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Grower Labor Reports 

The Grower Labor Report is designed for you to provide your growers 
will all of the information they are required to have concerning work 
that was performed by your employees.  In addition, an invoice may be 
printed with the commission or billing rates automatically calculated, 
which you can use for billing purposes.  The invoice information can be 
updated automatically to the optional Accounts Receivable system.  
(Once in Receivables, corrections or additions may be made to invoices 
if necessary and then the invoices may be printed and finalized.) 

Depending on the grower account settings and how you use the 
program, information is added to the Grower Labor Report file in one 
of four ways: 

• After a Payroll Journal is printed and finalized. 

• During the Create Checks process in Daily Payroll. 

• By using the Generate Labor Report option in Daily 
Payroll. 

• By using the Compile Prior Period Report option on the 
Labor Reports menu. 

On the Labor Reports menu, select the Reports option, then Grower 
Labor Reports.  The following window will open: 
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Select grower(s) to print: 

When you first open the Grower Labor Reports window, it show 
"All Growers" at the top with a plus sign to the left.  Click on the 
plus sign to see which growers are currently in the labor report file 
ready to be printed. 

In addition, you can click on the plus sign next to each grower 
name to see the pay periods that are currently in the file for that 
particular grower.  Most of the time, you should only have one pay 
period listed.  That is because the normal procedure is to finalize 
the labor report file after printing all grower reports for the week, 
and this clears the file for the next week's entries.  However, if you 
have not finalized the file from the previous week, or if you use the 
Compile Previous Period Labor Report option, it is possible to 
have multiple weeks listed in the file.  In addition, you may click 
on the plus sign next to the pay period to list the crops that were 
used for the checks in that period. 

Underneath each payroll period, the information is further broken 
down by Crop ID, Crew #/Crew ID, or Time Sheet #.  The 
particulare breakdown is determine differently for each grower 
based on setting used for the the # of Invoices option on the 
Grower setup window. 

The line that is selected when you click on the Preview or Print 
buttons determines what will print out.  So to print all growers, 
select the top-most item "All Growers".  If you want a report for 
just a single grower, click on that grower's name before printing 
the report.  If you want only a single week for a particular grower, 
click on the dates that you want to print underneath that grower's 
name.  And if you only want to see a report for the labor on a 
single crop for a grower, click on that crop description underneath 
the pay period. 

You can also delete entries from the labor report file by pressing 
the Delete key on your keyboard.  If the top line (All Growers) is 
selected, this will delete all of the entries in the file (effectively the 
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same thing as the Finalize Labor Report option).  If you have a 
grower, pay period, or crop/crew/time sheet # entry selected, only 
those entries will be deleted. 

Print Invoice Only 

When you are printing a report for a single grower, you can check 
this box so that only the invoice prints out instead of the entire 
grower labor report..   

When printing reports for all growers, this checkbox will be 
disabled.  If it was checked, it will have no effect. 

# of Copies 

If you want to print more than one copy of the labor report and/or 
invoice, enter the number of copies to print here.   

Preview 

Click on this button to see a preview of the report on the screen. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the report to the current printer.  To 
see the current printer, you can move the mouse pointer over the 
button and a tool tip will appear showing the printer name and 
port. 

Cancel 

Click on this button to close the window. 
Finalizing Grower Reports 

As each grower report is printed, you will be asked if you want to 
finalize that grower's report.  If you are using the optional Accounts 
Receivable system, after you finalize a grower's report you will also be 
asked "Update Accounts Receivable?"  Answering yes to this question 
will create an invoice entry in receivables. 

If all growers are finalized, a final question will be asked at the end of 
the report: "Clear grower labor report file?"  If you answer "Yes" to this 
question, then the entries in the labor report file will be deleted.  If you 
answer "No" to this question, you will be able to reprint an individual 
grower's report. 

For instance, suppose you print and finalize all growers, but you notice 
a mistake on one of the grower's reports.  You could answer "No" to the 
last question, make corrections using the Edit Finalized Check option, 
then reprint that grower's report.  The grower labor report file can then 
be cleared using the Finalize Labor Report File option. 
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Compile Previous Period Labor Report 
You can print grower labor reports for past pay periods even if you 
have already finalized the report.  For example, you may lose a report 
and need to reprint it after finalizing it.  Or you might have a grower 
request a report for an entire month or year.  There may also be certain 
cases where an invoice that was updated to Accounts Receivable needs 
to be updated again.  In these cases, you can use the Compile Previous 
Period Labor Report option to recreate the entries in the grower labor 
report file. 

To use this option, go to the Labor Reports menu, select the Reports 
option, then Compile Previous Period Report.  The following window 
will open. 

 
Starting Date / Ending Date 

Enter the date range to use when compiling entries.  Note that the 
check date is used to select the entries, not the pay period dates.  
You should enter dates which will match the dates of the checks 
issued. 

Crew ID 

If you want to compile entries for a single crew, you can enter the 
crew number here.  Otherwise, leave it blank. 

Day 

You can compile entries for a single day by entering a value here.  
The Day entry on the line items must match what you enter here 
for the line item to be included on the report. 

For instance, if you enter all payroll through Daily Payroll Entry, 
line items will have the two digit day of the month for the Day 
entry.  If you entered checks through Batch Check Entry, you may 
have used a different value (for instance, a two letter abbreviation 
of the day of the week). 

This option can be used if you need to bill a grower by the day.  
Normally, when the labor report data file is created, all days are 
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included in the report file.  By using the Compile Prior Period 
option, you could compile a single day at a time, run the report and 
care an invoice for that day, finalize the file, then compile the 
entries for the next day, and so on until each day is billed on a 
separate invoice. 

Reference # 

You may enter the reference number of a payroll journal report 
here.  Leave blank to select any checks, regardless of the reference 
number of that payroll journal that the checks were updated on.. 

Grower # 

If you want to compile the entries for a specific grower, enter the 
account number or use the lookup to pick the grower account. 

Crop ID  

Enter a Crop ID or select one from the lookup by clicking on the 
lookup button or pressing [F4].  When a Crop ID is selected, the 
labor report file will only contain entries that match that Crop ID. 

Job ID 

To compile information for a single Job ID, enter a Job ID or select 
one from the lookup by clicking on the lookup button or pressing 
[F4].  Leave this entry blank to compile labor for all Job IDs.  

Wage Type 

Compile a report for a specific Wage Type by selecting one here. 

Include Void Entries  

Checking this box will include all entries, even if they have been 
voided. 

Compile 

Click on this button to begin compiling the information. 

Cancel 

Click on this button to close the window. 
Special Notes 

This option will not add duplicate entries to the file.  As the program 
compiles the information, it checks to make sure the labor report file 
doesn’t already contain a duplicate entry. 

If there are already entries in the file, the program will ask if you want 
to delete those entries before compiling.  In some cases, you might 
want to go ahead and delete the existing entries.  The labor report file 
might contain data that you don’t want to appear on the Grower Labor 
Report file. 

In other cases, you might not want to delete existing entries.  For 
instance, if you need to run a labor report that includes some but not all 
of the Crop ID’s used for a grower, you might need to use the Compile 
Prior Period Report several times, each time specifying a different Crop 
ID.  In this situation, you want to leave the entries that you just 
compiled in the labor report file so that when you run the report it will 
include all of the Crop ID’s you need. 
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Edit Grower Labor Report File 
This option can be used to correct or adjust the payroll detail prior to 
printing the Grower Labor Report and generating the invoice.  This 
option is located on the Labor Contractor->Reports menu.  The 
following window will open when you select this option: 

 
At the top of the window, enter the grower account number for the 
entries that you want to view/edit.  You can then edit any of the 
information on the detail lines. 

If you edit the Wage Type, Units or Rate, the Amount for the line item 
will automatically be recalculated. 

The Search & Replace button at the bottom of the window can be used 
to make corrections to detail lines that match specific criteria.  The 
following window will open when you click on this button: 

 
The Search criteria will appear automatically based on the line item that 
is currently highlighted.  You can edit or remove any of the search 
criteria.  Enter the values that you want to change in the Replace 
section, then click on the Ok button to perform the search and replace 
operation. 
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Detail lines must match all of the search values that you have entered in 
the Search section.  When the Search and Replace operation is 
completed, the program will tell you how many detail lines were 
changed and update the transaction list. 
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Sick Pay Accrual Billing Report 
This report can be used to allocate sick pay accrued by employees to 
the grower(s) that they worked for and generate an invoice for the 
accrued sick pay.  This is one of three methods that can be employed to 
bill for the overhead costs associated with sick pay. 

A separate report will be generated for each grower listing all of the 
employees that worked for that grower.  The hours worked for each 
employee will be totaled along with the hours worked for that grower.  
These hour totals are used to calculate a percentage of the total sick pay 
accrued that will be billed to that grower. 

This report will calculate the average hourly pay rate earned by the 
employee and multiply this by the total sick pay hours accrued.  Note 
that this may differ from the actual amount that the employee is paid 
when sick pay is actually paid to the employee since that will be based 
on their average pay rate at the time it is paid. 

In addition to charging the grower for the sick pay accrued, a 
commission can be charged based on the total sick pay wages accrued.  
When sick pay is paid to employees, the normal overhead expenses 
including taxes and worker’s comp will be incurred.  Since the sick pay 
wages will not be charged to any grower when paid, the commission to 
cover these expenses will be charged along with the accrued wages. 

When you select the Sick Pay Accrual Billing Report option from the 
Labor Reports->Reporst sub-menu, the following window will open: 

 
Starting Date/Ending Date 

Enter the check date range to use to include on the report. 

Grower # 

Leave this selection blank to print a report that includes all 
growers.  A single grower can be printed by entering the account 
number or selecting a grower account from the lookup. 

Post Invoices to A/R 

Check this box to create a customer invoice in Accounts 
Receivable for the total sick pay accrued. 

Invoice Date 

You can enter the invoice date for the report. 
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Preview 

Click on this button to see a preview of the report on the screen. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the report to the current printer.  To 
see the current printer, you can move the mouse pointer over the 
button and a tool tip will appear showing the printer name and 
port. 

Cancel 

Click on this button to close the window. 
Billing Descriptions 

Invoices are posted to the Accounts Receivable with two lines.  The 
first line item will bill the total sick pay wages accrued.  The second 
line item will bill the commission on those wages. 

When invoices are posted to A/R, the system will use one or two 
predefined billing codes on the invoices to control where the income is 
posted.  At least one of these billing codes must be set up before you 
can use the Post Invoices to A/R option. 

The “LCSICK” billing code must be set up.  This will be used for the 
accrued sick pay wages line.   

The “LCSICKCO” billing code will be used to post the commission on 
the accrued sick pay wages.  If it is not set up, then the program will 
use the “LCSICK” billing code instead. 

If you want to post the wages and commissions to different G/L 
accounts, you must set up both billing description codes with different 
divisions/sale types to control where the income is posted to. 
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View Finalized Check 
This option can be used to view a payroll check and make corrections 
to certain items on the check. You can use this option to make 
corrections to checks that have been printed and finalized before 
printing a grower labor report.  If a grower labor report has already 
been printed and finalized, you can make changes through this window 
and then use the Compile Prior Period Report option to reprint the labor 
report with your corrections. 

When you select the Edit Finalized Check option from the Labor 
Reports menu, the following window will open: 

 
Note: You can also edit a payroll check through the View Finalized 
Payroll Check window by double clicking on the check on the 
Accounts Payable Checkbook window. 

Check # 

Enter the check number you want to edit here and press [F9] to 
find it.  You may also press [F4] or click on the lookup button to 
select a check to edit. 

After a check has been displayed, you can view the previous or 
next check that was issued to the employee by clicking on the 
buttons in the top right corner of the window. 
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To make corrections to line items: 

After a check has been displayed, you may edit the Day, Job ID, 
Crop ID, Crew #, Grower # or Memo entry (if enabled).   Changes 
to the gross wages or deductions are not allowed. 

You can press [F2] after making changes to a line item to save it.  
You can also click on the Save icon on the toolbar to save changes.  
Changes are also automatically saved as you move from one line to 
the next. 

As you make corrections to line items, if the check information is 
contained in the Grower Labor Report file, the Labor Report data 
will be updated with the corrections that you make automatically.  
Otherwise, you can use the Compile Previous Period Labor Report 
option to compile  

To view the employee account information: 

Double click on the Employee Name at the top of the window and 
the Employee Entry window will open and display that employee’s 
account information. 

To print a check voucher: 

Click on the Print Voucher… button at the bottom left corner of 
the window to print a voucher for the check that is currently 
displayed. 
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Harvest Totals 
The Harvest Totals entry window allows you to enter the number of 
units harvested for each day, crew, grower and field.  This information 
can be used by the program to provide the grower with a Harvest 
Analysis on the Grower Labor Report.  This analysis calculates the cost 
per unit for the total number of boxes, cartons, cases, etc harvested.  
Having this cost information can assist the grower in making 
management decisions. 

If you are using the optional Cost Accounting module, the harvest 
totals can also be used to supply yield information on the Labor 
Contractor Profit Analysis Report.  This report will provide a per yield 
breakdown for both the current period totals (usually a single pay 
period) and season to date totals. 

To enter harvest totals, go to the Labor Reports menu and select the 
Harvest Totals option.  The following window will open: 

 
At the top of window, you can enter the starting and ending dates, 
grower account, and crew # of the entries that you want to display.  (By 
default, the grid will display all entries that have been made.) 

For each line in the harvest totals file, you will enter the following 
information: 

Date 

Enter the date harvested.  You can make separate entries for each 
day, or enter a total for the entire pay period.  If entering a total for 
the pay period, use the pay period ending date. 

Crew # 

Enter the crew # that harvested the units you are entering.  The 
crew number can be left blank if you are entering the totals for the 
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Labor Contractor Profit Analysis Report.  It is required if you want 
the Grower Labor Report to print the harvest analysis informartion. 

Grower  

Enter the grower account number, or press [F4] to select a grower 
account from the lookup.  This is required for the entry to appear 
on the Harvest Analysis. 

Crop ID 

Enter the crop ID for the field that was harvested, or press [F4] to 
select a crop ID from the lookup.  This is also required for the 
entry to appear on the Harvest Analysis. 

Job ID 

Enter the Job ID or press [F4] to select the Job ID from the lookup.  
The Job ID is optional for the Harvest Analysis that prints on the 
Grower Labor Report.   

If you do select a Job ID, the analysis will only include labor that 
was also entered under the same Job ID in the cost/unit 
calculations.  For instance, if you enter different job codes for 
supervisors, forklift drivers, or other workers not directly 
harvesting the crop, their wages will not be included in the cost per 
unit.  Only the labor for those workers whose earnings was entered 
with the same Job ID that you use here will be used for the cost per 
unit. 

Units  

Enter the number of units harvested (e.g. bins, cartons, cases, 
boxes, etc) 

Unit Type 

Enter the unit type, up to six letters.  Use an abbreviation if 
necessary (e.g. CTNS for cartons). 

After entering the harvest totals, you may print a report that provides 
subtotals for the units for each crop ID and grower as well as totals for 
all entries. 

Click on the Preview button to see the report on the screen before 
printing it, or click on the Print button to send the report directly to the 
printer. 
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Grower Charge Entry 
In some cases you may need to bill the grower other charges in addition 
to the labor and overhead that is billed automatically.  In these 
situations, grower charges can be entered to detail the charges that will 
be added to the grower invoice. 

For example, if you provide tools or supplies for a certain job, you may 
need to charge the grower for reimbursement of these expenses.  Or if 
you are provided equipment (forklifts, tractors, etc) used in harvesting a 
crop, you can charge for the use of the equipment with grower charges. 

To enter grower charges, go to the Labor Reports menu and select the 
Grower Charge Entry option.  The following window will open: 

 

 
All new grower charges that are entered are “unbilled”.  When a grower 
labor report is printed, the program takes all unbilled charges and 
includes them on the grower invoice.   

If the grower account is set up to generate separate invoices by Crop 
ID, Crew #, or Crop/Job, then the program will include charges on each 
invoice based on the grower charge crew/job/crop information 
matching the same codes used on the payroll entries.  Since the Grower 
Labor Report only generates invoices for the codes used on payroll 
entries, this means that if you enter a grower charge with a Crew/Job 
ID/Crop ID that was not used on any payroll entries, then that grower 
charge will not appear on any invoice 

If you update the grower invoice to the accounts receivable module, the 
invoice will include a line item for each grower charge on that grower 
account.  At that point, the grower charges are considered “billed”.  The 
entries are still in the grower charge file.  If you view a charges that 
was billed, the program will display the invoice number that it was 
billed on. 
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Each grower charge consists of the following entries: 

Ctrl # 

Each grower charge is assigned a unique control number by the 
program.  If you are making a new entry, leave this blank.  If you 
want to edit an existing charge and know the control number, enter 
the number and press [F9] to display it. 

Grower # 

Enter the grower account that you want to charge.  Press [F4] or 
click on the lookup button to select an account. 

Date 

Enter the date of the charge.  The date will appear on the grower 
invoice. 

The date does not need to be within the pay period of the payroll 
checks to be included on the grower invoice.  When the labor 
report creates the invoice, it looks for all unbilled charges, 
regardless of date. 

Field/Ranch 

Enter the Crop ID for this charge here.  Use the lookup button or 
press [F4] to select a Crop ID from the lookup. 

Important:  If the grower account is set up to create one invoice per 
crop, a crop ID will be necessary for the charge to appear on the 
correct invoice.  If no crop ID is entered, or a crop ID is used that 
was not used during payroll entry, the grower charge will not be 
added to an invoice. 

Job 

Enter the job code for the charge here.  If you enter a job code that 
has a default charge rate, that rate will be entered for you 
automatically. 

The job code is not a required entry.   

Description 

Enter a description for the charge here.  This description will 
appear on the grower invoice. 

Units / Unit Type 

Enter the units and unit type, if any, here.  For example, if you 
charge by the day for a forklift rental, enter 1 for the units and 
“DAY” for the unit type.  Or if you charge for a tractor by the 
number of cartons harvested, you could enter the number of 
cartons and “CTNS” for the unit type. 

Rate 

Enter the rate here for the program to calculate the total amount of 
the charge. 

Amount 

If you entered the units and rate, the program will calculate the 
total of the charge for you automatically.  If you did not enter 
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either the units or the rate, then you will need to enter the amount 
of the charge manually. 
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Grower Charges and Equipment Rental 
In addition to manually entering grower charges, you can also bill a 
grower for equipment usage directly from the payroll check entry 
window.  You may find this more convenient than entering a separate 
transaction, especially if all of the information you need to generate the 
charge is already on your time card or crew sheet that you are using to 
enter the payroll information. 

Setup For Equipment Entry 
To enable the equipment charge feature, go to the Tools menu and 
select Program Setup.  Click on the Labor Contractor button at the top 
of the window. 

 
First, select the how many equipment ID’s you want to track in the 
Equipment Entry section.  This allows you to enable either one or two 
Equipment ID entries on the payroll check entry window.  If you only 
need to bill one equipment per payroll line, select “Track One 
Equipment ID”.  If there are times when you must bill two different 
Equipment ID’s , select “Track Two Equipment ID’s”. 

Next, check the Rate Entry and Units Entry boxes if you want to enable 
those columns as well.   
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If you are going to set up default rates for your equipment ID and will 
always use those rates, you can leave the Rate Entry box unchecked.  
But if there may be times when you want to override the standard rate, 
or you are not setting up standard billing rates, check the box so  you 
can enter/edit the rate for each equipment that you are billing. 

By default, the program will bill the equipment for the same number of 
units that you are paying the employee.  For instance, if the employee is 
doing tractor work for six hours, the program will automatically bill for 
six hours for the equipment charge.  If you need to bill for a different 
number of hours, or if you are billing on a different basis (for instance, 
a flat charge per day, or a rate based on the number of cartons 
harvested, etc.) then you can check the Units Entry box, and this will 
add a Equipment Units column that will be used to calculate the total 
equipment charge. 

Entering Equipment Details on the Payroll Check 
Once enabled, the equipment entries will appear to the right of the 
Amount column on the payroll check entry window.  The grid will 
scroll horizontally after you enter the rate to display the equipment 
columns: 

 
All of the equipment columns have been enabled in the example above.  
Depending on your settings, you may have fewer columns activated. 

Eq Units 

Enter the number of units to charge for the equipment here.  By 
default, the program will put the number of units paid to the 
employee.  You can simply press [Enter] to use the same number 
of units or type in a different number. 

Equip #1 

Enter the Equipment ID for the equipment used.  You can press 
[F4] to select the equipment from the lookup. 
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Rate #1 

Enter the rate to charge for the equipment ID.  If a default bill rate 
has been entered in the Equipment Setup window, that rate will 
appear here.  If you have entered billing rates for individual job 
codes on the Equipment Setup window, the program will use those 
bill rates instead. 

Equip #2 

In some cases you may need to bill for an additional piece of 
equipment used (for instance, a trailer or implement pulled by a 
tractor).  If this is the case, enter the Equipment ID for the second 
piece of equipment used.  You can press [F4] to select the 
equipment from the lookup. 

Rate #2 

Enter the rate to charge for the equipment ID.  If a default bill rate 
has been entered in the Equipment Setup window, that rate will 
appear here.  If you have entered billing rates for individual job 
codes on the Equipment Setup window, the program will use those 
bill rates instead. 

Equipment Costing Charges Report 
The Payroll Journal will create grower charges automatically for all 
equipment entered through the Batch Payroll Check entry window.  
This is done when the report is updated to the General Ledger.  When 
there are equipment charges, the Payroll Journal will print another 
section that details the charges that will be generated.   

This section is called the Equipment Costing Charges report.  It is 
printed in addition to the Payroll Journal (list of checks) and General 
Ledger Distribution Report (list of G/L transactions) sections. 

You should review this section to make sure all charges are correct.  If 
any changes or corrections are necessary, you can edit the grower 
charges that are generated after updating the Payroll Journal, but before 
you print the Grower Labor Report. 

Charges on the Grower Invoice 
When you print the Grower Labor Report, the grower charges that you 
have entered manually or through the equipment entries on the payroll 
will appear in their own section titled “Additional Charges”.  When the 
Accounts Receivable is updated, the grower charges will be added to 
the invoices that are posted as well. 

This is a sample of how the charges will appear on the grower invoice 
the prints with the Grower Labor Report: 
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If the grower account is set up to create a separate invoice for each 
Crop ID, then each invoice will only list the equipment charges that 
apply to that Crop ID.  If all Crop IDs are billed on the same invoice, 
the program will list and subtotal the charges for all Crop IDs in the 
Additional Charges section.  

Another option is available to bill the grower charges on a separate 
invoice.  This will results in the creations of one or more invoices for 
the labor and commission and one invoice that includes all grower 
charges.  This is controlled by the “Bill Charges on Separate Invoice” 
checkbox on the grower setup window. 

Rebilling Invoices with Grower Charges 
At times it may be necessary to recreate or rebill a grower after the 
Accounts Receivable system has been updated with an invoice.  When 
the invoice is created in Accounts Receivable, the invoice number is 
recorded on the grower charge records that were billed on it.  By 
recording this invoice number, the program knows that a particular 
charge has been billed to the grower, and that it should not bill it again. 

By deleting an invoice (or using the reverse option) the system will 
automatically.remove the invoice number from the grower charge 
entries.  This makes them eligible to be billed to the grower again.  You 
can simply run the Grower Labor Report and the charges should appear 
on the grower invoice that is printed.  The Accounts Receivable can be 
reupdated and the new invoice number(s) will be recorded on any 
grower charges. 
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Accounts Receivable Integration 
One of the key features of The Labor Contractor’s Office is the ability 
to automatically generate an invoice and update it to the Accounts 
Receivable module.  While some farm labor contractors simply use the 
grower invoice that prints with the Grower Labor Report, many 
contractors prefer to print the invoice that is posted to Accounts 
Receivable and send that to the grower instead.   

This is often because the invoices posted to Accounts Receivable may 
print in a specific format and include more detailed information.  This 
information is often needed by growers to make it easier for them to do 
cost accounting.  In some cases, growers (especially larger ones) may 
require that you include certain information or format invoices in a 
certain way. 

The more sophisticated options that are available also lead to more 
complicated setup questions.  Fortunately, once you have decided how 
you want the invoice to look and discovered which settings you need to 
use on the grower setup window, you normally don’t have to think 
about it again.   

There are five different settings on the grower account setup that 
control how invoices are generated.  Using them in different 
combinations will of course produce different results.  The primary 
purpose of this section is to provide samples of the invoices the 
Accounts Receivable system can generate.  You can look at these 
samples and decide which will work best for you and your growers.  
After each sample, we list the exact settings you will use in the grower 
account setup to achieve those results. 

In addition, this section discusses the options that are available for 
directing how income is posted to the general ledger.  For instance, you 
may need to have income posted to different accounts depending on 
whether it is labor, commission, taxes, worker’s comp insurance, 
equipment charges, and so on.  Once you have set up the directions for 
how to post income, the accounting will all be handled automatically 
for you. 
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General Ledger Accounts for Receivables 
This option is used to set up divisions, which tell the program what 
accounts income from invoices is to be posted to.  You will need at 
least one division set up.  Additional divisions can be set up depending 
on your needs. 

For instance, suppose you grow and sell hay to dairies, provide custom 
harvesting services to other grower, and provide hauling services.  On 
your chart of accounts you would have at least three separate income 
accounts for each of these activities.  Each income account in turn 
would have a division set up that points to these general ledger 
accounts. 

When entering invoices, you will enter a division number on each line 
item that tells the program where the income for that line item should 
be posted. 

In addition to the division number, there is also a Sale Type selection 
on each line item.  For each division, you can set up different general 
ledger accounts to post income to based on the Sale Type.   

As an example, suppose that when hauling hay, you charge a hauling 
fee (based on the ton), a fuel surcharge, and a loading/unloading fee.  
For each of these different charges, you want the income posted to 
different general ledger accounts.  In this case, you can set up a division 
for hauling, and enter different general ledger account numbers for 
Freight (hauling), Non-Taxable (fuel surcharge) and Labor 
(loading/unloading). 

To set up your divisions, go to Receivables->Setup->General Ledger 
Accounts.  The following window will open: 

 
Division # 

Enter a division number from 1 to 9999. 

Name 

Enter a description for this division. 
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Taxable / Resale / Non-Taxable / Freight / Labor / Contract 

Enter general ledger accounts for each sale type 

Cost of Goods Sold 

You can enter an expense account for the Cost of Goods Sold.  
This is normally not used in The Farmer’s Office. 

To use the Cost of Goods Sold option, turn on the “Update 
Inventory CGS to GL” option under Tools->Program Setup-
>Receivables->Settings.  You also need to enable the “Cost 
(Inventory)” column on the invoice entry window under Tools-
>Program Setup->Receivables->Invoice Entry Settings. 

Inventory 

When using the Cost of Goods Sold option, this is the inventory 
account that will be credited with the cost amount. 

Debit Account 

This account is not used in The Farmer’s Office and should be left 
blank.  Invoices are always debited to the Accounts Receivable 
Trade account set up under Tools->Program Setup->General 
Ledger->Account Numbers. 
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Billing Descriptions 
 

 
 

Labor 
LCLABOR 

Commission 
LCCOMM1 

LCCOMM2 

LCCOMM3 

LCCOMM4 

Taxes and Worker’s Comp 
LCSUI 

LCFUI 

LCFICA 

LCWC 

Grower Charges 
For grower charges, the program will use the billing code LCEQUIP, if 
it exists, to determine the division # and sale type to use on the invoice.  
If the LCEQUIP billing code doesn’t exist, it will look for a billing 
code that matches the Job ID used on the grower charge.  If a matching 
billing code is found, that will be used to determine the division # and 
sale type to use on the invoice. 
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Terms 
The Terms file allows you to define the payment terms for your 
invoices. 

Normally you will have the same terms for all customers, so only one 
entry needs to be set up in the file.  However, if you give different 
terms to different customers, you can set up multiple terms definitions 
and assign different ones to different customers. 

The option to set up the terms file is on the Setup sub-menu of the 
Receivables menu.  When you select the Accounts Receivable Terms 
option, the following window will open: 

 
 

Terms ID (#) 

Each entry in the terms file has a two digit alphanumeric ID #. 

Description 

Enter the description as you want it to print on your invoices. 

Disc Days / Disc Rate 

If you offer a discount for early payment, enter the number of days 
the invoice must be paid to qualify for the discount and the 
discount rate.  This is not normally used by produce companies and 
can be left blank. 

Net Days 

Enter the number of days the invoice must be paid before it is 
overdue. 

FOB 

When this box is checked, the FOB will be printed along with the 
terms on the invoice.  Leave it unchecked to print only the terms 
description that you have entered. 
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Messages 
The message file is used to set up messages that will print on customer 
invoices, statements and certain reports.  To enter messages, go to 
Receivables->Setup->Messages. The following window will open: 

 
Message # 

Each entry in the message file must be assigned a number from 1 
to 99. 

Description 

The description is optional. 

Text 

Enter the text of the message here. 

Font 

Click on the Select Font button to select the font, size, color, and 
bold/italic settings. 

Font Size 

Enter the font size, if not selected from the Select Font dialog. 

Italic / Bold 

Check these boxes for the entire text of the message to be 
bolded/italized. 

Note:  Invoice formats that are designed to print on continuous forms 
on dot matrix printers will ignore the font, size, bold and italic settings.  
These options only apply to invoices printed on laser or ink jet printers. 
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Salespeople 
If your company has multiple salespeople, sales can be tracked for each 
salesperson.  You can also assign customer accounts to specific 
salespeople.  Go to Receivables->Setup->Salespeople to enter your 
salespeople. The following window will open: 

 
For each salesperson, enter a number (from 1-99) and their name. 

The other columns are not used at this time. 
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Receivables Setup 
Setup options for the Accounts Receivable module are located under 
the Program Setup option on the Tools menu.  When you click on the 
Receivables button at the top of the window, there will be four different 
pages of settings available:  Settings, Invoice Printing, Control 
Numbers and Invoice Entry Settings. 

Settings 
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Invoice Printing  

 
Invoice Printing Settings 

Invoice Format 

# of Copies 

Print Name on Invoice 

Top Margin 

Bitmap Filename 

 

Logo Height/Width 

Font for Invoices 

Click on the Select Font button next to this entry to select a font to 
use for printing invoices. 

Message # for Invoices 

To print a standard message at the bottom of each invoice, enter 
the message number that you want to print here.  The option to set 
up messages for printing on invoices and statements is found on 
the Receivables, Setup menu.  
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Invoice Printer 

Company Name Horz/Vertical 

Customer Name Horz/Vertical 

Print Headings/Subtotals by Field 

This option is normally used for farm management invoices.  
Invoices generated by the Create Invoices option in the farm 
management option will have the Cost ID on each line item.  To 
print a heading and subtotal for each Cost ID that appears on the 
invoice, check this box. 

Print Vendor Name on Farm Management Invoices 

Check this box to print the vendor name below each line item that 
is billed to a grower for an expense that you paid on the grower’s 
behalf. 

Invoice Border Color 

The default blank paper invoice format does not print a border.  
Double click on this square to select a color for the program to use 
for drawing a border around the edge of the invoice.  The same 
color will be used to draw the boxes that the headings are printed 
in. 

To turn off the border, select white for the border color. 
Custom Settings 

If you are printing mulitples copies of each invoice, this section allows 
you to enter the text that you want printed at the bottom of each invoice 
copy. 

Statement Printing Settings 
Format 

Messages 

Font  

 



34 | P a g e  
 

Control Numbers 

 
Invoice Entry Settings 

This page controls which optional columns are available for entering 
the invoice detail (line items).  For the quantity, weight and price 
columns, there are also “mask” settings which allow you to control how 
many decimal places are entered for those columns. 
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General/Farm Invoice Entry Settings 

The Tag # entry can be renamed.  When it is renamed, both the invoice 
entry window and the invoice printout will show the label that you have 
entered.  Right click on the word “Tag #” and then enter the new label 
to use for this entry. 

Use as Default Description 

When both the job code and the Cost Center ID columns are 
enabled, the line item description can default to the Cost Center 
description, Job Code description, or neither. 

Limit Cost ID’s by Customer 

If you are using the farm management option and have assigned 
cost centers to customer accounts, you can check this box so that 
during invoice line item entry, only cost centers assigned to the 
customer account that you have entered for the invoice will be 
valid. 

Repeat Cost ID 

Check this box if you want the cost center entered on the previous 
line to appear as a default when entering a new line. 

Entry Masks 
Both the Quantity and Price entries allow number with up to four 
decimal places.  The Weight entry allows number with up to two 
decimal places.  If you do not need to enter numbers with that many 
decimal places, you can enter a mask to use for numeric entries.  Using 
a mask can save room on the entry window and help eliminate data 
entry errors that might occur if two many digits are accidently entered. 
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The mask consists of a series of number signs, a decimal point, then 
another series of number signs to indicate how many digits can be 
entered after the decimal point.  Adding more number signs after the 
decimal point than a field is set up for will not increase the precision of 
the numbers that you can enter.  For instance, entering a mask for the 
quantity with five number signs after the decimal point will not allow 
you to enter a quantity with five decimal places—the database field is 
still defined for a maximum of four digits after the decimal. 

The quantity field can handle up to eight digits to the left of the decimal 
point.  The negative sign counts as a digit, so without applying a mask, 
the quantity field can handle numbers in the range of -9,999,999.9999 
to 99,999,999.9999.  Here are examples of valid masks for the quantity 
field: 

######## No decimal entry at all  

########.# One digit after the decimal  

########.## Up to two decimal places  

########.### Up to three decimal places   

########.#### Up to four decimal places 

The weight field can handle up to eight digits to the left of the decimal 
point.  The negative sign counts as a digit, so without applying a mask, 
the quantity field can handle numbers in the range of -9,99,999.99 to 
99,999,999.99.  Here are examples of valid masks for the weight field: 

######## No decimal entry at all  

########.# One digit after the decimal  

########.## Up to two decimal places  

The price field can handle up to six digits to the left of the decimal 
point.  The negative sign counts as a digit, so without applying a mask, 
the quantity field can handle numbers in the range of -99,999.9999 to 
999,999.9999.  Here are examples of valid masks for the price field: 

######  No decimal entry at all  

######.# One digit after the decimal  

######.## Up to two decimal places  

######.### Up to three decimal places   

######.#### Up to four decimal places 

 

 

Accounts Receivable Topics 
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General Ledger Interface 
The Accounts Receivable system will automatically post the 
appropriate transactions to the General Ledger module for all invoices 
and cash receipts recorded.  There are two aspects to consider in the 
interface with the General Ledger:  how the system determines what 
general ledger accounts to post transactions to, and when the 
transaction are posted.  This section will describe the options that are 
available that control both the “how” and then “when”. 

Divisions 
The Accounts Receivable system uses the concept of divisions to 
determine where income is posted to.  Unlike the Accounts Payable 
system, where users directly enter the general ledger account numbers 
that they want to expense bills to, users will enter a division number on 
the invoice entry window that tells the program what general ledger 
accounts the income will be posted to.  A division number may be 
selected for each line item, which means that the income for a single 
invoice can be posted to different accounts.  In addition, on each line a 
sale type is entered.  For each division, you may enter different general 
ledger income accounts for each sale type.   

You may have as many division entries set up as needed.  Sale types 
however are predefined.  The sale types include:  taxable, resale, non-
taxable, freight, labor, and contract. 

Divisions are set up using the General Ledger Accounts for AR 
option on the Receivables, Utilities menu. 

Other General Ledger Accounts 
In addition to the income accounts, the Accounts Receivable module 
needs to know the account numbers to use for Accounts Receivable 
Trade (what your customer owe you).  If you charge sales tax, you must 
also have a Sales Tax Payable account set up.  If you offer customers 
discounts for early payment, a Discounts Taken expense account must 
be set up.  And if you are using the Receivables system on a Cash Basis 
and you need to record partial payments from customers, a partial 
payments account needs to be set up to temporarily post income for 
partial payments. 

All of these account numbers are entered through the Program Setup 
option on the Tools menu.  On the Program Setup window, clickc on 
the General Ledger button, the on the Account Numbers button below 
it.  The Accounts Receivable group has entries for all of these accounts. 
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The Accounts Receivable module also needs to know what your cash in 
bank account is so that deposits can be posted.  This is entered on the 
Setup Bank Account option on the Accounts Payable, Utilities menu. 

 
In some cases, a company may have a remittance account; a specific 
bank account that all payments are deposited into.  Funds are then 
transferred to other bank accounts as needed to issue vendor and/or 
payroll checks.  You can specify the default bank account to use for 
cash receipts by going to the Program Setup option on the Tools menu.  
Click on the Receivables button, then Settings below that.  In the AR 
Settings group, the first entry is for the Cash Receipts Bank #.  Enter 
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the bank account number that was set up in Accounts Payable to use as 
your default cash receipts bank account. 

Keep in mind that when entering cash receipts, you can select the bank 
account that you are deposting receipts into.  Deposits can be made into 
any account that you have set up.  This bank account number simply 
serves as the default account to use. 

Posting Transactions to the General Ledger 
Income is only posted to the general ledger when an invoice is 
finalized.  Once an invoice is finalized however, there are two separate 
options that can be used for the actual posting process.  The first option 
is the Sales Journal and the second option is an automatic process. 

All of the settings that control the “when” of updating the General 
Ledger are located on the Program Setup window.  Click on the 
Receivables button at the top of the window, then the Settings button 
below it.  The settings that will be discussed in this section include the 
G/L Update, Cash Basis Receivables, and Update Sales Journal by Day. 

 

Sales Journal 
When the Sales Journal option is in effect, every invoice that is 
finalized goes into a current batch for printing on the Sales Journal.  
After finalizing invoices, you must print the current batch Sales Journal 
report, review it, and if there are no problems with the report, you can 
tell the program to update the general ledger.  The program will post a 
set of transactions for the total of all invoices that appeared on that 
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Sales Journal and the invoices that appeared will be flagged as having 
been updated. 

When using the Sales Journal method, Update Sales Journal by Date 
checkbox on the Program Setup window controls whether or not the 
program will print a separate journal for each day’s invoices.  In other 
words, if you finalize several invoices that have different invoice dates, 
when this box is checked, you will get a separate report for each day’s 
invoices.  This means that there will be a separate set of journal 
transactions posted for each day. 

If the Update Sales Journal by Day box is not checked, then the 
program will print one report that includes all finalized invoices and a 
single set of journal transactions will be posted using the last invoice 
date.  The exception is when invoice dates in multiple months are in the 
current batch; the program will always print a separate journal for each 
month’s invoices so that the income for each invoice is posted in the 
correct month. 

Automatic Update 
 The Automatic Update options eliminate the need to print and update 
the Sales Journal.  The Sales Journal can still be printed for a date 
range, but it is not necessary to print and update the current batch Sales 
Journal to post invoices to the General Ledger. 

When an invoice is finalized under the Automatic Update option, the 
program immediately creates the Sales Journal records as well as a set 
of journal transactions for that invoice which are posted to the General 
Ledger immediately. 

There are actually two separate Automatic Update options available on 
the G/L Update setting.  The Automatic-Detail option will post a 
separate income transaction for each line item on the invoice.  The 
Automatic-Summary option will combine line items for the same 
division number and sale type, resulting in fewer transactions posted 
for each invoice. 

The Automatic-Detail option is recommended for situation where there 
are typically few line items on an invoice and you need to preserve the 
quantity information entered on invoices.  The Units and Unit Type 
fields on the income transactions will be supplied by the Quantity and 
Unit Type fields entered on the invoice.  This information will appear 
on journal transactions reports as well as cost accounting reports.  The 
Automatic-Summary option does not preserve this quantity information. 

Cost Accounting  
When using the farm cost accounting system, besides the division 
number and the sale type, the program also takes into consideration the 
cost center and job codes entered on the invoice when posting the 
income to the general ledger.  Separate income transactions will be 
posted for each combination of division, sale type, cost center and job 
code found on the invoice. 

For instance, if you are selling hay to a dairy that was harvested from 
multiple fields, you can enter a different cost center on each line item 
of your invoice.  This way, you can credit the income for that sale to 
each of the fields that the hay came from. 
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The same thing applies to job codes.  If you want to be able to break 
your income down into different categories using job codes, the 
program will post separate transactions for each job code.  For instance, 
if you are selling a crop that has different grades, you may want to have 
a job code for each grade.  On your cost accounting reports, you will 
then be able to get subtotals for your income by grade. 
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Invoicing 
The invoice entry window can be used to enter an print an invoice to 
bill your customers.  Here are some examples where you would use the 
invoicing feature: 

• You are growing alfalfa and need to bill dairies that you 
sell hay to.  Income needs to be credited back to the field 
the hay was harvested from. 

• You need to bill other growers for hauling services you 
provide. 

• You are a farm labor contractor and need to bill growers 
for labor plus your overhead. 

• You are a farm management company and need to bill 
growers for items that you have paid for on their behalf. 

Settings in the Program Setup option on the Tools menu determine 
which columns are active on the line item entry.  For a farming 
operation, normally the cost center and crop year entries will be 
activated, so that income may be credited to specific cost centers.  
These columns may be disabled if they are not needed.  Other columns 
may also be enabled.  For instance, if you need to bill for hauling, date 
and tag # columns can be activated so you can enter this information on 
each line item.  

The following window will appear when you select the Invoice 
Entry/Printing option on the Invoicing sub-menu: 

 
Depending on the settings in Program Setup, Receivables, Invoice 
Entry Settings, you may have additional columns active that are not 
shown in the above sample.  In the instructions for line item entry, 
“(optional)” will appear next to the column name to indicate that these 
columns may be turned on or off. 
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Account # 

Name Key 

Select a customer account by entering either an account number or 
name key.  You can also click on the lookup buttons (or press [F4]) 
of these entries to choose a customer account from the selection 
list. 

Invoice # 

Enter an invoice number or leave it blank to let the program 
automatically assign a number. 

 

Type 

Select the type of entry:  Sale, Credit or Return. 

Ship Date 

It applicable, enter the shipping date for this invoice.  You may 
also use this date for the day work was performed, if it is different 
from the invoice date. 

Invoice Date 

Enter the date of the invoice.  This will be used as the accounting 
date for purposes of updating the general ledger. 

Customer PO # 

Enter the customer's purchase order number, if applicable.  If the 
customer account is set up to require a purchase order number, the 
program will not save the invoice until you enter something in this 
entry. 

Salesperson 

The default salesperson entered on the customer file will appear 
here automatically.  

Territory 

The territory entered on the customer account will appear here 
automatically.  Change it if necessary. 

Terms 

The default terms from the customer file will appear here 
automatically.  Change the terms if necessary. 

Ship To 

You may enter an alternate address for shipping purposes here. 

Ship Via 

If applicable, enter the company that was used to ship the product 
on this invoice. 

Freight Terms 

Enter the freight terms, if applicable. 
Line Items 

Columns for entering the Sale Type, Division, Description, Quantity 
and Price will always appear.  Other columns may be turned on or off 
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as desired.  This is done through the options located under Tools-
>Program Setup->Receivables->Invoice Entry Settings.  There are 
checkboxes that will enable/disable ten additional columns for entering 
additional information. 

Code (optional) 

If you are using the Billing Codes, you can select or press [F4] for 
the lookup.  When a billing code is selected, the type, division 
number, description, unit type, and price may all have default 
values entered automatically for you. 

Type 

Select the sale type:  Taxable, Nontaxable, Resale, Contract, 
Labor, or Freight.  You can press the first letter of each value to 
select the type, or you can click on the drop down button to select a 
type from a list.  The sales type is used to determine what account 
the income should be updated to in the general ledger. 

Division # 

Enter the division number for this line item.  This determines 
where the income is updated to in the general ledger. 

Cost ID / Year (optional) 

Income can be credited to individual cost centers.  For instance, if 
you are selling hay harvested from a field to a single customer, you 
will want the income credited to the field for crop reporting 
purposes.  In addition to the cost center to credit the income to, you 
will enter the crop year to credit the income to. 

If you do not need to credit income to cost centers, these entries 
may be turned off in the Program Setup. 

Job ID 

If you are using the Cost Accounting module, you can enable the 
Job ID column.  Income will be posted to the General Ledger using 
the Job ID code that you enter here. 

Date (optional) 

You may enter a date on each line item.  This is an optional entry 
and is turned off by default.  You can enable this entry on the 
Program Setup.  Most of the time, this entry is used when billing 
for hauling, along with the next entry for the tag #. 

Tag # (optional) 

Enter a tag number here for this line item.  This is normally used 
for billing for hauling.  This is an optional entry that is turned off 
by default. 

Description 

Enter a description for this line item. 

A subtotal can be printed on an invoice by including the word 
"Subtotal" in the description (upper/lower case does not matter). 

If you need to include additional information on an invoice, you 
can enter a line item with a description and zeros for the price and 
quantity. 
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Certain symbols can be entered at the beginning of the description 
that will affect how the invoice is printed.   

An equals sign (“=”) will print a subtotal on the invoice.  This is 
exactly the same as entering the word “Subtotal” as noted above. 

A forward slash (“/”) will cause the program to print the 
description and quantity, but not the price.  The price is still added 
into the invoice total however.  You might use this in a situation 
where you need to list parts used for a job that you are billing, but 
don’t want to itemize how much you are charging for each part, or 
you are printing just a subtotal for all parts. 

A back slash (“\”) will suppress printing the line completely.  The 
line total is still added to the invoice total.  This might be used 
where you need to bill items to different divisions and/or sale 
types, but don’t want all of that detail to appear on the invoice. 

A vertical bar (“|”) will cause the program to print the description 
and line total, but not the units or price.  This could be used where 
the quantity is not important, or you are billing a flat amount and 
don’t want the program to print “1” in the quantity column. 

When you use any of the symbols listed above, they will not 
appear on the invoice.  The program will print whatever text 
appears after the symbol in the description column on the invoice. 

Quantity 

Enter the quantity for this line item.  If you need to bill a flat 
amount, enter a 1 for the quantity, and then enter the amount in the 
price column.   

Unit Type (optional) 

Enter the unit type for this line item.  This entry is disabled by 
default and can be turned on in the Program Setup. 

Price 

Enter the price for this line item.  The price will be multiplied by 
the quantity  

Per (optional) 

This entry is a one or two letter code which indicates the unit type 
for the price.  Normally you will use "E" for each.  Other options 
include "D" (price per dozen; quantity is divided by 12 and then 
multiplied by the price),  "M" (price per thousand; quantity is 
divided by 1000 and multiplied by the price), "C" (price per 
hundred; quantity is divided by 100 and then multiplied by the 
price) and "T" or “MT” (price per ton or metric ton--quantity is 
expected to be entered in pounds; quantity is divided by 2000 or 
2204.62 and then multiplied by price). 

This entry is enabled by default but can be turned off in the 
Program Setup. When it is turned off, all line items will default to 
Each. 

Rearranging Line Items 
As you enter new lines items, they are added to the bottom of the 
invoice.  At times, you may want to change the order of the line items 
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or insert a new line before existing lines.  A right-click menu on the 
line item entry provides these options. 

If you right click on an existing line, one of the options will be Insert 
Row.  The keyboard equivalent to insert a row is Shift+F10.  You will 
also have options Move Line Up and Move Line Down.  The keyboard 
equivalents for these options are Alt+Up Arrow and Alt+Down Arrow. 

Adding Subtotals on Your Invoices 
In some situations, you may want to subtotal groups of items that 
appear together on an invoice.  This following invoice is an example of 
this: 

 

 
This invoice is an example of a farm labor invoice generated 
automatically from the Grower Labor Reports option.  Notice that there 
are two “levels” of subtotals on this invoice.  First, there are separate 
subtotals for the labor charges and the add-on charges.  Second, there is 
a subtotal for each of the two fields.  The program automatically added 
lines to this invoice to generate these subtotals. 
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When you are entering an invoice manually, you can add subtotal lines 
at each point where you want a subtotal.  If you need multiple subtotal 
levels, as in the sample invoice above, you can do this as well. 

The program will print a subtotal line when it sees the word “subtotal” 
in a line item’s description field.  Capitalization does not matter; you 
can enter “SUBTOTAL” or “Subtotal” or “Labor Subtotal”.  Each of 
these would produce a subtotal line on the invoice printout.  In 
addition, if a line item description starts with an equals sign, it will be 
printed as a subtotal.  This is how the lines that read “Total Field 
Charges:” print subtotals even though they don’t have the word 
“subtotal” in the description text.  When the program sees a line that 
begins with an equals sign, it prints the rest of the text that appears on 
that line (so the equals sign is not printed on the invoice). 

This is the entry screen for the invoice shown above.  Although all of 
the line items are not visible, you can see all of the subtotal lines for the 
first field to see how those are done. 

 
In the above example, the first three lines billing for the repacking are 
subtotaled when the program sees the line with the description “Labor 
Subtotal for COOLER RED ROCK”.  After printing that subtotal, the 
program begins adding up a new subtotal.  When it sees the line 
“=Total Add On Charges” the program will print a subtotal that 
includes the amounts for the “BURDEN” and the taxes and worker’s 
comp lines. 

The subtotals so far have been “level one” subtotals.  When one 
subtotal ends, another begins.  Subtotals are not “nested” inside one 
another.  The next subtotal is different.  The program sees line “=Total 
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Field Charges:”.   For this subtotal, we actually want to print the total 
of the previous two subtotals.  The program looks at the Unit Type field 
to determine the subtotal level that it should print.  If the Unit Type is 
blank, as in the first two instances, it is assumed to be a “level one” 
subtotal. 

In the case of the “Total Field Charges” line, the subtotal level (entered 
in the Unit Type column) is 2.  That means that this subtotal will be a 
total of all prior level one subtotals.  When the subtotal is printed, 
another begins.  This means that the “Total Field Charges” for the 
Section 11 field (also a level two subtotal) will only include the 
subtotals for the labor and add on charges for that field. 

Inserting Subtotals 
In some cases, you may have added a series of line items and forgotten 
to add a subtotal in the middle of them, or you have re-arranged the 
ordering of the line items on an invoice and now wish to insert 
subtotals a specific points.  You can do this by right clicking on a line 
item and selecting the Insert Subtotal option. 

The line that you currently have highlighted when you do this will 
move down, and a subtotal line will be inserted in its place.  You can 
modify the description text if necessary (it will simply default to 
“Subtotal”). 

If you insert a subtotal and later decide that it is not needed, you can 
simply right-click on the line and select “Delete Line”. 

Printing Invoices 
Invoices may be printed as you enter them, or you can enter all invoices 
then print them in a batch. 

To print an invoice when you are done entering it, simply click on the 
Print button.  The invoice will print and the program will ask if it's ok 
to finalize the invoice.  If the invoice is ok and you don't need to make 
any changes to it, answer Yes.   If you need to make additions or 
corrections to the invoice, answer No.  Invoices can also be previewed 
on screen before printing with the Preview button. 

If you want to print invoices in a batch, select Batch Print on the Status 
entry before saving each invoice.  Then when you are ready to print 
invoices, click on the Batch Print... button. 
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Invoice Type 

You can print trial invoices before printing final copies, if you 
want to check over the invoices first.   

Operator 

If you have multiple users entering invoices, the invoices will be 
seperated by each user's operator name.  You can print invoices for 
a single user by entering the operator name. 

Customer # 

If you have invoices for multiple customer in the batch but only 
want to print invoices for a single customer, you can enter that 
customer account here. 

Re-Date Invoices / New Invoice Date 

If you need to change the date on the invoices that are printed, 
check the box and enter the invoice date you wish to use. 

# of Copies to Print 

You can print multiple copies of the invoice if desired. 

Save As PDF 

Click on this button to create a PDF file with the invoices instead 
of printing the invoices to a printer.   

Preview 

Click on this button to see a preview of the report on the screen. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the report to the current printer.  To 
see the current printer, you can move the mouse pointer over the 
button and a tool tip will appear showing the printer name and 
port. 

 

Cancel 

Click on this button to close the window. 
Invoicing Settings 

Click on the Settings... button in the lower left corner to change the 
next invoice number or invoice format. 

Custom Invoice Settings 
Two of the invoice formats available allow you to customize the 
columns that are printed on the invoice.  These settings are “Blank 
Paper/Custom” and “Blank Paper/Custom+C/A Recap”.  The second 
format is that same as the first except it adds a recap of charges by cost 
center and job code after the invoice detail is printed. 
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To customize the columns that appear on the invoice, right click on the 
Preview button and select the Customize… option.  You can then 
select which columns will appear on the invoice. 

By entering a title on the Customize Report Settings window, you can 
create multiple custom invoice definitions and select the one that you 
want to use before printing the invoice.  You can also create a standard 
definition that will be used by default by entering the title “Custom 
Invoice”. 

 



51 | P a g e  
 

Labor Contractor Invoicing 
In addition to the generic invoice entry window, farm labor contractors 
have the option of entering invoices in a window specifically designed 
for labor invoices.  Some labor contractors (and their customers) prefer 
the layout of the invoices printed from this option, and use this option 
exclusively.  Some may find the general purpose Invoice Entry window 
works fine for them, and so they don’t use this option at all.  And some 
contractors may use either one or the other, depending on the situation 
or the grower that they are billing. 

If you use both invoice entry windows, you will notice that invoices 
entered through the general purpose invoice entry window cannot be 
displayed or edited in the labor contractor invoicing window, and vice-
versa.  This is by design, because the entry windows are different 
enough that you can’t edit invoice information that was entered on the 
other window.  If you use both invoice entry windows and you are 
having trouble finding an invoices, one of the first things to check is to 
make sure you are looking for the invoice in the right window. 

When you select the Invoice Entry/Printing (Labor Contr) option 
from the Invoicing sub-menu, the following window will open: 

 
Account # / Name Key 

Enter either the customer's account number or name key, or use the 
lookup button to select a customer account. 

Grower 

Most of the time the grower is the same as the customer account, 
so this entry is redundant and you can leave it blank. 
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In some situations, the customer won't be the grower.  For 
instance, the customer may be a farm management company or  a 
packing house.  In this case, you can put the name of the grower 
that the work was performed for in this entry. 

Field/Ranch 

Enter the name or location of the field or ranch where the work 
was performed.  If work is performed in multiple locations, you 
can use the Ranch entry on the line items (see below). 

Type of Work 

Enter the job(s) performed.  

Other Info 

Additional information may be entered here. 

Invoice # 

If the program is set to automatically number invoices, you may 
leave the invoice number entry blank.  The program will assign the 
next available invoice number when the record is saved.  
Otherwise enter the invoice number here. 

Type 

Select from Sale, Credit or Return. 

Invoice Date 

Enter the date of this invoice. 

Customer P.O. # 

Enter the customer's purchase order number, if applicable. 

Terms 

Enter the terms number or use the lookup to select a terms entry.  
The terms description will be displayed to the right. 

Line Items 
After you enter the terms, the cursor will go to the line item entry grid 
so you can enter the details for the invoice.  You can also skip jump 
directly to the grid from the top half the window by press Ctrl+J (you 
must have entered at least a customer account and invoice date before 
jumping down to the line items). 

For each line items you can enter the following information: 

Crew # 

If multiple crews are included on this invoice, you can record the 
crew number for each line item.  Otherwise, you can leave this 
entry blank. 

Ranch 

If work was performed for multiple locations or ranches, you can 
enter the ranch on each line item.  This will print on each line of 
the invoice.  Because of space limitations, this entry is limited to 
12 letters, so you may need to abbreviate the full name or location. 

On a commission line, the text you enter here will appear at the 
bottom of the invoice on the line that bills the percentage and 
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amount for the commission.  For instance, if you need to bill 
individual taxes, worker’s comp, and the commission on separate 
lines, you can enter the description to use for each line in this 
column. 

If nothing is entered in this column on a commission line, the 
program will check the grower account setup to see if a description 
was entered for the commission under billing description #1.  If 
nothing is entered there, the program will default to printing 
“Commission” 

Date 

Enter the date work was performed.  Press [F4] to select a date 
from the calendar lookup. 

# of Men 

Enter the total number of workers for this line. 

Type 

When you are billing for wages, select either Bonus, Hours, 
Overtime, Double-time, Piecework, or Salary.  As noted below, 
there are two different methods for calculating the total of the line 
item.  For Bonus, Hours, Overtime, Double-time and Salary wage 
types, the program will multiply the number of men by the 
Hours/Units to determine the total units to be billed.  The total 
units will then be multiplied by the Rate to determine the total for 
the line. 

When you use the Piecework wage type, you will enter the total 
pieces in the Hours/Units column, this amount will be used as the 
Total Units and multiplied by the Rate.  Since each employee may 
have a different number of units and it is not necessary to itemize 
the units for each individual worker on the invoice, Piecework 
lines are calculated differently than the other wage types. 

Two other types are available for billing your overhead and 
insurance costs:  Commission and Insurance.  Normally these are 
used at the end of the invoice.  When you use the Commission 
billing type, the total wages are entered automatically in the 
Hours/Units column.  This allows you to enter the commission in 
the Rate column as a decimal (e.g. 38% would be entered as 0.38).  
When the Insurance billing type is selected, the total number of 
hours is entered automatically in the Hours/Units column. 

You can also select Equipment to bill for Equipment rentals.  A 
Late Charge type is also available if you need to add a late charge 
to an unpaid invoice.  (To add a late charge to a finalized invoice, 
you will first need to unfinalize it.) 

A Subtotal option is also available if you need to add subtotals to 
your invoices.  A subtotal line cannot have any hours/units or a 
price.  On the invoice a subtotal line will print the total wages, total 
hours and/or total pieces.  You can use multiple subtotal lines on 
an invoice, and each one will total only the wages since the last 
subtotal line. 

When invoices are generated automatically from the Grower Labor 
Reports option, the program will use the Base Pay Type setting 
from the wage type file for the wage type on the line items.  This 
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makes it possible to set up new wage types and still have them 
billed correctly on the grower invoice. 

Division 

Enter the division for this line item or press [F4] to get the 
Division file lookup. 

Hours/Units 

When billing for hours, enter the number of hours per worker.  For 
piecework billing, enter the total number of piecework units all of 
the workers combined for this line item. 

Normally for Salary you will enter 1. 

Total 

The program will display the total units here.  For bonus, hourly, 
overtime, double-time and salary billing, it will multiply the 
number of workers by the hours/units.  For piecework billing, the 
total units will be the same number that you enter in the 
Hours/Units column.   

Rate 

Enter the rate here.   

If you are entering a commission line and a commission rate has 
been set up in the grower file, the rate will be entered 
automatically for you as a decimal (i.e., a rate of 38% will appear 
as 0.38). 

Amount 

The program will display the amount for this line item, multiplying 
the total by the rate. 

Rearranging Line Items 
As you enter new lines items, they are added to the bottom of the 
invoice.  At times, you may want to change the order of the line items 
or insert a new line before existing lines.  A right-click menu on the 
line item entry provides these options. 

If you right click on an existing line, one of the options will be Insert 
Row.  The keyboard equivalent to insert a row is Shift+F10.  You will 
also have options Move Line Up and Move Line Down.  The keyboard 
equivalents for these options are Alt+Up Arrow and Alt+Down Arrow. 

Inserting Subtotals 
In some cases, you may have added a series of line items and forgotten 
to add a subtotal in the middle of them, or you have re-arranged the 
ordering of the line items on an invoice and now wish to insert 
subtotals a specific points.  You can do this by right clicking on a line 
item and selecting the Insert Subtotal option. 

The line that you currently have highlighted when you do this will 
move down, and a subtotal line will be inserted in its place.  You can 
modify the description text if necessary (it will simply default to 
“Subtotal”). 
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If you insert a subtotal and later decide that it is not needed, you can 
simply right-click on the line and select “Delete Line”. 

Printing Invoices 
Invoices may be printed as you enter them, or you can enter all invoices 
then print them in a batch. 

To print an invoice when you are done entering it, simply click on the 
Print button.  You may also click on the Preview button if you would 
like to view the invoice on the screen before sending it to the printer.   

After the invoice is printed, the program will ask if it's ok to finalize the 
invoice.  If the invoice is ok and you don't need to make any changes to 
it, answer Yes.   If you need to make additions or corrections to the 
invoice, answer No.  Invoices can also be previewed on screen before 
printing with the Preview button. 

If you want to print invoices in a batch, select Batch Print on the Status 
entry before saving each invoice.  Then when you are ready to print 
invoices, click on the Batch Print... button.  The Batch Invoice Printing 
feature will print each invoice that has been set to Batch Print. 

 
Invoice Type 

You can print trial invoices before printing final copies, if you 
want to check over the invoices first.   

Operator 

If you have multiple users entering invoices, the invoices will be 
seperated by each user's operator name.  You can print invoices for 
a single user by entering the operator name. 

Customer # 

Re-Date Invoices 

Renumber Invoices 

This option is normally used when you have preprinted invoices, 
and the invoice numbers that are originally assigned need to be 
changed to match the preprinted invoice numbers.   When this box 
is checked, you will be able to enter the starting invoice #. 

# of Copies to Print 

You can print multiple copies of the invoice if desired. 
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Printing a Summary Invoice 
If you have multiple invoices for one customer account, a summary 
invoice can be printed that combines the detail from all invoices when 
using the Batch Invoice Printing option.  The summary invoice will 
show a total amount due which is the total of all invoices billed for that 
customer. 

The Labor Contractor settings on the Program Setup window has a 
checkbox labeled Batch Printing Summary Invoice that controls 
whether or not the summary invoice is printed.  Check this box to 
enable the printing of the summary invoice. 

For this feature to work correctly, the invoices for a customer must 
have consecutive invoice numbers. 

Generating Invoices from Payroll 
The Labor Contractor style invoices can be generated automatically 
from your payroll information by the Grower Labor Reports.  The key 
to doing this is the Update Line Items setting on the grower account.  
By selecting the Labor Contractor Invoice option for this setting, the 
program will create an invoice record that you can view, edit and print 
from the Labor Contractor Invoice Entry window. 
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Invoice Lists 
The Invoice List provides a report in order number of all sales, returns 
and credits, listed by order number.  The order number, transaction 
type, ship date, invoice date, customer, and invoice amount are printed 
on this list.  Find this window at Receivables->Invoicing->Invoice 
Lists. 

 
Report Type 

Select which kind of report you would like to run. This can be an 
Invoice List or a Batch Report. An invoice list allows you to select 
which invoices are included using the entries below. A batch report 
will print invoices for the current batch. 

Invoice Status 

Select which status of invoices you would like to include in the 
report. This can be All Unfinalized, Batch Print, On Hold, 
Finalized. 

Type of Invoice 

Select what type of invoice to include in this report. This can be 
All, Sales, Returns, Credits, Service Charges. 
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Starting Date / Ending Date 

This is only active if you are selected an Invoice List for the 
Report Type. Enter the starting and ending invoice numbers to 
print.  

Starting Invoice # / Ending Invoice # 

This is only active if you are selected an Invoice List for the 
Report Type. Enter the starting and ending invoice numbers to 
print. 

Customer # 

This is only active if you are selected an Invoice List for the 
Report Type. If you want to print orders for a single customer, 
enter the account number here.  You can press [F4] or click on the 
lookup button to select a customer account from the lookup.  Leave 
this entry blank to print orders for all customers.   

Create PDF Copies of Invoices / Save In Folder 

Check this box to have the report automatically create a PDF copy 
of each invoice that is printed on the report.  Invoices will be saved 
for each customer in a separate folder.  The program will 
automatically create a folder for each customer account under the 
main data folder.  A “Documents” folder will be created under the 
main data folder, and inside the Documents folder an “Invoices” 
folder will be created.  Inside the Invoices folder, the program will 
create an individual file for each customer. 

The Save In Folder entry allows you to specify how the individual 
customer folders are named. You can include the <ACCTNUM>, 
<NAMEKEY> and <NAME> fields in this entry and the program 
will create individual folders for each customer, replacing these 
fields with the each customer account’s account number and name. 

Customize 

Click on this button to remove or add columns to print on the 
invoice list. 

Preview 

Click on this button to see a preview of the report on the screen. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the report to the current printer.  To 
see the current printer, you can move the mouse pointer over the 
button and a tool tip will appear showing the printer name and 
port. 

Cancel 

Click on this button to close the window. 
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Cash Receipts Overview 
There are three different types of cash receipts: 

1. Receivable Cash Receipts.  Payments received for 
invoices entered in AR. 

2. Miscellaneous Cash Receipts.  Other payments that you 
need to credit to specific G/L accounts. 

3. Unapplied Credits.  Prepayments from customers for 
invoices that have not been issued or finalized yet. 

Receivable Cash Receipts 
When customers pay invoices entered through the Accounts Receivable 
system, the payments must be recorded on the invoices and deposits 
must be reflected on the Checkbook Register window. 

The Cash Receipts window handles entering the payments.  After you 
have entered all of the payments that were made for a particular 
deposit, the Cash Receipts Journal is printed, and if the amounts are 
correct, updated to the General Ledger.  Once it is updated to the 
General Ledger, the Checkbook Register window will show the deposit 
amount. 

It is important to note that the Cash Receipts Journal works on a daily 
basis.  This is a little different from other journals, such as the Sales 
Journal or Payroll Journal, where invoices and checks on different dates 
may be printed together on one journal. 

Instead the Cash Receipts Journal prints transactions for one date at a 
time.  Each Cash Receipts Journal that is updated to the General Ledger 
corresponds to a deposit that is made on that date.   

Generally, you don't need to be concerned with this, unless you are 
making multiple deposits on the same day (in which case you'll need to 
enter the checks for one deposit, print the Cash Receipts Journal, then 
enter the checks received for the next deposit on that day and print a 
separate Cash Receipts Journal) or you are entering payments for 
deposits that have already been made (in this case you'll follow a 
similar workflow, entering the payments for each day and printing a 
Cash Receipts Journal for that deposit). 

Miscellaneous Cash Receipts 
The Miscellaneous Cash Receipts feature allows you to directly credit 
the income to a specific general ledger account number.  Payments 
entered as a miscellaneous cash receipt are not connected to invoices 
that have been entered in the Receivables system and will not affect 
customer balances, aging reports, statements, etc.  

Unapplied Credits  
Unapplied credits can be used when a customer prepays and you do not 
have an invoice to credit the payment to yet.  The customer account has 
an unapplied credit balance which keeps track of these prepayments 
until they are applied to an invoice. 
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Receivable Cash Receipts 
To enter payments on invoices, go to the Cash Receipts sub-menu on 
the Receivables menu and select the Receivable Cash Receipts option.  
The following window will open. 

 
Account # /Name Key 

Select the customer the payment was received from.  Press [F4] or 
click on the lookup button to get the customer lookup.  If you only 
know the invoice number being paid, you can press Ctrl+F to enter 
the invoice number, and the program will display the customer 
account. 

If you have a number of cash receipts to enter where you don’t 
know the customer account, you can press Ctrl+I when the cursor 
is in the Account # entry and the Account # entry will disappear 
and be replaced by an Invoice # entry.  Press Ctrl+I a second time 
in the Invoice # to switch back to the Account # entry.  

Once a customer account is selected, the open invoices on the 
account will be displayed. 

Bank # 

The default bank account for cash receipts will be used 
automatically.  Change the bank account number if you are 
depositing funds to a different account.  Keep in mind that if you 
are making deposits to different accounts on the same day, a 
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separate Cash Receipts Journal will print for each bank account so 
that the deposit totals will be updated separately. 

Receipt # 

The program will automatically assign a receipt number to each 
entry.  On a new entry, leave the receipt number blank.  If you 
want to edit an existing entry and you know what the receipt 
number is, you can enter it and the cash receipt details will be 
displayed.  If you are not sure of the receipt number, you can press 
[F4] or click on the lookup button to select and entry from the 
lookup. 

Check # 

Enter the check number.  This is an alphanumeric entry, so you can 
also enter words, e.g. “CASH” for a cash payment, or “CC” if paid 
by credit card, etc. 

Amount 

Enter the amount of the check.   

Deposit Date 

Enter the deposit date  

ABA # 

Enter the ABA # for printing on the deposit ticket.  If you don’t 
use the deposit ticket, you can leave this entry blank. 

Open Invoices 
Select which invoices are being paid by this check by checking the box 
in the Pay column.  When you check the box, the program will 
automatically put the balance due in the Amount Paid column. 

If the customer is making a partial payment on the invoice, you can 
click on the amount paid column and change it. 

As you enter amounts paid on each invoice, the Total Invoices Credited 
is displayed at the bottom of the window.  When the total invoices 
credited equals the check amount, you can save the cash receipts entry. 

Making Corrections 
Before the Cash Receipts Journal has been updated, you can make 
corrections or delete entire entries.  To edit a cash receipts entry that is 
still in the current batch, click on the lookup button for the Receipt # 
entry.  This will give you a lookup listing all of the entries in the 
current batch.  On the lookup you can scroll with the mouse or the 
arrow keys or search for a check by clicking in the Check # column and 
then simply typing in the check number you are looking for.   

Once you have selected the entry you want to edit, the invoices that 
were payed on this entry will be displayed, along with all open invoices 
on the account.  At this point you can change the check total, change 
which invoices are credited with the payment, or even delete the entire 
entry by clicking on the Delete button. 

Once the Cash Receipts Journal has been updated and the deposit has 
been posted to the bank account, you cannot make changes.  If a 
payment was entered incorrectly, you can still correct it by entering a 
reversing entry.  Enter the customer account or name key, then check 
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the box labeled View Paid Invoices at the bottom of the window.  Enter 
a negative amount for the amount(s) paid to reverse your previous 
entry. 

Discounts 
If a discount rate or amount was entered on the invoice and the 
payment is made before the discount date, the program will 
automatically display the discount amount in the Discount column and 
it will be subtracted from the balance due. 

You can also override the discount taken on an invoice that is paid.  For 
instance, if the customer takes a discount but the payment is entered 
after the discount date, you can still enter the discount amount. 

Some customers use the discount entry as a simple way of entering 
adjustments instead of entering a credit or return.  This can be done in 
simple situations where all income is updated to the same general 
ledger account and you don't give discounts on invoices.   

To do this, set the Discounts Taken G/L account number in the 
Program Setup to your income G/L number.  When you enter an 
amount in the discount column, the program will debit the income 
account when you enter a discount amount. 

What if a customer overpays an invoice? 
An invoice may be overpaid by entering a payment amount that is 
larger than the invoice total.  In such a case, the invoice will remain 
open and show a negative balance due.  The negative balance due 
indicates that the invoice has been overpaid. 

At some point in the future, you’ll want to apply the overpayment to 
another invoice.  You will use the Cash Receipts window to do this.  
There are two situations where you will do this.   

The first situation is where a new invoice may have been finalized, and 
you want to transfer the overpayment to the new invoice.  In this case, 
you would enter a cash receipt with a zero amount.  In the Open 
Invoice List, you will mark the overpaid invoice (the program will 
automatically place a negative payment amount on this line) and the 
new invoice.  Edit the payment amount on the new invoice, entering the 
overpayment as a positive amount.  The positive and negative amounts 
cancel each other out (thus a zero amount for this cash receipts entry) 
and have no effect on your cash in bank balance.  The amount that was 
overpaid is simply transferred to a new invoice. 

The second situation is that you are entering a payment from the 
customer, and at the same time, you want to transfer the overpayment 
to a new invoice.  The procedure is similar, except that you would enter 
the amount paid as you would for a normal cash receipt entry.  In 
addition to entering the payment amount for each invoice that is being 
paid, you will enter  

How do I apply a credit memo when entering a 
payment? 
A credit memo is used for price adjustments and reduces the amount 
the customer owes.  When a credit memo is issued, the original invoice 
still reflects the original amount billed and the credit memo will have a 
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negative amount.  The original invoice combined with the credit memo 
will reflect what the customer owes. 

When a payment is received, it must be applied to both the original 
invoice and the credit memo.  Check the box for the credit memo first, 
then check the original invoice.  Doing it in this order will cause the 
program to credit the full amount of the original invoice as the payment 
amount. 

I applied a payment to the wrong invoice.  How do 
I put it on the right invoice? 
If you have not updated the Cash Receipts Journal, then you can edit 
the original cash receipts entry and move the payment to the correct 
invoice.  To find the original entry, you can click on the lookup button 
of the Receipt # entry. 

If discover the error after you have updated the Cash Receipts Journal, 
you will need to make another entry with a negative amount on the 
invoice that you originally entered the payment on, and a positive 
amount on the correct invoice.  Because you are entering both a 
positive and negative amounts, there will be no change to your cash in 
bank balance. 

To make this type of correction, enter the customer account or name 
key, date an check number, then check the box labeled View Paid 
Invoices at the bottom of the window.  All invoices that have been paid 
will then be listed.  Find the incorrect invoice and enter a negative 
amount for the amount(s) paid to reverse your previous entry.  Then 
enter the payment amount on the correct invoice. 

How can I refund an overpayment or a credit 
balance to the customer? 
There are three steps to issuing a refund to a customer.  First, the credit 
balance needs to be taken off the customer account.  This is 
accomplished by entering a negative cash receipt for the credit amount 
on the Receivables Cash Receipt window.  Entering a negative cash 
receipt will bring the balance down to zero for the invoice or credit 
memo with the credit balance as shown below: 
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In this example, the customer transposed the digits when paying the 
invoice, so they paid $7,320 instead of $7,230, resulting in a credit 
balance of $90.  Since the credit balance shows as a negative (in the 
Balance Due column) you enter a negative amount in the Amount entry 
to bring the balance to zero. 

The second step is to enter a miscellaneous cash receipt to offset the 
negative payment that you have just entered.  These two entries cancel 
out each other so that there is no net change to your cash in bank 
account.  This is how the miscellaneous cash receipt entry would look 
to offset the entry shown above. 
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The Miscellaneous Cash Receipt window allows you to credit the entry 
to a single general ledger account.  In this example we used the 
Suspense account.  This general ledger account will be used in the next 
step. 

The first two steps have removed the credit balance from the 
Receivables system without changing your cash in bank amount.  The 
amount of the overpayment is posted to an account in the general 
ledger.  The last step is to write a check to the customer using the 
Direct Expense option: 
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Use the zero vendor account to type in the name and address of the 
customer (unless the customer is also set up as a vendor, in which case 
you can use their vendor account).  On the line item, the general ledger 
account should be the same one used on the Miscellaneous Cash 
Receipts window.  The miscellaneous cash receipt entry will credit that 
account, and the direct expense check will debit the account for the 
same amount, so there is no change to the account balance. 

How do I write off an uncollectable amount to bad 
debts? 
This can be done with two entries.  First, a receivable cash receipt is 
entered to clear the balance due from receivables.  Next, a negative 
miscellaneous cash receipt is entered to record and expense to the bad 
debt account.  The two entries combined cancel each other out, so there 
is no net change to your cash in bank account. 

Before you can do this, make sure that you have a bad debt expense 
account set up in your Chart of Accounts. 

First, record payments as shown below on the Receivable Cash 
Receipts entry window: 

 
In this example, we are writing off the entire balance owed by the 
customer on three different invoices.  A check number is not necessary 
for this entry, but you can enter “BAD DEBT” for the check number if 
desired.  Save this entry, then open the Miscellaneous Cash Receipts 
entry window to enter the second part of the transaction: 
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Make sure to enter the amount as a negative, that you use the same 
deposit date on the miscellaneous cash receipt entry as you used on the 
receivable cash receipt, and that you select the Bad Debt general ledger 
account.  Enter comments if desired.  Save the entry, then run the Cash 
Receipts Journal to post your entries to the general ledger.  (If you have 
several customer accounts with balances that you need to write off, you 
can do all of the entries first and then run one Cash Receipts Journal.) 

The Cash Receipts Journal will not post any amounts to your cash in 
bank account.  The negative miscellaneous cash receipt entry will 
cancel out the payments applied to the invoices: 

 
The Accounts Receivable Trade account will be reduced by the amount 
of the invoices that you have written off, and an expense will be 
recorded to the bad debt account (714.00 in this example). 
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Alternate Method 
An alternate method of writing off bad debts is to set up a bank account 
for entering bad debts that uses the Bad Debts expense account.  In the 
method described above, the net effect on the general ledger is to 
reduce Accounts Receivable Trade and record an expense to the Bad 
Debts account.  Transactions to cash in bank are also posted, but they 
cancel each other out.  By setting up a bank account that uses the Bad 
Debts account, you bypass the debit and credit that are posted to the 
cash in bank account. 

You can set up the bank account under Payables->Setup->Bank 
Accounts: 

  

In this example bank account #4 is set up to post to the Bad Debts 
Account. 

When writing off an invoice to bad debts, the first thing you should do 
on the Cash Receipts entry is change the current bank account to your 
bad debts bank account.  Then enter the customer account, “Bad Debts” 
for the check number, the amount, date, and check off the invoices that 
you want to write off. 
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After you have entered the cash receipts entries to write off the bad 
debts, make sure that you change the bank acount back to your regular 
account if you need to also enter checks received. 

If you have entered any cash receipts for a real bank account on the 
same day that you write off bad debts, the program will print a separate 
Cash Receipts Journal for each bank account. 

How do I handle a check that is returned? 
In this situation, the payment needs to be removed the invoice(s) that it 
was originally applied to.  A balance will be left on the invoice(s), and 
when you get another check from the customer, it can be applied 
against that open balance. 

The payment can be removed by entering a negative cash receipt 
amount.  This amount should match the amount the bank is deducting 
from your account balance.  You will need to enter a negative payment 
on each invoice that was credited when the original cash receipt was 
entered.  If you are not sure which invoices were credited, print the 
Cash Receipts Journal for the day the check was originally deposited. 

In most cases, the invoices that you need to remove the payments from 
will be fully paid off.  Since the Cash Receipts entry window only 
displays unpaid invoices, you will need to check the View Paid 
Invoices box at the bottom of the window to display the invoices that 
were paid. 

In the top section of the Cash Receipts entry window, enter the 
customer account, the check number, the check amount as a negative, 
and the date the amount was deducted from your account. 
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Then check the View Paid Invoices box at the bottom of the window, 
find the invoice(s) originally paid by the check, and check them off.  A 
negative amount will appear in the Amount Paid column, and the New 
Balance column will be updated as well. 

 
Click on the Save button when you are done.  Normally you will want 
to print a separate Cash Receipts Journal for a returned check.  If you 
don’t, and you have other checks that are being deposited on the same 
day, the report will combine the returned check entry with your other 
deposits on one Cash Receipts Journal and post one transaction total 
(your total deposit less the returned check).  By printing and updating a 
separate Cash Receipts Journal, you will get a separate transaction 
reducing your bank balance for the amount of the returned check. 

If your bank charges you a fee for returned checks, enter that under the 
Miscellaneous Charge option on the Checkbook window in Accounts 
Payable. 
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Miscellaneous Cash Receipts 
Use the Miscellaneous Cash Receipt window when you receive money 
that was not billed through the receivables.  You can enter a general 
ledger account to credit the income to.  As an example, if you receive 
money from an employee that is repaying an advance, you can enter a 
miscellaneous cash receipt credited the income to Employee A/R.   

This situation could just as easily be handled by entering a deposit 
through the Checkbook window.  However, by entering it through the 
Cash Receipts, the miscellaneous income is included in the total deposit 
(which presumably includes other money received in payment of 
invoices).  Thus, there will be one transaction for the actual amount 
deposited, instead of two deposit entries (one from the Checkbook and 
one from Cash Receipts) which will require more work when the bank 
account is reconciled. 

The Miscellaneous Cash Receipts option is found on the Cash Receipts 
submenu on the Receivables menu.  The following window will open 
when you select the option. 

 

 
 

Receipt # 

The program will assign the receipt number automatically, so on a 
new entry leave this blank. 
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Bank # 

Select the bank that this cash receipt will be applied to. 

Received From 

Enter the person or company the money was received from.  You 
do not need to have a vendor or customer account set up to enter a 
miscellaneous cash receipt. 

Date 

Enter the deposit date here. 

Check # 

Enter the check number, if any. 

ABA # 

Enter the ABA # for printing on the deposit ticket.  (If you do not 
want this entry to appear on the deposit ticket, leave this entry 
blank.) 

Amount 

Enter the amount of the miscellaneous cash receipt. 

Comments 

If necessary, enter comments regarding this transaction (the 
comments will print on the cash receipts journal). 

G/L Acct # 

Enter the general ledger account to credit the income to.  Press 
[F4] or click on the lookup button to get the lookup list of general 
ledger accounts. 

Click on the Save button when have completed the entry.  As with 
receivable cash receipts, you will need to update the Cash Receipts 
Journal before the deposit will appear on the Checkbook Register 
window. 
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Unapplied Credits 
Unapplied credits are used when a customer gives you a payment and 
there is no invoice to apply the payment to.  This may be because the 
customer is prepaying future purchase, or the payment may need to be 
applied to an order which has not been finalized yet (the customer is 
making a deposit for instance). 

 
Account #/Name Key 

Enter the customer's account number or name key, or use the 
lookup to select a customer account. 

Receipt # 

 

Bank # 

This will default to your regular bank account for cash receipts, as 
entered on the Program Setup option.  Change this if necessary. 

Check # 

Enter the check number for the payment. 

Date 

Enter the deposit date for this check. 

Amount 

Enter the amount of the check. 
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ABA # 

Enter the ABA number if you are using the Deposit Ticket option.  
(If you do not want this entry to appear on the deposit ticket, leave 
this entry blank.) 

Contract # 

 

Comments 

Enter comments, if applicable, for this payment. 
Removing an Unapplied Credit 

Eventually, you will need to apply an unapplied credit balance to an 
invoice.  To do this, first enter an unapplied credit for a negative 
amount.  This will take the amount off the customer's total unapplied 
credit balance.  Next enter the payment amount like you normally 
would. 

The combination of the negative unapplied credit transaction and the 
payment on the invoice results in no change to your cash in bank 
balance.  At the same time, the invoice now has a payment and is no 
longer outstanding. 
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Cash Receipts Journal 
The Cash Receipts Journal updates the payments and deposit total to 
the general ledger.   

 
Print Current Batch 

Check this box to print current entries which have not yet been 
updated to the General Ledger. 

Uncheck this box to print a journal for a specific date range. 

Operator to Select 

You can print and update individual reports for multiple users that 
are entering Cash Receipts by entering an operator name here.  
Leave it blank to print all entries on the same report, regardless of 
which user entered the cash receipt. 

Payment Type 

Entries can be filtered by payment type by entering a prefix code 
that matched against what is entered on the check #.  When you 
enter a payment type, the report will filter the entries and only print 
cash receipts that have a check # that starts with the letters that you 
enter for the payment type. 

This feature is normally used for credit card payments that may 
post in different batches.  For instance, suppose your credit card 
processor posts all Visa, MasterCard, and Discover charges 
together, but American Express charges are posted separately.  In 
this situation, you can use a specific code for the American 
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Express charges such as “AMEX” for the check # when entering 
the cash receipts.  For the other credit cards, you could use codes 
that all begin the same, such as “CC VISA”, “CC MC” and “CC 
DISC”.   

This would allow you to print a single cash receipt journal for your 
American Express charges by entering AMEX in the Payment 
Type, then another report for the rest of your credit card charges by 
entering “CC”.  Finally a third report can be run without a Payment 
Type that would include all of the checks that you are depositing.  

Bank # 

When printing a non-current batch report, select the bank account 
here.  The program will default to the cash receipts bank account 
number specified in the Program Setup. 

Starting Date / Ending Date 

Enter a date range to print the non-current report for. 

Reference # 

To reprint a specific report, you can enter the reference number 
from the original report.  (Usually this is not needed unless there 
was more than one deposit made on the same day). 

Report Order 

 

Cust # to Select 

 

Business Type 

 

Contract # 

 

Preview 

Click on this button to see a preview of the report on the screen. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the report to the current printer.  To 
see the current printer, you can move the mouse pointer over the 
button and a tool tip will appear showing the printer name and 
port. 

Cancel 

Click on this button to close the window. 
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Customer Account Inquiry 
The customer account inquiry window displays the invoices for a single 
customer account and lets you quickly see the current balance, balances 
by aging period, and payment information for the customer account. 

 
If you would like to view an invoice that is listed on this window, 
simply double click on it and the invoice entry window will open.  If 
you double click on a brokerage invoice, the brokerage confirmation 
will be displayed. 

 

Account #/Name Key 

Enter the customer account or name key or use the lookup button 
to select a customer account. 

Starting Date 

Enter a starting date to list only the invoices from that date 
forward, or leave blank to view all invoices on the customer 
account. 

Ending Date 

 

Display... 

Select all, paid, or unpaid invoices. 
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Preview 

Click on this button to preview the customer account inquiry 
report. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the customer account inquiry report. 
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Aged Accounts Receivable Report 
The Aged Accounts Receivable Report is a complete listing of all 
outstanding balances on each customer.  Invoice balances will be 
printed in different aging columns, so it can be used as a collection tool 
since it is easy to see customer’s old balances. 

 

 
Report Date 

Enter the accounting date for this report.  The report is date 
sensitive, so invoices and payments dated after the report date will 
not be included on the report.  This also means that it is possible to 
get an end of month aging at any time.  This may be convenient in 
situations where the invoicing and cash receipts data entry may not 
be done at the end of a calendar month. 

Detailed Report 

When this box is checked, each outstanding invoice will be printed 
on the report.  If you uncheck this box, the report will print a 
summarized form with a single total for each customer account. 

Invoice Aging 

When the Weekly option is selected, the report will set up the 
aging columns according to the settings on the Receivables tab 
page on the Program Setup window.  (Normally these are set to 
weekly aging, e.g. 0-7 days, 8-14 days, etc.) 

Select the Monthly option to print the report with aging columns 0-
30 days, 31-60 days, 61-90 days, etc. 
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Salesperson 

If you have multiple salespeople, you can print a report that 
includes only customer assigned to a specific salesperson.  
Otherwise leave this blank to print all customers. 

Customer Type 

If you have set up customer business types, you can select a 
specific type and only customer accounts with that type will be 
included on the report. 

Print Customer P.O. # 

Check this box to print the customer’s P.O. number in the right-
most column on the report. 

Flag Trouble Loads 

When this box is checked, the report will print an asterisk (*) in the 
right-most column for invoices that have unresolved trouble.  An 
invoice with resolved trouble will have a plus sign (+). 

Excel File Name 

Export this report to excel using this entry. Enter the name to save 
the file as or use the folder button to browse to a new location or 
overwrite an existing file. 

Preview 

Click on this button to see a preview of the report on the screen. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the report to the current printer.  To 
see the current printer, you can move the mouse pointer over the 
button and a tool tip will appear showing the printer name and 
port. 

Cancel 

Click on this button to close the window. 
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Sales Analysis Report 
The Sales Analysis Report can be used to get a variety of reports.  
Several options are available for selecting the data that will be included 
on the report.  You can choose what order the information is printed in, 
and what subtotals the report will print.  In addition, you can customize 
the columns that appear on the report. 

To print the Sales Analysis Report, go to Receivables->Reports-
>Sales Analysis Report.  The following window will open: 

 
Starting Date / Ending Date 

Enter the date range for the analysis by entering the first and last 
dates that you want to include in the report. 

Starting / Ending Order Date 

Select the date range to take orders from by entering the first and 
last dates in these boxes. Press[F4] to access a date picker. 

Staring / Ending Invoice # 

Select the date range to take orders from by entering the first and 
last dates in these boxes. Press[F4] to access a date picker. 
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Billing Code 

You can print the report for a single billing code, or leave this 
entry blank to include all billing codes. 

Cost Center 

Enter a cost center to print a sales analysis report for a single cost 
center.  Press [F4] or click on the lookup button to select a cost 
center from the lookup.  Leave this entry blank to print all cost 
centers. 

To print a report that includes a group of cost centers, click on the 
lookup button at the far right (next to the cost center description).  
This will open the multi-select lookup window for cost centers.  
You can also press [F12] to activate the multi-select lookup. 

Job ID 

Enter a Job ID code to print the sales analysis report for a single 
job code.  Press [F4] or click on the lookup button to select a job 
code from the lookup.  If you leave this entry blank, the report will 
include sales for all job codes. 

To print a report that includes a group of job codes, click on the 
lookup button at the far right (next to the job code description).  
This will open the multi-select lookup window for job codes.  You 
can also press [F12] to activate the multi-select lookup. 

Customer # 

Enter a customer account number to print the report for a single 
account.  Leaving this entry blank will includes sales for all 
customers. 

Contract # / Customer P.O. # 

Run this analysis for a single contract # or customer PO number by 
entering one in these boxes. 

Division # 

Enter a division number to print sales for a specific division. Leave 
this blank to print sales for all divisions. 

Salesperson # 

Enter a salesperson number to print sales for a specific salesperson. 
Leave this blank to print sales for all salespeople. 

Sales Type 

You can select a specific sale type (e.g. taxable, non-taxable, labor, 
etc.) to print the report for, or include all sale types. 

Summary Report 

Check this box to print only subtotals instead of printing all of the 
detail lines. 

Double-space Report 

When printing a detailed report, check this box to print an extra 
blank line between each detail line. 
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Ordering  

Click on this button to change the ordering to print the report in. 

Customize 

Click on this button to select which columns will appear on the 
report. 

Subtotal Level 

This option allows you to select which subtotals will appear on the 
report.  This will depend on the fields that you have selected for 
the report using the Ordering button.  Subtotals will be printed for 
the field that you select as well as each field in the ordering 
sequence above the option that you select. 

Excel Filename 

The data for the report can be exported to an Excel spreadsheet by 
entering a filename here.  Make sure that you enter a valid path and 
filename, and that the filename that you enter is not already open 
in Excel.  The spreadsheet will contain the same columns that you 
have selected using the Customize button, including headings for 
each column on the first row of the spreadsheet. 

Preview 

Click on this button to see a preview of the report on the screen. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the report to the current printer.  To 
see the current printer, you can move the mouse pointer over the 
button and a tool tip will appear showing the printer name and 
port. 

Cancel 

Click on this button to close the window. 
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Customer Statements 
Statements listing open invoices may be printed for all customers on a 
monthly basis.  You can also print statements for individual customers 
as needed.  Statements can be printed on blank paper, letterhead, or on 
preprinted forms.  The statement format (as well as other options) may 
be changed on the Program Setup option. 

This window will open when you select the Customer Statements 
option on the Receivables Collection Tools submenu: 

 
Print Order 

Select the order you want the statements printed in. 

Statement Date 

Statement printing is "date sensitive" so you can print statements 
for the end of the prior month even if you've started invoicing for 
the current month. Only invoices and payments that are date prior 
to the statement date will be printed on the statement. 

Starting Date 

Enter the starting date of the current period for printing statements.  
Normally this would be the first of the month.  However, if you 
didn't send out statements to customers the month before, you 
might choose to print a statement for the period including both 
months. 

Print Zero Balance Accounts 

When this box is checked, all active customer accounts will have a 
statement printed, even if there is no activity and no outstanding 
balance on the account. 
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Print Zero Balance Invoices 

When printing a summary type of statement, this option will 
determine whether or not invoices with a zero balance appear on 
the statement. 

Starting Customer 

If the statement printing is interrupted (for example the computer 
loses power or you cancel the printing) you can resume printing of 
statements at any customer account.  If printing alphabetically, 
enter the name key of the starting customer here. 

Accounts to Print... 

You can enter a starting and ending account number to print here.  
This can be used to print a statement for a single customer (by 
entering the same account number for both entries) or to resume 
printing statements at a particular customer. 

Messages 

If you want to change or view the messages that will print on the 
customer statements, click on this button. 

Email 

If you are printing a statement for a single customer, the Email 
button will be enabled.  Click on this button to create a PDF copy 
of the customer statement and email it using either your default 
email client or the built-in SMTP email feature.  If you have 
entered an email address for the Payables contact on the customer 
account, then the email message will automatically be addressed to 
that contact(s). 

Preview 

Click on this button to see a preview of the customer statements on 
the screen. 

Print Setup 

Click on this button to select a printer to use for this report.  If you 
do not select a printer, the report will automatically be printed to 
the current default printer.  To see the current printer, you can 
move the mouse pointer over the button and a tool tip will appear 
showing the printer name and port. 

Print 

Click on this button to print the report to the current printer.  To 
see the current printer, you can move the mouse pointer over the 
button and a tool tip will appear showing the printer name and 
port. 

Cancel 

Click on this button to close the window. 
Selecting Messages for Statements 

Different messages may be printed on statements depending on which 
aging column the customer's oldest balance falls in.  You must first 
create the messages in the Messages for Invoices and Statements 
option.  When you click on the Messages button, the following window 
will appear: 
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The messages will be defined according to the aging columns you have 
set up in the Program Setup.  Enter the message number you want to 
print for each aging column, then click on the Ok button.  The message 
numbers to print only need to be set up one time.  (However, you can of 
course add new messages and change the messages that are printed 
from time to time.) 

Detail vs. Summary Statements 
There are two basic types of statement printing methods when printing 
on blank paper or letterhead.  The Detailed option lists each transaction 
(payment or invoice) on a separately line in chronological order within 
the statement period, with a running account balance after each 
transaction.  The type is determined on the Program Setup option.  (For 
preprinted forms, the type of form usually determines what kind of 
statement method is used.) 

The Summary option lists only the invoices within the statement period 
(one line per invoice), with paid invoices being listed based on the Print 
Zero Balance Invoices checkbox. 

To illustrate the difference, suppose an invoice dated prior to the 
starting date was listed on the customer's last statement and now it is 
paid.  The invoice will not appear under the Summary option because 
the invoice does not fall within the statement period.  The Detailed 
option will list the payment however. 

Another difference between the two options is how partial payments 
are printed.  Since there is one line per invoice using the Summary 
option, only the total amount paid is listed, not each individual 
payment.  The Detailed option will list each individual payment for 
each invoice within the statement period. 
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