Scofield Management Systems

GlobalWare Suggested Schedule

Daily & Weekly Processing Schedule

Daily

1. Run "CRS Interface".  Review the printout:

Check error messages.

Verify the additions to the Account ID file.

2. Some people like to look at each invoice to see if they look okay.  You may do this by entering the prior day’s date in the From and To invoice date fields on the Invoice Edit & Query Screen, then click the Find Button.  Hit [Enter] when on the first item in the browse screen, and then hit [Page Down] to see every item within an invoice and hit [Shift]+ [Page Down] to look through the invoices.

Weekly

Verify Invoices  -  On a weekly basis you should be verifying that all invoices are in the system.  We have two special programs which help accomplish this.  The Missing Ticket Report and the Missing Invoice Report.  These programs are on the Reports, Agency Management menu.
Missing Invoice Report  -  The Missing Invoice report prints or displays a list of all invoices that are missing within a range of invoice numbers.  Note that it is only missing invoices that are displayed.  This enables you to see much more quickly the information you need.  For full reports you can use the ARC Report or the Invoice Edit & Query function.

Missing Ticket Report  -  The Missing Ticket report displays a list of all tickets that are missing within a given ticket range.  Note that it is only missing tickets that are displayed.  This saves enables you to see much more quickly the information you need.  For full reports you can use the ARC Report or the Invoice Edit & Query functions.

ARC Report  -  On a weekly basis you should be doing your ARC Settlement Report.  

To run the ARC Settlement Report, click on the Settlement Icon; this will bring up the Settlement Report Selection Screen.  Accept the default of A - ARC for the Settlement Plan.  If you accept the default of ‘Use Standard Arc Week’, enter any date within the ARC week you are processing, and the beginning and ending dates of the ARC week will automatically be filled in for you.  Select the Ticket Location for which you are running the report.  Then, click the Ok Button which will bring up the search results displayed in a browse list in ticket number order.  

You may edit information from this screen, and the invoice will be updated at the same time.  To void a record from this screen, type a V in the V Column.  After you have made all the necessary changes, click the Ok Button.  When asked if you wish to print the report, click Yes; this will bring up a Report Preview.  To exit this screen, click the Done Button (Door Button).  The Post ARC/Bsp/Direct Report Screen will be displayed.  If all of the information is correct, click Ok to post your ARC Report to the General Ledger.

When Needed

Bank Deposit

The Bank Deposit program in GlobalWare provides a quick and user-friendly way to enter, print, and post bank deposits.  The deposit program is a two step process:

1. Entering the receipts

2. Posting (applying) the deposit

These two steps do not have to be performed at the same time.

Receipts Entry

A deposit may consist of:

Receipts from Customers.  When you enter a receipt from a customer, the first thing you must do is identify the customer.  Enter their Account ID or you may enter the invoice number, using all nine digits.  Enter “000000103” in the Account ID field, and the computer will enter the Account ID that is on that invoice.

Receipts from Providers.  When you enter a receipt from a provider, the first thing you must do is identify the provider by their Account ID.

Other Types of Receipts.  All other types of receipts are entered as general ledger receipts.  Other types include airline overrides, checks from ARC, bank loans, contributed capital from owners and money received for accounts receivable before you went on GlobalWare.  You must have an Account ID to identify who the money is from.

To enter your cash receipts, click on the Bank Icon; this will bring up the Receipts Entry Screen. After entering the correct date and cash account, click on Ok  or press [Enter] on your keyboard. Enter the Account ID of the person/organization from whom you are receiving money.  If unsure of the Account ID, you may enter the initial character(s) and press [Enter] on your keyboard.  A list of possible Account ID’s will be displayed; you may then highlight the correct Account ID and click Ok.  Enter the amount and check number and then click Ok.

When finished with receipt entry, check the Deposit Total to make sure it is correct.  If no changes are necessary, click the Done Button.  This will bring up a Print Preview of the Deposit Listing.  After exiting this preview, you will be asked if you want to post this deposit.  If you want to post it immediately, choose Yes; if you want to post it later, choose No.

Posting Deposits

If posting directly after entering your receipts, choose Yes when asked if you want to post the deposit when exiting the print preview of the deposit slip.  If posting at a later time, choose Entries Post Deposit from the menu bar, and a listing of deposits available for posting will be displayed by control number and date.  Choose from the list by highlighting it and pressing [Enter] or double-click on it with your mouse.

Receipts from Customers and Providers should be posted to the AR/AP File.  To do this, you must choose Select Inv, Open Inv, On Account, Gift Cert, or Layaway  from the Posting Screen.  If you select Open Inv, a listing of all open invoices/items will be displayed.  Highlight the items to post the money to by using the spacebar when you are on that item or by double-clicking on the item.

Check Disbursements

There are four types of check disbursements:  payments to providers, payments to customers (refunds), payments to vendors, and payments to employees.

Checks To Providers
Payments to providers should be made directly from the AR/AP file.  You may pay the gross amount or the amount net of commission.

Checks To Customers  

Customer checks are generally for invoice refunds and exchanges with refunds.  Payments to customers should be made directly from the AR/AP file.

Provider and customer checks can entered two different ways - using the Batch Checks feature or the Write Checks feature.  

Batch Checks - Click on the Check Icon.  Enter the Posting Date and Comment.  Select the correct Cash Account and G/L branch (if necessary).  The starting check number will default to the next number for that cash account.  Enter the due dates for the invoices you would like to pay.  Choose Provider or Customer, as appropriate, and click Ok.  A browse listing of invoice items due to be paid (open items) will be displayed.  Select the items you wish to pay by using the spacebar or double-clicking on the item.  For providers, if paying the net amount, select the item once so that the far right column displays a Y.  If you are paying the gross amount, select the item twice so that the far right column displays a G.   GlobalWare will total all items for the amount of the checks.

Write Checks -Select Entries, Write Checks from the Menu. Enter the Entry Date, Batch Description, and select your cash account (or accept the defaults), and click Ok..  The default Check Date and Number will be displayed; if necessary, you can change these.  Enter the Account ID of the person/organization to whom the check is being written.  Customer and provider checks should be made from the AR/AP file.  To do this, you must select Enter Invoice # or Choose from List.  If you select Choose from List, all items due to be paid (open items) will be displayed.  Select the items you wish to pay by using the spacebar or double-clicking on the item.

Checks to Vendors  

These are checks for your rent, postage, telephone bill, etc.  Vendors do not have items associated with them in the AR/AP file, so these checks will be written directly from the General Ledger.  If there is a Standard Check Entry, it will automatically be loaded and displayed for you to change the Ref 1 and amount, if needed.  Otherwise, you will select G/L Check from the Write Checks Screen, and a blank distribution line will be displayed.  Enter the GL Account Number, Comment, Ref 1, Ref 2, and the amount and press [Enter] on your keyboard.  Another blank distribution line will be displayed.  You may enter as many distribution lines as you need, and GlobalWare will total all lines for the amount of the check.  

Vendors that have Expense Payables set up, can be paid via the Batch Checks program.

Checks to Employees  

These are paychecks, commission checks, etc.  These checks will be written directly from the General Ledger.  If there is a Standard Check Entry, it will automatically be loaded and displayed for you to change the Ref 1 and amount, if needed.  Otherwise, you will select G/L Check from the Write Checks Screen, and a blank distribution line will be displayed.  Enter the GL Account Number, Comment, Ref 1, Ref 2, and the amount and press [Enter] on your keyboard.  Another blank distribution line will be displayed.  You may enter as many distribution lines as you need, and GlobalWare will total all lines for the amount of the check.

Void/Delete

Delete is grayed out if Business Date (Posting Date) is not in the same month as the Check Date

Checks - Voiding or Deleting
To void or delete a check, select the Entries Void/Delete Checks option from the menu bar which will display the Void/Delete Checks Screen.  Select the cash account the check was written from, enter the check number and click Ok.  All GL information related to the check (the minus to the bank and the distribution lines) will be displayed.  

If the check is in the system, you then have the option to void the check on the original check date, void the check on the business date, or delete the check.  If it is not in the system, you are presented with the option to enter it as a voided check.

Voiding a check will reverse the check and render that check number unusable.  Deleting a check will delete the information for the check and allow you to reuse the check number.

ARC Report Reconciliation

When you receive your report from ARC, you should print out GlobalWare’s ARC Settlement Report for the period and compare it to ARC's report.  If GlobalWare’s ARC Settlement Report totals agree with the totals on the report from ARC and you have already posted it to GL, you are done.

If there are any differences between the reports, make changes to your GlobalWare invoice items until they match perfectly.  Then run (or re-run) your ARC Settlement for the week and post it.  Items previously transferred will not duplicated, and only amounts for changes that have been made to your invoice items since your last ARC posting will transfer to accounting for this week.

Once GlobalWare’s ARC Settlement Report totals agree with the totals on the report from ARC and you have posted it to the GL after they were reconciled, you will not have to make any journal entries in accounting to get your ARC week to clear.

There are two types of changes that may need to be made: resubmits and simple amount changes.

Resubmit

An invoice item goes into an ARC week based on its A/P Date.  When resubmitting an item, change only the A/P Date; you should not change the invoice date or the A/R Date, because this would confuse your client.  This needs to be done from the original invoice.

Simple Amount Changes. 

If there is an amount change, simply change the amount to what it should be.  This way not only will your accounting be correct, but your report will be as well.  Any changes to the total amount of the sale will appear in your accounts receivable as now due.  You can make simple amount changes directly in the invoice, or you may do so from the Settlement Report browse listing.
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