Chapter 8 - Accounts Receivable

Until Final Invoices are Finalized, they do not show up in Accounts Receivable or on Statements.

To access the Accounts Receivable section of Natural Log, from the main menu click [Accounts-
Receivable]. You can then access the following sections.

Customer Accounts Browser
This browser allows you to view a list of customers and their Accounts Receivable balance. You can
configure this browser display to suit your needs. See section 8.01 of this manual.

Transaction Browser
This browser allows you to view a list of all Accounts Receivable transactions entered in NL8 in a specified
date range. You can configure this browser display to suit your needs. See section 8.02 of this manual.

Statement Generator
This section of NL8 allows you to generate account statements for any selected customer(s). See section
8.03 of this manual.

Assessing Finance Charges
This section of NL8 posts finance charges according to rules you set up in Finance Charge Setup. See
assessing finance charges. See section 8.04 of this manual.

Receiving Payments and Entering Adjustments

This section of NL8 allows you to enter payments received from your customers post any needed adjusting
entries. See receiving payments in section 8.05, posting prepayments in section 8.05.01, entering Accounts
Receivable adjustments in section 8.07. See sections 8.05 - 8.09 of this manual.

Correcting Payment and Adjustment Errors

Until the End-of-Month closing is done on an accounting period, users may freely delete transactions and
reenter them. This is the best way to correct errors. After the End-of-Month closing is done, adjusting entries
must be made to correct errors. See section 8.07 to correct adjustment errors. See section 8.08 to correct
payment errors.

End-of-Month Closing

This closes an Accounts Receivable month in NL8. After a month is closed, NL8 prohibits entering any
Accounts Receivable transactions dated before the last closing date. This serves to protect any month-
closing Accounts Receivable reconciliation for that month you have submitted to your accountant from being
changed after you submit the reconciliation. See Accounts Receivable End-of-Month Closing in section 8.10.

O You can still post payments to invoices issued before that closing date, the payment transaction itself
must have a date after the closing date.

O You can still post adjustments to invoices issued before that closing date, the adjusting transaction itself
must have a date after the closing date.

O You can still reissue corrected invoices for invoices issued before that closing date, the corrected /
reissued invoice will be dated after the closing date.

See section 8.09 of this manual for more information about End-of-Month closing.
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8.01 Customer Account Browser

To access the Accounts Receivable section of Natural Log, from the main menu click [Accounts-
Receivable]. This browser allows you to view a list of customers and their Accounts Receivable balance.
You can configure this browser display to suit your needs.

& Sample Customer Account Browser

File Edit “iew BrowserSetings Toolz Help
O = > dh =] | oo ¥ v
MHew Open | Delete | Find Frint Columnns | Filker Help Close
Sort by All Active Customers
1st I Sponsar i | ﬂl CustlD [Sponsar [Billingt ame [&ccountRep [ Balance] =
then Iﬁ Al 0146 15t Ann. Hizpanic Brdestrs dewd Mariza Bianca Productions 03 Delfino Garcia 7007
Billingh ame B 0112 Abx Cablevison 0f Texs Inc CLXAY 02 Corey 'white 120,00
e Iﬁﬂl 0001 Allen's Body Tech Allen's Ad Sdgency 02 Corey YWhite 0.00
0002 American Mational Bank. tarcia Wigagles & Azsociates 02 Corey "White 197 .47
. 0133 Amencan Mational Bank-gpanizh Marcia Wiggles & Aesociates 01 Eddy Munster -20.00
View Customers for 0003 Another Debut Another Debut 08 Sally Selalot 0.00
-4 Al AzcountReps 0155 Anptown American Legion Anptown Amefican Legion 07 Eddy Munszter .97
-{_7 06 Albert Doorknob 31 312 inytown E}Hamléer Of Commerce inytown E}Hamléer Of Commerce g;l Ejgy munster ggg
rytawen Filley Co. rytawen Filley Co. I Munster .
g g; égf;ﬁﬂﬁ: 0103 Anptown ¥ F . Anptown Y. F . 01 Edldy Munster 0.00
X ) 0004 Apache Chemical Apache Chemical 02 Corey "White 2.02
-+ 03 Deffino Garcia 0005 Apache Tractor & Implement Dave And Dave Advertising 01 Eddy Munszter E0.89
-1 01 Eddy Munster 0006 Arnolds Jewelers Bright Star Agency 01 Eddy Munster 2436
{Z1 09 Grandma Maoses 0007  Asap Paging Azap Paging 02 Corey white 254.05
--{_ 00 House Accounts 0002 Baptist Bible Hour Baptist Bible Hour 07 Eddy Munszter 4118
-{_] 07 Ima Manager 33103 geran;"s Agri-center geran;"s Agri-center 312 ggrde_l,lh\:-"hite ggg
ert's Restaurant ert's Restaurant I Munster .
g gg é:ﬁ;og:l:;tmha 0011 Bette's Sewing Center Bette's Sewing Center 02 Corey "White 15222
0012 Bommer Ford Bammer Fard 01 Eddy Munster 42215
~L0 10 Salseman #10 0013 Bommer Tractor Baommer Tractor 01 Eddy Munszter 169.98
0014  Boone's Bakem Boone's Bakem 05 Leeroy Mantcha 0.00
0015 Bordens. Inc. Bordens, Inc. 05 Leeray Mantcha 121.78
0016 Brooks & Lee Funeral Home Brooks & Lee Funeral Home 02 Caorey "white 165.22
0017 Caraway Ford Mercury Caraway Ford Mercury 07 Eddy Munszter 29753
Find 0018 Casa Paras Caza Porras 02 Corey YWhite 0.00
0142 Charlie Bartoz Dozer Contrachs Charlie B artoz Dozer Contracts 05 Leeroy Mantcha 24.00
|:':'lL'“'""ql Sponzor 'I 0019 City Utilities City Utilities 01 Eddy Munster A0E.25
Findl— 0020 Clothes Tree Clothes Tree 02 Corey "White 100.00
01562  Cooper Chey., Olds, Pontiac Cooper Chey.. Olds, Fontiac 02 Corey YWhite 1068.00
; [ Cattnmwnnd Inn Bestaurant and Cattnmwnnd Inn Bestaurant and R | eerou Mantcha nnn=x
Feitad I [k | Open I "i’ i LH
| 157 Accounts |[UNFILTERED]

Confiquring the Browser Screen

The browser list can be easily sorted and filtered and you can select which item properties [columns] you
want to display under [Browser Settings]. See sections 9.12 through 9.13 of this manual for instructions on
changing the configuration of the browser. On the left side of browser screen are folders for each Account
Rep [salesman] and you can click each folder to quickly display all customers associated with that Account
Rep.

Browser Sorting

In the browser, you may click on any column heading to sort the list by that column. You may also select the
columns from the dropdown boxes on the left side of the screen. Use the first Sort dropdown box to select
the data column to be used as the primary sort column for the list. The buttons to right of the Sort boxes allow
you to sort in Ascending or Descending order. Any items with matching entries in the primary Sort data
column are then sorted by the column selected in the second Sort dropdown box. Any items with matching
entries in the primary and secondary Sort data columns are then sorted by the column selected in the third
Sort dropdown box.
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8.02 A/R - Transaction Browser

From the main NL8 menu, click [Accounts-Receivable][Transaction Browser]. This browser allows you to
view an on-screen filtered or unfiltered list of all Accounts Receivable transactions entered in NL8 in a date
range. You can open any transaction directly from this browser by [double-clicking] the transaction.

sid Sample Transaction Browser

File Edit Browser Settings  Help
= # =] | ? | v |

Yiew Tranzaction| Find Transaction Prit List Help Close
~AfR Transactions for
Station[z] Revenue Tupe(z) for sccount Rep(z) Sort Lizt By
Iﬁ-‘-.ll Stations j I.&II Revenue Types j Iﬁ-‘-.ll Account Reps j IHeferenceﬁ j Fiefresh
[ Custom Dates | OR Speciied Dates From | September 01,2003 ¥| ta|September 30, 2003 x| Transactians

Referancett D ezcription Amount .

Y 0146 |15, B |DEMO-AM 0146-001 15t Ann, o X
09/30/2003 | INY | DEMO-AM | 0112 |Abx ble| DERMO-Akd 017 2-007 Abx Cablevizion OF Te 5330

03030003 03/30/2003 | INY | DEMO-aM [ 0112 [Abx Cablevision Of Texas, Inc. / Abx Cable| DEMO-4M 0172-002 Abx Cablevision OF Te 220,00
03090004 09/30/2003 | INY | DEMO-aM | 0007 |allen's Body Tech / dllen's Ad Agency DEMO-ak 0001-003 Allen's Body Tech n.on
03090005 09/30/2003 | INY | DEMO-FM 0002 | American Mational Bark, / Bright Star Agen | DEMO-F 0002-001 American Mational Bar 280,007
03090006 09/30/2003 | INY | DEMO-&M 0002 | American National Bank / Bright Star Agen | DEMO-AM 0002-003 American Mational Bar 14375
03090007 09/30/2003 | INY | DEMO-AM 0002 | American MNational Bank / Bright Star Agen | DEMO-AM 0002-004 American Mational Bar 200,00
03090003 09/30/2003 | INY | DEMO-AR 0133 | American MNational Bank-spanish / America | DEMO-4M 0133-007 American Mational Bar 80.00
03090003 09/30/2003 | INY | DEMO-&R 0185 | Angtown dmerican Legion £ Argtown Amer | DEMO-AM 0155-007 Angtown American Le 31.50
0309001 0« 03/30/2003 | INY | DEMO-AM | 0102 | Anytown Fillew Co. / Srwtown Filley Co. DEMO-abd 0102-007 Anwtown Filley Co. 200.00
03050011 09/30/2003 | INY | DEMO-FM 0004 | Apache Chemical / Apache Chemical DEMO-Fi 0004-001 Apache Chemical 13669
03090012 09/30/2003 | INY | DEMO-FM 0005 | Apache Tractor & Implement / Brown And | DEMO-FR 0005-001 Apache Tractor & Impl E0.00
0309001 3« 09/30/2003 | INY | DEMO-FM 0008 | &rnolds Jewelers /£ Amolds Jewelsrs DEMO-F QO0E-001 Arnolds Jewelers 24.00
03090014 09/30/2003 | WY | DEMO-FM 0007 |4szap Paging / 4zap Paging DEMO-FK 0007-002 Azap Paging 23375
03090015 09/30-/2003 | WY | DEMO-AM | 0002 |Eaptist Bible Hour # Baptist Bible Hour DEMO-4h 0008-007 Baptist Bible Hour g0.00
03090016 09/30/2003 | INY | DEMO-AR 0011 |Bette's Sewing Center £ Bette's Sewing Cer| DEMO-AM 00171007 Bette's Sewing Center 150,00
03090017 09/30/2003 | WY | DEMO-AM | 0012 |Bommer Ford / Bommmer Ford DEMO-ak 001 2-001 Bornner Fard 108.00
03090014 09/30/2003 | WY | DEMO-AM | 0012 |Bommer Ford / Bommer Ford DEMO-4k 001 2-002 Bommer Ford 150.00
03030014 09/30/2003 | INY | DEMO-AM | 0012 |Bommer Ford / Bommer Ford DEMO-ab 001 2-003 Bommer Ford 155.00
03090020 09/30/2003 | INY | DEMO-2M 0013 |Bormer Tractor / Bormer Tractor DEMO-aM 0073-001 Bormmer Tractor 23.00
03090021 09/30/2003 | WY | DEMO-2M 003 |Bommer Tractor / Bommer Tractor DEMO-ab 0013002 Bormrner Tractor 2375
03090022 09/30/2003 | WY | DEMO-2M 0032 |Bemmer Tractor / Bommer Tractor DEMO-ak 0013003 Bornner Tractor 12075
03090023 09/30/2003 | INY | DEMO-AM | 0015 |Bordens, Inc. / Bordens, Inc. DEMO-4M 0015-001 Bordens, Ine. 120.00
03090024 03/30/2003 | 1NV | DEMO-FM 0ME  |Brooks & Lee Funeral Home # Brooks & Lee DEMO-Fi4 D016-007 Brooks & Lee Funeral | 15.00
03090025 09/30/2003 | INY | DEMO-FM 007 | Caraway Ford Mercury / Caraway Ford Mer| DEMO-FM 0017-001 Caraway Ford Mercury 14350
:ﬂrﬂ1ﬁﬁﬂ [ T e T} [LILNS MCkAT Chd [n[nh e manmas Cmed Rl mrmniens 3 e minimas Cmred RA e | DD RAT Chd O0T1 T 0000 T e —imas Cmed R e ey A2 Il_l

Confiquring the Browser Screen

The browser list can be easily sorted and filtered and you can select which item properties [columns] you
want to display under [Browser Settings]. See sections 9.12 through 9.13 of this manual for instructions on
changing the configuration of the browser. On the left side of browser screen are folders for each Account
Rep [salesman] and you can click each folder to quickly display all customers associated with that Account
Rep.

Filtering the Transaction Browser

There are several dropdown boxes with which you can filter the A/R transaction list. For more filtering, see
advanced browser filtering.

Station(s)

Revenue Type(s)

Account Rep(s)

Transaction Date Range

ODOo0DO

Continued on next page.
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8.02 A/R - Transaction Browser (cont)

Sorting the Transaction Browser
You can sort the transaction list by:

Reference #

Date

Station

Type

Customer ID

Sponsor / BillingName

Description

Amount

Transaction Browser CheckNumber LookUp

The Transaction Browser allows you to view an on-screen list of all transactions involving a particular check
number. This helps you find a check number that may have been posted incorrectly. From the main NL8
menu, click [Accounts-Receivable][Transaction Browser].

O Click [Edit] [LookUp Check Number]. The only transactions included in then list will be those matching
the check number you enter.

O Click [Edit] [LookUp Check Number] and enter an blank Check Number to again display all
transactions.
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8.03 Account Statement Generator

This section of NL8 creates and prints account statements for all or selected customers. If you desire you
may post finance charges before generating statements. To generate account statements, from the main
NL8 menu, click [Accounts-Receivable][Statement Generator].

&id Sample Customer Account Statements

Statements  Wiew Tools Help

= | P Vg
temarize Frint Statements | Preview Statement Help Close
p et el Account Statements
[ Revere | ccfiep | Custms Sample for the period 8/1/03 through 9/30/03
Eenerall Sort I Stations Statements for accounts: Al Accounts with Activity J &l Statement Cycles
Sponzor [ 9403 +lnvoices]  -Payments] +/-Adj] +FinChg]  9/30/03 =
0145 15t Ann. Hisparic Brdostrs Awd 0.00 93.00 0.00 0.00 0.00 93.00
0112 b Cablevision OF Texas, Inc. 0.00 278.30 0.00 0.00 0.00 278.30
- 0002 American National Bank 0.00 53375 0.00 0.00 0.00 543.75
Statement List Type 0123 Asmerican Mational Bank-spanish 0.00 £0.00 0.00 0.00 0.00 £0.00
| Standard = /| 0155 srytown smerican Legion 0.00 31.50 0.00 0.00 0.00 3150
Statement Period 0102 Anytown Filley Co. 0.00 200.00 0.00 0.00 0.00 200.00
[Custom Dates = 0004 Apache Chemical 0.00 136.59 0.00 0.00 0.00 136.69
0005 Apache Tractar & Implement 0.00 £0.00 0.00 0.00 0.0 E0.00
0005 Amolds Jewelers 0.00 24.00 0.00 0.00 0.00 24.00
From{ s eptember 01, 2003 ]|} o7 4o Paging 0.00 233,75 0.00 0.00 0.00 23375
0003 B aptist Bible Hour 0.00 80.00 0.00 0.00 0.00 a0.00
to] September 30, 2003 ||| {|[0m1 Bette's Sewing Center 0.00 150,00 0.00 0.00 0.00 150.00
Statement Cycles ta Includs 0012 Bormer Ford 0.00 417.00 0.00 0.00 0.00 417.00
= 0013 Bommer Tractar 0.00 167.50 0.00 0.00 0.00 167.50
|l Statemert Cycles _ =0 a0 eerdens, ine 000 120.00 0.00 0.00 0o0 12000
Account Statements to include 0016 Brooks & Lee Fureral Home 0.00 15.00 0.00 0.00 0.00 15.00
I,.f_\|| Accounts with Activie j 0017 Caraway Ford Mercury 0.00 29325 0.00 0.00 0.0 29325
0142 Charlie Bartoz Dozer Contracts 0.00 24.00 0.00 0.00 0.00 24.00
0013 City Utilities 0.00 405,25 0.00 0.00 0.00 40525
0020 Clothes Tree 0.00 100.00 0.00 0.00 0.00 100.00
0152 Cooper Chev.. Olds, Pontiac 0.00 105.00 0.00 0.00 0.00 105.00
0023 Cow Palace 0.00 115.50 0.00 0.00 0.00 115.50
10143 Daisy Mas's 0.00 42.00 0.00 0.00 0.00 42.00
0157 Daviz And Logan Insurance 0.00 £0.00 0.00 0.00 0.0 E0.00
0026 Dewitt Poth & Son 0.00 155.00 0.00 0.00 0.00 155.00
Get Statements H m I'aa Fivemifiﬁrl Linuirlators 1 1 144 Nl nn 1 1 i 144 i <
4 »

O After the statement list is generated according to the filter settings you specify [see next page], click
[Print Statements] to begin the statement printout.

O The statements themselves will be printed as you specified in NL8 document settings. Also see
Electronic Statement Delivery.

O You can [double-click] any account statement to view it on-screen.

Continued on next page
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8.03 Account Statement Generator (cont)

Statement Settings - List Filtering Tabs

There are several tabs you can use to filter the statement list:

= Stations To limit the stations included.

= Revenue To limit the revenue-types or revenue-sources included.
= Acct Rep To limit the account reps accounts that are included.

= Custmrs To limit the customer(s) included.

If more advanced filtering is needed, click [Statements][Customize Statements][Advanced Filters] as
described in advanced filtering.

General Tab - Statement Period
This sets the start and end dates for the statement activity to be icnluded.

General Tab - Statement Cycles to Include

This will most often be All Statement Cycles but you can restrict the list to:
Broadcast Month definition

Calendar Month

End-of-Schedule

Demand

Weekly

Special1 through Special9

General Tab - Account Balances to Include

This will most often be All Accounts with Activity but you can restrict the list to:
No 0 or CreditBal Accounts

No Credit balance Accounts

31+ day Accounts ONLY

61+ day Accounts ONLY

91+ day Accounts ONLY

121+ day Accounts ONLY
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8.03 Account Statement Generator (cont)

Viewing Account Statement before Printing

On the statement generator list, you can [double-click] any account statement to view it on-screen. Please
note that selecting these statement types does not change the internal record keeping of NL8. You can

always switch between Open-ltem and Balance-Forward statements for individual customers without any
loss of data. Example of Open-ltem statement:

Account Statement

Start Date il;:-c gag:evgsion BF Fm' :nc_ DEMO-AM Statement of Account
Dctober 01, 2003 - % Cablevision exas, [no. Account ID: 0112
I =l ccous Payable Statement Date: 10431403
prdDete Bt 1s¢ 76000
nywhere,
IDCtDbe' 1, 2002 LI Account Rep: Corey wihite
Statement Type Sponzor. Abx Cablewizion Of Texas, Inc.
IDDEH'“EW ;I Balance | «
2 L JE A 011 2-00 O 0 _I
Iﬁ 03100003 106503 | PMT |-Payment Check 443 on Inw 03090002 -55.30 0.00
Refrezh Statement 03090003 9030003 | MY |Irevoice: DEMMO-20 011 2-002 Ak Cablevision Of Texas, Ir 220.00
03100003 108303 | PMT |-Payment Check 443 on Iny 03000003 -220.00 0.0
. % 03100033 1003105 1M |Invoice: DEMO-2A0 011 2-002 Abx Cablevision Of Texas, Ir 220.00 220000
Frint Statement
4| »
[ Current [ 3B0Days | &1-90Days | 91-120Days | 121+Days |  Total Due |
[ 220.00 | | | | | 220.00 |

Example of Balance-Forward Statement:

| Account Statement

Start D ate Abx Cablevizsion OF Texaz, Inc. DEMO-AM Statement of Account
Abx Cablevision OF Texas, Inc. Account [D: 0112
October 07, 2003 -
I Elccoums Payable Statement Date: 10/31/03
prDats E'D' BhoK ATX 78000
Fihere,
IDctober 31, 2003 ;I Account Rep: Corey White
Statement Type Sponzor  Abwe Cablevizion Of Texas, Inc.
Iﬁ 03100003 1008003 | PMT |Payment Check 443 on Inw 03090002 -55.30 220000
Fefresh Statemeant 03100005 1003 | PMT |Paryment Sheck 443 on Iny 03090003 220,00 0.0
031000335 10531035 | MY |Invvoice: DEMO-20 011 2-002 Abx Cablevision Of Texas, Ir 220.00 220000
Frint Statement
hd
1 >
[ Currert [ 31-B0Days | &1-90Days | 91-120Days | 121+Days | Total Cue I
| 220.00 [ [ [ | | 220.00 |

Natural Log User Manual Page 8-7



8.03 Account Statement Generator (cont)

Electronic Delivery of Account Statements
Most often statements will be printed to paper. However, for those customers who want electronic statements
follow this procedure.To generate account statements, from the main NL8 menu, click [Accounts-

Receivable][Statement Generator]. See Statement Generator for details on generating statements.
&id Sample Customer Account Statements

Statements  Wiew Tools Help

= | P Vg
temarize Frint Statements | Preview Statement Help Close
p et el Account Statements
[ Revere | ccfiep | Custms Sample for the period 10/1/03 through 10/31/03
Eenerall Sort I Stations Statements for accounts: Al Accounts with Activity J &l Statement Cycles
Sponzor [ 10403 +Hnvoices]  -Payments] +/-Adj] +FinChg]  10/31/03 o
0146 15t A, Hispanic Brdostrs Awd 53.00 0.00 -33.00 0.00 0.00 0.00
0112 &bx Cablevision OF Texas, Inc. 278.30 220,00 -278.30 0.00 0.00 220,00
- 0002 American Mational Bark 553.75 425,25 553,75 0.00 0.00 42525
Statement List Type 0123 Asmerican Mational Bank-spanish 80.00 0.00 0.00 0.00 122 8122
| Standard = /| 0155 srytown smerican Legion 31.50 0.00 0.00 -31.50 0.00 0.00
Staterent Pariod 0102 Arytown Filley Co. 200.00 200,00 0.00 0.00 306 403.08
[Custom Dates | 0004 Apache Chemical 136.69 0.00 0.00 3669 0.00 0.00
0005 Apache Tractar & Implement B0.00 £0.00 0.00 0.00 naz 120,92
0006 Arriolds Jewelers 24.00 30,00 0.00 0.00 0.37 54,37
From| October 01,2003 ||| Il Asap Paging 23375 51.00 0ol -2;7s 0.00 £1.00
0003 Baptist Bible Hour 80,00 £0.00 0.00 0.00 122 161.22
to] Octaber 31. 2003 =]/} {|[0m1 Bette's Sewing Center 150.00 150,00 -150.00 0.00 0.00 150.00
Sl s i sk 0012 Bommer Fard 417.00 276.00 -417.00 0.00 0.00 276.00
= 0013 Bommer Tractar 167.50 174.25 0.00 0.00 256 344,31
|l Statemert Cycles _ =0 a0 eerdens, ine 12000 12000 -120.00 0.00 0o0 12000
Account Statements to include 0016 Brooks & Lee Fureral Home 15.00 15.00 0.00 0.00 0.23 30.23
I,.f_\|| Accounts with Activie j 0017 Caraway Ford Mercury 29325 29250 -293.25 0.00 0.0 292 50
0142 Charlie Bartoz Dozer Contracts 24.00 0.00 0.00 0.00 037 24.37
0013 City Utilities 406,25 426,75 -405.25 0.00 0.00 42675
0020 Clothes Tree 100.00 100.00 0.00 0.00 153 20153
0152 Cooper Chev.. Olds, Pontiac 105.00 0.00 -105.00 0.00 0.00 0.00
0023 Cow Palace 115.50 0.00 0.00 0.00 1.77 117.27
| 0143 Daisy Mae's 42.00 0.00 0.00 0.00 054 42,64
0157 Daviz And Logan Insurance B0.00 £0.00 0.00 0.00 naz 120,92
0025 Delta Armnaturs 0.00 0.00 -500.00 0.00 0.00 -500.00
Get Statements H ﬂﬂrﬁ Fﬁwiﬂ Poth & Snn 155 1N nmn nnn nan 237 157 37 %
4 »

Then instead of printing the statements, click [View] and select the delivery method you want to use. This will
limit the list to only those customers whose invoice delivery method is set to the type you select. Note: The
Encoda/SpotData electonic invoice clearinghouse does not accept account statements, only invoices.

o EMail

O Fax

eMail Statements
After the customers needing e-mail statements are listed using the [View] menu, click [Statements][eMail
Statements]. Customers for whom you have entered an invoice e-mail address will be e-mailed a statement.

Fax Statements

Statements must be faxed one at a time and requires a 3rd party Windows fax-capture program. After
the customers needing fax statements are selected under the [View] menu, individually [double-click] each
statement to view it. In the statement view screen, click [Print Statement] and send it to your fax capture
program. If you entered a fax number for the customer, it will be saved to the Windows clipboard and you can
just paste it into the telephone number to be faxed to in your fax capture program.
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8.04 Assessing Finance Charges

From the main NL8 menu, click [Accounts-Receivable][Finance Charges].

O Select the date through which you want finance charges posted.

O Then click the [Compute] button to get a list of finance charges to be posted. Note: Finance charges are
computed in accordance with the Finance Charge Options you establish in the NL8 setup section.

O After you review the list and are sure the assessments are correct, click the [Post Charges] button.

There is no way to "UnDo" this process once you post the finance charges except to open the
finance charge items on each customers account and individually delete the charges!

Multi-Station users please note: Finance charges are separately posted for each station. The
total finance charge due on an account is allocated among the stations carrying a past-due balance
in their proportion of the total past-due amount.

1. If 1 station has a credit balance and other station(s) have a past-due balance on the account, the
credit balance first offsets the past-due balance, the finance charge is assessed on this net past-
due balance, and this net finance charge is allocated among stations with past-due balance.

2. If the finance charge applied is the minimum finance charge amount, this minimum finance
charge is allocated among the stations that have a past-due balance on the account. In this way the
minimum finance charge is applied to each account only once per period.

4l Aszess Finance Charges / Late Fees !EIE
Compute Finance Charges thru | Movember 30, 2003 j $ Cu
Finance Charges will be impozed on any accountz 30+0aps paztdue Lompute Eost Charges
bazed on Average Daily B alance from last finance charge date with % ? p o
tirirnum Finance Charge of 0.00  MOTE: Finance charges can be :

posted no more than once per month on each account, Prirt Help Cloge
Shatus CuztlD | Sponsor Station  |For The Period Balance| APR % FRate| Fin Charge
Feady 0002 | American M ational Bank, DEMO-FA [11/1/03-11230/03 280,00 18.00 3707
Ready M33 [American Mational Bank-sp:| DEMO-A8 | 11/1/03-11/30/03 30.00 18.00 118
Ready M02 |Angtown Filley Co. DEMO-A (110311430403 200.00 18.00 295—
Ready 0005 |Apache Tractor & Implemen| DEMO-FM | 11/1/03-11/30/03 B0.00 18.00 .83
Ready 0006 |Amolds Jewelers DEMO-FM [11/1/03-11430403 24.00 18.00 036
Feady 0003 |Baptizt Bible Hour DEMO-AM (1110311430403 20.00 18.00 1.18
Feady 0013 |Bommer Tractor DEMO-AM (1110311430403 16750 18.00 248
Feady 0ME |Brooks & Lee Funeral Home| DEMO-FR |11./1/03-11/30/03 15.00 18.00 22
Ready M 42 |Charlie Bartoz Dozer Contra | DEMO-48 | 11/1/03-11/30/03 24.00 18.00 0.36
Feady 0020 | Clothes Tree DEMO-FA [11/03-11/30/03 100.00 18.00 1.48
Feady 0023 |Cow Palace DEMO-FA [11/1/03-11230/03 115.60 18.00 1.71
Ready Ma3 |Daigy Mag's DEMO-AM [1141/03-11430/03 42.00 18.00 ne2
Ready ME57 |Daviz And Logan Insurance| DEMO-40 | 11/1/03-11/30/03 B0.00 18.00 .83
Feady 0026 | Dewitt Poth & Son DEMO-FA [11/1/03-11230/03 155.00 18.00 229
Feady 0027 | Donnie's "Western Wear Ani| DEMO-AM |11./1/03-11/30/03 54.00 18.00 080 -
4 | v

Correcting Finance Charges

To correct finance charges, simply post an A/R adjusting entry. See entering Accounts Receivable adjusting

entries in section 8.08.

Natural Log User Manual

Page 8-9



8.05 Receiving Payments

To enter a payment in Natural Log, from the main menu click [Accounts-Receivable] [Payments /

Adjustments].

&id Sample Receive a Papment or Enter an Adjustment

—Account List

Find Account

for dccount Rep(s) I.-’-‘«II Account Reps

j ' Find Sponsar

Sart List by ISponsol 'I %ll " Find Accaunt forlnvoiceﬂl el

&

Receive Payment

0050 | Graytown Auto Supply

0051 | Graptown Bank,

0137 | Graytown Bank-zpanish

0052 | Graptown County Hozpital Dist.
0053 | Graytown Livestock Commission
0054 | Graytown Marble & Granite
0085 | Graytown Moon Lions

0056 | Graytown Office Supplies And
045 | Green Air System

0058 | Green Air‘gonzales

0062  |Harwood Farm And Ranch
ME61  |hzn

0063 |luzions

0067 |J.P.'s Record Shop

00e4  [Jaye's Taco Hut

M3 |John Greer Chevrolet

ML il

CusztlD Spongor BillingM ame Balance -
M58 |Femell Gas Co. Fermell Gas Co. 120.92
0039 |Figure World Figure world 0.00
0040 |First Baptist Church Firzt B aptizt Church G0.00
0041 |First Mational Bank Of Mearby Firzt M ational Bank OF Mearby 4837
0042 | First State Bank Firzt State Bank 4837
0043 |First United Methodist Church Firgt United bethodist Church 34500
0044  |Fajt Congtruction Fuaijt Construction 20153
0045 | Gibzon's Office Depot Gibgon's Office Depot 0.00
0046 | Gindler's Gindler's 85.28
0047 | Glozzerman Chevralst Glozzerman Chevralet 0.0a
0048 | Golden Corral Galden Corral 17542
0043 | Golden Fried Chicken Golden Fried Chicken 32043
0057 | Gordens Auto Partz Gordens Auto Parts 20247
00583 | Gray Valley Electric Coop Gray Valley Electric Coop 34500
0123 |Gray Valley Electric Coop tarcia Wigales & Aszsociates 110295

Graytown Auto Supply
Graptown Bank,

Graytown Bank-spanish
Graytown County Hozpital Dist,
Graytown Livestock Commizsion
Graytown Marble & Granite
Graytowen Noon Lions
Graytown Office Supplies And
Friedrich Media Services

Ruose ddvertizing

Hamwood Farm &nd Ranch
hizh

Iusgionz

J.P.'s Record Shop

Jaye's Taco Hut

Boza Advertizing

PR W]

+-

Enter Adjuzstment

]

Apply Prepayment

Tl

L=~

iew Account

#h

“iews History

=

Print Lizt

O To enter a payment from a customer, highlight the customer from whom the payment is being received

and click the [Receive Payment] button on the right side of the screen.

Q If you receive a payment from an agency that applies to multiple customers, you can enter it on one
payment screen by selecting Sort by AgencyName, select the agency, then click [Receive Payment].

Continued on next page
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8.05 Receiving Payments (cont)

zidl Payment from: 0051 Graytown Bank / Graytown Bank

Payrnent [ ate Payrment Method  Check Mumber Pavment Armount IIhapplied Amount
|November 30,2003 x| [Check 7| [1234856 275.05 Auto-4pply | [0.00
[ ate Type | Inwvoice ID | Description Due FPay| Applied |«
9/30/03 IMNY | 02090071 DERO-AM 0051-001 Graptown B ank 200,00 = 200.00] |
9430403 IMW | 03050072 DEMO-AM 0051-002 Graptown B ank. TR0E| TR0E]
10431403 IMY | 03100089 DEMO-AM 0051-001 Gragtown Bank. 200.00
10431403 IMY | 03100090 DEMO-AM 0051-002 Gragtown B ank. 100.08
10431403 FIM | 0310014933 |DEMO-AM Finance Charge 10/1./03-10/31/03 Avwg Balance 41
4| | 3
_ - Balance Duel 579,35
™ Include Paid Items in List
% E"_ n ................... n ................... | ? x
Save / Print Receipt Adjust ke Create PrePayment Save Pavment : Help Cancel

O Enter the date you want to show the payment as being posted. This must not be before the last date for
which books have been closed.

Enter the payment method, check, cash, or credit card.

Enter the check number if applicable.

Enter the payment amount.

Click [Save] to save the payment.

ODOo0DO

The "UnApplied Amount" box will keep a running total of the amount of the payment you have not yet applied.

Manually Apply the Payment

The entire payment amount must be applied to one or more of the customer's unpaid invoices listed in the
bottom of the payment screen. Select invoices to be paid by clicking in the Pay column so an X appears next
to each invoice to be paid. The column will toggle between X and blank, so click again to remove the X in the
Pay column. On any invoice with an X in the Pay column, specify how much to apply in the Applied column.

Auto-Apply the Payment

The entire payment amount must be applied to one or more of the customer's unpaid invoices listed in the
bottom of the payment screen. You can allow NL8 to automatically apply the payment to the oldest invoices
first by clicking the [Auto-Apply] button. After clicking [Auto-Apply], you can still manually apply the payment
differently as described above so long as you have not saved the payment.

PrePayments

The entire payment amount must be applied to one or more of the paying customer's open invoices listed in
the bottom of the payment screen. If the customer overpaid, or pays in advance, there won't be invoice(s) to
which the payment can be applied. In this case NL8, create a prepayment as described in section 8.06.

Adjust Pending Account Items / Finance Charges

You can quickly post an adjusting entry to any item listed on the payment screen. This might be needed if a
finance charge was assessed but the customer did not pay it and you want to cancel [forgive] the finance
charge. Click to highlight the item to be adjusted and click the [Adjust ltem] button.
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8.05.01 Receiving Pre-Payments

When entering a payment from a customer, the entire payment amount must be applied to one or more open
invoices listed in the bottom of the payment screen. If the customer overpaid, or pays in advance, there won't
be invoice(s) to which you can apply the payment. In this case NL8 will need to create a prepayment.

O Apply as much as needed to existing invoices [if any], leaving the balance as UnApplied. [See section
8.05 of this manual to post a payment].

O Click [Create Payment] and NL8 will open a screen to save the remaining UnApplied amount as a
prepayment.

Fill in required information as described below.

Be sure to click [Save Prepayment] before closing the prepayment screen.

il Create PrePayment for: 0002 American Mational Bank / Marcia Wiggles & Associates M=l E3

Frepayment D'ezcription |P'repai|:| Credit

Create Prepayment far amovint; |$‘I 00000

Frepayment may be applied: & To any Invaice [for the specified Station/Fevenue Tupe] far thiz Custorner

€ OMLY ta an Invoice for the Order specified below

OrderMumber | Stations Loggingt ame E ztimate/P0O StartDate EndD ate =
Q002001 DEMO-AM 941,03 TFH
0002004 DEMO-AM /6,03 543004 |
4| | »
Apply to Station: IDEMEI-.&M j
Apply bo RevenueT ype: ||: Cash Spats j = .
: Save
Credit to Account Rep I 02 - Corey 'wWhite j FreFayment Cancel

Note: If the prepayment applies to more than 1 order, station, or revenue type, simply create multiple
prepayments for the check/payment entry and apply the correct portion of the payment to each prepayment.

Prepayment Description
You can enter any description to be associated with the prepayment. This will be how it is shown on the
customer's account statement.

Create Prepayment for Amount

You can create a prepayment for any amount up to the full UnApplied amount on the payment entry screen.
You might want to create a prepayment for less than the full amount if it is split between 2 or more stations,
revenue types, or broadcast orders. In these cases you'd have multiple prepayments combined to apply the
total UnApplied amount.

Continued on next page.
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8.05.01 Receiving Pre-Payments (cont)

s Create PrePayment for: D002 American Mational Bank / Marcia Wiggles & Associates M= E

Frepayment Dezcription |F'repaiu:| Credit

Create Prepavment for amount; |$1 ao0.0o

Prepayment may be applied: & To any Invaice [for the specified Station/Fevenue Type] for this Customer

" OMLY ta an Invoice For the Order zpecified belaw

OrderMumber | Stations LoggingM ame E ztimate/P0 StartD ate EndDate |«
Q002-001 DERO-A 94103 TFM o
Q0o2-004 DERO-AM 9/6/03 hA30/04 T
4| | 3
Apply to Station: IDEMD-.-‘l'«M ;I
Apply to RevenusType: |C Cash Spots = = pg
_ Save
Credit to Account Rep I 02 - Corey wWhite ;I PrePavment Cancel

Prepayment may be applied
If desired, you can reserve the prepayment to only be used for invoices from a particular order. The
prepayment usually will to any invoice for this customer. You choices are:

= To any invoice for this customer NL8 will automatically assign use this prepayment to pay any invoice
for the stations and revenue type specified.

= Only to an invoice for this order specified below. If you reserve it for a specific order, NL8 will never
apply the prepayment to an invoice created by any other order. If the customer has no current orders,
this choice will not be available.

If you later need to manually apply this prepayment to an invoice for an order to which it was not originally
intended you can do so. See applying prepayment credits in section 8.06.

Apply to Station

If you are running more than 1 station on NL8, you must specify to which station this prepayment belongs so
NL8 knows how to show it on reports. If you later need to manually apply this prepayment to an invoice for
another station you can do so. See applying prepayment credits in section 8.06.

Apply to Revenue Type
You must specify which revenue type to assign to this prepayment so NL8 knows how to show it on reports. If
you later need to manually apply this prepayment to an invoice for another revenue type you can do so. See

applying prepayment credits in section 8.06.

Credit to Account Rep
If you reserve the prepayment for a specific order [see above], you must specify the Account Rep who will get
commission for the prepayment.

Note: If the prepayment applies to more than 1 order, station, or revenue type, simply create multiple
prepayments for the check/payment entry and apply the correct portion of the payment to each prepayment.
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8.06 Accounts Receivable Adjustments

Accounts Receivable adjustments may need to be entered for any of several reasons.

O Credit a customer account for spots run incorrectly or discounts taken [see below]

O Debit a customer account for a check returned unpaid by their bank [see section 8.06.01]

Q Write off bad debts [see section 8.06.02]

O Manually post trade credits to invoices [see section 8.06.03]

O Credit a customer account for finance charges not paid [see section 8.06.04]

Q Manually apply prepayment credits to invoices [see section 8.07]

O Correction of payments or adjustments after End-of-Month closing [see section 8.08]

The general procedure to enter Accounts Receivable adjustments is described below.

Select the Accounts Receivable Item to be Adjusted

O From the main menu click [Accounts-Receivable] [Payments / Adjustments].

Q Highlight the customer for whom you need to post an adjusting entry and click the [Enter Adjustment]
button on the right side of the screen.

a

You must select the invoice or prepayment item to be adjusted and click [Continue]. If the item you need
to adjust is not listed, click Show ltems with $0 Balances checkbox to see all items for the customer.

sl Select A/R Item to be adjusted and click [Continue]
Shaw items far | 0702 - Argtown Filley Co. / Angtown Fillsy Co. j [~ Show [tems with $0 balances
[rate Type | Reference D | Description Die =
9/30/03 | INY (03090070 DERMO-ak 0102-007 Arytown Filley Co. 200.00
1043103 | IMY | 03100038 DERO-Ak 0102-007 Arytawn Filley Co. 200.00
1043103 | FIMN |02100149.01 | DERMO-Ak Finance Charge 10/1/03-10/31/03 Avg Balance 200 306

-

I N

= P X

Continue Help Cancel

Alternatively, you can enter an adjustment directly onto an invoice by opening the invoice to be adjusted and
clicking the [Enter Adjustment] button. You can open the invoice from Reports, the Transaction Browser,
from the individual customer account screen using the Accounts-Receivable tab, or from the Customer

Account History.

Continued on next page.
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8.06 Acct Receivable Adjustments (cont)

The general procedure to enter Accounts Receivable adjustments [continued].

Accounts receivable Adjustment Entry details

s Enter an Adjustment for A/R Item 03090010

- Enter Adjustment :
Adjuztment
Adjuztment D ate Adjuztment Tope Adjuztment Dezcription Amount +4-
[November 232003 =] |CR - Credit Adjustment =] o/ Credit Adustment 200,00
Reference Date Type Description Amount Balance =
Q3090010 9430403 IMY | DEMO-AM 0702-001 Arytoven Filley Co. 200.00 200.00
Pending 12430704 | CR |AYR Credit Adjustment -200.00 oo
A | 3
(= T P!
Save Adjustment Help Cancel

O Enter the date you want to show the adjustment as being posted. This must not be before the last date
for which books have been closed.

O Enter the adjustment type. Valid entries are

= CR Credit Adjustment -

= DR Debit Adjustment +

= TCR Trade Credit Adjustment

= BAD Bad Debt Write-Off

= FIN Finance Charge Adjustment
= TAX  Tax Adjustment

= ACM Agency Commission

= RCM National Rep Commission

= UCM UnWired Network Commission

Enter a description / explanation for the adjustment as it should be shown on the customers account
statement.

Enter the adjustment amount. Negative adjustments reduce the customer's account balance. Positive
adjustments increase the customer's account balance.

Click [Save Adjustment].
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8.06.01 Handling Returned Checks

Occasionally a customer's check may be returned unpaid due to insufficient funds or another problem with
the check. When this happens, simply make a DR-debit adjustment as follows to put the amount of the check
back on the account.

From the main menu click [Accounts-Receivable] [Payments / Adjustments]. Highlight the customer for
whom you need to post an adjusting entry and click the [Enter Adjustment] button on the right side of the
screen. You must select the invoice or prepayment item to be adjusted and click [Continue]. If the item you
need to adjust is not listed, click the Show Items with $0 Balances checkbox to see all items for the
selected customer.

Alternatively, you can enter an adjustment directly onto an invoice by opening the invoice to be adjusted and
clicking the [Enter Adjustment] button. You can open the invoice from Reports, the Transaction Browser,
from the individual customer account screen using the Accounts-Receivable tab, or from the Customer
Account History.

Returned Check was posted as payment on Invoice(s)

Do a DR-Debit adjustment to cancel the amount posted to each invoice. Note that you can include a returned
check fee in the adjustment amount if you like. If the check was posted to more than one invoice, you will
need to adjust each invoice separately.

. Enter an Adjustment for AR Item 03090010 M= E3
-Enter Adjustment
Adjustment
Adjuztment Date Adjuztment Tupe Adjuztment Dezcription Amount +4-
[1an =||25 =]|2004 =] |OR + Detit Adiustment 7] [NSF CHeck Retumed + $20 Fee |220
R eference D ate Type D escription Amount B alahce -
03090010 930403 Iy | DEMO-AK 0702-007 Shiner Filley Co. 200,00 200,00
04010003 141704 Pt |Payment Check 1234 on lre 03030010 -200.00 000
Pending 1726704 DR |A/R Debit Adustment 220,00 220.00
| | *
= T X
Save Adjustment Help Cancel

Verify the correct entry date. This must be after the last End-of-Month closing date.
Select DR Debit Adjustment
Enter a meaningful description of the adjustment

Enter as a positive adjustment amount, the amount to be added back to the invoice.

0O 0 0 0 O

Be sure to click [Save Adjustment] before exiting.

More complex Returned Check situations are covered on the next page.
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8.06.01 Handling Returned Checks (cont)

Returned Check posted to Prepayment(s) still pending

If the returned check was posted (all or in part) to a Prepayment Credit and the Prepayment Credit has not
been applied to invoice(s), you will need to post DR-Debit adjustment(s) to the original Prepayment Credit to
cancel the amount originally credited for the Prepayment.

m. Enter an Adjustment for AR Item 04100001.2 M= B3
-Enter Adjustment
Adjuztment
Adjustrment D ate Adjustment Type Adjustment Description Arnount +4-
[oct =]|27 =] |2004 =] DR + Detit Adiustment =] [NSF Rietuned Check + $20 fee |220
Feference Date Type Dezcription Amovnt Balance -
041000012 10/27/04 | Pre |DEMO-AM /C Cazh Spats / Prepaid Credit for -200.00 -200.00
Fending 10/27/04 | DR |A/R Debit Adjustment 22000 20000
| | 3
= T X
5 ave Adjustment Help Cancel

Returned Check posted to Prepayment(s) already applied to Invoice(s)
If the returned check was posted (all or in part) to a Prepayment Credit and the Prepayment Credit has
already been applied to invoice(s), you will need to post DR-debit adjustment(s) to the invoice(s) to cancel the
credit that was applied to the invoice(s).

. Enter an Adjustment for AR Item 03090010 M= E3
-Enter Adjustment
Adjustment
Adjuztment Date Adjuztment Tupe Adjuztment Dezcription Amount +4-
[oct =||27 =] |2004 =] |OR + Detit djustment | JMSF Retuned Check [22d
R eference D ate Type D escription Amount B alahce -
03090010 930403 Iy | DEMO-AK 0702-007 Shiner Filley Co. 200,00 200,00
04100002 1042704 | APre [Apple PrePayment 04100001, 2 to [ 0309007 -200.00 000
Pending 1042704 | DR [A/R Debit Adustment 220,00 220.00
| | *
= T X
Save Adjustment Help Cancel
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8.06.02 Writing Off Bad Debts

Occasionally you may know a customer will never pay so you need to write off the debt as a "bad-debt". To
handle this in NL8, enter a BAD-Bad Debt Write Off credit as follows zero out the amount to be written off.

From the main menu click [Accounts-Receivable] [Payments / Adjustments]. Highlight the customer for
whom you need to post an adjusting entry and click the [Enter Adjustment] button on the right side of the
screen. You must select the invoice or prepayment item to be adjusted and click [Continue]. If the item you
need to adjust is not listed, click the Show Items with $0 Balances checkbox to see all items for the
selected customer.

Alternatively, you can enter an adjustment directly onto an invoice by opening the invoice to be adjusted and
clicking the [Enter Adjustment] button. You can open the invoice from Reports, the Transaction Browser,
from the individual customer account screen using the Accounts-Receivable tab, or from the Customer
Account History.

im. Enter an Adjustment for AfR Item 03030005 M= B3
-Enter Adjustment
Adjuztment
Adjuztment Date Adjuztment Type Adjuztment Dezcription Amount +4-
[1an =]]23 =] |2004 =] |BAD BadDebtiwriteOtf ¥ [Bad Debt wiiteDff [-25d
Feference Date Type Dezcription Amovnt Balance -
03090005 930403 I | DEMO-AR 0002-007 American M ational Bank 250,00 25000
Pending 1/29/04 | BAD |Bad Debt \wWriteOff -2R0.00 o.oo=—
| | 3
= T X
5 ave Adjustment Help Cancel

O Verify the correct entry date. This must be after the last End-of-Month closing date.
O Select BAD Bad Debt WriteOff

O Enter a meaningful description of the adjustment

O Enter as a negative, the amount to be written off.

O Be sure to click [Save Adjustment] before exiting.
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8.06.03 Manually Post Trade Credit

Normally, trade credits post automatically if you enter them to do so during order entry. See Apply Trade
Credit in section 3.05 of this manual. Occasionally you may need to manually post a trade credit to an invoice

to zero it out.

From the main menu click [Accounts-Receivable] [Payments / Adjustments]. Highlight the customer for
whom you need to post an adjusting entry and click the [Enter Adjustment] button on the right side of the
screen. You must select the invoice or prepayment item to be adjusted and click [Continue]. If the item you
need to adjust is not listed, click the Show Items with $0 Balances checkbox to see all items for the

selected customer.

im. Enter an Adjustment for AfR Item 03030005 M= B3
-Enter Adjustment
Adjuztment
Adjustrment D ate Adjustment Type Adjustment Description Arnount +4-
[4an =x]|23 x| |2004 =] |TCR Trade Credt | | Trade Credit &pplied [-125
Feference Date Type Dezcription Amovnt Balance -
03030005 943003 Ine | DEMO-AR 0002-007 Ammerican Mational B ank 280,00 280,00
Fending 1/28/04 | TCR | Trade Credit Applied 12500 126000
| | 3
=] T X
5 ave Adjustment Help Cancel
O Verify the correct entry date. This must be after the last End-of-Month closing date.
O Select TRC Trade Credit as the adjustment type.
O Enter a meaningful description of the adjustment
O Enter as a negative, the amount to be applied.
O Be sure toclick [Save Adjustment] before exiting.
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8.06.04 Cancel Unpaid Finance Charge

Quite often a customer won't pay late fees / finance charges assessed against the account. If you allow them
to do this and you don't want to show they still owe the finance charges on their account, you will need to
cancel the finance charges.

From the main menu click [Accounts-Receivable] [Payments / Adjustments]. Highlight the customer for
whom you need to post an adjusting entry and click the [Enter Adjustment] button on the right side of the
screen. You must select the invoice or prepayment item to be adjusted and click [Continue]. If the item you
need to adjust is not listed, click the Show Items with $0 Balances checkbox to see all items for the
selected customer.

Alternatively, you can get to the A/R adjustment screen directly from payment entry. Highlight and item on the
payment screen and click [Adjust ltem]. This allows you to quickly jump to this screen to cancel a finance
charge and then return to the payment screen to finish processing the payment.

im. Enter an Adjustment for A/R Item 0401000406
-Enter Adjustment
Adjuztment
Adjustrment D ate Adjustment Type Adjustment Description Arnount +4-
[ v‘ [11 =] 2004 =] |CcR - Credi Adiustment =] |Cancel Finance Charge [-248
Feference Date Type Dezcription Amovnt Balance -
0401000406 1/28/04 Fin [DEMO-AM Finance Charge 12/30/03-1/28/04 346 346
Perding 2104 CR |Cancel Finance Charge -3.46 noa—
| | 3
= T X
5 ave Adjustment Help Cancel

Q Verify the correct entry date. This must be after the last End-of-Month closing date.
O Select CR - Credit Adjustment as the adjustment type.

O Enter a meaningful description of the adjustment

O Enter as a negative, the amount to be canceled.

O Be sure toclick [Save Adjustment] before exiting.
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8.07 Manually Apply Pre-Payment Credits

Most often, when you create a prepayment credit on an account, NL8 will automatically use the credit on a
future invoice for that account and it will be zeroed out. However, sometimes that may not happen
automatically because:

The station or revenue type of the prepayment does not match the station or revenue type of the invoice
when it is issued so you need to manually apply the prepayment credit.

The prepayment credit was reserved for a particular broadcast order and that order did not create any
new invoices after the prepayment was entered. In this case you need to either manually apply the
prepayment credit to an invoice from another order, to transfer the prepayment credit for future use by
another order for this customer, or to transfer the prepayment credit for future use by another customer.

The customer never runs any more orders so no future invoice gets created and you need to either
refund the prepayment credit or transfer it to another customer.

The prepayment credit was posted to the incorrect customer. If it is to be used for future invoices you
need to transfer it to the correct customer. If it is to be used for an already-issued invoice you can just
apply it to an existing invoice as described below.

The prepayment credit is entered into NL8 after the invoice is issued. [Yes, users actually do this and
wonder why the NL8 billing module did not apply the prepayment credit even though it did not exist at the
time the invoice was issued!]

The following pages describe how to manually perform these functions on prepayment credits when the
automatic method fails for one of the above reasons.

O Manually apply the prepayment credit to an existing invoice Section 8.0701

O Manually apply the prepayment credit to a pending invoice Section 8.07.02

O Transfer the prepayment credit to another order or customer for future use Section 8.07.03

O Refund the remaining credit balance Section 8.07.04
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8.07.01 Manually Apply Pre-Payment
Credit to Final Invoice(s)

In this case the invoice is already issued and you need to manually apply a prepayment credit to it.

O From the main menu click [Accounts-Receivable] [Payments / Adjustments].

Q Highlight the customer for whom you need to post an adjusting entry and click the [Apply Prepayment]
button on the right side of the screen.

O You must select the specific prepayment credit item to be applied.

. Apply Prepayment Credit M= E3

-Select Prepayment Credit to be applied

Prepayments for: I 0133 - American M ational Bank-spanizh / Marcia "-.j Show IErEdit Balances j
Frepayment 2 e Unapplied «
Dats Reference |0 25CPtN Amount T

1/26/04 (040100012 |[DEMO-AM ¢ C-Cazh Spote / DEMO-AK / C Cash Spats / Prepaid Cree

4 | 2
Auta-Apply |Unapplied.-’-‘-.mu:uunt | 720.00

-Select Item(s) to which Prepayment Credit is to be applied
ILInF'aiu:I [tems for jl 1133 - American Wational Bank-zpanizh / I*j Sho IDehit Balahces

Applied
Armount

okl

Date [mwenice 1D | Description Due  |Pap

9430403 DEMO-AM 0133-001 American Mational Bank 20,00 ¥ 80.00

hd
| | *
Tranzachtion Date IJan j I 26 j |2|:||:|4 j Tatal Ammount .-’-'-.ppliedlBEl.l]El
= ? X

Save Credit Help Canicel

O Inthe Select Items to Which Prepayment Credit is to be Applied window, select UnPaid Items from
the left dropdown box.

O You must select the specific Invoice(s) to receive the credit by clicking an X in the Pay column item for
the invoice(s) to be credited.

You must specify how much of the prepayment credit to apply to each invoice.
Click [Save Credit] when done.

Continued on next page.
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8.07.01 Manually Apply Pre-Payment
Credit to Final Invoice(s) (cont)

Applying a Prepayment from the Invoice View Screen
An alternative method to apply a prepayment is to open the invoice from the customer screen accounts-
receivable tab, from reports, or from the fransaction browser.

sid Inwoice 03090008

File Edit Inwoice-Tranzactions Toolz Help

DEMO-AM Invoicefaffidaswit

American Mational B ank-zpanizh

&>

ﬁPthcogntSféinable | In}.-'oic:l:n:la ID: S?ESEEES
. 0. Bax nvoice Date:
Heceive Payment|| .. hers, T 78000 Account D0 072
Order 1D: 01.33-001
+ - Account Rep: Eddy Munster
; Spongar  Amencan M ational Bank-spanish
) Armnerican Mational Bank ISummary LI

(" |
! p E.EG
Apply Prepayment 8 30 Live-Spot BE7
(=
Edit Item
Co-Op Scriptz
ol
Cancel lnvaice =
| ﬂ_‘
Brint Imvaice [ Gross [ Digcount [ -Agercui = Met [ + Tax [ Billed I
— = 1| 20.00 | 0.00 [ 0.00 [ 80.00 [ 0.00 [ 20.00 |
Reference [ ezcription
9/30/03 Irve | DEMO-AK 0133-001 American Mational Bank, 20,00

Click [Apply Prepayment] button then select the prepayment credit to be applied and the amount to apply.

. Enter an Adjustment for AR Item 03090008 [ _ (=] =]
-Enter Adjustment
Adjustment
Adjuztment D ate Adjuztment Tupe Adjuztrment Dezcription Arnount +7-
IJan LI IEELI |2E|E|4 ll II:H - Credit Adjustrnent ;I I.-'l'-.a"H Credit Adjustrent I-BEI.EIEI
Reference Date Type D escriphion Arnount Balance | a
03030003 9/30/03 Ity |DEMO-&K 0133-007 American Mational B arnk, 8000 80.00[7
Pending 126704 CR &8 Credit Adustrment -30.00 Q.00
| 3
T x
Help Cancel
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8.07.02 Manually Apply Prepayment
Credit to a Pending Invoice

In this case the invoice has not yet been issued, but you need to manually attach the prepayment credit to the
invoice so the credit will be applied when the invoice is printed. In the Billing module, open the invoice:

s PENDING Invoice for Order 0133-001

File Edit Invoice-Tranzactions Tool: Help

American Mational Bank-zpanizh DEMO-AM InvoicefAffidawt
$ Marcia Wiggles & Associates Invaice ID: Pendin
: Accountz Papable Inwaice Date: 1041/0
MEEEEVENEIE PO, Box 11 Aecount D¢ 0133
Arpwhere, Tr 7E000 Order (D: 0733001
+ = Account Fep: Delfino Garcia

Sponzor.  Amencan Mational B ank-zpanish
American Mational Bank Surnrnary j

Erter &diusimernt

Y

Dates

10/1/03-1041./03

Apply Prepayment

b

Edit [tem

Co-0Op Scripts

Save Final lnvoice

-
4| | b

Ly

Trial Irrvoice [Grozs -Digcount - Agency & = Met + Tan Billed
B.E7 0.00 0.00 B.E7 n.oo BB/
Referance D escription Amaurt Balatice
ol Pending Pending Iy [American Mational Bank 667 667
nze

040100012 1/26/04 Pre [Apply DEMO-AM / C Cash Spats / Prepaid Cre

]

Click the [Apply Prepayment] button. You can then select the prepayment credit to be applied to that invoice
and the amount to apply as shown on the next page.

After selecting the prepayment credit amount to be applied, you must click the [Save Final Invoice]

button on the Invoice before closing the invoice screen in order for the prepayment credit to be
permanently attached!

Continued on next page.
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8.07.02 Manually Apply Prepayment
Credit to a Pending Invoice (cont)

Click the [Apply Prepayment] button. You can then select the prepayment credit to be applied to that invoice
and the amount to apply.

m. Apply Prepayment Credit M= E3
—Select Prepayment Credit to be applied

Prepayments for: I 0133 - American Mational Bank-spanizh / Marcia "\j I~ Show ltiems with $0 balances

Prepayrment
Feterence

Unapplied &

[rate Drescription Credit

1/26/04 |04010001.2 [DEMO-AM / C-Cash Spats / DEMO-AM / C Cash Spots / Prepaid Credit

-
1| | 3

— Transfer to Pending Invoice for 0133-001 f DEMO-AM / C-Cazh Spots / American Mational Bank-s[

Adjustrent D ate Adjustment D escription Amount to Apply
[1an =] |25 =] f2004 =] [Transfer Prepayment CR 04010001 2 to 0133001 .67
Reference D ate Type Dezcription Anount Balance | «
Pending Pending Inw | Amenican Mational Bank, B.EY B.E7|T |
Pending 1/26/04 | APre | Tranzsfer Prepayment CR 0400100012 o 0133 567 000

| | Llll
= X

Save Payment Caricel

After selecting the prepayment credit amount to be applied, you must click the [Save Final Invoice]
button on the Invoice before closing the invoice screen in order for the prepayment credit to be
permanently attached!
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8.07.03 Transfer a Prepayment Credit to
Another Order or Customer

In this case the prepayment was not used by the original order and/or customer to which it was assigned and
you need to transfer all or part of the prepayment to a different order for the same customer or to a different
customer for future use.

Transfer a prepayment before the end-of-month closing
If the end-of-month closing has not yet been performed for the period in which the prepayment was originally
entered, the best solution is to simply delete the original payment entry and reenter it correctly.

Warning: If you delete the original payment, payments applied to invoices by that payment entry [and any
prepayments created by that payment entry, even if applied to invoices], are also deleted.

To delete the payment entry, open it from the A/R screen or the customer tab or customer history and click
[Delete Transaction].

sl Payment 04010001_2 from: 0133 American Mational Bank-spanish / Marcia Wiggles & Associates M= E3

Payment [ ate Payment Method — Check Mumber FPayriert Aot Ihapplied Amount
[ =[5 7l[200e =] foheck =] [1234 $400.00 [s0.00
Date Twpe| Inwoice D [Descrption Applied |2

1/26/04 040100071.2 |DEMO-4M / C Cash Spots ¢ Prepaid Credit for Any Order for this Custormer Check 12

-

|

X

Delete Payment

=

Frint Receipt

Continued on next page.
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8.07.03 Transfer a Prepayment Credit to
Another Order or Customer(cont)

Transfer a prepayment after the end-of-month closing
If the end-of-month closing has already occurred, the following procedure must be used to transfer a
prepayment credit to another order or customer.

O From the main menu click [Accounts-Receivable] [Payments / Adjustments].

Q Highlight the customer for whom you need to post an adjusting entry and click the [Apply Prepayment]
button on the right side of the screen.

ini. Apply Prepayment Credit M= E3
-5Select Prepayment Credit to be applied
Prepayments far: I 0133 - American M ational Bank-spanizh / Marcia "-.;I Shiow IEredit Balances LI

Prepayment 2 e Unapplied
Date Eeference Description Amount T
1/26/04 |04010001.2 |[DEMO-AM / C-Cazh Spots / DEMO-AM ¢ C Caszh Spots / Prepaid Crec 200.00

« | 1
Zuito-Apply ILlnappIied.-’-'-.mcuunt J720.00

-Select Item(s) to which Prepayment Credit is to be applied
ILInF'aiu:I Items for j I 0133 - Amernican Mational Bank-zpanizh / I*;I Shiows IDebit Balances

Spplied
Arnount

L]

Date Irwoice D [Description Due FPay

9/30/03 DEMO-AM 0133-001 American N ational Bank 20,00 =

=
| | 3
Tranzaction Date IJan j I 25 j |2|:||:|4 LI T otal Armount .-'-‘xppliedlﬂlj_l]lj
= ? x

Save Credit Help Cancel

O Inthe Select Items to Which Prepayment Credit is to be Applied window, select either All Orders for
or Pending Orders for from the left dropdown box.

Q In the Select Items to Which Prepayment Credit is to be Applied, select the customer to receive the
prepayment credit from the dropdown box containing the customer list. This will be the same as the
original customer if you are transferring the prepayment credit to another order for the same customer.

O You can select the specific order(s) to receive the credit by clicking an X in the Pay column item for the
invoice(s) to be credited. You can also select [Any] in which case the prepayment credit will be used for
any order for the specified customer.

You must specify how much of the prepayment credit to apply to each order.
Click [Save Credit] when done.
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8.07.04 Refund Remaining Prepayment
Credit

When you refund a prepayment credit, it can be removed from NL8 by attaching a DR-Debit adjustment to
the prepayment credit to zero it out.

Q From the main menu click [Accounts-Receivable] [Payments /| Adjustments].

O Highlight the customer for whom you need to post an adjusting entry and click the [Enter Adjustment]
button on the right side of the screen.

m. AR ltems for: 0133 American Mational Bank-spanizh / Marcia Wiggles & Associates

-Select AfR ltem to be Adjusted and click [Continue]
[T Show Items with $0 balances

Drate Irvoice D | Description

[+

De

1/26/04 |04010001.2 |DEMO-AM /T Cazh Spots / Prepaid Credit for Any Order for thig Custome -20.00

=
il | 3
@ ? X
Continue Help Cancel

O You must select the specific prepayment credit item to be adjusted and click [Continue].

Continued on next page.
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8.07.04 Refund Remaining Prepayment
Credit (cont)

Refund Prepayment Credit Adjusting Entry (continued)

. Enter an Adjustment for AR Item 040100012 M= E3
-Enter Adjustment
Adjustment
Adjuztment Date Adjuztment Tupe Adjuztment Dezcription Amount +4-
IJan j |31 j |2E|E|4 j IDH + Debit Adjustment j IHefund Overpayment |2EI_EII:I
R eference D ate Type D escription Amount B alahce -
03100004 104303 DR |A/R Debit Adjustment F00.00 F00.00
03100006 104303 | APre |Apply Prepayment 0400 00012 to [ 0303000 a0.00 Fanoof
040100012 1/26/04 Pre |DEMO-AM ¢ C Cazh Spats / Prepaid Credit for -800.00 -20.00
Fending 143104 DR |A/R Debit Adjustment 20.00 0.00
| | 3
= T X
Save Adjustment Help Cancel

O Enter the date you want to show the adjustment as being posted. This must not be before the last date
for which books have been closed.

O If the remaining credit is negative, the adjustment type should be a DR-Debit. If the remaining credit is
positive, the adjustment type should be a CR-Credit.

Q Enter a description / explanation for the adjustment as it should be shown on the customers account
statement.

O Enter the adjustment amount. This should always be the opposite of the remaining balance of the
prepayment. If the remaining credit is negative, the adjustment should be a DR-Debit positive amount. If
the remaining credit is positive, the adjustment should be a CR-Credit negative amount.

O Click [Save Adjustment]
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8.08 Correcting Accts Receivable Errors

Correcting a transaction BEFORE the end-of-month closing

The following applies only before the End-of-Month closing for the period. See next page for correcting a
payment or A/R adjustment after the End-of-Month closing is done. See section 8.10 for a discussion of the
End-of-Month closing process.

= To correct an invoice error, open the invoice, cancel it, edit it, and again finalize [issue] it. [See section
7.03]

= To correct a payment posting error open the payment, delete it, and reenter it correctly.

= If you have an adjustment entry error open the adjusting entry, delete it, and reenter it correctly.

Warning: If you delete a payment entry, all payments applied to invoices by that
payment entry [and any prepayments created by that payment entry, even if
applied to invoices], are also deleted. We recommend you print the payment or
adjustment entry before deleting it so you can reenter all parts of it correctly.

Delete a payment or A/R adjustment

Open the payment or A/R adjustment through Reports, Transaction Browser, or the customer's account
history. If the payment has already been attached to an invoice you can instead open the invoice to which it is
attached [using the customer screen accounts-receivable tab or customer-history] and [right-click] on the
payment entry listed at the bottom of the invoice screen, then click [View Transaction]

sid Payment 04020025 from: 0012 Bommer Ford / Bommer Ford

Payment [ ate Payment Method — Check Mumber Payrnent Aot Ihapplied Amount
F=c T | R | R N R N EE $257.00 [s0.00
Date Type| Invoice IO [Descrption &pplied |2
9430703 | Inw DEMO-Fr 0012-001 Boehm Fard 107.00
9/30/03 | Inv |03090018 DEMO-fak4 00712-002 Boehm Ford 150.00
4| | 3
= X s
Frint Receipt Delete Payment Help Cloze

Q Click the [Delete Payment] or [Delete Adjustment] button
O Reenter the payment or A/R adjustment correctly.
The deleted payment or A/R adjustment will not show up at all in any reports or account statements. If require

user login is selected in NL8 setup, there will be an internal NL8 user-log record of the original entry and the
deletion for audit purposes.
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8.08.01 Correcting A/R Adjustment
Errors AFTER End-Month Closing

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Correcting a payment or A/R adjustment after the end-of-month closing
If you notice a payment or A/R adjustment is entered incorrectly after the end-of-month closing is done for
the accounting period, you will need to enter 1 or more Accounts Receivable adjustments to correct the error.

O Debit a positive amount to increase an invoice balance. Debit a positive amount to decrease a
prepayment credit amount.

O Credit a negative amount to decrease an invoice balance. Credit a negative amount to increase a
prepayment credit amount.

Examples of A/R corrections after the end-of-month closing
If the original entry was an A/R adjustment, just enter a mirror-image of the original adjusting entry with all
the signs reversed. That is, original credits become debits and vice-versa.

Example Assume you incorrectly credited an invoice for $100 and you can't delete the adjustment
because the period in which it was posted is already closed. Post a DR-Debit adjustment to the same
invoice for +$100.

im. Enter an Adjustment for AR Ttem 03090003 M= E3
- Enter Adjustment
Adjuztment
Adjustment D ate Adjuztment Type Adjuzstment D escription Amnount +/-
[0ct =]|os =] |2003 =] DR + Detit Adiustment =] |4/F Debit Adjustment [100.00
Fieterence Date Type D ezcription Amnount Balance =
03090003 9/30/03 I |DEMO-FA 0112-002 Tei Cablevision OF Texas, 220.00 220.00
03100009 10503 CR | Credi for incorrect spot placemett -100.00 1200007
Pending 10/5/03 DR AR Debit Adjustment 100.00 22000
| | r
= X
Save Adjustment Cancel

Natural Log User Manual Page 8-31



8.08.01 Correcting A/R Adjustment
Errors AFTER End-Month Closing (cont)

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Error: PrePayment credit applied to an incorrect invoice

The prepayment credit was properly posted to an account but it was later either manually or automatically
applied to an incorrect invoice. If the period in which the adjusting entry that applied the prepayment has
already been closed, the prepayment credit must be manually removed from the incorrect invoice and
credited back to the original prepayment. If necessary, it can then be manually applied to the correct invoice.
See section 8.07 to manually apply prepayments to invoices.

Example Assume you had a $100 prepayment credit on an account and it got applied to an incorrect
invoice. You can't delete the applying adjustment and reenter it correctly because the period in which it was
posted is already closed. It doesn't matter if the invoice belonged to the correct customer or not, in either
instance the correction is done as shown below.

O Step1 - Post a DR-Debit adjustment to the wrong invoice for +$100.00 to restore its balance due.

im. Enter an Adjustment for AR Ttem 03090003 M= E3
- Enter Adjustment
Adjuztment
Adjuztment D ate Adjustment Type Adjustment D escription Arnount +4-
|Feb =] |06 =] |2004 =] /|DR + Detit Adiustment =] [Undpply Prepayment [100.00
Fieterence Date Type D ezcription Amnount Balance =
03090003 9/30/03 I |DEMO-FA 0112-002 Tei Cablevision OF Texas, 220.00 22000
03090746 9/30/03 | APre |Apply PrePayment 030501453 ta Iny 0303000 -100.00 120000
Pending 2/6/04 DR AR Debit Adjustment 100.00 22000
| | r
=
Save Adjustment

Example continued on next page.
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8.08.01 Correcting A/R Adjustment
Errors AFTER End-Month Closing (cont)

Error: Prepayment credit applied to an incorrect invoice
Example (continued)

O Step 2 - Post a CR-Credit adjustment to the original prepayment to restore it to its original value.

. Enter an Adjustment for AR Item 030901453 M= E3
-Enter Adjustment
Adjustment
Adjuztment Date Adjuztment Tupe Adjuztment Dezcription Amount +4-
[Feb =||06 =||2004 =] |CR - Credit Adjustment =] [Undpply Prepayment [-100.00
R eference D ate Type D escription Amount B alahce -
030907145.3 9/5/03 Pre |DEMO-4K / C Cash Spots / Prepaid Credit for -100.00 -100.00
03090146 9430403 | APre |Apply Prepayment 030907 45,3 to [re 0303000 100,00 000
Pending 246404 CR |A/R Credit Adustment -100.00 -100.00
| | *
T X
Help Cancel
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Error: Payment applied to wrong invoice

This example assumes there is another invoice to which the payment should be applied. If this is not true in
your instance, see Error: Payment applied to invoice should have been prepayment on another account in
next section.

There are 2 ways to transfer the payment to the correct invoice depending on the outcome you desire:

= Correcting transactions appear on current month Adjustments Report [preferred method]. In this
case debit the incorrect invoice a positive amount and credit the correct invoice a negative amount as
shown below in example 1.

= Correcting transactions appear on current month Payments Report as offsetting positive and
negative amounts. This might be desired if the changes affect an Account Rep's sales commissions if
they are based on payments report. In this case you enter a negative payment to cancel the original
incorrect payment. See an example of this in section 8.08.03 of this manual.

Example A to show corrections on Adjustments Report Assume you posted a $58.30 payment to the
wrong invoice and can't delete the payment and reenter it correctly because the period in which it was
posted is already closed. It doesn't matter if the wrong invoice belonged to the correct customer or not, in
either instance the correction is done as shown below.

0 Step1 - Post a DR-Debit adjustment to the wrong invoice for +$58.30 to restore its balance due.

im. Enter an Adjustment for AR Ttem 03090002 M= E3
- Enter Adjustment
Adjuztment
Adjustment D ate Adjuztment Type Adjuzstment D escription Amnount +/-
[Feb =05 =] |2004 =] DR + Debit adiustment 7| [Feverse incomect PMT far check 1111 [58.30
Fieterence Date Type D ezcription Amnount Balance =
03090002 9430403 I |DEMO-AK 0172-001 T Cablevision OF Texas HE.30 5330
03100010 105403 Pt |Payment Check 1111 on [ny 03090002 -R8.30 o=
Pending 2/8/04 DR |A/R Debit Adustrment .30 530
| | r
e n .................. P *
Help Cancel

Example A to show corrections on Adjustments Report continued on next page.
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing (cont)

Error: Payment applied to wrong invoice (continued)
Example A (cont) to show corrections on Adjustments Report continued from previous page.

O Step 2 - Post a CR-Credit adjustment to the invoice(s) that should have received the payment.

im. Enter an Adjustment for AfR Item 03030003 M= B3
-Enter Adjustment
Adjuztment
Adjustrment D ate Adjustment Type Adjustment Description Arnount +4-
IEh:t j IEIEj |2E|El3 j IDH + Debit Adjustment j |Heverse incarect payment entry |1IZIE1
Feference Date Type Dezcription Amovnt Balance |«
03090003 943003 Ire |DEMO-FM 0112-002 Tei Cablevizion OF Texas, 22000 2200007
13100003 104803 CR | Credit for incaorrect spot placement -100.00 120007
03100015 10/5/03 Pt | Payment Check 3333 on [ny 03090003 -100.00 2000
Fending 10/503 DR AR Debit Adustment 100.00 120,00
| | 3
= T X
5 ave Adjustment Help Cancel

Example B to show payment corrections on Payments Report Assume same payment error as
described in Example A on the previous page but you want to show the corrections on current month
Payments Report.

O Post a negative payment in the current accounting period to reverse the original payment. This will be
an exact duplicate of the original incorrect payment except all amounts are negative. After posting the
negative payment as shown below, post the normal correct payment in the current accounting period.

sid Payment from: 0005 Apache Tractor & Implement / Dave And Dave Advertizing

Payment [ ate Payment Method — Check Mumber Payrnent Aot Ihapplied Amount
[Feb =11 =][2004 =] Check x| |Reverse 2222 [i$31.50) duobpply | [i000
[ate Type| Invoice ID |Description De Pay| Applied |2
9430403 | Ime (03090012 DEMO-AM 0005-001 Apache Tractar & Implement 28800 A0
1/28/04 | Fin [04010004.04 [DEMO-FM Finance Charge 12/30/03-1/28/04 Avwg Balance B0 nas
4| | 3
™ Include Paid Items in List
= (i Cu (= P!
Frint Receipt Adjuzt [bem Create PrePayment Save Payment Cancel
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing (cont)

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Error: Payment applied to invoice but should have been prepayment on
another account

There are 2 ways to transfer the payment off the invoice and onto a prepayment on the correct account
depending on the outcome you desire:

= Correcting transactions appear on current month Adjustments Report [preferred method]. In
this case you must create 1 or more prepayment credits for $0 for the correct customer. Then post a
DR-Debit adjustment to the wrong invoice for +$100. Then post CR-Credit adjustment to the new $0
Prepayment(s) for -$100.

= Correcting transactions appear on current month Payments Report as offsetting positive and
negative amounts. This might be desired if the changes affect an Account Rep's sales
commissions if they are based on payments received. In this case you enter a negative payment in
the current accounting month to cancel the original incorrect payment and then enter the correct
payment in the current accounting month.

Example C to show corrections on Adjustments Report Assume you posted a $100 payment to an
invoice and you discover [after the period in which it was posted is closed] that it should have been
posted as a prepayment on another account. It doesn't matter if the wrong invoice belonged to a different
customer or not, in either instance the correction is done as shown below.

O Step 1 - Create 1 or more prepayment credits for 0$ for the correct customer.

sidl Payment from: 0112 Abx Cablevizion Of Texas. Inc. / CCXEY

Payment [ ate Payment Method — Check Mumber Payrnent Aot Ihapplied Amount

[Feb =11 =][2004 =] Check =] [3333Comection  [$0.00 duobpy | [i000

Date Tupe| lnwoice ID |Description Diue Pay| Applied |=
9430403 |1

my |03090003 | DEMO-FM 0112-002 Tei Cablevizion Of Texas, Inc. 220,00 E
2111404 Prepaid DEMO-AM / € Cazh Spots / Prepaid Credit for &ny Order for this 000

A | 3
™ Include Paid Items in List

& = Cu [

Frint Receipt Adjuzt [bem Save Payment

?|><_

Help Cancel

Example C to show corrections on Adjustments Report continued on next page.
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing (cont)

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Error: Payment applied to invoice should have been prepayment (cont)
Example C to show corrections on Adjustments Report continued from previous page.

0 Step 2 - Post a DR-Debit adjustment to the wrong invoice for +$100

im. Enter an Adjustment for AfR Item 03030003 M= B3
-Enter Adjustment
Adjuztment
Adjustrment D ate Adjustment Type Adjustment Description Arnount +4-
IFEb j |1Dj |2E|El4 j IDH + Debit Adjustment j |Heverse incarect payment |1IZIIZI.IIIIZI
Feference Date Type Dezcription Amovnt Balance -
03090003 943003 Ire |DEMO-FM 0112-002 Tei Cablevizion OF Texas, 220,00 220.00
03090746 9430403 Pt | Payment Check 3333 on [ny 03090003 -100.00 1200000
Fending 21004 DR |A/R Debit Adjustment 100.00 220000
| | 3
7 X
Help Cancel
O Step 3 - Post CR-Credit adjustment to the new $0 Prepayment(s) for -$100.
. Enter an Adjustment for AR Item 031000212 M= E3
-Enter Adjustment
Adjustment
Adjustment D ate Adjustment Tupe Adjuztment Deszcription Amount +/-
[Feb = |10 x]|2004 =] |CR - Credit diustment ] [Payment carrection Chk 3333 [-100.00
R eference D ate Type D escription Amount B alahce -
031000:1.2 10/5/03 Fre |DEMO-aM ¢ C Cazh Spats / Prepaid Credit for n.oo 0.00
Fending 20404 CR | Payment corection Chls 3333 -100.00 000
| | 3
T X
Help Cancel
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing (cont)

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Error: Payment applied to invoice should have been prepayment(cont)
Example D to show corrections on Payments Report Assume same payment error as described in
Example C on the previous page but you want to show the corrections on current month Payments Report.

O Post a negative payment in the current accounting period to reverse the original payment. This will be
an exact duplicate of the original incorrect payment except all amounts are negative. After posting the
negative payment as shown below, create a normal correct prepayment in the current
accounting period as described in section 8.06.

sidl Payment from: 0112 Abx Cablevizion Of Texas. Inc. / CCXEY

Payment [ ate Payment Method — Check Mumber Payrnent Aot Ihapplied Amount
[Feb =11 =][2004 =] Check =] [3333Reverse |i#100.00) duobpply | [i000
[ate Type| Invoice ID |Description De Pay| Applied |2
9430403 | Ime (03090003 DEMO-Fr 0112-002 Tei Cablevizgion OF Texas, Inc. 120,00 * 100007
A
A | 3
™ Include Paid Items in List
= (i Cu = X
Frint Receipt Adjuzt [bem Create PrePayment Save Payment Cancel
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing (cont)

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Error: PrePayment posted on wronqg account

Correcting this error can become very complex if the prepayment has already been applied to 1 or more
invoices. If the prepayment has already been applied to incorrect invoice(s) you will first need to reverse the
application of the prepayment to the invoice(s) so that the prepayment is back at its original value. See Error:
Prepayment credit applied to an incorrect invoice in section 8.08.01 of this manual. Then follow the directions
below to correct the prepayment itself.

= Correcting transactions appear on current month Adjustments Report [preferred method]. In
this case you must create 1 or more prepayment credits for $0 for the correct customer. Then post a
DR-Debit adjustment to the wrong invoice for +$100. Then post CR-Credit adjustment to the new $0
Prepayment(s) for -$100.

= Correcting transactions appear on current month Payments Report as offsetting positive and
negative amounts. This might be desired if the changes affect an Account Rep's sales
commissions if they are based on payments received. In this case you enter a negative payment in
the current accounting month to cancel the original incorrect payment and then enter the correct
payment in the current accounting month.

Example E to show corrections on Adjustments Report. Assume you posted a $100 prepayment
credit on an account and you discover [after the period in which it was posted is closed] that it should
have been posted as a prepayment on another account. In this example assume none of the
prepayment has yet applied itself to invoices on the incorrect account. If it has already applied itself, first
reverse the application of prepayment as shown in Error: Prepayment credit applied to an incorrect
invoice in section 8.08.01 of this manual. Then follow the directions below to correct the prepayment
itself.

O Step 1- Create 1 or more prepayment credits for 0$ for the correct customer.

sidl Payment from: 0112 Abx Cablevizion Of Texas. Inc. / CCXEY

Payment [ ate Payment Method — Check Mumber Payrnent Aot Ihapplied Amount

[Feb =][11 x][2004 =] |Check =] 3333 Conection $0.00 Auto-fpply | $0.00
Date Type| Invoice ID  [Description Due Pay| Applied =
9430403 | Inv 03030003 DEMO-Fi 0112-002 Tei Cablevizion OF Texasz, Inc. 220.00 T

21104 Prepaid DEMO-4M ¢/ C Cash Spots ¢ Prepaid Credit for Any Order far this 000 =

4| | 3

™ Include Paid Items in List

= = = s P
Frint Receipt Adjuzt [bem Save Payment Help Cancel

Example E to show corrections on Adjustments Report continued on next page.
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing (cont)

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Error: PrePayment posted on wronqg account (continued)
Example E to show corrections on Adjustments Report continued from previous page.

O Step 2 - Post a DR-Debit adjustment to the wrong prepayment for +$100. This zeroes it out.

m. Enter an Adjustment for AR Item 030901453 M= B3
-Enter Adjustment
Adjuztment
Adjustrment D ate Adjustment Type Adjustment Description Arnount +4-
[Feb =||os =||2004 =] |DR + Debit dustment =] |4/R Debit Adjustment [100.00
Feference Date Type Dezcription Amovnt Balance -
030907453 9/5/03 Pre |DEMO-AM ¢ C Cazh Spats / Prepaid Credit for -100.00 -100.00
Fending 2/6/04 DR |A/R Debit Adjustment 100.00 oo
| | 3
7 X
Help Cancel

0 Step 3 - Post CR-Credit adjustment to the new $0 Prepayment(s) for -$100 to hold the credit for

Natural Log User Manual

future use.
m. Enter an Adjustment for AR Item 040Z20004.2 M= B3
-Enter Adjustment
Adjuztment
Adjustrment D ate Adjustment Type Adjustment Description Arnount +4-
IFEb j IEIEj |2E|El4 j IEH - Credit Adjustrment j |En:urreu:t Prepayment |-1 n0.o0
Feference Date Type Dezcription Amovnt Balance -
040200042 2/6/04 Pre |DEMO-AM ¢ C Cazh Spats / Prepaid Credit for n.oo 0.00
Fending 2/6/04 CR |A/R Credit Adjuztment -100.00 0000
| | 3
7 X
Help Cancel
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing (cont)

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Example F to show corrections on Payments Report Assume same prepayment error as described in
Example E on the previous page but you want to show the corrections on current month Payments Report.

O Step 1 - Post a negative payment in the current accounting period to reverse the original prepayment.
This will be an exact duplicate of the original incorrect payment except all amounts are negative. After
posting the negative payment as shown below, create a normal correct prepayment in the
current accounting period as described in section 8.06.

sidl Payment from: 0112 Abx Cablevizion Of Texas. Inc. / CCXEY

Payment [ ate Payment Method — Check Mumber Payrnent Aot Ihapplied Amount
[Feb =11 =][2004 =] Check =] [3333Reverse |i#100.00) duobpply | [i000
[ate Type| Invoice ID |Description De Pay| Applied |2
9430403 | Ime (03090003 DEMO-Fr 0112-002 Tei Cablevizgion OF Texas, Inc. 120,00 * 100007
A
A | 3
™ Include Paid Items in List
= (i Cu = X
Frint Receipt Adjuzt [bem Create PrePayment Save Payment Cancel

Example F to show corrections on Payments Report continued on next page.
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8.08.02 Correcting Payment Errors
AFTER End-Month Closing (cont)

To correct Accounts Receivable errors before the End-of-Month Closing see section 8.08

Error: PrePayment posted on wronqg account (continued)
Example F to show corrections on Payments Report continued from previous page.

O Step 2 - Offset the 2 prepayments on the incorrect account [1 positive and 1 negative] against
each other to zero both out. On the A/R payments/adjustments, highlight the incorrect customer
account and click [Apply Prepayment].

-Select Prepayment Credit to be applied

Prepayments for: | (1112 - Abx Cablevision Of Texas, Inc. / C.CX4&Y 7| Shaw |Credt Balances =l
Prepayrment o o Unapplied
btz Beference bieserpieT Amount T

10/5/03 (021000202 |DEMO-AM / C-Cazh Spotz / DEMO-AM / T Cazh Spots / Prepaid Crec -100.00

4 | *
Auto-Apply |Unappliedﬁ.mnunt IIZI.IZIIII

-Select Item(s) to which Prepayment Credit is to be applied
[UrPaid ltems for =] | 0112 - &b Cablevision OF Tewas, Inc. / C1 7] Shaw | Debit Balances

Ll

Applied
AmoLnt

2/6/04 | 04020008, |DEMO-4M / C Cagh Spotz / Prepaid Credit for Aay Order fr 100.00] = 100.00

[ ate [rvnice D | Description Due  |Pay

Ad
| | 3
Tranzaction Date IFEI:: j I 0& j |2|:|U4 j Tatal Aot .-'f-.ppliedlﬂ:ll:l,l:ll:l
= ? X
Save Credit Help Cancel

Page 8-42 Natural Log User Manual



8.09 Accounts Receivable End-of-Month
Closing Process

While we highly recommend performing this process monthly,
this process is optional.

End-of-Month Closing Defined

This closes an Accounts Receivable month in NL8. After a month is closed, NL8 prohibits entering any
Accounts Receivable transactions dated before the last closing date. This serves to protect any month-
closing Accounts Receivable reconciliation for that month you have submitted to your accountant from being
changed after you submit the reconciliation.

Q

You can still post payments to invoices issued before that closing date, the payment transaction itself
must have a date after the closing date.

You can still post adjustments to invoices issued before that closing date, the adjusting transaction itself
must have a date after the closing date.

You can still reissue corrected invoices for invoices issued before that closing date, the corrected /
reissued invoice will be dated after the closing date.

The closing process is described on the next page.

Reasons you Should Close Your Books Monthly:

Q

If you choose not to perform this process at the end of each month, any NL8 user could go back and
enter a new transaction or change or delete any transaction in the past. This can change your previous
Accounts Receivable reconciliation and therefore throw your current month out-of-balance.

Not running this process also invites misconduct by your employees. One example could be issuing an
invoice, collecting the cash, and then deleting the invoice and pocketing the cash. Once the month is
closed, deletions are not allowed and even if the user credits off the invoice balance, at least there is an
audit trail and, if require user-login is selected in NL8 setup, a record of who made the credit entry is
saved.

When this process is performed each month, NL8 will print a closing confirmation to verify that the
closing process has been done and the date and time closing was performed. We recommend
accountants collect these confirmation sheets along with the end-of-month accounts receivable
reconciliation paperwork to verify that the closing was actually performed.

Continued on next page.

Natural Log User Manual Page 8-43



8.09 Accounts Receivable End-of-Month
Closing Process (cont)

End-of-Month Closing Process
From the main NL8 menu click [Accounts-Receivable][End-of-Month Closing]. The first time you close a
month NL8 will allow you to specify the month. Thereafter it will automatically close the next month.

il Sample End-of-Month Closing

Cloze AR books For the Month Eil:l.;t j |2E||:|3 j "Wiew Hiztary |

— Before cloging thiz month, click each item below when that item iz done

[ &l lrvoices for this month have been izsued
[ &l Payments RECENED DURING this month have been posted

v Al accounts receivable adjustments for this month have been posted

W I required by pour accountant, an accounts recerable reconciliation has been
cormpleted and approved for thiz rnonth

[+ Performed a Data-Backup and stored the backup in a zafe locatior

Cloze this Month ===3> | Help | Cancel

Before NL8 will allow you to proceed you must click to verify you have performed the following tasks prior to
closing.

All invoices for this month have been issued.
All payments RECEIVED DURING this month have been posted.

All accounts receivable adjustments for this month have been posted.

O

O

O

If required by your accountant, an accounts receivable reconciliation has been completed and approved
for this month.

O Performed a data backup and stored it in a safe location.

Then click [Close this Month ==>]. NL8 will then close the month and print a closing confirmation (if a
printer is available).
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