DTR INV ACRODBT___ RSR?SALR__
Debtor Invoice Charges DTR INV RSR?SALR__
Debtor Invoice GST DTR INV LCCB874__
Debtor Invoice Cost STK CGS EXC?COGS__ ACY?STK_
Debtor Credit Mote Total DTR CRN RSR?SALR__ ACREDBT___
Debtor Credit Mote Charges DTR CRN RSR?SALR__

Debtor Credit Note GST DTR CRN LCCos74_

Debtor Credit Mote Cost STK CGS ACY?STK EXC?COGS__
Debtor Receipt DTR RCT EccoHoLd_ ACRODET
Debtor Discount DTR DSC EXA?DIS ACREDET
Debtor Direct Deposit Account DTR RCT ACCOBANK__ ACRGDBT___
Debtor Journal Debit DTR JLD ACRODBT___ U@
Debtor Journal Credit DTR JLC U@ ACRODBT___
Debtor Foreign Currency Gain DTR EGN ACRGDBT___ EXCFY__
Debtor Gift VYoucher Liability DTR RCT LCPBGRP___ ACRGDBT___

EFT HOLDING ACCOUNT
Bank Account
[ aBort Accept 1

Debtor Transfer Chart




General Ledger Deposits

If you regularly post General Ledger Receipts and would like to update the Deposit Slip with these entries, the General Ledger should have the same Holding Account.
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Method 2 - Updating the Bank Account once a day

If you go to the bank once a day and require there to be a single entry on the Bank Reconciliation to match against your Bank Statement, there is a flag which should be setup in GA Admin, General Ledger Parameters 7-2-8-6
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The following options are available:
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"B" is recommended where you want to update the GL once a day.  If you do use this method you need to make sure that all Debtors Receipts are posted at the same time during the day.  Once you exit the receipting program it will create the GL posting to be later transferred.  This method is not suitable if you enter in and out of the receipting program during the day, if that is the case then Method 1 would be the best choice.

Method 3 – Printing Deposit Slip at the completion of entering receipts
The other option is to print the Bank Deposit Slip at the end of entering receipts.  The flag that controls this is in Utilities Maintenance Debtor Parameters
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The following options are available:
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Option 1) Print Bank Deposit Slip
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If required select a sorting criteria, this will be dependant upon whether you are running the Point of Sale System.  If you are it may be necessary to select a Site or Terminal.  Where there is more than one bank account you may need to select the G/L account for this bank account.  If you specify a transaction date To, the General Ledger transactions will be created with this date as opposed to the current system date.  This can be important in an end if month situation were the processing date is 01.09.01 and the deposits appear on the statement as 30.08.01.  In this case we want the transaction date to be the 30.08.01 for Bank Reconciliation purposes.

Where you accept EFTPOS payments, you would be print a separate deposit slip for cash/cheques to EFT transactions.
2) Delete Deposit Slip Entries
As deposits slips are processed for both EFT and Manual Credit Card transactions it is recommended they are not deleted.  Retaining these deposit slips will allow them to be reprinted should there be a need  to do so.  Given this, it may be necessary periodically to clear old deposit slips in bulk.  

Once selected, the following screen would be displayed:
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3) Bulk Credit Cards

This process is typically used by Winpos/POS sites for EFT/Credit Card selection.  The Bulk Card selection program is a quick way of selecting deposits when there are many stores involved and it is impractical to select deposits individually for stores.  The selections are based on the details obtained from the actual Bank Statements.  Where there are differences between what was banked and what Harmony processed as banked for the day, a variance journal can be automatically raised to a Variance account (this depends on settings in 1) Debtors ) 8) Agent/Keyword/Class Maintenance 6) Card Group Maintenance.)  Generally variances will be cancelled out the following day.

Card Groups are setup via 1) Debtors 8) Agent/Keyword/Class Maintenance.  The system can also automatically process journals for Bank Fees, again as specified in Credit Card Group Maintenance

A separate deposit slip should be completed for each group, eg:

· Group 1 VISA  BCARD MASTC PRIVL EFPOS transactions for each site

· Group 2  AMEX JCB

· Group 3 DINER

Example of the Bulk Credit Card selection screen:
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Site


Specify the shop/site From and To range for the current Deposit Slip entries.  The system will default to the From and To warehouse defined in Utility Maintenance under Retail Management Report Defaults.  If these are not defined, the default is the first and last warehouse on the system. 
Transaction Date

If you enter a transaction date To, the General Ledger transactions will be created with this date as opposed to the current system date.  This can be important in an end of month situation where the processing date is 01.09.2001 and the deposits appear on the statement as 30.08.01.  In this case we want the transaction date to be the 30.08.2001 for Bank Reconciliation purposes.

Receipt G/L Format

The Receipt G/L Format allows you to specify a General Ledger Account range to include in the current session.  This can be useful where different Holding Accounts are used for Manual Credit Cards in Card Group Maintenance.  

For example, it could be used  to restrict the group deposit to only manual credit cards (by putting the manual card holding account format in this field). In the same way a user could ignore the manual cards (which would be in a different holding account) when doing their online deposits by restricting the system to the standard holding accounts. 

Company Code

If you have multiple companies setup in Harmony, you are able to restrict the deposits included in the current session to a specific company by entering the company code.

Process Group

Enter the Group you wish to create the Deposit Slip for.  The site must have previously had a Card Group created for it in 1) Debtors 8) Agent/Keyword/Class Maintenance 6) Card Group Maintenance.  

Groups are validated fields used to group different types of transactions for Bank Reconciliation purposes.  The transactions belonging to the relevant group will be bundled together on the Deposit Slip selection screen to allow for easier matching of the Merchant Bank Statements. The EFT types are supplied by the Australian Banking System.  The following fields are available:

	0
	CASH CHEQ EGV

	1
	VISA  BCARD MASTC PRIVL EFPOS

	2
	AMEX JCB

	3
	DINER


Consolidate Bank Account Posting (Y/N/R)? 

Select from one of the following options
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List Deposits for each Day (Y/N)?

This option will only be displayed if a Transaction Date range was selected and you are processing a deposit slip for more than one day.  This selection allows you to view the deposits as either an individual entry for each day for each site or grouped as a single entry for each site.
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Banking Date/ Use Banking Date

If deposits are not broken up by day, the system will use the banking date as the posting date for the General Ledger Bank Transaction.  The field defaults to the day before the current system date.

If “Use Banking Date” is set to “No” Harmony will use the “To Transaction Date” field for the posting date.

Transaction Type (Manual/EFTPOS/Both)?

This field allows you to decide which types of transactions to include in this session:
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Once the selection screen is completed and accepted, the following screen example will be displayed.  

All the outstanding deposits for the group and the site ranges selected on the previous screen will be displayed:
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Site

This field will display the site/shop included in the current deposit slip range.

Dates From-To

Deposits falling in the Transaction Date From….To field on the first selection screen will form part of the deposits displayed for selection on the screen.

Reference

This is the reference number given to the transaction which will typically be the Merchant Number Reference of the store.  The Reference Number would have previously been set via 1) Debtors 

8) Agent/Keyword/Class Maintenance 6) Card Group Maintenance.  

When Harmony creates the posting to the Bank Holding Account for a deposit, it will allocate the site reference as the reference for the transaction which will make it easier to identify the corresponding transaction on the bank statement. 

Deposits

This is the total of the deposits found for the site for the Transaction date range specified on the first selection screen. 

Received

The received value can be altered by the operator to be the same value of the deposit for the period as per the bank statement.   Where there are differences between the Received (per the Bank Statement) and Deposits (what Harmony processed as banked for the day), a variance journal can be automatically raised (depending on settings specified in Credit Card Group Maintenance) to a Variance account.  Generally variances will be cancelled out the following day.

Fees

Harmony has the ability to deduct a transaction fee from a credit card payment so that the bank account reconciles with your bank statement more easily.  This field displays the Bank Fee Amount deducted for the current transaction line as per settings in Card Maintenance.  The figure includes GST.  Fees should be processed with this option when the bank deducts charges before depositing the funds.  Separate monthly/annual fees should be entered via General Ledger Payments. 

GST

This is the corresponding GST value for the Bank Fee deduction in the previous field.

Banked

This is the calculated banked amount based on the value entered in the Received field less any Fees including GST.  This value should corresponding to the value on the Bank/Merchant Statement.

Diff

This field will display any differences between the Deposit and Received amounts.

Options Menu

<aBort>

Exits the operator from the current screen without saving any changes.  The previous data entry screen/menu will be displayed.
<Delete>

If this option is selected all the deposits for this site will not be included in the current deposit slip.  You will need to process the deposit again.

<Accept>

Saves and processes the data entered on the screen. 

<Deposits>

This option displays all the individual deposits associated with the current deposit slip line.  The screen would be used to unselect individual deposits from the Deposit Slip total for the day.  For example the bank statement shows the days banking less $24.00, by unselecting that transaction it would change the deposit slip amount to $3005.30 which then matches the bank statement value.  If unselected, this transaction would then be included in the following days deposits.
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<Sort>

The following sorting options are available:
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8) Agent/Keyword/Class Maintenance


1) Agent Maintenance

This program used to maintain details related to Agents for use in the Point of Sale and the Sales Order/Invoicing programs.   The information entered will depend on the use of Agents, for example different information may be required and entered for WINPOS purposes as opposed to Sales Order/Invoicing requirements.
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Agent ID  
This is the code assigned to each individual agent, and is used by the system to store and retrieve information on that agent.  (Where possible the Agent ID and Agent Zone should be given the same code.)
Agent Name/Contact/Address/Telephone/Fax/Mobile
Enter the full contact details for the agent 
Agent Zone

The Agent Zone should typically be the same number as the Agent ID.  There are 2 ways this field can be utilized:

Sales Order/Invoicing Purposes

If the Agent Zone is the same as the User ID of the person logging into Harmony, the system will perform certain checks.  The field is used in-conjunction with the Agent Zone Ranges and is used to restrict the Agents access in to viewing Debtor Accounts, raising Sales Orders/Invoices and printing reports for Debtors within those ranges.  

If the Agent Zone is the same as the User, the following checks are performed:

· Debtors Maintenance and Sales Order/Invoicing Programs will only allow the Agent to access accounts within their From and To ranges.  If the user attempts to access an account out of their range, the following message would be displayed:
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· When printing Debtor and Sales Order/Invoice Reports, the Agent From and To ranges will automatically be set and only accounts falling within those ranges will be reported on:
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If utilizing this facility, thought should be given to the numbering conventions allocated to agents. For example, if the Victorian Manager is allowed access to all accounts within Victoria only, the Agents would be allocated numbers as follows:
	Agent Zone
	Agent Name

	300
	Tom Smith - Vic Sales Manager

	301
	Peter Brown - Vic Salesman 1

	302
	Mark White -  Vic Salesman 2


WINPOS/Point of Sale System

When being used in-conjunction with the WINPOS and Point of Sale systems, this code should be the same as the clock card number allocated to the Sales Agent.
Agent Zone Range/Enquiry  

Enter the first and last agent zone the current Agent can have access to.  If the Agent Zone is the same as the User ID of the person logging into Harmony, the system will only allow access to Debtor accounts within these specified ranges 
Agent Password    

A password can be entered in this field for use in conjunction with the WINPOS/Point of Sale system.  Whereby the Agent will be required to enter a password in-conjunction with their Agent ID number. 

Commission 1 2 3 4  $  %
Up to four different commission brackets can be defined in this field.
	Commission
	$
	%

	1
	50,000
	5%

	2
	80,000
	6%

	3
	100,000
	7%

	4
	150,000
	8%


For the above table, commission is calculated as follows:

Example A
An agent has made a sale of $22,000. In accordance to the above table he has accrued $ 0 in commission.  Where as if the agent has made a sale of  $60,000 he has accrued $500.00 in commission based on the following:
$0 to $50,000 at 0% commission 

$50,000 to $60,000 at 5% commission, being $10,000 x 5% = $500.00 

Example B
An agent has made a sale of  $84,000. In accordance to the above table he has accrued 

$0 to $50,000 at 0% commission 

$50,000 to $80,000 at 5% commission, being $30,000 x 5% = $1,500 

$80,000 to $84,000 at 6% commission, being $  4,000 x 6% = $   240
         ----------

         $1,740 

Example C
An agent has made a sale of  $230,000. In accordance with the above table he has accrued 

$0 to $50,000 at 0% commission 

$50,000 to $80,000     at 5% commission, being $30,000 x 5% = $ 1,500 

$80,000 to $100,000   at 6% commission, being $20,000 x 6% = $ 1,200 

$100,000 to $150,000 at 7% commission, being $50,000 x 7% = $ 3,500 

$150,000 and above    at 8% commission, being $80,000 x 8% = $ 6,400
                                                                                                      ------------
                                                                                                        $12,600 
Important Warning: Should you want to change the agent's percentage commission rate, please remember that Harmony will adjust the commission to reflect this change. We therefore advise you to run a Debtor Invoice Report by Commission before making the change so that you have a record of what the commission was amounting to prior to the change.   You can run this report from 2)Sales/Order Invoicing 
2)Reports > 3)Invoice Report > and then pick one of the Commission report options that you want to base you calculation on. 

Please Note:   Harmony allows you to alternatively utilize a Commission Grid Table for a more specific and thorough calculation of allocating commission to an agent. This table will allow you to allocate a specific commission percentage to a product or range of products within a debtor or group of debtors. 

This grid is found in 7)GA Administration > 2)Utilities Maintenance > 4)Commission Grid Table.  Please refer to the section Using Commission Grids in the Appendix Section of this manual.
Max. Discount $
If relevant, enter the maximum amount (in dollars) that this agent can give as a discount.

Max Discount %
If relevant enter the maximum amount (in percentage) that this agent can give as a discount.

Default Debtor-NK
This field is usually left blank.  If a debtor is entered here it will be the default account specified when that agent uses the Point of Sale module.

Warehouse
This field is usually left blank.  It is used to identify the warehouse that this agents stock is located. 

Shop Manager         

If this field is set to (Y)es the Agent will have Shop Manager access in the WINPOS system.  
Clock Card Password
If a password is entered here, the Agent will need to enter a password when they clock in/out of the WINPOS system.  

Note:  if a value of -1 is entered, the Agent is not required to clock in or out.

2) Agent Report

The Agent report provides a list of all the agent details within the specified parameters.
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Below is an example of the Report:
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3) Keyword Maintenance

Keywords are an additional means of classifying debtors.  They are a descriptive term assigned to groups of like customers which can then be used as a sorting method by certain Sales Reports.  For example keywords can be used to categorise Debtors according to the type of products they purchase.  

Keywords are allocated to debtors via Debtors Maintenance <More Info> 6) Comment/Keywords.

[image: image142.png]Keyword JEANS,
Description EURCHASER OF JEANS

[ aBort Accept Previous Mext Record More-info 1
Debtor Keyword Maintenance




Field Descriptions:
Keyword
Each keyword needs a namekey, much like each debtor requiring a namekey. eg: importers might have a keyword IMP, whilst exporters might have EXP as a keyword.

Unlike classifications, multiple keywords can be applied to debtors, regardless of their classification.

Description
Enter the description of the keyword. eg: importers, exporters, etc. 

4) Keyword Report
The Keyword Report is used to generate a listing of keywords and their associated debtors based.  The report can be restricted to any of the available sorting options. 
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Below is an example of the report:
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5) Classification Maintenance
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1) Classification 1, 2, 3
Classifications are a useful way of grouping Debtors for sorting and reporting purposes.  For example you can classify debtors according to the type of products purchased by the debtor, debtors industry, geographic location or a combination of one or more of the above as there are three different classifications available.

There are 2 ways classifications can be used, either as a validated field or as a free form text field.  It is highly recommended that they be used as a validated field so that there is uniformity in the information assigned.  This part of the program is used to setup the three Classifications as valid fields.

Here is an example of how they can be used:

· The first classification may denote products purchased by the debtor e.g. STAT for stationary, HWARE for computer hardware, ALL for both of the above. 

· The second classification may denote the debtors industry e.g. ELECT for electronic equipment, SOFT for software developers etc. 

· The third classification may denote the geographic location e.g. VIC for Victoria, NSW for NSW etc. 

If you needed to produce a report of all NSW debtors who are in the electronic industry and purchase Hardware equipment for sales analysis purposes you would sort the report by these classifications. 

· Up to three classification codes can be entered for a debtor, if you don’t require all 3, leave the unused ones blank.
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4) Delete All Records
This option will delete all Debtor classifications. 

DO NOT USE THIS OPTION WITHOUT THE ASSISTANCE OF FBS HELP DESK.
If selected, the following message will be displayed:
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9) Account Enquiry
The Debtor Enquiry function is used to view information Debtor Accounts. Essentially it is exactly the same as Debtor Account Maintenance, the only difference being that it is a read only program.  It is recommended that the enquiry program be used to view accounts instead of the maintenance program as it will avoid locking issues on the system.  Debtors Account Maintenance should be used as an editing/maintenance tool.
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Appendixes

Setting Message Namekeys

From the Main Menu select 7) G/A Admin 4) Advanced Administration 2) Message Maintenance
This function is used to enter/maintain messages which can be used by Harmony modules.  The operator is able to create a standard text message which can be allocated to a customer via Debtors Maintenance.  There are several ways the message namekey function can work:
· Allocating a message namekey via Debtors Maintenance.  When processing Sales Order/Invoices these messages will be printed on Sales Order/Invoice forms (if your company’s form layout permits).

· Allocating the message in the comments field when processing a Sales Order/Invoice

· There is also a list of reserved message name-keys that can be used to create standard messages which by default will automatically print on all Standard Harmony Invoices, Credit notes and Statements (again, if your company’s form layout permits)
The following Message Namekeys are reserved for Debtor purposes:

· INVOICE
· CREDITNOTE
· STATEMENTS
If forms have been customised for you company, this facility may not be available. Contact your account manager with any queries.
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The following is the procedure for applying Message Namekeys in the comments field when processing a Sales Order/Invoice. 
On the last Sales Order/Invoice screen you can select the message namekey at the Comments field.  Enter a “.*” to display a list of message namekeys:
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Additional Options:

If you enter ".*" the message will be extended on the comments field.

If you enter "~" followed by the message namekey, the message will be printed but not extended on the comment field eg. ~quote.

Payment Terms Table Maintenance

The Payment Terms table is used to create/modify the Payment Trading Terms list.  Up to 20 terms can

be entered.  These terms are allocated to Debtors via 1) Debtors Maintenance and are used for printing
purposes on standard Harmony invoices. 
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Terms No.
This is the number corresponding to each term and cannot be altered.

Payment Terms Days
This is the number of days the payment terms are relevant for. For example, an invoice may be due seven days after receiving the invoice or statement, therefore the entry in this field would be 7.
Payment Terms Comment
Enter the message describing this payment term, this information will be printed on Sales Invoices ((if your company’s form layout permits).  For example, `Nett 7 days'.

Commission Grid Table

Another way Sales Commissions can be calculated by Harmony is by using the Commission Grid Table which allows you to set specific commission % rates according to the Stock Items sold and the type of customer they are being sold to.

The Commission Grid Table is accessed via 7) G/A Admin 2) Utilities Maint 4) Commission Grid Table.

The ten by ten grid allows for up to ten different debtor categories and ten different stock categories. The debtor categories can be assigned independently of sales agents.
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Debtor Category 0 ... 9
Enter the percentage commission payable in each of the ten different debtor categories. Debtor categories may attract different commissions because of the different pricing of the debtors in each category.  Please Note - 0 will be the default rate.
Stock Category 0 ... 9
Enter the percentage commission payable in each of the ten different stock categories. For example, stock category one may represent a product for which you do not have sole agency. Stock category two may represent a product which only you sell, therefore a higher sales commission is applicable.  

Please Note - 0 will be the default rate
For example looking at the above grid, Debtors with a Commission Category of 0 that purchase products which have a commission category of 2, the Sales Agent can expect to be paid 6.5% commission on the sale.  On the other hand if the Debtor had a Commission Category of 2 (because they always buy this particular product and therefore selling it requires less effort) and they bought the same product the Sales Agent would only earn 2% commission on the same type of sale.

Commission Categories are set via Inventory Maintenance and Debtor Maintenance respectively.
Printing Commission Reports

There is a suite of Invoice reports specifically designed to calculate commissions, from the Main Menu select 2) Sales Order/Invoicing 2) Reports 3) Invoice Report 

Below is an example of the Commission on Net Sales report for Agent 100:
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Below is an example of the Commission on Net Sales report for Agent 100 including stock items:
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Debtors End of Month/Year Procedures

Reconciling the Debtors Ledger

The Harmony Debtors ledger needs to be closed off on a monthly basis.  Prior to rolling over the month, a full reconciliation should be done to establish that the Debtors and General Ledgers reconcile.  When reconciling the Debtors Ledger, it is important that all processing for the month being closed is complete.  Once the month is closed you cannot post back to it.  Harmony allows you to forward post transactions into the future but you cannot post into a closed off month.

Before proceeding with the end of month roll-over you need to establish that the Debtors Ledger and General Ledger Trade Debtors account reconcile with each other.  If they do not reconcile it is imperative to identify where the difference lies.  

At this point all Harmony processing for Debtors should stop until the end of month roll-over is complete.  This is crucial so that we can capture a point in time and feel confident that no transactions can slip through and cause our reconciliations to be wrong.   

Note:  If you are unable to stop processing on the live system, the reconciliation can be run in the EOM login after the backup and end of month rollover has been in the live system.  Please discuss your specific requirements with your account manager so that a procedure which suits your company’s requirements can be implemented.

Reconciliation Procedure:
1.
Print the Debtors Aged Trial Balance Report

From the Main Menu select 1) Debtors 2) Reports 2) Finance Reports 1) Aged Trial Balance.  
It is very important to print the Aged Trial Balance report and file it away for future reference prior to rolling over as the report cannot be printed again (for the month you are reconciling) once the roll-over is complete.  
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The following points are important:

· If you have debtor charge accounts the report should be printed with the setting:
Select Account Types -  H I  (this will include all Head office and independent  accounts)

· If you do not have charge accounts the report should be printed with the setting:

Select Account Types -  A

Include only non-zero balances - T (this will report all accounts which have had a transaction 
           during the month)   

· Include only non-zero balances -  T (this will report all accounts which have had a  transaction 
    during the month)   

If you have cost centres setup and have more than one Trade Debtors Control Account in the General Ledger then the Debtors Aged Trial Balance should be printed with sub-totalling for each General Ledger Cost Centre.  Each of the Aged Trial Balances should be compared to the individual Trade Debtors Accounts in the General Ledger. 

Second Selection Screen:
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Print Report In Extended Format

Consideration should be given to this question.  If you want an extended report with at list of outstanding transactions a selection should be made in this field.  
Include Forward Transactions

Whether forward transactions are included depends on the purpose of the report.  Including forward transaction will show any forward dated transactions which may have been processed.  If you want to print the report for end of month reconciliation purposes, forward transactions would be excluded so that you capture that point in time only.  You may however wish to print the Aged Trial Balance in more than one way to be filed away for future reference.  It is important to remember that the report cannot be printed again (for the month you are reconciling) once the roll-over is complete.
2.   Compare the TOTAL on the Aged Trial Balance list with the General Ledger 
Trade Debtors Account.  

Before this can be done a General Ledger Transfer must be processed. Transactions entered in sub-ledgers such as the Debtors Ledger are not posted to the General Ledger at the time of entry, they are posted by processing a GL Transfer.  Transfers to the General Ledger can be performed as often as required during the month for bank reconciliation or financial reporting purposes.

From the Main Menu select 7) G/A Administration 5) G/L Transfer Update
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Note:  All the ledgers can be transferred at the same time.  Typically we would close off the Inventory Ledger at the same time as Debtors.
Once the transfer is complete you can compare the Debtors Aged Trial Balance with the GL Trade Debtors Accounts. From the Main Menu select 6) General Ledger 9) Account Enquiry and select the Trade Debtors Account.  
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Identify what the balance is in the account at the same point in time as the Debtors Aged Trial Balance, eg.  30th June 2001 and compare it to the TOTAL on the  Debtors Aged Trial Balance Report.


Example of Debtors Aged Trial Balance at the same point in time:
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The Total Balance = Current total balance + 90 days +60 days +30days + Unallocated.

This should match with the current balance at the end of the month in the debtor control account. 

If forward transactions have been created and allocated during the month, the current balance from the Aged Trial Balance will not match the Debtor Control account current balance. (This is because some of the current transactions have been matched against forward transactions, which “cancels” them out from the calculations). In this instance you will need to take Forward transactions into consideration and balance against the closing balance on the debtors control account.

To reconcile the month you are closing (in our example January 2006) look at the balance for the month in the GL account and compare it to the Balance on the Aged Trial Balance Report.  If both figures match then the month is reconciled.  .  (If they do not reconcile, refer to the section Reconciliation Procedure when Debtors Ledger doesn't reconcile with the GL further in this section for help in finding the imbalance.)
It is also a good idea to reconcile the closing figure in the Trade Debtors account if you post forward transactions.  Take the balance on the Aged Trial Balance and add the FWD OUT transactions, compare this to the end YTD figure in the last column of the Trade Debtors account.

Printing End of Month Reports

Once the reconciliation is complete, certain reports should be printed and filed away for future reference.  The following is a list of reports we recommend you should print before performing an End of Month Rollover, these are a guide only, you can print any additional reports you require. It is a good idea to print out all the reports and look at them with management to ascertain which ones suit your companies planning and financial reporting needs.  Once you have decided which reports are beneficial add them to your End of Month list.

· Debtors Aged Trial Balance (this should already be printed) from the Main Menu select 1-2-2-1

· Debtors Transaction Report from the Main Menu select 1-2-4-1.  

Options should include:

· Transaction dated from 1st of the month being closed off to Last day of the month being closed off.  
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· (N)o to only transactions entered since last end of month.  This is because the report must be printed for every transaction dated this month regardless of the month of entry.
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· Debtors Statements 1-2-5

· Cash Flow Report 1-2-11, this report is used for cashflow planning.

· Overdue Debtor Report  1-2-2-1, this report is used for debt collection purposes.

· Sales History Report 1-2-3-1, this is a useful report for Management Analysis. 

The following reports from the Sales Order/Invoicing Module must be printed for the current month before a Debtors roll-over is performed 
· Invoice Tax Report 2-2-3-1, this is useful for reconciling your Supply and Acquisition report.

· Invoice Profit Report 2-2-3-2, useful for Management Analysis.

· Invoice Commission Reports 2-2-3-4 to 7, useful for calculation commission where commission salesmen are employed or commission is paid to Sales Agents.

· Sales Order Reports 2-2-1

· Sales Projection Reports 2-2-2.

Procedure for End of Month Update

Once the Debtors and General Ledgers are reconciled and you have printed and filed away the necessary reports you are ready to do the End of Month Processing. 

Step 1.  Backup Data

Backup the database onto a Backup Tape.

To check the tape is ok, restore it into the corresponding EOM directory.  This must be done prior to the actual rollover.

It is advisable to keep your EOM backup tapes and implement a rotation system of your tapes for a 12 month period, that is you would only reuse your May 1999 tape in May 2000.  This way if you ever need to go back to a previous month you will not have a problem.

If this is an end of year roll-over make sure the tape is clearly labelled and not re-used.

In the case where Debtor and Creditor End of Month updates are not performed at the same time, a separate EOM backup tape should be kept for each.

If an end of month tape is not being restored into an EOM login, then all reporting should be done before proceeding with the End of Month Update.

Step 2.  Perform End of Month Procedure

To perform the actual End of Month Update from the Main Menu select 7-3.  

You need to select  (Y) for the Debtors and Inventory Ledgers.  Typically the Inventory Module is rolled over at the same time as the Debtors Module.
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Once the Update is complete the following would have occurred:

Transactions created using the: 

· Summary Invoice Entry, Cash Receipt/Discount Entry and Journal Entry functions in the Debtor & Sales Analysis module, 

· Sales Order/Invoicing function in the Sales Order & Invoicing module, 

· Point of Sale Invoicing and Layby Payments from the Point of Sale module, 

· Rental Invoicing function in the Rental & Evaluation module, 

will all be posted to their respective general ledger accounts, if a general ledger transfer was not performed prior to the rollover.

All outstanding balances will be totalled and aged into their respective periods, and historical data such as Month To Date and Year To Date sales will all be updated.

Year end processing is automatically initiated if a month end processing is performed for the last month of a financial year. Therefore, all outstanding entries, adjustments etc. for the financial year must be carried out prior to initiating this special month end (i.e. 12th month of the financial year) process.

Once a month end process has taken place, it is no longer possible to produce certain reports for the prior month e.g. Debtor Aged Trial Balance and statements. Therefore, these reports must be printed before performing a debtor month end processing. Other reports such as the Debtor Sales History report can be printed at any time before or after a month end processing.

Reconciliation Procedure when Debtors Ledger doesn't reconcile with the GL 

1. Make sure a GL Transfer has been done and no further processing has been performed in the 

Debtors Ledger that have not been transferred.
From the Main Menu select 7-2-7-1 


The “Next Audit Number and the “Next Audit Number to be Transferred” must be the same for the General Ledger and the Debtors Ledger to reconcile.

In the above example all the transactions in the Debtors Ledger have not been transferred to the General Ledger.

The Next Debtor Audit Number is 3475 and the Next Audit Number to be transferred is 3424, there are still 51 transactions to be transferred to the General Ledger.  Therefore we would definitely have a difference between our Debtors Aged Trial Balance and the Trade Debtors account in the General Ledger.  

2. Make sure no transactions have been posted directly to the General Ledger Trade Debtors account.  The Trade Debtors Account is a Control Account and should never be posted to directly by the operator (without specific directions from FBS staff).
The only transactions which we should see in this account are direct postings from the Debtors Ledger and these can appear in the following format:.

· Transactions with Ref Type SUM-DXFER, if you post to the General Ledger as Summarised, 

· If you post to the General Ledger in an Expanded format the transactions and their reference numbers will be listed individually as opposed to SUM-DXFER references.

To confirm no postings have gone to this account from any other ledger we can print a General Ledger Transaction Ledger report.

From the Main Menu select 6-2-7.

· Only select the Trade Debtors account in the range, 

· You can specify a date range for the transactions, however we may need to see all transactions in case this problem is prior to this month

· We want to see transactions that have gone through from all ledgers except for the debtors ledger.  Look at example below:
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If any transactions appear in this report they need to be investigated, they should not have been posted to this account.

3. Check to see that your General Ledger Trial Balance is in balance. 

From the Main Menu select 6-2-2 Summarised Trial Balance
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Below is an example of the General Ledger Trial Balance report:

· If they are not equal contact FBS help desk for further assistance.

4. Reconcile Month to Date Debtors using the Debtors Transaction Ledger Report.

From the Main Menu select 1-2-4-1

Printing Options.

· MUST include Transaction Date from 1st day of the month being closed off to the  Last day of the month being closed off

· N to only transactions entered since last end of month

· Can be sorted by any order as per the sort order options. Eg. By cost centre with sub total.

The Transaction Report must be printed for every transaction dated this month regardless of the month of entry.

Report Selection Screen:




Once the Report has been printed the totals for each transaction type must be added or subtracted from the previous months total on the Debtors Aged Balance Report giving the current months’ outstanding balance. If there is a difference to the Total on this months’ Debtors Aged Trial Balance then there could be a problem with the transactions and you will need to report the problem to FBS Help Desk.

Refer to the next page for an example.

For Example:


The Aged Trial Balance Report as at the end of May 2001 had a balance of  $316,332.10 the reconciliation would appear as follows:

Aged Trial Balance as at 31.05.01




            316,332.10

Plus Invoices







20,724.00

Less Credits







 (1,694.00)

Less Payments







 (1,010.00)

Less Discounts







 (     60.00)

Plus Journal Debits





               43,000.00

Less Journal Credits






               0

Add Positive Exchange Gain






0

Less Negative Exchange Gain






0

Claims and CrRedeem are not included in the reconciliation










------------

Transaction Balance as at 30.06.01




             377,292.10

Debtors Aged Trial Balance as at 30.06.01



             377,292.10

Difference







               0

If there is a difference:

Check the Aged Trial Balance amount as at the end of the previous month is the correct figure.  Was it at the correct point in time?  That is, no transactions slipped through after the Aged Trial Balance had been printed and before the end of month was actually processed.

Contact FBS Help Desk in case there is a problem with any of the transactions.

List of Transaction Types for Debtors
Each transaction type posted to the Debtor Sub-ledger, either increases or decreases the sub-ledger balance. This is based on the transaction types as per following table:

	Transaction Description
	Transaction Type
	Effect on Balance
	Description

	Invoice
	Debit
	Increase
	An invoice from a debtor

	Credit Note
	Credit 
	Decrease
	A credit invoice

	Receipt 
	Credit 
	Decrease
	Payment by a debtor

	Discount Given
	Credit 
	Decrease
	Discount given to a debtor

	Journal Debit
	Debit
	Increase
	Journal entry debit

	Journal Credit 
	Credit
	Decrease
	Journal entry credit

	Exchange Gain
	Debit
	Increase
	Currency exchange gain/loss

	Claim Entry 
	Debit
	No Effect
	A debit type transaction for returned goods which have not yet been received

	Credit Redemption
	Credit
	No Effect 
	A marker to indicate when a credit has been redeemed by the Point of Sale system

	Layby Creation
	Debit
	No Effect
	A marker to indicate when a layby has been created by the Point of Sale system

	Layby Modification
	Debit
	No Effect
	A marker to indicate when a layby has been modified by the Point of Sale system

	Layby Cancellation
	Credit
	No Effect`
	A marker to indicate when a layby has been cancelled by the Point of Sale system


Site


Ensure you specify the shop/site From and To range to delete deposit slips for.








Processing Date/Transaction Date


You will need to specify the Processing Date range the old deposits should be deleted.








Enter a – amount against the Claim and allocate the required invoice and payment:





Enter the Penalty Category relevant to this debtor.  





Payment Method


Select the Payment Method to delete deposit slip for.








Bank Fees Account


If you accept payment by Credit Cards transaction fees can be automatically deducted from the receipt amount.  The percentages are setup via POS Parameters.





This should be the bank holding account





This should be the Bank Account.  Direct Deposits will be posted to this account





This field allows you to prioritize debtors by allocating a number (between 1 and 99) depending on the debtor's importance. eg. if stock is received, and a number of debtors are awaiting supply, the debtors with a higher priority of delivery can be identified via this option in certain Harmony programs.





Last Transaction Updated





Current Transaction Number








Select the month and year being reconciled   











Debit Type Account and Credit Type Account Totals must be equal
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