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C- Accounts Payable Reports

Overview

The Accounts Payable section of the Interactive Reports provide a broad range of tools to

assist Users in managing their Club’s Accounts Payables and related activities.
Use Case(s)

A Club wishes to print their A/P aging in conjunction with their month end Accounts Payable

General Ledger reconciliation.

Accessing the Tool

To access the Accounts Payable reports:

1) Click on Interactive Reports

2) Then, expand the Vendor section to display available Accounts Payable reports
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Accounts Payable Reports

This section will provide an overview of the Vendor/Accounts Payable Reports.
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C- Accounts Payable Reports

1099-Summary

This report provides a list of vendors and the amount of their 1099 for a particular year and 1099
form. It gives a total for all vendors for the selected year and form, as well as a count of vendors

reporting.

Harne 1099-Summary X

Report Settings: (Default) v [l save Current Settings et i Make Public | 73 Setup Email Delivery
Tax Formn: | 1099-8 'i Year: 121315 ]
1 of 1 CANE=RIE DR CETI S . Find | Mext

Clubsoft Acceptance Server

Report 1093 Summary

club@ssential

Vendor Recipient Tax ID Numbei Amount
A Sure Bet Sure Bat test AR 8,260,068
Total $5.260.06

Count; 1

Accounts Payable Reconciliation

This report is used to troubleshoot discrepancies between the Aged Open Invoice report and the
General Ledger. It provides total invoices entered, credits entered and net change by vendor for
the date range selected. The detail level defaults to Vendor, but can be expanded to see all

activity (as shown below).

Home | Accounts Payable Reconciliation >

Report Settings: (Default) - .:‘ Save Current Settings IMake Public \) Setup Email Delivery
Start Date: Ialr 42016 vl LN End Date: |3.f11."2015 vl L Detail Level: I\-'endor 'l
1 of 1 P | B AT B~ | o100 - Find | Mesxt

Clubszoft Acceptance Server

Accounts Papable Reconciliation Report

From 8/4/2016 To 8/11/2016 c I U b @ s S e n f i 0 |'

Yend Yendor Hame Invoices Posted Credits/ Payments Met Change
LS50 All Star Pro Golf Inc
Ref # Batch Post Date
536348 APO1299 8/9/2016 $45.20
PJODETS 8/9/2016 [$45.30)

“endor Totals: $45.30 [$45.30) $0.00
BAGES0 BagBoy $500.00 $0.00 $500.00
BEROOS0 Erook Hollow Golf Club [$500.00) $0.00 [$500.00)
Totals: $45.20 [$45.30) $0.00

8/25/2016 11:02 &M Page 1/1
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C- Accounts Payable Reports

Aged Open Invoices

This report provides a list of open payables based on the ‘as of’ date selected by the user. It can
be sorted by invoice date or batch date. The Detail level defaults to Vendor, but can be
expanded to view activity (as shown below). This report is also known as the A/P Aging Report,

and is saved to support the detail of the A/P General Ledger balance at month end.
Notes:

e When comparing this report to the General Ledger, set Date Filter date to Batch Date.
e Vendor must have a Vendor Category to be included in this report.

Home | Aged Open Invoices >

Report Settings: (Default) - d Save Current Setkings Make Public

As Of Date: (| gj1jzo18 =) Date Filer:({Batch Date -
Aging Interwval: |15 Days 'l wendor Categories: (Al
Detail Level: I\-'endor vl wendors: (Al

™ Print Each Yendor On Mew Page

1 of 1 GAR="NIE B E = TS - Find | Mext
Clubzoft Acceptance Server

Aged Open Vendor Invoices Report

club®ssential

Wendor Categories: <All>
Wendors: <Al
Aging Interval: 15

- - - - 1015 16 to 30 31 to 45

Vendor Acct  ~ Wendor Name " Batch Date " DueDate Total Digcount Current Days Days Dayps 46+ Days
ASURS0 A Sure Bet [$25.00) $0.00 $0.00 $0.00 $0.00 $5.00 [$30.00)
ABBOAD Abbott Paint & Carpet $105.00 $0.00 $0.00 $0.00 $0.00 $0.00 $105.00
ALLSED Al Star Pro Golf Ine ($5.00) $0.00 $0.00 $0.00 $0.00 $0.00 ($5.00)
ALLI40 Alliance Benefit Group $500.00 $0.00 $0.00 $0.00 $0.00 $0.00 $500.00
AMERZD American Fish & Seafood $500.00 $0.00 $0.00 $0.00 $0.00 $0.00 $500.00

American Funds Service Co $5.00 $0.00 $0.00 $0.00 $0.00 $0.00 $5.00

Audubon Intermational

13213131 3429/2018 4/28/2016 D
Original Outstanding Amount $10,000.00

Irwoice T otals: $10,000.00 $0.00 $0.00 $0.00 $0.00 $0.00  $10,000.00
Wendor Totals: $10,000.00 $0.00 $0.00 $0.00 $0.00 $0.00 41000000
BE&RSE0 Bearpath Golf & Country Club $200.00 $0.00 $200.00 $0.00 $0.00 $0.00 $0.00
EROOS0 Brook Hollow Golf Club ($500.00) $0.00 ($500.00) $0.00 $0.00 $0.00 $0.00
DAJESD Daj Enterprises LLC [$12.608.52) $0.00 $0.00 $0.00 $0.00 $0.00  [$12.608.52)
123456723 Fred's Gas Company $1.050.00 $0.00 $1.050.00 $0.00 $0.00 $0.00 $0.00
HILLS0 Hillerest Golf Club [$54.68) $0.00 $0.00 $0.00 $0.00 $0.00 [$54.68)
[ WIKFRR Mike 154 Inn 300 NN s0nn 100 nn $nnn 100 nn 000 s1nnnn

Check Register

The Check Register provides a list of checks printed for a date range. It can be filtered by
Printed Date or Batch Date. Printed Date is the date the checks were physically printed. Batch

date is the date used for posting the general ledger. It can be run for All bank accounts or a
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C- Accounts Payable Reports

specific account, and can include or exclude voided checks. The Detail level defaults to

Check, but can be expanded to view additional Invoice and G/L activity (as shown below).

Home | Check Register €

Report Settings: {Default) - ;‘ Save Current Settings Make Public

Start Date: I?lf 1/2016 vl S End Date: |3|"11|"2015 vl [ Account: (Al L;Q
vaoided Checks: (|Include Voided ' Filer By: IPrintedDate 'l Detail Lewvel: ICheck 'l

1 of 1 % | B A E- | e - Find | Mext

Clubsoft Acceptance Server

Check Register Report

From 7442016 To 84142016 c I U b @ S S e n tio I-

Account: MA& -

"oided
- - + Batch + Printed = A
Check # Yendor # Yendor Hame Date Date Amt To Pay
0 DEPTSO United States Treasury 7412016 74206 $5.00
1] DalESD Titleist 72008 72006 $1.3234.28
381 WELLED ‘wellz Fargo Insurance Services  7/7/2018 FA206 $10.00
382 ASURE0 A Sure Bet 7/19/208 7419/2018 $100.00
384 BAGESD Bag Boy TIATI2MNE FI2TA20NE $500.00
DAJESD Titleist 7/28/206 72872016 $1.334.28
123456789 Fred's Gas Company 7/28/206 742872016
Invoice Date Due Date Amount Discount Amt to Pay
/2872018 8/27/2018
Expensze Account Description
Qﬁﬂ] |rwentony - Golf Fred's Gas Company - $543.21 )
10001 2646: Gas
Inwvoice Totals: $543.21 $0.00 $543.21
Check Totals: $543.21
1 123456789 Fred's Gas Company 7/28/206 7428/2016 $500.00
Subtotal: $4,326.77
Voided Checks: $0.00
Total: $4.326.77
8/25/201611:14 AM Page 141

ltem Receipt

This report is used to print a specific Item Receipt. Sometimes, this may be attached to the

Invoice for the Accounts Payable team'’s records.

Home | Item Receipt 3¢
Report Settings: | | (Defsult) = |l save Current sattings Make Public | ) Setup Emai Delivery
Itewn Receipt: |IR-11 VI
1 of 1 T e ) A - | 100% - d | Mext
endord | ltem Receipt
linda I | Item Receipt # |
[ IR-11 |
Vendor
LLinda's Vendor | LR B |
2221 University Dr | W0t |
Durham, NC 27707-
ITEM IDESCR!PTIGN [ aTr|[uUNIT COST[ AMOUNT
Lindas Imventory ltem |100012447, Lindas Inventary lem | 1 #100.00] $100.00
Total $100.00

Memo




C- Accounts Payable Reports

Outstanding Checks

This report is used to print a list of outstanding checks, and is generally utilized to support
the O/S check amounts on bank reconciliations. If more than one Bank Account is available,

specify the desired account in the Ledger Account parameter. The Include Reconciled option

can be utilized to either display or exclude outstanding checks already identified and included in

the bank reconciliation.

Home [ QOutstanding Checks

As OF Date: |311112015 ¥] Ledger Account: |[<all> =|
gclude Reconciled
1 of 2 b M i B A H- | 100% - Find | Mext

Clubsoft Acceptance Server
Dutstanding Check Report

Az 0 8/11/2M8 CIUbgssentioI’

Account; -1

Check # Printed D ate Yendor Amount
0 5/25/2011 Hole in One Intermational $841.00
o 12/14/2011 Sam's Club $72.45
o 14170001 & Sure Bet $100.00
1] 11415/2015 Alliance Benefit Group $1.00
1] 1120001 Titleist $1.334.28
0 11/0001 Ziegler Cat $20.00
L] 1120001 Mike US&, Inc. $10.00
1] 14120001 Ally $100.00
o 1.1./0001 Accent Lighting & Specialiies $1.00

Purchase Order

This report is used to print a specific Purchase Order. Sometimes, a Vendor may request a copy

of the Purchase Order for their records when placing an order.

Horms Purchase Crder <

Report Settings: {DreFault)y ~ | kald Save Current Sektings T lecte e ¥ ke Public 3 Setup Email Delvery
I Purchase Order: |POOO0OL2 '—I
1 af 1 40 | dew G0 GO - 100%. - Find | Next
Purchase Order
Yendor # Furchase Order #
TITLSD FOooo1z
Yendor Order Date
Titlaist 97472012
FOBox 868112
Refersnce
Chicago, B0E95-1112
C ontact Ship To
Clubsoft Acceptance Server
Phone
Email:
kobile
ITEM [DESCRIPTION [ aTr[uNIT cosT] AMOUNT
Titleist Fro V1 w/ Logo [100011230; Tileist Pro Wi w/ Loge | 1 $75.00] 75,00
Total 75,00
Memo
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C- Accounts Payable Reports

Reconciled Checks

This report is used to print a specific Bank Reconciliation report. It contains all of the checks
that were reconciled for the specified period of time. If more than one Bank Account is
available, specify the desired account in the Ledger Account parameter. Also note that the Date
Filter can be set to Check Print Date, or Reconciled Date.

Home | Reconcled Checks 3

Report Settings: {Drefault) + | [ save Current Settings Make Public \D Se

Start Date: | 7/ 4fz016 - e'v

Ledger Account:

- Find | Mext

1 i 4
Clubzoft Acceptance Server
Reconciled Check. Repart

From 7/4/2016 To 7/25/2016 C I U b @ S Se n t i 0 Il

Account: <Al

Check # = Check Date = Vendor - Reconciled Date = Amount =
3 TG Well: Fargo Insurance Services 8/16/2016 $10.00
|2 92006 & Sure Bet 8162016 $100.00
384 TG BagBoy 8162016 $500.00
1] FA2B/2016 Diaj Enterprises LLC BMES2016 $1.334.28
et=ia} FA2B20E Fred's Gas Company 8AE201E 35431

Totals: $2,487.43
8/25/2016 11:30 &M Page 141

Vendor Activity

This report gives a total of all activity for each vendor, broken down into invoices and Payments
for the date range selected. The detail level defaults to Vendor, but can be expanded to see all

activity (as shown below).

Note: Vendor must have a Vendor Category to be included in this report.

Home | Yendor Ackiviy <

Report Settings: (Defaul) - d Save Current Settings Make Public \) Setup Email Delivery

Start Date: ISJ’ 42016 vl LS End Date: |8.l'11.l'2016 'I &,
Categories: (Al Vendars: |<,q||> vl

1 of 16 b M % & EaH- | % - Find | Mext
VYendor # Yendor Name Balance
1 Carlie's WWhole Food $0.00
1 Sammy's Service $0.00
1456739 Fred's Gas Caompany
alance Forward
Invoice # Batch Date A/P Batch Invoice Date Due Date Orniginal Amt Payments
T/28/2016 8/27/208 $3.643.11 [$1.043.21) $2.600.00
Balance Fonward Total: $2,600.00
Vendor Total $2600.00
360ED 3604IP Phatography & Yirtual Tours $50.00
5204 Carmie's Cleaners $500.00
Fupsd Dir. Pepper Snapple Group $0.00

ABBOSO Abbatt Paint & Carpet $205.00
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C- Accounts Payable Reports

Vendor Address Labels

This report is used to print labels for Vendors. They can be printed for all vendors or by vendor
status, vendor category, or payment date range. The fields available for printing on the labels
are Account Number, Name, and all address fields. Select the drop-down next to Fields, and
then choose fields as desired (as shown below).

Notes:

e Vendor must have a Vendor Category to be included in this report.
e This report is formatted to fit on Avery 5660 labels.

Payment Start Dakte: I.'-",I'12,|'2IZI16 "l @\\;. Pavrent End Date: |8,|'11,|'2EIIE| 'I @\‘)

Yendor Status: | (Al El Wendor Category: (Al E]
Yendor: |<-f'-||> j Minimumn Payment Amaunk:
Fields: |Account Murmber, haf + Sark By I\-'endcnr Mame j

Select: Al Mone
Account Mumber | .
1 of 1 |ligl| Hame _-EDJJ b~ | Page width = [ ] Fd e
[} Street 1
[} Street 2
[l Street 3
[} Street 4
]| Ciby

ASURS0

A Sure Bet

4924 33rd Avenhue South
Minneapolis, VWA 55417

ALLS50

All Star Pro Golf Inc
PO Box 155
Spencer, 51301
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C- Accounts Payable Reports

Vendor Invoice Activity

This report lists all outstanding invoices for each vendor, plus activity on those invoices for the

date range selected. The detail level defaults to Vendor, but can be expanded to see all activity

(as shown below).

Note: Vendor must have a Vendor Category to be included in this report.

Home | Wendor Invoice Ackiviey €

Repart Settings: (Default) - :‘ Save Current Settings Make Public \_} Setup Email Delivery
Start Diate: I 8/ 4/2016 'I By End Date: I 8112016 'I RS
Cateqory: ' |p.|| - " Detail Level: Ivendor vI
1 of 1 % | B A H- | 00 - Find | Mext
From B/4/2016 Ta 8/11/2016 C I U b ::_) S Se n ‘I‘ | .G I
Categories: All
: v Starting Invoices Credits/ Ending
Yendor #f Yendor Hame Balance Posted Payments Balance
123456789 Fred's Gas Company $1.050.00 $0.00 $0.00 $1,050.00
Abbaott Paint & Carpet $105.00 $0.00 $0.00 $105.00
Alliance Benefit Group $500.00 $0.00 $0.00 $500.00
All Star Pro Golf Ine
Batch Date A/P Batch Invoice Due Date
Date
97,2012 APODF19 9722 9Aavsa0z
Date Batch
[$5.00) $0.00 $0.00 [$5.00]
8/9/2M6 APOI299 8/9/2016 9/8/2016
Date Batch
il 8/9/2016 FJOOETS [$45.30]
$0.00 $45.30 [$45.30] $0.00
Wendor Totals: [$5.00) $45.30 [$45.30] [$5.00]
AMERZ0 American Fish & Seafood $500.00 $0.00 $0.00 $500.00
[+ AtFRAN Amenican Funds Service Ko $R 0N £nnn £0nn $R 0N
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C- Accounts Payable Reports

Common Questions and Concerns

Can | email these reports or save to PDF rather than print them?

Yes, reports can be saved as an Excel, PDF, or Word document (see below) and can then be

easily emailed as desired.

Home | Wendor Invoice Ackivity 3

Report Settings: (Default) - d Save Current Setkings
Start Date: Ia,r 412016 vI B, End Date: |3;11,|'2|:|15 vI B,
Cakegory: I.ﬁ.ll j Dekail Level: I'-.-'enu:lu:ur j

-

f
! s % & B ™ -r%vlfmn% .
Excel
From 8/4/2016 Ta 8411/2016 HOE b @ S c
POF <

Cateqories: Al
Ward

Do | need to take a snapshot of my A/P Aging Report, or will it be
static as payments are made?

When comparing the Aged Open Invoices report to the General Ledger, set Date Filter date to
Batch Date (rather than Invoice Date) to ensure report is period-specific. It is always a good

idea to save month-end Aged Open Invoice reports to support A/P General Ledger balances.

Best Practices

Utilize the drill-down feature in reports to see additional details supporting the Report level

totals.

Use the Save Current Settings feature to have the system remember your report parameters.
Once saved, click on the Report Settings drop-down to select previously Saved Settings.

Home | Aged Open Invoi

.....................................

Report Settings: | i(Defaulk) d Save Current Settings
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