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About Accounts Payable

The Accounts Payable module keeps track of each community’s contractors, suppliers and
service companies (called “vendors’) and the amounts paid to them. Bills from the
“vendors’ are entered, posted, selected for payment and checks printed to pay the bills. A
complete history of all Bills and Checksis maintained for each community.

As“vendor” bills are entered and posted, then checks printed, the General Ledger is
updated in “real time’—meaning, as soon as atransaction is posted in a subsidiary module,
the General Ledger is updated at the same time. Because of the real time updating from
the Accounts Payable module, the General Ledger always has an accurate cash balance for
each community bank account.

The Accounts Payable module, like the rest of TOPS Software, istotally date sensitive.
That means, you can backdate or forward date transactions to any open accounting period.
The accounting system understands the dates of transactions and will post them to the
correct accounting period. Thereis closed period protection that can be activated to
prevent posting transactions to closed periods or closed years so you can’'t change balances
once financia statements are generated. But the date sensitivity throughout TOPS means
you can print reports, like the Aged Open Items, for any past accounting period by simply
entering the dates you wish.

The Accounts Payable module is specialy designed to work for Condo/HOA (community)
management. The terminology, the capabilities, the ease of use and the design of reports
all demonstrate that this accounting system was designed for community management. For
example, you can easily view the cash available in acommunity’s checking account before
paying bills. Thereisawarning system if the bills selected for payment will overdraw the
available bank account balance. Additionally, the Check Register report is designed to
show the necessary information in an easy to understand format so that Board Members,
who may not be familiar with accounting reports, can easily understand the report.

The Accounts Payable module is included when you purchase TOPS as part of the “Basic
System”.

To access the Accounts Payable module and its features, click the Accounts Payable button
on the TOPS Software™ toolbar. Y ou will see the Accounts Payable menu:

T

o

I YVendars Enter 4P Recuring 4P 1 Checks Adjustments Reparts ‘ear End Bank Accts. Setup

Use the Accounts Payable module to perform the following:

e Vendors- maintain the Vendors for acommunity or make avendor “globa” soitis
active for all communities. View the Vendor History of all Bills and Checksfor a
Vendor. Insurance information can be entered for each vendor and an alert system set
so you are notified when avendor’ s insurance has expired.
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Enter AP —thisiswhere vendor invoices (vouchers) are entered so they can be paid.
Thisis aso where manual (handwritten) checks as well as credit memos can be
entered.

Recurring AP —recurring vendor invoices, like monthly management company fees
or lawn contract amounts, can be setup, then posted each accounting period so they
can be paid.

Checks — print checks for the community. Void checks already printed if necessary.
Print acheck register report after checks are printed.

Adjustments— cancel open invoices that you no longer wish to pay.

Reports— print AP reports, such as the Aged Open Items, Check Register, Vendor
History, and more.

Year End — print year end 1099 forms for qualifying vendors aong with the 1096
transmittal. Purge vendor histories “as of” adate in the past—although you are free to
keep as many years of vendor histories on file for aslong as you wish.

Bank Accounts— setup and maintain all community bank accounts here. Each
community can have as many as 99 bank accounts. Be defining a bank account here,
the Check Rec. module automatically knows about each bank account which allows
you to use Check Rec. to reconcile the bank account at the end of each accounting
period.

Setup — There are several choices here. Control Info stores settings and options for
the Accounts Payable module like the check format and GL Account # sto use. AP
Online Wizard guides you through setting up Online AP Approval on a TOPS
community web site. Digital Signature stores the signatures that can be digitally
printed on checksto eliminate the need to manually sign each check.



Vendors

INTRODUCTION

A "vendor" is someone who you are paying for goods or services using the A/P system. A
vendor must exist in the system before a check can be issued or an A/P transaction can be
recorded against them. Use this function to add, change or delete vendors, view the history
of al invoices and checks paid them, and print a vendor list or mailing labels.

Through the vendor info you can control whether a vendor gets a 1099. Further, you can
store the default G/L expense account # used to expense the vendor’s invoices to make it
easy and consistent to charge them to the same GL account each time. Of course you can
aways override the vendor’ s default expense account and enter different expense accounts
whenever you wish.

Global Vendor Maintenance

You can checkmark a vendor to make them “global”, meaning, they are a vendor that is
active in each community you manage. A management company would be a good
example of a “global” vendor. Whenever you add or change a global vendor, it will
automatically update ALL Communities with this change. This lets you have the benefits
of both global vendor maintenance while being able to also keep track of vendors that are
unique to a community without cluttering up al communities with these unique vendors.

Maintain Vendors

\ endars Click this button on the AP Menu to maintain Vendors.

Y ou will seethe maintain Vendors screen:
Maintain Vendors

@ AP - Yendors XX -Sample Condominium
44>/l =02
Frint No.tes HIS‘tDI‘\,f |
Vendor ID [bgc | | ABC MAINTENANCE [ Global Vendor [ Inactive vendor
Mail To - Contacts -
A | 100 Main Strest Contact 1| Bill Jones Contact 2

Phone #1] 301 5551212 Phorie #2
Fax # 300 555-1111

Address 2 | Gaithersburg, MD 20679

Address 3 |

E-ail Mairtzin ‘ Wieny | Send J
General Insurance
W 1099 109900 [52-112317 || Inswance Type  |Limblity  w)
T\,fpe.fDesc.l Hancyman Insurance Co | Any State Insurance
Default — . | Expire date 1203106 Policy # | 1276304124
Bank IC | ;I
Expiense Aoct ’m _i—_l [ Print 1 check per invoice Motes: W

+ Add i E 0K | QCanceII '_}Dele‘te

‘ Closel

From here you can add, change or delete vendors as well as view the invoice and payment
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history or print alist of vendors for this community. Y ou can also enter notes about this vendor.
WEe'll cover each of the vendor screen elementsin detail.

|< 4 ) p| Click on the browse arr ows to move backwards and forwards through the
Vendors.
¥ Click the down browse arrow to open up a browse of the Vendors to select
the vendor you wish.
Vendor 1D TOPS keeps track of each community’s vendors by a user enter 5 digit

alphanumeric ID. We recommend the ID be an easy to remember
abbreviation of the vendor’s name, but you can use any system you wish for
the Vendor ID. You can typeinthe Vendor ID if you know it, or use the

down browse arrow %! to open abrowse list to select the vendor.

Vendor Name

The name of this vendor as you would want to see it on checks and reports.

[ Global vendor

Checkmark the Global Vendor box to make the vendor “global”, meaning,
the vendor will be active in every community in TOPS. Changes madeto a
global vendor in any community, such as a change in mailing address, will
be reflected for that vendor in every community.

| Inactive vendor

Checkmark the I nactive Vendor box to make the vendor “inactive’,
meaning, no further transactions, like invoices to be paid, can be entered for
thisvendor. A checkmark in this box means you no longer wish to do
business with this vendor.

Mail To Enter the mailing address where checks should be sent for this vendor.
There are 3 lines available for entering the vendor’ s mailing address.
v 1039 If thisvendor is an individual, sole proprietorship or unincorporated, you

must give generate a 1099 if the amount paid exceeds the IRS limit,
currently $600 p/year. If you checkmark the 1099 box, then you will see
thisfield to enter the tax ID or Socia Security # for this vendor:

1099 IO | 21237

Y ou are not required to enter the 1099 tax 1D or Social Security #, but you
cannot print a correct 1099 at the end of the year unlessthisinformation is
completed for this vendor.

Type/Description

A place to record what this vendor does for the community. An example
might be:

e Electrician

o Plumber

e Handyman

e Lawn Contractor

Bank ID

For each vendor, you can specify which community bank account is the
default one to use when paying invoices. This can be handy when you have
acontractor, like aroofer, that you wish to pay out of areserve checking
account rather than the normal operating bank account. For each invoice
entered for payment, you can aways override the Default Bank ID and
select adifferent community bank account to be used for that invoice.
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The Bank Name will be displayed to the right of the Bank ID.

Expense Account

You may enter a default GL Expense Account that you typicaly wish to
use when entering invoices for this vendor. It is an optiona entry which
may be left blank if you wish. By entering a default GL Expense Account
here, it will not only speed the entry of invoices for payment but
consistently charge them to the same GL Expense Account where there
might be a budget for the expense.

If adefault GL Expense Account is entered, you may override the default
and expense a particular invoice to any GL Expense Accounts you wish.

Contact 1 The name of the person who is your main contact for this vendor. You may
leave this blank if it does not apply.

Contact 2 An alternate or secondary contact name for this vendor, if any. You may
leave this blank if not needed.

Phone 1 The main phone number for this vendor or for Contact #1, if any. You may
leave this blank if not needed.

Phone 2 An alternate or secondary phone number for this vendor, if any. Y ou may
leave this blank if not needed.

Fax # Enter the Fax # here, if any.

Email Here you can change or add new addresses for this vendor. Once setup, you

then have the option to e-mail the vendor from within TOPS. Work Orders
can be emailed to vendors from the Work Order module aslong asthereis
an email address on file for the vendor.

The following explains the 3 button functions for emailing vendor.

Vendor Communications—E Mail

Mairtain

When you click the Maintain button, you will see the email addresses on
filefor this vendor.

Vendor Email Addresses




@' XX - Sample Condominium, - Maintain Emails

ABC MAINTENANCE [Vendor)

I.Full.'Dpt-In' | [ Ful'gptout | @ m m !E

PE”rT:i[Iy Email Address Active

billEabemaint. com

Primary Email The main email addrezz for thiz person.  There can only be 1 Primary email.
Active Thiz iz an Active Email Address for this Yendor and will be used,

[P -

Email Addresses: 1

If you issue Work Orders to vendors, you have the option to email them
rather than print and send by regular mail. But you must have the email
address on file before you can email aWork order.

Primary Email — checkmark this for you main contact email at this vendor.
When you email avendor from the Maintain Vendor screen or email a
Work Order, it uses this email address as the default.

Click the Add New button to add an email address to avendor.
Click Delete to delete a vendor email address
Click Doneto return to the Maintain Vendor screen.

(14 (4] (][I Use the arrow keys to browse to the First, Previous, Next or
Last vendor records staying on the email address screen. This can be handy
if you wish to mass enter email addresses for vendors.

Wiy |

If you use TOPS iMail™ to send vendor emails, then you will have a
complete history of all emails sent to each vendor, including emailed Work
Orders. Click the View button to see the email history.

Send |

Click the Send button to open up anew email screen. Y ou can send an
email directly to this vendor here. If you use TOPS iMail™, then the email
will be sent through iMail and a history of the email will be kept. 1f you do
not use TOPS iMail™, then whatever your default email program iswill
open with the vendor’ s email addressfilled in ready for you to complete the
rest of the email. Emailed Work Orders are not sent here, they are sent from
the Work Order module using the Primary Email Address on file for this
vendor.

The Send email will always default to the Primary Email address.

Screen Controls
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Click the Add button to add a new vendor record. Y ou will then see ablank vendor

df 2ad
Screen:
Add Vendor
) AP - Vendors XX - Sample Condominium E”E|@
44>l =22
- : Print_| Motes | History |
Vendor I | il | [~ Global vendor [ Inactive vendor
Mail To- 1 Contacts -
Address 1 | Contact 1 Contact 21
A 5 | Phone #11 Phone #21
ress R Ji
Address 3 ]
E-Mail Mairtain ‘ Wienny | Send J
: General 2 ) Insurance
I 1089 Insurance Type  |Lisbility b
Type.'Desc.l Inzurance Co J
“Default .| Expire date Palicy #
Bark ID [ % i
Estiores Bt ]— * [~ Print 1 check per invoice Netes: ]—
e Add | e | QCancml W veters) % Close
Complete the vendor screen using the field descriptions above.
@ o Click the OK button to save any changes made to a vendor record.
@Cancel Click the Cancel button to erase any changes made to a vendor record.

Click the Delete button to permanently erase a vendor record.

Note: You cannot delete avendor when there is invoice and payment history still on
filefor the vendor.

Click the Close button to exit from the vendor screen. Using the Close button, all

Cloze
= changes made to the vendor record will be saved.
& When you click the Print button, you will see this menu where you can select what
. kind of printed output you wish:

Do -vendors . E|EIX]

endor Reports

(" “endor list by name
" Wendor mailing labels

" “endor Email Report

|~ Print Insurance Co. Info

L I@Cancell

e Vendor List by ID — prints avendor report in Vendor 1D order.

e Vendor List by Name — prints a vendor report in alphabetic order by Vendor
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Name.

e Vendor Mailing Labels— prints labels for Vendors. By default, it will print

laser labels on Avery #5960 Labels, but you can also print single column
continuous dot matrix labels or generate amailing label file.

e Vendor Email Report — prints a vendor report showing the email addresses on

file for each vendor.

[ PrintInsurance Co.Info |f this option is checked, it will print the insurance policy
information on file for each vendor.

Mates

Click the Notes button to enter notes about this vendor. The Notes entry screen
looks like this:

@ SY - Maintain Motes

Date: 11417111
Will only do jobs within 15 miles of their office

|‘ ‘ ’ ’l e s | ¥, |OCanceII '_3De|ete|"€lose

Notice that each Note is date stamped with the Date and Time it was entered.
Add - Click to add anew vendor Note.

OK —Click to save aNote

Cancd —Click to cancel a Note being entered.

Delete — Click to permanently erase the Note showing on the screen.
Close — Click to exit the Note screen saving the changes made to the Notes.

44 P Pl yser thearrow keys to move from vendor record to vendor record in
this order — First, Previous, Next and Last.
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Vendor History

Click the History button to view all the invoices and payments made to a vendor.
The Vendor History looks like this:

Vendor History

@:‘ Vendor History for XX - Sample Condominium

Papc [v]||<searchHistory= o] |™Reports [ Settings [[leExic (| Preview
ABC - ABC MAINTENANCE Payables Invoice - D10020 (2
100 Main Street Has 1099 (1D s40a0043417) Takal: $359.00 [ [Inw. # D10020 Voucher # 37 rl
Gaithersburg, MD 20873 Bil Jones —[Phnna1 01 555]1 212 Disbursed: #359.00 | (Reference  Fix Broken Street: Trans, Date 01(1 4010
<M Cortact 2> Cancelled: $0.00 | |Amaurt  §75.00 Inv.Date  OLA2/2010
Current Balarice: $0.00 | | Paid in Full - 01/20/2010
< Al History \} Invaices | checks | Related Items
Type Amount 'C‘_ance\led Balance | Type Referance Date Amounk

Inv | Chk#  Reference

M Invoice 40,00

tlznfzo1n Check 1214 (75.00) 40,00

2{2{2010 Invoice 0200001 Pothole Repair-... $57.00 $0.00

2i5{2010 Check 1218 Check (Camputer) (57.00) 40,00

4i5{2010 Invoice DO40000056  Replace steet fi.. 53,00 $0.00

4/5j2010 Check, 1233 Check (Computer ) ($83.00) $0.00

4/03/z010 Invaice D0400077 Repair slit rail fe... $50.00 $0.00

409/2010°  Check 1243 Check (Camputer) ($50.00) $0,00 )

4/15/2010°  Invoice 3E45456 Bulb Replacemert $10.00 $0.00 / T Hofarancet [Emonoe | B o Cancalil
4{75/20010  Invoice 433 2 Bulb Replacemer $20.00 40,00 EE

[ Date Range: | | applying Fiters will mvalidate the runfig Balance.

Legend

CFEBEHYr B O@C

= | 1§ AP Button Menu .

Noticetheinitial Vendor History y¥iew defaultsto the “All History” tab. Thisview
lists all the Bills and Checks chronologically by date from oldest to newest. Asyou

move the cursor down the ligted items, it displays the details in the window to the
right.

I nvoice Attachments

/| The green checkmark symbol in the top right part of the Invoice detail window
shows there is an attachment to thisinvoice. Click on this symbol to view the
attachment.

Attachment
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&) Invoice Attachments - 08 - Alpine Meadows HOA Q@@

Youcher# 6 / Vendor: ABC [ Invoice # 032612 / Reference # Reseed Bare Spot

l'EI Save & Exit I

Remave File

+Scan Imags : Add File: L
Aftachments Details

AR | = (G 9D &3 |viewMode: zoom - |
Image may be modified using toolbar above

[ N Dot g B Meden

S——— ABC.B.1JPG

[ File court: 1 T, original size; 927 % 1200

Y ou can add other attachmentsto thisinvoiceif you wish following the instructions
below. You can have an unlimited number of attachmentsto an invoice.

1 The attachment symbol without the green checkmark means there is no
attachment to an invoice. You can click on this symbol to add an attachment if you
wish.

No Attachments— Ready To Add

@ Invoice Attachments - 0B - Alpine Meadows HOA g@@
Youcher# & [ Vendor EZTRAS [ Invoice # 022812  Reference # February Trash

| |

‘endor history|

Mo Attachments exist for this Woucher

+ Scan Image I Add Fils

Choose 'Scan Image' or 'Add File' to Create an Attachment.

+""** Click Scan Imageto add an Invoice Image or any other scanned image

as an attachment to thisinvoice.

L*™ Click Add Fileto add an existi ng file stored somewhere on your
computer or network as an attachment to thisinvoice. It will then open a standard
Windows® browse for you to locate the file to attach.

Other Functions
There are several things you can do on the Vendor History screen without having to
return to the main Vendor screen:
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A8 select another Vendor usi ng the selector at the top |eft of the screen.

<5earch Hiskary =

v/ Search across all Vendorsin this community for an Invoice #,
Voucher #, Check #. When you click to search, you will see this pop-up screen to
enter what you want to search for:

To search, simply begin typing

Your search will analyze Invoice Number & Reference, Check Number & Reference.

Search results will be displaved in the "All History' tab.

Asyou typein the search field, the matching results will be displayed. Asyou
continue typing, the matches will be narrowed to help you find your search results.

=IReports  Click on Reportsto get areport based on the tab view selected, either
All History, Invoices view, or Checks view.
Settings  Click on Settings to change the way the Vendor History is displayed.
Y ou will seethe Settings screen:

Settings

()] Display Settings

Highlight Settings

Enable Alkernating Rows Style

"all History" Settings

Highlight Credit Items
Highlight Debit: Items $100.00
Highlight Cancelled Ttems $100.00
"Invoices” & "Checks™ Settings

Highlight non-zero Balance Trems [ stooom [ $toooo |

Highlight Settings will not fully take effect until a new vendor is selected or the
current vendor is re-selecked.

Layout Setkings

Shaw Tkem Legend
Show Item Preview

[ Save H Cancel

Turn settings on/off by checking or unchecking them.

[] pate Range: ta Display the Vendor History by a date

range. Thisishandy if you have several years worth of history for aVendor.
Checkmark the Date Range box, then enter a beginning and ending date range. The
Vendor History will be redisplayed for only this range of dates.

In addition to the All History view, there are two other Vendor History views to help
you find the Invoices and Checks you wish to locate.
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Other History Views

There are two other tabs that give you other views:

&) Vendor History for XX - Sample Condominium

Ei | (= Reparts | () Settings |l]1Exit

E'QEC -E| |§<Search History =

Invoice View

ABC - ABC MAINTENANCE

100 Main Stieet
Gaithersburg, MD 20879

Has 1099 [ID: )00304341 7]
Eill Jones - Phone 1: 301 5551212

Nlact 2

Pavables
Tatal:
Disbursed:
Cancelled:
Current Balance!

| Invoice

E‘ Iny (Recurring)

[

(Manual)

7 AY
‘ All History “\ Invoices ]|EI Checks |
Type \-_mwbﬁé Irw | Chk# | Reference Amaunt Outstanging
Invoice 01/05{2010 010510 JAM REPAIRS $1,200.00
Invoice 01j12/2010 D10020 Fix Braken Street Sign $75.00
Invoice 02j02/2010 Dzo00o1 Pathole Repair--parking $57.00
Invaice 0zjz212010 D200066 Replace swing chain 464,00
Invoice 03f11/z010 111 Patch bare spotfzeed $100.00
Invoice 04j05/2010 D040000... Replace steet light b, .. $83.00
Invoice 04/15/2010 3E45456 Replace fence post $200.00
Checlk 0425(2010 heck {Computer) ($50.00)
Invnice 05j02/2010 433 Bulb Replacement $10.00
Invoice 05/15/2010 23424 2 Bulb Replacemnts $20.00
|:| Date Range: i} <Invoice Type = ~ | |:| Outstanding
Legend
Check 5% Check (Manual) B3 Check (adjustment) g Check (Yoid)

Invoice - DO400077

Ine, # D0400077 Voucher # 65
Reference  Repair slit rail fenc Trans, Date 04/29/201

Arnaunt 450,00 Inv, Date 0402972010
Paid in Full - 09/25/2007

Related tems
[ Tvpe

Reference Armaount

Distribution
Gl Acck,

Reference | Amount | Paid Cancel

9110-000

Thisview listsal invoices for thisvendor. If aninvoice has been paid or partially paid, click the
plus (+) sign next to it to display the check info that paid thisinvoice. The window to the right
of the selected invoice shows more of the invoice and check details. The lower window shows

the expense distribution for thisinvoice.

&) vendor History for XX - Sample Condominium

Check View

Check

Invaice
Check
Check
Check

0z/29jz010
0 i}
04/052010
0925i2010
09/25/2010

09/25i2010

1224

D040000056  Replace steet light bulbs
1251 Check (Computer)
1247 Check (Computer)
1243 Check (Computer)

PBC <Search History > E| | ™ Reports | ¢ Settings | [+ Exit
ABC - ABC MAINTENANCE Payables Check - 1233 \
100 Main Street Has 1099 [ID: sodsadadl T Total: $0.1 Check # 1233 \GL Acck, #  01010-00(
Gaithersburg, MD 20873 Bill Janes -[F'hone 1:301 555]1 212 Dishursed: $0.p0 | [ Reference  Check (Computer, Check Date 04(05(2010
<Mo Contac Cancelled: $00 Amaunt (453.00) Woid Date
Current Balance: $0.00
7
| All History ” Invoices \{L Checks ]) Related tems
f
Type. Attach’ Trxn th #  Reference. Amaunt Type Reference Date Amaunt
Check 01f20/z010 1214 Check (Computer) ($75.000
Check 02/05/2010 1218 Check (Computer) ($57.0

$83.00
($10.00)
($20.00)
($50.00)

D Date Range:

v|

= Invaice

E‘ Inw (Recurring)

@ I ]

Manual)

to | d <Check Type>
Legend
Check E# Cherck (Manual) % Check (adjustment) Eg Check (Void)

Thisview listsal checks paid to thisvendor. Click the plus (+) sign next to a check to display
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the invoices paid on this check. The window to the right will display more of the invoice detall
for the invoices paid on the selected check.

Notice this option at the bottom of the screen:
<Check Type W

Click the down arrow to select to view only certain check types. You will
then see thislist to select which check types you wish to view:

<Check Type= w

Check {void)

Once you select the type of check, the Vendor History will be filtered to only show this check
type.

In Summary

For al Vendors, you have these 3 tab views, All History, Invoices and Checks available to
research questions about what invoices and checks have been paid. If there are scanned invoice
images or documents attached to an invoice, those may also be viewed through the Vendor
History.

e Exit Click Exit at the top of the Vendor History screen to return to Maintain Vendor.

This compl etes the manual section on Vendors.
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Enter AP

INTRODUCTION

Use this function to record Bills (Invoices) to be pad, Credit Memos, or manua
(handwritten) checks. When you enter Bills, Credits or Manua Checks, they are not
recorded as transactions until you 'Post' them. A "Voucher #' (ie. transaction #) is
automatically assigned to each transaction as you 'Add' it. This gives TOPS a uniform way
to store this transaction.

You may call the Invoice, Credit or Manual Check back up on the screen by the "Voucher
#" and make changes until thetime it is 'Posted’. Once 'Posted' it cannot be changed. You
can enter a credit voucher to offset a 'Posted’ voucher or use the "Adjustments’ (on the A/P
Menu) to cancel a'Posted’ voucher.

You MUST enter each Bill (Invoice) to be paid here so that you can print a check for it. If
you do not enter it here, then Post it, a check cannot be printed.

Void Manual Checks

Use this function to "void" Manual Checks already entered into the A/P system. Simply
create a "Manual Check" transaction for a minus amount using the same date and check #
as the original manual check you wish to "void". Use the regular "Void" Checks on the
"Print Checks" menu for computer printed checks.

Erter 4P | Click the Enter AP button on the AP Menu.

Y ou will seethe Bill and Manua Check entry screen:
Enter AP Transaction

) AP - Enter AP TS - TOPS Software M=
Trans Type | (& Bil (" Handwritten Check Tran. #
Wendar 1D | _j:_j Wendar |
Barkin | ¥ -
Inwoice # Invoice Date
Reference | Effective Date
Amaurt

Amourt Remaining

Description % Digtr, [

} Deletel ﬂ Nohesl Scanittach | @Cancell .ﬂ oK |tl:lose

WEe'll cover each option and each field on the Enter AP Transaction screen.

Trans Type Make the selection of either of these transaction types:
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e Bill —thisiswhere you would enter an invoice to be paid to avendor or a
credit memo to be deducted from afuture payment.

e Handwritten Check — make this selection if you have written a manual
check to avendor and you want to record it in the AP module.

Bills

A Bill isan invoice from aVendor that you need to pay. Normally, it would be paid by a computer
check, but you can enter a Bill, then mark it as manually paid through AP Adjustments. An AP
Bill Entry Screen looks like this:

AP Bill Entry
&) AP - Enter AP TS - TOPS Software =03
Trans Type | [+ Bil " Handweritten Check Tran. #
“endor ID | _i_l Yendor |
Barkin | ¥ :
Inv/oice # Invoice Date
Reference | Effective Date
Amount

Amount Remaining 0.o0

% Distr,
hd |
) Delete‘ ﬂ Nomesl ScanfAttach ‘ QCancell & o |ﬂ Close

Complete the following fields on this screen.

Vendor ID Either typein the Vendor 1D, if known, or click the down browse arrow ¥l to
open up a browse screen to locate the vendor or add a new vendor, if needed.
The vendor browse looks like this:

@ AP - Browse Vendors g@g|
Yendar ] “Wendor Mame | o
1STHAT 15T MATIOMNAL BAME
BAAPES L84 PEST COMTROL
ABC ABC MAINTENANCE
ADT ADT
ATHOME AT HOME MET
BARC BARCLAY AND SEYMORE PC
BDG BEMEFITS DESIGN GROUP
BIZPEN BIZPEMN
CAP COMMUMITY ASSM. PUBLISHIMNG
COMFUR COMPUTER REMTALS
CORFRE CORP. FPERFORMAMCE INSTITUTE
EwBANE EwBAME TELECOM
EZTRAS EZ TRASH & REFUUSE
HOSPIC HOSPICE
IMMED IMMEDIATE MANAGEMEMNT SERVICE
INSURE IMSURE IT
0 10 SYSTEMS
LAMN LANDSHAPES
POWER POWER STAR PRINTING S
| J

tAddNewl & Ok | X Cancel |
Click the Add New button to add a new vendor on-the-fly.
Vendor The Vendor Name displays here once aVendor ID isentered. But the Vendor
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Name field can aso be used to select the vendor rather than by Vendor ID.

To select avendor by the Vendor Name rather than Vendor ID, simply click into
thisfield or use the TAB key to skip the Vendor ID so the cursor is activein the
Vendor Name field, then start typing the name. Y ou do not have to complete the
name, you can press the ENTER key to see matching vendors. Select the vendor
you wish.

Note: A vendor MUST be selected before you can proceed with any other
information on the Enter AP screen.

Bank ID

The default bank account from the AP Setup will automatically be inserted as the
default here. The default bank account should be the main checking account for
the community. This option lets you control which bank account is used to pay
this vendor’s bill—a handy feature if paying for a reserve expense or special
assessment expense out of adifferent bank account.

If the default bank account is not correct for this bill, you can use the down
browse arrow #l to select a different bank account to pay this bill from if you
wish. Whichever bank account is selected here, that will be the bank account
that will be credited when the check is actually printed to pay this bill.

Invoice #

Enter the Invoice # into thisfield. If thereis no Invoice #, then use today’ s date
asan dternative. Thisisarequired field because TOPS wants to check to make
sure thisis not aduplicate invoice for thisvendor. If it finds the same Invoice #
already for this vendor, it will give you awarning.

Note: You MUST enter an Invoice # even if you have to make up a number
using today’ s date—like 11302010.

Invoice Date

Enter the Invoice Date into thisfield. TOPS can then give you an accurate
aging of your open Accounts Payable based on this date.

Note: You MUST enter an Invoice Date even if you have to use today’ s date.

Reference

A free-from description of thisinvoice, up to 25 characters. This Referenceis
printed on the "Disbursements Report™ to explain what was paid.

Example - Repair Street Signs

Effective Date

Only used for Accrua Accounting, enter the date you wish the invoice to show
as an "expense" in the Genera Ledger in the format MMDDYY. Once an
Effective Date is entered, it becomes the default date for all AP bill entered
afterwards until the date it changed.

Amount

Enter the total amount of the invoice regardless of whether you will expenseit to
more than one GL Account. Credit Memos should be entered with a minus
amount, see below.

Credit Memos

Enter a negative amount (-) only if you are entering a Credit Memo issued by the
Vendor. If you wish to cancel an Open (unpaid) A/P Invoice already entered,
see the "Adjustments” manual section below.

Use Web

Checking this box means you wish to upload AP Invoices to acommunity web
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site so community officers can approve the invoices for payment through the
Online AP Approval feature of a TOPS community web site.

If Online AP Approval is not activated for acommunity, you will not see this
checkbox on the AP Bill Entry screen.

Formula # If formula distributions are active in this community (AP Setup), then the
Formula# field will be active. If not, the Formula # field will be hidden from
view on the screen. Formulas are entered at the Community Setup menu,

Formula Distr Setup.

Handwritten Check

An AP Handwritten Check screen looks like this:
Handwritten Check

) AP - Enter AP XX - Sample Condominium E@E|

Trans Type " Hill (+ Handwtitten Check Tran. # j

Wendar ID ABC ;J Wendar |AEIC P& RTEMAMCE
Biank ID |-1— ;I 01010-000  Cash Checking - Operating

Imvioice # Imvioice Date 120210
Reference | Check Date 120210
Amournt Check #

Amount Remaining 0.00
| Aoct # k) Descrigtion

09110 000 Gen. Maint. & Repair

|
-3Delete ﬂ Nc-hesl Scandittach | @ Cancel| §F 0K |tCIose
Complete the following fields on this screen.
Vendor ID Either typeinthe Vendor ID, if known, or click the down browse arrow #| to

open up a browse screen to locate the vendor or add a new vendor, if needed.
The vendor browse looks like this:
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@ AP - Browse Vendors @@@

Wendor | Yendor Mame ‘ b
T1STHAT T5T MATIOMAL BAME

ABAPES &i4 PEST CONTROL

ABC ABC MAINTENANCE

ADT ADT

ATHOME AT HOME NET

BARC BARCLAY AND SEYMORE PC

BDG BEMEFITS DESIGN GROUF

BIZFEN BIZPEM

CAP COMMUNITY A55M. PUBLISHING
COMPUR COMPUTER RENTALS

CORPRE CORP. FERFORMANCE INSTITUTE
EWBANKE E'w/BANE TELECOM

EZTRAS EZ TRASH & REFUSE

HOSFIC HOSPICE

IMMED IMMEDIATE MANAGEMENT SERVICE
INSURE INSURE IT

Le} 10 SYSTEMS

L&KW LAMDEHAPES

FOWER FOWER STAR PRINTING v

| |

tAddNewl o 0K | xCancell

Click the Add New button to add a new vendor on-the-fly.

Vendor

The Vendor Name displays here once aVendor ID isentered. But the Vendor
Name field can aso be used to select the vendor rather than by Vendor ID.

To select avendor by the Vendor Name rather than Vendor ID, simply click into
thisfield or use the TAB key to skip the Vendor ID so the cursor is activein the
Vendor Name field, then start typing the name. Y ou do not have to complete the
name, you can press the ENTER key to see matching vendors. Select the vendor
you wish.

Note: A vendor MUST be selected before you can proceed with any other
information on the Handwritten Check screen.

Bank ID

The default bank account from the AP Setup will automatically be inserted as the
default here. The default bank account should be the main checking account for
the community. This option lets you control which bank account was used to
pay this expense—a handy feature if this was a check for areserve expense or
special assessment expense paid out of a different bank account.

If the default bank account is not correct for this Handwritten Check, you can
use the down browse arrow #! to select adifferent bank account. Whichever
bank account is selected here, that will be the bank account that will be credited
when this transaction is Posted.

Invoice #

Enter the Invoice # into thisfield. If thereis no Invoice #, then use today’ s date
asan dternative. Thisisarequired field because TOPS wants to check to make
sure thisis not aduplicate invoice for thisvendor. If it finds the same Invoice #
already for this vendor, it will give you awarning.

Note: You MUST enter an Invoice # even if you have to make up a number
using today’ s date—like 11302010.

Invoice Date

Enter the Invoice Date into thisfield. Itisarequirefield even for a Handwritten
Check.

Note: You MUST enter an Invoice Date even if you have to use today’ s date.

Reference

A free-from description of this check, up to 25 characters. This Referenceis
printed on the "Disbursements Report™ to explain what was paid.
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Example - Repair Street Signs

Check Date

The date this check will show in the General Ledger “as of” Enter the date in the
format MMDDY'Y.

Amount

Enter the total amount of the Handwritten Check regardless of whether you will
expense it to more than one GL Account.

Canceling Handwr itten Checks

Enter another Handwritten Check transaction with the same dates only enter the
Amount as anegative (-). When Posted, it should cancel/void the origina
Handwritten Check.

Formula#

If formula distributions are active in this community (AP Setup), then the
Formula# field will be active. If not, the Formula # field will be hidden from
view on the screen. Formulas are entered at the Community Setup menu,
Formula Distr Setup.

Expense Distribution — Bill or Handwritten Check

Notice the Expense Distribution section at the bottom of the screen:

Amournt Retmaining

[

Y ou must completely expense the amount of the AP transaction before you can exit the screen.

Amount This shows the Amount Remaining that must still be expensed. As you enter

Remaining each line of the Expense Distribution, the Amount Remaining changes. When
the Amount Remaining equals zero, you have fully expensed the amount of this
AP transaction.

Account # Enter the GL Account # here or use the down browse arrow ¥/ to open a browse

of the Chart of Accounts.
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@ SY - Browse G/l Accounts E”EJE|

Account #
01070-000 C hecking - Onerating

01020-000 Cash - Previous Mamt.

01060-000 Cash Savings - Operating

01070-000 Cash Savings - Rezerves

o1210-000 Certificates of Deposit

01300-000 CURREMNT ASSETS:

01310-000 Aszeszments Receivable

01320-000 Developer Azsmts. Receiv.

01330-000 Special Azzmtz. Receiv.

01:340-000 Late Fees Receivable

01340-001 Late Fees Receivable - Gp 001

01340-002 Late Fees Receivable - Gp 002

01350-000 Leqal Fees Receivable

01360-000 Migz. Owner Receivables

01370-000 Owiner Coll. Costs Receiv.

01320-000 Owner Admin. Fees FReceiv.

01390-000 Owiner Interest Recety.

01410-000 Special Azzezzments Rec.

01420-000 Recreation Pass Receiv. ™

| T

tAdd Newl « 0K | X Cancel |

If needed, click Add New to add anew GL account to the Chart of Accounts.

Description The description of the GL Account from the Chart of Accounts.
Amount The amount of the Bill or Manual Check to be expensed to this GL Account #.
% Distr. If using Formulas, this column shows the % of the Expense Distribution for each

linein the Formula. The Amount of the Bill or Manua Check will automatically
be distributed according to the %' sin the Formula.

An example showing % Expense Distributions looks like this:

IJ?MD 000 Gen. Mairt. & Fepair .25 25000 -

07010 000 Management Fees 3750 30.000

07020 000 Accounting Fees 5625 45000
=

A completed Bill transaction looks like this:
) AP - Enter AP XX - Sample Condominium g@g|

Trans Type | (¢ Bil € Handweritten Check Tran. # |

vendoriD  [aBc @] Wendor | ABC MAINTENANCE
Biank D |-1_ ;l 0109 0-000  Cash Checking - Operating

Invaice # 032112 Invoice Date 032112

Reference | Repair Fence st Ertrance Eftective Date 032112

Amournt 125.00

Amount Remaining

09110 000 Gen. Maint. & Repair 125.00 -
b

3 Delete

ﬂ Nohesl Scaniittach | QCancelll.B 0K I“ Closel
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The following explains the button functions.

Screen Controls

2 o Click the OK button to save the AP Entry transaction as displayed.

@Cancel Click the Cancel button to erase any entries made to this AP Entry.

o Closs Click the Close button to exit from the AP Entry screen. Using the Close button,
all transactions entered are automatically saved ready to be ‘ Posted'.

3 Delte Click the Delete button to erase the Bill or Manual Check transaction displayed on
the screen.

Note: You cannot delete a“‘Posted” AP transaction. For a‘Posted’ Bill, you must
enter an AP Adjustment to cancel it. For a‘Posted” Manua Check, you must enter
another Manual Check with the same information, but for aminus (-) amount.

0 Click the Notes button to enter a note about this Bill. The Notes are only intended

Notes to be read by Community Officersif you have a TOPS Community Web Site and
use the Online AP Approval function.
The Notes entry screen looks like this:

Grap - Explanation
|The ferice was vandalized and had to be repaired
.E 0K | @Cancell
Y ou can enter 1 line of up to 50 characters to explain the reason for this Bill was
incurred by the community.
OK —Click to save aNote
Cancel — Click to cancel a Note being entered.
Scan/Attach

Scanfittach

Through this button you can scan AP invoices through use of a scanner attached to
your computer or attach files already on your computer. When you attach a copy
of an AP invoice or contract to the AP Transaction in TOPS, it eliminates the filing
of the paper copy. It aso makes the retrieval of the invoice or related documents
much quicker and easier since it is conveniently stored in the Vendor History file.

Click the Scan/Attach button and follow these instructions. When you click the
Scan/Attach button you will see the following screen:
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@ Invoice Attachments - XX - Sample Condominium

YVoucher# 108 / Vendor ABC / Invoice # D1010 / Reference #: Fix Pothole in Parking Lo

+Scan Image I Add File

Mo Attachments exist for this Woucher.

Choose 'Scan Image' or 'Add File' to Create an Attachment.

There are only two buttons active:

Scan I mage — Use this button if you have a scanner attached to your computer and
are ready to scan an image of the AP invoice or any related documents.

Add File— Usethis button if you have afile or image aready on your computer
and wish to attach that file or image to this AP Transaction in TOPS. It opensa
standard Windows® browser where you can select the file(s) to attach.

Once an image or fileis attached to the AP Transaction in TOPS, the screen will
look as follows:

@ Invoice Attachments - XX - Sample Condominium Q@@

Voucher# 108 [ Yendor: ABC [ Invoice # D1010 { Reference # Fix Pothole in Parking Lo
+5can Image L*Add File

lKEI Save & Exit I
Attachments Details

Y =N J

Ly Remave File

MX-3500N_20120327_154539.pdf

7!‘-- Adobe Acrobat Document
Lehe|

File Created: 3/27/2012 at 4:37 PM
Last Modified: 3/27/2012 at 4:33 P

File Size 1686 KB

I: File count: 1

Now the other two buttons are active:

Remove File - This deletes the file from the AP Transaction.

Save & Exit - This saves the file as an attachment to the AP Transaction.

Y ou can double-click on the attachment to open a view of the attachment. There
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can be more than one attachment to an AP Transaction. WWhen you open an
attachment it will look as follows:
MX-3500N_20120327_154539.pdf - Adobe Reader X
File Edit View Document Tools Window Help *
= G- & [t]re ® ® 7] | B (e J-
The Green Masters Lawn & Landscaping, Inc. invoice
1945 SUNSET POINT DR. Suita G
Clearwator, FL. 33766-1108
Account Na, Date
727-443-6624 ” 812 03123112
Tedal Amournt Dus
§1,125.00
TOPS SOFTWARE
2495 Enterptise Rd Suite 201
Clearwater, FL. 333783 Amount Enclossd §
REMIT TO: THE GREEN MASTERS LAWN & LANDSCAPING, INC.
Lato Fea
Sapvices Randerad At Tops Soffweng $75.000month
2496 Enlmrprise Rd Sulle 201 addad to overdus acoounts
o Cleanwaler, FL 33788 s toned Sk
== DESCRIPTICN AMDUNT
:I.andacerpe Chean Up $1,128.00
Carrant, ] Over 30 | Quar 60 Qvered | Total AmountDug |
$1.12500 | 0.00 | 50.00 $0.00 [ $1.426.00 -
PLEASE REMEMEBER TO WRITE YOUR ACCT # ON YOUR CHECKS.
AVOID LATE FEES BY MAILING YOUR PAYMENT BY DUE DATE.
THANK YOU FOR YOUR BUSINESSIN
Click the X in the upper right to close the attachment.
Be sureto click the Save & EXxit button to save the attachment to the AP
Transaction.

Once you click the Close button after entering AP Bills or Manual Checks, you will see AP

transactions listed:
Pending AP Transactions
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€7 AP - Enter AP

“oucher #|Type

XX - Sample Condominium g@@l

Amount

103
104
105

B ABC
B  SAMPLE
B INSURE

Bill Totals

Repair Fence at Ertrance
Parking Lot Lights
Ligkility Insurance Renew

TOTAL

@’ Fostl 5 Frin‘ti '-3De|e‘te|

12500 =
23315
BEE.00

&

[ 3| 122415

ES ﬁddl b |‘lcmse

Noticeit lists al the Pending (unposted) AP Entry transactions. The columns on the Pending AP

Transactions are:

Voucher # The system assigned transaction # used by TOPS to keep track of each AP
transaction.
Type One of two types:
B = Bill (will be paid by computer or handwritten check)
M = Manual Check
Vendor # The Vendor ID selected when the transaction was entered.
Reference The Reference entered for each AP transaction
Amount The total amount for each AP transaction.

Screen Controls

e Add

Click the Add button to enter anew AP transaction.

2 o Click the OK button to open the highlighted AP Entry so you can review,
change or deleteit.
o Close Click the Close button to exit from the Pending AP Entry screen. Using the

Close button, all transactions entered are automatically saved ready to be
‘Posted’ when you are ready.

Post AP Transactions

@ Past |

AP Transactions must be posted before they affect vendor account balances or
your Genera Ledger. Y ou cannot print acomputer check to pay a Bill until itis

Posted.

Click the Post button to post all Pending AP Transactions. As a safeguard to
protect against accidental posting, you will see this question:
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SY - TOPS MESSAGE

™

?/ Are pavable transactions OF to post?

Yes Mo I

Y es—will proceed with Posting all Pending AP Transactions.
No —will exit you back to the Pending AP Transaction screen.

If you answer Y es, the Pending AP Transaction will be Posted. When complete,
you will see this confirming message:

S5Y - TOPS MESSAGE @

\_?() Posting complete

Ok | Cancel I

For Manua Checks, they are now recorded. No further action is needed.

For Bills, you are now ready to select Billsto be paid and print computer checks
if you wish.

2% Frint

Click the Print button to print areport showing and Pending AP Transactionsin
detail.

@ SY - Print Reports

Process bills payable
- Print To:

(v {Priter
(" Screen
™ File
Settings - Print !|

(% Portrait & Landscape
QCanceII

Print — click to generate the report according to your Print To options.

Cancd —click to exit without printing.

j Delete

Click on apending AP Transaction, then click the Delete button to erase the Bill
or Manual Check transaction highlighted on the screen.

Note: You cannot delete a“Posted” AP transaction. For a‘Posted’ Bill, you
must enter an AP Adjustment to cancel it. For a‘Posted” Manua Check, you
must enter another Manual Check with the same information, but for aminus (-)
amount.

This compl etes the manual section on Enter AP Bills and Manual Checks
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Recurring AP

INTRODUCTION

Use this function to enter or select for payment repetitive A/P Bills and contract payments
where you need to pay the same vendor each period. Just like regular A/P Bills, Recurring
AP Bills are not recorded as transactions until you 'Post’' them. A "Trans#" (aVoucher #)
is automatically assigned to each transaction as you 'Add' it. This gives the program a
uniform way to store this transaction. You may call the Recurring AP Bill back up on the
screen by the "Trans#" to maintain the stored information.

A 'Posted’ Recurring AP Bill transaction cannot be changed. You can enter a credit
voucher through the regular "Enter AP" (on the A/P Menu) to offset a 'Posted’ transaction
or use the "Adjustments’ (on the A/P Menu) to cancel a 'Posted’ transaction as long as it
has not been paid.

Unlike regular A/P Bills, the Recurring Bill transactions are retained after 'Posting' so they
can be selected and 'Posted’ again the next period. They are not deleted automatically
unless done so by the user. That means that if you no longer wish to pay a Recurring Bill,
you must manually deleteit.

Recuring AP ]\ Click the Recurring AP button on the AP Menu.

Enter Recurring AP Bills
Y ou will see the Recurring AP Bills selection screen:

Existing Recurring AP Bills

@l AP - Select Recurring Bills

Recurring Bills
Frequency Nendor 1D Dezcription Amount st Posted
il hiarithly ABC PICKUP COMBCR ARES TRASH 1000002710012 ~
2 Monthly PREC  MONTHLY LAV COMTRACT 3500002012012
3 Monthly MSURE  MOMTHLY INSURAMCE PREMIUM 2re.000212n2
#
i
* il | I gceguic;tz ‘i Printl E oK I * Close

If there are existing Recurring AP transactions on file in this community you will see them listed
on this screen. Y ou can then select them either to make changes, delete transactions or Post.

Y ou must Post the Recurring AP Bill transactions each period before they can be paid by a
computer check. If there are no existing Recurring AP transactions, you will go directly to the
Enter Recurring AP screen as shown below.

o A | Click the Add button to enter anew Recurring AP transaction.

30




When adding anew Recurring AP transaction, a blank screen looks like this:

Enter Recurring AP Transaction

&) ap - Recurring AP XX - Sample Condominium E‘@E

Trarvs. # | wendor | * |

Frequency |monthly - Day of the Month l_
Irvoice # Dezcription ]

Barkio | &) .
Amount 00 LastPosted] Formuae [ 4|
Amit. Remaining ] ]
| Accourt # A4 Description | amourt | % Distr. |
&l

Scanisttach '_3Delete| b I @Cancell

WEe'll cover each option and each field on the Recurring AP Transaction screen.

Trans# A system assigned # (also called aVVoucher) so TOPS has a uniform way of
keeping track of each transaction.
Vendor ID Either type in the Vendor ID, if known, or click the down browse arrow # to
open up abrowse screen to locate the vendor or add a new vendor, if needed.
The vendor browse looks like this:
@ AP - Browse Vendors
Wendor # ] “Wendor Mame |A
15THAT 15T MATIOMAL BAMK
AMAPES ALAPEST COMTROL
ABC ABC MAINTENANCE
4DT aDT
ATHOME AT HOME MET
B&ARC BARCLAY AND SEYMORE PC
BDG BEMEFITS DESIGN GROUP
BIZPEN BIZFEM
CAF COMMUMNITY 855N, PUBLISHING
COMPUR COMPUTER RENTALS
CORFRE CORP. PERFORMAMCE IMSTITUTE
E'WEBANEK E'wBANKE TELECOM
EZTRAS EZ TRASH & REFUSE
HOSFIC HOSPICE
IMMED IMMEDIATE MANAGEMENT SERVICE
INSURE INSURE IT
1P| 10 SYSTEMS
L& LaMDSHAPES
POWER POWER STAR PRINTING b
J J
*AddNewl o 0K | XK Cancel |
Click the Add New button to add a new vendor on-the-fly.
Vendor The Vendor Name displays here once a Vendor ID is entered. But the Vendor

Name field can aso be used to select the vendor rather than by Vendor ID.

To select avendor by the Vendor Name rather than Vendor ID, simply click into
thisfield or use the TAB key to skip the Vendor ID so the cursor is activein the
Vendor Name field, then start typing the name. Y ou do not have to complete the
name, you can press the TAB or ENTER key to see matching vendors. Select
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the vendor you wish.

Note: A vendor MUST be selected before you can proceed with any other
information on the Recurring AP screen.

Frequency

Select how often this Recurring AP Bill should be paid. The choices are:
e Monthly
o Weekly
e B-Weekly
e Quarterly
e Semi-Annualy
e Annualy
The default isMonthly. Y ou MUST select a Frequency to continue.

Day of the
Month

Enter the day, from 1 — 30, that you wish to pay this Recurring AP Bill each
period. TOPS does not automatically select this for payment when thisday is
reached, it is for display purposes to help you when selecting which Recurring
AP Billsto Post, then pay.

Invoice #

Enter the Invoice # into thisfield. If thereis no Invoice #, then use today’ s date
asan dternative. Thisisarequired field because TOPS wants to check to make
sure thisis not aduplicate invoice for thisvendor. If it finds the same Invoice #
already for this vendor, it will give you awarning.

Note: You MUST enter an Invoice # even if you have to make up a number
using today’ s date—like 11302010.

Invoice
Description

A free-from description of thisinvoice, up to 25 characters. This Referenceis
printed on the "Disbursements Report™ to explain what was paid.

Example—Monthly Lawn Contract

Bank ID

The default bank account from the AP Setup will automatically be inserted as the
default here. The default bank account should be the main checking account for
the community. This option lets you control which bank account is used to pay
this vendor’ s bill—a handy feature if paying for a reserve expense or special
assessment expense out of a different bank account.

If the default bank account is not correct for this bill, you can use the down
browse arrow #! to select a different bank account to pay this bill from if you
wish. Whichever bank account is selected here, that will be the bank account
that will be credited when the check is actually printed to pay this Recurring Bill.

Amount

Enter the Amount to be paid each time even if you wish to expense it to more
than one GL Account.

Last Posted

Shows the date the Recurring AP Bill was last Posted. Thisis updated
automatically when you Select & Post the Recurring AP Billsto be paid.

Formula#

If formula distributions are active in this community (AP Setup), then the
Formula # field will be active. If not, the Formula# field will be hidden from
view on the screen. Formulas are entered at the Community Setup menu,
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“Formula Distr Setup”.

Expense Distribution

Notice the Expense Distribution section at the bottom of the screen:

Amount Remaining 0.00

| Acct # b Deseription
=l
Y ou must completely expense the amount of the Recurring AP transaction before you can exit
the screen.
Amount This shows the Amount Remaining that must still be expensed. As you enter
Remaining | each line of the Expense Distribution, the Amount Remaining changes. When
the Amount Remaining equals zero, you have fully expensed the amount of this
Recurring AP transaction.
Account # Enter the GL Account # here or use the down browse arrow ¥/ to open a browse
of the Chart of Accounts.
@ SY - Browse G/l Accounts
Account # o
01010-000 L ] -
01020-000 Cazh - Previous bgmt.
01060-000 Cash Savings - Operating
01070-000 Cazh Savings - Reserves
01210-000 Certificates of Deposit
01:300-000 CURREMT ASSETS:
01:310-000 Azzessments Receivable
01320-000 Developer Azsmts. Receiv,
01330-000 Special Azsmts, Receiv.
01:340-000 Late Fees Receivable
01:340-007 Late Fees Receivable - Gp 001
01340002 Late Fees Receivable - Gp 002
01.350-000 Leqgal Fees Receivable
01:360-000 Mizc. Owner Receivables
01370-000 Owrer Call. Costs Beceiy.
01:380-000 Owner Admin. Fees Receiv.
01:3530-000 Owner Interest Receiy.
01410-000 Special Azsessments Rec,
01420-000 Recreation Pass Receiv. o
. |
tAdd Newl o 0K | X Cancel |
If needed, click Add New to add a new GL account to the Chart of Accounts.
Description | The description of the GL Account from the Chart of Accounts.
Amount The amount of the Recurring AP Bill to be expensed to this GL Account #.
% Distr. If using Formulas, this column shows the % of the Expense Distribution for each

linein the Formula. The Amount of the Recurring AP Bill will automatically be
distributed according to the %’ s in the Formula.

An example showing % Expense Distributions looks like this:

[ acct # bhd Description

DTJAD 000 Gen. Maint. & Repair .25 25000 &

O7090 000 Management Fees 3750 30,000

07020 000 Accounting Fees 2625 45,000
=l
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A completed Recurring AP Bill transaction looks like this:

The following explains the button functions.

@ ap - Recurring AP XX - Sample Condominium E]@@

Trans. # 3 vendor[NSURE  #|  NSUREI
Freguency |Maonthly - Day of the Month ﬁ

Invoice # [&8123-57 Description [MONTHLY INSURANCE PREMILM
BarkD [1 & 01010-000 Cash Checking - Operating

amourt [ 27800 LestPosted 021202 Formua [ &

Amt. Remaining ] 0o
| Account #4 Descrigtian
07280 000 Insurance 278.00 i|

Scan/Bttach '_J)naetei 2 ox I @ Cancel

Screen Controls

2 o Click the OK button to save changes to the Recurring AP Bill transaction as
displayed.
@Cancel Click the Cancel button to erase any changes made to this Recurring AP Bill.

j Delete

Click the Delete button to permanently erase the Recurring AP Bill displayed on
the screen. Deleting it will mean it will no longer be available to Post, then pay.

Scan/Attach

Scanfattach

Through this button you can scan AP invoices or documents through use of a
scanner attached to your computer or attach files already on your computer. When
you attach a copy of an AP invoice or contract to the Recurring AP Transaction in
TOPS, it eliminates the filing of the paper copy. It also makesthe retrieval of the
invoice or related documents much quicker and easier sinceit is conveniently
stored in the Vendor History file.

Click the Scan/Attach button and follow these instructions. When you click the
Scan/Attach button you will see the following screen:




@ Inyoice Attachments - XX - Sample Condominium Q@EJ

Youcher# 1068 [ Wendor: ABC [ Invoice # D1010 / Reference #: Fix Pothole in Parking Lo

| |

Mo Attachments exist for this Woucher.

Sran Image Add File
+ " L

Choose 'Scan Image' or 'Add File' to Create an Attachment

There are only two buttons active:

Scan I mage — Use this button if you have a scanner attached to your computer and
are ready to scan an image of the AP invoice or any related documents.

Add File— Usethis button if you have afile or image aready on your computer
and wish to attach that file or image to this Recurring AP Transaction in TOPS. It
opens a standard Windows® browser where you can select the file(s) to attach.

Once an image or fileis attached to the AP Transaction in TOPS, the screen will
look as follows:

@ Invoice Attachments - XX - Sample Condominium

Recurring Transaction # 1 / Vendor: ABC [ Invoice # 111 f Reference #

I'EI Save & Exit
Attachments Details

e = A=A J

+5can Image | I Add File l_stmuve File:

MX-3500N_20120409_162024.pdf

! "| Adobe Acrabat Document
E)

File Created: 4/9/2012 at 5:11 PM
Last Modified: 4/9/2012 at 5:03 P

File Size 9.18 KB

|9 File caunt: 1

Now the other two buttons are active:
Remove File - This deletes the file from the Recurring AP Transaction.

Save & EXxit - This saves the file as an attachment to the Recurring AP
Transaction.
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Y ou can double-click on the attachment to open a view of the attachment. There
can be more than one attachment to a Recurring AP Transaction. When you open
an attachment it will look as follows:

MX-3500N_20120409_162024. pdf - Adobe Reader
File Edit Yiew Document Tools ‘Window Help *

B & § [l j@@ |15 @ [

Zhigniew (Tony) Koleczek TO; o ;
Cleaning Service / qﬂ ngﬁ;m
Commercial/Residential

2585 Countryside Blvd # 4106
Clearwater, FL 33761

Cell: (813) 326-8709

Email: kole60@yahoo.com

MONTHLY BILL

ey TS
Plesse Pay the Amount of: @ bf&—

Payment for the period of, /747 @edr Doi?

Thank You

/2

Click the X in the upper right to close the attachment.

Be sureto click the Save & Exit button to save the attachment to the AP
Transaction.

Select Recurring Bills To Post

Once you click the OK button after entering a Recurring AP Bill, you will see all the Recurring
AP Bill transactions listed:

Existing Recurring AP Bills
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@ AP - Select Recurring Bills

Recurring Bills

+" - General Invoice Attached
Trans # - Frequency “endar D Dezcription :

A @ Monthly ABC PICKUP COMMON ARES TRASH -

2 @ Monthly PREC MCMTHLY Lavu COMNTRACT FE0.0002M2M2

3 @ Monthly INSURE  MONTHLY INSURANCE PREMILIM 275.0002M 212

4 @ Maorthly IMED MANAGEMENT FEES F50.000201 M2

b

* L | @S‘e;eocs‘tt! < Prirt I o I W Cloze

It lists all the Recurring AP Billsthat are available to Post, then pay. The columns are the screen
are:

Trans# The system assigned transaction # used by TOPS to keep track of each AP
transaction.
@ The @ sign indicates there is an attachment to this Recurring AP Transaction.
Frequency One of these Frequencies:
e Monthly
o Weekly
e B-Weekly
e Quarterly
e Semi-Annualy
e Annualy
Vendor ID The Vendor ID selected when the transaction was entered.
Description | The Reference entered for each Recurring AP Bill transaction.
Amount The total amount for each Recurring AP Bill transaction.
Last Posted | Showsthe date the Recurring AP Bill waslast Posted. Thisis updated
automatically when you Select & Post the Recurring AP Billsto be paid.

Screen Controls

o A Click the Add button to enter anew Recurring AP Bill transaction.

& Frint Click the Print button to print areport showing and Recurring AP Transactionsin
detail.
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&7 SY - Print Reports

Process recurring bills payable
- Print To:

(" Screen

™ File
Settings <& Frint !I
&+ Portrait " Landscape
@Cancell

Print — click to generate the report according to your Print To options.
Cancd —click to exit without printing.

2 o Click the OK button to select the highlighted Recurring AP Bill transaction so you
can view the transaction detailsitself and make changed, if needed.
o Close Click the Close button to exit from the Recurring AP.
Select & Post
i34, Sel ect Recurring AP Bill transactions must be posted before they affect vendor account
& pest balances or your General Ledger. Y ou cannot print a computer check to pay a

Recurring AP Bill until it is Posted. Y ou will have a chance to select which
Recurring Bills to Post after you click the Select & Post button.

Click the Select & Post button to proceed. This does not Post the transactions, it
gives you the opportunity to select which Recurring AP Bills you wish to Post.

Select Recurring Billsto Post

. T | 7
@ AP - Recurring A/P - Post A |E@
Post Date: | 03/12/12 ftems Selected: 0 Selected: 000
Tran # Vendor  Day Invoice # Last post | Fregquency Amalirt
1 ARC 15 111 021012 Monthly 100.00 -
ABRC MAINTEMANCE Ref: PICKLUP COMBMOMN SRES TRAS
Mo 2 PREC 10 L2341 021212 Monthly 350.00
PRECISION CUT LAWNS Ref MOMTHLY LAy COMTRACT
Mo 3 INZURE 10 A9123-57 021212 Monthly 278.00
INSURE IT Ref: MOMTHLY INSURANCE PREMI
I§[a] 4 IMMED 01 01 020112 Monthly 750.00
IMMEDIATE MAMNAGEMENT SERW Ref. MAMAGEMEMT FEES
#
| | Usze the "Enter” key to select = I ol
@ Sl x Al or unzelect each Recurring Bil a oat | P Gloee

Notice the Post Date at the top of the screen. If you are using the Accrual
Accounting method for this community, thisis the date you will see the expense for
the invoices you select hit the General Ledger “as of”. If you are using the Cash
Accounting method, the Post Date will have no effect.

Select/Unsel ect
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All the Pending Invoices are Unselected for payment to start to prevent accidental
selection. Notice these buttons at the bottom of the screen:

Double click on individual invoicesto select them for Posting. The No will change
to aYesto indicate that thisinvoice has been selected for Posting.

Buttons
B sel _ . .
Click the Select All button to select all the Pending Invoices to Post.
A cran _ . ,
Click the Clear All button to Unselect all Pending Invoices so you can start
selecting again.

& |

Once you have selected the Recurring AP Transactions you wish to Post, click the
Post button. You will see this screen:

Post Options

&) AP - Posting Recurrin... E”E|E

Post Option

{+ | Post by Date Entered;

" Post by tem Day

E 0K @Cancel
e Post by Date Entered — the Date Entered means the Post Date shown at the
top of the invoice selection screen as shown below.
& ap - Recurring A/P - Post B|EE|
ems Selected: 0 Selected:
g nvoice # Last post | Freguency Smourt |
Mo 1 ARG 15 111 02A0A2  honthly 100.00 ﬂ
" _ ABCMANTENANCE et PICKUP COMMON AREA TRAS
e Post by Item Day — when you enter each Recurring AP Transaction, you can
specify the day of the month when it should be paid, see below. That isthe
Post Date that will be used if this option is selected.
AP - Recurring A/P XX -Sample Condominium EJ@@
Trans. & } Wendor || ¥ N
Freguency |Maonthly - Dy of the Month FD_
Invoice #  [a9123.57 DT THLY INSURANCE PREMIUM
Bank I© ]1_. ;} 0M010-000  Cash Checking - Operating
Amourt [ 27800 LastPosted 02422 Formua# [ &)
Select one of these Post options.
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g o Click OK to proceed with Posting the selected Recurring AP Transactions.

@y Cancel

Click Cancel to exit without Posting.

If you clicked the OK button, the selected AP transactions will be posted. When
complete, you will see this confirming message:

SY - TOPS MESSAGE

<P Posting complete
\-"/ CATOPS20000DOTHETAPTIYC. EXE S/@/:%/@/000000/@{000000

oK | Cancel J

Y ou are now ready to select Recurring Billsto be paid and print computer checks if
you wish.

This completes the manual section on Recurring AP Bills
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Checks

INTRODUCTION

Use this function to select Invoices (vouchers) for payment, preview the checks that are
going to be printed and print the checks themselves. Printing checks clears open A/P Bills
and creates an entry to the General Ledger for the checks printed (disbursements). Thereis
an overdraft protection warning system if the total of the invoices selected for payment will
exceed the bank balance.

Before you can print checks, you must have previously entered "Bills' under "Enter AP"
or "Recurring A/P" (#3 on the A/P Menu) and 'Posted’ them. Unlessthe "Bills" are
'Posted’, they are not recognized by the check printing programs. Therefore, you cannot
see them to select them for payment.

Check types
There are many different check formats you may select from which include these checks:

Lazer without reference
Lazer with reference

Dat mtrx without reference
Dt mirx weith reference
Dt rmtrx Wer. 1.0

MICR format

MICR with reference

EIZEZ! WickBooks

Blank Check

Prodazter Laser
Profaster Dot Matrix
GuickBooks wi MICE
GuickBooks MICR - Mo Sign
Legal Size MICR

MICR Falder Zealer-Letter
MICR Falder Sealer-Legal
Custom Check

The Check Format is set in the AP Control Filewhichis part of the Setup menu tab on
the AP Menu. These checks are available from many sources including:

Dynamic Systems Formost Business

6420 Pleasant Street 7564 Standish Place, #115
South Park, PA 15129 Rockville, MD 20855-2745
800-782-2946 301-777-4242

Fax: (412) 831-4754 Fax: (301) 424-7489
http://www.dswebtoprint.com/tops http://www.formostgc.com/

To Print Checks, follow these instructions:
Print Checks

Checks Click the Checks button on the AP Menu.

Y ou will seethe Print Checks menu:
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Print
Checks

Print Chechks

“winid Chechs

We'll cover the Print Checks and Void Checksin detail below.

Click the Print Checks button to select invoices for payment and print
computer checks.

Prirt Chechs

When you click the Print Checks button, you will see all the Posted Invoices that are
available for payment:

Select | nvoices

3 AP - Checks 0B - Alpine Meadows HOA

Unpaid Invoices Items Selected: 0 Amt.to Pay: 0.o0

022812 0252812 225.00
030112 0301012 Fs0.00
F1278423 0313012 F50.00
4214565323 030512 12613

“endar Wendor Mame

EZTRAZ EZ TRAZSH & REFIUSE 1
IMMED  IMMEDIATE MANAGEMENT SERWICE
INSURE  IMSUREIT

SAMPLE SAMPLE ELECTRIC UITILITY

T

B

Print Press the Space Bar to select o =
-q Prelf-l or unselect Invoices @ sl P cran < Print | 9 Close

There are two ways to select invoices for payment:
e Sdlect Individual Invoices
e Select All Invoices

WEe'll discuss each method in detail.

Salect | ndividual I nvoicesfor Payment

Double click on an item to select it for payment. When you do, you will see this pop-up:

Individual Invoice Payment Options
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Gap - Payment Options

—Amount to Pay

(" Partial Pavment  Amount to Pay: L

Bark IO JD1 - Fist Mational Bank ﬂ

g_m(, @u:ancell

Amount to Pay

of the invoice, then enter the Amount to Pay.

L

Click the OK button to proceed.

OCan cel

Click the Cancel button to exit without proceeding.

e Full Amount - Notice it defaultsto paying the Full Amount of the invoice.
e Partial Payment — Click thisoption if you wish to pay LESSthan the full amount

Bank I D — The default bank account is the account from the AP Control File but you may
use the down browse arrow ! to select any active bank account to pay this invoice from.

Select All I nvoicesfor Payment

Starting from the Select Invoice screen:

Sdect Invoices

@ AP - Checks 08 - Alpine Meadows HOA
Unpaid Invoices Items Selected: 0 Amt.te Pay: 0.00
“endor Mame Trans ect |
EXTRAS EZ TRASH & REFUSE 1 5 022812 0272812 22500
IMMED  IMMEDIATE MANAGEMENT SERYICE 1 2 030112 030112 750,00
INSURE  INSURE IT 1 4 F1275423 031512 350.00
SAMPLE SAMPLE ELECTRIC UTILITY 1 3 4214565323 030512 126.13

Ei

Prirt Press the Space Bar to select :
ﬁ F‘re\r.l or unselect Invoices @ = CIrAll & Frint | 9 Close

@ S-el..“.lll Click the Select All button to select al listed invoices for payment.

from No to Yesfor dl thelisted invoices:

Select | nvoices

When you click the Select All button, you will notice that the Select column will change
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&) AP - Checks

Unpaid Invoices Items Selected: 4 Amt.to Pay:

Wendor Mame Bank ID| Trans

0B - Alpine Meadows HOA

143113

Partial #imrt

EZTRAS EZ TRASH & REFUSE 5 022812 0252812 225.00
IMMED  IMWEDIATE MANAGEMWENT SERVICE 1 2 030112 03112 730.00
INSLURE  IMSLURE IT 1 4 F1278423 03M5M2 350.00
SAMPLE SAMPLE ELECTRIC UITILITY 1 3 4214865323 03M05H2 12613

E

Pririt Press the Space Bar to select :
ﬂ Frev.l or unselect Invoices & selan| K cran < Frint | 9 Close

Notice that it also shows the total Amount to Pay at the top right of the screen. Thisisthe
total of the invoices selected for payment.

o crea The Clear All button clears al the invoices selected for payment so you can
start over.
& b The Print Preview button prints a preview report showing the invoices that
"1 | have been selected for payment.

o Close The Close button exits you from the AP Check Printing without proceeding.

& Fine The Print button proceeds with the printing of AP Checks.

MICR Checks Only

If you are printing MICR Checks, which means, you are printing on blank check stock
with TOPS completing all the bank info and the MICR line at the bottom of the check, you
will see the MICR Fonts selection screen:

MICR Fonts Sdlection

7 AP - Select Font B@@

I vou are unsure of your operating system, please
check Help, Abowut TOPS2000. The field for "System™
will tell your operating system.

" Alse Big Micr Font { Windows 95/98,ME |
_ Q Use Small Micr Font { Windows 2000/NT/XP ) |

2 ook | QCancel|

Different versions of Windows® require different sized MICR Fonts to meet the Federal
Reserve Bank MICR font requirements. For more recent versions of Windows®, the
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“Small MICR Font”, which is the default, should be correct.

Recommend: Accept the Small MICR Font default unless you bank informsyou it is
having difficulty reading the MICR line on your AP checks.

All AP Checks

Once you click the Print button on the Select Invoices screen, you will proceed with the
check printing. You will see the Print Check Options:

Print Check Options

) AP - AP Checks 08 - Alpi... E]@ |

Check Format: MICR w! reference - Small Font

Bank Account
Bank ID r First Hational Bank

GLL Account 01010 000 Cash Checking - Operating
Cash Balance: 4 500.00

Invoice Totals

ftems Selected 4
Total Smaurt 143113

Check Info
Check Date 0412501 21

Last Check # Used 1453
Starting Check # 1454
‘ertical Alignment Default -

check

[~ Prirt &lignmerit g Pt ! @mwl
i

Overdraft Protection

Notice this screen shows the bank balance aswell as the total of the invoices selected. |If
the invoices selected will exceed the bank balance, you will see awarning on the screen to
help prevent you from overdrawing the cash available.

Check Info

The following information is displayed but can be changed:

Check Date — displays today’ s date but can be changed.

Last Check # Used — based on the last check printed for this community.

Starting Check # - can be changed, but may cause a number of checks to be “voided”
behind the scenes.

Vertical Alignment — adjust the position where the check printsin small increments of %2
(.5) lines either up or down.

Print Print a sample check to test the alignment.
Alignment
c'l:l'ullr-;tkl Click the Print Check button to proceed with the actual check printing.

Y ou will then see the print reports option so you can direct the check
printing to the correct printer:

Print Checks
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@ SY - Print Reports

Print AP Checks
Print To:
(* {Prinier
(" Screen
~
' Emel

Settings

(% Portrat

rinit

.

e

@Cancel

Sy Frint

(#) Cancel

Click the Print button to start printing the AP checks.

Click the Cancel button to exit without printing checks.

Post Checks | After the checks have printed, you will see the Post Checks screen:
Post Checks
& AP - AP Checks ... [2|B[X]
Checks Printed 1 b 3
[ -Reprint Checks
™ Woid Checks
o
Y ou have 3 options here:
e Post All Checks— clears open invoices, updates the Vendor
History for the payments made and records entries in the General
Ledger for the checksjust printed. This completesal the
accounting functions for the checks.
e Reprint Checks—if there was a problem with the checks, for
example, the printer jammed, use this option to reprint the checks.
e Void Checks— usethisoption to void all the check # sjust printed
and leave all the invoices selected for payment still open waiting
for checks to be printed.
Print Check | The AP Check Register will list ALL the Checksjust printed. When you
Register select to Post All Checks, you then see this screen:
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7 AP - Checks

Print Check Register

After printing checks, yvou MUST print
a Check Register Report to complete
posting of the checks.

You will need plain paper for the report
or send it to another printer.

Press "Finish”to proceed..... 4 Finish I

Finizh
E Click the Finish button to proceed with printing the Check
Register report.

Select Print Option

7 sY - Print Reports

Print AP checks

Settings = Printl
(* Portrait " Landscape
@Cancell

& Pri
— Click the Print button to start printing the AP Check Register.

(#) Cancel

Click the Cancel button to exit without printing.

When the AP Check Register is done printing, you will see this confirming
message:

SY - TOPS MESSAGE  [X]

a2 ;
\‘_./ Pasting complete

Ok I Cancel ‘

Thisisjust confirming that the AP checks just printed have been posted
and the AP system and Genera Ledger updated for these transactions.

Printing the AP Check Register isthefinal step in printing AP Checks.
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Void Checks

To Void an AP Check aready printed, from the AP Checks menu click the
Void Checks button. Voiding a check means you wish to cancel the check
Vbid Checks and make the invoice paid on the check an open, unpaid item again.

When you click the Void Checks button, you will see the Void Checks screen:
Void Checks

€0 AP - Void Checks 0B - Alpin... g@@

(4 > Pl 2

Existing Entries: 0
Void Check Info

Bank IO r k4
Check # Check Date
Effective Date

Reazon |

'}Dele‘tel o | QCancell 4 Close

Thisiswhere you can select the AP Check you wish to void. To void an AP Check,
complete the Void Checks screen as follows:

Bank ID First, you must select the bank account where the AP Check as issues
against. Use the down browse arrow ! to select the bank account by
Bank ID.

Check # Enter the Check # here.

Check Date | Enter the Check Date here.

Effective The Effective Date will be the date used for recording the Void Check in
Date the AP system and General Ledger.

Enter the Effective Date for this Void Check transaction. If the AP Check
was issued in a previous month and the month has been closed, you might
want to void the AP Check in the current month so you don’t affect
financia statements that have already been issued.

Reason A placeto record abrief note explaining why you are voiding this AP
Check.

A completed Void Check transaction would look like this:
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7 AP - Void Checks

RIDDRE

Post

Existing Entries: 0
- Void Check Info

Bank 1D |1_ & | 0oio
Cash Checking - Operating

Check # 00004 Check Date. | 04/26/M 2

IMNSURE - INSURE T

Effective Date 04726012

Resson |Chec:k lost by wendor

M i ok I@Cancelltcmsel

Complete the Void Check transactions using the buttons on this screen as described below.

) Delete Click Delete to erase the Void Check transaction.

@ o Click OK to save the Void Check transaction just entered.

@Cancel Click Cancel to exit without saving the Void Check transaction just entered.

o Close Click Closeto exit saving the Void Check transactions on file.

[4 €4 » Pl | Usethearrow keys to browse through pending Void Check transactions.
& Click the Print button to print apreview list of the Void Check transactions
Beint that have been entered by not posted.

E Click the Post button to Post VVoid Check transactions that have been

Pa=t

entered. Posting actually records the void check transaction in both the AP
system and Genera Ledger. It cancelsthe check issued, makes the
invoice(s) paid on that check open (unpaid) items again, and reversed the
payment from the Genera Ledger.

When you click the Post button, you will see this confirming message:
SY - TOPS MESSAGE >

?“/} 2k ko posk woid fransactionsy
e

Yes Mo ‘

Click the Y es button to proceed with Voiding the checks.

Because the Void Checks affects both the AP system and the General
Ledger, an audit trail report will be generated. Y ou will see the Print Option
screen:
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) SY - Print Reports

Yoid checks

— Print To:
&+ Printer:
(" Soreen
" File

s

i

Settings Print

+ Portrait & Landscape

@Cancel

Select where you wish to send the printed output.

& P Click the Print button to start printing the Void Check Register.

@Can el

Click the Cancel button to exit without printing.

When the Void Check Register is done printing, you will see this confirming
message;

SY - TOPS MESSAGE  [X]

I"

\_../ Posting complate

Ok I Cancel I

Thisisjust confirming that the VVoided Checks have been posted and the AP
system and Genera Ledger updated for these transactions.

This completes the manual section on Print Checks and Void Checks.
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Adjustments

Use Adjustments to clear Open A/P Vouchers (unpaid invoices). The Vouchers you are
working with here must have been entered as “Bill” transactions which means they were
originally intended to be paid by computer check.

Y ou have the choice of two types of "Adjustments":

Cancel Vouchers
Mark Vouchers Paid

Vouchers must be 'Posted’ before you can use the "Adjustment” function. If they are not
yet 'Posted’ use the "Bills/Manua Checks' to go back and make the correction.

Adiuztments Click Adjustments on the AP Menu.

Y ou will seethe AP Adjustments screen:
AP Adjustments

& ap - Adjustments 08 - Alpine Meado... E|@

LU BRI 3 ZHIe-2 .

Adjust Unpaid Inveices  Eyisting Entries: 0

AP Trans # 4

Wendar [MSURE  [MSURE T

Inyaice # JF1 27423

Reference 1March Premium

Originsl Dete  [03M1 5112
Amount 350,00 &
.......................................... Effective Date | 0452612

Tranz Type ™ iCancel Youcher:

" Mark a= Paid

Dates

Description ]

“ Close

'_}neletel L |QCancel

Complete the fields on the screen, then click Post.
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Reports

There are many AP Reports that can be printed. Most of the reports are “ date sensitive”
meaning, they can be printed for any date where datais still on file. Thisisespecialy
handy for reports like the Aged Open Item report where you might want to print it for a
period in the past to check for open items as of a certain date.

Fleports Click Reports from the AP Menu.

Y ou will seethe AP Reports menu:

&
I:I|:u'f|!|;I tems

Check Fegister

iendor Histony

oL

AP Dist. to GIL
_,-""
‘wendor
Chech Feg.

=2

Custom Report

Below isabrief description of each report:

Aged Open Items

This report shows the "Open” (unpaid) invoices that have been entered and posted but not
yet paid. It can be printed for any date in the past as long as the Vendor History exists for
that date.

Check Register

A "disbursement” report that lists al checks issued for a range of dates. The report can be
printed in full detail (shows complete invoice detail) or summary format (simple check
listing). It can be printed for any date in the past as long as the Vendor History exists for
that date.
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Vendor History

A report showing the invoices and check history for each Vendor. It can be printed for
ALL Vendors or selected Vendors.

A/P Distribution to G/L

A report that shows all entries made to the General Ledger for a range of dates. It isa
valuable “audit trail” report to trace the G/L activity coming from the A/P module.

Vendor Check Register

Shows ALL Checks written to a Vendor for a range of dates. It can be printed for ALL
Vendors or just selected Vendors.

Custom Report

Some TOPS customers have specia custom AP reports. If so, they can be accessed
through this menu choice.
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Year End

The only year-end requirement for accounts payableis to print 1099 Misc Income forms
for unincorporated vendors as required by the IRS. This must be done on a calendar year
basis regardless of the fiscal year for the community. Y ou can do this anytime after the
end of the previous calendar year, however, the IRS does have filing requirements which
generally require this to be done by January 31% of the following calendar year.

In addition to printing 1099’ s through the Y ear End menu, you also have the option to
purge Vendor History. You do NOT need to do thisin order to proceed with a new year,
but if you wish to get rid of old Vendor History, you can do so through the Purge Vendor
History on the Y ear End menu.

“Year End ] Click Year End on the AP Menu.

You will seethe AP Y ear End menu:

AP Ad'iustments

Year End

1099

Prirt 1099
Reports

10939

Print 1099=

Purge'siend . Hist

Here you can complete your Y ear End processing requirements.




Bank Accounts

Y ou can setup up to 99 "Banks Accounts® for each Community. These are accounts where
you intend to write A/P or P/R checks. By defining them here, the A/R, A/P, P/IR and
Check Rec modules know the Bank Accounts exist. The"Last Check #" for A/P istracked
in the "Bank Accounts" file.

MICR Check Info
If you use the TOPS MICR Check Printing System, you setup the Bank MICR Info
through the Bank Accounts.

Bank fccts. Click Bank Accountsonthe AP Menu.

Clicking the Bank Accounts button, you will see any existing Bank Accounts:

Bank Accounts

@ SY - Bank accounts 08 - Alpine Meadows HOA

Maintain Bank Accounts

18] Bank Mame GiL Acct. Balance
01 First National Bank 332057 -
02 Suntrust

H
&Pﬁm|-lmdd| 2 o |1|;|:|ose|

Here you can add new Bank Accounts or select and existing Bank Account to change info
onfile.

The information stored in the Bank Accountsfile looks like this:
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@' SY - Bank accounts 08 - Alpine Mea... B@

Bank Info
Bark ID [ |
Blank Mame [First National Bark:
Bank Address 1 {1 Executive Boulevard

Bank Address 2 jRockviIIe, MO 20854

Bank Address 3 |

Bark Sccourt#  [12 3456 88

Bank 454 #
AP Last Check # 5
GIL Account # j1u1u - 000 g

Cash Checking - Operating

¥ Use Gliobal Scan Payment

Store ID: 14151

All fields in red are required

7§ Deletef Setup Micr 2 o | @cancel
LLL ]
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Setup

The AP Setup includes the " A/P Control Info" which let's you configure the handling of the
Accounts Payable functions. For example, you can elect to "turn-off" printing Audit Trail
reports, such asthe Bills Posting Registers. Further, through the A/P Control Info you can
specify the default "Checking Account” to be used with Accounts Payable.

Y ou can select which accounting method, “ Accrual” or “ Cash” you wish to use for this
Community. Depending on which method you select, the interface of transactions to the
Genera Ledger from A/Pis affected. “Accrual” recognizes expenses when due while
“Cash” recognizes expenses only when a check is issued.

Setup Click Setup on the AP Menu.

Y ou will see the Setup menu:

AIP Setup

Sy

Control Info

‘windors
d

AP Online
lfizar

We will only focus on the AP Contral Info.

The AP Control Info looks likethis:
AP Control Info
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@ AP - AP control information 08 - Alpine Meadows HOA E”E|E|

General

Account kumber 5301 0 - oo il

Account Description j wobirts Payable

Print &/F Check & On; iEIu:nth ¥

Last Youcher # 5]

Diefault Cazh 1 4| 01090 - 00D

Cash Checking - Operating

Check Format: |Laser weith reference LJ

Accourting Method [ Accrual '1
Printing — Options
W Print community name on &P checks [ Customize AP reference by Distribution
™ Print community D on &P checks I~ Warning for vendor insurance expiration

Use distribution f I
[~ Print audit trail reports |_iee shriion o
[~ Make Invoice Effective Date the Currert Date
[ Include check date on Stub
E 0K | @Cancell

Here you enter the controlling info about the AP system for this community, such as, the
check format to use as well as many other things.
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