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Overview 
Datatech accounting software provides two levels of operation for payables.  
The basic operations you need to perform are: 

Vendor Maintenance 
Set up and edit vendor accounts.  Print vendor lists and  mailing labels as 
needed. 

Direct Expense Check Entry & Printing 
Check information is entered when you are ready to issue the check.  Expensing 
of the check is done as you enter the check.  The check is printed when you 
finish entering it.  Expenses are recorded in the general ledger on the check date 
(i.e. cash basis accounting). 

Deposit Entry 
Enter deposits and credit income to crop or field, if applicable. 

Check Journal 
List of checks and deposits entered, with running bank balance and expensing 
information.  

Check Register 
List of checks and deposits with bank balance.  Can be printed or displayed on 
screen. 

Bank Reconcilement 
Assists in reconciling your bank statements. 

In addition, you can use the vendor invoice processing system, which will set up 
expenses as you enter the invoices, provide payables and cash management 
reports, and automatically print checks when vendor invoices are due.  The 
additional steps include: 

Vendor Invoice Entry 
This program is used to enter vendor invoices as they are received.  Expensing 
and crop information is entered at this time instead of being entered at the time 
of check printing.  Expenses are recorded on the invoice date, as opposed to the 
check date (i.e. accrual basis accounting). 

Payables Reports 
Various reports may be printed that allow you to track the total amounts payable 
by vendor (Aged Accounts Payable Report), determine which invoices are due 
at any time (Cash Requirements Report), and display or print vendor account 
information. 

Payables Check Printing 
Print checks in payment of invoices previously entered.  You may print checks 
individually for each vendor, selecting the vendor invoice(s) to pay, select a 
batch of vendor invoices to pay from a list of open items, or allow the program 
to automatically issue checks for all invoices that are due. 

The vendor invoice processing is more complicated to use, but does provide 
greater control over cash flow management. 

It is very important that the Payables Check program always be used to issue 
checks for vendor invoices that have been entered into the accounting system.  
The Direct Expense Check program is used only to issue and expense checks for 
expenses that have not been entered as a vendor invoice. 
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This is only a basic overview of the entire Accounts Payable system and by no 
means a complete list of features. 
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Setup Bank Accounts 
You'll need to set up an entry in the bank account file for each account that you 
want to enter transactions on through the Checkbook Register.  On the Utilities 
sub-menu on Payables, select Setup Bank Accounts and the bank account setup 
window will open: 

 

 
Bank # 

You can use up to 99 different bank accounts.  Enter the bank # in this first 
column. 

G/L #  

Each bank account must have a general ledger account associated with it.  
Enter the G/L number for the bank account here.  Press [F4] or click on the 
column heading to activate the general ledger account lookup. 

Description 

Enter a description here for this bank account.  On the Checkbook Register 
and on the transaction windows, the description will be displayed along 
with the currently active bank account. 

Account # 

Enter the bank account number here.  This entry is mainly for your 
reference.  However, if you are using the Accounts Receivable option, the 
Cash Receipts system will print the account number you enter here on the 
deposit ticket. 

Routing # 

Enter the routing number for the bank account. This is an optional entry. 

Next Check 

This is the next check # to use.  This is used by the Direct Expense Check 
entry, Payables Check entry, Payroll Check printing, and Automatic Check 
printing.  Normally the program keeps track of the next check number to 
use automatically.  But if this number gets out of sequence (for instance, if 
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someone takes the top check off the printer to write a check out by hand) 
then you can change the next check number to use here. 

Last Check 

Enter the last check number here.  This could be the last check number in 
the bin (if you print checks on a laser printer) or the last check in a stack of 
continuous feed checks loaded in a dot matrix printer.   

When printing payroll checks or automatic payables checks, the program 
will stop at this check number and give you a chance to add more checks to 
the printer before continuing to print. 

Active 

 
Special Uses for Bank Accounts 

Most of the time, the general ledger account numbers that you use for your bank 
account setup will be cash in bank accounts located in the assets section of your 
chart of accounts.  In certain cases, you may want to set up a bank account using 
a different type of general ledger account. 

For instance, suppose your business has a line of credit with your bank that you 
can draw on by writing checks linked to that account.  On your chart of 
accounts, you would have a liability account for this line of credit.  By setting up 
a bank account record with that liability account, you can enter all transactions 
associated with that line of credit through the Checkbook Register. 

 
Type of transaction you need to enter: 
 

How to enter it: 

Hand written check from line of credit account is 
deposited into checking account 
 

Enter a direct expense check under the line of credit 
account, do not print it. Use the general ledger account 
for the checking  account that you are depositing the 
check into on the line item. 
 

Electronic transfer from your line of credit to your 
checking account 
 

Use the transfer entry to transfer funds from your line of 
credit to the checking account. 

Interest charge on your line of credit Enter a miscellaneous charge under the line of credit 
account, expensing your Interest Expense general  
ledger account. 
 

Payment from your checking account for your line of 
credit 

If the payment was made electronically, use the transfer 
entry to move money from your checking account to the 
line of credit.  If you wrote a check from the checking 
account, enter a direct expense check and use the 
liability account for your line of credit on the line item. 
 

If you are using the Accounts Receivable module to bill customers, there may be 
times when you need to charge off amounts that are uncollectable.  A bank 
account can be set up specifically for recording the expense of charging off bad 
debts.  Simply set up a bank account that uses the Bad Debts expense account in 
your general ledger.  When you enter Cash Receipts, change the active bank 
account to this bad debt account, and enter the cash receipts using this account.  
Recording cash receipts on this account will result in a debit to the Bad Debts 
account, recording the expense, while at the same time the outstanding amounts 
are removed from your open invoices in the receivables system. 
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Setup Vendor Classes 
Vendor classes provide you with a method of categorizing vendors.  Each 
vendor may be assigned a class number which you set up using this option.  
Each vendor class may be assigned a different general ledger number to track 
the current accounts payable amount.  Vendor classes only need to be set up 
once, and generally do not need to be changed. 

Vendor classes are optional.  By default, one vendor class is set up and used for 
all vendors. 

Classes are generally used by larger companies.  For instance, a raisin packer or 
a produce shipper might want to track seperate current accounts payable 
amounts for growers, brokers, and all other vendors. 

Vendor classes may be set up by selecting the option Setup Vendor Classes on 
the Utilities menu under Accounts Payable.  The following window will open: 

 

 
Vendor classes may be numbered from 1 to 99.  Enter the class number, a 
description, and the general ledger account number to use to record  the current 
liability for vendors assigned to this class. 
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Setup Vendor Terms 
Vendor terms are used by the vendor invoicing system to calculate the due dates, 
and discount terms if applicable, for invoices that you enter.  Each vendor can be 
assigned default terms that they offer you on their invoices.  If you do not use 
the terms file, you will need to enter the invoice due date manually on each 
invoice. 

If you are not entering vendor invoices, and are writing all checks through the 
Direct Expense check entry, then you do not need to enter terms. 

If you have several vendors that offer you "Net 30 Days" terms, then you only 
need to make one entry in the terms file for "Net 30 Days", and each of these 
vendors are assigned that terms entry. 

Open the Vendor Terms Table window by selecting the option bon the Utilities 
option of the Payables menu. 

 

 
Up to 99 different entries can be made into the terms file.  Enter the terms 
number to use in the first column 

Discount Rate 

If the vendor offers discounts for early payment, enter the discount rate 
here. 

Discount Days 

Enter the number of days you must pay the invoice by to deduct the 
discount. 

Net Days 

Enter the net terms to pay the invoices. 

Statement 

Check this box if this entry is for statement terms, i.e. the invoice must be 
paid within 10 days of the statement it appears on. 

The description column will be filled in automatically for you based on the 
entries you have made. 

Description 
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Accounts Payable Setup 
The setup window for Accounts Payable is accessed from the Program Setup 
option on the Tools menu.   

 
 

Settings 
Enable Remit-To Address 

Check this box if you have vendor accounts where the vendor name and 
address is different than the name and address that prints on checks.  When 
this box is checked, the Remit-To tab page will be enabled on the vendor 
window, allowing you to type in a name and address that will print on 
checks. 

Enable Vendor Classes 

Check this box if you want to assign vendors to different classes.  Left 
unchecked, all vendors will be assigned to class #1. 

(This option is only relevant if you are using the vendor invoice entry and 
payables checks options.) 
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Rate Entry on Checks/Invoices 

Check this box if you want to be able to enter a rate on payables invoices 
and checks.  When this is enabled, the program will multiple the amounts 
entered in the units and rate column and put the result in the amount column 
automatically. (If either units or rate is left blank, the program will not  

If this option is left unchecked, the units and unit type columns will still 
appear on the check and invoice windows. 

Cash Basis Payables 

Checking this box will result in vendor invoices updating the general ledger 
on a "cash basis".  Leaving it unchecked (the default) results in vendor 
invoices updating the general ledger on an "accrual basis".  The key 
difference between the two methods of updating the general ledger is the 
date of vendor invoice expense transactions.   

When working on an accrual basis, vendor invoices debit expense accounts 
and credit the accounts payable trade account on the date of the invoice.  
When a payables check is issued, the accounts payable trade account is 
debited (removing the accrued liability) and the cash in bank account is 
credited (recording the check).  The expense recorded by the vendor 
invoices thus remains on the books from the date of the invoices until the 
date of the check.  At any given time, a Balance Sheet report will include 
the balance of the accounts payable trade account, which reflects the total 
owed to vendors at that point in time.  A Profit or Loss report will reflect 
expenses recorded on vendor invoices (but which have not necessarily been 
paid for yet). 

When working on a cash basis,  vendor invoices generate unfinalized 
transactions in the general ledger.  Thus, at the point of invoice entry, there 
is neither expenses nor liabilities recorded in the general ledger.  When a 
payables check is written to pay any given invoice(s), the unfinalized 
transactions are then posted to the general ledger on the date of the check 
(as opposed to the invoice date).  Thus, the expense is always recorded on 
check date.  That means that a Balance Sheet report will not reflect the 
current total owed to vendors, and a Profit or Loss report will only reflect 
expenses which have been paid for.  At the same time, an Aged Accounts 
Payable Report will report all invoices that have not been paid. 

(This option is only relevant if you are using the vendor invoice entry and 
payables checks options.) 

Enable Ship-To Address 

(This option is only used for produce brokers.)  Check this box to enter 
multiple warehous addresses for vendors. 

Enable Shipping Locations 

Print Description On Stub 

This checkbox controls whether or not the description that you enter on the 
line items of direct expense checks are printed on the check stub. 

Repeat G/L # and Job ID 

This checkbox controls whether or not the program will repeat the general 
ledger account number and job number from one line to the next during 
vendor invoice and direct expense check entry. 
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Autofind on Check # 

This option controls program behavior during direct expense and payables 
check entry.  Normally this box is checked.  When it is checked and you 
have entered a check number on the entry screen, the program will search 
for an existing entry and display it if found.   

In some cases, you may not want existing checks to be found automatically.  
For instance, if you have a duplicate series of check numbers, turing the 
automatic find behavior off would be necessary.  You would not want the 
program to bring up an existing check automatically when you are trying to 
make a new entry.  You can still find an existing check by entering the 
check number and pressing the Find key ([F9]). 

Shipper/No Grower charges 

Require Invoices to be Finalized on Invoice Journal 

Only Show Finalized Invoices on Batch Checks Printing 

Display ‘On Hold’ Invoices on Batch Checks Printing 

Enable Transaction Date on Invoice Entry 

Allow A/P Check Dates Prior to Invoice Dates 

Vendor Checks Bank # 

Enter the bank account number to use as a default for vendor checks.  If you 
have multiple accounts, enter the one you use most often.  Press [F4] or 
click on the lookup button to get the bank selection list. 

Intercompany Billing 

ICB G/L Accounts 

After Batch Check Printing 

AP Report Aging 

These numbers control the aging columns on the Aged Accounts Payable 
Report.  The default settings are -21, -14, -7, 0, 7, 14.  This results in the 
following columns: 

• Due +21   

• Due +14   

• Due +7   

• Due Now  

• Past Due 7  

• Past Due 14 

You can adjust these numbers to suit your own requirements. 
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Check Printing 

 
Check Style 

Select from the available check styles.  Consult Datatech if you are not sure 
which format to choose, or experiment with the setting to see how the 
different styles print out. 

If you have created a custom check defination, the description will appear in 
this list along with the standard layouts. 

Check/Stubs 

Select from the available configurations to match the checks you are using. 

If you have created a custom check definition, choose the “Top Check/2 
Stubs (Page)” even if your checks use a middle or bottom check.  With a 
custom check definition , this setting only signifies to the program that you 
are using a page printer format (as opposed to a dot matrix format).  The 
custom check definition will be used to determine where all information 
printed. 

Top Margin, Checks 

For laser and ink jet printers, use this to adjust the starting point for printing 
of the check.  If this is not set, the default setting of  0.25" is used (most 
printers cannot go below 0.25" for the top margin.) 

Name/Address Offset 

Vendor Check Printer 

Click on the button to select the printer to use.  This setting is used for page 
printers only.   (The standard Windows printer dialog is used for you to 
select the printer, so whatever printer you want to use must be installed 
under Windows.) 

If you are printing checks on a dot matrix printer, the printer does not need 
to be installed under Windows.  The printer does need to be set up under the 
Forms Printers option on the Tools menu. 

Print Vendor Address on Direct Expense Check Stubs 

# Copies to Print 
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Control Numbers 

 
 

Control Numbers  
Last Check Control # / Last Invoice Control # 

These control numbers are used internally by the program.  Do not change 
these values unless instructed to do so by Datatech support personnel. 

Auto-Number Vendors 

If you want the program to automatically assign account numbers to vendor 
accounts, check this option.  If left unchecked, you will need to manually 
assign vendor account numbers whenever you add new vendor accounts.   

I you are setting up vendor accounts with account numbers that were used 
in your previous accounting software, you may want to leave this 
unchecked so that you can assign the vendor account numbers yourself.  
Once all vendor accounts have been entered from your prior system, you 
could then check this box so that future vendor accounts will be number 
automatically. 

Last Vendor Account # 

This control number is used by the program to automatically number new 
vendor accounts that are entered.  Do not change this value unless instructed 
to do so by Datatech support personnel. 

Last Deposit # 

This control number is used by the program to automatically number new 
deposit entries.  Do not change this value unless instructed to do so by 
Datatech support personnel. 

Last Automatic Invoice # 

This control number is used by the program to number vendor invoices that 
are generated automatically by another system, for instance a grower 
payable system or sub-hauler payable system.  Do not change this value 
unless instructed to do so by Datatech support personnel. 
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Workflows 
Daily 

Enter new vendor accounts as needed. (Payables, Vendors) 

Enter and print direct expense checks as needed.  Direct expense checks are 
entered from the Checkbook Register window. 

If you are using the payables system, enter bills received each day in the vendor 
invoice entry window.  (Payables, Invoicing, Enter/Edit Vendor Invoices) 

Enter invoices received from produce shippers for purchased lots on the Process 
Produce Purchases window.  (Payables, Invoicing, Produce Purchases) 

If you have the Freight Payable option enabled, enter your freight invoices in the 
Freight Invoices option.  (Payables, Invoicing, Freight Invoices) 

Print the Invoice Journal after entering each batch of invoices and finalize the 
report if all entries are correct. (Payables, Reports, Invoice Journal) 

Weekly/Biweekly 
If using the payables system, print either the Aged Accounts Payable Report or a 
Cash Requirements Report (if using the Automatic Check Printing option) to 
review invoices that are due for payment. 

If you are using the Automatic Check Printing and there are invoices that are 
currently due but you are not going to pay them, place the invoices on hold by 
unchecking the Ok to Pay checkbox on each invoice.  This can be done on the 
Enter/Edit Vendor Invoice window or by using the Edit Payment Status on 
Invoices option on the Payables Reports/Tools sub-menu. 

Print payables checks either individually or using the Batch Payables Check 
Printing or Automatic Check Printing options.  This may also be done on a 
biweekly basis (or however often you pay bills).   Individual payables checks are 
entered from the Checkbook Register window.  The options for Batch Payables 
Check Printing and Automatic Check Printing are on the Payables Reports/Tools 
sub-menu. 

For California companies, print the DE-542 Status Report to see if there are any 
new vendors that must be reported. Print Form DE-542 if there are any vendors 
that need to be reported. 

Monthly 
If you are using the payables system, print an Aged Accounts Payable Report.  
Verify that the total on this report matches the balance(s) on your trade accounts 
payable account(s). 

Reconcile the balance on your bank statement with the book balance in the 
program for each bank account. 

Set the AP Date Closed if you don’t want changes or additions made to the 
month. 

Note:  Monthly workflow does not need to be completed before enter vendor 
checks and invoices for the new month. 

Yearly 
After all checks have been issued for the year, use the Compile Vendor YTD 
Totals option to prepare for 1099 printing 
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If necessary, edit vendor accounts to correct 1099 totals (for instance, if certain 
payments to a vendor should not be reported on the 1099, you might need to 
change the 1099 total for that account). 

Print Miscellaneous, Interest and/or Dividend 1099’s at your convenience. 

Note:  Yearly workflow does not need to be completed before enter vendor 
checks and invoices for the new year. 
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Vendors 
A vendor account should be set up for anyone you write checks to.  When you 
select the Vendors option on the Payables menu, this window will open: 

 

 
When the window is first opened, it will be ready to add a new vendor account.  
If you want to edit an existing vendor account, enter the account number, or 
press [F4] or click on the lookup buttons of the account # or name key fields to 
select an account from the lookup 

There are four tab pages that contain the vendor information.  The first page, 
Address, is the one you will probably use most often. 

Account # 

The vendor account number is assigned sequentially by the program as you 
enter new vendors started with 1.  If you delete a vendor account, the 
number will not be reused.  The vendor account number cannot be changed 
once the vendor account has been set up. 

Name Key 

Enter an abbreviation of the vendor name here.  The name key is used both 
for sorting vendor alphabetically and for accessing vendor accounts.  (For 
instance, on checks and invoices, you have the option of entering either the 
vendor's account number or their name key.  Many people don't memorize 
the number but it is easy to type in the name key) 
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While it is up to you to decide how to enter the name key, here are a few 
suggestions: 

1. Be consistent in how you abbreviate the vendor name.  This will make it 
easier for you to recall (or at least guess) name keys. 

2. If a company name starts with "THE" or "A", leave this part out of the 
name key. 

3. For personal names, use the last name, a comma and the first name (or 
initial). 

Active 

This checkbox indicate whether or not a vendor is currently being used.  If 
unchecked, the vendor will not appear on lists or reports that only print 
currently active vendors. 

Type 

This entry is only used for The Shipper's Office, The Broker's Office and 
Datatech's Grower Accounting Software.  For all other systems, this entry is 
disabled and set to its default of Vendors. 

Select a type from the drop down list.  Available options are Vendor, 
Shipper, Grower, Broker, and Other.  Any companies that you purchase 
produce from must have their vendor account type set to Shipper. 

Company Name / Add'l Name 

Enter the vendor's name as you want it to appear on checks under the 
Company Name entry.  If there is not enough room there, you can use the 
next entry for the rest of the name. 

Address 

Enter the mailing address for the vendor.  The complete mailing address 
will be printed on checks so that you can use them with window envelopes. 

City/State/Zip 

Enter the city, state and zip code for the mailing address. 

Verify 

Our Account # 

Enter the account number this vendor has assigned to your company. 

Contact 

If there is a specific person you are to contact for your account enter their 
name here. 

Email Address / Telephone Numbers /Fax# / Truck Phone 

Two entries are provided for telephone numbers, one for a fax number, and 
another for a truck/car/other phone. 

Terms  

If you are using the vendor invoicing program, you can enter the default 
terms to use for invoices from this vendor.  Press [F4] or click on the 
lookup button to get a list of the entries in the terms file. 

Note:  You do not enter the number of days for the terms of the vendor's 
invoices here.  (This is a common mistake.) The terms file is where you 
enter the number of days, as well as the discount (if any) and indicate 
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whether or not you are on statement terms.  The terms number you enter 
here corresponds to an entry in the terms file. 

Statement Closing Date 

If the payment terms are based on paying from a monthly statement, enter 
the statement closing date here.  For instance, if the vendor closes the 
statement on the last day of the month, enter "31".  IF the statement closing 
date is the 25th of the month, enter "25". 

Class 

If you are using different class numbers to categorize vendors, enter the 
class number here.  Press [F4] or click on the lookup button to get a lookup 
for the vendor classes. 

Default G/L # 

Enter the general ledger account number to which this vendor's checks or 
invoices are normally expensed.  If you are using different account numbers 
most of the time, you can leave this entry blank or enter the account number 
you use most often 

Press [F4] or click on the lookup button to get a list of general ledger 
accounts to select from. 

Last Transaction 

One Check per Invoice 

Payment Method 

Invoice Inquiry 

Check Inquiry 

Print Label 
1099’s/DE-542  

The second tab page contains information used for printing 1099's and the 
California DE-542 report: 
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Type of 1099 

Select the 1099 type from the drop down list.  The default setting is No 
1099. 

Vendor ID 

Enter the vendor ID number here for printing on the 1099. 

Total Owing 

If you are entering vendor invoices, this entry will show you the current 
amount due to this vendor. 

Prepaid Balance 

Prior Year Purchases 

This grid will display prior year total purchases, 1099 amounts, discounts 
taken and missed, and the amount of backup withholding.  If necessary, you 
may edit the amounts in the 1099 Amount and Backup Wht columns for 
print the 1099’s. 

Current year totals will not appear here unless you have run a 1099 YTD 
Purchases Report. 

DE-542 Information 

Individual Name 

Enter the individual’s first name, middle initial, and last name in the spaces 
provided.  This may be different than the company name if the vendor is 
using a dba. 
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If entered, the Individual Name entries will also be printed on 1099 as the 
first line in the Recipient’s Name box and the vendor name will be shown 
as the “dba”. 

Start Date / Expir Date / Amount 

If you have a contract with the vendor, enter the starting date, expiration 
date, and the amount of the contract.  If you do not have a contract with the 
vendor, leave these entries blank.  If entered, this information is printed on 
the DE-542 report. 

Ongoing 

If the contract with the vendor is ongoing, check this box. 

Report Status 

This entry controls when the vendor will appear on the DE-542 report.  If 
you select Immediately, then the vendor will print on the next report that 
you run.  If you select Over $600, then the vendor will not appear on the 
report until your payments to the vendor exceed $600.  If you select No 
Report, then the vendor will not print on the DE-542. (If you know that the 
payments to the vendor will not exceed $600, then you would select the No 
Report option.) 

Last Year Reported 

The program uses this entry to track when the vendor was last reported on 
the DE-542.  Vendors must be reported each year. 

Type of Business 

Select from either Sole Proprietorship, Corporation or Partnership.  This 
entry is used by the program to detemine if the vendor should appear on the 
California DE-542 report.  Only Sole Proprietorships will print on the DE-
542 report. 

 
Remit To 

In some cases you may need to write checks to a different name and/or address 
than what you entered on the vendor account on the Address tab page.  The 
Remit To tab page allows you to enter a different name and address that will be 
printed on checks only: 
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You must enter a complete name and address to print on checks on the Remit To 
tab.  If you have entered only a company name under Remit To, the program 
will not use the vendor’s mailing address entered on the Address tab; it will 
print only the company name on the check. 

The Remit To tab page will be disabled unless you have enabled the Remit-To 
address feature in the Program Setup window.  The checkbox to enable the 
Remit-To address is located on the Payables, Settings page. 
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Checkbook Register 
All vendor checks, deposits, transfers, voids and miscellaneous transactions are 
entered from the main Checkbook Register window.  When you select the 
Checkbook option on the Payables menu, the following window will appear: 

 
You can click on any of the buttons at the bottom of the window to open any of 
the transaction entry windows.  These are the types of transactions you may 
enter: 

Expense Check 

Direct expense checks allow you to enter, expense, and print  a check all in 
one step.  Direct expense checks are not used for vendor invoices that 
you've previously entered. 

Payables Check 

Payables checks are used to pay vendor invoices you have previously 
entered. 

Deposit 

Use this to enter all deposits, including crop income and any other 
miscellaneous receipts or payments you receive. 

Transfer 

If you have mutliple bank accounts and transfer funds between them, use 
this option. 

Void 

Use this to record checks that have already been entered as voided or to 
enter checks that are damaged, no good, or are not used for any reason. 

Miscellaneous 

Use this for bank charges, ATM withdrawals, POS/debit transactions, or 
other types of transactions that don't fit into the categories listed above. 
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Misc. Payables 

This type of transaction can be used to record payments for vendor invoices 
that are made via ACH, wire transfers, or other electronic means. 

 
Editing an Existing Transaction 

If you need to make changes to a transaction, or simply want to view it, you can 
either double click on the transaction, or press [Enter] when it is highlighted. 

Note: You can view payroll checks and deposits entered through accounts 
receivable, but they cannot be edited. 

 
Popup Menu 

 
Right clicking on the Checkbook Register will bring up a context menu with 
additional options and shortcuts.  For instance, there is Void option that will 
bring up the Void Check window for either vendor checks or payroll checks.  Or 
use the Delete option if you want to delete the entry entirely.  You can also 
quickly reprint a copy of a check by selecting the Print option.  Some of these 
options are not available for all transactions types, for instance, you can't delete 
or reprint a payroll check from the popup menu.  You also cannot delete a 
deposit entry that was generated from the Accounts Receivable system. 

Two columns can be turned on or off, depending your preference:  the running 
balance and a checkbox column indicating whether or not a transaction has been 
cleared in the Bank Reconcilement window.  A checkbox will appear next to 
these options in the popup menu to indicate whether the column is currently 
displayed. 

The Bank Account sub-menu has options to change the bank account that is 
currently displayed, set up a new bank account, change the next check number, 
and update the bank balance.  There's also an option to turn off the automatic 
updating of the bank balance.  Turning this off can improve performance if you 
are entering a number of transactions which are back dated and there are a large 
number of transactions that need to have the running balance updated.  When 
you are done entering transactions, you can manually update the bank balance 
and turn the automatic update back on. 

Also, you can select the type of transactions that you want to view.  Normally, 
all transaction types are displayed.  But if you are looking for a particular 
deposit for instance, it may be helpful to display only deposits to make it easier 
to find.  Use the View sub-menu to select which type of transactions to display.  
(Note that when viewing only certain types of transactions, the running balance 
column does not really show a running balance because there are transactions 
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missing.  Instead, the amount in the running balance is really the ending balance 
after each transactions listed.) 

 
Switching to Another Bank Account 

The Checkbook Register will display the default payables checking account 
when it is first opened.  You can change the bank account that is displayed by 
clicking on the Bank # entry at the top of the window.  You can type in the bank 
account to display, press [F4] or click on the lookup button to get the selection 
list: 

 

 
 

Updating the Bank Balance  
In the normal course of operation, the program will automatically update your 
running bank balance displayed in the rightmost column.  In some cases 
however, you might need to manually instruct the program to recalculate the 
bank balance.  If you notice that the bank balance does not appear correct, you 
can click on the running bank balance column heading.  The following window 
will appear: 

 

 
Enter a date to recalculate your bank balance from.   

Finding a Specific Check # or Date 
If you need to find a certain check #, or are looking for a transaction on a 
specific date, there is a quicker way to find it than just visually scanning the 
checkbook register.  You can just type in the check number and the following 
window will pop up: 

 

 
(If you are looking for a transaction on a specific date, just press the space bar, 
then press [Tab], and enter the date.) 

When you click on Ok the program will search for the check number or date you 
entered and display it.  If an exact match is not found (for instance, you are 
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looking for a check you're not sure you entered, and it doesn't show up) then the 
closest match will be displayed. 
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Direct Expense Checks 
Direct expense checks allow you to enter and print checks "on demand", without 
entering an invoice into the payables system first.  On the direct expense check 
entry window, you specify which expense account(s) is to be debited (thus the 
name "Direct Expense Check").  In accounting terms, direct expense checks 
operate on a "Cash Basis". 

Direct expense checks provide you with a quick way to enter checks for bills 
that you are paying immediately, or for entering checks that have already been 
issued by hand. 

To enter a direct expense check, you must first have the Checkbook Register 
window open.  Click on the Expense Check button at the bottom of the window, 
and the Direct Expense Check entry window will open: 

 
Depending on your specific settings, you may have certain entries enabled or 
disabled and your entry screen may appear slightly different. 

Bank # 

This is the bank account that is currently selected to write checks from.  
You can click on the Bank # entry, or press [Ctrl]+[B] to activate it.  The 
bank account number that is displayed in the Checkbook Register window 
will appear here automatically. 

Advanced uses may wish to change the bank account number here, however 
note that the Checkbook Register will continue to display information from 
the original bank account.  That means that as you enter checks, you will 
not be able to see updates on the Checkbook Register.   

The recommended method is to change the bank account displayed in the 
Checkbook Window, then click on the Expense Check button to reopen the 
Direct Expense Check window with the new bank account. 
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Account # / Name Key 

Enter the account number or name key for the vendor you want to write the 
check to.  On either of these two fields, you can press [F4] or click on the 
lookup buttons to open the vendor account lookup window. 

Name 

If you do not select a vendor account, you can type in the name to write the 
check out to here.  Otherwise the vendor's name will appear here 
automatically. 

This is a convenient feature if you are writing a "one time" check and don't 
expect to write other checks to the same company or person.  If any of the 
following are true, however, you should take the time to create a vendor 
account and use that instead of manually typing in the name: 

You will need to send the company/person a 1099. 

You expect to write additional checks and want to be able to view or 
retrieve a list of checks written to this person/company. 

Check # 

The next check number will appear here automatically.  If you are entering 
a check used out of sequence, type that number in. 

If you need to change the next check number, see the information on setting 
up bank accounts 

P.O. # 

If you have a Purchase Order number, enter it here. 

Check Date 

Today's date will appear here automatically on your first entry.  If you 
change the check date, this date will be retained for subsequent checks. 

Description 

The description you enter here will be printed at the top of the check stub.  
It will also be automatically entered on each line item (but you may change 
it on each line item of course). 

Check Total 

Enter the amount of the check here. 
Check Line Item Entry 

Every check will have one or more line items.  This is where you specify which 
expense accounts and cost centers you want to assign the expense of this check.  
Some systems also refer to this as the detail portion of the check.   

As you enter the information on the line items, the description for the general 
ledger account, cost center, and job code will appear in the boxes at the bottom 
left.  The total of lines will also be displayed to the right, as well as the 
difference between the check total and the total of the line items.  Before you 
can complete a check entry, the line items must balance with the check total. 

On each line item you will enter the following information: 

G/L # 

If you entered a default general ledger account for the vendor on this check, 
that G/L # will be entered automatically here.  You can change it if 
necessary. 
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Press [F4] to get a lookup list of general ledger accounts. 

Grower # 

If you are paying an expense on behalf of a grower and this should be 
deducted from the grower’s gross return, enter the grower number here.  
Press [F4] to get a lookup of grower accounts if you are not sure about the 
account number.  By entering a grower account and an expense #, the 
program will create a grower charge on the liquidation report. 

Expense #  

Enter the expense number for the grower charge to use. 

Lot # 

If you are using the Lot Accounting system, you may also enter the lot 
number that this charge should be against.  If you leave the lot number 
blank, then this charge will appear on the Create Grower Payable window 
after lots have been liquidated.  See the Lot Grower Liquidations manual for 
more information. 

Job  

This is used as a subcategory for cost accounting reports.  If you are not 
using subcategories, then this column will not appear.  Depending on your 
settings, this may have a different heading (such as Operation, Phase, or 
Activity).  You can press [F4] for a lookup of job codes. 

Cost ID 

If this is a direct crop expense, enter the cost center to charge this line item 
to.  Press [F4] to get a lookup of cost centers. 

Year 

This is the crop year to charge this line item to.  The crop year will appear 
automatically for you if a default crop year has been entered either in the 
system file or on the cost center itself. 

Description 

The Description you entered above will appear here automatically.  Change 
it if you want to note more details.  For instance, you might have entered 
"Chemicals" above, but on the line items enter the brand names of the 
chemicals purchased on each line item. 

Units 

If applicable, enter the units here.  For instance, you might enter the number 
of tons of fertilizer purchased, or gallons of a pesticide, or number of vine 
stakes, etc. 

Type 

Enter the unit type, if applicable.  This could be tons, pounds, gallons, 
CWT, each, etc. 

When entering line items for chemicals that have been purchased, use the 
following abbreviations: 

GA – Gallons 

PT – Pints 

QT – Quarts 
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OZ - Ounces 

TN – Tons 

LB – Pounds 

GR – Grams 

KG – Kilograms 

You may also use the “Purchase Unit” abbreviation that you have entered 
on a chemical.  

Rate 

If applicable, enter the rate per unit here.  This entry is optional, check your 
program setup to see if it is enabled.  If you enter both the units and the rate, 
they will be multiplied out and the result will appear in the Amount column. 

Amount 

The amount will default to the difference between the total expensed on the 
line items and the check total. 

In other words, on the first line item you enter, the amount will default to 
the check total.  In many cases, checks only have one line item, and so this 
saves you from typing in the check total again. 

However, if you will be splitting up the amount into separate line items, 
simply type in the amount for this line item and it will replace the amount 
that is already there.  On the last line item, the amount should be correct 

Once the line items balance with the check total, the Save or Print button will 
automatically be highlighted.  If you want to print the check, click on the Print 
button or press [Ctrl]+[P].  If you don't need to print the check, press [Enter] or 
[Space], or click on the Save button, or press [Ctrl]+[S]. 

Entering Manual Checks 
At times, you may need to enter checks that were written out by hand.  In these 
situations it is usually easiest to enter hand written checks using the Direct 
Expense Check window.  The procedures for entering the check are exactly the 
same as a computer-generated check, except that when you are done entering the 
information, you simply click on the Save button instead of the Print button.   

If you are entering a series of hand written checks, the program will default to 
activating the Save button instead of the Print button when the line items 
balance with the check total.  That means you can press [Space] or [Enter] once 
the line items balance instead of using the mouse to click on the Save button. 

If the hand written checks use a different check number series, you will need to 
remember to override the next check number that appears automatically when 
the cursor goes to the Check # entry.  Otherwise, your check numbering 
sequence will get off. 

Recurring Direct Expense Checks 
You can set up a recurring check that the program will create automatically each 
month.  This could be used for rent or lease payments that are the same each 
month.  If you are using the payables system, you would normally create a 
recurring invoice instead of a check.  But you can  

To create a recurring check, click on the button to the right of the Check Date 
entry: 
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This will open the Create Recurring Check window: 

 
When a recurring check transaction is set up, the program will automatically 
create the check according to the next posting date and posting cycle settings.  
This is done when the program is started.  After creating the check, the program 
will ask if you want to print the check.  If you do not print the check 
immediately, you can go into the Checkbook Register, right click on it, and 
select the Print option at any time to print it out. 
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Payables Checks 
Use Accounts Payable Checks to pay vendor invoices that have already been 
entered.  To enter an Accounts Payable Check, click on the Payables Check 
button on the Checkbook Register window.  This window will open: 

 

 
Account # /Name Key 

Enter the account number or name key of the vendor account you want to 
write the check to.  Press [F4] or click on the lookup button to get the 
vendor selection list. 

Check # 

The next check number will appear here automatically.  If you are entering 
a check used out of sequence, type that number in. 

If you need to change the next check number, see the information on setting 
up bank accounts. 

Check Date 

Today's date will appear here automatically on your first entry.  If you 
change the check date, this date will be retained for subsequent checks. 

Select Invoices 

After entering the check date, click on the Select Invoices button.  This 
window will open and you can select which invoices to pay on this check: 
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The Discount column will show a amount if a discount is available for each 
invoice.  The check date that you have entered and the terms of the invoices are 
used to determine if a discount is available.  The Balance Due column will 
reflect the invoice total less any previous payments less any discount available.  
Invoices that are past due will have the balance due amount in red.  Invoices that 
are due within the next week will have a black balance due amount.  Invoices 
which are due after one week from today will have a green balance due amount. 

The Ok checkbox is the "Ok to Pay" status entered on the invoice.  This is 
displayed for your reference, so that you will be able to see if there are any 
invoice on hold. 

To select invoices for payment: 

The first column contains the Pay checkbox.  When you check this box, the 
amount to pay will be automatically entered in the Amount to Pay column on the 
right-hand side.  If  there is a discount available, this will be automatically 
deducted from the total due. 

To make a partial payment on an invoice: 

Click on the checkbox first, which will enter the balance due for the invoice in 
the Amount to Pay column.  Click on that amount (or use the tab key to move 
over to the Amount to Pay column).  You can then type in a different amount to 
pay on that invoice. 

To clear a payment on an invoice: 

If you have already selected an invoice for payment but decide not to pay it on 
this check, simply uncheck the Pay checkbox.  The Amount to Pay column will 
be changed to zero. 

The total of the invoices selected will appear Several buttons are available that 
help you quickly select which invoices you want to pay: 

Pay All Invoices 

When you click on this button, all invoices listed will be selected for 
payment.  Any discounts that are available will be taken. 
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Clear All Payments 

 

When you click on this button, all invoices will be deselected.  The Amount 
to Pay column will be zeroed for all invoices listed. 

Invert Selections 

When you click on this button, the invoices you have selected to be paid 
will have their payment amounts zeroed, and any invoices that have not 
been selected to be paid will be paid.  This is useful in a situation where you 
have many invoices on one account and you want to pay all of them except 
one or two.  First select the invoices that you don't want paid, then click on 
the Invert Selections button. 

Pay 'Due Now' 

Click this button to pay all invoices that are due within the next week.  
(These invoices will have balance due amounts displayed in black.) 

Pay 'Past Due' 

Click this button to pay all invoices that are past due.  (These invoices will 
have balance due amounts displayed in red.) 

Once you have finished selecting invoices for payment, click on the Ok button.  
If you click on the Cancel button, no changes will be made to the invoices 
selected to be paid on this check. 

The invoices will be displayed in the main Accounts Payable Check entry 
window, and the check total will be calculated based on the total invoices and 
discounts if any.   

Print 

Once you have selected the invoices you want to pay on this check, click on 
this button to save and print a copy of the check. 

Save 

If you don't need to print out the check, click on the Save button.  The check 
will be saved and the window cleared for another entry. 

Delete 

Click on this button to delete an existing payables check.  This button does 
not record a void for this check number.  If you need to show the check as 
voided, you can use the Void Check option.  Otherwise, the check number 
may be re-used. 

Clear 

If you are part of the way through entering check information, you can click 
on this button to clear the window for a new entry without saving what you 
have entered so far. 
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Deposits 
Deposits to your bank accounts are entered in the Deposit window.  It allows 
you to credit one deposit to as many different income accounts as necessary.  
For instance, you may recieve a payment from a packer for a crop harvested 
from three different cost centers, so you would need to enter a seperate line for 
each cost center to credit the income to each one. 

The Deposit window can also be used to enter any other credits to your bank 
account, for example interest payments.  Just use the appropriate account for the 
income to be posted to (in this example, Interest Income). 

The layout of the Deposit window is similar to the Direct Expense check entry 
window, so once you are learn how to enter checks, you'll be able to enter 
deposits as well. 

With the Checkbook Register window open, click on the Deposit button to open 
the Deposits window: 

 

 
(Depending on your specific settings, you may have certain entries enabled or 
disabled and your entry screen may appear slightly different.) 

Bank # 

This is the bank account that is currently selected.  You can click on the 
Bank # entry, or press [Ctrl]+[B] to activate it.  The bank account number 
that is displayed in the Checkbook Register window will appear here 
automatically. 

Advanced uses may wish to change the bank account number here, however 
note that the Checkbook Register will continue to display information from 
the original bank account.  That means that as you enter checks, you will 
not be able to see updates on the Checkbook Register.   

The recommended method is to change the bank account displayed in the 
Checkbook Window, then click on the Expense Check button to reopen the 
Direct Expense Check window with the new bank account. 
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Account # /Name Key 

Each packer, shipper, or buyer that you receive crop income should be set 
up with a vendor account. Enter the account number or name key for the 
vendor for this deposit.  On either of these two fields, you can press [F4] or 
click on the lookup buttons to open the vendor account lookup window. 

Name 

If you do not select a vendor account, you can type in the name the money 
was received from.  Otherwise the vendor's name will appear here 
automatically. 

Deposit # 

A deposit number will be assigned to every entry you make automatically.  
If you are entering a new deposit, leave this entry blank. 

If you want to edit an existing deposit entry, you can press [F4] or click on 
the lookup button to get a list of deposit numbers.  (If you already know the 
deposit number, you can type it in and press [F9] to edit it.) 

Deposit Date 

Today's date will appear here automatically on your first entry.  If you 
change the deposit date, this date will be retained for subsequent entries. 

Deposit Total 

Enter the amount of the deposit here. 

Acreage Split 

Save Deposit 

Clear 

Delete 

 
Deposit Line Item Entry 

Every deposit will have one or more line items.  This is where you tell The 
Farmer's Office which income accounts and cost centers you want to credit the 
income to. Some systems also refer to this as the detail portion of the check.   

 

 
As you enter the information on the line items, the description for the general 
ledger account, cost center, and job code will appear in the boxes at the bottom 
left. The total of lines will also be displayed to the right, as well as the difference 
between the check total and the total of the line items.  Before you can complete 
a deposit entry, the line items must balance with the deposit total. 

On each line item you will enter the following information: 
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Cost ID 

If this is a direct crop expense, enter the cost center to credit this line item 
to.  Press [F4] to get a lookup of cost centers. 

Year 

This is the crop year to credit this line item to.  The crop year will appear 
automatically for you if a default crop year has been entered either in the 
system file or on the cost center itself. 

Job  

This is used as a subcategory for cost accounting reports.  If you are not 
using subcategories, then this column will not appear.  Depending on your 
settings, this may have a different heading (such as Operation, Phase, or 
Activity).  You can press [F4] for a lookup of job codes. 

G/L # 

If you entered a default general ledger account for the vendor on this 
deposit, that G/L # will be entered automatically here.  You can change it if 
necessary. 

Press [F4] to get a lookup list of general ledger accounts. 

Description 

Enter a description here for the general ledger transaction.  For example, 
"First payment, 2000 crop". 

Units 

If applicable, enter the units here.  For example, if you are receiving a fixed 
price per ton for your crop, you can enter the number of tons here. 

Type 

Enter the unit type, if applicable.  This could be tons, pounds, bales, CWT, 
etc. 

Rate 

If applicable, enter the rate per unit here.  This entry is optional, check your 
program setup to see if it is enabled.  If you enter both the units and the rate, 
they will be multiplied out and the result will appear in the Amount column. 

Amount 

The amount will default to the difference between the total of the line items 
and the deposit total.  (Unless you enter both the units and rate.) 

In other words, on the first line item you enter, the amount will default to 
the deposit total.  In many cases, deposits only have one line item, and so 
this saves you from typing in the check total again. 

However, if you will be splitting up the amount into separate line items, 
simply type in the amount for this line item and it will replace the amount 
that is already there.  On the last line item, the amount should be correct. 

Once the line items balance with the deposit total, the Save button will 
automatically be highlighted.  Press [Enter] or [Space] to save the deposit and 
clear the window for another entry. 
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Transfers 
A simple, easy to use window is provided for entering transfers between your 
bank accounts.  You must first have the Checkbook Register window open.  
Click on the Transfers button at the bottom of the Checkbook Register window 
and the following window will open: 

 

 
You can also edit a transfer transaction by double clicking on it on the 
Checkbook Register or pressing [Enter] while it is highlighted.  This window 
will open with the information for that transfer displayed. 

Transfer Date 

Enter the date of the transfer here. 

Amount 

Enter the amount transferred. 

Description 

Enter a description here (for instance if you are transferring funds from your 
general account to your payroll checking account, you might type in 
"Payroll for July" or something like that). 

Transfer From 

Select the bank account to transfer money from.  Click on the drop down 
button to see a list of your bank accounts.  This will default to your current 
bank account selected on the Checkbook Register. 

Transfer To 

Select the bank account to transfer money to.  Click on the drop down 
button to see a list of your bank accounts. 

Save 

Click on this button to save the transfer transaction.  The window will clear 
for another entry. 

Delete 

If you are editing an existing  transfer, you can delete it by clicking on this 
button. 
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Void Vendor Checks 
The Void Vendor Checks window can be used for two purposes: 

1) If a check has already been entered and printed, but you need to void it 
(perhaps you realize that the amount is wrong, or the vendor account you used 
was wrong) then you would use the Void Vendor Checks to void the check in 
the Checkbook Register.  For a direct expense check, all line items are deleted, 
the vendor is removed, and the check total is zeroed. 

2) If a check that has not been entered into the system is unusable for any reason 
(for instance, the printer jams, or the check is torn, etc.) then you can enter that 
check number in the Void Vendor Checks window and the voided check number 
will be recorded. 

You must first have the Checkbook Register window open.  Click on the Void 
button and the following window will open: 

 

 
Check # 

Enter the check number here.  If the check number has already been used, 
then the check date, vendor account, and description will be displayed 
below. 

Check Date 

If you are recording an unused check number as voided, enter the date to 
use on the void entry here. 

Check Total 

Account # 

Name Key 

Name 

Void 

Once you have entered the check number and date, click on the Void button 
or press [Ctrl]+[V] to sve the check as a void. 
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Delete Check 

Click on this button if a check number was voided by mistake, and you need 
to delete the void entry to enter a check using that number. 
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Miscellaneous Charges 
Miscellaneous Charges allow you to enter bank charges, service fees, ATM 
withdrawals, Point of Sales and debit card transactions, etc. 

Entry of miscellaneous charges is very similar to Direct Expense Checks. There 
are two key differences.  A check number is not required for a miscellaneous 
transaction.  An optional transaction number is available, which will be listed 
under the check # column on reports.  And obviously, there is no option for 
printing miscellaneous charges because there is no need.  

To enter a miscellaneous charge, you must first have the Checkbook Register 
window open.  Click on the Miscellaneous button at the bottom of the window, 
and the Miscellaneous Charges/Debit entry window will open: 

 

 
Depending on your specific settings, you may have certain entries enabled or 
disabled and your entry screen may appear slightly different.) 

Bank # 

This is the bank account that is currently selected to write checks from.  
You can click on the Bank # entry, or press [Ctrl]+[B] to activate it.  The 
bank account number that is displayed in the Checkbook Register window 
will appear here automatically. 

Advanced uses may wish to change the bank account number here, however 
note that the Checkbook Register will continue to display information from 
the original bank account.  That means that as you enter checks, you will 
not be able to see updates on the Checkbook Register.   

The recommended method is to change the bank account displayed in the 
Checkbook Window, then click on the Miscellaneous button to reopen the 
Miscellaneous Charges window with the new bank account. 
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Account # / Name Key 

Enter the account number or name key for the vendor you want to assign 
this charge to.  On either of these two fields, you can press [F4] or click on 
the lookup buttons to open the vendor account lookup window. 

Name 

If you do not select a vendor account, you can type in the name to use for 
this charge.  Otherwise the vendor's name will appear here automatically. 

This is a convenient feature if you are writing a "one time" charge and don't 
expect to enter other charges or checks to the same company or person.  If 
any of the following are true, however, you should take the time to create a 
vendor account and use that instead of manually typing in the name: 

You will need to send the company/person a 1099. 

You expect to write additional checks or enter other charges and want to be 
able to view or retrieve a list of checks written to this person/company. 

Transaction # 

If there is a transaction number associated with this charge, you may enter it 
here.  Otherwise this entry may be left blank. 

Transaction Date 

Today's date will appear here automatically on your first entry.  If you 
change the transaction date, this date will be retained for subsequent entries. 

Description 

The description you enter here will be automatically entered on each line 
item (but you may change it on each line item of course). 

Amount  

Enter the amount of the charge here. 

 
Miscellaneous Charge Line Item Entry 

Every miscellaneous charge will have one or more line items.  This is where you 
tell The Farmer's Office which expense accounts and cost centers you want to 
assign the expense of this transaction.  Some systems also refer to this as the 
detail portion of the transaction.   

 

 
As you enter the information on the line items, the description for the general 
ledger account, cost center, and job code will appear in the boxes at the bottom 
left.  The total of lines will also be displayed to the right, as well as the 
difference between the charge total and the total of the line items.  Before you 
can complete a miscellaneous charge entry, the line items must balance with the 
charge total. 

On each line item you will enter the following information: 
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G/L # 

If you entered a default general ledger account for the vendor, that G/L # 
will be entered automatically here.  You can change it if necessary. 

Press [F4] to get a lookup list of general ledger accounts. 

Grower # 

If you are paying an expense on behalf of a grower and this should be 
deducted from the grower’s gross return, enter the grower number here.  
Press [F4] to get a lookup of grower accounts if you are not sure about the 
account number.  By entering a grower account and an expense #, the 
program will create a grower charge on the liquidation report. 

Expense #  

Enter the expense number for the grower charge to use. 

Lot # 

If you are using the Lot Accounting system, you may also enter the lot 
number that this charge should be against.  If you leave the lot number 
blank, then this charge will appear on the Create Grower Payable window 
after lots have been liquidated.  See the Lot Grower Liquidations manual for 
more information. 

Job  

This is used as a subcategory for cost accounting reports.  If you are not 
using subcategories, then this column will not appear.  Depending on your 
settings, this may have a different heading (such as Operation, Phase, or 
Activity).  You can press [F4] for a lookup of job codes. 

Cost ID 

If this is a direct crop expense, enter the cost center to charge this line item 
to.  Press [F4] to get a lookup of cost centers. 

Year 

This is the crop year to charge this line item to.  The crop year will appear 
automatically for you if a default crop year has been entered either in the 
system file or on the cost center itself. 

Description 

The Description you entered above will appear here automatically.  Change 
it if you want to note more details.  For instance, you might have entered 
"Chemicals" above, but on the line items enter the brand names of the 
chemicals purchased on each line item. 

Units 

If applicable, enter the units here.  For instance, you might enter the number 
of tons of fertilizer purchased, or gallons of a pesticide, or number of vine 
stakes, etc. 

Type 

Enter the unit type, if applicable.  This could be tons, pounds, gallons, 
CWT, each, etc. 
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Rate 

If applicable, enter the rate per unit here.  This entry is optional, check your 
program setup to see if it is enabled.  If you enter both the units and the rate, 
they will be multiplied out and the result will appear in the Amount column. 

Amount 

The amount will default to the difference between the total expensed on the 
line items and the charge total. 

In other words, on the first line item you enter, the amount will default to 
the charge total.  In many cases, miscellaneous charges only have one line 
item, and so this saves you from typing in the amount again. 

However, if you will be splitting up the amount into separate line items, 
simply type in the amount for this line item and it will replace the amount 
that is already there.  On the last line item, the amount should be correct 

Once the line items balance with the charge total, the Save button will 
automatically be highlighted.  Press [Enter] or [Space], or click on the Save 
button to save the charge and clear the window for a new entry. 
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Miscellaneous Payable Transactions 
Click on the Misc. Payable button at the bottom of the window to record 
payment of vendor invoices without printing a check.  This can be used to 
record a wire transfer or other electronic payment made against open vendor 
invoices, instead of entering a payables check without a check number or a 
check number based on the date.   

 
This is often useful in cases where a grower settlement or liquidation has 
generated a vendor invoice that is paid to the grower electronically.  The 
Miscellaneous Payable button opens a window that is very similar to the Payable 
Check window, except it does not require a check number, and it does not print 
a check out: 
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Miscellaneous Accounts Payable Payments will appear with the transaction type 
“Misc” on the Checkbook Register, just like current miscellaneous transactions.  
On the Bank Reconcilement, they will also be listed in the same category. 
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Bank Reconcilement 
You can quickly and easily reconcile your bank statement to the transactions 
you have entered. Do this on the Bank Reconcilement window, seen below.  

Find this window at Payables->Bank Reconcilement. 

 
Bank # 

Select the bank account you want to reconcile.  Press [F4] or click on the 
lookup button to get a selection list. 

Statement Date 

Enter the statement date here.  The grid will display transactions only up to 
this date. 

Statement Balance 

Enter the ending bank balance on your statement. 

Display  

Use this to select the types of transactions you want to see.  This is very 
useful if your statement lists transactions in different categories (e.g. 
Deposits, Checks, Electronic Transactions, etc).  You can choose to display 
all transactions, deposits, miscellaneous transactions, vendor checks, payroll 
checks, or transfers. 

Once you enter the statement date, transactions will be listed in the grid.  The 
rightmost column has a checkbox to indicate whether or not a transaction has 
cleared.  To mark a transaction as cleared, check the box in the right column.   

The statement date is recorded on each transaction as each one is checked off.  
This enables the program to print a report listing all transactions that you cleared 
for a particular statement.  This report is the Cleared Transactions Report, access 
from the popup menu.  (See Special Options below.) 
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Clearing Transactions by Check # 
 

You can clear a block of checks by clicking on the Clear by Check # button at 
the bottom left of the window.  When you click on this button, a window will 
appear for you to enter the starting and ending check #'s: 

 

 
Clearing Transactions by Date 

You can clear a block of transactions within a date range by clicking on the 
Clear by Date button at the bottom left of the window.  When you click on this 
button, a window will appear for you to enter the starting and ending dates:: 

 

 
If your bank statement lists checks in check number order, and marks checks 
that are out of sequence with an asterisk, then you should be able to easily tell 
what the starting and ending check numbers are to clear. 

Clearing All Displayed Transactions 
The Clear All button will mark all transactions currently displayed as cleared.  
For instance, you might display deposits only and then click on this button to 
clear all deposits. 

Bank Reconcilement Report 
When you have finished clearing transactions, click on the Preview or Print 
buttons.  

The Bank Reconcilement Report shows the ending balance from your bank 
statement, the outstanding transactions, the reconciled bank balance, your book 
balance, and the difference between the reconciled bank balance and your book 
balance. 

The difference should be zero if you have done everything perfectly.  We have 
compiled hints to help you reconcile your bank statement when that doesn't 
happen.  Take a look at our Bank Reconcilement Tips if you are having trouble 
reconciling. 

We recommend keeping a printed copy of your bank reconcilement report each 
month. 
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Special Options 
You can click on the bank reconcilement grid with the right mouse button to 
activate a popup menu with several other options. 

Finding a Check # 
On the popup menu, select the Find option, then select Check #.  The keyboard 
shortcut for this is [Ctrl]+[H].  Enter the check number you want to jump to and 
press [Enter] or click on the Ok button.  If the check number is not found, the 
program will let you know, otherwise the check will be highlighted. 

Finding an Amount 
On the popup menu, select the Find option, then select Amount.  The keyboard 
shortcut for this is [Ctrl]+[H].  Enter the amount you want to find, select the 
direction to look (relative to the currently highlighted line)  and press [Enter].  
The program will tell you if no transaction are found for that amount, otherwise 
it will highlight the transaction. 

Cleared Transactions Report 
This report can be printed instead of or in addition to the Bank Reconcilement 
Report.  It will group transactions together by type, and provide totals for each 
type of transaction.  If you are having trouble reconciling your bank statement, 
this report may be helpful because you can print it out and compare the 
transactions listed on it to your bank statement. 

From the popup menu, you can select this report and either print it or preview it. 
Importing Cleared Transactions 

There is an option to import a file containing a list of transactions that have 
cleared.  You may be able to download a file from your bank through their 
online banking features.  The file must be a comma separated value text file, and 
the first line of the file should be a header with specific names for each column 
that tell the program what data appears in each column. 

The columns names understood by the program include (names must match the 
spelling/case exactly: 

“Date” / “DATE” – Transaction Date 

“Customer Reference” / “Check #” / “Serial Number” / “CHECK NO.” – Check 
Number 

“Amount” / “AMOUNT” – Amount in dollars 

“Cleared Date”  / “Posted Date” – Date posted to your bank account 

The file must contain at a minimum a check number and amount field for it to 
match up the transaction listed in the file with the transactions posted to the bank 
account. 

If the program is unable to match any transactions in the import file with 
existing transactions, a report will be generated listing the transactions that 
couldn’t be matched up.  You will need to determine if these transactions are 
missing and need to be entered. 
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Check Register Report 
The Check Register is a list of all transactions in the selected bank account, 
including vendor checks, transfers, miscellaneous charges, payroll checks and 
deposits.  The list includes the Date, Check Number, Vendor Name, Check 
Amount, and the Ending Bank Balance.   

This is a useful report when tracking bank account balances and reconciling 
bank statements.  It can be printed at any time, and you can select either a 
starting and ending date or a starting and ending check number. 

A summary of totals by transaction type (vendor checks, payroll checks, 
transfers, deposits, etc) will be listed at the end of the report. 

The following window will open when you click on the Print button on the 
Checkbook Register window: 

 
Bank # 

Enter the bank account number that you want to print the report for.  Press 
[F4] or click on the lookup button to get the bank account selection list. 

Print Order 

Click on either Check # or Check Date.  Depending on your selection here, 
the appropriate box to the right will be activated. 

Starting Check /Ending Check 

When printing in check # order, enter the starting and ending check 
numbers here.  Note that this type of report will generally not include 
deposits, transfers, or miscellaneous charges if they do not fall within the 
range of check numbers you enter. 

Starting Date /Ending Date 

When printing in check date order, enter the starting and ending dates here.   

Items to Print 

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 



54 | P a g e  
 

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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Vendor Check Inquiry 
This program will display on the screen or print a list of checks and all other 
transactions that have been entered on a specific vendor account.  You can select 
the starting and ending dates for the list.  The detail for each transaction is listed 
on the screen.  This means that for direct expense checks, deposits, and 
miscellaneous transactions, each line item will be listed with the general ledger 
account and the amount entered on each line.  For payables checks, each invoice 
paid and the amount paid on each invoice will be listed. 

Select the Vendor Check List option from the Inquiry sub-menu on the Accounts 
Payable menu to open this window: 

 

 
Account # / Name Key 

Select the vendor you want to display by entering either the account number 
or the vendor name key.  You can also press the [F4] key to display the 
vendor selection list or click on the lookup buttons.. 

Starting Date 

 Enter the starting date for the check list.  If you leave this entry blank, the 
program will start with the first check it finds for the vendor. 

Ending Date 

Enter the ending date for the check list.  If you leave this entry blank, the 
program will display checks all checks up to the present date. 
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Filter 

View 

Click on this button when a transaction  is highlighted to open it the entry 
window. 

Print 

Click on this button to print a Vendor Check List.  Select the printer you 
want the report to be printed on in the Printer Dialog window.  (There is no 
preview for this report, since what you see in this window acts as a preview 
of the report.)   
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Check Journal 
The Check Journal is a list of checks that have been entered into the accounting 
system.  A separate Check Journal is printed for each bank account.  This report 
is not required, but may be printed so that you have a physical printout of check 
entries.  Some companies print the Check Journal at the end of each month to 
retain as a permanent paper record. 

This report is similar to the Checkbook Register Report, but it provides 
additional information.  The general ledger accounts expensed for each checik 
are listed, and summary totals by general ledger accounts are printed at the end 
of the report. 

From the main menu, select the Payables option, then Reports, then Check 
Journal to open this window: 

 

 
Bank # 

Enter the bank account number for which you are printing the report. 

Print Order 

The journal can be printed by check date or check number. 

Starting Date / Ending Date 

Enter the starting and ending dates for which you are printing the report. 

Vendor Class 

Enter the vendor class you want to select for this report.  This  

Items to Print 

This is a dropdown menu where you can choose which items you would 
like to print. 

Print Cost Accounting Information 

If you would like detailed cost accounting info to be printed, check this box. 

Preview 

Click on this button to see a preview of the report on the screen. 
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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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Vendor Invoices 
This is used to enter vendor invoices.  From this entry, the accounting 
information will be entered in the general ledger and the invoice will be 
scheduled for payment based on the due date you enter.   

You can expense the invoice to one or more general ledger accounts and/or cost 
centers. 

Invoices may also be put on hold.  Thus, if you use the option to print the checks 
automatically, you may confidently let the program generate the checks without 
worrying that the computer will pay an invoice you didn't want paid. 

Note: The Accounts Payable program allows you to choose two systems of 
paying checks.  You may use the Accounts Payable Invoicing program for 
accrual accounting, or the Direct Expensing Check Entry for demand check 
printing, or a combination of the two. If you are entering information initially 
for checks that have already been issued, it is suggested that you use the Direct 
Expense Check Entry Program. 

On the main menu, select the Payables option, then Invoices, and the Vendor 
Invoice window will open: 

 
Account # / Name Key 

Enter the account number or name key for the vendor you want to write the 
check to.  On either of these two fields, you can press [F4] or click on the 
lookup buttons to open the vendor account lookup window. 

Invoice # 

Enter the vendor’s invoice number here.  The invoice number may be up to 
14 numbers and/or letters.   
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If there is no invoice number (for instance, a monthly electric bill) you can 
create an invoice number like “10/2003 STMT”.   

Invoice Date 

Today's date will appear here automatically on your first entry.  If you 
change the check date, this date will be retained for subsequent invoices. 

P.O. # 

If you have a Purchase Order number, enter it here. 

Terms 

If you have assigned a terms entry to the vendor, the terms number will 
appear here automatically, and the due date and discount date and amount 
(if any) will be calculated automatically.  Do not enter the number of days 
in this entry.  The Terms entry "relates" to the terms file, where the number 
of days for the net due and discount rate/days are entered.. 

Discount % 

If the terms selected has a discount, the rate will be entered here for you 
automatically.  You may override the rate if necessary. 

Discount Due 

If the terms selected has a discount, the due date for taking the discount will 
be calculated and entered here for you automatically.  You may override 
this if necessary. 

Net Due 

The net due date will be calculated and entered for you here automatically.  
You may override this if necessary. 

Description 

The description you enter here will be printed at the top of the check stub.  
It will also be automatically entered on each line item (but you may change 
it on each line item of course). 

Invoice Total 

Enter the amount of the invoice here. 

Non-Disc. Item 

If the invoice total includes any items that are not eligible for a discount, 
such as freight or other charges, enter the amounts here.  Each time you 
enter an amount and press [Enter], the amount will be added to the Non 
Disc.Amt entry just below.  This way, if there are several items which are 
excluded from the discount calculation, you can enter each one separately 
and the program will total them up. As you enter non-discount items, the 
discount total entry is recalculated. 

Discount Total 

This amount will be calculated automatically based on the discount rate, 
invoice total, and total of non-discount items.  You can override the amount 
calculated by the program if necessary. 

Invoice Line Item Entry 

Every invoice will have one or more line items.  This is where you tell the 
system which expense accounts and cost centers you want to assign the expense 
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of this check.  The line item entry is also referred to as the detail portion of the 
check.   

As you enter the information on the line items, the description for the general 
ledger account, cost center, and job code will appear in the boxes at the bottom 
left.  The total of lines will also be displayed to the right, as well as the 
difference between the check total and the total of the line items.  Before you 
can complete a check entry, the line items must balance with the check total. 

On each line item you will enter the following information: 

G/L # 

If you entered a default general ledger account for the vendor on this check, 
that G/L # will be entered automatically here.  You can change it if 
necessary. 

Press [F4] to get a lookup list of general ledger accounts. 

Job  

This is used as a subcategory for cost accounting reports.  If you are not 
using subcategories, then this column will not appear.  Depending on your 
settings, this may have a different heading (such as Operation, Phase, or 
Activity).  You can press [F4] for a lookup of job codes. 

Cost ID 

If this is a direct crop expense, enter the cost center to charge this line item 
to.  Press [F4] to get a lookup of cost centers. 

Year 

This is the crop year to charge this line item to.  The crop year will appear 
automatically for you if a default crop year has been entered either in the 
system file or on the cost center itself. 

Description 

The Description you entered above will appear here automatically.  Change 
it if you want to note more details.  For instance, you might have entered 
"Chemicals" above, but on the line items enter the brand names of the 
chemicals purchased on each line item. 

Units 

If applicable, enter the units here.  For instance, you might enter the number 
of tons of fertilizer purchased, or gallons of a pesticide, or number of vine 
stakes, etc. 

Type 

Enter the unit type, if applicable.  This could be tons, pounds, gallons, 
CWT, each, etc. 

When entering line items for chemicals that have been purchased, use the 
following abbreviations: 

GA – Gallons 

PT – Pints 

QT – Quarts 

OZ - Ounces 

TN – Tons 
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LB – Pounds 

GR – Grams 

KG – Kilograms 

You may also use the “Purchase Unit” abbreviation that you have entered 
on a chemical. 

Rate 

If applicable, enter the rate per unit here.  This entry is optional, check your 
program setup to see if it is enabled.  If you enter both the units and the rate, 
they will be multiplied out and the result will appear in the Amount column. 

Amount 

The amount will default to the difference between the total expensed on the 
line items and the check total. 

In other words, on the first line item you enter, the amount will default to 
the check total.  In many cases, checks only have one line item, and so this 
saves you from typing in the check total again. 

However, if you will be splitting up the amount into separate line items, 
simply type in the amount for this line item and it will replace the amount 
that is already there.  On the last line item, the amount should be correct 

Once the line items balance with the check total, the Save button will 
automatically be highlighted.  Press the Space bar or Enter to save the 
invoice and clear the window for another entry. 

Automatic Check Printing Settings 
Putting an Invoice on Hold 

At times you may need to enter a bill but for various reasons, it will not be paid 
before the due date that you have entered.  Normally, the Automatic Check 
Printing option will pay all invoices according to the due date.  For bills that you 
want to place a hold on, the Ok to Pay checkbox at the bottom of the window 
will control whether or not an invoice will be paid by the Automatic Check 
Printing option.  Normally this box is checked for any new invoice that you 
enter.  Uncheck the box to place a hold on the invoice. 

Remember that the Ok to Pay checkbox only determines whether or not the 
Automatic Check Printing will pay the invoice.  When you are ready to pay an 
invoice that was placed on hold, you can do one of two things: 

1. Edit the invoice, checking the Ok to Pay box.  This can be done on 
the Invoice entry window, or through the Edit Payment Status on 
Invoices option under the Payables Reports/Tools menu.  The next 
time you use the Automatic Check Printing option, the invoice will 
be paid. 

2. Enter a Payables Check manually from the Checkbook Register 
window, or use the Batch Payables Check Printing to print a check 
for this invoice. 

Issuing Separate Checks 

When there are several invoices to be paid for one vendor account, the 
Automatic Check Printing option will combine the invoices together and print a 
single check for the total amount of all invoices.  On the check stub, each 
invoice will be itemized. 
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In some situations, you may want to issue a separate check for a particular 
invoice.  In this situation, you should check the Pay With Separate Check box at 
the bottom of the invoice entry window.  This will cause the Automatic Check 
Printing to print a separate check for this invoice.  If more than one invoice on 
the same vendor account has this box checked, then a separate check will be 
printed for each of those invoices.  If there are also other invoices to be paid that 
do not have this box checked, the Automatic Check Printing will issue a single 
check to pay those invoices together. 

Both the Ok to Pay and the Pay With Separate Check checkboxes  can be 
changed after an invoice has been entered.  If you need to edit these settings on 
multiple invoices for the same vendor, the best way of doing this is to use the 
Edit Payment Status on Invoices option. 

Printing the Invoice Journal 
The Invoice Journal report is provided for you to check over a batch of vendor 
invoices and correct any errors before finalizing the invoices on the report.  
Until the invoices are finalized on the Invoice Journal, they will not appear on 
the Cash Requirements Report and they will not be paid by the Automatic 
Check Printing option. 

Printing the Invoice Journal and finalizing the invoices is an optional step.  A 
setting in the Program Setup window controls whether or not it is necessary to 
print the Invoice Journal.  To change this setting, go to Tools, Program Setup, 
and click on the Payables button at the top of the window. 
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Recurring Payables Invoices 
Once you have finished entering an invoice, you can make it a recurring invoice 
that will be created automatically on a specific schedule.  This can be useful for 
rent bills, lease payments, or other invoices that are the same amount from 
month to month. To create a recurring invoice, click on the button just to the 
right of the Invoice Date entry.  The following window will appear: 

 

 
Description 

The description from the invoice entry window will appear here 
automatically.  If you did not enter a description on the invoice, you will 
need to enter one here. 

Last Posted On 

The invoice date will appear here automatically.  Normally you would not 
change this entry. 

Posting Cycle 

Select either Monthly, Weekly, User Defined, or Manual.  If you select 
User Defined, enter the number of days between posting in the entry to the 
right. 

When you choose the Manual setting, a set of recurring entries will be 
created but they will not be posted automatically by the program.  You can 
post them manually by going to the General Ledger, Transactions, 
Recurring Journal Entries option. 

Next Posting Date  

This will default automatically to one month from the "last posted on" date.  
Enter a new date to post the next entry on if you have changed the posting 
cycle. 

Confirm before posting transactions 

Check this box if you want the program to alert you before posting the 
transaction.  This can serve as a reminder that the transactions have been 
created and gives you a chance to override the creation of the recurring 
entries.  If you do not check this box, the transactions will be posted 
automatically on the next posting date when you start the program. 
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Stop Posting After 

Enter a date to stop posting the recurring transactions.  For instance, if you 
are setting up an invoice for a 4 year lease, you could enter the date of the 
last payment here and the program will not create an invoice after that date. 

Operator 

You can enter a user name here (typically your own) to limit posting of the 
recurring journal entries to when a particular user logs into the program. 

Invoice # Template 

Each invoice on a vendor account must have a unique invoice number.  For 
recurring invoices, the invoice number is often based on the date or month 
the bill is posted.  A template is used to create a unique invoice # for each 
invoice.  The program will automatically recognize patterns in the invoice 
number and try to create a template for you.  You can edit this template or 
supply your own template. 

You can use the following values in the template: 

“######” will be replaced with a unique invoice serial number (six digits, 
with leading zeros).  If no template is provided, this will be used as a default 
invoice number. 

"mm/yyyy" will be replaced with the month and four digit year, for example 
"01/2006" 

"mm/yy" will be replaced with the month and two digit year, for example 
"02/06" 

"mm/dd/yyyy" will be replaced with the invoice date, for example 
"01/26/2006" 

"mm/dd/yy" will be replaced with the invoice date, for example "02/05/06" 

"yyyy" will be replaced with the four digit year, for example "2005" 

"mmm" will be replaced with the three leter abbreviation of the month, for 
example "JAN" 

Any other text or numbers that appear in the template will be used "as-is" in 
the invoice number of a recurring invoice. 

In the above screenshot, the recurring invoice was created based on an 
invoice that had "JAN 2006 STMT" as the invoice number.  The program 
translated that into the template "mmm yyyy STMT".  Using this template, 
the next invoice that will be created on February 5th will have "FEB 2006 
STMT" as the invoice number. 

Scheduling Partial Payments 
Click on the Payments… button next to the Terms entries to enter a series of 
partial payments for this invoice. 

The Scheduled Payments window will appear where you can enter the dates and 
amounts of the payments to be made: 
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If you need to revise the payments later, you can bring up a vendor invoice and 
click on the Payments… button to make changes.  The Paid column will be 
checked for each entry after that partial payment is made. 

Important:  For the scheduled payments to be made, the Net Due date on the 
invoice and the date of the first payment must be the same.  If the dates do not 
match up, then the program will not use the first payment amount when you pay 
the invoice.  Even if you manually change the amount to pay while writing the 
check, the program will not “link” that partial payment with the scheduled 
payment that you set up, and the next scheduled payment will not be made. 

 
Figure 1 These two dates must be the same! 

When you write the vendor check, whether using the single Accounts Payables 
Check Entry, Batch Payables Checks, or Automatic Payables Checks, the 
program will use the partial payment amount automatically: 
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Figure 2 $50,000 payment amount was entered automatically by the program. 

Once a scheduled partial payment has been made, the Due Date of the invoice 
will be advanced to the next scheduled partial payment: 

 
Again, it is important for the Net Due Date on the invoice to always match a 
date in your scheduled payments window.  Otherwise, the program will not use 
the next scheduled payment amount when you go pay the invoice. 

Once an amount in the scheduled payments list has been paid, you can place the 
mouse pointer over that line and a Tooltip will appear showing you the check 
number for that partial payment. 
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Prepayments on Vendor Accounts 
The program can now track prepayments made to vendors and apply prepaid 
balances against invoices that you are paying when entering a Payable Check to 
a vendor. 

To enable the prepayment feature: 

1. Create a general ledger account to post your prepayments to.  (You may 
also create multiple accounts for use by different vendor classes if needed.) 

2. Enter the prepayment general ledger account number under Tools-
>Program Setup->General Ledger->Account Numbers.  If you create 
different G/L accounts for prepayment each vendor class, go to Payables-
>Setup->Vendor Class Setup and enter the account numbers for each class 
there. 

3. To issue a prepayment to a vendor, write a direct expense check or enter a 
vendor invoices using the prepayment G/L account. 

4. When a prepayment G/L account is used, the program will automatically 
add the amount to the vendor prepayment balance.  You can view the 
prepayment balance on a vendor account on the Vendor setup window on 
the 1099’s/EDD542 tab page. 
 
The prepayment balance will also appear on the Vendor Account Inquiry 
window. 

5. When you write a payables check to a vendor with a prepayment balance 
using the Payables Check button on the Checkbook Register window, the 
prepayment balance will appear at the bottom of the Select Invoices to Pay 
window.  Next to the balance, you will see the Amount to Use entry.  Enter 
the amount of the prepayment that you want to apply on this check after 
selecting the invoices.  The check total will be reduced by that amount. 

The Accounts Payable Aging Report now includes an option to print the 
Prepayment Balance on the report.  If this option is selected, the program will 
print the total of the invoices on each account, then print the prepayment balance 
on the next line, and finally print the new due to the vendor on the next line.  At 
the end of the report, the total of all of the prepayment balances on all vendors 
will be printed, then the Report Total less the prepayment balances. 
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Invoice Journal 
The Invoice Journal is a report of all vendor invoices that have been entered into 
the accounting system.  This report must be printed and finalized after each 
batch of invoices is entered.  Vendor invoices will not appear on the Aged 
Accounts Payable Report, Cash Requirements Report, or Automatic Check 
Printing, until they appear on an Invoice Journal that has been finalized. 

To print the Invoice Journal, select the Payables option on the main menu, then 
the Reports option, then the Invoice Journal option. 

 

 
Print Current Batch 

A Current Batch Report is a list of invoices that have not been finalized.  
Normally you will enter a batch of vendor invoices, print the Current Batch 
Report, and if the entries are correct, finalize the report. 

A Non-Current Batch Report is a list of invoices for any period.  The 
program will allow you to enter a starting and ending date for this report. 

Starting Date / Ending Date 

When printing a Non-Current Batch Report, enter the starting and ending 
dates to print invoices for. 

Report Order 

Select either date order or entry order. 

Reference # 

When a current batch report is printed and updated to the general ledger, a 
transaction reference number is assigned to that report.  If you need to re-
print a Sales Journal for a specific transaction reference number, enter the 
number on this prompt. 

Operator 

If you want to print an Invoice Journal for invoices enter by a specific 
person only, enter the operator's name.  Otherwise, leave this entry blank. 

Orientation 

Select either Portrait or Landscape. This controls the direction the journal 
will print on the paper. 
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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. 
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Vendor Invoice Inquiry 
With this option you may display any vendor's invoices on the screen.   If an 
invoice is paid, the last date of payment and the check number will be shown.   

Find this window at Payables->Inquiry->Invoice. 

 
To display a vendor account, enter the following: 

Account # / Name Key 

Enter the account number or name key for the vendor for whom you want 
the inquiry.  If you do not know the name key, click on the lookup button or 
press [F4] get the vendor selection list.   

Starting Invoice Date / Ending Invoice Date 

Enter the starting date and ending date for the invoices you want to be 
displayed.  You may leave this entry blank if you want to display all 
invoices, regardless of their invoice date. 

View 

You can display all invoices, only paid invoices, or only unpaid invoices. 

Preview 

Click on this button to see a preview of the report on the screen. 
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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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Vendor Check Vouchers 
The Vendor Check Vouchers report can be used when the check detail exceeds 
the space on the check stub.   

In some cases you may enter a direct expense check with so many line items that 
there is not enough room to print them all on the stub, or you might enter a 
payables check that pays more than 13 invoices.  The Check Voucher Report 
print the same information that appears on the check stub only it is designed to 
print on plain paper, so it is not limited by space. 

Find this window at Payables->Reports->Vendor Check Vouchers. 

 

 
Bank # 

Your default accounts payable bank account will be displayed here 
automatically.  Click on the lookup button or press [F4] to get to the bank 
account selection list. 

Starting Check # / Ending Check # 

Enter the starting and ending check numbers to print the report for. 

Checks to Print 

Select either All Checks, More than 12 line items, or Less than 12 line 
items. 

One Page Per Check 

Check this box if you want each check to be printed on a separate page.  If 
you uncheck this box, then multiple checks will be printed on the same page 
(saving paper). 

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. 
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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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Aged Accounts Payable Report 
The Aged Accounts Payable Report will list all vendor accounts that currently 
have unpaid invoices. All invoices are aged based on their individual due dates. 

The aging periods of the report are defined in the Program Setup window.  
These aging periods may be modified to customized settings for your 
application. 

This report is date sensitive, which means that checks or invoices dated after the 
accounting date of this report will not be printed on the report.  This report 
provides the detail report needed to reconcile the Accounts Payable balance in 
the General Ledger. 

Any invoices that have been entered but have not been updated to the general 
ledger through the Invoice Journal will not appear on the Aged Accounts 
Payable Report. 

Find this window at Payables->Payables Reports->Aged Accounts Payable 
Reports. 

 
Accounting Date 

The date entered here will determine the aging of the invoices on the report.  
You may run this for any date current, in the future, or a previous date. 

Vendor Class to Include 

If you want to print this report for a single class, enter the class number for 
which you are printing the report. 

Vendor Class to Exclude 

If you are printing a report for all vendor classes, you can select one vendor 
class to exclude.  This is sometimes used by packers and processors to 
exclude grower payables from the report. 

Report Type 

A detail report will list each open invoice on each vendor account on a 
separate line.  A summary report will list the total owed to each vendor 
account on a single line without the invoice detail. 
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Print P.O. # / Job Number 

To print the PO or Job number on the report, check these boxes. 

Print Prepayment Balances 

To print Prepayment Balances on the report, check this box. 

Excel Filename 

This report can be exported to excel using this entry. Enter the preferred file 
name or use the folder button to browse to a certain location/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. 
Open Invoice Journal Message 

If you have entered vendor invoices without printing and finalizing the Invoice 
Journal, you may get the following message: 

 
Invoices that have not been finalized on the Invoice Journal will not be included 
on the Aged Accounts Payable Report.  Because they are posted to the General 
Ledger immediately, they will be included in the Control Total that prints at the 
end of the report. 

To print and finalize the Invoice Journal, click on the Yes button when this 
message appears, or go to the Payables->Reports->Invoice Journal menu option. 

This message will only appear if there are invoices in the current batch that have 
not been finalized and they are dated prior to or on the report date that you are 
using to print the aging report. 

The Invoice Journal is designed to be a report that is used to review the invoices 
you (or other users) have entered before releasing them for payment 

Some users may prefer not to print and finalize vendor invoices on the Invoice 
Journal.  There is a setting on the Program Setup window that will control 
whether or not the Invoice Journal needs to be printed and finalized.    
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When deciding what type of workflow you want to use with payables, keep in 
mind the following.  Unfinalized vendor invoices: 

• Will not appear on the Aged Accounts Payable Report 

• Will not appear on the Cash Requirements Reports/Automatic 
Check Printing. 

• May or may not appear on the Batch Check Printing window (this 
is controlled by a setting in the Program Setup option). 

If you turn off the requirement to print and update invoices on the Invoice 
Journal, then invoices will be automatically included on all of these 
reports/options. 

The setting that controls whether or not you need to print and update invoices on 
the Invoice Journal is under Payables, Setting on the Program Setup window: 

 
When the box labeled “Require Invoices to be Finalized on Invoice Journal” is 
unchecked, invoices will be automatically finalized when they are entered.  This 
means that they will not appear on the current batch Invoice Journal, and will 
not need to be finalized on that report.  Note that if you have any unfinalized 
invoices already entered, changing the status of this box will not finalize them.  
You will still need to print the Invoice Journal one last time to finalize those 
invoices. 
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When invoices are finalized automatically as they are entered, the current batch 
option for printing the Invoice Journal will never print any entries.  You can still 
uncheck the Current Batch checkbox and enter dates to print the report for if you 
want to get a list of invoices. 
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Cash Requirements Report 
The Cash Requirements Report consists of a list of all invoices by vendor that 
are currently due or overdue.  The total amount due by a vendor will be shown, 
along with any applicable discounts you are eligible to take. 

The Look-Ahead feature will allow you to tell the system to include invoices 
that may not be due for several days but that you want included in the report.  
This feature is helpful because it helps to ensure that the invoice discounts will 
not be missed when payments are not made daily. 

The only invoices that will be listed on the Cash Requirements Report are those 
marked "OK TO PAY".  If an invoice appears on the Cash Requirements Report 
that you do not want to pay, you can change its payment status to "DO NOT 
PAY" by editing the invoice. 

Before printing the Cash Requirements Report you may wish to run the Do Not 
Pay Invoice List to review which invoices have their payment status set to "DO 
NOT PAY". 

Normally you will print a Cash Requirement Report before printing Automatic 
Checks.  The Cash Requirements Report shows you what invoices will be paid 
based on the payment parameters you specify.  When you are satisfied with the 
Cash Requirements Report, simply click on the Automatic Checks radio button, 
verify the check printing parameters, and click on on Print. 

On the main menu, click on Accounts Payable->Payables Reports/Checks-
>Cash Requirements/Automatic Checks to open this window: 

 
Print... 

Select whether you are printing a Cash Requirements Report. 
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Report Order 

Select the ordering. Either by Account # or alphabetically. 

Vendor Class to Select 

If you are printing the report for a specific vendor class, enter the class 
number for which you are printing the report.  Otherwise, leave this entry 
blank. 

Vendor Class to Exclude 

If you want to print a report for all vendor classes with the exception of one 
class, enter that number here.  Otherwise, leave this entry blank.  This is 
sometimes used by packers and processors to exclude grower payables from 
the report. 

Payment Method 

You can select which vendors will appear on the report based on the 
payment method assigned on the vendor setup window.  The default 
selection is to include all vendors, but you can choose to print a report only 
for vendors that are set to either ACH, Check, or Wire Transfer. 

Payment Date 

This date determines the invoices that are due for the automatic printing. 

# of Days to Look Ahead 

If you are printing checks for a payment date and want to print any checks 
that may come due in a certain number of days also, enter the number of 
days you want the computer to look ahead to find invoices that are due 
within that period.  This is done to make sure discounts are not missed. 

Look Ahead for Discounts Only 

Check this box if you would like to only look ahead for discounts instead of 
any check. 

# of Days to Over-ride Terms 

The number of days you enter here will be added to the due date on each 
invoice to postpone it by same.  This allows you to push back the due date 
of all invoices and therefore reduce the cash required for payments. 

Job # to Select 

If you want the report to run for only a particular Job type, enter the Job 
code 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. 
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Automatic Check Printing 
The Cash Requirements Report and Automatic Check printing options are 
combined in one window because they are normally printed at the same time 
and both options use the same selection criteria. 

 
Print... 

Select Automatic Checks. 

Report Order 

This can be done by Account # or in Alphabetical order. 

Bank # 

The default bank account for vendor checks will be selected automatically 
for you.  Enter a different bank account number if you need to print checks 
from a different bank account, or press [F4] or click on the lookup button to 
get the bank account selection list. 

Starting Check # 

The next check number for the selected bank account will be displayed 
here.  Verify the next check number to use and correct this if necessary. 

Check Date 

Enter the date to use on checks.  This may be different from the payment 
date (which is used to determine which invoices to pay based on their due 
date). 
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Vendor Class to Select 

If you are printing the report for a specific vendor class, enter the class 
number for which you are printing the report.  Otherwise, leave this entry 
blank. 

Vendor Class to Exclude 

If you want to print a report for all vendor classes with the exception of one 
class, enter that number here.  Otherwise, leave this entry blank.  This is 
sometimes used by packers and processors to exclude grower payables from 
the report. 

Payment Method 

Select from: ACH, Check, or Wire Transfer. 

Payment Date 

This date determines the invoices that are due for the automatic printing. 

# of Days to Look Ahead 

If you are printing checks for a payment date and want to print any checks 
that may come due in a certain number of days also, enter the number of 
days you want the computer to look ahead to find invoices that are due 
within that period.  This is done to make sure discounts are not missed. 

Look Ahead for Discounts Only 

# of Days to Over-ride Terms 

The number of days you enter here will be added to the due date on each 
invoice to postpone it by same.  This allows you to push back the due date 
of all invoices and therefore reduce the cash required for payments. 

Job # to Select 

If you want the report to run for only a particular Job type, enter the Job 
code 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. 
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Batch Payables Check Printing 
In addition to printing individual payables checks through the Checkbook 
Register and printing automatic checks for invoices that are due, you can use the 
Batch Payable Check Printing option to select invoices for multiple vendors that 
you want to pay.  Once you have selected the invoices you want to pay, checks 
can be printed in one batch. 

Select the Batch Payables Check Printing option on the Payables Reports/Tools 
submenu.  The following window will open listing the current open invoices: 

 
Check the Pay box on the left to select invoices for payment.  Place the mouse 
pointer over the account number if you need to see the vendor name. 

To make a partial payment on an invoice, check the Pay box then edit the 
amount to pay in the last column. 

Click on the Preview or Print buttons to print a report listing the invoices that 
you have selected, with totals by vendor account and a grand total for all 
invoices selected.  When you are ready to print the checks, click on the Print 
Checks button and the following window will open: 

 
Verify the information on this window, and click Ok button to begin printing the 
checks.  If you do not want to print checks, click on the Cancel button. 
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After the first check is printed, the program will ask if the check alignment is ok.  
If there is a problem printing the first check, you can click on No to stop the 
check printing and correct the problem with your printer.  After you answer No, 
the program will ask if you want to Void the first check number.  If there was a 
printer jam for instance, and that check is unusable, you would answer Yes.  If 
that check number is ok (for instance, you didn’t have the checks loaded in the 
printer, so you are actually going to use that check #) then you would answer 
“No”.  When you answer “No”, the program will then ask if you want to delete 
the first check #.   In most situations, you will answer “Yes” to this question.  
That will delete the check that was created and printed.  The invoices paid on 
this check will return to unpaid status.  When you print checks, this check 
number will be used as the starting check number.  If you answer “No” to the 
delete check question, the check will appear in the Checkbook Register and you 
will either need to print or delete it yourself. 

As soon as the checks are done printing, they will appear on the Checkbook 
Register and you bank balance will be updated automatically. 

Reprinting Batch Checks 
If there is a printer problem while printing checks, you may end up with a 
situation where the payables checks have been created and appear in the 
Checkbook Register, but the checks did not actually print out.  In this situation, 
you can reprint the checks either one by one or in a batch using the Checkbook 
Register. 

Before you start reprinting, it is important to assess whether or not you can use 
any of the checks that have been created with the check numbers that were 
assigned.  For instance, if your printer jams while printing check #1001, that 
check may be unusable and that check number will need to be recorded as a 
void.  If the checks after that are ok, you can print a batch of checks starting at 
1002 through the end of you check run, then print a new copy of check number 
1001, assigning it a new check number, then record check #1001 as a voided 
check. 

To reprint a batch of checks, first identify the first and last check numbers that 
you need to reprint.  Locate this check number on your Checkbook Register 
window, and double click on that check.  Press Ctrl+R on the Accounts Payable 
Check entry window.  This will reset the print status of the check so that it may 
be printed again.  Close the Accounts Payable Check window. 

On the Checkbook Register, you can now right click on that check and select the 
Batch Print Checks option on the popup menu.  This will open the Batch Print 
Checks window: 

 
Enter the last check number that you need to reprint for the ending check 
number, make sure that the check date is correct, and check the Reprint 
checkbox.  Click on Print to begin printing.  After printing the checks, the 
program will ask if all of the checks printed ok.  If any checks did not print out 
ok, you can answer “No” and repeat this process. 
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For any checks that need to be reprinted with a different check number, you can 
double click on these checks on the Checkbook Register, enter a new check 
number, and click on the Print button to print a new copy of the check.  Click on 
the Void button on the Checkbook Register to record the original check number 
as a void. 
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Renumber Checks 
The Renumber Checks option can be used to assign new check numbers to a 
range of check numbers.  This can be used in a variety of situations.  For 
instance, you print a batch of checks out and forgot to make sure the starting 
check number was correct.  Or there is a check missing during batch printing, so 
there is a series of checks that are numbered incorrectly. 

Sometimes, the checks will be given to employees or mailed to vendors after the 
error is discovered.  In this situation, there is no way to void and reissue the 
checks with correct check numbers.  However, it is important that the check 
numbers are corrected in the computer to make is possible to reconcile your 
bank statement.  This is where you would use the Renumber Checks option. 

The Renumber Checks option can also be used when you select the wrong bank 
account to use (or forget to select the right one).  Checks can be moved from one 
bank account to another. 

The following window will open when you select the Renumber Checks option 
on the Accounts Payable Utilities sub-menu: 

 

 
Current Starting Check # / Current Ending Check # 

Enter the starting and ending check numbers for the range of checks that 
you need to renumber. 

Check Date 

It is not necessary to enter the check date unless you have reused check 
numbers. If you never re-order the same series of check numbers, leave the 
check date blank. 

Bank # 

Enter the bank # that the checks were issued from.  You can click on the 
lookup button or press [F4] to select a bank account from the lookup. 
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Type of Checks  

Select the type of checks that you want to renumber.  Normally, you can use 
the default setting of “All Checks”. 

In some cases, you may want to renumber only payroll checks or vendor 
checks.  For instance, if you printed payroll checks without verifying the 
starting check number, the payroll checks may have the same check 
numbers as a series of payables checks that you wrote.  In this case, you 
would want to select Payroll Checks, so that the program will leave the 
accounts payable checks on the original check numbers. 

New Starting Check # / New Ending Check # 

Enter the new starting check number to assign.  The Ending Check number 
will be calculated automatically for you.   

If you are moving checks from one bank account to another and you do not 
want to assign new check numbers, make sure that you enter the same 
check number for both the Current Starting Check # and the New Starting 
Check # entries. 

Bank # 

Enter the new bank account number to assign the checks to.  The program 
will automatically enter the original bank account number here, so if you 
are not moving checks from one bank account to another, you do not need 
to make any changes to this entry. 

Reverse Numbering 

Check this box if you need the program to reverse the check numbering 
sequence.  This may be needed if your checks printed out in reverse order.  
Some printer drivers will automatically reverse the order that checks are 
printed out in, printing the last check first and the first check last.  If you are 
trying to correct this situation, enter the last check # in the New Starting 
Check # entry.  When you check this box, the New Ending Check # will 
change to match the Current Starting Check #. 

(In case this seems counter-intuitive, think of it this way:  the Current 
Starting Check # will be renumbered with the New Starting Check #.  
Therefore the New Starting Check # must be the last check in the 
sequence.) 

Reset Print Flag 

 

Renumber 

Review the settings that you have entered, then click on this button to begin 
the renumbering process. 

If you want to make sure you don’t mess anything up using this option, you 
can perform a backup prior to doing the renumbering and restore that 
backup if anything goes wrong. 
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FAQ - Accounts Payable 
My bank balance is not correct in the Checkbook window, but it is showing 
correctly on reports.  How can I fix the Checkbook window's balance? 

Click on the "Balance" heading in the Checkbook register grid.  The following 
window will appear: 
 

 
Enter a date when you know your bank balance is correct, and the program will 
recalculate the balance and bring it forward correctly. 

(This can happen due to manual journal transactions posted to the cash in bank 
account, or if for some reason the program is interrupted and is unable to update 
the bank balance correctly after a check, deposit, or other transaction is entered.) 

The next check number is not advancing when I write a check.  Why isn't it 
working?  How do I fix it? 

The program keeps track of the next check number to use when writing checks, 
and will automatically move the next check number forward.  However, if you 
use a check number out of sequence, then the program may stop advancing the 
next check number.  This is by design, so that if you must enter a check number 
that is not in the normal sequence of your computer checks (for instance, you 
need to enter a check that was handwritten) the program will not start number 
ing checks using the out-of-sequence number.   

If you have a situation where someone takes a check off of the printer to write it 
by hand later, or you forget to record a check as voided, then the automatic 
numbering that the program does will not happen. 

To reset the next check number sequence, open the Checkbook Register 
window, then click the right mouse button over the check register grid.  Select 
the Change Next Check # option on the Bank Account sub-menu.  A window 
will open displaying the current next check number to use.  Enter the correct 
number and click on the Ok button. 

I've opened a new bank account.  How do I set up the bank account in the 
program? 

Open the Checkbook Register window, then right-click on the check register 
grid.  Select the option Setup New Bank Account to start a Wizard that will ask 
you for all of the necessary information and set up the account for you. 

The wizard will create an account in the general ledger Chart of Accounts for 
the new bank account as well as an entry in the bank account setup. 

Does the accounts payable system work on an accrual basis or on cash 
basis? 

By default, the Accounts Payable system operates on an accrual basis.  That is, 
when you enter a vendor invoice, a liability is created by crediting a liability 
account (typically in a “Trade Accounts Payable” account) in the General 
Ledger.  Expenses--debits, the line item(s) that you enter—balance the 
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transaction.  This means that the expenses go on the books on the invoice date 
that you enter.  When a payable check is written to pay off an invoice(s), the 
“Trade Accounts Payable” account is debited, and the cash in bank account is 
credited. 

The Accounts Payable system can also operate on a cash basis.  This mode of 
operation is called “Cash Basis Payables”.  In this mode, the transactions that 
are normally created when in accrual mode are deferred.  That is, they are 
created, but set to an unfinalized state.  This means that they do not affect your 
general ledger balances.  No liability is recorded for outstanding vendor invoices 
on the General Ledger.  When a check is issued, the transactions are finalized 
and dated on the check date.    This means that the expenses are recorded when 
you actually write the check.  There is also still a credit and debit created to the 
Trade Accounts Payable account, but since these transactions both have the 
same date, the Trade Accounts Payable will never show a balance (so no 
liability will ever show up under this account). 

By default, the Accounts Payable system operates in the accrual basis mode.  To 
change to the Cash Basis Payables mode, go to the Tools menu, select Program 
Setup, click on the Payables tab page, then check the “Cash Basis Payables” 
checkbox.   

Note:  It is not recommended to switch back and forth between accrual and cash 
basis payables modes.  Only one or the other should be used, and this should 
preferably be set before entering any invoices.   

What is the best way of tracking purchases made using a credit card? 

For each credit card, set up the following: 

A liability account in the general ledger. 

A vendor class. 

A vendor account. 

How can I control which invoices are paid by the Automatic Check Printing 
option? 

To pay invoices ahead of time, increase the number of days in the # of Days to 
Look Ahead entry.  To pay invoices late, increase the number of days in the # 
of Days to Override Terms entry. 

If there are invoices appearing on the Cash Requirements Report that you do not 
want to pay, uncheck the Ok to Pay flag for those invoices on the Invoice Entry 
window.  You can also use the Edit Payment Status on Invoices option on the 
Payables Reports/Tools submenu if you need to put multiple invoices for a 
vendor on hold. 

I need to change the “Ok to Pay” status on an invoice that is in a closed 
period.  The program won’t let me edit the invoice because it is in a closed 
period.  How do I change the status? 

Use the Edit Payment Status on Invoices option on the Payable 
Reports/Checks submenu of the Payables menu.  You can enter a vendor 
account on this window, and it will display a list of all open invoices for that 
vendor in a grid.  The first column in the grid is the “Ok to Pay” status.  You can 
check or uncheck the status on any open invoice using this option. 
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