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Accounts Payable Definition

Accounts Payable: Amounts owing on open accounts to creditors for goods and services. These transactions
are called a purchase on account and the liability created is termed an account payable. The accounts
payable general ledger account holds the funds temporarily until the entry is processed at which time the
funds automatically transfer from the accounts payable account to the selected bank account.

Accounts Payable allows expenses to be offset by the date they are received rather than the date they are
disbursed for accrual accounting. Using the accounts payable function allows for easier determination of
cash flow.

Accounts Payable Overview

Accounts payable entries in Nexsure can be set up for daily, weekly, monthly or yearly recurrence. General
Ledger Allocations can be used in Accounts Payable to automatically allocate offsetting entries to multiple
organization entities such as Region, Territory, Branch, Department or Units.

Accounts payable entries can be made at the Organization level if necessary but are more typically made
at the Territory level. Most agencies enter accounting transactions at the Territory level as this is the level
where client receivables and carrier payables reside. All instructions in this chapter are oriented to the
Territory.

Note: DO NOT post to any of the mandatory general ledger accounts unless directed
by XDimensional Technologies’ Nexsure workflows. This can cause books to be out of
balance as these accounts are used by Nexsure for automatic postings.
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Adding Accounts Payable

Navigate to accounts payable by clicking the ORGANIZATION link on the Primary menu. Click the territories

tab then click the Details icon for the desired territory. Click the accounting tab. Click the transactions
tab on the second row of tabs. Click the accounts payable tab on the third row of tabs.

Nexsure will display the following screen:

card file branches  locations  employees  accounting  wendors  entity associations
summary setup  invoicing setup  general ledger  bank accounts  transackions | batch summary

transaction summary journal entry disbursements receive payments deposit  accounts payable reconciliation invoices

showing page 10f 3 b [Export] [Print]  Filter: [Shou] [Add Hew]

[Add Recuring] [#uta Pracess Accounts Papable]

Click the [Add New] link to begin a new entry.

Nexsure will display the Entity Search pop-up window:

MNexsure Accounting n%um

Entity Search

Entity Type: | Wendor w |

Enter at least 2 characters of the name and click
search.

Select Name:

Select Address:
123 Main St b

Click OK to confirm selaction or click Cancel to return
to the previcus screen.

[ Ok ] [ Cancel ]

Select Vendor from the Entity Type drop-down box. Enter at least 2 characters of the vendor name and
click the Search button to return the results of the search. Select the vendor from the list of search results.
Select the address to appear on the check from the Select Address drop-down box. Click the OK button on
the bottom of the pop-up window.
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Nexsure will display the Accounts Payable screen displayed below:

Accounts Payable ID: 662 Payee: Training Consultant Services
123 Main St

Posted: Hudson, NH 03051

Processed:

Date Booked: |12/17/2007 [ & Recurring:  [| [Set Properties]
Date Due: [12/31/2007 [k Frequency:

Date Created: 12/17/2007 1:55:18 PM Start Date:
Created By: Betsy Cormier Expiration:
Auto Post:

Description:  |In-House Training

\EIEEEITT Print Post Abort Save Add Allocation Add Row

Summary

[Nexsure Accounting

Accounts Payable Entry

Account Number Description Debit Credit 1099 LID # Remowe

70.001.0000.000.00.220000 - Accounts Paya | | O E] o

The Accounts Payable window includes three sections:
m  Accounts Payable header (Top)
m  Navigation toolbar (Middle)

m  Accounts Payable Entry section (Bottom)

The Accounts Payable header includes user Input Fields combined with fields that reflect settings made in
Set Properties and fields automatically assigned by Nexsure. The Accounts Payable header summarizes the
entire entry with the following information:

Title Description

Nexsure-assigned disbursement record number. Note when an entry has been reversed, this will

Accounts Payable ID: R - .
u Y display the original number with the reversal number, separated by a slash.

Nexsure-generated checkmark appears when entry has been processed (Meaning a
Processed: disbursement has been created that reverses the entry to the accounts payable account and
offsets the selected bank account).

Defaults to the current date. The accounts payable entry will post to the general ledger on this
date. This date can be changed back or forward, however, the date booked cannot be posted
to a locked month unless the user has the security rights to override a locked month. The date
booked can never be posted to a closed month.

Date Booked:

Enter the date the payable item is due to be paid. If preferred, click the calendar icon rather

D Due: L
ate Due than typing in the date.
Date Created: The disbursement creation date (As stamped by Nexsure)
Created By: Pulled from the user login ID at the time the disbursement was created.
Entity Type: Type of entity the disbursement is paid to.
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Title Description

Payee: Name of entity receiving the disbursement.

When checked the entry becomes a template for new entries and the Post link will be
disabled. Since this entry will not post it can be edited or removed at any time. The template
will be available for manual selection whenever desired and can also be used by Nexsure to
automatically create entries.

Recurring:

The [Set Properties] link is used in conjunction with the Recurring check box to set up an
automatic Daily, Weekly, Monthly or Yearly recurrence schedule for the Accounts Payable entry.

Set Properties: . . " I .
P For more details refer to the Set Properties for Recurring Accounts Payable section in this

chapter.

Reflects how often a recurring entry occurs: Daily, Weekly, Monthly, Yearly (controlled through
Frequency: . .

the [Set Properties] link).
Start Date: Reflects start date for recurring entry (controlled through the [Set Properties] link).
Expiration: . .

Reflects stop date of recurring entry (controlled through the [Set Properties] link).

Reflects setting of Auto Post function for recurring entry (controlled through the [Set
Auto Post: . A

Properties] link).
Reference: Enter a short reference, for example PR for payroll.

o The description entered will be reflected in the accounts payable entry line item description and

Description:

will display on general ledger reports.

Tab to the Accounts Payable Entry section in the lower section of the window to access the journal entry
line items as displayed below:

Accounts Payable ID: 662 Payea: Training Consultant Services
123 Main 5t
Postad: Hudson, NH 03051
Processed:
Date Booked: |12/17/2007 [& Recurring:  [] [Set Properties]
Date Due: [12/31/2007 [k Frequency:
Date Created: 12/17/2007 1:35:18 PM Start Date:
Created By: Betsy Cormier Expiration:
Auto Post:
Description:  |In-House Training
Transaction Print Post Abort Save Add Allocation Add Row
Summary

Nexsure Accounting
Accounts Payable Entry
Account Number Description 1099 LID # Remowe

70.001.0000.000.00.220000 - Accounts Paya In-House Training ]

Note: The Account Number field defaults to the Accounts Payable account automatically
because it is the temporary holding account for money due. When an accounts payable
entry is processed a disbursement is created and posted that automatically reverses the
entry to the accounts payable account and offsets the selected bank account.
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m  The Description field defaults to the description entered in the header, but may be edited.
Enter the amount to be paid in the Credit field. Do not use a minus sign (-).

If an offsetting line item does not exist, press the enter key or click the Add Row link from the Navigation
toolbar.

Nexsure will display an additional line item as shown below:

Accounts Payable Entry
Account Number Description Debit Credit 1000 LID # Remove

Il?D.UD1.DDDD.DUD.DD.22EIDDD - Accounts Paya) In-House Training 200.00 |:| E] u]

Il E] In-House Training [ E] 0

If a default general ledger number has been assigned to the vendor that number will default to the second
line item.

If the field is empty or needs to be edited click the Ellipsis E button on the new row just added.

Nexsure will display the Search — Nexsure Accounting pop-up window:

Nexsure Accounting
Region: E!-ranl:h:l B C Insurance Agency V|
Territory: Department:l Commercial Departrm: v|
Unit:
CIaEEiFicati-:un:l Expensze V|
Grnup:lA” v|
Type:

Filter part of the general ladger number or name or both and click "Search".
Name General Ledger Number

edu

|

Select the general ledger number:

70.001.0001.001.00.802010 - Corporate Education
70.001.0001.001.00.802089 - Continuing Education
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Use the first section of the pop-up window to select the desired organization entity level. Use the middle
section to search by the account classification, group, and type. Use the bottom section to search by the
general ledger account Name or General Ledger Number. All three sections may be used simultaneously.

Note: When allocating to specific profit centers select Branch, Department and Unit prior
to searching for an account. This allows Nexsure to determine the appropriate routing
number.

Click the Search button. Nexsure will present a list of the search results. Select the appropriate general
ledger account number from the list and click the OK button.

Nexsure will fill the Account Number field as shown below:

Accounts Payable Entry

Account Number Description Debit Credit 1099 LID # Remove

70.001.0000.000.00.220000 - Accounts Payal |1n-House Training | 200000 [ [ o

70.001.0001.001.00.802010 - Corporate Edu E] In-House Training I | E] o

Ew

Tab to the Debit box and enter the amount for the offsetting account.

The 1099 box will default checked if the vendor is associated at the organization level and the 1099 check
box remains checked at the associated level. If unchecked at the territory (associated) level, the general
ledger 1099 line item default will be unchecked. Select the 1099 check box if the line items subsequent to
the accounts payable line item are 1099 reportable.

Click the EIIipsisE] button in the LID# column to add a general ledger line item distribution for an employee.
Line item distribution (LID) is used to track employee’s expenses that do not need to display on the general
ledger.

If additional line items are required, press the enter key or click the Add Row link on the Navigation toolbar.
Click the Save link on the Navigation toolbar to save the entry.
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Nexsure will display the Totals as shown below:

Accounts Payable ID: 662 Payee: Training Consultant Services
123 Main St
Posted: Hudson, NH 03051
Processed:

Date Booked: |12/17/2007 [ 5 Recurring: [ [Set Properties]
Date Due: |12/31/2007 [&) Frequency:
Date Created: 12/17/2007 1:35:18 PM Start Date:
Created By: Betsy Cormier Expiration:
Auto Post:

Description:  |In-House Training

EIEEEET Print Post Abort Save Add Allocation Add Row

Summary

Nexsure Accounting

Accounts Payable Entry

Account Number Description Debit Credit 1099 LID # Remove
70.001.0000.000.00.220000 - Accounts Paya In-House Training 200.00 |:| E] v}
70.001.0001.001.00.802010 - Corporate Edu| [..] [In-House Training 200.00 | [ o G

Totals: 200.00 200.00
Out of Balance: 0.00 0.00

After verifying that the entry is complete, click the Post link on the Navigation toolbar.

Nexsure will display the confirmation pop-up window that indicates if the entry is in balance:

nexsure

Accounts Payable is in balance! Total debits = $200.00

Do you wish to post? Select Cancel to return to Accounts Payable or OK to
post.

Ok ] [Cancel

Click OK to post the entry to the general ledger. Posting makes the entry permanent and allows the accounts
payable entry to be processed. If the entry is not in balance click Cancel and make the necessary changes.
Once the transaction has been posted, only the 1099 check boxes are editable. If it is necessary to update a
1099 selection, make the new selection and click the [Update 1099] link.
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Note: Only a staff member with Accounts Payable > Modify rights can change 1099 selections. Changes to
locked or closed months can only be made by a staff member with Accounts Payable > Post Locked rights.

Transaction Summary Print Reverse Abort Save Add Row

Nexsure Accounting

Account Number Description Debit Credit 1099 LID # Remove

O (o
M [ o

If an entry is posted in error, it must be reversed and re-entered as a new item.

Click Transaction Summary on the Navigation toolbar to exit and return to the list of Accounts Payable
entries.

Notes
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Setting up Automatic Recurring Entries

The [Set Properties] link, enabled by selecting the Recurring check box, allows the user to set up
automatic daily, weekly, monthly or yearly recurrence schedules for recurring accounts payable entries.

Click the [Set Properties] link.

Nexsure will display the Accounts Payable Recurring Properties pop-up window:

‘A accountspayable_recurring_properties - Microsoft Internet Explorer

Recurrence Schedule: @ Daily

O Wweekly

O Monthly

O Yearly

Recurrence Range:

Start: 1401752005 &
% lG}Cu:n'ﬂ:il'ul.u:u.ls

{:}Continunus Far I:l Qcodrrences
Owmavi| | [B

Autornatically Post: O
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Recurrence Schedule

If Daily is selected, Nexsure will present the Every (#) days field, as shown above. Entering 1 will create an
entry every day; entering 8 will create an entry every 8 days.

If Weekly is selected, Nexsure will present fields for weekly options:

Recurrence Schedule: {:) Daily @E'.'Er‘,' Weekl(s] on
|:|r'-'1|:|nn:|a't,I DFridag
@ Waealkly
DTuesda',l |:|Satl_m:|en,I
O monthly [Jwednesday [T sunday
{:} Tearly |:|T|'|l.|rsn:|an,I

Enter the number of weeks between each account payable entry creation.

Select the day(s) of the week to create the entry on. Nexsure will create an entry on the day(s) designated.
For example, every 1 week on Tuesday will create the entry every Tuesday; every 2 weeks on Tuesday will
create the entry every other Tuesday.

If Monthly is selected, Nexsure will present fields for monthly options:

Recurrence Schedule: {:} Daily Day of avery rmonth(=)

D Weakly

@ Manthly

D Yearly

Enter a specific day of the month every how many month(s). For example, Day 15 of every 1 month will
create the entry on the 15th of each month; Day 15 of every 3 months will create the entry on the 15th of
every 3rd month.

If Yearly is selected, Nexsure will present controls for Yearly options:
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Fecurrence Schedule: (&) D aily ® ocours I:I =,;

O waakly

D Monthly

@ Yearly

Enter the date to create the entry by clicking on the calendar to select the day or entering a full date
formatted as in 12/31/2006.

Recurrence Range

F.ecurrence Range:

Start: |1201802005 o & conti
b ontinuous

DCDHtiI‘lUDUS For I:I CICCUFFEMCES

The Start date defaults to the date booked (from the accounts payable header) plus one day and is the date
of the first occurrence. Accept the default or edit to desired start date.

Select one of the three termination conditions for the recurring entry:

m  Choose Continuous to create the recurring entry indefinitely.

m  Choose Continue For (# of) Occurrences to enter the exact number of times the accounts payable
entry is to be created.

m  Choose End by: to select or enter the date the automatic entry should stop recurring.

Automatically Post

Autornatically Post: ]

If checked, Nexsure will automatically post the entry during a night process (approximately 12:40 AM). If left
unchecked, the entry will be created but will not post. This allows the entry to be edited before a manual
post.
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Notes
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Using General Ledger Allocation Plans

Creating a general ledger allocation plan provides a template for easily dividing expenses within the
organization. Refer to Chapter 4 - General Ledger Setup of the Nexsure Accounting Training Manual for
general ledger allocation setup instructions.

Navigate to accounts payable by clicking the ORGANIZATION link on the Primary menu. Click the territories

tab then click the Details Eﬁ} icon for the desired territory. Click the accounting tab. Click the transactions
tab on the second row of tabs. Click the accounts payable tab on the third row of tabs.

Nexsure will display the following screen:

card file branches  locations  employees  accounting  wvendors  entity associations
SUMMmary setup  inwoicing setup  general ledger  bank accounts  transactions | batch summary

transaction summary  journal entry  disbursements  receive payments deposit  accounts payable reconciliation  invoices

Showingpage 10f2 b N |1 + [Export] [Print]  Filter: [Show] [Add Hew]

[Add Recurring] [Auto Process Accounts Payable]

Click the [Add New] link to begin a new entry. Search for the entity to be paid using the Search Entity pop-
up window and click the OK button. Fill out the Accounts Payable header information and complete the line
item information for the Accounts Payable account. Refer to the Adding Accounts Payable section of this
chapter for detailed instructions on filling out the header and completing line items.

The accounts payable window will be filled out as shown:

Accounts Payable ID: 666 Payee: NH TelCom, Inc.
46 Maple Street
Postad: Manchester, NH 03108
Frocessed:
Date Booked: |12/18/2007 [ & Recurring: [ ] [Set Properties]
Date Due: [12/31/2007 [k Frequency:
Date Created: 12/18/2007 6:32:38 AM Start Date:
Created By: Betsy Cormier Expiration:
Auto Post:

Reference: |Telephone
Description:  |Telephone 12/2007 mo

\EIETETT Print Post Abort Save Add Allocation Add Row

Summary

Nexsure Accounting

Accunnts Payable Entry

Account Number Description Debit Credit 1099 LID # Remove
[70.001.0000.000.00.220000 - Accounts Paya| |Telephone 12/2007 mo statement t200.00] [0 [ o
Totals: 0.00 1,200.00
Cut of Balance: -1,200.00 1,200.00
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After completing the first line item for the accounts payable account click the Add Allocation link on the

Navigation toolbar.

Nexsure will display the Select GL Allocation Plan pop-up window:

= hitps:finexweb?4. nexsure.comfPglTransactionTypelD=6&5ourceR... |:| |: fz|

Add GL Allocation

GL Allocation
Name:

GL Account
Number:
Drescription:

Typea:

Amount:

Interroffice Department

Use for interroffice allocations

Debit |w

1,200.00

[ Ok ] [Cancel]

Select the desired template from the GL Allocation Name drop-down box. Click the Ellipsis E] button to the
right of the GL Account Number field.

Nexsure will display the Search GL Allocation Number pop-up window:
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= hit ps:finexweb?4. nexsure.comf?glAllocationPlaniD=62&NameField=txiGl Acco. .. |:| |: E'

Nexsure Accounting

Classification: | Expense

Group: |A||

Type!

Filter part of the general ledger number or name or both and click "Search".
Name General Ledger Number

tele |

Select the general ledger number:

70.001.0000.000.00.710000 - Telephone-Cell

| [ Cancel

The accounts available for selection depend on the choices made when the allocation template was
originally setup. Select the appropriate Classification from the drop-down box. Selection of Group and Type
are optional.

Enter the Name or General Ledger Number of the desired account and click the Search button. Select the
account from the list of displayed results. Click OK to accept the selected account.

Nexsure will return to the GL Allocation pop-up window:
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{= htt ps:finexweb?4. nexsure.com/?glTransactionTypelD=6G5ourceR... |:||:,r>__<|

Add GL Allocation mre

GL Allocation
Name:

GL Account
Number:
Cescription:

| Interroffice Department W

70.001.0000.000.00.710000 - Telephone-Cell [

Use for interroffice allocations

Type: Debit |»
Amount: 1,200.00

[ OK ] [Canc:el]

m  The Description will default from the original template but may be edited. Nexsure will use this
description for each entity allocation line item.

Make a selection in the Type drop-down box to indicate whether the allocations for this general ledger
account should be Debit or Credit. Enter the total Amount to be allocated for this general ledger account

and click the OK button to accept the allocation.

Nexsure will return to the Accounts Payable window and display the allocation breakdown:

T;':";'amf:r';" Print Post Abort Save Add Allocation Add Row
Nexsure Accounting
Account Number Description Debit Cradit 1099 LID # Remove
70.001.0000.000.00.220000 Accounts Payab)| |Telephone 12/2007 Monthly Stater 0.00] 120000 O [ o £
70.001.0001.002.00.710000 Telephone-Cell E] Telephone 12/2007 Monthly Stater 222.24 0.00 O E] o %
70.002.0001.001.00.710000 Telephone-Cell E] Telephone 12/2007 Monthly Stater 266.64 .00, [ E] 0 %
70.002.0001.002.00.710000 Telephone-Cell E] Telephone 12/2007 Monthly Stater 325.582 o.00, [ E] 0 %
70.001.0001.001.00.710000 Telephone-Cell E] Telephone 12/2007 Monthly Stater 385.20 0.00 F E] 0 %
70.001.0000.000.00.110990 Intra-Office Prin E] Telephone 12/2007 Monthly Stater 592.56 .00, [ E] 0 %
70.002.0000.000.00.220990 Intra-Office Sec E] Telephone 12/2007 Monthly Stater 0.00 592.56| [ E] 0 % Z
Totals: 1,792.56 1,792.56
Cut of Balance: 0.00 0.00

Note: The two Intra-Office accounts at the bottom of the entry. If multiple territories
were selected in the original template, two mandatory accounts are used to keep all the
territories in balance.

m  The Intra-Office Primary Offset creates a receivable for the territory the accounts payable entry
was initiated.

m  The Intra-Office Secondary Offset creates a payable for all other territories included in this
allocation.
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Checks would be written out of the secondary territories to pay the primary, clearing the receivable and
payable. If the organization does not intend for the secondary territories to pay the primary a cross-territory
journal entry can be done to clear the receivable and payable.

Click the Save link on the Navigation toolbar to save the entry. Nexsure will display the Totals. After verifying
that the entry is complete, click the Post link on the Navigation toolbar.

Nexsure will display the confirmation pop-up window that indicates if the entry is in balance:

[ hitps:/inexweb24. nexsure.com/7JID=2090 + BACTION=1&D... [Z]l:,[‘&__(]‘

Accounts Payable is in balance! Total debits = $§1,792.56

Do you wish to post? Select Cancel to return to Accounts Payable or OK to
post.

[ OK ] [Cancel]

Click OK to Post the entry to the general ledger. Posting makes the entry permanent and allows the accounts
payable entry to be processed. If an entry is posted in error, it must be reversed and re-entered as a new
item. If the entry is not in balance click Cancel and make the necessary changes. Click Transaction Summary
on the Navigation toolbar to exit and return to the list of accounts payable entries.
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Manually Adding Recurring Accounts Payable

Any entry designated as recurring may be used as a template for new entries.

Navigate to Accounts Payable by clicking the ORGANIZATION link on the Primary menu. Click the territories

tab then click the Details @9 icon for the desired territory. Click the accounting tab. Click the transactions
tab on the second row of tabs. Click the accounts payable tab on the third row of tabs.

Nexsure will display the following screen:

card file branches  locations  employees  accounting  wvendors  entity associations

SUMMmary setup  inwoicing setup  general ledger  bank accounts  transactions | batch summary

transaction summary  journal entry  disbursements  receive payments deposit  accounts payable reconciliation  invoices

Showing page 10f3 b ) [Export] [Prink]  Filkert [Show] [Add Hew]

[Add Recurring] [Auto Process Accounts Payable]

Click the [Add Recurring] link to begin a new entry.

Nexsure will display the Recurring Accounts Payable pop-up window:

(_ hitps:{fnexweb?4.nexsure.co... |Z||E|[5__<|

Journal Entry rmure

Select Accounts Payable:

[Foblic service stk

[ Ok ][ Cancel |
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Click the Select Accounts Payable drop-down box and select the desired recurring entry from the list:

A=)

= hitps:/fnexweb?4. nexsure.co...

Journal Entry mre

Select Accounts Payable:

Fublic Service Stmt

Fublic Service Stmt
American E

Cancel

Click the OK button to accept the entry.

Nexsure will display the entry as it was originally setup:

¢~ https:/inexweb24.nexsure.com/?Action-R&gllournalEntrylD=2092 - Accounts Payable - Windows Internet Explorer = L, |
Accounts Payable 1D Payee: American Express
PO Box 650448
Posted: Dallas, TX 75265-0448
Processed:

Date Booked: |12/18/2007 {:; Recurring:  [] [Set Properties]
Date Due: |12/18/2007 {:; Frequency:
Date Created: 12/18/2007 6:57:07 AM Start Date:
Created By: Betsy Cormier Expiration:
Auto Post:

Reference: |AMEx

UEIETEITT Print Post Abort Save Add Allocation Add Row

Summary

Nexsure Accounting

I Accounts Payable Entry

Account Number Description Debit Credit 1095 LID# Remove
70.001.0000.000.00.220000 Accounts Payab American Express 0.00 500.00 |:| E] 1]
70.001.0000.000.00.641000 General Office E E] American Express 100.00 0.00 O E] ] %
70.001.0000.000.00.644000 Computer Supp E] American Express 100.00 o.00 [ E] 0 ]
70.001.0000.000.00.500100 Promotional E] American Express 100.00 0.00 O E] ] %
70.001.0000.000.00.520000 Postage E] American Express 100.00 0.00 |:| E] 1] %
70.001.0000.000.00.540100 Vehicles-Gas an| E] American Express 100.00 0.00 O E] 0 %

Tatals: 500.00 500.00
Out of Balance: 0.00 0.00

Change the Date Booked and Date Due to reflect the new dates. Edit the header and line items as needed.

Click the Remove I% icon on the right of any line item no longer needed. Clicking the Save link on the
Navigation toolbar will display the Totals.
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Note: Clicking the Save link enables all the links in the header and on the Navigation

toolbar.
Date Booked: [12/18/2007 {9' Recurring:  [| [Set Properties]
Date Due: |12/31/2007 [ Frequency:
Date Created: 12/18/2007 7:06:30 AM Start Date:
Created By: Betsy Cormier Expiration:
Auto Post:
fr=achoy Print Post Abort Save Add Allocation Add Row
Summary
lexsure Accounting
Account Number Description Debit Credit 1099 LID # Remove
70.001.0000.000.00.220000 Accounts Payab)| |American Express 0.00 2,756.36) [] [ o
70.001.0000.000.00.641000 General Office E E] American Express 35.50 o.00] O E] 0 D]
70.001.0000.000.00.644000 Computer Supp E] American Express 970.00 0.00 |:| E] u] %
70.001.0000.000.00.520000 Postage E] American Express 500.00 0.00 O E] o %
70.001.0000.000.00.540100 Vehicles-Gas an E] American Express 1,250.86 o.00 [ E] 0 %

After verifying that the entry is complete, click the Post link on the Navigation toolbar.

Nexsure will display the confirmation pop-up window that indicates if the entry is in balance:

[* a

(" https://nexweb24. nexsure.com/2JID-2093 + GACTION-18&D... - |  [X|

nexsure

Accounts Payable is in balance! Total debits = $2,756.36

Do you wish to post? Select Cancel to return to Accounts Payable or OK to
post.

[ Ok ] [Cancel

Click OK to Post the entry to the general ledger. Posting makes the entry permanent and allows the accounts
payable entry to be processed. If an entry is posted in error, it must be reversed and re-entered as a new
item. If the entry is not in balance click Cancel and make the necessary changes. Click Transaction Summary
on the Navigation toolbar to exit and return to the list of accounts payable entries.
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Credit Memos for Anticipated Refunds

An agency expecting a return from a vendor can enter the return as an accounts payable entry so it will be
accounted for and not forgotten. Follow the instructions in this chapter for Adding Accounts Payable with
the following exceptions:

Enter the amount on account expected from the vendor in the Debit field next to the account payable

account. Click the [Add Row] link to enter a new line item. Click the Ellipsis E button to search for the
offsetting general ledger account. Enter the amount of the offset in the Credit field. Enter the amount in the
credit column without a minus sign (-).

The line items for an anticipated refund will display as follows:

Transaction Print Post Abort Save Add Allocation Add Row
Summary
[Mexsure Accounting
Account Number Description Debit Credit 1009 LID # Remow
70.001.0000.000.00.220000 - Accounts Paya Refund Due 65.00 ] E] 0
70.001.0001.000.00.641000 - General Office E] Refund Due 65.000 [] E] 0 %

Notes
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Auto Process Accounts Payable

Auto Process Accounts Payable functionality allows automatic creation and posting of disbursements for
multiple accounts payable entries, eliminating the need to manually create a new disbursement for each
entry.

Posted, unprocessed accounts payable entries are available for selection to auto process with the exception
of anticipated refunds.

For instructions on how to process refunds or how to combine multiple accounts payable entries into one
check refer to Manual Process Accounts Payable in this chapter.

Navigate to accounts payable by clicking the ORGANIZATION link on the Primary menu. Click the territories

tab then click the Details I%? icon for the desired territory. Click the accounting tab. Click the transactions
tab on the second row of tabs. Click the accounts payable tab on the third row of tabs.

Nexsure will display the following screen:

card file  branches locations employ=es  accounting  wendors entity associations
summary setup inwoicing setup general ledger bank accounts transactions batch summary
transaction summary | journal entry = disbursements receive payments deposit  accounts payable  reconciliztion inveices
Showing Page1of 2 p | [Export] [Print] Filter: [Show] [Add New]
[Add Recurring] [Aute Process Accounts Payable]
= Reference S Created Date Date - Auto
Details Payee AP ID Description Amount By Created Booked Date Due urrng oot
2 Verizon 681 gill's Phone sz85.17 _P°Y  y5/198/5007 1271872007 12/31/2007
Cormier
Verizan 530 Mike's Phone s156.70 _2=5Y 12/18/2007 12/18/2007 12/31/2007

Click the [Auto Process Accounts Payable] link on the far right.

Nexsure will display a list of posted, unprocessed accounts payable entries:

card file  branchss locations employ=es i wendars entity assaciations
summary = setup invoicing setup general ledger  bank accounts transactions =~ batch summary
transaction summary  journal entry | disbursements receive payments deposit  accounts payable  recenciliation invoices
Select Bank Account:
Showing Page 1 of 2 “ Export] [Print] Filter: [Show] [Add New]
[~ Please Select - 3 g Pag ] [Export] [Print] [shev] [ 1

[Select All] [Deselect All] [Procass Accounts Payable] [Add Recurring] [Standard Search Mods]

= Reference L Created Date Date N " - Auto
DetailsSelect  Payee o, TTTH Description Amount =TS ed  Bogked DateDue urring po 8
B [ verizon 681 Bill's Phone s285.17 _P=Y%Y 15/18/200712/18/200712/31/2007
Cormier
B [] werzon 580 Mike's Phone s156.70 P2V 43/18/5007 12/18/2007 12/31/2007

Select the bank account from which to draw money in the drop-down box on the left. Use the filter to
search for the items to process by clicking on the [Show] link. Select the desired criteria and sort order and
click the Search button.
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Search Criteria Save Filter Settings | |

Payee Entity Type: Date Cre?;f)d: 12/3/2007 o cre(:ff)d: 12/18/2007 i

Date Booked o Date Booked e

Paysetamel | |6 oI

AP Type: Date Due (Fr):l:l E Date Due (To):|12/31/2007 E
O e I

Recurrence Schadule: Start Date (Fr):|:| 0% start Date (TD):|:| i
I Sort Order

Sort

SortField1:| ~| SortOrder1: | Sort Fisld 23] v| order| |
2:

Nexsure will display the results based on the filter criteria selected. Select the entries desired for auto
processing by clicking the Select check box on the left of each entry or by clicking the [Select All] link.

Nexsure will display the following paging links when there is more than one page of entries:

I Showing page 1of 2 ¢ N 1w '

Click the paging link arrows or use the page drop-down box to select the desired page. For multiple pages
click the [Select All] link on each page. After all desired entries have been selected click the [Process
Accounts Payable] link located under the selected bank account.

Nexsure will display a confirmation pop-up window displaying the total amount of the accounts payable
items selected:

¢~ https:/inexweb24. nexsure.com/ZBID=95 - Accept Auto Process Accounts P... E]|:,E|

nexsure

Total AP Items Selected:
£16,281.79
Disbursements will now be created and posted in selected bank account.

Click OK to proceed or Cancel to return to Accounts Payable Processing.

Click OK to proceed or Cancel to return to the accounts payable processing. If OK is selected Nexsure will
create and post disbursements for the selected entries. Clicking the [Standard Search Mode] link will return
to the standard accounts payable summary list.

Once the entries are processed they display a check mark as displayed below:
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- Reference S Created Date Date - Auto
Details Payee AP ID Description Amount By Created Booked Date Due urring o+
E3 Verizon 681 gill's Phone s0.00 P=Y 1571872007 12/18/2007 12/31/2007
Cormier
E3 Verizon 680 Mike's Phone $0.00 Cif:i";r 12/18/2007 12/18/2007 12/31/2007

Refer to the Batch Printing Checks section of this chapter for instructions on how to print the checks just

created and posted.

Notes
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Batch Printing Checks

Batch printing checks allows a selection of multiple disbursements to be printed as checks all at one time.
Disbursements must be posted prior to printing.

For instructions on how to print a single check refer to the Manual Process Accounts Payable section in this
chapter.

Navigate to the Disbursements tab %;Iicking the ORGANIZATION link on the Primary menu. Click the

territories tab then click the Details icon for the desired territory. Click the accounting tab. Click the
transactions tab on the second row of tabs. Click the disbursements tab on the third row of tabs.

Select the appropriate bank account from the Select Bank Account drop-down box. Click the [Show] filter
link and search for the desired disbursements to be printed.

Nexsure will display the disbursements as follows:

card file branches locations employees = accounting wendors entity associations

summary = setup  invoicing setup  general ledger  bank accounts | transactions | batch summary
transaction summary  journal entry = disbursements receive payments deposit accounts payable reconciliation invoices
Select Bank Account:
: - N ilker: [Show] [A Mew Disburs
Bank of America/NH 56785 Operating Accour v| Showing page 1of 2 b ) Filter: [Show] [Add New Disbursement]

Select All] [Deselect All] [Create Print Batch] [Add To Existing Batch]
[SelectDetailsPayee Disbur. ID  Check Number Description Amount Created By Date PostedPrintedClearedRemow
Created

TH
O B Telcem, 945 0 Telephone 12/2007 Monthly oy 500 00 patey Cormiar  12/18/2007
Inc Statement

American

Sa4 [} Amearican Express £2,756.36 Betsy Cormier 12/18/2007

Select the disbursements desired for batch printing by clicking the Select check box to the left of each entry
or by clicking the [Select All] link.

Nexsure will display the following paging links when there is more than one page of entries.

M 4 Showing page 2of 2 p N 2 V'

Click the paging link arrows or use the page drop-down box to select the desired page. For multiple pages
click the [Select All] link on each page. After all desired entries have been selected click the [Create Print
Batch] link located under the selected bank account.

Nexsure will display the Create Batch Print pop-up window:
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/- hit ps:/inexweb24. nexsure.com/?RptCatID=B&BatchTy... E||__,[X|

Nexsure Accounting mre

Create Batch Print

Batch Mame: | Disbursement

Diescription: |Di5bursement created on 12/18/2007

Style: | Deluxe Check 80180 v/

Farmats LPOF v]

Printer: |Canon MP530 Series Printer V|

Restricted: check this box to prevent other user access

Print Mo

[ DK ][Can:el

Enter a name for the batch (Disbursement appears by default). Enter a description for the batch
(Disbursement created on [current date]) appears by default. Select the appropriate choice from each of
the following drop-down boxes:

m  Style of check to print.
m  Preview Format in which to display the checks.

m  Printer to send checks to.
Clicking the Restricted check box will deny all other Nexsure users access to this batch.
Select the Print Now check box to print the checks immediately.

Regardless of whether this check box is checked or unchecked the print batch will be sent to the batch
summary tab on the second row of tabs. The batch can also be printed from this location.

Click the OK button.

Nexsure will display the batch confirmation pop-up window that indicates the number assigned to this
batch:

%]

Windows Internet Explorer

' ": Your Bakch 2409 - 1 has been added!
L]
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Click the OK button.

Nexsure will display the Print Batch Check pop-up window:

7= hit ps:/Inexweb?4.nexsure.com/?PrintArray=24... |Z| |E|rz|

nexsure

Please put check stock in the printer.

Check is ready to print

Check Type:Deluxe Check 30120

Dvishur ID Bank Account Next Check Number

936 Operating Account

937 Operating Account
S328 Cperating Account
939 Cperating Account

S40 Cperating Account

w
oA Flmmr—biem —

Click "OK" to Print.

* Batch check numbers are automatically assigned and cannot
be changed on this screen. Check numbers can be reassigned
from the Disbursements tab and the check can be reprinted

manually.

[ Ok ] [Cancel]

Accept the Nexsure-generated check numbers or enter the check numbers manually.

Note: Skipping check numbers is not advised and may result in one check number assigned
to two different checks. If a check number is skipped change the next available check
number on the Bank Account tab before printing the next check.

Load the checks in the printer and click the OK button.

Note: Nexsure will return to the Disbursement Summary tab and the selected bank
account entries will be displayed. After refreshing the screen, a checkmark will appear in
the Printed check box for the printed disbursements.
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Adding Unprinted Entries to an Existing Batch

Navigate to the Disbursement Summary tab by clicking the ORGANIZATION link on the Primary menu. Click

the territories tab then click the Details @, icon for the desired territory. Click the accounting tab. Click
the transactions tab on the second row of tabs. Click the disbursements tab on the third row of tabs.Select
the appropriate bank account from the Select Bank Account drop-down box. Click the [Show] filter link and
search for the disbursements to add to the existing batch. Select each entry by clicking the select check box
to the left of each entry or click [Select All] for all items on a page. Click the [Add to Existing Batch] link.

Nexsure will display the following Add To Existing Batch pop-up window:

& https:i/nexweb24.nexsure.com/7RptCatiD=8&BatchType... E]E| E|

HNexsure Accounting rm.]re
Add To Existing Batch

When adding an item to an existing batch, you have two options: You
can either search for an existing batch using the search area below or
select one of the batches in the Last Created area.

To Search, enter criteria in the fields below and press Search.

To use the Last Created option, click on the batch name and press OK.

Search

Batch Name: | |

Description: | |

Craatad By: | |
pateromi [ |[@ patevos| |7

Batch ID: | |

Last Batch Created:
2409-Disbursement
2398-Disbursement
2345-Disbursement
2320-Disbursement

Style:

The existing batch can be accessed using the scroll bar at the bottom of the pop-up window.

If the list is long, enter data in at least one of the input fields at the top of the pop-up window and click the
Search button. Select the correct batch and click the OK button.
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After clicking OK Nexsure will display a confirmation pop-up window indicating the batch number to which
the new items have been added:

L] E Selected items have been added to Batch # 2409
[

Click OK. Nexsure will return to the Disbursement tab.

Accessing Print Batches from the Batch Summary Tab

Navigate to the Batch Summary tab by clicking the ORGANIZATION link on the Primary menu. Click the

territories tab then click the Details icon for the desired territory. Click the accounting tab. Click the
batch summary tab on the second row of tabs.

Nexsure will display the following:

card file  branches lacations employees  accounting  wendors entity associations
summary = setup inveicing setup | general ledger  bank accounts transactions batch summary
disbursements  invoices
| Refresh | Print Selected | |
Showing Page 1 of 2 p W Search Options: [ Show ]

[ Select All ] [ Deselect All ]

Select Details Report Name A £ Total Batch ID Format Pages File Size  Created By Created Status  Printed Remove
- -~
[0 4 B pisbursement D::c':::l"tg 2008.8000 2410-1 PDF 4  202.526kb Betsy Cormier 132-{;-36{1}2?\? Complete B
[] 15 B* Disbursement @P=ratin9 43355 7000 2400-1 PDF 15  788.467kb Betsy Cormier 12/18/2007 ¢ /@ iote B

A new batch displays in blue while it is processing. Periodically click the Refresh link until the batch status is
complete and the entry displays in black. The batch will remain bold until printed.

Note: Click the Details @? icon on a batch to display the disbursement details. Click the
Close link to exit the details and return to the batch summary list.

If the Print Now box was not selected when the print batch was created, select the batch or batches desired
by clicking the select check box to the left of the batch. Click the Print Selected link.

Nexsure will display the Update Batch Print pop-up window:
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7= hit ps:finexweb?4. nexsure.com/7RptCatiD=B&hidP... |:||:,r>__<|

Nexsure Accounting

Update Batch Print
Batch: 2410:2409;

Style: | Deluxe Check 801380 V|

Praview
Format: | FDF

Printer: | Canon MPE30 Series Printer

v|

Restricted: check this box to prevent other user access

Print Now: |:|

[ Ok ] [Canu:el

Click the Print Now check box and click OK.

Nexsure will display the Print Batch Check pop-up window:
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/= hit ps:/inexweb?4. nexsure.comPrintArray=24... |Z||:|[z|

nexsure

Please put check stock in the printer.

Check is ready to print

Check Type:Deluxe Check 30180

B;‘;"h DisburID BankAccount  Next Check Number

oy 742 Operating Account 21

-1 743 COperating Account

-1 F73 COperating Account

-1 779 COperating Account

-1 780 Cperating Account

Tad Pk e i 2 1

Click "OK" to Print.

* Batch check numbers are automatically assigned and cannot
be changed on this screen. Check numbers can be reassigned
frem the Disbursements tab and the check can be reprinted

manually.

[ OK ] [Cancel]

Accept the Nexsure-generated check numbers or enter the check numbers manually.

Note: Skipping check numbers is not advised and may result in one check number assigned
to two different checks. If a check number is skipped change the next available check
number on the Bank Account tab before printing the next check.

Load the checks in the printer and click the OK button. Nexsure will return to the batch summary tab. A
checkmark will display in the Printed check boxes for the printed batches.

Bank  Batch

Select Details Report Name A ¢ Tatal

Batch ID Format Pages File Size  Created By Created Status  Printed Remove

12/18/2007 e

[1 4 B* Dpisbursement ©P==HN9 5005 8000 2410- 1 PDF 4 202.522kb Betsy Cormier Complete E]
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Manual Process for Accounts Payable

Accounts payable entries can be Auto Processed in a batch but they may also be processed through the
Disbursement and Receive Payment processes.

The manual process must be used to create one check to the same vendor (entity) for two or more existing
accounts payable entries. This process must also be used to process any anticipated refunds. A payable and
a refund can be combined using this process.

The manual process can also be used to combine an item entered for the first time in Nexsure with an
existing accounts payable item.

Add a Disbursement to Process Accounts Payable

Navigate to the disbursement tab by clicking the ORGANIZATION link on the Primary menu. Click the

territories tab then click the Details E? icon for the desired territory. Click the accounting tab. Click the
transactions tab on the second row of tabs. Click the disbursements tab on the third row of tabs.

From the Select Bank Account drop-down box select the bank account desired from which to draw funds.

Note: The first bank account that was added to the territory will always be the default.

Click the [Add New Disbursement] link to begin a new entry.

Nexsure will display the Name Search pop-up window:

- o]

Select Entity rl'e Sure

Entity Type: | Employes Y|

Enter at least 3 characters of the name and cdlick
search,

| [ Search ]

Select Marme:

Select the desired entity from the Entity Type drop-down box. Enter at least 3 characters of the vendor
name and click the Search button. Select the entity desired from the list of search results. Select the desired
address to appear on the check from the Address drop-down box. Click OK.
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Nexsure will present the Disbursements tab:

Disbursements

Nexsure Tip

Disburserment ID: 682 Entity Type: Wendor
Postad; Payes: Kinkeo's
Cleared: Bank Marme: Bank One
Date Booked: Bank Account #: F7TITFITT
GL Account: 07,001,0000,000,00,1003500 Operating Account
Date Created: 12/17/2005 Balance: $127,575.92
Created By Susan McDonough Disburserment Amount: $0,00
Estimated Balance: $127,575.92
Check #:
Drescription:
Disbursement Summary Pay All Selected Print Post Abort Save Add Row
#* indicates required field
Payee: Kinkao's
2584 Memarial
Oklzshora City, OK 73120
* Date Booked: [12/17/2005 =
Disburserment
Mathod: | CHECK =4
Check #:

Leave the Check # field blank to allow the system to assign the next
available check # at the tirme of printing or enter a check # manually,

Description:
(50 Char. Max)

Internal Mote:
(250 Char, Max)

The Disbursements tab includes three sections:

m  Disbursement Header (Top left)

m  Quick Navigation links (Top right)

= Input Field section (Lower left)

Quick Navigation
Disbursement Header
Feneral Ledger
Accounts Payable
Disbursernent Posting

The Disbursement Header is populated automatically as information is added or updated on the

disbursement. It summarizes the entire disbursement with the following information:

Title Description

Disbursement ID:

Nexsure-assigned disbursement record number. Note when an entry has been reversed, this
will display the original number with the reversal number, separated by a slash.

Posted:

Nexsure generated checkmark and date when the disbursement was posted.

Cleared:

Nexsure generated checkmark and date when the disbursement cleared the bank.

Date Booked:

Reflects data from the Date Booked input field.

Date Created: The disbursement creation date (As stamped by Nexsure)

Created By: Pulled from the user login ID at the time the disbursement was created.
Dimensional’
Technologies
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Title Description

Entity Type: Type of entity the disbursement is paid to.

Payee: Name of entity receiving the disbursement.

Bank Name: Name of the bank associated with the selected account.

Bank Account #: Bank account number

GL Account: General Ledger account associated with selected bank account.
Balance: Bank account balance before disbursement

Disbursement Amount:

Disbursement total; accrues as items are added

Estimated Balance:

Bank account balance after applying disbursement (Balance - Disbursement Amount)

Check #:

Check number used for the disbursement; will remain blank until printed unless manually
entered in the Check # input field

Description:

Reflects entry in the Description Input field

The Quick Navigation links are located along the right side of the tab and control the contents of the Input
Field section. The individual links lead to items that are in various stages of the accounting process. This
gives the user the flexibility to pull the necessary items into the current disbursement.

Depending on the selected Quick Navigation link, the appropriate Navigation toolbar options display at the
top of the Input Field section. This is the Navigation toolbar for the Disbursement Header:

Disbursement Summary

Pay All Selected Print Post Abort Save Add Row

Input Fields are located at the lower left portion of the tab. The displayed input fields change depending
on which Quick Navigation link is selected. The following are the input fields for the Disbursement Header

link:

m  Date Booked: Defaults to the current date. The disbursement will post to the general ledger on
this date. This date can be changed back or forward, however, the date booked cannot be posted
to a locked month unless the user has the security rights to override a locked month. The date
booked can never be posted to a closed month.

m  Disbursement Method: Disbursements in Nexsure may be by Check, EFT (Electronic Funds
Transfer), ACH (Automated Clearing House) or a Disbursement (an automatic bank withdrawal;
i.e. bank service charge or carrier sweep). Bank accounts must be set up prior to entering

disbursements.

Check #: If left blank, Nexsure will automatically assign the next available check number. A check
number may be manually entered, but note that skipping check numbers is not advised and

may result in one check number assigned to two different checks. If a check number is skipped,
change the next available check number on the bank accounts tab before printing the next check.

Description: The description entered here populates the description field in the Quick Navigation
> General Ledger link and is also on the general ledger reports. The description field can be used
when searching for a particular disbursement in the disbursement summary view.
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m Internal Note: Enter miscellaneous notes for future reference. This field is for internal purposes
only and does not print on the check. This field is not required.

Click the Quick Navigation > Accounts Payable link to display the available Accounts Payable entries.

This will save the Disbursement Header information and change the Input Field section as shown below:

Disbursements

_ ] Quick Navigation
Disbursernent ID; 682 Entity Type: Wendor Dicbureormant Headar
Fosted: Payee: Kinko's General Ledger
Cleared; Bank Hame: Bank One Accounts Payable
Date Bocked: 12/17/2005 Bank Account #: T7777TIT Bicburserme: Posing

GL Account: 07,001,0000,000,00,100500 Operating Account
Date Created: 12/17/2005 Balance: $127,575.92
Created By: Susan McDonough Disbursement Amount: $0.00
Estimated Balance: $127,575.92
Check #:

Description:

Disbursement Summary Pay All Selected Print Post Abort Save Add Row

Filter: [Show]

Transactions

[Select All] [Deselect All]

Select Details Date apip  Reference

MNumber Description Amount Paid Balance
[F B 12/16/2005 232 refund expected ($250,00)  $0.00 [$250.00)
[F] B  1z/10/z005 212 Recurring-schedulad $200.00  $0.00 $200.00|
[F] B  12/10/2005 220 Racurring-schadulad £200.00  $0.00 4200, 00|
Thiz Page Total: $0.00 $0.00 40,00
All Pages Total: £0.00  $0.00 40,00

Notice the three separate accounts payable entries. One of these is an anticipated refund.

Note: Clicking Save on the Navigation toolbar or clicking the Accounts Payable link in the
Quick Navigation links will save the Disbursement Header information.

Select the entries to be included in this disbursement by either clicking the Select check box on the far left of

each entry or click the [Select All] link to select all entries on this page. Click the Save link on the Navigation
toolbar.

Note: The Pay All Selected link will be enabled.

Click the Pay All Selected link on the Navigation toolbar.
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Nexsure will display the accounts payable entries as follows:

lIransacrions
[Select All] [Deselect All]

Reference
Number

12/16/2005 232 refund expected ($£250,00) ($250.00)
1z/10/2005 212 Recurring-schaduled $200,00 $200,00
1z/10/2005 220 Recurring-scheduled $200,00 $200,00

Select Details Date APID Description Amount Paid Balance

This Page Total: $0.00 $0.00
All Pages Total: $0.00 $0.00

Note: The balance of each accounts payable item now displays zero and the Paid field
reflects the entire amount of the original accounts payable.

If an item was selected in error or only part of an entry is desired click the Details I%’ icon to the left of the
entry.

Nexsure will display the Accounts Payable Settlement Edit pop-up window:

Payment

Crate:

Fes, Armmount: 200,00
Armount: (100,00 Balance: |100,00

Cescription: |Recurring-scheduled

(8174 ] [Cancel]

Enter zero in the amount field to de-select the entry or enter a partial amount if paying only part of the
entry. Enter a description in the Description field for the partial selection and click the OK button to save
the edit or Cancel to abort.

Nexsure will return to the Quick Navigation > Accounts Payable link and the entries will be displayed as
follows:
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Transactions
[Selact All] [Deseledt All]

Reference
Number

1z/1e/2005 232 refund expected ($250,00) ($250,00)
12/10/2005 212 Recurring-scheduled $200.00 $200,00

Select Details Date APID Description Amount Paid Balance

12/10/2005 220 Recurring-scheduled $z00.00 $100.00

Thiz Page Total: $0.00 $0.00
All Pages Total: $0.00 $0.00

Note: The partial payment on the last item displayed.

Click the Quick Navigation > General Ledger link to include additional journal entry line items that may relate
to this disbursement. For further details, refer to Chapter 7 - Vendor Entries of the Nexsure Accounting
Training Manual. Click the Quick Navigation > Disbursement Posting link to display the entire general
ledger posting:

Disbursements

Quick Navigation

Disbursement 1D: 682 Entity Type: vendor Disburecrmant Header
Posted: Payee: Kinko's g
Cleared: Bank Hame: Bank One Accounts Payable
Date Bocked: 12/17/2005 Bank Account #:1 F7FFFTIT Disbursement Posting

GL Account: 07,001,0000,000,00,100500 Cperating Account

Date Created: 12/17/2005 Balance: $127,575.92
Created By: Susan McDonough  Disbursement Amount: $50,00
Estimated Balance: $127,525.92
Check #:

Dascription:

Disbursement Summary | Pay All Selected Print |  Post | Abart Save Add Rov

Disbursement Posting

Account Number Account Description Debit Credit]
07.,001,0000,000,00,2Z20000 Accounts Payable 0,00 $250,.00)|
07,001,0000,000,00,2Z20000 Accounts Payable $z00.00 $0.00|
07,001,0000,000,00,220000 Accounts Payable $100.00 0,00
07,001,0000,000,00,100500 Dperating Account $0.00 $50.00)

$300.00

After verifying that the entry is complete; click the Post link on the Navigation toolbar.

Nexsure will display the confirmation pop-up window that indicates if the entry is in balance:
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nessure

Dizbursement iz in balance! Total Amount = $50,00

Do vou wish to Paost? Select Cancel to return to disburserment ar
Ok to Post,

[ (]’ ][ Cancel]

Note: The amount is only $50.00 because an accounts payable anticipated refund was
included.

Click OK to Post the entry to the general ledger. Posting makes the entry permanent and allows a check to
be printed. If an entry is posted in error, it must be reversed and re-entered as a new item. If the entry is not
in balance click Cancel and make the necessary changes. Click Disbursement Summary on the Navigation
toolbar to exit and return to the list of disbursements.

Printing a Single Check

Printing a single check can be done from the disbursement detail. To print multiple checks refer to the Batch
Printing section in this chapter. Disbursements must be posted prior to printing.

Navigate to the check by clicking the ORGANIZATION link on the Primary menu. Click the territories tab

then click the Details I%? icon for the desired territory. Click the accounting tab. Click the transactions tab
on the second row of tabs. Click the disbursements tab on the third row of tabs. Select the appropriate
bank account from the Bank Accounts drop-down box. Click the [Show] filter link and search for the desired

disbursement. Click the Details @? icon of the disbursement to be printed.Click the Print link on the
Navigation toolbar.

Nexsure will bring up the Print Disbursement Selection pop-up window.

Select the desired check format from the drop-down box.
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nessure

Print Disbursement Selection

sSummary
Surnmary

Deluxe Checlk 80180
Celuxe Check 50971

MICR Coding Top Check

MICR Coding Bottarn Checl

MICR Coding Bottorn Check w/Address

Select a check type or surmmary, Press OK to print
zelection or cancel to return to Dizburzement screen,

[ oKk ][Cancel

Note: Selecting Summary will display details of the entry made to the general ledger.

Note: Deluxe Checks should be printed on checks ordered from Deluxe. MICR coding
requires a printer with a magnetic ink cartridge and check stock paper.

After making a check selection, click the OK button.

Nexsure will display the Check Number pop-up window:

nessure

Check is ready to print
Please put check stock in the printer.

Check Type:Deluxe Check 80180

Check #:
Click "2OE" to Print,

¥ Leave the Check # field blank to allow the
systern to assign the next available check # at the

tirme of printing or enter a check # manually,

[ (814 ] [Cancel]

The Check # input box can be left blank to allow the system to assign the next available check number or a

check number can be entered manually.

Note: Skipping check numbers is not advised and may result in one check number assigned
to two different checks. If a check number is skipped, change the next available check

number on the bank accounts tab before printing the next check.
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Click the OK button.

Nexsure will display the check in the lower right panel:

FIFTY AND 00 /100

Kinko's
2534 Memorial
Oklahoma City, OK 73120

| Save a Copy = Print l:h Email iﬂ;jSearch ”‘,f 1 Review & Comment  » éSign -
File - -
—Th = - = ¥ . . o o . D +F
o | [ seecttex - {@f - @ - | ] [ © 8% @ |02 IO
3
j s
&
E
/‘?/ DATE _ 12/1772005
5
..E PAY TO THE
/p’ CADEROF  Kinko's § 50.00
o[
)
]
-

MEMD

Insert check in printer. Click the Adobe® Reader® printer ™ icon to send the check to the printer. Click the
Disbursement Summary link on the Navigation toolbar to exit.

Add a Receive Payment for Accounts Payable

A Receive Payment should be entered to process a vendor check received for an anticipated refund entered
previously in accounts payable. Payments received are held temporarily in the Undeposited Funds account
until a deposit is prepared.

The Receive Payment function allows employees without bank account access to enter and print receipts.

When creating a deposit, a bank account is selected and all previously recorded receipts are available for
inclusion. When the deposit is posted, the payments will automatically transfer from the Undeposited Funds
account to the selected bank account. Undeposited funds should be cleared by making deposits on a timely
basis.

Adding a Receive Payment

Navigate to the receive payments tab by clicking the ORGANIZATION link on the Primary menu. Click the

territories tab then click the Details icon for the desired territory. Click the accounting tab. Click the
transactions tab on the second row of tabs. Click the receive payments tab on the third row of tabs.

Nexsure will display the following screen:
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exsure ove | ELP | SETUP | LoGouT
Laokm and | Adc 3 d

SEARCH | ORGANIZATION | REPORTS
ORGANIZATION PROFILE | ALL EMPLOYEES | ALL LOCATIONS
Organization Name: ABC Insurance Agency, Inc.

organization

ABC Insurance Agency, Inc. >> ABC Insurance Agency, Inc. Region >> ABC Insurance Agency, Inc. Territory
Previous Page

card file branches locations employees  accounting wendors entity associations
surmmary setup inuaicing setup general ledger  bank accounts  transactions batch summary
transaction summary journal entry disbursements receive payments deposit accounts payable reconciliation inwoices
Filker: [Show] [Add Mew]
| petails  Payee  Reference Payment ID Description  Amount Residual  Created By Date Created Posted  Printed  Remove |
invoices reconciliation accounts payable deposit  receive payments disbursements journal entry transaction summnary

batch summary  tramsactions bank accounts general ledger  inuoicing setup setup summary
entity associations vendors  accounting employees locations branches card file

organization

6. Click the [Add New] link on the right side of the screen.

The Select Entity pop-up window is displayed:

Select Entity r]e Sure

Entity Tepe! | Yendor ¥

Enter at lzast 3 characters of the name and dick
search,

o

Select Name:

Select Address:

4532 Main Street b

Click COK to confirm selection, Cancel ta return to

ummary,

Click the drop-down arrow and change the Entity Type to Vendor. Enter a few characters of the vendor’s
name in the field under the Entity Type and click the Search button. Click to highlight the correct vendor
name in the Select Name list. Click the Select Address drop-down arrow to select the correct address and
click OK to continue.
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Nexsure will display the Payments Received tab:

payments received

Payment ID:
Bosrad:

Date Booked:
Diate Craated:
Creatad By:
Reference =:
Description:

916

12/18/2007
12/18/2007

Betsy Cormisr

Quick Navigation
Entity Type: Wendor
Name: Staples Payment Header
General Ladger
Accounts Payable
Receive Payment Posting

Payment Type: Check
Payment Amount:

Payment Summary

Print Past Abart Save

* indicates required fizld
Payee: Staples
1 Derry Rd

Lendenderry, NH 03053

Payment Type:

The Payments Received tab has three sections:

m  Payments Received (Top left)

m  Quick Navigation links (Top right)

m  Input Field section (Lower left)

The Payment Header is populated automatically as information is added or updated on the payment. It
summarizes the entire payment with the following information:

Title Description

Nexsure-assigned payment record number. Note that when an entry has been reversed, this

D: - . .
Payment | will display the original number with the reversal number, separated by a slash.
Posted: Nexsure generated checkmark indicating that payment has been posted.
Processed: (Not in use at this time)

Date Booked:

Reflects the date from the header input field .

Date Created:

The disbursement creation date (As stamped by Nexsure)

Created By:

Pulled from the user login ID at the time the disbursement was created.

Reference #:

Reflects the check number or transaction number from the header input field.

Description:

Reflects entry in the Description header input field.
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Title Description

Entity Type: Type of entity from which payment is received.

Name:

Name of the entity from which payment is received.

Payment Type:

Reflects the type of payment received from the header input field: Credit Card, EFT, ACH or
Debit Card

Payment Amount: Pulls the amount of payment received from the input field entered by user.

Quick Navigation links are located along the right side of the tab and control the contents of the Input Field
section. The individual links lead to items that are in various stages of the accounting process. This gives the
user the flexibility to pull the necessary items into the current receipt.

Depending on the selected Quick Navigation link, the appropriate Navigation toolbar options display at the
top of the Input Field section. This is the Navigation toolbar for the Payment Header:

Payment Summary Pay All selected Print Post Abort Save Add Rowr

Input Fields are located at the bottom left portion of the tab. The displayed input fields change depending
on which Quick Navigation link is selected. Following are the input fields for the Payment Header link:

Date Booked: Defaults to the current date. The payment receipt will post to the general ledger on
this date. This date can be changed back or forward, however, the date booked cannot be posted
to a locked month unless the user has the security rights to override a locked month. The date
booked can never be posted to a closed month.

Payment Type: Select one of the following methods for the payment received from the drop-
down box: Cash, Check, Credit Card, EFT (Electronic Funds Transfer), ACH (Automated Clearing
House) or Debit Card.

Reference #: Enter a check number or a transaction number (if one is available) for other types of
payments.

Payment Amount: Enter the amount of the payment received. This is a required field.

Description: The description entered here populates the description field under Quick Navigation
> Accounts Payable and is also on the general ledger reports. The description field can be used
when searching for a particular receipt in the payment summary view.

Click Save on the Navigation toolbar to save the payment header information.

Nexsure will update the Payments Received header as shown below:
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payments received

Quick Navigation

Payment ID: 917 Entity Type: Vendor
Posted: Name: Staples Pavmevllt :deader
3 i General Ledger
Date Bookad: 12/18/2007 Payment Type: Check Accounts Paysble
Date Created: 12/18/2007 Payment Amount: $25.00

Receive Payment Posting
Creatzd By: Betsy Cormier

Reference =:
Dascriptien: Refund

Payment Summary Print Past Abort Save

* indicates required fisld
Payese: Staples
1 Derry Rd

Londanderry, NH 03053

Date Baoked: [12/18/2007 =
Paymant Type:

Referznce =:

*Payment Amount: | 35.00

Description: | Refund

Click the Quick Navigation > Accounts Payable link to enter a journal entry that will be included in the

current receipt. This will save the payment header information and change the content of the Input Field
section.

payments received

Quick Navigation

Payment ID: 917 Entity Type: Wendor
Posted: Name: Staples Pavmerln :dEadEr
) . General Ledger
Dats Booked: 12/18/2007 Payment Type: Check i
Date Created: 12/18/2007 Payment Amount: £35.00

Receive Payment Posting
Created By: Betsy Cormier

Reference =:
Description: Refund

Payment Summary | Pay All Selected Print Past Abort Save

Filtar: [Shew]

[Select All] [Deselect All]

Select Details Date APID Reference # Description Amount Paid Balance Remove

[F] B 12/18/2007 682 Return dus for Office Supplies [£35.00) 50,00 ($35.00) -

Note: Clicking Save on the Navigation toolbar or clicking the Quick Navigation > Accounts
Payable link will save the Payment Header information.

Select the entry to be included for this receipt by clicking the Select check box to the left of the entry. Click
the Pay All Selected link on the Navigation toolbar.

Nexsure will display the accounts payable entries as follows:

[Select All] [Deselect All]

Select Details Date APID Description Amount Paid

=4 12/18/2007 682 Return due for Office Supplies [$35.00) [$35.00)
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Note: The Balance of accounts payable item displays zero and the Paid field reflects the
entire amount of the original accounts payable.

Click the Quick Navigation > General Ledger link to enter a journal entry if the check is for more or less
money than was originally anticipated. The difference between the accounts payable entry and the check
would be entered here. Refer to Chapter 7 - Vender Entries in the Nexsure Accounting Training Manual
for instructions on using the general ledger link in Payments Received. Click the Quick Navigation > Receive
Payment Posting link to display the entire general ledger posting:

payments received
Quick Navigation
Payment ID: 917 Entity Type: Wendor
Posted: Name: Staples Pa\rmer;t !:;Eder
e . General Ledger
Date Bookad: 12/18/2007 Payment Type: Check Accounts Paysble
Date Creatad: 12/18/2007 Payment Ameunt: $25.00 Receive Payment Pasting
Creatad By: Betsy Cormier
Referance =:
Description: Refund
Payment Summary Print Past Abart Save
Account Number Account Description Debit Credit
70.001.0000.000.00.220000 Accounts Payable $0.00 $35.00
70.001.0000.000.00.110900 Undeposited Funds $35.00 $0.00

After verifying that the entry is complete, click the Post link on the Navigation toolbar.

Nexsure will display the confirmation pop-up window that indicates if the entry is in balance:

nessure

Fayment is in balance! Total Amount = $35.00
Assign Credit Amount = $0.00

Click Ok to post, or Cancel to return to previous screen.

0K ][ Cancel ]

Click OK to post the entry to the general ledger. Posting makes the entry permanent and allows printing a
Proof of Payment. If an entry is posted in error, it must be reversed and re-entered as a new item. If the
entry is not in balance click Cancel and make the necessary changes. Click the Payment Summary link on
the Navigation toolbar to exit and return to the list of payments received.

Reversing, Aborting and Removing Accounting Entries

Please refer to Chapter 6, “Reversing, Aborting, and Removing Accounting Entries” of this manual.
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