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1 Introduction

1.1 Scope and Purpose

The Accounts Payable (A/P) module of PHAnetwork is where direct expenditures are
created and recorded. This includes payment of all regular invoices and expenses as well as
the distribution of Housing Assisted Payments. Please note that Payroll distributions are
done directly from within the Payroll module. There is a process within Payroll that
provides for the recording of payroll checks and/or direct deposits in the Accounts Payable
bank register, however, the source of these payments is within Payroll.

This manual covers all aspects of Accounts Payable management including setup and
options, entering and managing A/P invoices, paying bills, printing checks, preparing direct
deposits, reconciling bank accounts and processing 1099 information at year’s end. In
addition, there are a number of reports that help to track expenditures and prepare for
entries into the General Ledger module.

1.2 Conventions Used

Whenever possible, actual screen prints from PHAnetwork will be used to illustrate certain
procedures. Charts and tables will be used to specify the various options available during
procedures and setup routines.

Screen prints will most often be accompanied by a red box showing the area of the screen to
focus on and to de-emphasize the outer parts of the screen.

2 Overview

Generally speaking, the order of menu items within the Accounts Payable menu dictates the
order that items should be setup. Additionally, the most frequently used processes are listed
first followed by lesser used options. Also, similar or related procedures are presented in
smaller groups for better clarity.

If you are setting up your Accounts Payable system for the first time you should follow the
sections in this manual under the Setup section. These should be addressed in the order
they are presented, as occasionally, setup items relate to other items that should have been
setup previously.

If you have any questions or issues during the setup of your A/P system you should use the
PHAnetwork Help Desk to obtain technical support.
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3 Setup/Maintenance

3.1 Accounts Payable Options

The Options for Accounts Payable are located at the bottom of the Accounts Payable page.
These options control how the Accounts Payable functions. You will need Accounts Payable
Administrative permissions in order to access these permissions. When you click on the
Accounts Payable Options link, the following screen appears.

A/P Options

4 Options
@

Default Bank Account| Brandenburg Bank & Trust |
Use Condensed Version? O Yaes ® No

Show Balance in Register? ® vas O No
Un-balanced invoice Policy O Allow paying of un-balanced invoices
® Do not allow paying of un-balanced invoices
Allow Deletion of Entries (®) Allow register entries to be deleted for open periods
O Do not allow register entries to be deleted.
Require Admin Approvals O Yes - require approvals before invoices can be paid
® No - invoices can be paid without approval
Require Admin Pay Invoices O Yes - only administrators can pay invoices
® No - any A/P user can pay invoices
Paid A/P Invoice Description | Payment of Invoice(s)
Paid HAP Invoice Description | Payment of HAP(s)
Default Fund Code | 401 <]
Pull from Payroll (® Py|| transactions from payroll
O Do not pull transactions from payraoll
Landlord Portal (® Portal is enabled - landlords can register and sign in
O Portal is disabled - landlords cannot register or sign in.
E s a3 Show artal st of voicoswih e
Do not show partial list of invoices. Show note only

‘ Save Changes H Cancel Edit ‘

Each item in the options menu is explained in detail in the table on the next page. After you
have made any changes, click the [Save Changes] button to save those options. Click the
[Cancel Edit] button to return to the Accounts Payable menu without saving.
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3.1.1 Accounts Payable Options — Defined

Option Description

Default Bank Account This entry identifies the default bank account to use. The
account selected here should be the account used most
frequently. If you do not use any account more than any
other, you can leave this as (unspecified).

Use Condensed Version? | This yes/no option determines if you want to use a
condensed version. The defaultis “No” which uses the full
A/P system. The condensed version eliminates the use of
invoices, and all A/P Transactions go through the Bank
Register.

This option should be reserved for agencies where the
volume of A/P transactions are relatively small and the
controls associated with entering invoices are not needed.

Show Balance in If this is set to “Yes”, a running balance is show in the bank
Register? register. This is the default option. If “No” is selected, no
running balance is shown in the bank register.

The “No” option should only be selected if you do not intend
to keep an accurate running bank register with deposits,
adjustments, etc. and merely want to use the bank register to

track payments.
Un-Balanced Invoice If “Allow paying of un-balanced invoices” is selected, users
Policy will be able to pay an invoice even if the G/L distribution is

invalid or incomplete.

If “Do not allow...” is selected, each invoice must be properly
distributed before it can be paid. This is the recommended
setting.

Allow Deletion of Entries | If “Allow register entries to be deleted for open periods” is
selected, then users will have the capability of deleting

entries from the bank register, assuming the corresponding
A/P Period is open. The user will be required to enter a
reason for deleting the entry, and the activity will be logged. If
this option is enabled, and a transaction is eligible for
deletion, a red 8 wil appear in the “Action” column.

The default response is “Do not allow...” and this is the
recommended setting.
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Option

Description

Required Admin
Approvals

If you intend to require an A/P Administrator to approve
invoices before they can be paid, set this option to “Yes”.
Otherwise, set this option to “No”. If set to “No” any user with
permissions to Accounts Payable will be able to pay an
invoice without electronic approval.

Require Admin Pay
Invoices

If “Yes” is selected for this option, only users with A/P
Administrative permissions will have the capability of paying
invoices. Regular users will be allowed to enter and manage
invoices, but they will not have the ability to pay them.

The default setting is “No”, which means that any user with
access to Accounts Payable will be able to pay an invoice.

Paid A/P Invoice
Description

When invoices are paid, they appear in the bank register,
either in a single entry or possibly in multiple entries. The
default description to appear in the bank register can be
controlled through this setting. The first entry (A/P)
concerns regular Accounts Payable invoices entered and
managed through Accounts Payable. The second option
(HAP) refers to any invoices originating in the Tenant
Housing Assisted Payment (HAP) module.

Paid HAP Invoice
Description

(see above)

Default Fund Code

This entry is used to specify the default fund code that will
appear when creating new G/L Distributions in invoices
and/or register entries. If (unspecified) is selected, no default
will be shown on new G/L Distribution lines.

Generally, you should select the fund code most-frequently
used for regular A/P G/L Distributions.

Pull from Payroll

If you utilize the Payroll module for generating employee pay
checks and/or employee direct deposits, and you would like
to interface those entries into your Accounts Payable bank
register(s), choose “Yes” to this option. This will allow
paycheck register entries in Payroll to be transferred directly
into the A/P Register.

10
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NOTE: This requires additional setup within the Payroll
Module in order to make the connection between the Payroll
module and accounts Payable.

Landlord Portal If “Portal is Enabled” is selected, then landlords accessing the
PHAnetwork Landlord Portal can identify your agency,
assuming that their registered email address is associated
with at least one vendor/landlord entry in your Accounts
Payable system. The landlord portal allows them to review
recent payments as well as payment and tenant history.

If “Portal is disabled” (default setting) is selected, then your
agency will not appear as an option for those signing into the
Landlord Portal.

NOTE: If you have landlords currently utilizing the Landlord
Portal to review payments from your agency, you should
leave this setting to “enabled.”

Partial invoice list for Show partial list will show as many invoices that will fit and
Check Stub if all invoices | then will show a note to refer to an attached report (which
will not fit should be printed separately and included with the check.)

Do not show partial list will not show any invoices. It will
only show a note referring to an attached report.

3.2 Percentage Models

Percentage Models are designed to standardize the way that account distributions are
distributed to various financial funds (fund). The percentage models along with Accounting
Codes described next, define a specific method for tracking expenditures recorded through
Accounts Payable. You can have an unlimited number of percentage models, however, each
percentage model must be associated with one or more accounting codes in order to be put
to use.

When you choose the Percentage Models menu option from the Accounts Payable menu, the
following screen will appear.

11
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] x
e @ http://localhost:56367 /AccountsP p - G @Percentage Models 0 52

Robert Hill (SA)
' Brandenburg Housing Authority
P 10 help desk issues open or pending

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign OQut |
A

ayable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders A Reports Email Reports TWAIN Example Scan Ds

Percentage Models

'Search Fifters |

L N4 3 Percentage Models found — Show:
I S
FRG B Basic Split- 689 Fund Yes
ARG B Basic Split-689 Fund (copy) Yes
|#BE D

Elderly/Family Split

Each percentage model that has been setup will be listed along with a number of actions
that can selected for each one. These will be described further on.

The default filter is to show only Active Models. If you would like to view models with a
different status you can simply choose that status from the dropdown list in the Search
Filters section. The status types that can be selected are as follows.

Percentage Model Status Type Description

Active Active (selectable) percentage models
Inactive Non-active models no longer used
Both Active/Inactive Includes both status types

3.2.1 Adding a new Percentage Model

To add a new percentage model, click the green plus &7 icon above the grid. The following
screen will appear.

12
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Robert Hill (SA)

. Brandenburg Housing Authority
- 10 help desk issues open or pending
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign OQut |
A

Payable Fixed Assets General Ledger GIL C ion Payroll Purchase Orders A ing Reports Email Reports TWAIN Example Scan Ds

Percentage Models

Description ||

Active @ Yes () No

| Save Changes H Cancel Edit ‘

Sode 3 Percentage Models found — Show:
Action Description Active m
LSRG Basic Split- 689 Fund Yes
}i) * %.‘5’,} % Basic Split- 689 Fund (copy) Yes
ARG B Elderly/Family Spiit Yes
£

In the Description box, enter a meaningful description for this percentage model. The

default status for a new percentage model is active, so that is selected and there’s no reason
to change it.

Click the [Save Changes] button to save this new percentage model. The list of models in
the grid will be updated to show the newly created model.

3.2.2 Percentage Model Options

There are four (4) different options available in the Action column. They are described
below.

Action Icon Purpose

Edit the description of the model or make active or inactive

Delete the percentage model (this is only allowed if it has never been
used)

&l 8

View or Edit details for the model including the percentage distribution

w

Make a duplicate copy of the percentage model

13
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3.2.3 Viewing and Editing the Percentage Model Details
The percentage model is ultimately made up of one or more distribution percentages that
when totaled, equal 100%. Each individual distribution is made up of a Fund code, and

optionally, and AMP (Asset Management Project), Project or Development ID, Capital
project number and finally the percentage.

The total distribution must equal 100% so if you have only one distribution entry, the
percentage must be set to 100. If you have not yet entered a distribution line (for example, a
new percentage model) you are asked to enter one to start with. You will select the Fund
(mandatory) and optionally, the AMP, Project/Dev ID and CFP #. After that you will enter

the percentage for this distribution line. When done, click the [Save] button. The screen will
be updated as follows.

- ] x
e g http://localhost:56367 /AccountsP p - G ’\@,\_;tpertgmage Models o
Robert Hill (SA)
’ Brandenburg Housing Authority
v 10 help deskissues open or pending.
network.net
Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign OQut |
A Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders A ing Reports Email Reports TWAIN Example Scan D
Percentage Models
| Percentage Model Information
Percentage Model (To record transfers for Project CP-303
Retum |
S % 9 —Show:
| Actons | Fud | AP Project/Dev CFP YriMod #
&R 293 005 639-1 75000
75.000
< >

As you can see, one distribution line has been entered for 75%. This means that one or more
additional distribution lines are required to reach 100%. To add an additional distribution
line, click on the 5 icon. Again, you will be asked to enter a distribution line. Continue this
process until the distribution reaches 100% and then click the [Return] button.

If you need to return to the percentage distributions for any model, simply click on the ik
icon next to that model.

14
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Occasionally, it might be useful to make a copy of a percentage model for editing. For
example, you may have a model setup that has the correct combination of Funds and AMPs
but the percentages need to be different. You can click on the "8 icon to make a duplicate
copy of a percentage model. Then you can edit the details and change the percentages or
even the AMPs involved.

NOTE: At least one percentage model must be setup before you can begin entering
Accounting Codes.

3.3 Accounting Codes

Accounting codes are similar to percentage models, except that they deal with specific G/L
Accounts. Furthermore, Accounting Codes are specifically referenced elsewhere in
PHAnetwork for selection in invoice entries, payroll distributions, etc., whereas the
percentage models are simply a component of the accounting code.

When you click on Accounting Codes from the Accounts Payable menu, the following
screen appears.

e @ nttp//localhost52283/AccountsPayable/frmAccountingCodesMaintaspx « & search FEIRARAE )
@ Accounting Codes »

RobertHill (SA)

' Brandenburg Housing Authority
] 4 help desk issues open or pending
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | SignOut |

Accounts Payable Fixed Assets General Ledger GIL C: ion Payroll Orders ing Reports Email Reports TWAINExample Scan Document

Accounting Codes Setup/Maintenance

Search Alters.

S 14 Accounting Godes found — Show

Action Des cription Pct Model ID Accounts Payable Only | Payroll Only | TenantlLedgerOnly | Cash Recsipts Only | Non-Posting | Active
2 g No No No No

P 8 & |New Distribution - Testing Basic Split - 689 Fund
Unknown Code - Use when unknown (none) No No Yes

Regular Maintenance Material Purchase (none) No No

Elderly/Family Split Elderly/Family Split No No
Capital Project CP-303 - Standard To record transfers for Project CP-303 Yes No
Atemnate CP-303 To record fransfers for Project CP-303 No No

Payroll - Admin Payroll Distribution No No

Payroll - Federal Income Tax Payroll - Liabiliies

Payroll - State Income Tax Payroll - Liabilifies No No

Payroll - Health Insurance Deduction Payroll - Liabiliies No No

®130% v

Each accounting code that you create must be connected to one and only one percentage
model. The percentage model dictates what the distribution looks like in terms of the
breakdown percentage-wise by Fund code. The only missing piece is the G/L account
number. This is supplied by the Accounting Code.

Using this method, a single percentage model can be used in multiple accounting codes. If
the percentages or even the funds need to be changed, you only need to do this for the
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percentage model. Any accounting codes that reference this percentage model will
automatically use the new distribution.

3.3.1 Creating a new Accounting Code
To create a new accounting code, from within Accounting Codes Setup/Maintenance, click
the % icon. The following screen will appear.

e @ nitp://localhost:56367/AccountsP O (] (2 Accounting Codes % o8 ()

Robert Hill (SA)

’ Brandenburg Housing Authority
~ 10 help deskissues open or pending.
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounting Codes Setup/Maintenance

(| Accounting Code (new )

Description

Pct Model | None

Accounts Payabie [ |
Payroll []

Tenant Ledger [ ]
Cash Receips [ ]
Active
Non-Fostable [

Save Changes ” Cancel Edit ‘

5 Accounting Codes found — Show:

I T — —TT—

}J 8 é,_,i New Distribution - Testing Basic Split - 689 Fund |Yes ‘No | Yes

&) 8 {‘,} Unknown Code -Use when unknown (none) |Yes ‘No |No No Yes

&il * q;,i Regular Maintenance Maferial Purchase (none) |Ye5 ‘No |No No Yes

& & &1 EdedyFamily Split ElderlyFamily Split |No ‘No |No No Yes v
< >

Enter the Description for this accounting code. This will be used in other areas such as the
entry of invoices or the creation of bank register entries so it is important that the
description be meaningful and descriptive.

Select the percentage model to use from the dropdown list. The accounting code must
reference one and only one percentage model.

If you prefer, you can leave the Pct. Model selection at None, and then you can enter the
account distribution for this accounting code. This is useful if you have a specific
distribution that will not be used in other situations. However, if you have a distribution
that is somewhat common or can be used in more than one application, the preferred
method is to setup a percentage allocation and then reference that here.

Determine where this accounting code can be used. The following options are available.
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= Accounts Payable
= Payroll

» Tenant Ledger

= (Cash Receipts

By default, any new accounting code created will be active so the Active check box will be
checked. There is no need to change this for new accounting codes, but this is where you
would change the status of an accounting code to inactive so that it can no longer be used.

Non-Postable is used to specify an accounting code to be used when the actual accounting
code or account numbers is not known. This should be setup with a very clear description
such as "Proper Accounts Not Known".

Then, during the entry of an invoice or the entry of a bank register entry, if you do not know
the account numbers to use for a particular transaction, you can choose this accounting
code. Later on, a report will identify any transactions that are using this code. Someone with
knowledge of the correct accounts to be used can then edit these entries and assign the
proper codes. Usually, this will be your fee accountant.

Once you have finished setting up the accounting code, click the [Save Changes] button.

3.3.2 Editing G/L Accounts for Accounting Codes

To edit the G/L Account(s) associated with the accounting code, click on the % icon next to
the accounting code. The following screen will appear.
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ew w|@ http://localhost:56367 /AccountsP ,O V] H @Accounting Codes

<[l

network.net

Accounting Codes Setup/Maintenance
-iA ing Code i

User: Robert Hill (SA)

Agency:  Brandenburg Housing Authority
10 help desk issues open or pending

Accounting Code (Aftemate CP-303

Retum |

Fund AMP | Project/Dev CFP Yr/Mod #

Account No.

Cash - DeviMod Restricted

— Show:

Percentage
75000

Cash - DevwMod Restricted

25000

100.000

To edit or change an account, click on the #icon. An entry screen will appear allowing you

to enter or select the G/L Account.
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e‘: (w|@ http://localhost:56367 /AccountsP p -0 H @Accounting Codes x | ‘

User: Robert Hill (SA)

Agency:  Brandenburg Housing Authority

10 help desk issues open or pending

network.net

Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Ds

A Payable Fixed Assets General Ledger GIL C
Accounting Codes Setup/Maintenance
-iAccount\ng Code Information

Accounting Code (Aftemate CP-303

Retum |

Note: Based on per ge model - only t can be changed

Fund 293 hd
AMP| ()05 v
Project/Dev ID 5201 v
CFPYrMod#| ** Select =+ W

AccountNo[1111.1 [ =
.
s

Percentage /5 000

i Fund | AMP Project/Dev CFP YriMod # Account No. |
005 689-1 Cash - DeviMod Restri

Cash - DeviMod Restricted

100.000

You can either enter a valid G/L account or you can click on the & icon to do an account
lookup. The standard account lookup window will appear.

Follow these instructions to lookup a G/L Account in the standard G/L Account Lookup.
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A Payable Fixed Assets General Ledger GIL C ion Payroll Purchase Orders A ing Reports Email Reports TWAIN Example Scan D ~

Accounting Codes Setup/Maintenance

Accounting Code Information

Accounting Code [Altemate GP-303

Note: Based on percentage model - only account can be changed

Details

Fund 203 v
AMP| 005 v

ProjectDev ID 5501

CFPYrMod# | “ Sclect

Account No Account Lookup

Percentage 75 ) ﬂ G ©
I Save H Cancel ‘ =y 1 Fund
Account TYpe| =*= any type ** Account Title contains ..
G g
Action Fund Account Number Sub Account Account Title
mm 11111 Cash - Dev/iMod Restricted
293 005 589 293 1112 000 Cash
&R 401 689

293 1112 Cash Admin - Unrestricted

293 11201 Allowance for doubtful accounts - tenants
293 11221 AR Tenants

293 1129 A/R Section 8 Managed

293 11298 Notes Receivable - Tenants

293 11299 Allowance for DA - Notes Receivable
293 1156 Advances - Revolving Fund

293 1162 Investment - MMDT #3393

b 20720 20 25 2k 4 2k bl 4

Enter the account number or part of the account number into the entry and then click the
Siicon to load any matching accounts. You can also choose the account type to narrow
down your search or you can enter the account title. For example, entering *cash* into the
Account Title Contains entry will search for all G/L Accounts that contain the word Cash in
the title.

Once you have located the account you would like to use, click on the P icon to select that
account.

Once a G/L Account has been entered or selected, click the [Save] button to save your entry.
You will need to repeat this for each other entry in the distribution.

3.3.3 Deleting an Accounting Code

Once any accounting code has been referenced elsewhere such as on an invoice or in a
vendor’s setup it cannot be deleted. However, if you created a code in error, or if you
created a code and it was never used, you can delete it by clicking the $8 icon next to the
accounting code. If the code has never been used and is not presently referenced, it will
allow you to delete. Otherwise, you will see an error message.
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3.4 Setting up Bank Accounts

You can setup as many bank accounts as necessary to manage all of the cash assets that
your agency deals with. To start setting up or managing your bank accounts, click on Bank
Accounts from the Accounting main menu. The following screen will appear.

e‘ (& ntip://localhost56367/Accounts? O ~ & | (2 AP Bank Account Setup/M... %

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority
10 help deskissues open or pending.
network.net

Payable Fixed Assets General Ledger GIL C ion Payroll Purchase Orders A ing Reports Email Reports TWAIN Example Scan Ds

A/P Bank Account Setup/Mainte nance

i I

Account Status (@) Active
O Inactive
O Any Status

S * "y 3 Bank Accounts found —Show:

Action Bank Account Desdripfion Account Number Account Status

&% MRVP MRVP Adiive
;-;J * iy REV Rewolving
;ij * iy S8 Section 8

The following options are available for adding/editing bank accounts.

Action Icon Purpose

s Add a new Bank Account

Edit the bank account information

%

£

Delete the bank account (this is only allowed if it has never been used)

Setup the check alignment for checks drawn on this bank account

3.4.1 Adding a new bank account

To setup a new bank account, click on the e button, The bank account setup page will
appear as follows.
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Robert Hill (SA)

. Brandenburg Housing Authority
P 10 help desk issues open or pending
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign OQut |

Accounts Payable Fixed Assets General Ledger Gl Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Sean Document

A/P Bank Account Setup/Maintenance

e I

Description

Account Number

Account Stalus (@) Active
O Inactive

Save Changes H Cancel Edit ‘

Enter a code for the Bank Account. This can be up to ten (10) alphanumeric characters but
should be descriptive enough to properly identify the bank account in dropdown lists.

Enter a Description for the bank account. This can be up to fifty (50) alphanumeric
characters and usually describes the bank account. Typical descriptions are Administrative
Account, Revolving Account, My Town’s Bank Checking, etc.

You can optionally enter the bank Account Number for reference purposes, however, this is
not required.

By default, the Account Status is Active. If a bank account is listed as Inactive it will no
longer appear on selection dropdown lists, however, you will always be able to view history
for the bank account.

To edit an existing bank account, click the #= icon next to the bank account. Refer to the
information in section 3.3.1 for information on what each entry means.

If you need to delete a bank account that was never used, click the & icon. This can only be
used for a bank account that was never referenced elsewhere and you will see an error
message if you try to delete a bank account that has been used.
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3.4.2 Check Setup
If a bank account will be used to print checks, you need to setup the check alignment for
those checks. Each bank account setup can have one, and only one check setup.

To get to the check setup area, click the EF icon. The following screen will appear.

A/P Check Setup

- Check Setup

Bank Account Housing Cheice Vouchers

Date:

Amount

Payes Mame

Textual Amount
Address

Memo

Include Check Mumber

Include Dodar Sign -

Inzlude Backgrownd Elements

Check Number

Include Signatures

Check Sho

Top | 5/8" < Left|6 172"

Top |1 L/4" - Left 6 1/2"
Top|17/8" < Left 112"
Tap|2 114" o Left 1)2"

Top |2 L/2° < Left 1"

Top| 3 3/87 < Left 9/16" -
®)as - include the chack number an the chieck

Mo - do net include check number on the check
Yas - add fhe $ 1o fhe amount on tha chack

Mo - the chack already shows a $

Yes - include background elements on blank check
Mo - check already contains background elements
Top| 1/4" v Left 6" |

"i%as - include scanned signaturas on the check

i ho - do net include signatures on the check

Tup|4" ks

Check Woucher Top | s v

Save Changes Cancel Edit Sample Sawve/Retum

Each element on a standard, three-part check is listed and is defined by a Top and Left
position. This measurement is taken from the very top/left corner of the check.

In the example above, the date is listed at 7-15/16 inches from the top and 6-1/2 inches
from the left. The positions are selected by using a dropdown list. The measurements are
listed in increments of 1/6 inches so it is possible to get very precise with your check
alignment.

The following table describes each check element and its meaning.

Check Element Meaning
Date The date of the check in m/d/yyyy format.
Amount The numeric amount of the check (i.e. $199.99)
Payee Name The name of the recipient of the check. This will come from the

vendor table.

Textual Amount The amount written out as text (i.e. One-Hundred Ninety-Nine
and 99/100)
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Address The full address for the recipient including the recipient’s
name.
Memo The memo area of the check describing the purpose of the
payment.
Include Check Number | Yes - prints the check number on the check.
No - does not a print a check number. Pre-printed check
numbers are assumed.
Include Dollar Sign Yes - prints a dollar sign next to the numeric check total.

No - prints only the numeric check total. A pre-printed §$ is
assumed.

Include Background
Elements

Yes - prints the background elements on the check such as the
agency name and address, label for PAY TO THE ORDER OF
and horizontal lines.

No - does not print the background elements. It is assumed
that the check has pre-printed agency name and background
elements.

Check Number

Top/Left: If you have selected to include the check number on
the check, indicate the position from the Top/Left corner of
the check.

Check Stub

The starting position of the check stub (only the Top position
is required)

Check Voucher

The starting position of the check voucher.

You have the option of including the check number on the check. This is convenient if you
have un-numbered checks. If this is set to Yes, you can specify the top and left positions for

the checknumber.

You also have the option of including electronic signatures on your check. In order for this
to work, you must have each signature (one or two are allowed) in a standard image format
of JPEG or PNG. These can then be uploaded and saved with the check. To upload signatures
and specify their position on the check, you need to change the Include Signatures option
to Yes. Once you do, the edit area will be adjusted to look like the following.
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- Check Setep

Banik Account Housing Choice Vouchers
Date Top|5/8" - Left| 6 172"
Amount 114 -+ Left 61/2"
Payee Name  Top |1 7/87 < Left 11/2"
Texdual Amount Top| 2 L/4” < Left 1/27
Address Top | 2 1/27 < Left 1"

Memo Top| 3 3/87 - Left 9/18”
Include Gheck Number 83 Yas - includs the chack number on the check
Mo - do net include check number on the check
Include Doar Sign (! Yas - add the $ 1o he amount on tha chack
®) No - he check already shows a §
Include: Background Elements 8! Yes - include background elements on blank check

' No - chieck already contains background elements
Gheck Number Top| 1/4" o Left 6 ~|
Include Signatures #1 Yas - include scanned signaturas on the check

' No - do not include signatures on the check
Signature 1 Top 10 18"~ Laltl 534

Widin| 1 14"~ Haight 3/8" |
Signature 2 Top 10 1/2" - LEIIlS 34"

Widih| 1 14"~ Haight 3/8" |

Vigw or Upload Signaturs Filss

Check Shn Tup|4 " ~

Check Voucher Tup|7 " h

Save Changes Cancel Edit Sample Save/Retumn

d second signatures. To upload the
signature file(s), click View or Upload Signature Files. The screen will appear as follows.

e € nhttp://localhost52283/AccountsPayable/frmAPCheckSetup.aspx?BankAccount=REV A O Search... p A —— o @
& A/P Check Setup x ([T

Robert Hill (SA)

Brandenburg Housing Authority
. 4 help desk issues open or pending
_
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

A/P Check Setup

Manage Signature Files

Bank Account [REV
Signature File 1/NYMY1000_1.jpg
Signature File 2|NYMY1000_2.jpg

Upload New File 1 Browse...
Upload New File 2

Browse...

Upload File(s) || Cancel

You can either double-click the entry box for each file, or click the [Browse] button next to
each file. Locate the signature file(s) on your computer and select them. PHAnetwork will
give you an error if you attempt to select a file that does not have the file extension of PG,
JPEG or PNG. Once you have selected each file, click the [Upload File(s)] button and the
files will be saved. To abort this procedure click the [Cancel] button. Either button will
return you to the check setup screen.

To save the check alignment setup, click the [Save Changes] button.
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3.4.3 Testing your check alighment

Once you have setup your check alignment it is important that you test it. Click the [Sample]
button to generate a sample of your check. You will be prompted to open the check sample
(see screen print below.)

e‘ ‘|@ hitp://localhost:56367/AccountsP O = (v} H @A‘JP Check Setup x| ‘ {I‘I} T:? CSJ (f:;::)
User: Robert Hill (SA)

Agency:  Brandenburg Housing Authority
10 help deskissues open or pending

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

AJP Check Setup
(| Check Setup

BankAccourrl|REVD|Ving ‘

Date Top|7 156" V| Left|6 1/2 V‘

Amount Tgp| 8 5/8" Vet 63/4" WV

FayeeName Top 8 5/8"  V|Left|1" v

Textual Amount o9 " Vet 174" v

Address Tgp| 9 1/4" W Left| 11/16" W

Memo Top| 10 1/16" WV |Left| 11/16" ™
Check Stub 7op| 3 1/8" v
Creck Voucher Top| 0 v

Save Changes H Cancel Edit H Sample ” Save/Retumn

Open Save - Cancel

Click the [Open] button to open the check sample. An Adobe Acrobat document will be
opened showing the sample check.
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Check: 1234

$99,999.99 111712023

PAYEE NAME-XXXXXXXX
Ninety Nine Thousand Nine Hundred Ninety Nine Dollars and Ninety Nine Cents

VENDOR NAME

VENDOR ADDRESS . T
ADDRESS LINE TWO Jot ot RaraaS

CITY, STATE ZIP ) . -
MEMO Azl v, e - ———
Invoice Date Invoice No./Reference  [Memo I[ Amount
11/17/2023  |nvoice # Description | $999,999.
[Invoice Date | Invoice No./Reference [Memo | Amount
[ 1117/2023 Jnvoice # [ Description | $999,999.

To send your check to the printer, click on the printer icon on the Adobe Acrobat tool bar.
When sending the page to your printer as well as when printing checks, it is extremely
important to make sure that you are not scaling the page on the printer. You must select
Actual Size in the printer dialog or the alignment will not be accurate. The following screen
print shows where this is set.
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C (W) D filey//C/Users/bob/Domnlcads/SampleCheck%20(3). pdf 4 o=

=  A/PCheck Stub Check: 1234 Print 1 sheet of paper

Destination 5 HPGBE4F3 (HP Laser

$90.990.99 1023
234

PAYEE NAME- 0000000 Pages Al -
Ninety Nine Thousand Nine Hundrest Ninety Mine Dollars and Ninety Nine Cents

VENDOR NAME

VENDOR ADDRESS Mot oD Fomn T
— ADDRESS LINE TWO ! e Copies 1
CITY. STATE ZIP
MEMD
112023

More options ~

Paper size Letter v r_q.,
Pages Per Sheet 1 -

Quality 600 600 -

T s
I -

Two-sided Print on both sides
(i Fiponlongedge v
Make sure this is set

to 100% or Actual Size

Print using system dialog... (Ctrl+Shift+P) 2]

m Cancel

Invoice Dale | _Invoice No Reference _|Memo T Amount
11/17/2023 _ Jnvoice # Description ,999.!

As you can see from the screen print, Actual Size (or 100%) has been selected. If any of the
other settings are selected, the check alignment will not print properly on the check. Make
sure that this is always selected when printing checks as well. This is also discussed in the
check printing section.

3.5 Setting up Accounts Payable Vendors or Landlords

In order to pay any vendor for services or materials they need to be setup in the system.
Detailed information can be setup for each vendor and there are a number of reports
available that pertain to specific vendors.

There are different types of vendors used in PHAnetwork. The primary types used are
Accounts Payable Vendors and Landlords, but vendors can also be employees, tenants and FSS
recipients. The following table describes each type of vendor and how they are generally
created.

Vendor Type Description

Vendor e Regular A/P vendor

e C(reated from the Vendor Maintenance process
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e Paid through invoices or directly through bank register

Landlord e Landlord/Property Owner
e C(Created through the Housing Assisted Payment (HAP) system
e Paid through the HAP process

Employee e Employee

e C(Created either directly (if paying employee expenses) or from
the Payroll system if using payroll

e Paid directly or from within payroll

Tenant e Utility Reimbursement Tenant or FSS recipient
e C(reated from Tenant Management System or HAP process

e Paid through the Monthly Rent Roll Process or HAP process

Accounts Payable vendors can also be setup on-the-fly while entering invoices. This is useful
if you are in the process of entering invoices and come across an invoice for a new vendor
that you are paying for the first time. Rather than exiting the new invoice process to enter
the vendor, you are allowed to add the vendor right within the invoice process. Please refer
to the section on entering invoices for more information about this.

When you choose A/P Vendors from the Accounts Payable menu the following screen will
appear.

Hame wendoe Types | (all types)
Vordor Type A/P Vendors o Magercies O ves @ Mo
Mame an 1088
Appeoued Gortractors| No Preference rsan 10 Wumbes

Ak Bail Bonids AA Bail Bands 123 Main Stieel Brandenbisg, WA 55555 raberthil@iive.com
ABC Disposal Sarvices ABC Disposal Senvices 1099 Main Strest  Acushnat, MA 02338 ‘Wayne Campbell ABC RUBBISH DISPOSAL SERVICES
Azme Pest Control Aeme Pest Cantrel B 1907 Middieboro, MA 02348 Acme Pest Contiol

Adams Fira inspaction ‘Adams Fire inspection 1 Main Strast Brandenburg, MA 55555

Anders, Bhichey and Carson. Allomeys Angers, Biuchey snd Carson, Attamays Lakeville, MA 02347

Anson, Carol Ansan, Carol 127 Park Drive Brandendburg, MA 55555

The Vendor Maintenance process will display all active vendors by default but will be
displayed in pages of ten (10) vendors.

By default, the vendor type displayed will include only A/P vendors. You can change the
vendor type to narrow down your search to any one of the other vendor types or you can
choose to include all types. When you change the type the grid will automatically refresh to
display the vendors for that type.

The default filter setting for vendor status is to include only Active vendors, but you can
choose to include Inactive vendors only or both Active and Inactive vendors. As with the
vendor type, once you change the status selection the grid will be automatically redisplayed.
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3.5.1 Adding a New Vendor

To add a new vendor, click on the =F button. The new vendor screen will appear as follows.

Details P

he

'iﬂ Remit Misc Bank Codes Payments Notes Log

Vendor/Landlord Number | 1684 |

Name | Acme Pest Control, Inc.
City, State, Zip | Lakeville | [MA ]| 02347
Mail Address 1| Acme Pest Control, Inc.
2(1084 Main Street

Lakeville, MA 02347
4|

5

Contact Person | Bobby Hull
Telephone | 555.999.1234
Fax Number| 555,999.6789

Reports | *** Select Report *** | View Report

‘ Save Changes H Cancel Edit ‘

The vendor maintenance section is broken up into eight (8) separate tabs, each with its own
set of related information. The tabs and their purpose or scope are listed below.

Tab Name Purpose

Main The Main tab is where the main vendor information is entered, and
includes the address, contract person and telephone number.

Remit The Remit tab is used to identify if a separate remit address is to be
specified. If a remit address is specified, this address is used on any
checks printed for this vendor.

Misc The Misc tab is where other miscellaneous information on the vendor
is entered. This includes the vendor’s tax ID, 1099 information for the
vendor as well as other data.

Bank The Bank tab is used to record the bank account where checks for
this vendor are drawn. It is also where any direct deposit information
is setup such as the bank routing number and the vendor’s bank
account number.

Codes Codes are were any predefined accounting codes are setup for the
vendor.
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Payments

The Payments tab is where any payments made outside of
PHAnetwork can be recorded. These payments, along with actual
checks and/or direct deposits made to this vendor will be combined
on the 1099 report.

Notes

On the Notes tab, you can record any miscellaneous notes for this
vendor or landlord.

Log

The log tab shows the history of any important changes made to the
vendor or landlord

3.5.2 Vendor Maintenance — Main Tab
The Main tab is where the main information on the vendor is setup. The entries are defined
in the following table.

Entry Description
Vendor No. The vendor/landlord number is assigned by the system so there is no
entry for this field. Once a vendor has been saved, the assigned
number will appear here.
Name Enter the full name of the vendor. This can be up to 100

alphanumeric characters.

City, State Zip

Enter the vendor’s city, state and zip code.

Mail Address 1

This should always be the vendor’s name as it will be the first line of
the mailing address (unless a remit address is specified.)

Mail Address
2-5

Enter the remaining address lines as you would like to see them.
Typically, this will be the address, a second address line such as a P.O.
box, and then the city, state and zip on a single line.

Contact Person

Enter the name of the contact person for this vendor.

Telephone

Enter the vendor’s telephone number.

Fax Number

Enter the vendor’s fax number.

The Main tab of the vendor setup is also where you would print any of the vendor reports
that are available. If you drop the reports list down, you will see the following list of reports.
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Vendor Maintenance

@

- Details

Remit Misc Bank Codes Payments

Notes

Vendor/Landlord Number | 121 ‘

Name | Acme Pest Control

City, State, Zip| Middleboro

[[mA

02346

Mail Address 1| Acme Pest Control

2 Box 1907

3 Middleboro, MA 02346

4

5

Contact Person

Telephone

1

Fax Number‘

Reports
*** Select Report ***
Detailed Distribution |
Invoice Listing

Payment Listing

Sample Check

| Save Changes‘ Cancel

|

*** Select Report *** | View Report

Here is the description for each available report.

Report

Description

Detailed Distribution

This will show a detailed distribution report with G/L
account numbers for the current vendor. You can specify
the range of dates to include for this report.

Payment Listing

The Payment listing simply shows all payments
(optionally including voided checks) for the current
vendor. It lists the date, the type, the check number and
any void information if a check or payment was voided.

Tenant Listing

The Tenant Listing is used for landlords to show the list
of tenants for that landlord. The report will show each
tenant along with their address, their effective date and
their status (Active/Vacated). This report can be filtered
to include only Active tenants.

Sample Check The sample check shows what a check to this vendor
would look like. It is primarily to test how the mailing
address will appear on the check.

3.5.3 Vendor Maintenance Remit Tab

The Remit tab is used when checks remitted to the vendor must go to a different address
than the vendor’s main location such as a P.0. Box or a third-party biller. The vendor
maintenance page’s Remit tab is shown below.
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Ul
Vendor Maintenance

@

| Details

Main Misc Bank Codes Payments.

Vendor Name | Acme Pest Control

Remit Address 1 |Acme Pest Control
2/P.O. Box 1873
3|Lakeville, MA 02347
ol
5

Name On Check |

Memo On Check

‘Save Changes‘ Cancel Edit ‘

Entry Description

Remit Address 1 | This should always be the vendor’s name as it will be the first line of
the remit.

Remit Address | Enter the remaining address lines as you would like to see them.
2.5 Typically, this will be the address, a second address line such as a P.O.
box, and then the city, state and zip on a single line.

Name on Check | If the name on the check is different from the vendor’s name, then
enter that here. This could include a “d.b.a.” tag or something similar.

Memo on Check | If you would like to place a standard memo on the vendor’s check,
enter that here. If your check has a placeholder for the memo, the text
entered here will appear in the memo spot on the check.

3.5.4 Vendor Maintenance Misc. Tab
The Misc tab of the vendor maintenance process is used to record a variety of information
including the vendor’s tax ID, 1099 status and other options.

The Misc tab is shown below.
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L}Vendor Maintenance

@

Main Remit

Name On 1099 | Acme Pest Control

Name on 1099 (line 2)| dba The Big Blue Bug
1099 Address | Box 1999

1098 City, State, Zip| Middleboro | |02346
Tax ID Number| 099-22-8765 |

Printa 1099 ® yes O No
1089 Class| 7. Non-Employee Comp. -]

Bank Codes Payments Notes Log
Vendor Name | Acme Pest Control

Note: The following entries are used to identify specific names and address informatio

1099. If these are omitted, the default name and address information from the Main ta
used.

1099 Class Status (®) Always use this class on the 1099

O Allow selection of 1099 class for individual payments (defaults to class selected he

W9 On File ® yes O No

Vendor Type | A/P Vendor v

Approved Contractor O yes (®) No
Prior Code

Vendor Options (®) Always copy previous invoice

O Always copy specific invoice (below)
O Never copy invoice for this vendor

Active Vendor ®) yes O No

GIL Account ‘ 4430

Use Auto Distribution () yes ®) No
Auto Dist Code Code A Allocation

Special Printing O ves ® No
Email Address

Landlord Portal Status | (not applicable)

|SaveChangesH Cancel Edit ‘

Entry

Description

Name on 1099

Enter the name as it should appear on the Form 1099-Misc

Name on 1099
(line 2)

Enter any name that should appear on line 2 of the Form 1099-Misc

1099 Address

If the 1099 will go to a different address, you can list that here as well
as the city, state and zip code (below).

1099 City, State,

This will be the city, state and zip code where the 1099 should be

Zip sent if the address is different from that on the Main tab.
Tax ID Number | Enter the vendor’s tax ID number. Note: This is mandatory of the
vendor will be receiving a 1099 form.
Printa 1099

Choose Yes if this vendor will receive a 1099, or No otherwise
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1099 Class

Select the 1099 Class to be used for this vendor.

1099 Class Status

If you choose Always use this class on the 1099, then regardless of
how individual bank register transactions have been recorded, the
selected 1099 class will be used.

If you choose Allow selection of 1099 class for individual payments
(defaults to class selected here) then, the 1099 will summarize the
payments by the individual class saved in bank register entries.

NOTE: For each invoice entered and paid for a vendor, you can over-
ride the default 1099 class if necessary. This is useful if for example,
you normally pay a landlord for Rents, but in one instance, you pay
them for services or goods which would be classified as Non-
Employee Compensation. If this is the case, checking the second
option here would break the amounts paid to the vendor into each
1099 classification.

WO on File

If you have a W-9 form on file for this vendor, check Yes, otherwise
check No. You can obtain a list of vendors needed W-9 forms on the
Accounts Payable Reports area.

Vendor Type

Choose the type for this vendor. The options are...
e A/PVendor
e Landlord/Owner
e Employee
e Tenant

You would not normally select the Employee or Tenant types when
entering a new vendor. These are generally assigned automatically in
either the Payroll module or the Tenant Management module.

Approved
Contractor

If this is an approved contractor, choose Yes. Otherwise, choose No.

Prior Code

If the vendor was converted from a prior system, that code will be
shown here. You can also enter the prior code if needed.

Vendor Options

The vendor options determine how invoices are entered for this
vendor. This option controls how the account distribution of the
invoice is initialized.
The options are as follows...

e Always copy previous invoice

e Always copy specific invoice

e Never copy invoice for this vendor
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The first 2 options will use a prior invoice as the basis for any new
invoice entered. The 3rd option will never copy a prior invoice so you
will be required to enter invoice-specific information each time you
enter a new invoice for this vendor.

In most cases, copying the prior invoice will be the best solution since
the account distribution that you will be charging will almost always
be the same. This will save a lot of time when entering invoices, and if
the account distribution changes over time, you will always be
referencing that account distribution.

Regardless of the option selected, you will always have an
opportunity to edit the account distribution for each new invoice.

Active Vendor | Choose Yes (the default) if the vendor is active, otherwise choose No

G/L Fund You have the option of selecting a G/L Fund and entering or selecting
a G/L Account for this vendor. If specified, the combination of the
Fund and the G/L Account will be the default for any invoices entered
through the Quick Invoice Entry process.

G/L Account Enter the G/L Account and if applicable, sub-account to associate
with this vendor. This is optional and can be overridden during the
entry of invoices. You can also click on the B icon to lookup the
account by number or description.

Use Auto If you would like to use an auto-distribution for each new invoice
Distribution created for this vendor, choose Yes otherwise, choose No.

Auto Dist Code | If you chose Yes to use an auto-distribution, you can select the
distribution code here. This code will be used on any new invoice
entered.

Note: Using an auto-distribution will override the option selected
above in the Vendor Options section.

Special Printing | (Deprecated - included for compatibility with old A/P version)

Email Address Enter the email address for the vendor

Landlord Portal | If this is a landlord, this entry will show the status of the landlord’s
Status registration with the Landlord Portal. The possible values are...

e Notregistered for the Landlord Portal
e Registered and activated for the Landlord Portal

e Registered for the Landlord Portal - not yet activated
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3.5.5 Vendor Maintenance Bank Tab

The Bank tab is where you record information about both the bank where checks and direct
deposits are drawn for this vendor, but also the banking information required to process
direct deposits for this vendor.

The Bank tab of the vendor maintenance appears as follows.

Vendor Maintenance

@

Details |

Main Remit Misc Codes Payments Notes

vendor Name | Acme Pest Gontrol, Inc.
Bank Account | Revolving -]
HAP Direct Deposit O yes ® no
Bank Routing No

Organization Type | Company or Trust -
Direct Deposit Code | (not selected) ~

Bank Account No

Direct Deposit Name
Send Emall for Direct Deposit O yes (®) No
Email Format O Formatted (HTML) ® Plain Text
Landlord Portal Status | (not applicable)
Default Payment Type @ check O On-Line
Check Stub Format| Memo Distrbution ~
Landlord On Hold O yes (®) o
Hold Reason

Save Changes|| Cancel Edit

Entry Description

Bank Account Select the bank account from where checks or direct deposits will be
recorded for this vendor. If you are printing checks for this vendor,
this is the bank account and corresponding check setup which will be
used to print those checks.

HAP Direct If this vendor or landlord has requested direct deposit (online)
Deposit payments, then choose Yes. Otherwise, choose No.

Bank Routing No | If the vendor is participating in the direct deposit process, enter the
bank routing number for this vendor. This is often obtained from a
voided check supplied by the vendor, but it must be a valid routing
number.

Organization Choose the type of this organization from one of the following
Type e Individual (using SSN)

e Company/Trust (using Federal tax ID number)

Direct Deposit | You must select which code applies to the vendor’s direct deposit
Code request. The available options are...

e Deposit to checking - 22
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e Debit to checking - 27
e Deposit to savings - 32
e Debit to savings - 37

The type selected is based upon the type of account that the vendor
has supplied. If it is a checking account then the code will either be 22
or 27.If it is a savings account, then the code will either be 32 and 37.
Code 22 is the most common.

Bank Account No

In addition to the bank routing number, you must specify a valid bank
account for this vendor. This account will be used on the NACHA file
generated by the direct deposit system. If the account entered is not
valid, then the NACHA direct deposit batch will report an error when
you try to upload the file to your bank.

Direct Deposit
Name

By default, the system will use the first 25 characters of the vendor’s
name when creating the NACHA direct deposit batch. However, you
can override that to make things a bit clearer to the vendor,
especially if the vendor’s name is very long.

Send Email for
Direct Deposit

If you would like to include this vendor in a batch of emails sent after
creating/uploading your NACHA direct deposit batch, choose Yes,
otherwise choose No. If you choose Yes, you must make sure that you
have entered the vendor’s email address on the Misc tab.

NOTE: For best results, you need to make sure that the recipient
(email address) has their email client setup to properly accept emails
from the email address donotreply@phanetwork.com. This will
ensure that emails sent through the direct deposit email process will
reach them properly.

Email Format

You can select the format that body of the direct deposit notification
emails sent to the vendor will take. The following table explains the
difference between the two.

Format Explanation

Formatted HTML | The body of the email is formatted like an
HTML/Web page. The formatting is organized
so that the direct deposit payment
information is aligned in a table for easy or
reading.

This format, while more appealing to the
reader can also be marked as junk mail by
email filters since it could resemble a
marketing email.
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Plain Text The body of the direct deposit email
notification is formatted in plain text. While
this option does not appear as nicely
formatted as the other option, it is more-likely
to get through to the recipient since it will
pass junk mail checkers at a higher frequency.

The Formatted HTML format provides the recipient with a better
report that is easier to read. However, you need to make sure that the
recipient is allowing emails from the email address
donotreply@phanetwork.com. This will ensure that the email will
reach the recipient.

If you are in doubt as to whether or not they have set this up or have
the capability to do so, you should select the Plain Text option for this
vendor/landlord.

Landlord Portal
Status

[f this is a landlord who has registered for the Landlord portal, this
will indicate the status of the landlord’s registration with the portal
site. (See previous section for an explanation of the possible values)

Default Payment
Type

Select the default payment type for this vendor or landlord. The
option selected here will dictate the default selection when a
payment is made for this vendor.

NOTE: If this is a direct-deposit vendor/landlord, the “Online
Payment” option will be automatically selected.

Check Stub
Format

The check stub format identifies how check stubs for this vendor
should look. It is recommended that you use the Default entry as
shown here.

Default Payment Type (®) check O On-Line
Check Stub Format | (Use Default) >
Landlord On Hold (Use Default)
A/P Invoices
Manual Check
Payment of HAP

Save Changes || Cancel Payment of FSS
| Memo Distrbution

Hold Reason

However, you can select any of the types shown here if it makes
sense for that vendor. If the entry is not a landlord, then it does not
make sense to choose Payment of HAP. If the entry is not a tenant,
then it does not make sense to choose Payment of FSS.

The Memo Distribution format will show the memo and amount for
each entry of the G/L Distribution.

Landlord on Hold

This entry applies only to leased housing landlords. If Yes is selected,
then no payments will be generated by the Housing Assisted
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Payments process for this landlord. If No is selected, then any
pending payments will be processed as normal.

Hold Reason If you have identified that payments to this landlord should be put on
hold, then you can specify the reason for the hold here. Otherwise,
leave this entry blank.

3.5.6 Vendor Maintenance Codes Tab

The Codes tab is where any accounting codes used for the vendor will be setup. If this is a
new vendor, or if you have never setup an accounting code for this vendor, the tab will
appear as follows.

Vendor Maintenance

Details |

[

Main Remit Misc Bank Paymenis Notes

Mo accounting codes selected for this vendor...click the [+] button add one.

3

Save Changes ‘ Cancel Edit

To add a new accounting code for the vendor, click the & icon. The New Accounting Code
screen will appear.
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e @ ntp://localhost56367/Accounts? O ~ & (2 Vendor Maintenance S 5 @

Robert Hill (SA)

. Brandenburg Housing Authority
P 10 help desk issues open or pending
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign OQut |

A Payable Fixed Assets General Ledger GIL C ion Payroll Purchase Orders A ing Reports Email Reports TWAIN Example Scan Ds

Vendor Mainte nance

New Accounting Code Selection

Accouniing dee‘ =% Qalact %

| Save

Save Changes H Cancel Edit ‘

From the dropdown list, select the pre-defined accounting code and then click the [Save]
button. To exit this process without saving, click the [Cancel] button.

If you have not setup any accounting codes, you must do that first. Refer to the sections on
Percentage Models and Accounting Codes for more information.

Multiple codes can be setup for each vendor. The reason for this is that you may have a
vendor who provides mainly services. However, this vendor may occasionally sell you parts
as well. The G/L Accounts that you charge for services are different from the accounts used
for parts. In this case, you could setup an Accounting Code for your vendor that references
the service G/L Accounts, and make this the default Accounting Code. Then, you could setup
an additional Accounting Code to handle those occasions when the vendor sells you parts.
During the invoice entry, you can select from the Accounting Codes setup for the vendor.

To make an accounting code the default for a vendor, click on the e icon.

3.5.7 Recording Prior Payments for 1099 Purposes

If you have started using PHAnetwork partially through the year, you may have paid some
vendors using a manual system or another software system. In order to correctly process
1099 forms, you need to account for these payments in PHAnetwork. To accomplish this,
click on the Payments tab. The screen will appear as follows.
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Vendor Maintenance

@

| Details |

N

Main Remit Misc. Bank. Codes. Notes
Vendor Name | Acme Pest Control
Calendar Year| 2023 ~

Total Payments | 0.00

1099 Classification| 7. Non-Employee Comp. ,l

Save | Cancel || NewEntry |

Action 1099 Class
@ 2019 ($650.00)

& $® 2020 7 $425.00

Cancel Edit

You can specify the calendar year in which the payments were made as well as the 1099
classification for these payments. If you paid a vendor for multiple purposes (i.e. multiple
1099 classifications) you can break up the entry by the 1099 class. In the example shown
above, for 2019, there were ($650) in adjustments classified as “Other Income” (3) and
$425 in payments classified as “Non-employee compensation” (7). Note that a negative
number will reduce the total payments on the 1099 for that year.

To create a new prior payments entry, click the [New Entry] button. Click the [Save] button
to save your entry or click the [Cancel] entry to cancel the new entry. If you attempt to save
a duplicate 1099 class for the same year you will get an error message.

3.5.8 Entering Vendor Notes

The Notes tab can be used to enter any notes for a vendor. The example below shows a
corporate address entered as notes for the vendor.
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Vendor Maintenance

@
Details S

Main Remit Misc Bank Codes Payments Log
Vendor Name | Acme Pest Control

Notes |Corporate Address

1905 Westheimer Road
Houston, TX 77098|

60 of 500 characters

Save Changes H Cancel Edit

After entering or updating the notes for the vendor, click the [Save Changes] button to save
them.

3.5.9 The Activity Log

The Activity Log for a vendor or landlord will show any logged activity for the vendor that is
of high importance. Below is an example of the vendor activity log.

Vendor Maintenance

@

[Detaiis |

Main_ || Remit | Misc Bank | Codes | Payments | Notes [EN]

Date/Time Login ID Log Message
5/8/2023 9:17:00 AM Bob Hill Routing number for vendor Northern Electrical Supplies has been changed from to 011301798

5/8/2023 9:17:00 AM Bob Hill |Account number for vendor Northern Electrical Supplies has been changed from to 124578963

5(8/2023 9:17:00 AM Bob Hil Transction code for vendor Northern Electrical Supplies has been changed from to 22

Save Changes| Cancel Edit |

3.5.10 Merging a Vendor with a Different Vendor

In the event that you have accidentally entered a vendor twice, you have the option of
merging the two vendors so that you will only have one. To merge one vendor into another
vendor, follow these steps.

1. Inthe Vendor Maintenance area, set the filters to locate the first vendor. This is the
vendor that you want to merge from, or in other terms, get rid of.
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2. Once you have located the vendor, click the “Sicon next to the vendor (see # 2
below)

3. Once the initial vendor has been selected, lookup the second vendor. This is the
vendor that you want to merge to, or in other words, keep.

4. Once found, click on the P icon to select that vendor. The merge page will appear
showing each vendor selected.

5. Click the [Merge] button to complete the merge or the [Cancel] button to cancel.

2.) The From vendor has been selected. Next it to select the To vendor.

- m] x
e @ hitp://localhost36367/AccountsPayable O+ & | (2 Vendor Maintenance I oy @
Robert Hill (SA)
' Brandenburg Housing Authority
v 10 help deskissues open or pending
network.net
Home | Help | Maintenance | Lookup | My Profile | A ing | Tenants | A | Facilites | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Vendor Mainte nance

Selact the vendor to merge with by clicking the P icon.

-{ Search Fiters

Name [hampd | suts| Active Only
Vendor Type | A/P Vendors Vv

% i selected vendor: Hampden Technologies, Inc Cancel Merge

2 Vendors/Landlords found — Show

Action | Vendor Number “ MailAddress1 MailAddress2 MailAddress3 MailAddress4 | MailAddress5 | Contadt Person | Telephone

b ‘1671 Hampden Tech_ ‘Hampden Tech_ Box 1022 Lakeville, MA 02347 | ‘

b ‘781 Hampden Technologies, Inc ‘Hampden Technologies, Inc Box 1022 Lakeville, MA 02357 | ‘

3.6 Recurring Payment Maintenance

Recurring payments are used to create preset transactions which you can use to record
payments, generate invoices and pay bills. These are most useful when you have a regular
and consistent monthly payment to make to a vendor. As an example, if you had a regular
payment that you needed to make to your insurance company and the amount did not
change, you could set this up as a Recurring Payment. Then, when you process your
monthly Recurring Payments, it would automatically setup the payment for you.

You can choose how the payment will be processed for each Recurring Payment. The
options are to create a check for printing, to create an online payment or to create an
invoice which you will then go in and pay through the normal payment procedures.
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When you click on Recurring Payment Maintenance from the Accounts Payable menu, the
following screen will appear.

e‘_ )| @ ntto/ftocalhost 56367/ AccountsPayable £~ C | @ Recurring Payment Mainten. x‘ ‘

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

10 help deskissues open or pending.
network.net

Recurring Pay ment Maintenance

| search Fiters

Bank Account | #= Al ## N\ Status O Active

Olnactive
@ Both
S d e
Action Bank Account
:@b * REV Monthly support agreement
;@ * ‘MRVP ‘Landscaplng

3 Recurring Payments found — Show:

Monthly Amount

Description Vendor Number

Payment Type Active
$225.00 Invoice

$50.00 ‘ Check
$22875 ‘ Check

Hampden Technologies, Inc

All Time Tree Care

&R ‘REV ‘Monlhly\nsulance\nsﬂallment

Arbella Protection Insurance Co.

By default, the recurring payments shown are from all bank accounts. You can show the
Recurring Payments for a single bank account by selecting that within the Search Filters
area. You can also choose whether to show only Active items, Inactive items or both.

To add a new Recurring Maintenance item, click the &7 icon. The New Recurring Payment
Maintenance screen will appear as follows.
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e @ nttpi//localhost56367/AccountsPayable O ~ (& (& Recurring Payment Mainten.. v7 o ©

Robert Hill (SA)

' Brandenburg Housing Authority
J 10 help desk issues open or pending
network.net

Home | Help | Maintenance | Lookup | My Profile | A ing | Tenants | A | Facilities | Tasks | Administration | System Admin | Sign Out |

Recurring Pay ment Maintenance

- Details

Bank Accourt | V|
Descnpnon’—| o
Vendor‘ | BEo
Payment Type (@) Check O Online Payment O Invoice
Active [v] Active

Save Changes H Cancel Edit |

Entry Description

Bank Account Select the bank account for this recurring payment entry

Description Enter a description (up to 100 alphanumeric characters) for this
recurring entry

Vendor You must specify the vendor for the recurring payment. You can
enter part of the vendor’s name and then click on the B iconto
lookup matching vendors. Then click on the P icon to select that
vendor. The Vendor Lookup screen is shown on the following page.

Monthly Amount | Enter the monthly amount that will be paid to this vendor

Payment Type | Your options for payment type are...
e Check - inserts a manual check which can be printed

e Online Payment - inserts a manual payment - you must post
this directly through on-line banking or through a direct
deposit process

e Invoice - creates an invoice - you must go in at a later time
and pay the invoice in order to produce a check or online
payment to the vendor
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Active By default, this is checked. If you would like to make a recurring
payment inactive, uncheck this box and then save it. Inactive
payments are not included in the monthly process.

[Save Changes] | Save the Recurring Payment information

[Cancel Edit] Cancel editing of the Recurring Payment information without saving

Vendor Lookup in Recurring Payment Maintenance

- m] X
e @ nitpi//localhost 56367/AccounisPayable O ~ C | (2 Recurring Payment Mainten... I yc i @
Robert Hill (SA) A
' Brandenburg Housing Authorify
v 10 help deskissues open or pending.
network.net
Home | Help | Maintenance | Lookup | My Profile | A ing | Tenants | A

| Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Recurring Pay ment Mainte nance

Details

Bank Account | *=* Select ** W

Descripfion ‘

Vendor  gcme

Payment Type ® Cha Vendor Lookup

Active [v] Acti e

Vendor name_.. | acme
AccountType| == any type ** Vv

Action’ Vendor Name Address Telephone ContactPerson
b Acme Pest Control 147 Gladstone Street

Save Changes H Cancel Edit I

3.6.1 Setting up the Account Distribution for a Recurring Payment

In order for a Recurring Payment to be considered during the processing phase, you must
have setup the account distribution so that the process knows how to post to an invoice or
to the bank register. To edit the account distribution for any Recurring Payment, click the
icon to edit the Recurring Payment and then click the [View/Edit Dist] button. The
Recurring Payment distribution page will appear as follows.
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e @ nttpi//localhost56367/AccountsPayable O ~ (& {2 Recurring Payment Mainten.. PAERIS u

Robert Hill (SA)

' Brandenburg Housing Authority
) 10 help desk issues open or pending
network.net

Home | Help | Maintenance | Lookup | My Profile | A ing | Tenants | A | Facilities | Tasks | Administration | System Admin | Sign Out |

Recurring Pay ment Maintenance

| Register Entry Information
Bank Account Recurring Amount[ 225 oo

Total Distributed
$225.00

9 Code Disfribufion Manual Disfribution Full Disfribufion Validate Refurn fo Recuring Entry Edit
| __Actions | Fund | AMP | ProjectiDev | __CFPYiMod# |  AccountNo Account Tile
2 689 4510 Insurance”
401 345678 4410 Labor*
401 000 4420 Materials and Supplies
401 001 4420 Materials and Supplies
689 005 4420 Materials and Supplies
* Manual Entry

There are two (2) different ways to add accounts to your distribution.
Code Distribution

In this method, you choose a predefined Accounting Code and then specify the dollar
amount associated with that code. Multiple codes can be selected to make up the full
distribution or you can simply select a single Accounting Code. Clicking on the Code

Distribution link will take you to the code distribution area (shown below).

Manual Distribution

This method requires you to specifically select the fund, account number, AMP and any
related project information for the account distribution. In addition, you will specify the
amount to be charged. Clicking on the Manual Distribution link will take you to the manual
distribution area (shown below).

Note: You can also use a combination of Code Distribution entries and Manual
Distribution entries.

If you click the Full Distribution link, the full account distribution including any
distribution lines which are the result of applying Accounting Codes and each manual
distribution line will be displayed. The end result is that the total distribution should match
the total amount of the Recurring Payment.

The Validate link will perform a full distribution validation and show you and errors
encountered.
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3.6.2 Using the Code Distribution with Recurring Payments

When you click on Code Distribution the Code Distribution page appears as follows.

a‘_: )| @ hrosocatnosts6367/Accourtayabie O ~ € | @ Recuring Payment Mainten.. x | |

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority
10 help deskissues open or pending.
network.net

Recurring Pay ment Maintenance

| Register Entry Information
Bank Accourt [\RYVP

Recurring Amount|50. 00

Total Distributed

Q Code Distribution Manual Disiribution Full Distribution Validate Return to Recurring Enfry Edit

Actions

Accounting Code Amount To Distribute
Material Purchase

Click on the [Add] button to add a new code distribution. A new blank distribution line will
be added. When you click on the #= icon, next to the line you can edit the code to use as well
as the total dollar amount to distribute (as seen in the screen shot below).
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a | @ ntpsnocalnost 56367/ AccountsPayable O = G| @ Recurring Payment Mainten. x‘ ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

10 help desk issues open or pending
network.net

Recurring Pay ment Maintenance

| Register Entry Information
Bank Account | MRYP Recurring Amount| 50 00

Total Distributed

9 Code Distribution Manual Disiribution Full Distribution Validate Return to Recurring Enfry Edit

Actions

Accounting Code Amount To Distribute
Regular Maintenance Material Purchase v

Use the dropdown list to select the accounting code to use and then enter the dollar amount
to distribute. When you are done, click the & icon. To exit editing without saving, click the

& icon.

3.6.3 Using a Manual Distribution with Recurring Payments

When you click on Manual Distribution you can edit the funds and accounts that will be
used to record your payment. The following screen will appear.
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e{‘ @ nito/ocalnost s6367/Accountstayable O+ €| @ Recurring Payment Mainten. x‘ ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority
10 help desk issues open or pendi Lo
network.net

Recurring Pay ment Maintenance

Register Entry ion |

Bank Account | MRYP Recurring Amount| 50 00

Total Distributed
$50.00

9 Code Disfribufion Manual Distribution Full Distribution Validate Return to Recuring Enfry Edit

i-AddI

‘No manual distribution lines were found. Click the [Add]buton above to add one

To add a new Manual Distribution line, click the [Add] button. A new blank distribution line

will be added. Click the ¢ icon to edit this newly inserted distribution line. The line will
change to edit mode as shown below.

a[: ‘@ http://localhost56367/AccountsPayable; O + C ” (& Recurring Payment Mainten.. x‘ ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority
10 help desk issues open or pending.
network.net

Accounts Payable Fixed Assets General Ledger Gl Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Recurring Pay ment Maintenance

| Register Entry
Bank Account [\ RVP Recurring Amount

Total Distributed

9 Code Distribution Manual Distribution Full Disfribution Validate Refurn to Recurring Enfry Edit

Project | CFP Yr/Mod #
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First, select the fund from the dropdown list. Then if necessary, select the AMP from the list
of available AMP numbers. Please note that as you change the Fund, the list of available AMP
numbers will also change as will the projects available in the Project column.

As shown in the screen print above, the CFP Yr/Mod # is the description setup in our
demonstration but this can be setup to display whatever tag or naming convention that you
use for your capital projects. For the purposes of this manual, we will use CFP # as the
generic term to describe this.

If you would like to include a CFP # for your account distribution, you can enter it or you
can click on the ¥l icon next to it in order to display the CFP # list. If the selected fund does

not allow for the use of CFP #’s, then you will see an error when you attempt to save the
account distribution.

For the Account Number you can either enter the numeric account or you can click on the
Bl button to display the account number lookup. You will notice that the account number is
broken up into two (2) separate entries. The first entry is for the base account number and
the second entry is for the sub-account if one has been defined.

If you open the Account Lookup you will see the following screen.

- ] x
e @ nttp//localhost:56367/AccountsPayable; O ~ V] (2 Recurring Payment Mainten <
Accounts Payable Fixed Assets General Ledger GIL Ci ion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan D ~

Recurring Pay ment Maintenance

| Register Entry Information
Cre T — T E —
Total Distributed
$50.00
@ Code Disfribufion Manual Distribution Full Distribution Validate Refum to Recurring Enfry Edit
45 Add

| Actions |
Ho (mv]

Account Lookup

lse
e
Account Type Account Title contains .

[ AccountNumber | SubAccount || AccountTile |
009 A/R Section 8 Vouchers
293 AR Public Housing
401 AR State Programs
681 AR 689-1
682 AR 689-2
683 AR 689-3
684 AR 689-4
685 AR 689-5
707 AR MRVP
000 Cash

2
2
2
2
2
p
2
b
2
b
1
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As you can see from the Account Lookup window, the accounts that can be selected are

listed along with the P icon. If you click on this icon it will select that account and place it
into the account number entry.

You can filter the list of accounts shown. In this example, 11 has been entered into the
Account Number box. Only G/L Accounts whose number begins with 11 will be included in
the list. Likewise, if you enter *21*, then only G/L Accounts whose number contains 21 will
be included in the search. The * acts as a wild-card for the search.

You can also select the account type to include. This example shows any type but you can
restrict your list to Assets, Liabilities, etc.

In addition to filtering on the account number and the account type, you can also filter on
the account title by entering that into the Account Title Contains box. As with the account

number, the * acts as a wild care so if you were to enter *Cash?*, the list of accounts shown
would be limited only to those accounts containing the word Cash in their title.

If you change any of the Account Lookup filters, you must click on the “Siicon. To reset the
Account Lookup filters to the default, click the E jcon. Finally, if you would like to exit
without selecting an account, click the Iﬂ icon.

After entering or selecting the G/L Account Number, you can enter the memo to describe
the entry. This entry is optional but if entered, it cannot exceed fifty (50) alphanumeric
characters.

Finally, enter the Distribution Amount for this line item. If you are only entering a single
manual distribution for this Recurring Payment entry, then this should be the full monthly
amount. However, if there will be multiple manual entries or a combination of manual
entries and accounting codes, then enter the portion of that entry for this amount. The sum
total of all distribution amounts must be exactly equal to the monthly payment amount. In
other words, the account distribution for the Recurring Payment must be 100%.

3.7 Direct Deposit Setup

If you plan to pay your landlords or vendors through an online direct deposit process, you
must setup the interface required to submit direct deposit files to your bank. At the present
time, PHAnetwork supports the NACHA (National Automated Clearing Housing Association)
format for creating direct deposit upload files. For more information on NACHA visit
http://www.nacha.org or contact your financial institution.

You must have a Direct Deposit setup for each bank account that will process direct
deposits. When you choose Direct Deposit Setup from the Accounts Payable menu, the
screen will appear as follows.
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- ] X
e g http://localhost:56367/AccountsPayable/ p - O \% fsAPDirectDepositSetup Ma ]:I'I_l T 6 I®)]
Robert Hill (SA)
’ Brandenburg Housing Authority
J 10 help desk issues open or pending.
network.net

Accounts Payable Fixed Assets General Ledger GL C ion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

AP Direct Deposit Setup

&, * W 2 Direct Deposit Setups found — Show:
Action Bank Account Immediate Desfination No Immediate Orgin No Immediate Destination Name Bank No.

}iﬂ * 58 211872027 1234567890 BANKNAME 1187207

&R ‘MRVP 011301798 ‘1234567890 MY BANK NAME ‘1234567

If you are using this process for the first time, you will need to setup a new Direct Deposit

setup entry. There are two (2) ways that you can do this. One method is to click the =F icon
to add a new entry. The other method, which provides more assistance is to click on the

Wicon. This will guide you step-by-step through the process of setting up the Direct
Deposit entry giving cues along the way.

There are seven (7) steps required to create a Direct Deposit setup using the setup wizard.
They are defined here.

Step 1: Select the bank account which will be used for the direct deposits

- phanetworknet/AccountsPayable/f X [iSd - m] =
<« c @ © & 25 hitps://www.phanetwork.net/AccountsPayabl . @ W Y INn@D O ¥ b =
Robert Hill (SA) ~
’ Brandenburg Housing Authority
_
ﬁet
Home | Help | Maintenance | Lookup | My Profile | A ing | Tenants | Applit | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Direct Deposit Setup

F Direct Deposit Setup - Step 1 of 7 |

Continue
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Step 2: Enter the Immediate Destination number for the Direct Deposit account. Generally,
this is the bank routing number for the account from which the funds will be drawn.

- phanetworknet/AccountsPayable/i X [ee - m] =
<« c @ © & 23 https;//www.phanetwork.net/AccountsPayab see w v INDO 6w b =
Robert Hill (SA) ~
' Brandenburg Housing Authority
-
network.net

Home | Help | Maintenance | Lookup | My Profile | A ing | Tenants | A | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Direct Deposit Setup

Direct Deposit Setup - Step 2 of 7|

Immediate Destination
This will normally be the routing number for your bank. Check with your financial institution if
you are unsure as to what to enter here.

Note This must be a valid ABA routing number.

Continue Previous

You must enter a valid routing number here or you will not be allowed to continue.

Step 3: Enter the Immediate Origin number. This is generally your agency’s tax ID number,
but you should consult with your financial institution to determine exactly what they need

to see in this entry.

- phanetwork.net/AccountsPayable/T X + - O X

&« c @ © & 25 hitps;//www.phanetwork.net/AccountsPayab oo g L'IinD o v b =

Robert Hill (SA)
4
m et

Brandenburg Housing Authority,
Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Direct Deposit Setup

Direct Deposit Setup - Step 3 of 7 }

Immediate Origin
The immediate origin is usually your 10 digit tax ID number. Make sure to enter a 10 digit
number.

In some cases your bank may issue you a company number. If you are not sure what to
enter here contact your Financial Institution.

Previous Continue

Step 4: Immediate Destination Name and Immediate Origin Name. Here you will enter the
name of your financial institution in the Destination name box. This is a maximum of 16
characters. For the Destination Origin box, you will enter your agency name, which should
default. This is also a maximum of 16 characters.
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- phanetwork.net/AccountsPayable/T X + - O X
&« c @ © & 25 hitps;//www.phanetwork.net/AccountsPayab oo g L'IinD o v b =
Robert Hill (SA) ~
’ Brandenburg Housing Authority,
_ |
network.net
Home | Help | Maintenance | Loockup | My Profile | ing | Tenants | Appli | F | Tasks | Administration | System Admin | Sign Out |
AP (COM) Accounts Payable Fixed Assets General Ledger GiL Conversion Payroll Purchase Orders Accounting Reports Email Reports
Accounts Payable Direct Deposit Setup
Direct Deposit Setup - Step 4 of 7 }
Immediate Dest. Name‘MAYFLOWER BANId
Immediate Orig. Name| BRANDENBURG HOUS |
16 characters - 0 characters remain
The immediate destination name is your bank name (up to 23 characters).
The immediate origin name is your agency's name (up to 16 characters).
Previous Continue .
< >

Step 5: Originating Bank Number. This is usually the first 8 digits of your bank’s routing
number. Once again, you should consult with your financial institution to determine the

correct number to enter here if you are not sure. You must also select the correct Service
Class Code from the list of available options. Each option is described below.

- phanetwork.net/AccountsPayable/1 X -+ — O X

« g © & 23 hitpsyy phanetwork.net/AccountsPayab see %4 L IND O ¥ b =

Robert Hill (3A)
-
m et

Brandenburg Housing Authority
Home | Help | Maintenance | Lookup | My Prefile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Direct Deposit Setup

| Direct Deposit Setup - Step 5 of 7

Originating Bank No|1130179]

The Criginating Bank Number is usually the first 8 digits of your bank's routing number.

If you are not sure what to enter here, please contact your Financial Institution.
service Class Code‘ 200-Mixed Debits/Credits \/|

Usually the service code used is 200 which includes a mix of debits and credits. However, it
can sometimes but set to credits only. Check with your bank if you are not sure.

Standard Entry C‘HSS‘ CCD - Cash Concentration and Disbursements
The standard entry code is usually set to CCD for regular cash disbursements.
PPD would be used for payroll or recurring type transactions. If you are not sure
contact your financial institution

Previous Continue

Service Class Codes

200-Mixed Debits/Credits - select this if the both debits and credits will be posted (Default)
220-Credits only - choose this if you will only be issuing credits to bank accounts

Standard Entry Class (confirm this selection with your financial institution)

CCD - Cash Concentration and Disbursements
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PPD - Pre-arranged Payments and Deposits

Step 6 - Setup other options (see below)

- phanetwork.net/AccountsPayable/T X + - O X
<« c o © & %3 htips w.phanetwork.net/AccountsPayab eee g L'IinD o ¥ b =

Robert Hill (SA)

. Brandenburg Housing Authority,
Vs
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Direct Deposit Setup

| Direct Deposit Setup - Step 6 of 7]

Include Offset Entry? @ ves (No
If your bank required an offsetting entry (Debits/Credits) then select Yes. Otherwise, you
can select No. However, selecting Yes should work in all cases.
Include Debit Amount? @ ves (No
Most financial institutions require that the debit amount also be included in the batch control
record for the direct deposit file. If not, choose "Ne" for this option
Fill to Blocks of 10?7 @ yes (O No
Most financial institutions require that complete 10 row blocks be used for the entire file. If
the final block does not have 10 rows it will be filled with 9's to complete the block.

Be sure to check with your bank if you are not sure.

Previous Continue

There are three (3) options that must be selected. The default responses for each of these is
set to Yes, and generally, you can leave these responses as is. However, if you are not sure
about a specific setting you should contact your financial institution.

The options are described here.

Option Purpose

Include Offset | The offsetting entry will net the total deposit to zero. It will create a
Entry single debit entry to offset each credit (payment) entry in the file.
Most-often, this is required so checking Yes will be best.

Include Debit The batch control record that is placed into the direct deposit file will

Amount show the total credits included. Most banks also require a matching
debit amount (total of credits) in order to keep the deposit in
balance. You should check Yes for this unless instructed otherwise by
your financial institution.

Fill to Blocks of | The NACHA standard generally requires that records (or rows) be

10 placed into the direct deposit control file in blocks of 10. Checking
Yes here ensures that this will be done correctly. This may not be
required by your financial institution, however, it never hurts to
include this.

Step 7 - Specify if Separate Files are Required (see below)
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- phanetwork.net/AccountsPayable/T X + - O X
&« c @ © & 25 hitps;//www.phanetwork.net/AccountsPayab oo g L'IinD o v b =
Robert Hill (SA) ~
’ Brandenburg Housing Authority,
_ |
network.net
Home | Help | Maintenance | Loockup | My Profile | ing | Tenants | Appli | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Direct Deposit Setup

Direct Deposit Setup - Step 7 of 7 }

Separate Files ® Yes - separate files for companies and individuals
ONo- single file including companies and individuals

If your financial institution requires a file for direct deposit payments to companies and a
separate file for payments to individuals, choose Yes above. Otherwise, choose No

Previous Continue

In step 7, you specify if separate files for companies and individuals are required. If you
choose yes here, the direct deposit process will create one file for companies and a separate
file for individuals. If you choose no, the direct deposit file will create one file with
companies and individuals combined.

You should check with your financial institution to determine if this is a requirement,
however, it is generally accepted that you will submit separate files for companies and
individuals.

Once you complete this step and click the [Continue] button your direct deposit setup will

be saved.
- phanetwork.net/AccountsPayable/T X + - O X
&« c @ © & 25 https//www.phanetworknet/AccountsPayab oo g Lr'in D v b =

Robert Hill (SA)
Brandenburg Housing Authority.

-
6::at

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Direct Deposit Setup

Direct Deposit Setup - Finished
Direct Deposit Setup is complete!

Finish

Click the [Finish] button to return to the Direct Deposit setup main section.
To edit an existing direct deposit setup entry, click on the # icon.

To delete a direct deposit setup entry, click the #icon, Note, that if you delete a direct
deposit setup entry you will no longer be able to process direct deposits for this bank
account.
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4 Processing

4.1 Manage A/P Periods

In order to pay bills, record deposits, track service fees, etc. you must have an open Accounts
Payable Period (A/P Period). A/P Periods are managed through Manage A/P Periods. When
you select the menu option the following screen will appear.

@ nitpy//localhosts6367/Accour O~ C | (3 AP Periods Maintenance %

calwork.net

AJP Periods Mainte nance

Search Fiters

Year| 2016 Vv Status | Any Status W

Initialize for year

S * K 12 Periods found —Show:
012016 Locked Bob Hill
0212016 Locked Bob Hill
032016 Open Bob Hill
042016 Open Bob Hill
0522016 Open Bob Hill
0612016 Open Bob Hill
0712016 Open Bob Hill
082016 Open Bob Hill
092016 Open Bob Hill
10/2016 Locked Bob Hill

b
(1]
Eh
]
=]

1112016 Locked Bob Hill
122016 Locked Bob Hill

[ | e | W | | | | | | | | s | G

AP R R ERE

NOTE: Ifyou see a message similar to the following...

Processing

3] Manage A/P Periods
5 of last 12 months are currently open

E3 Quick Invoice Entry

k3 New Invoice

It means that you probably have accounting periods open that should be locked. The
purpose of locking them is to prevent accidental entries into those periods.
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In the Search Filters area, you can select the year that you would like to manage. You can
also set the status that you would like to view. The status can be Any Status, Open Only,
Locked Only or Closed Only.

4.1.1 |Initializing Periods for a Year

If you haven'’t setup a year of A/P Periods yet you can do that by selecting the year in the
Search Filters area and then clicking on the Initialize for year link. This will setup each
month of the selected year.

You can also setup a month or period manually by clicking on the & icon and then selecting
the month and year. When you create a new period it is automatically placed in a Locked
state.

In order to close an A/P Period you must use the Close A/P Period menu option. The Manage
A/P Periods menu option is only for establishing and locking A/P Periods.

To edit a period, click on the #”icon. The only change you will be able to make (provided
the period has no activity) is to change to another month or year. Also, you will not be able
to change to another month/year if that month/year combination already exists.

To lock a period, click on the E2icon. This is only available if the period is presently open
and not locked. A locked period prevents any changes from being made within that month.
You will not be able to pay invoices, create bank register entries or do a bank reconciliation
if the target period is locked.

To unlock a period, click on the E= icon. This option is only available if the period is
presently locked.

4.2 Accounts Payable Invoices

Accounts Payable invoices are used to track pending payments to vendors and landlords.
They are in a sense, your first notice of a financial obligation to a vendor. Invoices do not
translate directly into payments. An invoice is simply a recording of a liability that must be
paid.

Invoices are recorded directly through the New Invoice menu option and can be edited after
that through the View Invoices process.

Invoices are also generated by the Housing Assisted Payment (HAP) process when doing the
monthly processing. These invoices cannot be directly edited since they are connected to a
specific HAP run.

In order to produce a check to a landlord from one or more invoices, you use the Pay
Invoices process.
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4.2.1 Using the Quick Invoice Entry Method

The quickest and easiest way to enter invoices into PHAnetwork is through the Quick
Invoice Entry process. Clicking on Quick Invoice Entry will result in the following form to
appear.

Cluick Invoice Enbry |

P

Wendor B @ pdd New
Bank fccount Revabving

InvalceRetersncs Number

Invalcs Armaunt O

Invoics Date 1/6/2021 -

Polzme

Agcounting Code #++ Calect/MNot Applicable *++
GIL Fund FFF Splect =7 |
GIL Account | |

Save/Exit Save/MNew Cancel

The information needed to enter the invoice is outlined in the table below.

Entry Purpose

Vendor Every invoice entered must have a vendor. You can enter part of
the vendor’s name and then hit the [Tab] key. When you do this, a
vendor lookup will appear. You can select the vendor from the list.

You can also click the & icon to lookup a vendor.

If you are entering an invoice for a new vendor, click the Add New
button and you will be able to setup the vendor.

If you would like to clear out the vendor information, click the &
icon and the information for the previous vendor will be cleared
out.

NOTE: When you click [Save /New] the last vendor will stay in
place in case you need to enter multiple invoices for that vendor.

Bank Account You must specify the bank account on which to pay this invoice.
The default bank account, if setup, will be displayed initially. After
you select an invoice, it will change the account if needed to the
specific bank account saved with that vendor.

Invoice/Reference | Enter the invoice or reference number from the vendor’s invoice.
Number In the event that the vendor did not provide any type of invoice or
reference number, and since this is a required entry, you can click
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onthe @ icon and the system will create a suggested reference
number that you can use.

Invoice Amount

The invoice amount is copied from the previous step; however, you
can edit that here if it is incorrect.

Invoice Date

Enter or select the invoice date from the vendor’s invoice.

Memo

Enter the memo or brief description of the invoice being entered.
You can enter up to 100 characters for the memo.

Accounting Code

You can select a predefined Accounting Code in order to specify the
account G/L distribution. If a code has been saved as the default
code for the selected vendor, that code will be selected
automatically.

G/L Fund

You can specify the G/L Fund and G/L Account number for the
distribution. You must either select an Accounting Code or
enter/select a valid G/L Account in order to save the invoice.

G/L Account

Enter the G/L Account and (if necessary) the sub-account or click
on the [ icon to select an account. After you have used the same

G/L account for multiple invoices, it will remain in place. You can

also click on the Use Last Account button if visible to use the G/L
Account from the previous invoice saved.

[Save/Exit]

Click this button to save the invoice and return to the Accounts
Payable menu. If there are any errors, such as missing vendor,
invalid G/L Account, etc. they will be displayed above the invoice
entry. You must correct all errors in order to save an invoice.

[Save/New]

Click this button to save the invoice and then enter another new
invoice. As with the [Save/Exit] option, the invoice will be checked
for validity first.

[Cancel]

Click this button to return directly to the Accounts Payable menu
without saving the invoice.

4.2.2 Entering a New Invoice

There are two (2) ways to enter a new invoice. The first and easiest method is to click the
New Invoice menu option from the Accounts Payable menu. The other option is to choose

the View Invoices menu option and then click the =7 icon.
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Using the New Invoice menu option, you are guided through the steps necessary to create
an invoice. Each step is discussed in detail below. The first page that appears shows step 1

where you look up the vendor name and enter the invoice amount. This screen appears as
shown below.

e @ ntip//localhost:56367/Acco O + (] (2 New Invoice w7

Robert Hill (SA)

' Brandenburg Housing Authorify
>
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

New Invoice

Step 1 - Select Vendor

Vendor Name for lookup |

Invoice Amaunt |0 00

Show Paid || Show UnPaid |

Continue H Cancel Process ‘

<

>

The first piece of information required is the vendor from whom the invoice came. If this is
the first time you are entering an invoice for this vendor, click the Add New link and you
will be allowed to enter the vendor’s information. If you are not sure if the vendor exists,
you can type part of the vendor name (such as Acme) and then hit the [Tab] key. This will
tell the system that you would like to see a list of all vendors who match this.

If you enter the vendor’s full name exactly as it has been setup the system will automatically
choose this vendor.

NOTE:

If you have entered an invoice for a vendor within the last 24 hours, the last vendor that you

worked with will be displayed. This makes it convenient to enter a group of invoices for the
same vendor.
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- ] X
e @ nitp:/Nocalnost56367/AccountsPay O v & | () New Invoice 5

Robert Hill (SA)

' Brandenburg Housing Authority
s
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger G Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument
New Invoice

ri Step 1 - Select Viendor -

Vendor Name for lookup ‘acme

|E @ pdd New
Invoice Amount |0 00
Show Paid__[ Show UnPaid |
Continue HCancel Pmcess‘

Vendor Lookup

lsx

Vendor name... | acme

Account Type| ** any type *= W
Telephone
3

Acme Pest Confrol 147 Gladstone Street

As you can see from the example above, the list shows one vendor, Acme Pest Control. If this
is the correct vendor, click on the b icon next to the vendor’s name to select it.

You can also click on the & icon next to the Vendor Name entry to lookup vendors. Within
the Vendor Lookup window, you can fine tune the search criteria and you can use wild cards
to simplify your search. For example, if you knew the vendor name included the word Pest,
then entering *pest* in the vendor name box would return all vendor names that contain
the word Pest in their names. Likewise, if you entered *Control” you would be asking the
system to locate any vendors whose name ends with the word Control.

After changing your search criteria in the box, click the S icon to execute the search.

Clicking on the X' icon will reset the search criteria to its original value. Clicking on the i
icon will exit the vendor lookup without making a selection.

Once the appropriate vendor has been selected, or a new vendor has been added, the next
step is to enter the amount of the invoice as a dollar amount.

4.2.2.1 Checking the Status of Invoices

If you are not sure if you have already paid an invoice, there are a few options available to
you without having to exit the New Invoice process. If you click on the [Show Paid] button,
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the system will display all paid invoices for this vendor. In the following screen print, we
have asked to see all paid invoices for the current year for the selected vendor.

e‘ @ http://localhost:56367/AccountsPay p v 0 @ Mew Invoice X

User: Robert Hill {(SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger G Ci ion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

New Invoice

Step 1 - Select Vendor
Vendor Name for lookup |A S| FLEX B (7 Add New

95.00

| S;hoeraid || show unpaid |

A Vendor Invoices |

S i OAlDates O ThisMonth OLastMonth @ Current Year 4 Invoices found —Show:

Inwice Date Inwoice/Reference No. Invoice Amount Memo Status
9/16/2016 09162016 $109.78 Paymentby check check number 1105 (printed 11/16/2016)
9/9/2016 09092016 $109.78 Paymentby check check number 1106 (printed 11/16/2016)
9/23/2016 09232016 $109.78 Paymentby check (not printed)

9/9/2016 20160930 $109.78 Paymentby check (not printed)
$439.12

Contnue || Cancel Process

As you can see from the screen print, it is showing that four (4) separate invoices were paid
to this vendor. Two (2) have been paid by check and two (2) are still waiting to be printed.

Likewise, if you click the [Show Unpaid] button it will identify any invoices that have been
entered into the system for this vendor but have not yet been paid. The following screen
image shows this.
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e“: ‘w‘@ http://localhost:56367/AccountsPay ,O v 0 H @ New Invoice x ‘ ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger G Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

New Invoice

Step 1 - Select Vendor

|B @ (1357) Add New

Vendor Name for lookup |[A S| FLEX

S i ®AIDaes O ThisMonth O LastMonth O Current Year 1 Invoice found —Show:

Invoice Dale | Invoice/Reference No. Invoice Amount
11/16/2016 2016-11-18-1357

Continue H Cancel Process ‘

This view shows all unpaid invoices for this vendor. This will make it easy to determine if

the invoice you are entering has already been entered into the system and is just awaiting
payment.

Once you are ready to continue entering the invoice, click on the [Continue] button. This
will bring up Step 2 of the Invoice Entry process as shown below.
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New Invoice

| Step 2 - Invpice No./Date |

Vendor Name ‘ Acme Pest Control
Hide Vendor Options
Video Help Online Help Guide

Vendor Options (®) Always copy previous invoice
O Always copy specific invoice (below)
@] Copy specific invoice (below) just this time
O Never copy invoice for this vendor
O Allow Distribution Selection this time

Vendor Invoice to Copy  Date: 8/17/2023, Amount: $250.00, Reference 2023-08-23-121
Bank Account| Brandenburg Bank & Trust ~|
Invoice Amount | 275.00 |

Invoice/Reference Number | 4

Invoice Date | 11/17/2023 -
G/L Period (Month/Year) M‘ 2023 §|

| Previous || Continue H Cancel ‘

The first thing you will notice is that, based upon the selected vendor, certain options are
available regarding the copying of prior invoices. When you copy a prior invoice for the
vendor, you are mainly copying the G/L Account Distribution used on the copied invoice.
This is convenient when you are typically paying for the same services each month.

The available options for copying invoices are defined here.

Option Purpose

Always copy previous invoice When this is selected, the invoice will be a
copy of the previous invoice entered for
this vendor (if any.)

Always copy specific invoice (below) Choosing this option will always use a
specific invoice (listed in the entry below)
as the basis for any new invoice for this
vendor.

Copy specific invoice (below) just this time | When you choose this, you can select
(lookup) a specific invoice for this vendor.
This invoice will be copied to the new
invoice just in this instance.

Never copy invoice for this vendor If you choose this option, then you will
always start with a “blank” invoice.

After selecting what invoice to copy (if any), the next steps are defined in the table below.
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Entry

Purpose

Bank Account

Choose the bank account from which the payment will be posted
for this invoice. Once you select this initially, it will default to this
bank account any time you select this vendor.

Invoice Amount

The invoice amount is copied from the previous step; however, you
can edit that here if it is incorrect.

Invoice/Reference
Number

Enter the invoice or reference number from the vendor’s invoice.
In the event that the vendor did not provide any type of invoice or
referencg number, and since this is a required entry, you can click
onthe % icon and the system will create a suggested reference
number that you can use.

Invoice Date

Enter or select the invoice date from the vendor’s invoice.

G/L Period

If you are not using General Ledger, you can ignore this.

If you are using General Ledger, this will default to the month and
year of the invoice date. However, you can change this so that the
resulting transaction, when transferred to G/L will affect the
month and year selected here if it happens to be different from the
date of the invoice.

Once you have entered the information for the invoice, click the [Continue] button. The
Step 3 page will appear as follows.
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New Invoice

Step 3 - Distribution Method

Vendor Name | Acme Pest Control

Distribution Method \endor Accounting Code(s)
Other Accounting Code
Manual Distribution
®© Copy previous invoice

Vendor Accounting Code(s) | (none on file)
[Ctri)/[Click] multi-select

Other Accounting Code |/ABC Disposal Services

[Ctri]/[Click] multi-select| Bank Account Interest

Bank Transfer - BB to FCU

BHA Contract Costs

Contract Costs

FISH # Test

FSS Escrow Deposits

Laundry Receipts

New Accounting Code

Security Deposit Distribution «
Last Invoice Date | 8/17/2023 |

Last Invoice/Reference | 2023-08-23-121 |

Last Invoice Amount | 250.00 |
Last Invoice Info| Created 8/23/2023 at 12:00:00 AM by Bob Hill

Previous H Continue H Cancel H Finish |

If the choice for the vendor is to copy a previous invoice for that vendor, then the
Distribution Method will be set to Copy previous invoice. Otherwise, you will be asked to
choose one of the following options.

Entry Purpose

Vendor Accounting Code(s) | If this option is selected, you will select from one of the
predefined account distribution codes that have been
saved with the vendor (if any).

Other Accounting Code If this option is selected, you will select from the list of
Other Accounting Codes. You can select multiple codes if
needed by holding down the [Ctrl] key while making
your selections.

Manual Distribution If you choose Manual Distribution you will be required to
manually enter the account distribution. This can be
done by selecting accounting codes or by manually
entering each G/L Account.
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In addition to the distribution method, Step 3 of the New Invoice process lists the latest
invoice entered for this vendor (if any). Below that, it gives you the option of using the
selected distribution method or copying the account distribution from the invoice listed.

Once you have made your selections, click the [Continue] button. Step 4 of the New Invoice
process will be shown as follows.

New Invoice

1 Step 4 - Confirm and Finish |

Vendor Name EE}}ne Pest Control
Invoice/Reference Number | 2023-11-17-121

Invoice Amount | 275.00

Invoice Date | 11/17/2023
Distribution Method | Distribution from previous invoice

Previous H Cancel ‘ ‘ Finish ‘

At this point, you are simply confirming that the selections made to this point are correct. If
they are, then click the [Finish] button. Otherwise, click the [Previous] button to return to
the prior step. You can continue to click [Previous] to get to the step that needs correcting.

To cancel out of the New Invoice process without saving the invoice, click the [Cancel
Process] button.

4.2.3 Invoice Entry and Invoice Editing

Regardless of which method you used to create a new invoice you will end up viewing the
invoice in Edit mode. The following screen shows an invoice being edited.

70



Accounts Payable

Accounts Payable - Vendor Invoice

i

Invoice Reference No
Invoice Date

Amount

Memo

Separate Check
Bank Account
Purchase Order No

'm Distribution Scans Utilities

Vendor (Acme Pest Control

2023-11-17-121

11/17/2023 Dv

275.00

Due Date | 11/17/2023 axe

L] Check to pay this invoice on a separate check

Brandenburg Bank & Trust |

GIL Period (Month/Yean) [November <] (2023 [#1

Internal ID No. ‘ 758591 ‘

‘ Save Invoice H SavelContinueH Cancel Edit ‘

The Vendor Invoice is divided into four (4) tabs for convenience. The tabs are described in

the following table.
Tab Purpose
Invoice The Invoice tab contains the main invoice information including the

invoice reference number, date, amount, vendor name, etc.

Distribution The Distribution tab is where the G/L Account Distribution is defined.

with

Scans The Scans tab is where any number of scanned images are saved. This
is convenient if you want to scan a copy of the invoice and save it along

the invoice.

Utilities The Utilities tab pertains to utility invoices for electricity, gas, water,
etc. On this tab, you will be able to identify and portion your utilities by
development using a variety of methods.

4.2.4 The Invoice Tab

On the invoice tab, you can edit any of the invoice information. The table below describes
each entry and the options available.
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Entry

Purpose

Invoice/Reference No

Every invoice entered requires some type of invoice
number or reference number. If the vendor has not
supplied an invoice number, you can click on the & icon,
and the system will suggest a unique invoice reference
number to use for this invoice.

Invoice Date

Each invoice must be dated. If the invoice from the
vendor does not have a date, use the date that you
received the invoice. Generally, due dates are based on
the invoice date.

Vendor

The vendor entry is where you identify the vendor for
the invoice. See the sections above for information on
how to enter and/or lookup the vendor.

Amount

Enter the invoice amount.

Memo

Enter any memo or note describing the purpose of the
invoice.

If you click on Distribute Memo, the memo entered will
also be entered into the memo on each account
distribution entry.

Due Date

Enter or select the date that the invoice is due.

Separate Check

If this invoice should be paid on a separate check when
multiple invoices are being paid for to this vendor, check
this box. This will ensure that the check includes
payment only for this invoice. Otherwise, do not check
this box.

Bank Account

Select the bank account where the payment will be
posted. This will default to the bank account saved with
the vendor, but you can change it if you need to.

Purchase Order No.

If you have a purchase order number for the purchases
described on the invoice, enter that here.

Internal ID No.

The Internal ID No. is the internally assigned ID number
for the invoice. This is for reference purposes only but is
very useful to technical support if you should need to
post a Help Desk issue regarding this invoice.
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4.2.5 The Distribution Tab

When you click the Distribution tab, the page will appear as follows.

Accounts Payable - Vendor Invoice

@

Invoice Scans Utilities
Invoice Reference No. 2023-11-17-121
Invoice Amount| 275.00

Total Distributed  275.00

9 Code Distribution Manual Distribution Full Distribution Validate

Actions Fund AMP Project FISH # Account No. Memo Dist. Amount

e 8 401 000 4430 Monthly Spraying $275.00
$275.00

| Save Invoice | Save.’Cuntinue| Cancel Edit ‘

At the top of the Distribution tab you see the Invoice/Reference Number, the invoice amount
and the total distributed amount. In order for the invoice to be valid, the Total Distributed
must equal the Invoice amount.

Below that, you see the distribution section and at the very top, you see the following linked
options...

Code Distribution Manual Distribution Full Distribution Validate
Code Distribution

This is where you select one or more Accounting Codes for the distribution. The total
distributed to the selected codes cannot exceed the invoice amount, however, it can be less
than the invoice amount, in which case the remainder would be entered manually through
the Manual Distribution. The Code Distribution section is shown highlighted in the image
on the previous page.

This example shows a single accounting code (Elderly/Family Split) which has been

distributed to the full invoice amount. You can edit this entry by clicking on the #~ icon next
to the entry. If you need to delete an accounting code from the Code Distribution section,
click the #8 icon.

For demonstration purposes, let’s change the shown Code Distribution to a lower dollar
amount and then add a new accounting code for a portion of the distribution. The following
screen shows the result. The new Accounting Code was added by clicking on the [‘ii Add]
button.
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e-_ @& http//localhost:52283/AccountsPayable/frmAPInvoice.aspx - O Search...
& AP Invoice x| [

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

4 help desk issues open or pending.

network.net

Accounts Payable Fixed Assets General Ledger Gl Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Vendor Invoice

Invoice Scans Utilities
Invoice Reference No. ,m;gs
Invoice Amount
s

9 Code Distribution Manual Distribution Full Distribufion Validate

Accounting Code Amount To Distribute
X ElderlyiFamily Split $200.00
&R Atemate CP-303 $50.00
\ \ $250.00

| save nvoice || save/Continue || cancel Edit

#®130% ~

You can see from the screen print above that the original Accounting Code has been edited
and the amount has been changed to $200, and a second Accounting Code has been added
for $50. The total distributed is now $250, which is $25 short of the invoice amount.

This also means that $200 of the invoice will be distributed according to the setup of the

Elderly/Family Split code and $50 will be distributed according to the Alternate CP-303
code.

To complete the distribution of the remaining $25 we will manually distribute by clicking
on Manual Distribution.
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L]y

& .‘. @& http//localhost:52283/AccountsPayable/frmAPInvoice.aspx - OH Search...
& A/PInvoice x | L] |
User: Robert Hill (SA) A
Agency:  Brandenburg Housing Authority

4 help desk issues open or pending.

network.net

Accounts Payable Fixed Assets General Ledger Gl Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Vendor Invoice

® | Invoice ‘ _Scans._ [ utilitos
Invoice Reference No. ,m;gs |
Invoice Amount
Total Distributed

9 Code Distribution Manual Distribution Full Disfribution Validate

g Add

No manual distribution lines were found. Click the [Add] button above to add one

| Save Invoice || Save/Continue || Cancel Edit

H130% -~

Initially, there is no manual distribution listed so the message indicates that we must click
the [‘ii Add] to add one. When we do that, we get the following page.

( \|g httpy//localhost'52283/AccountsPayable/frmAPInvoice aspx . QH Search
& AP Invoice x [
User: Robert Hill (SA) A

Agency:  Brandenburg Housing Authority
4 help desk issues open or pending

Accounts Payable FixedAssets General Ledger GIL Conversion Pawroll Purchase Orders ling Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Vendor Invoice

Invoice

Distribution

Utilities

Invoice Reference No.

Invoice Amount

2016-11-17-1338

275.00

Total Distributed [g_00
9 Code Distribution Manual Distribution Full Distribution Validate
& Add
Actions Fund CFP Yr/Mod # Account No. Memo Dist. Amount

AWP | Project |
‘E P ‘ | NA v | NA v | = ‘\ Fa | | 0.00
$0.00

Save Invoice ” Save/Continue || Cancel Edit |

At this point, you would select the Fund, the AMP (if necessary), the Project (if necessary)
and then proceed to enter a capital project number (optionally) and the G/L Account
Number.
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The entry of a G/L Distribution is described in detail under the Accounting Codes section of
this manual. Refer to that section for detailed instructions.

e- @ httpy//localhost52283/AccountsPayable/frmAPInvoice.aspx v @ || Search
& AP Invoice x|
User: Robert Hill (SA) A

Agency:  Brandenburg Housing Authority
4 help desk issues open or pending

network.net

Accounts Payable FixedAssets General Ledger GL Conversion Pawoll Purchase Orders ting Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Vendor Invoice

i scns | vities
Invoice Reference No. [2016-11-17-1338
Invoice Amount [275.00
Total Distributed [ 25,09

@ Code Distribution Manual Distribution Ful Distribution Validate

&5 Add

Actions AMP Project CFP YriMod # Dist. Amount
& 8 401 1000 $25.00
| \ \ $25.00

[ save invoice || Save/Continue || Cancel Edit_|

#®130% v

As you can see from the above screen image, the G/L distribution has been completed and
the total distribution is now $275 to match the invoice amount. The distribution above
could have been further split into multiple lines if desired.

Once you have completed the account distribution steps for Code Distribution and/or
Manual Distribution, you can view the results by clicking Full Distribution as shown in
the following image.

e‘ @ nttp://localhost:52283/AccountsPayable/frmAPInvoice.aspx v @ || search
& A/PInvoice x [[1

User: Robert Hill (SA) A
Agency:  Brandenburg Housing Aufh ority

4 help deskissues open or pending
network.net

Accounts Payable -Vendor Invoice

& i Scans. | _Uiiites
Imoice ReferenceNo.[2016-11-17-1338 |
Invoice Amount @
Total Dtributed D

@ Code Distribution Manual Distribution Full Distribution Validate

& 401 000 4190 Sundry Admin. Expense* 25.00
& 401 000 111111 Cash - Deviod Restricted 131.00
1® 707 1000 [11111 Cash - DevMod Restricted 69.00
I 203 005 - (11111 Cash - Deviod Restricted 37.50
3 401 000 5 11111 Cash - Deviod Restricted 1250
| [ | | * Manual Entry 275.00

[ save Invoice || save/Continue || Cancel Edit |

#130% v
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This section shows the result of applying the full distribution including the selected
Accounting Codes as well as the manual distribution.

To determine if the account distribution for the invoice is valid, click Validate. If there are
any errors, they will be displayed. The screen image below shows the result of validation
where errors were found.

e‘ @ http//localhost:56267/AccountsPayablefir O O @ AP Invoice X
User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority
network.net
Accounts Payable Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAINExample Scan Document

Accounts Payable - Vendor Invoice

Invoice  [MSERMELRE Scans | Uiiliies.

Invoice Reference No. [2016-11-14-1338 |

Invoice Amount |275.00
Total Distrbuted 265, 0o

9 Code Di fion Manual Distribution Full Di: ion Validate

Error Message
Project 689-2 is notvalid forfund 401

Distributed total 0f265.00 does notbalance with invoice amount 0f275.00.

4.2.6 Working with the Scans Tab

The Scans tab provides you with the option of saving one or more scanned images along
with the invoice. The scan can be a copy of the invoice itself or any other supporting
documents that you would like to save with the invoice.

When you click on the Scans tab initially, the following page appears.

Accounts Payable - Vendor Invoice

[

Invoice Distribution Utilities
=

‘ No scanned documents found for this section. Click the Scanner button above to add some.

‘ Save Invoice H SavelContinueH Cancel Edit ‘
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To add/scan a new document (such as a copy of the invoice), click the = button. This will
launch the integrated scanning utility.

NOTE: You may be prompted to install this. Follow the instructions to download and install
the scanner interface.

The scanning interface will appear as follows.

Dropbox Category| *** Select Category *** ]

Cancel

+ Select Source:

| Xerox Duplex Combo Scanner vl

+ « [ ] Show Scanner Ul Use ADF
o [] Auto Remove Blank Page  ["]2-sided Scan

o Pixel Type: () B&W O Gray (®) Color

Scanned or uploaded document will
appear here o Resolution: | 300 |

Save Documents Uploaded Files

Pages: () Curent Page (O)All Pages

J

Message:

The left side of the scanner interface is where the resulting scan (or uploaded document)
will appear. You can edit the document by clicking on the pencil button. You can also
rotate the document in the event that it was scanned sideways or upside down by clicking

on the button. The button will allow you to crop the scanned document.

4.2.7 Scanner Settings

There are a number of scanner settings that you can control, including the scanning device
as well as the characteristics and features of the scanner, resolution, quality, etc. After a
successful scan, the settings that you use will be saved for the next time you scan a
document.

The table below shows the meaning of each scanner setting.
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Scanner Setting
Select Source

Show Scanner Ul

Use ADF

Auto Remove Blank
Page

2-sided Scan

Pixel Type:

Resolution:

Purpose/Meaning

This is where you select the scanning device to use.

If this is checked, the scanner’s user interface (UI) is shown to
you. Otherwise, no additional interface is shown, and the
settings selected her will be used to scan the document.

If this is checked, the scanning device will load the page(s) to be
scanned from the automatic document feeder (ADF) if the
scanner is equipped with one. If this is left unchecked, the page
on the flatbed of the scanner will be scanned.

If you are scanning multiple pages and there are blank pages
within the scan (i.e. double-sided pages with some blank pages),
this option will automatically remove any of the blank pages.

If this is checked, and the scanner supports this feature, both
sides of each page will be scanned.

The options are...

B&W (Black and White - low resolution)
Gray (grayscale - higher resolution and clarity)
Color (color scan - highest quality)

The options are...

100 DPI (dots-per-inch)
150 DPI
200 DPI
300 DPI

For most scans, 200 DPI will be fine. Also, you are potentially
limited to the size of any single scan if you are not using the
Dropbox option (See Dropbox section in this User Guide for
more information)

To scan a document, click the [Scan] button. The scanned page will appear as shown below.
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& Xerox Duplex Combo Scanner Scan Progress X

Scanning using the Native transfer method.

0% Scanning image 1 (0%) 100%
Abort

= Select Source:

| Xerox Duplex Combo Scanner ‘
« [[] Show Scanner Ul [ Use ADF

o [] Auto Remove Blank Page [ ] 2-sided Scan
Scanned document

/ preview o Pixel Type: O BAW () Gray (@ Color

= Resolution: | 300 |

Save Documents Uploaded Files

Pages: (O) Current Page (O) All Pages

Indicates a Message:
successful scan Scan: Successful.

You can zoom in using the button. If there are multiple pages, they will appear in the
left pane and you can navigate through each page.

Once you are ready to accept the scanned page(s), click the [Upload] button. The document
will be uploaded to PHAnetwork and you will be returned to the invoice entry as shown
here.
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Accounts Payable - Vendor Invoice N

New Document |

Scan Document| L. gean Scan Successful!

Notes |copy of the 11/15/2023 invoj_ce.|

31 of 500 characters

‘ Save H

‘ Save Invoice H SavelContinueH Cancel Edit ‘

You can enter any notes that you would like. Once you are done, click the [Save] button to
save your notes and the status of the scanned document. It will be listed in the Scans tab as
shown here.

Accounts Payable - Vendor Invoice

Invoice DJstribution% Utilities
=

v “ Copy of the 11/15/2023 invoice.

‘ Save Invoice H Save!ContinueH Cancel Edit ‘

You will either see the ¥ button (Dropbox) or the gl (PDF) button. If you are using the
Dropbox option for storing external documents, simply click on that button and the
document will be displayed as shown below.
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33

s

APINVNYMY1000-804

I Pagetofi £ EditPDF @ Draw @ Highlight [ Add text

Northern Electrical Supplies

Salesperson Job

Jeft Brandenburg HA

Qty Description

1 Various Fixtures

INVOICE
INVO
Date: 11/15/2023
INVOICE # 2023-11-15-84
To
Brandenburg Housing Authority
595 Main Street
Brandenburg, MA 55555
Customer ID B175035
Payment Terms Due Date
Due on receipt 12/1/2023
Unit Price Line Total
985 985

Qa 0@ ”%v o

There are numerous features available to you if you are using the Dropbox option. You can
edit the document, highlight it and add text. You can also download copies of the document
from here, print a copy or change the viewing options. For more information on Dropbox,

see the Dropbox section at the end of the User Guide.

If you are not utilizing the Dropbox option, then you will simply get a copy of the document

as a PDF when you click on the PDF button.

4.2.8 Tracking Utilities Through an Invoice

If the invoice that you are entering is for some type of public utility such as gas, water,
electricity, etc., you can track the utility usage in detail through the Utilities tab. When you
choose the Utilities tab, the following page will appear.
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e @ http://localhost:56367/Accour p v O @Nplmvoice <7 o _
Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out | A

Accounts Payable Fixed Assets General Ledger G Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Vendor Invoice

Invoice Distribution Scans, m

Invoice/Reference No. |2016-11-18-745 |

Uil of Mezsure = Select =+ V|
Uiiity MoninYear| 11 v |; (2016 v

| Save || Delete |

Utility Distribution *
Actions| __ Dev.D | Percentage |
#& | seect ™ v 0.0000][
0.00

I Save Changes || Cancel Edit |

< >

The top section contains some information that must be entered regarding your utility

invoice.
Entry Purpose
Unit of Measure Select the appropriate unit of measure from the dropdown list.
Total Utility Units Enter the total units that you are being billed for from the

invoice. The total units should correlate to the Unit of Measure
selected above.

Utility Month/Year Select the Month and Year that corresponds to the period when
the utility was consumed.

After you have entered these values, click the [Save] button to save the changes.

The bottom section of the Utilities tab is used to record the total utilities used at each
development. In the event that your utility invoices are separated by development, then you
will most-likley only have a single entry here. However, if your utility company sends a
single invoice with a breakdown by development, then you will enter a utility distribution
line for each development.

The information for each utility distribution line is as follows.

Entry Purpose
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Dev ID

Select the Development ID

Percentage

Enter the percentage of the utility for this development (if
known). After entering this amount and hitting the [Tab] key,
the utility units and utility amount will automatically be
calculated and displayed.

Utility Units

If you do not have the percentage, but instead have the exact
amount, enter the total units consumed for this development.

Utility Amount

If not already calculated, enter the total dollar amount charged
to this development.

The completed utility distribution is shown here.

Accounts Payable - Vendor Invoice

e @ http://localhost:56367/Accour p v O @A/Plnvoice X

Distribution line has been deleted.

L

Invoice

Distribution Scans, Utilifies

Invoice/Reference No- (2016-11-18-745

Unit of Measure | KWH (Elec) W
Total Utiity Units (15500 0
Utiity Month/Year| 10 W |y | 2016 v

Actions Dev. ID

Utility Distribution *

Percentage LUtility Units. Utility Amount

b4 667-1

27.5000

4262 5000

63.18

® 667-2

72.5000

11237.5000

166.55

100.00

15,500.0000

$229.73

To add a new Utility Distribution line, click the * button.

To remove a Utility Distribution line, click the ﬁ button.

4.3 Viewing and Editing Invoices
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If you need to edit an invoice to change its G/L distribution, the amount, or any other
information on the invoice, you will use the View Invoices menu option. This is also where

you might lookup paid invoices for a vendor, or to get a general idea of how many
outstanding invoices you have.

When you click the View Invoices menu option, the screen appears as follows.
Accounts Payable - Invoice Search

invoice Search Filters

Paid Status | Unpaid Only

Bank Account | (any bank account) Vendor Name.
Invoice Date Start 4/1/2023 "

Involces Due By | 4/30/2023 e Invoice Types| AP Invoices Only
Invoice Date End 4/30/2023

Al Invoice Dates B

189 Invoices found — Show:[ 10~
Dus Date [ Pay Status
411412016
61312019
98765 514/2019 Acme Test 5200.00 Another Test Invoice 6132019
Bl Third Test 51422019 Acme Test 5300.00 61312019
PAY:502 10i22/2019 Intemal Revenus Service | $11,163.95 Medicara - Employer 102272018
PAY:902: (copy) 1022/2019 Interal Revenue Service $11,163.95 Medicare - Employer 1072272019
Bl PAY:902 NXRET (copy) (copy) (copy) 10i2212019 Astna-Commonwealth of Mass. | $418.21 NXRET 1072272019
2020-05-11-491 5/11/2020 B.S.A. Painting Co., Inc. $175.00 Painting 61012020
2020-06-20-1232 6202020 Hampden Technologies $1,000.00 612012020
& % 5 B 5 2020119807 1192020 Galaxy Auto Body, Ine. $200.00 Repairs. 12119/2020
I Total of invoice(s) shown $24,946.11
e oo

2016-04-14-781 41412016

pl 123456 61472019 Acme Test $100.00 Test Invoice

The top portion of the Invoice search is where the search criteria is entered or selected. This

controls what invoices are shown in the grid below. Following is a description of the various
filters available.

85



Accounts Payable

Filter Setting

Purpose/Options

Paid Status

Options include...
Unpaid Only
Paid Only
Paid or Unpaid

Bank Account

You can select a specific bank account here and the search will
be limited to invoices entered for that bank account, or you can
choose All Bank Accounts, in which case, invoices matching the
other criteria will be listed regardless of which bank account
they are entered for.

Vendor Name

You can enter part of a vendor name (including * wild cards) to
limit your search to invoices for vendors matching the name
entered. For example, if you entered *electric*, the list would be
restricted to vendors whose names contain the word electric. If
this is blank, any vendor who matches the remaining criteria will
be included.

Invoice Date
Start/End

Unless All Invoice Dates is checked (see below), the invoices
shown will be restricted to those invoices whose date falls
within the range of dates indicated by the Invoice Start and
Invoice End dates.

Invoices Due By

You can set a cut-off date for invoices by selecting a date for the
Invoices Due By entry. If specified (and All Invoice Dates is not
checked), only invoices due on or before the selected date will
be included in the list.

Invoice Type

You can specify to include only A/P Invoices or HAP Invoices, or
you can choose to include both types.

All Invoice Dates

If this is checked, the list will include all invoices that match the
remaining criteria, regardless of the date. Generally, this should
be reserved for viewing Unpaid invoices though.

Set Current Month

Clicking this button will set the invoice start, end and invoices
due by dates to the current month and will then refresh the list
of invoices in the grid.

Once you have setup the desired search criteria, click the 'S icon to refresh the list of

invoices. In some cases, the list will refresh automatically after a selection changes, such as

the Paid Status or the Invoice Types.
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To reset the search criteria to their initial values, click the E icon. This will cause the list to
automatically refresh to reflect the changes in the search criteria.

If you would like to add a new invoice, you can do so by clicking the & icon. The Invoice
Entry/Edit page will be displayed. See the section on entering invoices for more information
on entering a new invoice.

In the Action column for each invoice listed, there are a set of actions that can be performed,
depending upon the status of the invoice. These options are defined in the following table.
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Action

Purpose

If the invoice has not yet been paid, clicking this invoice will
allow you to edit the full invoice.

If the invoice has not yet been paid, clicking this will allow you to
delete this invoice. It will ask you to confirm before completing
the deletion.

If the invoice has not yet been paid, clicking this will allow you to

_q}
pay this invoice and optionally print a check if necessary.
Clicking on this icon will create a duplicate copy of the invoice.

This is convenient if a vendor is invoicing you for a similar or
identical service and all you need to do is to change the invoice
reference number and the invoice date. When you copy an
invoice, it will have the same invoice/reference number as the
original invoice appended with the word (copy).

When clicking this invoice, a read-only view of the invoice will
be presented. This is also the only way to view invoices that
have already been paid. In addition, you will have the capability
of editing the Utility Usage through this option.

If Approvals are enabled (see Accounts Payable Options) and
the currently logged in user has A/P Admin permissions, then
this icon will allow the user to approve the invoice. If approvals
are enabled, then every invoice must be approved before it can
be paid.

In addition to clicking on the approval button, there is a textual
button located on above the grid which will allow a user with
Administrative permissions to approve all invoices shown in the
View Invoices page. The process will only approve the invoices
shown, so if there are multiple invoice pages, it will only work
on the current page.

If Approvals are enabled (see Accounts Payable Options) and
the currently logged-in user has A/P Admin permissions, and the
invoice shown has been approved, then clicking on this button
will allow the user to “un-approve” the invoice. The activity of
un-approving an invoice will be logged in the system activity log.
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4.4 Paying Invoices

In order to print checks and/or record direct deposits, you must pay your invoices,
otherwise, they will remain in an unpaid status.

NOTE: If approvals have been enabled (see Accounts Payable Options), then only invoices
that have been approved can be paid.

To pay your invoices, click Pay Invoices from the Accounts Payable menu. The following
page will appear.

e- @ hitp://localhost:56367/Accou ,0 - o @ Pay Invoices x

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Pay Accounts Payable Invoices

Step 1 - Select Bank Account
S
Invoice Type(s) (®) Accounts Payable
(O Housing Assisted Payments (HAP)
(O Both Types

Next ” Cancel |

< >

The first step in paying invoices is to select for which bank account you will be paying
invoices. In addition, you must select the source of the invoices to be paid. This can be
restricted to Accounts Payable invoices, Housing Assisted Payments or you can include both

types.
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Once you have completed this step, click the [Continue] button. Step 2 will appear as
ay Accounts FPayable

I Step 2 - Select Invoice Range |

Bank Account| BBT

Invoice Type(s) | Accounts Payable

Invoice Range ® Al unpaid invoices

O Invoices due by specified date

O Range of Invoice Dates

Invoices Due By...| 12/31/2020 -
Invoice Starting Date | 11/1/2020 -
Invoice Ending Date | 11/30/2020 -

Credit Invoices Include credit invoices in list to pay
O Do not include credit invoices in list to pay

Previous ‘ ‘ Cancel ‘

The selected bank account and the types of invoices to include (specified in step 1) will be
shown. You can choose to include All unpaid invoices or you can restrict the list of invoices
to those invoices du by the specified date. In the latter case, you must select or enter the date
by which invoices are due.

In addition you can choose whether or not to include any credit invoices (invoices entered
with negative amounts to reflect credits from the vendor.)

To continue, click the [Next] button. Step 3 will appear as follows.

Pay Accounts Payable Invoices

“Siep &

Bank Account BET
Invaice Typeis) Housing Assisted Payments
Inwoles Rangs All Invoices

Next Cancel

Select Al Seiect None Save Selections Update Totals All 143 invoices +  Go Payment Date 11/2/2020 _[+] Total § Selected $0.00 143 Invaices found

[Py PaymentDate | SigiaChsck | Onine . nvoics Daia | Dus Daie Vencior Nems T o Distributed Total
1

1121200 [+ Tiaza [11nr020 Adam Bransan waria Danisison 20201111721 2800 728.00
1212020 E[
12/12020 =
117242020
12/1/2020
1122020
12/1/2020
117242020
12/142020
117242020
1122020
1122020
12/1/2020
12/1/2020
12/142020
12/1/2020
1122020
1122020
12/1/2020
12/1/2020
11/2{2020

12172020 E
122020 [+

w1200 [+

1212020 [1211/2020 Adam Bransan HAP-1172-904 728 00| 72600

{8

1212020 1212020 Adam Carkright HAP-1133-854 az1.00] 62100
1112020 |11i4/2020 Adam Carkrignt [Briggitie Mangini 20201111331 G21.00] 621.00
1212020 12012020 Adam Carlright HAP-1215-012 1,082.00) 1.062.00

&

NS

1412020 |#1/4/2020 Adam Cartright (Chiisting .. Walker 20201112151 1.062.00) 1,062.00

1202020 12012020 Adrisnns Mandaz HAP-1232-017 425 0] 425.00

141/2020  |144172020 Adrienna Mendez (Cyntria Bach 202011-1232-1 425 00| 42500

{0 N

1212020 1212020 Anns Realty Trust HAP-1081-880 805 0| B05.00
1112020 |11i4/2020 Anne Realy Trust [Wary Doherty 202011-1078-1 789.00) T99.00
020 (11612020 Anna Really Trust lWtary Jones. 20201110811 805.00) 805.00
1412020 |#1/4/2020 Anne Realty Trust lLana X. Modrenabak 20201111121 44710 447.00
1202020 12012020 Anns Realty Trust HAP-1078-878 728 .00 700.00

&

AN

Al s

12002020 (120452020 Anne Realty Trust HAP-1112-892 447.00) 447.00

L

1212020 1212020 Bannar Realty Trust HAP-1188-907 56400 564.00

121/2020 (120152020 Barker Street Realty Trust HAP-1210-910 19.0) 19.00

020 (11612020 Barker Strael Razly Trust |Aatam N. Taddiey 2020114210-1 1800 19.00
1412020 |#1/4/2020 Beck Corporation |Jorge Johnsan 20201110271 551 0| 551.00

1202020 12012020 Back Corporation HAP-1027-842 51 10 56100

1212020 [1211/2020 Bill Milier HAP-1074.874 705 04| T05.00

1012020 [s16172000 Bil Wliler (Glenn McAndraws 20201110171 519.00) s19.00
121/2020 (120152020 Bill Miller HAP-1029-844 750.00) 750.00
020 (11612020 Bl Miler lLarry Moisan 202011-4074-1 705.00) 70500

L
r
L
r
L
r
L
r
L
r
L
r
L
r
L
r
L
r
L
r
L
r
L
r

O Y O Ny O Oy A ) i

I R Y |

12002020 [120402020 Bill Miler IWir. Glenn McAndrews HAP-1017-838 519.00) 519.00
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As you can see from the image above, the invoices the meet the criteria selected in steps 1
and 2 will be listed. Above the list of invoices, there are some options and actions that you
can take. They are outlined in the following table.

Item/Option

Purpose

Select All

Click on this option to select all invoices listed. The check
boxes in the Pay column will all be checked.

Select None

Click on this option to un-select all invoices listed. Any
invoices previously checked will be un-checked.

Save Selections

Click on this link to save the status of the invoices that you
have selected. This is convenient if you have been hand-
picking invoices to pay but must leave this area to perform
another task. After saving your selections, when you return to
the Pay Invoices process, the selections will be restored.

Update Totals

Clicking this will update the total dollar amount of invoices to
be paid.

All ### invoices [Go]

If more than 100 invoices are listed, this will give you the
option of paying just a portion of the invoices. Since the
process of paying a single invoice involves a lot of processing
by the system, it can take a good amount of time to pay a large
number of invoices. Therefore, it is advisable to pay at most
100 invoices at a time to ensure that the process completes
properly. After going through all of the steps, you can return to
Pay Invoices and the remaining, unpaid invoices will be
shown.

Payment Date

The Payment Date is the default date that will be used for the
payments to be made. This is the date that will become the
check/entry date in the bank register. The only exception to
this date is if a specific payment date is selected for an invoice.
This is discussed further in the next section below.

Total $ Selected

As you select invoices for payment, this box will update to
show the total dollar amount to be paid.

Within the list of invoices displayed in the grid, there are also a number of options that you
can choose. The first four (4) columns of the grid are actionable columns that cover a
variety of actions. They are described in the table below.

91



Accounts Payable

Item/Option Purpose
Pay If checked, the invoice is selected for payment.
Payment Date Enter or select the specific payment date if it will be different

from the date entered above.

Single Check If checked, the invoice will be paid on a single check.

Online If checked, the invoice will go into the bank register as an
online payment or direct deposit.

4.4.1 Deleting Invoices from the Pay Invoices option

In the Pay column, you may also see the # button. If you click on this, you will be prompted
to confirm that you would like to delete the invoice as shown here.

localhost:3017 says Rabert Hil (sa) ® =

) Brandonburg Housing Autherly
_
metwork.net El
Site Search [(enter key words on which to search) | | Search | &
Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Faciliies | Oropbox | Tasks | Administration | System Admin | Sign Out |
Accounts Payable Fixed Assets GeneralLedger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Pay Accounts Payable Invoices

Step 3. Seect invaices 10 pay

Sslect Al Seloct Nona Save Selections Undata Totals Fayment Date [11/2012023 7] Update Total § Selected [$0.00 5 Invoices found

] 1 10222018 10222019 Astna-Commenwealth of Mass, MXRET PAY.802NXRET (copy) (copy) fcopy) 41821 w2

1073002023 O O THEZOZZ  TIBIE022 Babeis Paint And Wallpager Inc. Wal paint 2022.07-18-1358 238.00 23800

1192020 111972020 T&S Landscage 2020-1-19:821 1,750.00 1.750.00

Date
al
10/2002023 = [ SI2020 61102020 B.5.A. Painting Co., Inc. Painting 2020-05-11-481 175.00 175.00
2l

®
®
& 10202023
®

10/3002023 (] (u] SN BN Texaca | Shell 2023-08-22.623 300.00 300.00

Total of Invoices... 52.881.21

Next Previous Gancel

If you click the [OK] button, the invoice will be deleted. To cancel the delete process, click
the [Cancel] button.

Another thing that you should note about the invoice grid is that the Distributed Total is
shown in the last column. This total should match the Invoice Amount. If it does not, the
distributed total is shown in red. In these instances, although you can pay the invoice, the
account distribution will most-likely be out-of-balance. It can be corrected once in the bank
register, but it is usually better to correct this at the invoice level before paying the invoice.

Finally, if you look at the example shown above, it highlights several invoices in bold text
and places an asterisk (*) after the invoice/reference number. At the bottom, it indicates
that these are possibly duplicate invoices. The determination for this is the fact that the
vendors and invoice dates are the same and the invoice/reference numbers are similar. This
is only a warning but you should take note when you see this to make sure you are not
paying an invoice twice.
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Once you have made your selections, click the [Next] button. The final step of the Pay
Invoices process will be shown as follows.

e-: y |@ http://localhost:56367/Accol p - G ” @ Pay Invoices x | ‘
' User: Robert Hill (SA)
' ‘ Agency:  Brandenburg Housing Authority
-

Accounts Payable Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Pay Accounts Payable Invoices

i |
Step 4 Confirm paymenis Your selections for paym ent have been saved!

BankAccounl|REV

Total of invoices to be paid |$1,371.76

Click the [Finish] button to com plete the process of paying invoices

Finish | ‘ Previous I ‘ Cancel |

The total dollar amount of the invoices to be paid is shown. At this point, you just need to
click the [Finish] button to complete the process. You will be prompted to confirm this. The
resulting page is shown below.

e" ’ |@ httpi//localhost56367/Accol O ~ C ” @ pay Invaices x| ‘

User: Robert Hill (SA) A
Agency:  Brandenburg Housing Authority

network.net

Pay Accounts Payable Invoices

Step 5- Process Complet
Payments have been processed.
Continue to Print Check process next

| Done || Previous I

The message indicates that the payments have been processed. It also gives you the option
to continue on to the Print Check process. If this is checked, when you click the [Done]
button, you will be taken directly to Print Checks.

4.5 Printing Checks

Once you have paid your invoices and are ready to print checks, click on Print Checks from
the main Accounts Payable menu. The following page will appear.

93



Accounts Payable

Print Accounts Payable Checks

mep 1 - Select Bank Account - Range of dates |

Bank Account
All unprinted checks? (&) Yes - include all unprinted checks
ONo- only checks within range of dates (below)

Starting Date | 5/1/2024 —

Ending Date ‘ 5/31/2024

| Continve || Cancel

In Step 1 you must select the bank account for which you will be printing checks. You can
also indicate to include all un-printed checks, or you can specify a range of dates and include
only those unprinted checks that fall within that range of dates.

Once you have completed this, click the [Continue] button to continue on to Step 2.

Accounts Payable Fixed Assets General Ledger G/L Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Print Accounts Payable Checks
Step 2 - Select checks to print

Bank Account| 58 |

Previous

Selact All Selact None Select 75 Select 100 Checks to prnt: |0 checks to print for $0.00 | uodata

Action Check Date Type Payee Amount Description Brief Description
121112023 Manual Check Newton Community Dev. Feundation 3,204.78 FSS Escrow payment - 12/01/2023 FSS Escrow payment - 12/01/2023
17172024 Manual Check INewton Community Dev. Foundation 3,204.78 FSS Escrow payment - 01/01/2024 FSS Escrow payment - 0170172024
21172024 Manual Check Newton Community Dev. Foundation 3,204.78 FSS Escrow payment - 02/01/2024 FSS Escrow payment - 02/01/2024
172024 Manual Check INewton Community Dew. Foundation 3,204.78 FSS Escrow payment - 03/01/2024 FSS Escrow payment - 04/01/2024

3172024
312024
3172024
312024
312024
2024
312024
312024
aMr2024
3M/2024
3172024
312024
ar2024
3M2024
12024
31z024
3112024
312024
3172024
312024
3172024
ERTR

O
m]
O
m]
O
m]
O
(m]
O
m]
[m]
(]
[m]
(]
[m]
(]
[m]
Cl
[m]
m]
[m]
(]
[m]
]
[m]
(m

Check

26-28 Elliot Place Realty Trust
612 Baker Street Realty Trust
Armando Grossi

BLUEBONNET SENIOR VILLAGE
Bundowiish LLC - John Needham
Cedar Gardens LLC

Danskin Realty Corp

Gastano Giarraffa Trust

|Graystoks Propertias, LLC

Hampdan Technalogies
Hancock Streat Realty Trust
J. Hockman, Inc.

Lane Realty Partners, Inc.
Lane Realty Partners, Inc.
Lane Realty Partners, Inc.
Lane Realty Partners, Inc.
Martinez, Emesto & Susana
Martinez, Emesto & Susana
Martinez, Emesto & Susana
Martinez, Emesto & Susana
Middleboro Housing Authority
Middleboro Housing Authority

3,876.00 Paymant of HAP Invaice(s)
2.404.00 Paymant of HAP Invoice(s)
5.854.56 Paymant of HAP Invoice(s)
1.460.00 Paymant of HAP Invaice(s)
564.00 Payment of HAP Invoice(s)
762.00 Payment of HAP Invoice(s)
B21.00 Paymant of HAP Invoice(s)
2463.00 Payment of HAP Invoice(s)
3.648.00 Paymant of HAP Invoice(s)
2.700.00 Payment of HAP Invoice(s)
2.788.00 Payment of HAF Invoice(s)
1.304.00 Payment of HAP Invoice(s)
B58.00 Paymant of HAP Invoice(s)
858,00 Payment of HAP Invoice(s)
B58.00 Paymant of HAP Invoice(s)
858,00 Payment of HAF Invaica(s)
1.060.00 Paymeant of HAP Invoice(s)
1.050.00 Paymant of HAP Invoice(s)
1,050.00 Paymant of HAP Invoice(s)
1.050.00 Paymant of HAP Invoice(s)
675.00 Paymant of HAP Invoice(s)
63,64 Payment of HAP Invoice(s)

When you first start the check printing process, no checks are selected for printing. You
must specify which checks you would like to print. To assist in your selection, there are
links to Select All and Select None, Select 75 and Select 100. The Select 75 option will only
be visible if there are more than 75 checks to print and the Select 100 option will only be

visible if there are more than 100 checks to print.

In the center above the list of checks, you will see a message stating how many checks have
been selected as well as the total dollar amount. In addition, there is an Update link which
you can click on to save your selections. In the following example, 75 checks have been
selected for printing.
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rl-_|lb.|mn|m|nm|w|“|w|m|ml‘h|m|wmlﬁlﬂ|
Accounts Payable Fixed Assets GeneralLedger G/L Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Print Accounts Payable Checks

Stop 2 - Select checks fo print

Bank Account| S ]

Continue Previous

Selocl All Select None Select 75 Salect 100 Chacks to print: |75 checks to print for $74,656.24 ‘ Updata
Action Check Date Type Payee Amount Description Brief Description

12172023 Manual Check Newton Community Dev. Foundation 3,204 76 FSS Escrow payment - 12/01/2023 FSS Escrow payment - 12/01/2023
1112024 Manual Check Newton Community Dev. Foundation 3,204,786 FSS Escrow payment - 01/01/2024 FSS Escrow payment - 01/01/2024
21112024 Manual Check Newton Community Des. Foundation 3,204.78 F S8 Escrow payment - 02/01/2024 FSS Escrow paymant - 0200112024
3112024 Manual Check Newton Community Dev. Foundation 3,204.78 FSS Escrow payment - 03/01/2024 FSS Escrow payment - 03/01/2024
3172024 Check 26-28 Elliot Place Realty Trust 3.676.00 Payment of HAP Involoals)

312024 Check 612 Baker Street Realty Trust 2,404 00 Payment of HAP Invaice(s)

3112024 Check Armando Grossi 5,854.56 Payment of HAP Invoice(s)

32024 Check BLUEBONNET SENIOR VILLAGE 1,460.00 Payment of HAP Invoioa(s)

312024 Check Bundowiish LLC - John Needham 564,00 Payment of HAP Invoicsis)

3112024 Check Cedar Gardens LLC 762.00 Payment of HAP Invoice(s)

3112024 Check Danskin Realty Corp. 821,00 Payment of HAP Invoice(s)

32024 Check Gastano Giarrafla Trust 2,463 00 Payment of HAP Invoioa(s)

3112024 Check Graysioke Properiies, LLC 3,648.00 Payment of HAP Invoiceis)

312024 Check Hampdan Technologies 2,700.00 Payment of HAP Invoica(s)

2024 Check Hancock Sireat Realty Trust 2.788.00 Payment of HAP Invoiceis)

3112024 Check J. Hockman, Inc. 1,304.00 Payment of HAP Invoices)

3112024 Check Lane Realty Partners, Inc 58,00 Payment of HAP Invoioes)

3112024 Check Lane Realty Partners, Inc. 858 00 Payment of HAP Invoioe(s)

3172024 Check Lane Realty Partners, Inc. 858.00 Payment of HAP Involoe(s)

3172024 Chack Lane Realty Partners, Inc, 658,00 Payment of HAP Invoioels)

3112024 Check Martinez, Emesto & Susana 1,050,00 Payment of HAP Invoice(s)

3112024 Check Martinez, Emesto & Susana 1,060.00 Payment of HAP Invoice(s)

32024 Check Martinez, Emesto & Susana 1,050,00 Payment of HAP Invoicel(s)

312024 Check Martinez, Emesta & Susana 1,050,00 Payment of HAP Invoica(s)

31024 Check 675,00 Payment of HAP Invoice(s)

31172024 Check ousing

HEEENEENENERRNEEDEEEEERDERDERE R

If you prefer, you can select each check individually by clicking on the check box next to the
check.

Once you have made your selections, click the [Continue] button to proceed to Step 3.

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | P | Tasks | Admini: ion | System Admin | Sign Out |
Accounts Payable Fixed Assets General Ledger G/L Conversion Payroll Purchase Orders A ting R rts Email Reports TWAIN Example Scan Document
Y
Print Accounts Payable Checks

Step 3 - Confirm starting check

Bank Account| S8 J

Purpose of check run| Accounts Payable Checks
Checks to print| 75 checks to print for $74,656.24

Starting check number 20870 =
Checks to print each pass| 100 (or all up to 100) -~

Continue || Previous

Step 3 will show you the bank account selected as well as the number of checks to print and
the total dollar amount. Next to Purpose of check run, you can enter a description of why
the checks are being printed. The default is Accounts Payable Checks, but you could label the
check run as Expense Reimbursement Checks, Utility Payments, Benefit Payments, etc.

The starting check number is shown and should be one higher than the last check printed
for the selected bank account. You can also change this number by entering a new check
number or by clicking the up/down arrows next to the entry box.

The final entry in Step 3 is to specify the number of checks to print each pass. The default
entry is 100 (or all up to 100) but you can change this to print in smaller groups of checks.
For example, if your printer is temperamental when handling checks, you may want to print
just ten (10) checks at a time. The system will automatically generate 10 checks for printing,
wait for you to confirm and then generate the next 10 checks until all checks have been
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printed. Also, the limit for any one pass is 100 checks, so for example, if you had 320 checks
to print, the system would make four (4) passes. The first three would print 100 checks
each and the final pass would print 20 checks.

In the example shown below, we have 7 checks to print, and we have selected to print a
maximum of 5 checks at each pass.

e_ "@ http://localhost:56367/Accoun p - O H @ Print A/P Checks X ‘ ‘

User: RobertHill (SA)
Agency: Brandenburg Housing Authority

network.net

Print Accounts Payable Checks

Step 3 - Confirm starting check

T

Purpase of check run ‘Accounts Payable Checks
Checks fo print|7 checks to print for $2,016.05

Starting check number {107 lﬁ
Chects topreachpss v

| Continue " Previous

To generate your first pass of checks (or all of the checks), click the [Continue] button.

- O X
e‘ ‘@ http://localhost:56367/Accoun p - O H @ Print A/P Checks x‘ ‘ ﬁ —— [{e}]
User: Robert Hill (SA)
Agency:  Brandenburg Housing Authorify

network.net

Print Accounts Payable Checks

Step 4- Printing Checks

sewncaney |

Checks to print 7 checks to print for $2,016.05
Current checkrange (1107 - 1111 (5 checks)

| Preview " Continue | ‘ Previous |

The system will include the range of checks to print next to the Current check range box.
As you can see, this will print 5 checks starting with check number 1107. Once you are
ready to generate your checks, click the [Preview] button.
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e @ http://localhost:56367/Accoun ,0 v O @prim;\/p Checks X

Robert Hill (SA)

’ Brandenburg Housing Authority
-
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Print Accounts Payable Checks
Step 4 - Printing Checks
T —

Chedﬁbpfim‘? checks to print for $2,016.05 ‘
Currert checkrange 1107 - 1111 (5 checks) |

Preview Continue Previous

Do you want to open or save AP Check.pdf (33.1 KB) from localhost?

Open Save v Cancel

You will be prompted to open your checks for viewing. Click the [Open] button to view your
checks.

Note: The example shown here is from Microsoft Internet Explorer 11. Depending upon
your browser, the exact prompt that you will see may differ.

The checks will open in the Adobe Acrobat Reader.

le Edit View Window Help

on | ZBEEGE

pjs|@@( =] HD| BeedhE SR @3

wwwwww
Stlect POF Fie:
4 4P Check.pdt
Thile /33 K8
Comvert To:
Microsoft Viord (*.doc)

Recogniae Text i English(l15)
Change &

A1 FLEX Grack Tors: $100.78 Chrack D 4302018 _Venser: 1267

(s Dot | uges e Fivarenss[Wame  ——
([eavame Peaoee 1 I eTe]

Convert

» Create PDF
» Edit PDF

» Combine PDF
» Send Files

» Store Files

ASIFLEX s108.78
Oree Hundred Nine Dollars and Seventy Eight Cants

ASIFLEX

201W_ Brosway, 84

Calumbia, Mo 65203

At this point, you would click on the printer icon on the Adobe Acrobat tool bar (highlighted
above) to send your checks to the printer. At this point it is CRITICAL that you make sure
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that the printer dialog box is not scaling or shrinking your checks before sending them to
the printer. As you can see in the printer dialog box below, the Page Size is set to Actual
Size. THIS IS THE CORRECT SETTING AND MUST BE CHECKED EACH TIME YOU SEND
CHECKS TO THE PRINTER! Failing to properly check this value will result in misalignment
of your checks.

Print X
T S| P [ =serlet 3055 PCL6 Class Driver v Properties Advanced Help @&
Copies: 1 : D Print in grayscale (black and white)

Pages to Print Comments & Forms
@B” Document and Markups w
O Current page
- Summarize Comments
O Pages 1-5
; Document: 8.3 x 11.7in
8.5x 11 Inches
Page Sizing & Handling @® D ———
le:l Poster @ Multiple E Booklet
(it
@ Actual size
O Shrink oversized pages ey —

() Custom Scale: 100 %

D Choose paper source by PDF page size

Orientation:
@ Auto portrait/landscape -
O Portrait ot i -
O Landscape
e —
< v >
Page1of 5

Once you have sent your checks to the printer, you can close the Adobe Acrobat reader
window. If prompted to save your document before closing, you can choose “No”, unless you
prefer to keep a hardcopy of checks printed on your computer.

Click the [Continue] button. If you have finished printing all of your checks, you will be
taken to the next step. Otherwise, if you have more checks to print, the following page will
appear.
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e‘ ? ‘@ http://localhost:56367/Accoun ,0 - G H @ Print A/P Checks X ‘ ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Print Accounts Payable Checks

tep 4 - Printing Checks

L

creclsnmmh checks to print for $2,016.05 |

Current checkrange 1112 - 1113 (2 checks) |
Click the [Preview] button to generate the next block of checks for printing.

| Preview ” Continue || Previous ‘

Load checks 1112 -1113 into your printer. Click the [Preview]
button when ready to proceed. After previewing and printing
checks, click the [Continue] button.

This shows the next (or in our case, the final) range of checks to be printed. Again, click the
[Preview] button to preview and print your checks from Adobe Acrobat.

Once again, click the [Continue] button.

4.5.1 Confirming Printed Checks

Once you have printed all of your checks, Step 5 will appear as follows.
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e @ nupy//localhost36367/Accoun O + & (2 Print A/P Checks @ 77 :;:

Robert Hill (SA)

’ Brandenburg Housing Authority
__J
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Print Accounts Payable Checks

Step 5 - Confirm check printing

e

| Continue ” Previous |

9 Mark All Mark None Increment All Checks by One Decrement All Checks by One Reverse Order of All Checks [fyou forgotto preview and print your checks click herel

Mark |Void  |CheckNo EntryDate  |Amount |Descripion Brief Description/Memo
O 1107 ﬂ ASI FLEX 9/30/2016 $109.78 Payment of AP Invoice(s)

ﬂ ASI FLEX 9/30/2016 $109.78 Payment of AP Invoice(s)
g AARental Genter 11/18/2016 | $571.40 Payment of AP Invoice(s)
[0 J& Acme Pest Control 111182016  $525.00 Payment of AP Invoice(s)
[t 14 AARental Genter 11/21/2016 | $275.36 Payment of AP Invoice(s)
ﬂ AS| FLEX 1172172016 $195.00 Payment of AP Invoice(s)
[ |4 NSTAR ELECTRIC 11212016 | $229.73 Payment of AP Invoice(s)

&

&

RIRNCSRRCS|

&

&

In Step 5, you will identify if your checks printed correctly. In addition, you can change
check numbers if the check numbers shown do not match the actual check numbers printed.
The table below shows the options available to you in Step 5.

Item/Option Purpose

Mark All Click on this to mark all checks (printed correctly)

Mark None Click on this to unmark all checks (did not print correctly)

Increment All When this is checked, each check number will be incremented
by 1

Decrement All When this is checked, each check number will be decremented
by 1

Reverse Order of All If you click on this entry, it will reverse the order of the check
numbers listed. The highest check will be given the lowest
check number in the range and visa-versa.
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You also have the option of manually adjusting your check numbers by entering them or by
clicking on the up/down arrows next to the check numbers.

If a check misprinted, jammed, or something else happened to the check, you can click the
“Void” check box next to that check. The check will be placed into the bank register as a
voided check and you will have the opportunity to re-print that check.

Once you have identified all of the correctly printed checks, click the [Continue] button to
advance to the next step. You will first be asked to confirm. Click the [OK] button.

Message from webpage ot

o Update checks as indicated and complete process?

OK Cancel

Once you do that, the final page will appear as follows.

e @ nttp//localhost56367/Account O ~ (2 Print A/P Checks PR {8 w

Robert Hill (SA) A

' Brandenburg Housing Authority
/ 4 help deskissues open or pending.
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Print Accounts Payable Checks

Step 6 - Anish

TR

Checks Printed |4

Total Amount |$3 877 26

Remittance ” Finish

Click the [Finish] button to exit the check printing process.

Click the [Remittance] button to view/print a Payment Distribution and Remittance report
for each check that was printed.

4.6 Viewing and Managing Check Runs

Each separate printing of checks is called a Check Run. You can view and manage your check
runs from the View Check Runs menu option. The page will appear as follows.
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e @ http://localhost:56367/Account O [v] @ View Check Runs o &0 o)

File Edit View Favorites Tools Help

Robert Hill (SA) A

' Brandenburg Housing Authori
P 4 help desk issues open or pending.
network.net

Home | Help | Maintenance | Lockup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

View A/P Check Runs
«[Search Filiers

BankAccount| REY W
Starting Date | 3/1/2017 v Ending Date| 3/31/2017 -

G 3 Check Runs found — Show:

Action BankAccount | Checks Printed | Check Range Description m Amount of Checks | Printed By m
Ll = REV 3212017 1118 - 1146 Accounts Payable Checks 28 $9.954.48 Bob Hill
REV 3212017 1147 - 1151 Accounts Payable Checks 2 $72000 Bob Hill

REV 32212017 1152 - 1154 Accounts Payable Checks 3 $24902 Bob Hill

Within the Search Filters, you can specify which bank account to include as well as the
starting and ending date of the check run. The check run range is for the range of dates
when the checks were printed and not the check dates of the checks printed.

Click the 'Si button to refresh the list of check runs. Each check run matching the specified
criteria will be listed.

In the Action column, you have the following options.

Action Purpose

= Reset the specified check run for re-printing. All checks for this
check run will be reset and you will be able to print them
again. Usually, you would select these if the checks never
printed, however, you identified all checks as having been
printed, so they are listed in the bank register with check

numbers.

& Click the printer icon to print a check register listing for the
check run. The report will show all checks that are part of the
check run.

= Click on this icon to print a Payment Distribution and

Remittance report for each check in the check run.

4.7 Assigning Check Numbers

If you have skipped the final steps in the Print Checks process, then you are left with a pile
of printed checks in your hand, and a bank register in PHAnetwork that does now show
these check numbers. The reason for this is that it is the final steps of the check printing
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process that assigns the check numbers. Refer to the prior section on Printing Checks for
clarification on this.

If you find yourself in this condition, then one option is to go through the check printing
process again to assign the check numbers. During this process you won’t have to actually
print the checks because they have already been printed, but you must make sure to
reproduce all of the steps to assign the check numbers.

However, there is an easier way to assign these checks. You can choose the Assign Check
Numbers menu option. When you do, you will see the following screen.

Assign Check Numbers

RS
This process can be used to assign check numbers for checks that have been printed but
the check numbers were not assigned. This will happen if the final steps of the Print
Checks process are not completed.

Please Note: This process should only be used to assign check numbers after checks
have been printed and the final steps have been skipped. If the checks have not been
printed yet, then you need to go through the Print Checks process to print them.

| Cancel H Continue ‘

Read this message clearly as it explains what this process is used for. Once you are ready to
proceed, click the [Continue] button. The next step will appear as follows.

Assign Check Numbers

Select Bank Account|

Bank Account| Section 8 |

‘ Cancel H Continue ‘

Choose the bank account from the dropdown list and click the [Continue] button to
proceed to the next step.
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Assign Check Numbers

Un-Assigned Checks

Starting Check [ 20709

Check Date
8112023

8/1/2023
8112023
8/1/2023
&1/2023
8/1/2023
8112023
8112023
/2023
8112023
80112023
&/1/2023
8/1/2023
8112023
8112023
an/2023
801/2023
8/1/2023

812023

Previous

el o

o

Assign #s

‘Check Number

AT T

a*

CCR T T

“»

an

o o

Reverse #'s

Vendor Name

Bartels-Marrero, Sarah
Baycove Realty, LLC
Beckles, Katie

Bekele, Eshete
Banseghir, Karim
BFMIT Il Gloucester LLC
Bianchi, Tina

Bills Realty Trust
Bilodeau M.&G.CIO Phillips Proper.
Black Coffea, LLC
Blackman, Cecil H
Boston Housing Authority
Boudreau, Guy J
Lucretia Bouyer
Brinkerhoff, Florence
Brown, Lomraine

Bryant, Joseph

Caira, Guida

Caira, Irene

Description

Payment of HAP Invoica(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Paymant of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)

Amount
$2,446.00

$2,870.00
$1472.00
$4,994.00
$3,700.00
$1,854.00
$1526.00
$2,900.00
$1,722.00
$3,016.00
$2.968.00
$5301.72
$1.934.00
$3,000.00
$3,702.00
$2,048,00
$2,674.00
$1,238.00

$854.00

The starting check number will be loaded automatically based on what the system
interprets as the next check number to use for this bank account. Adjust this as necessary to
align with the first check shown.

To assign sequential check numbers, click the [Assign #'s] button. This will start with the
first check and number each successive check based on the starting check number entered.
The assigned check numbers will look as follows, and the [Finish] button will be enabled.

Assign Check Numbers

Un-Assigned Checks.

Previous

[ Starting Check 30709
Check Date
8/1/2023 20709
8172023 20710
112023 20711
80172023 20712
&i172023 20713
8172023 20714
80172023 20715
80172023 20716
8172023 20717
8172023 20718
80172023 20719
172023 20720
/112023 20721
81/2023 20722
80172023 20723
172023 20724
80172023 20725
8/1/2023 20726
i1/2023 20727

a*

Assign #s

Check Number

CCE TR

T

CEI T T T

N A R T

Reverse#s ||  Finish

Vendor Name

Bartels-Marrero, Sarah
Baycove Realty, LLC

Beckles, Katie

Bekele, Eshela

Benseghir, Karim

BFMIT Il Gloucester LLC

Bianchi, Tina

Bills Realty Trust

Bilodeau M.&G. C/O Phillips Proper.
Black Cofies, LLC

Blackman, Cecil H.

Boston Housing Authority
Boudreau, Guy J

Lucretia Bouyer

Brinkerhoff, Florence

Brown, Lorraine

Bryant, Joseph

Calra, Guido

Caira, Irene

Description

Payment of HAP Involce(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Involce(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Involce(s)
Payment of HAP Involce(s)
Payment of HAP Invoica(s)
Paymant of HAP Invoica(s)
Payment of HAP Invaice(s)
Payment of HAP Invoice(s)
Payment of HAP Invoice(s)
Payment of HAP Involce(s)
Payment of HAP Involce(s)
Payment of HAP Invoice(s)
Payment of HAP Involcels)
Payment of HAP Involce(s)

Paymant of HAP Invoica(s)

Amount
$2,446.00

$2,870.00
$1,472.00
$4,994.00
$3,700.00
$1,854.00
$1,526.00
$2,900.00
$1,722.00
$3,016.00
$2,968.00
$5.301.72
$1,934.00
£3,000.00
$3,702.00
$2,048.00
$2,674.00
$1,238.00

$854.00

To reverse the order of the check numbers (in case the checks came out in reverse order),
click the [Reverse #’s] button. The check numbers will be reversed as shown here.
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Assign Check Numbers
x

Un-Assigned Checks

Starting Check 50709 =
Previous Assign #'s || Reverse #s Finish
Check Date Check Number Vendor Name Description Amount
8112023 20727 = Bartels-Marrero, Sarah Payment of HAP Invoica(s) $2,446.00
8M/2023 20726 5 Baycove Realty, LLC Payment of HAP Invoica(s) §2,870.00
8M72023 20725 = Beckles, Katiz Payment of HAP Invoica(s) §1,472.00
B8M/2023 20724 = Bekele, Eshete Payment of HAP Invoica(s) §4,894.00
8172023 20723 = Bensaghir, Karim Payment of HAP Invoica(s) $3,700.00
8172023 20722 B BFMIT Il Gloucester LLC Payment of HAP Invoica(s) $1.854.00
8112023 20721 = Bianchi, Tina Payment of HAP Invoice(s) §1,526.00
8112023 20720 = Bils Realty Trust Payment of HAP Invoica(s) $2,800.00
8M72023 20719 = Bikodeau M.&G C/O Phillips Proper. Payment of HAP Invoics(s) §1,722.00
8172023 20718 B Black Coffee, LLC Payment of HAP Invaice(s) $3,016.00
8172023 20717 = Blackman, Cecil H. Payment of HAP Invaica(s) $2,968.00
8112023 20716 = Boston Housing Authority Payment of HAP Invoica(s) $5,30172
8172023 20715 5 Boudreau, Guy J. Payment of HAP Invoica(s) §1.934.00
8172023 20714 = Lucretia Bouyer Payment of HAP Invoica(s) $3,000.00
8112023 20713 = Brinkerhoff, Florence Payment of HAP Invoica(s) $3,702.00
BM2023 20712 H Brown, Lomaine Payment of HAP Invoica(s) $2,048.00
8172023 20711 3 Bryant, Joseph Payment of HAP Invaica(s) $2674.00
8172023 20710 = Caira, Guido Payment of HAP Invaics(s) $1,238.00
8M/2023 20709 = Caira, Irena Payment of HAP Invoica(s) $854.00

If you need to correct any individual check numbers, you can edit those within the Check
Number column. Once the check numbers look correct, you can click the [Finish] button to
complete the process. You will be prompted to confirm with a message similar to the
following.

localhost:3017 says

Please confirm: Assign check numbers as dekjnated below?

Once you do, you will see the following screen indicating that the assignments have been
completed.

Assign Check Numbers%

The process is complete. 19 checks assigned.

Process complete

Click the [Done] button to return to the Accounts Payable menu.

‘ Done ‘
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4.8 Working with the Bank Register

Most of the work that you will do in Accounts Payable will be focused on the Bank Register.
As such, it is important to understand how to interact with your various bank registers. This
is where you will void checks, create manual deposits, record manual checks and reset
checks for printing.

To manage your bank register, choose Bank Register from the menu. The following screen
will appear.

B a | 3 Accounts Payable Bank X | + v - o s

& O & a weww phanetwork net ¥ = L &

Rabert Hill (SA)
) e

-
network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GIL C: Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable Bank Register

[Register Fiters |
Bank Account | Checking Account ~ Starting Date[1/1/2019 -
Preset Dates Custom ~ enang Dae[1/312010__ e

Vendr Fiter(leave blank for alliany vendor or landlord) B By Mot [January ] Year [2019 %

Sde s DO
Action Date Number Cleared Entry Type Description Brief PaymentiDebit DepositiCredit  Balance
[

Beginning
Balance

| Dae | Number | Cleared Payee | EntryType | Deseription i | PaymentDebit | DepositiGredit | $6,693.05

12/31/2018 Beginning Balance - 5,693.05 $6,693.05

You will start by selecting the bank account. You can then choose from the preset dates or
enter a range of dates on your own. You can also select the dates by a specific month and
year. Once you change the month/year, the starting and ending dates will be updated to
include that entire month.

In addition, you can enter a specific vendor into the Vendor Filter box (or click on the
lookup icon) to filter your bank register for a single vendor or landlord. To clear out any
previously entered vendor, click on the eraser icon to the right of the Vendor Filter box.

NOTE: You can also type in part of the vendor’s name and then hit the [Tab] key. The first
matching vendor will be entered into the Vendor Filter box. If this vendor is not correct,
click the eraser icon and then use the lookup feature to find the correct vendor.

Once you have set your register filters, click on the "Siicon to load the bank register. The
detailed bank register will appear as shown below.
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Accouns Payable Bank Register X

« c @ © @ 25 localhost61694/AccountsPayable/frmAPRegister aspx o

Rabert Hill (SA)
Brandenburg Housing Authorty
4 belp desk ssues ogen or pendng.

Accounts Payable Fixed Assets GaneralLedgsr G/l Conversion Payroll Purchase Orders

Accounts Payable Bank Register

[Register Fiters |

Bank Account| Revolving - Starting Date 7/1/2019
Presed Dates Ending Date [1/31/2020 |

vendor e (eave biank for allany verder or lrlrd) | B & T sy ] vew 08
XIXTLEL

llIIIIIIIIIIEMHIIIIIIIMIIIIHHHIIIIMEMMIIIIIIHIIIEMMHHMMEIﬁﬂl
/302019 Beginning Balance | L Beginning Balance 55,560.20
EEXSE S A mreote [1222 ¥ e & v | Banner Pubications inc Payment - Payment of Invoiceis)
PFOR<S L 7300018 v Harvey Bulding Products. Online Payment | Payment of AFP woice(s)
PEOR<S i 7s0z019 el Revenue Senice Online Payment | .f Payment of AP ivoicels)
2EFOR & rsoz018 1225 B @ 0. Daddario Payment W Payment of AP nvosceis)
PEORD S o020t 126 e @ NAHRO Payment _f Payment of AP invocel(s)
AXFORC PR N Ad T ] Acme Pest Cortro, Inc Payment & Payment of A invoice(s)
ERTTEERET ] Aeina of Mass. | Payment F Payment of AP nvoice(s)
FEFOR o 702010 [1220W o @ Payment 1 Payment of AP ivoscels)
X o001 [120¥ n @ Commerce Insurance Company | Payment A Payment of AP nvaice(s)
o moozore |12 @ o ure etroment Payment W Payment of AP nvsice(s)
A 700018 |12 W @ NSTAR ELECTRIC Payment ¥ Payment of AP lnvoiceis)
f rmzoe |12 ¥ e @ A1 Paving Co., Inc Payment o Payment of AP Invoxcels)
A sneoots 1224 L G Acme Pest Control, Inc. Payment ¥ Speayng for Ants - Communiy Buiding
o szo2019 1235 L @ Acme Pest Control, Inc Manual Check o Stif & More Stuff
A om0 Deposit F Depost.
& 1ozez0e Acme Pest Contral, Inc Manual Check # Services
A vz Acme Pest Contral, Inc. Manual Check ¥ Semvices
ERE Hampden Technologies, nc | Online Payment | f Mothly support agreement
R All Time Tree Care. Online Payment | Landscapmg
& 12n2e019 1238 W @ v Gallant Electric, Inc. Payment ' Payment of AP invoice(s)

Dats Number Payse Entry Type | Description

%khhhhhhhhhhhhhhhhhhh

The bank register will show a beginning balance and then each transaction within the
specified range of dates for the selected bank account. Finally, it will show the ending
balance.
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The icon bar above the bank register is shown below.

%%E&u@?@v

The actions associated with each icon are as follows.

Action | Purpose

LT Refresh the bank register

e Add a new Register Entry (Manual Check, Deposit, Adjustment, etc.)

[y Reset the bank register filter settings to the default

& View/Print a hardcopy of the currently displayed bank register

- View/Print a transaction Listing (excludes balances)

& Export the currently displayed register to Microsoft Excel™

= View/Print a Discrepancy Report (shows any out-of-balance register entries)
i g Download CSV File (downloads the register transactions shown as a Comma

Separated Value (CSV) file.)

The actions that you can take on transactions listed are found in the Actions column. The
table below summarizes each icon and the associated action.
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Action | Purpose

& This icon is used to edit a transaction. This will allow you to make changes to
the entry, change a vendor, change a date, etc. If you need to change the
account distribution, you will need to click on the ET icon.

=i Use this icon to view/edit the account distribution for the selected entry.

For checks in the register, this icon will allow you to quickly print the check (if
not yet printed)

Use this icon to delete a transaction from the bank register. You can only delete
a transaction if the Accounts Payable month which the transaction falls within
has not been closed. Additionally, HAP transactions (checks or direct deposits)
cannot be deleted. They can only be voided.

Use this icon to copy this register entry to a new entry. Only certain types of
entries can be copied, and the period/month to which the entry is to be copied
must be open.

This icon is used to void a check or cancel an entry in the bank register. This is
also used to reset a check for printing.

Sy

You would use this icon to split a payment into multiple checks. For example, if
you had paid three invoices and later realized that one needed to be printed on
a separate check, clicking this icon would allow you to split the invoices into
two separate checks. This can only be done prior to the printing of the check.

This flag will appear next to any printed check. Clicking this will set the check
number to zero and allow the check to be reprinted. You can only reprint a
check from payment of invoices or a manual check. You cannot reprint a
payroll check through the Accounts Payable register. This must be done
through the payroll system. Also, if a check has cleared the bank, you will not
be able to flag it for reprinting.

Clicking on this entry for a voided check will allow the entry to be un-voided.

View Distribution and Remittance - This is a report that you can print for any
debit that is the result of a payment of invoices. This can be sent to the vendor
or included with the check to the vendor.

View Payment Details with Invoices - This will produce a report showing the
payment (check or online payment) along with the details for each invoice paid
on the check.
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4.8.1 Adding and Editing Bank Register Transactions

The bank register is used to record all types of banking transactions including deposits,
payments, debit or credit adjustments, etc. Many of these transactions will be created
through a variety of automated processes such as the payment of invoices, the preparation
of a tenant, rent deposit and automated payroll transactions.

However, some transactions may need to be manually recorded. These might be other types
of deposits such as federal or state reimbursements, laundry deposits or adjustments to
your bank account. In addition, when you first start using your bank register you will need
to enter your starting, cleared account balance. This is done as a manual transaction.

To enter a new bank register transaction, click the & icon. The new entry page will appear
as follows.

e @ http://localhost:56367/Accoul p - Ca @ Accounts Payable Register 7 0}

Robert Hill (SA)

’ Brandenburg Housing Authority
>4
network.net

Home | Help | Maintenance | Lockup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable Bank Register

New Register Entry

e
Entry Date |1/24/2017 v
Entry Type | = Select ™" v

Amount |0 00

Description

Vendor (if appiicable)

Check Number (if applicabie)

Save Changes ” Cancel Edit

The Bank Account will be set to the bank account that came from.

The Entry Date defaults to the current date. You can enter or select another date, however,
the date must be within an open Accounts Payable period.

Select the type of the transaction that you are recording from the dropdown menu. The
choices are as follows.
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Entry Type Purpose
Deposit Select this type to record a deposit to the bank register
Payment This type will only be visible when editing an entry, and you

cannot change it if it is a payment.

Adjustment Use this type to record any type of adjustment (debit or
credit).

Interest This entry type is used to record interest earned.

Manual Check Choose “Manual Check” if you want to record a check that has

already been issued, or if you want to simply record a check
and print it out. If you intend on printing the check, leave the
check number at zero and it will appear in your check print

queue.
Online Payment This type is used to record an online payment or a direct
deposit.
Voided Check You can choose this type to record a check that has been

voided outside of the system (i.e. accidentally printed on by
another report.)

Next, enter the amount of the transaction that you are recording. If the type of transaction
that you are recording is an Adjustment, then enter the number as a positive for a credit
adjustment or as a negative for a debit adjustment.

The Description is used to document why the transaction was recorded. You can enter up
to 100 alpha-numeric characters to describe the transaction.

Depending upon the type of transaction, you may need to look up a vendor to associate with
the transaction. The following types of transactions will require a vendor look up.

Manual Check
Online Payment

In addition, you have the option of specifying a vendor when you are recording a voided
check. For other types of entries, the selection of a vendor is not required.

To lookup a vendor, first, enter part of the vendor’s name into the Vendor entry. Then, click

on the =l icon. The vendor lookup window will appear as follows...
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e @ nttp://localhost 56367 /AccountsPz O + € (2 Accounts Payable Register

Robert Hill (SA)

' Brandenburg Housing Authority
_J
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign OQut |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Pay able Bank Register

- New Register Entry
Bank Account
Entry Date|1/27/2017 5.
Entry Type | Manual Check v
Amount 275 00

Descriplion|Services Rendered |
Vendor (if applicable) [Acme Z

Check Number (if applicable) -
Save Changes H Cancel Edit ‘ Vendor LOOkLp

s

Vendor name... | Acme

Account Type| === any type ™™ WV
Action __VendorName | Address | Telephone
b

Acme Pest Control 147 Gladstone Street

Within the Vendor Lookup window, you can fine tune the search criteria and you can use
wild cards to simplify your search. For example, if you knew the vendor name included the
word Pest, then entering *pest* in the vendor name box would return all vendor names that
contain the word Pest in their names. Likewise, if you entered *Control” you would be
asking the system to locate any vendors whose name ends with the word Control.

After changing your search criteria in the box, click the 'S icon to execute the search.
Clicking on the " jcon will reset the search criteria to its original value. Clicking on the i
icon will exit the vendor lookup without making a selection. If the correct vendor is listed in

the vendor lookup, click the P icon to select that vendor. The name will be returned to the
vendor entry box.

If the entry that you are recording is a Manual Check or a Void Check, you have the option
of entering the check number. This is actually required for a void check transaction. For a
Manual Check you can enter the check number if the check was issued outside of the
system (for example, handwritten), or you can leave the check number blank so that you
can subsequently print the check from within PHAnetwork.
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If you use Accounting Codes to record specific accounting transactions, you can select that
code here. When you save the entry, it will automatically be distributed to that distribution
code.

Once you have all of the information recorded for the new transaction, click the [Save
Changes] button to save your transaction. If this is a new entry, you will then be taken to
the Account Distribution section as follows.

e @ nttp//localhostS6367/AccountsPayat O ~ & (@ Accounts Payable Register S o @

Robert Hill (SA)

' Brandenburg Housing Authority
~
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Bank Register

The new register entry has been saved!

Entry Date|1/30/2017 Entry Amount|$497 19 Entry Type|Manual Check

Total Disfributed

9 Code Distribuion Manual Distribuion Full Distribution Validate Return to Register

There are two (2) different ways to add accounts to your distribution.
Code Distribution

In this method, you choose a predefined Accounting Code and then specify the dollar
amount associated with that code. Multiple codes can be selected to make up the full
distribution or you can simply select a single Accounting Code. Clicking on the Code

Distribution link will take you to the code distribution area (shown below).

Manual Distribution

This method requires you to specifically select the fund, account number, AMP and any
related project information for the account distribution. In addition, you will specify the
amount to be charged. Clicking on the Manual Distribution link will take you to the manual
distribution area (shown below).

Note: You can also use a combination of Code Distribution entries and Manual
Distribution entries.

If you click the Full Distribution link, the full account distribution including any
distribution lines which are the result of applying Accounting Codes and each manual
distribution line will be displayed. The end result is that the total distribution should match
the total amount of the Recurring Payment.
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The Validate link will perform a full distribution validation and show you and errors
encountered.

4.8.2 Using the Code Distribution with Bank Register Entries

When you click on Code Distribution the Code Distribution page appears as follows.

°  iw‘@ http://localhost 56367 /AccountsPaya SO ~ ] H @Accounts Payable Register X| ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Pay able Bank Register

-IReglsle( Entry Information
Entry Date|1/30/2017 Entry Amount| §477.19 Eniry Type| Manual Check

Total Distributed
$0.00

9 Code Distribution Manual Distribution Full Distribution Validate Return to Register

Actions Accounting Code Amount To Distribute

Click on the [Add] button to add a new code distribution. A new blank distribution line will

be added. When you click on the #= icon, next to the line you can edit the code to use as well
as the total dollar amount to distribute (as seen in the screen shot below).

ew w‘@ f.ccountsPayable/frmAPRegister.aspx

pP-¢ H (2 Accounts Payable Register x| ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Pay able Bank Register

«IRegislel Entry Information
Entry Date |1/30/2017 Entry Amount| $427 19 Entry Type|Manual Check

Total Distributed

9 Code Distribution Manual Distribufion Full Distribution Validate Return to Register

48 Add

Actions Accounting Code

|9 (nwonascP s V| B
|

Am ount To Distribute

Use the dropdown list to select the accounting code to use and then enter the dollar amount
to distribute. When you are done, click the &l icon. To exit editing without saving, click the

< icon.
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4.8.3 Using a Manual Distribution with Bank Register Entries

When you click on Manual Distribution you can edit the funds and accounts that will be
used to record your transaction. The following screen will appear.

e ‘@ http://localhost:56367/AccountsPaya ,0 - G H @ Accounts Payable Register % | ‘

User: Robert Hill (3A)
Agency:  Brandenburg Housing Authorify

network.net

Accounts Pay able Bank Register

Register Entry Information

Entry Date|1/30/2017 Eniry Amount|$427 19 Entry Type|Manual Check

Total Distribuled
$0.00

9 Code Distribufion Manual Distribution Full Disiribufion Validate Return fo Register

No manual distribufion lines were found. Click the [Add] butfon above to add one

To add a new Manual Distribution line, click the [Add] button. A new blank distribution line
will be added. Click the # icon to edit this newly inserted distribution line. The line will
change to edit mode as shown below.

e |@ http://localhost:56367/AccountsPayable/fri D ] H @A((ounu Payable Register % | ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Pay able Bank Register

Register Entry Information

Entry Date |1/30/2017 Entry Amount| $427 19 Entry Type | Manual Check

Total Distributed

9 Code Di 1 Manual Distribution Full Di 1 Validate Return to Register

Actions | Project CFP Yr/Mod #

Bo |mvo

First, select the fund from the dropdown list. Then if necessary, select the AMP from the list
of available AMP numbers. Please note that as you change the Fund, the list of available AMP
numbers will also change as will the projects available in the Project column.

As shown in the screen print above, the CFP Yr/Mod # is the description setup in our
demonstration but this can be setup to display whatever tag or naming convention that you
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use for your capital projects. For the purposes of this manual, we will use CFP # as the
generic term to describe this.

If you would like to include a CFP # for your account distribution, you can enter it or you
can click on the &l icon next to it in order to display the CFP # list. If the selected fund does

not allow for the use of CFP #’s, then you will see an error when you attempt to save the
account distribution.

For the Account Number you can either enter the numeric account or you can click on the

Bl button to display the account number lookup. You will notice that the account number is
broken up into two (2) separate entries. The first entry is for the base account number and
the second entry is for the sub-account if one has been defined.

If you open the Account Lookup you will see the following screen.

e @ ntips/ocalhost:s6367/AccountsPayable/f SO+ (& | @ Accounts Payable Register
45 Add

Proyeay e et o Ui Amount
= E &

Account Lookup $000

s
commree [« | o T—
Account TYpe| ** any type *** v Account Title contains

Salaries

Compensated Absences
Legal

Travel

Accounting

Audit Costs

Sundry Admin. Expense
Water

Electricity

Gas

]
b
]
2
2
b
2
b
]
b
1

As you can see from the Account Lookup window, the accounts that can be selected are

listed along with the P icon. 1 you click on this icon it will select that account and place it
into the account number entry.

You can filter the list of accounts shown. In this example, 11 has been entered into the
Account Number box. Only G/L Accounts whose number begins with 11 will be included in
the list. Likewise, if you enter *21*, then only G/L Accounts whose number contains 21 will
be included in the search. The * acts as a wild-card for the search.

You can also select the account type to include. This example shows any type but you can
restrict your list to Assets, Liabilities, etc.

In addition to filtering on the account number and the account type, you can also filter on
the account title by entering that into the Account Title Contains box. As with the account
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number, the * acts as a wild care so if you were to enter *Cash*, the list of accounts shown
would be limited only to those accounts containing the word Cash in their title.

If you change any of the Account Lookup filters, you must click on the “Siicon. To reset the
Account Lookup filters to the default, click the & icon. Finally, if you would like to exit
without selecting an account, click the B icon,

After entering or selecting the G/L Account Number, you can enter the memo to describe

the entry. This entry is optional but if entered, it cannot exceed fifty (50) alphanumeric
characters.

Finally, enter the Distribution Amount for this line item. If you are only entering a single
manual distribution for this register transaction entry, then this should be the full amount.
However, if there will be multiple manual entries or a combination of manual entries and
accounting codes, then enter the portion of that entry for this amount. The sum total of all
distribution amounts must be exactly equal to the total transaction amount. In other words,
the account distribution for the bank register transaction must be 100%.

4.8.4 Deleting Bank Register Entries

If your agency is setup to allow it, you may delete a bank register entry. If the iconis
shown, then chance are, you will have the option of deleting the entry.

To delete a bank register entry, click on the #icon. The following screen will appear.

e @ http://localhost:56367/Accot ,0 - o @A(cgum; Payable Register

Robert Hill (SA) A

' Brandenburg Housing Authority
>
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable Bank Register

| Delete Entry

Entry Date | 2/8/2017
Entry Type Manual Check

Description |Reimbursement of Travel Expenses

Paid To (for paymenls)|‘jum P —

Eniry Amourt 545 06

Reason for Dekete | |
0 of 50 characters
Invoice(s) can be paid again (®) Yes -inwices can be selected for payment again (i.e. misprint)
(g ez O No - inwoices cannotbe selected for payment again

| Delete Entry || cancel Delete

You are required to enter the Reason for Delete so that the system can log the activity. Also,
if the entry that you are deleting is the result of payment of invoices, then you have the
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option of setting the invoices so that they can be selected for payment again. This is the
default behavior. If you choose No for this entry, then the invoices will not be available for
selection in the Pay Invoices option.

Once you have entered the reason for deleting, and have optionally set the invoice option,
click the [Delete Entry] button. You will be prompted to confirm the delete.

NOTE: Any time that you delete a bank register entry, the activity is logged.

To cancel the delete, click the [Cancel Delete] button and you will be returned to the bank
register and no deletion will occur.

4.8.5 Printing a Check using the Quick Print Option

If you have unprinted checks in your register, perhaps due to the entry of manual checks,
you can print them quickly through the bank register by clicking on the @ icon. This will
allow the check to be printed, and then the check number recorded, all in one simple
process.

To Quick Print a check, click the @ icon. The following page will appear.

e \@ http://localhost:56367/Accol ,0 - O @A(coums Payable Register .7 toh ©

Robert Hill (SA)

' Brandenburg Housing Authority
4
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Bank Register

| Confirm Check Printing

Check Date |1/30/2017

Vendor Name | Ajt Supplies

Check Amount |$327 55
CheckNumber (1118 =

| Preview Check || Continue H Cancel I

The check date, vendor name and check amount are shown. Also, the next check number to
be used for this bank account is shown by default. You can change this number if the check
that you will be printing is on a different check. Once you have confirmed the check number,
click the [Preview Check] button. You will be prompted to open the check document as
shown below.
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e' ‘@ ttp://localhost56367/Accor O ~ & H (2 Accounts Payable Register % ‘ |

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable Bank Register

Confirm Check Frinting

Check Date 1/30/2017

Vendor Name|AJt Supplies

Check Amount|$327 55
S T

Do you want to open or save AP Check.pdf (46.0 KB) from localhost?

Click the [Open] button to open the check preview document. You can use this document to
print your check.

NOTE: When printing the check, or any other pre-printed form, you must make sure that
you choose Actual Size when sending the check to the printer. Any other setting will result
in improper printing of the check. The dialog window should look similar to the following
when you send the check to the printer.

print

Prigter: | HP Laserlet 3055 PCLG Class Driver ~ | properties Agvanced

Copies: |1 o [ print in grayscale (black and white)
saveink/toner @

Pages to Print Comments & Forms
@ an Document and Markups

Current page .
Summarize Comments

Pages [

* More Options Document: 83 x 11.7in
8511 Inches

Page Sizing & Handiing (D)

Poster Multiple

Ocustom Scale:  [100 %

[ hoose paper source by PDF page size

® Auto portrait/landscape
O Portrait
O Landscape

After sending the check to the printer, you MUST click the [Continue] button. This tells the
Quick Print process that the check has finished printing. Next, you will see the following

page.
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e' @ httpy//localhost:56367/Accol O ~ & (2 Accounts Payable Register %
User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

network.net

Accounts Payable Bank Register

T
Vendor Na’“e|AJl Supplies
CheckAm:)unt
CheckNumber

Confirm printing (®) Yes - check printed correctly
() No - check printed incorrectly

| Cancel " Finish

Next to Confirm printing, choose Yes if the check printed correctly, or No if the check did
not print correctly, and then click the [Finish] button. The check will be recorded in the
bank register.

4.8.6 Printing a Payment Distribution and Remittance Report

If you need to print out a Payment Distribution and Remittance Report, click on the i~ icon
next to the payment. The report viewer will appear with a preview of the report.

NOTE: This option is only available on checks that were the result of Payment of Invoices.

4.8.7 Voiding or Cancelling a Register Entry

If you need to cancel a bank register transaction, or you need to void a check, you can do
this through the bank register by clicking on the <& icon. When you do, the following page
will appear.
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e @ nttp://localhost56367/Accot O ~ & (2 Accounts Payable Register %

Robert Hill (SA)

’ Brandenburg Housing Authority
=
network.net

Home | Help | Maintenance | Lockup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders A

ing Reports Email Reports TWAIN Example Scan Document

Accounts Payable Bank Register

([ Void Payment

oo 30017
Paid To | Ajt Supplies
Payment Amount | $327 55
CheckNumber

Descfipﬁm|5upplies for furnace in building #3
Reason for Void |

00f50 characters
Invoice(s) can be paid again @) Yes -inwoices can be selected for payment again (i.e. misprint)

) No - inwices cannot be selected for payment again

| Void Payment || Cancel Void

The payment date, vendor name (paid to), check number and description of the bank
transaction will be shown. You will also be asked to enter the Reason for Void. In addition,

if the payment that you are deleting is a result of payment of invoices, you have the option of
specifying whether or not the associated invoices can be paid again.

If the type of the payment to be voided is a HAP payment, the void entry will look as shown
here.

Accounts Payable Bank Register

4V0ic| Payment

Payment Date | 4/1/2024

Paid To| Gliven Real Estate Trust, LLC
Payment Amount | $2 463.00 |
Check Number | 3365 ‘

Description | Payment of HAP(s)
Date Voided |4/1/2024

i

NOTE: If the Date Voided is different from the payment date, a new adjusting transaction will be created.
Reason for Void | |

0 of 50 characters
Re-Issue this HAP Check? O Yes - Re-issue this HAP check for re-printing
® No - Just void this HAP check

| Void Payment H Cancel Void ‘

For a HAP check you have the option to re-issue the HAP check for re-printing. Otherwise,
you can just void the payment.
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Once you have made your selection and have entered the reason for voiding the check, click
the [Void Payment] button to void the check. To cancel the void, click the [Cancel Void]
button.

4.8.8 Reversing a Voided Check or Payment
If you ever need to reverse the void on a check or online payment, you can do this easily by
clicking on the Wicon. You will be prompted to confirm as shown below.

Message from webpage X

e Please confirm: Reverse the void on this voided check/payment?

oK Cancel

Click the [OK] button to reverse the void or click [Cancel] to cancel the operation.

4.8.9 Copying a Register Entry

If you see the "8 button in the Action column, then the transaction can be copied to a new
entry. When you click on the copy button, you will see the following screen.

Accounts Payable Bank Register

Copy Register Entry

Entry Date | 10/30/2023

Entry Type | Payment
Amount| $200.00 |
Transaction Info| Payment of invoices
Vendor (if applicable)  Galaxy Auto Body, Inc

New Entry Date | 12/8/2023 -

‘ Copy H Cancel

The information on the entry to be copied will be shown. You must enter or select the new
entry date and then click the [Copy] button to complete the process. Click [Cancel] to
cancel the copy process.
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4.8.10 Splitting a Payment into Multiple Payments
For any bank register entries that are the result of a payment of invoices, you can split the
entry up into multiple entries (or checks) by clicking on the “Sicon. In order for this to

happen, the entry type must either be a payment (of invoices) or an online payment (of
invoices.) When you click on the icon, the following page will appear.

e 2 nitpy//localnosts6367/Acco 2~ & | (B Accounts Payable Register e o ©

Robert Hill (SA)

’ Brandenburg Housing Authority
_J
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable Bank Register
| Spiit Payment

Payment Date |2/7/2017

Paid T0|Hampden Technologies, Inc

Payment Amount |$450.00

Description |Payment of A/P Inwoice(s)

[Spit Payments || cancel spit |
Select the invoice(s) to split to a new payment and then click [Split Payments]

buoce e oo

O 11/212016 Monthly support agreement
L1

11/212016 ‘Month\ysupporlagreemem

The information on the register entry will be shown along with each invoice that makes up
the entry. There is a check box in the Selection column. For each invoice that should be
removed from this entry and made into its own entry, check the box. All of the invoices

selected will be split into a new, single payment. The remaining invoices will stay with this
register entry.

Once you have made your selections, click the [Split Payments] button. You will be asked

to confirm. If you click [OK], the selected payments will be split into a separate payment for
the specified vendor.

To cancel the process, click the [Cancel Split] button.

4.8.11 Changing an Entry Date

You can change the date of an entry by clicking on the #icon next to the date in the register.

The date will change to an edit box and you will see an icon for saving (H) and an icon to
cancel the edit ().
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4.8.12 Flagging a Check for Reprinting

If you need to reprint a check you can click on the Wicon next to the check number. This
will prompt you first, and if you click the [OK] button, will send the check back to the print
queue so that you can reprint it.

4.8.13 Changing a Check Number

If you need to change a check’s number, click on the “= icon next to the check. A window
similar to the following will appear.

e @ nttpy//localhosts6367/Accoun O ~ O (2 Accounts Payable Bank Reg.. w0y @

Robert Hill (SA)

’ Brandenburg Housing Authority
Yy 4 help deskISSUes open or pending.
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Bank Register

- Change Chec k Number

Check Date |5/5/2017

Current CheckNo. {1161

New Check Number [1162

Change

You can either enter the check number directly next to the New Check Number entry, or you
can click the up/down arrows to the right to change the number.

NOTE: The check number must be a unique check number with one exception. You can
repeat a check number if there is no similar number within 180 days.

Once you have changed the number to the correct check number, click the [Change] button
to complete the change. Click [Cancel] to abort the changing of the check’s number.

4.8.14 Viewing/Printing a Facsimile of a Check
From time to time, you may need to print a facsimile of a check. You can do this by clicking

on the &# icon next to the check. A preview of a check will appear which you can download
and print if needed.

4.8.15 Marking a Register Entry as Cleared

When you are getting started with the bank register, it may be necessary to manually mark
a transaction as having cleared the bank. Normally, transactions are marked as cleared
through the bank reconciliation process. Also, when starting up your first bank
reconciliation, there is an option to mark all transactions prior to a specific date as cleared.

Nevertheless, you may still be required to manually mark one or more entries as cleared. To
do this, click on the ¥ icon in the Cleared column. Note that this will only be available if the
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transaction has not previously been marked as cleared through a bank reconciliation
process. Also, it will not be available for any voided check or cancelled bank register entry.

4.8.16 Editing the Memo/Description of a Transaction

You can change the default memo of a payment or any transaction in the bank register by
clicking on the #icon next to the entry in the Memo/Description column. The column cell
will change to an edit box with an icon for saving () and an icon to cancel the edit (‘&).

4.8.17 Adding or Editing a Brief Transaction Description
You can assign or edit a brief description for any transaction in the register. To do this, click
the ¥ icon next to the entry in the Brief column. The column cell will change to an edit box

with an icon for saving (H) and an icon to cancel the edit (</).

4.9 Check Lookups

From time-to-time, you may need to locate a check but you are not sure of the check date. In
order to make it easier to perform this task, you can do a Check Lookup. When you click the
menu option for Check Lookup, the following screen appears.

Select Agency Bl -7 Check Lookup

&« ¢ @ - @ 1 L In @ e

Robert Hill (SA)

’ Brandenburg Housing Authority
P 4 help desk issues open or pending
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out

Lookup a Check

Check Lookup

Check Number [ 537 El

Lookup

Simply enter the check number that you would like to locate and then click the [Lookup]
button. If the check cannot be found, a message will be displayed indicating that. Otherwise,
the details of the check will be shown (as seen below).
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Lookup a Check

-‘ Check Details

Check Number | 1238

Bank Account| REV/
Check Date | 4/7/2020

Vendor Name | Acme Pest Control, Inc.

Check Amount| $697.63 |
Description | Payment of A/P Invoice(s)

Check Status | Check has not yet cleared the bank

1 of 2 - (Note: multiple entries found with same check number)

View ‘

Done H Next

The details for the located check are shown including the bank account, the check date, the
vendor name, the check amount, the description and the check status.

In this case, the check number searched (1238) was actually found in for two different
dates. Even though this is a rare instance, it is possible that the search will result in more
than one occurrence of a check number. When this happens, you can click the [Next] and
[Previous] button to navigate through each instance of the check as shown below.

Lookup g Check
| Check Details |

Check Number | 1238

Bank Account | REV
Check Date | 1/21/2021

Vendor Name | Aetna-Commonwealth of Mass.
Check Amount | $418.21 |

Description | Payment of A/P Invoice(s)

Check Status | Check has not yet cleared the bank

2 of 2 - (Note: multiple entries found with same check number)

Done H Previous | ‘ View |

When you locate the check that you are looking for, you can click the [View] button to see
this check in context within the bank register as shown below.
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Accounts Payable Bank Register

Registe Fiers
Bank Account Revolving - Starting Date 1/21/2021 i
Preset Dates Custom T =
vencar Fie (lqave blank for alliany vendor or landiord) X2 O mTzazs -
Sl i & @ 3 L B Reum loAccounts Payable meny
Action Date Number Cleared @ Payee Entry Type Description/Memo Brief PaymentiDebit  DepositiCredit Balance
1202021 Baginning Balance  Lf Beginning Baance - 31,360.17 $31.200.47
PXORCO= 1 owzon 1235 W@ - Astna-Commonwealh of Mass., | Payment A Payment of AP Inveica(s) it 41821 B 30,970.96
PEOR ¥ w2 126V W@ v Agtna-Commanweath of Mass.  Paymant ¥ Paymant of A/P Invaicais) ¥ 41821 - 3055274
P2HORO K QRTTPIIE Y= G ] v Asina-Commonwealih of Mass.  Payment ¥ Paymant of AP Invoica(s) ax 41821 - 3013453
P2EOR ¥z (1238 m @ v Astna-Commanweath of Mass. Payment f Payment of AP Invoicals) ¥ 41821 B 271631
PFORCO= ! iz |20V W@ v Asina-Commonwealh of Mass.  Payment ' Payment of AP Invoicals) a1 41821 - 23.208.10
ETOR ¥ 21202 (12007 W & - Commercs Insurancs Company  Payment & Payment of AP Invoice(s} # 66.50 E 2923260
P2EORO W £ w1 za ¥ W @ v Commerce Insurance Company  Payment i Paymant of A/P Invoicais) g 85.50 - 29.467.10
P2FOR ¥z 122V & @ 4 Commerce Insurance Company | Payment X Payment of AP Invoice(s) o 85.50 B 29,101.60
Date Number Cleared  Payee EntryType  Description Brief PaymentiDebit | DepositiCredit $29,101.60

The check will be highlighted so that it will stand out from the other entries in the bank
register.

Once you are finished viewing the check details, click the [Done] button and you will be
returned to the Lookup Check section where you can enter a new check number to lookup.

4.10 Bank to Bank Transfers

The Bank to Bank Transfers process is used to record a transaction where funds are
transferred from one bank account to another. The process is dual entry, where a

transaction is created in one bank account and an opposite transaction is created in the
other.

When you choose the Bank to Bank Transfers menu option, the page will appear as follows.

e @ http://localhost:56367/Accou ,O - O @ localhost

Robert Hill (SA)

’ Brandenburg Housing Authority
-
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Bank to Bank Transfer

Bank to Bank

From Bank| =** Select ™= W

To Bank| ** Select *** W

Description (To) | Transfer to {bankaccount}

Description (From) |Transfer from {bankaccount}

T T
Transfer Date|11/21/2016 | w

Accounting Code | ** Select ***

| Transfer ||

< >

The process of creating a bank-to-bank transfer involves choosing the bank accounts where
the funds will come and the bank accounts where the funds will be transferred to. The
following table defines each entry and its purpose.
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Entry Purpose

From Bank Select the bank account from which the funds will be
transferred.

To Bank Select the bank account to which the funds will be transferred.

Description (To)

Enter a description of the transaction that will be used in the
originating account. The {bankaccount} entry will be replaced
with the To bank account so you can use that as a placeholder.
You can also leave the default description if you like. This
entry will appear in the register for the From bank account.

Description (From)

This is the description that will appear in the bank register for
the To bank account.

Transfer Amount

Enter the dollar amount for the transfer.

Transfer Date

Enter or select the date of the transfer. The A/P period
associated with this date must be open.

Accounting Code

Select the Accounting Code from the list of available codes.
This will determine how the transfers are coded in each bank
account.

Once you have setup the transfer, click the [Transfer] button to complete the entries.

4.11 Processing Recurring Payments

If you have setup Recurring Payments from the Accounts Payable Setup menu, you then
must process these on a monthly basis. When you choose Process Recurring Payments from
the menu, the following page will appear.
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e |@ http://localhost:56367/Accountst O [} H @ Process Recurring Payments % | |

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Process Recurring Payments

Selection Fiters
Bank Account | *** AJ| =% N

?ﬁ ' Select All Select None Process D.ale‘”"z”2016 E ‘ Process

Action Bank Account Description Monthly Amount Payment Type

Monthly support agreement $225.00 Hampden Technologies, Inc
Landscaping $50.00 All Time Tree Care

Monthly Insurance Installment $228.75 Arbella Protection Insurance Co.

You can filter your recurring payments on a single bank account or you can choose to
include recurring payments from any bank account.

The list of recurring payments is shown. Each entry has a check box in the first column to
indicate selection. As with other procedures, you can click the Select All link to select all
payments, and you can click the Select None link to un-select all payments.

You must enter or select the Process Date. This will be the A/P Bank Register entry date for
all payments processed so make sure that this is correct.

Once you have made your selections, click the [Process] button. Each selected payment will
be posted to the bank register with the selected Process Date.

After clicking the [Process] button, a page similar to that shown below will appear.

e‘ |@ http://localhost56367/Accountst O = [} H @ Process Recurring Payments % | |

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Process Recurring Payments

Recurring Payments

e
EEREE Cl (previously processed)

Error Message
This recurring payment (Monthly Insurance Installment) is not fully distributed. This needs to be corrected through the Recurring Payment setup opfion
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As you can see from this image, 2 entries were processed and none were skipped. If we

were to run this again for the same period, none would be processed and 2 entries would be
skipped because they had already been run.

Notice also that an error message has been logged. The error message indicates that one of
the recurring payments selected for processing has an incomplete account distribution. This

must be corrected through Recurring Payment Setup before the payment can be
processed.

4.12 Bank Reconciliation

The Bank Reconciliation process allows you to reconcile statements from your financial
institution against your PHAnetwork Bank Register balance and details. The result of a
successful bank reconciliation is that all cleared bank transactions are accounted for, and

that the total of the debits and credits shown on the bank statement matches the totals in
PHAnetwork.

When you choose the Bank Reconciliation option from the Accounts Payable menu, the
screen appears as follows.

e @ http://localhost:56367 fAcco ,O - O @NP Bank Reconciliation

Robert Hill (SA)

' Brandenburg Housing Authorify
s
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Bank Reconciliation

Search Alters. << No Bank Reconciliations for this filter setting >>

Bank Account Starting Date|6/1/2016 -

Bank Rec_ Status (®) Open

Ending Dale | 1/31/2017 b
O Closed

O Any Status

G K

No bank recondiliations fall within the specified filter criteria.

<

>

First, select the bank account in the Search Filters area and then set the other criteria to see
if an existing Bank Reconciliation exists and may be in progress. If this is the first bank
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reconciliation you are doing for a bank account, click the = icon to start a new one. The
page will appear as follows.

e- )| @ ntep/ftocalnosts6367/4cc0 O+ € | @ A Bank Reconciliation x| |

User: Robert Hill (SA) A
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payrell Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Bank Reconciliation

Step1of 4 << No Bank Reconciliations for this filter setting >>

Bank Account | REV W

Statement Dale | 11/30/2016 3

Previous | Continue || Cancel |

Select the appropriate bank account, and then enter or select the statement date from your
bank statement. Then click the [Continue] button. The second step of the process will
appear as follows.

e- |@ hito/ocalhostss367/Acco 2 + & || @ ap Bank Reconciliation x| |

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payrell Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Bank Reconciliation

. . . . )
-ISlep 20f 4 No prior bank reconciliation exists for this bank account!

e
Statement Date | 11/30/2016
swgsms)

Ending Balance [

interest |0 0o

e T

First bank reconciliation for this account - select the cut-off date below. Any
transactions prior to this date can be designated as reconciled.

Cutoff dale |11/152016 b
Mark prior transactions (@) Yes - mark transactions prior to cut-offdate as reconciled
TEBELEE (O No - do not mark any prior fransactions .

Previous ” Continue H Cancel |

As you can see from the image above, this is the first bank reconciliation for this account.
The message in bold indicates that you can specify a cut-off date and then allow the system
to automatically designate any transactions on or prior to that date as previously cleared.
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This is necessary to ensure that the only outstanding entries in your bank register are those
that genuinely have not yet cleared the bank. Usually there is a point in time (date) where
all of your bank’s activity has cleared the bank. This is the date that you need to use.
Essentially, this will be the date prior to the oldest outstanding (non-cleared) bank register
entry.

This will take care of most of the historical information in your bank account, assuming you
have been using the A/P system for a period of time without running a bank reconciliation,
or if you have converted history from another Accounts Payable system. However, there
may still be some transactions that have cleared in bank statements prior to the first
statement you are processing and are inter-mingled with non-reconciled entries. In this
case, you will need to mark these as cleared, directly through the bank register. Please see
the section on managing your Bank Register for more information on this.

The following information needs to be entered in step 2 of the bank reconciliation process.

Entry Purpose

Statement Date The statement date was entered in the prior step and is re-
stated her for informational purposes.

Starting Balance Enter the starting balance from the bank statement
Ending Balance Ending the ending balance from the bank statement
Interest If any interest was earning and reported on the bank

statement, enter that here

Service Charges If any service charges were incurred and reported on the bank
statement, enter the sum total of those here

Cut-off date If this is the first time you are reconciling the bank account,
specify the cut-off date prior to which all transactions should
be marked as cleared

Mark Prior Choosing Yes here will mark all transactions prior to the
Transactions specified cut-off date as cleared.
Reconciled

If you choose No, then no transactions will be marked

The following screen image shows the summary information for a typical bank
reconciliation. In this case, this is the first bank reconciliation we are doing for this bank
account so we have indicated that the cut-off date is 10/31/2016 and that any transactions
on or prior to this date should be marked as cleared.
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e‘ ’:-|@ http://localhost:56367/Accc ,O v 0 ” @A/P Bank Reconciliation x ‘ |
User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority
network.net
Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan
Document
Bank Reconciliation

Select cleared transactions by clicking the check boxes

Bank Account | R E\/

11/3012016
9142 56

Statement Date
Starting Balance

Ending Balance | 781643
Interest

Service Charges

Previous ” Continue ” Cancel

Once you have entered the summary information from the bank account, click the
[Continue] button to proceed to Step 3. The page will appear as follows.

)| @ ntipyacatnosts6367/Accc O = Cr || @ Arp Bank Reconciliation x‘ |

Ge‘lw_oﬁ(._no_t A

Bank Reconciliation

Select cleared transactions by clicking the check boxes

waccon ey |
Statement Date |11/30/2016 interest|$0.00
Cut-off at statement date? @) ves () No Service Charges |$0.00
Checks/Debits - Click to show DepositsiCredits ~ Checks/Debits |51 326 13
Update Selediions Deposits/Credits |$0_ 00
Seled All Select None Ending Balance [$7.816.43

Starting Balance |$9, 14256

Continue

Previous "

11/18/2016

Payment

§$571.40

Stalement Balance |$7, 816.43

Description
Paymentof A/P Invoice(s)

| Vendor Name
AA Rental Center

11182016

Payment

$525.00

Paymentof A/P Invoice(s)

Acme Pest Control

11212016

Manual Check

$560.00

Landscaping

All Time Tree Care

11212016

Payment

$195.00

Paymentof A/P Invoice(s)

AS| FLEX

11/21/2016

Payment

$220.73

Paymentof A/P Invoice(s)

NSTAR ELECTRIC

0O &O0E &

11212016

Payment

$275.36

Paymentof A/P Invoice(s)

AA Rental Center

Previous | ‘

Continue H

Cancel
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In this step, you identify which transactions have cleared the bank. As you complete this
process, you can periodically click the Update Selections link to update the Statement
Balance shown. The Statement Balance should match the ending balance shown on your
bank statement. This is based on the beginning balance entered, plus and cleared deposits,
plus any interest earned, minus any cleared debits (checks or online payments) minus any
service charges.

Once the bank reconciliation is in balance, both the Ending Balance and the Statement
Balance will match, and will be highlighted in bold text, as show in the example above.

Other options available in Step 3 are described below.

Option Purpose

Cut-off statement date | If you choose Yes, then only transactions up through the
statement date will be shown. This is the default behavior.

Choosing No will include all transactions.

Update Selections Clicking this will update the summary information shown to
include all marked bank account transactions

Select All Choose this to quickly check off all transactions shown. You
can then uncheck any specific items that have not cleared.

Select None Choose this option to quickly uncheck all transactions shown.

Once you have completed step 3 you can click the [Continue] button. The screen will
appear as follows.
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e @ http://localhost:56367/Accol p - O @NP Bank Reconciliation AR -

Robert Hill (SA)

' Brandenburg Housing Authority
~
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Bank Reconciliation

Step 4 of 4
Bank Account |REY

Statement Date | 11/30/2016

Starting Balance 59, 142,56

Interest |30 00

Service Charges |$0.00

Checks/Debits |§1 32613

Deposits/Credits |$0.00

Ending Balance |§7,816.43

Statement Balance |$7,816.43

Close reconcliation now? () Yes - close reconciliation now

® No - do not close reconciliation now

e | e

<

The summary information from the bank reconciliation is displayed. Once again, if the
ending balance calculated based on the selected transactions matches the bank account
statement balance, then the bank reconciliation is in balance. It will give you the option of
closing out the bank reconciliation now or you can leave it open if you still have work to do.
At this point, you can click on the [Report] button to get a bank reconciliation report. You
can click on the [Finish] button to finish and exit the bank reconciliation process.

4.12.1 Uploading a Bank Statement Scan/Hardcopy

You can upload a scanned image or downloaded PDF of your actual bank statement to save
along with your bank reconciliation. This will allow you quick and easy access to the actual
bank statement should you need to refer to it at any point in the future.

In step 2 of the bank reconciliation process, there is a [Browse] button that you can click on
to browse for a PDF document on your computer. NOTE: The document must be a scanned
PDF in order to upload it to PHAnetwork. Once you have selected the file, click on the 8]
icon to upload the file. Once you click the [Continue] button the uploaded file will then be
associated with the bank reconciliation. The screen print on the next page shows where this
can be done.
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< A/P Bank Reconciliation X | 4+ = O X
&« - O ') &) https://www.phanetwork.net/AccountsPayable/frmAPBankReconciliation.aspx ?‘.‘{ ‘:E Z, IE
User: Robert Hill (SA)

Agency: Brandenburg Housing Authority

network.net

Bank Reconciliation

-| SIE§ 20f4

Bank Account [BBT

Statement Date (4/30/2019
Starting Balance |114603.94
Ending Balance [141146.44
Interest |0.00
Service Charges |0_.00

Scanned PDF Name |NYMY 1000-BANKREC-808-2019620-09-46 pdf

Browse for Statement Scan
(PDF)

Browse._ |2 <- Upload after browsing

Previous || Continue || Cancel

Once the file has been uploaded, you can view it at any time will viewing your list of bank
reconciliations. Just click on the B button next to the bank reconciliation to view the
uploaded bank statement. See the following screen print for an example of this.

<] A/P Bank Reconciliation ‘ + v = [m| >4
&« - O ') &) https://www.phanetwork.net/AccountsPayable/frmAPBankReconciliation.aspx ?‘.‘{ ‘:E Z, IE
User: Robert Hill (SA)

Agency: Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports

-| Search Filters

Bank Account |Brandenburg Bank & Trust Starting Date [1/1/2019 ~
Bank Rec. Stalus (@) Open

Ending Date [7/31/2019
O Closed =

@] Any Status

1 Bank Reconciliation found — Show:

Bank Account Account Description Statement Date Ending Balance Status

Brandenburg Bank & Trust 4/30/2019 $141,146.44 Open

4.12.2 Editing an Open Bank Reconciliation

If you have a bank reconciliation that you have started but not yet completed, you can edit
this by clicking on the #= next to the bank reconciliation. You may need to adjust the search
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filters accordingly. If so, click the *Siicons once you have done that to refresh the list of bank
reconciliations shown.

4.12.3 Printing a Bank Reconciliation Report

You can print a bank reconciliation report at any time by locating the bank reconciliation
and then clicking on the @ icon. This will load the bank reconciliation report for that
particular bank rec.

4.12.4 Re-Opening a Closed Bank Reconciliation

If you have a previously closed bank reconciliation that you need to re-open for any reason,
just click on the &' icon next to the bank reconciliation. You will be prompted to confirm,
and if you click [OK] the bank reconciliation will be re-opened for further editing.

4.13 Processing Payroll Service Records

If you use a Payroll Service to process your payroll, you still need a way to account for the
checks paid to your employees as well as any taxes withheld and deductions for employee
benefits. PHAnetwork provides an easy method for recording this information for each
payroll that is processed by an outside vendor.

Before starting this process, you need to make sure that you have Accounting Codes setup
for each type of pay (Administrative salaries, Maintenance Salaries, etc.), for each tax
withholding (Federal Income Tax, Medicare, State Income Tax, etc.) and for any deductions
(Health Insurance, Retirement, Long-Term Disability, etc.). In addition, assuming you are
paying this vendor a management or service fee, you will need to have an Accounting Code
setup to record that fee.

For more information on setting up Accounting Codes, see Accounting Codes in this user
guide.

4.13.1 Recording your Payroll Service Record
To record a payroll service record, choose Process Payroll Service Records from the
Processing area. The screen will appear as shown below.

137



Accounts Payable

Payroll Service Records

Intro

This process is used to record expenditures and liabilities for payroll services performed
by outside vendors.

You will enter Gross Pay, withholdings and deductions, and if applicable, any
management fee charged by the vendor.

When the Payroll Service Record is released to the bank register, it will create the
required payments and will charge the appropriate G/L Accounts.

Exit || Continue ‘ L] Do not show this introduction again

The first section shows instructions for recording your payroll service record. You can click
the check box next to Do not show this introduction again if you no longer need to see
these instructions.

Click the [Continue] button to proceed or click the [Exit] button to return to Accounts
Payable. When you click [Continue] you will see the following screen.

Payroll Service Records

New Payroll Service Record |

™
b

Processing Date | 11/21/2023

Previous Continue

Enter or select the processing date for this payroll. This will be the date used to record the
entries in the bank register for the Gross Pay entry, the Withholdings/Deductions entry and
any Management Fee entry. Once you have selected or entered the date, click the
[Continue] button and you will be prompted to confirm as shown here.

www.phanetwork.net says

Create a new Payroll Service record for this processing date?

Click [OK] to proceed, or click [Cancel] to cancel and re-enter a new date. Once you click
[OK] you will see the following screen.
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Payroll Service Records

| Payroll Service Record |
Processing Date ‘ 11/21/2023
Vendor | E &
Bank Account | (Select)  ~

Entry Type ® Online Payment O Check
Management Fee ‘ 0_00‘

Mgmt. Fee Accounting Code (Select)

‘ Previous H Wages H Taxes/Deduct

The selected processing date will be filled in. You must next select the vendor that
processed your payroll. You can enter part of the vendor’s name and then click the lookup

button (El) to lookup. The result will appear as follows.

L

Vendor Lookup

s
Vendor name... | gce |
Account Type | *** any type *** ~
Action Vendor Name Address Telephone ContactPerson
D Ace Payroll Service 1297 Belmont Street

Click o the blue arrow button or click on the vendor’s name to select.

After selecting the vendor, choose the bank account that will be used to record your payroll
transactions, select the entry type (online payment or check (manual)), set the management
fee charged by your vendor and select the Accounting Code which will be used to record
your management fee. The completed entry is shown here.

Payroll Service Records

|Payroll Service R| sord |

Processing Date ‘ 11/21/2023 ‘
Vendor | Ace Payroll Service | Blo
Bank Account| BBT v

Entry Type (® Online Payment O Check
Management Fee 63.95 ‘

Mgmt. Fee Accounting Code | Standard Distribution

Previous H H Taxes/Deduct ‘
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Click the [Save] button to save your changes. Then, click the [Wages] button to begin
entering your gross wages as shown below.

Payroll Ser\iice Records

Gross Wages Payroll Service Record Saved
Processing Date | 11/21/2023

‘ Done H

\No wages found for this payroll service record - click the [Add] button to add one

The first time you process, you will need to click the [Add] button to add your gross wages. Each time
thereafter, you will only need to edit the amounts as each new payroll service record will be a
duplicate copy of the prior payroll service record.

4.13.2 Recording Gross Payroll Entries

Description | Admin. Salaries

Gross Amount §693.87
Accounting Code| Admin Salaries "|
Save & Prev H Save & Next H Save H Cancel

Enter a description for the gross wage type, enter the gross amount and select the Accounting Code.
Click the [Save] button to save the entry.

Click [Save & Prev] to save this entry and return to the previous gross entry (if any).

Click [Save & Next] to save this entry and advance to the next gross entry (if any).

Click [Cancel] to return to the Payroll Service Record.

Payroll Service Records

Gross Wages
Processing Date | 11/21/2023

® Admin. Salaries $6,603.87 Admin Salaries
&

2 Maintenance Salanes $4,387.26 Maintenance Salaries

$10,081.13
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4.13.3 Recording Tax Withholding and Deduction Entries

To record your withholdings and deductions, click the [Taxes/Deduct] button. If this is the
first time you are recording your payroll, click the [Add] button to add a new entry. You will
see the following screen.

Net Type (@) Withholding
O Deduction

Description

Amount 0|

Accounting Code | (Select) ”l

Company Match ) Yes (®) No
Match Accounting Code (Select)

| Save & Prev H Save & Next H Save || Cancel |

Select the type of this entry as either a tax withholding entry or a deduction. Then, enter the
description, the amount of the withholding or deduction and select the Accounting Code. If
the company will match this amount (i.e. Medicare withholding), select Yes. If you have
selected Yes to Company Match, choose the Match Accounting Code. A completed entry is
shown here.

NetType (®) Withholding
O Deduction
Description | Federal W/H
Amount 978.55
Accounting Code | Federal Tax W/H v|

Company Match O) vas ® No
Match Accounting Code (Select)

Save & Prev H Save & Next H Save H Cancel

Click the [Save] button to save the entry.

Click [Save & Prev] to save this entry and return to the previous withholding/deduction entry (if
any).

Click [Save & Next] to save this entry and advance to the next withholding/deduction entry (if any).

Click [Cancel] to return to the Payroll Service Record.

4.13.4 Deleting a Payroll Service Record

You can delete an unreleased payroll service record by clicking the $ button. You will be
prompted to confirm first, but if you click [OK] the payroll service record will be deleted.
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4.13.5 Releasing Payroll Service Records to the Bank Register

Once you have completed your payroll service record, it can be released to the bank
register. This will create up to three (3) entries to record your payroll. There will be a full,
Net-Pay entry which includes your Gross entries reduced by all of your
withholding/deduction (net) entries.

There may also be an entry to record the liabilities for any tax withholdings. In addition,
assuming you are paying a management service fee, there will be a separate entry to record
this.

To release your payroll service record to the bank register, click the “ button. You will be
prompted to confirm this process. Once you click [OK] the entries will be created in the
bank register.

4.13.6 Reversing a Payroll Service Record Release

You can reverse the release of a payroll service record assuming that the period for which it
was released is open and unlocked. If it is, you will see the ' button. When you click on
this, you are asked to confirm. If you click [OK], the payroll service record will be removed
from the bank register. You will then be able to make changes to the Payroll Service Record
or delete it.

4.14 Preparing Tenant Deposits

The process of preparing tenant deposits involves selecting a date or range of dates,
selecting a bank account, and then transferring any applicable cash receipt entries to the
bank register as a bank deposit. The purpose of this is to record a bank deposit that you will
send to the bank. Later on, this deposit will be part of the bank reconciliation process and it
will affect your bank account balance.

When you choose Prepare Tenant Deposit from the Accounts Payable menu, the
following page will appear.

Bab Hill (SA)

’ Brandenburg Housing Authority
]
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |
AP [,COM) Accounts Payable Fixed Assets General Ledger GILC Payrall P Orders A Reports Email Reports

Prepare Rental Deposit

1 Step 1 - Specily Depesit Date/Bank Account
Starting Deposit Date| 1 2/8/2016

o
|
e

Ending Deposit Date| 12/8/2016 =]
Bank Account| Brandenburg Bank & Trust -]
Program Type (%) Public Housing

O Leased Housing

Continue Cancel
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Set the starting and ending deposit dates to include, and select the bank account for the
deposit you are preparing. Choose whether the deposits are coming from Public or Leased
Housing tenants, and then click the [Continue] button. A list of unposted cash receipts that
fall within the specified range of deposit dates, and whose related program uses the
specified bank account will appear as shown in the page image below.

e \?;\' http://localhost:56367/Acco 9 - O @Prepare Rental Deposit 5.7 207 (&
| Step 2 - Select Payments to Include N
Deposit Date Start |12/8/2016
Deposit Date End 12/8/2016
e T

Previous Continue

SelectAll SelectNone

| _Action | DepositDate Payment Daie | Amount | CheckNumber | Description |

12/8/2016 12/8/2016 $719.00 263999 Payment
12/8/2016 12/8/2016 $106.00 0168 Payment
12/8/2016 12/8/2016 $279.00 249 Payment
12/8/2016 12/8/2016 $104.00 Payment
12/8/2016 12/8/2016 $50.00 08-523068222 Payment
12/8/2016 12/8/2016 $100.00 699 Payment
12/8/2016 12/8/2016 $179.00 Payment
12/8/2016 12/8/2016 $317.00 Payment
12/8/2016 12/8/2016 $400.00 Payment
12/8/2016 12/8/2016 $549.00 Payment
12/8/2016 12/8/2016 $103.00 Payment
12/8/2016 12/8/2016 $150.00 Payment
12/8/2016 12/8/2016 $395.00 Payment
12/8/2016 12/8/2016 $552.00 Payment
12/8/2016 12/8/2016 $210.00 938 Payment
12/8/2016 12/8/2016 $1,125.00 462 Payment
12/8/2016 12/8/2016 $265.00 1382 Payment
12/8/2016 12/8/2016 $231.00 08-510878135 Payment
12/8/2016 12/8/2016 $200.00 08-354502307 Payment
12/8/2016 12/8/2016 $243.00 192 Payment

O
U
O
U
O
]
O
U
O
]
O
U
O
]
O
U
O
U
O
0

To select a payment for inclusion in the deposit, click the check box next to that payment. To
deselect a selected payment, click the check box again and the check mark will be cleared.

If you would like to select all payments shown, click the Select All link. To clear all of your
selections, click the Select None check box.

Once you have made your selections for the deposit, click the [Continue] button. The next
step will appear as follows.
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- O X
e @ nttpy//ocalhosts6367/Acco O + G (2 Prepare Rental Deposit {n w0 @

Robert Hill (SA)

’ Brandenburg Housing Authority
o~
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument
Prepare Rental Deposit

Step 3 - Prepare Deposit

Deposit Dale | 12/8/2016 3

Bank Account |R Ey/

Deposit Amount ($3 056.00

Previous || Continue

This step (#3) shows you the total amount of the cash receipts selected for the deposit total.
It also shows the bank account. In addition, the deposit date is set to the latest date of the
payments selected. In other words, if you had entered cash receipts over a two-day period
and some of the deposit dates were for one date, and the others were for the next day, the
latest day would be shown here. You can override this date, but whatever date you choose
will be the entry date in the bank register when the deposit is posted. In addition, if the date

selected does not match the deposit date originally recorded for the cash receipt, then the
cash receipt will be updated to reflect the new date.

After you have confirmed and/or changed the Deposit Date, click the [Continue] button to
proceed to the next step. You will be prompted to confirm the preparation of the rental

deposit. To confirm, click the [OK] button. To cancel, click the [Cancel] button. If you choose
[OK], the next step appears as follows.

e @ nttp//localhost56367/Acco O ~ & | (B Prepare Rental Deposit Mm@

Robert Hill (SA)

' Brandenburg Housing Authorify
s
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payrell Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Prepare Rental Deposit

Step 4 - Process Complet
Deposit Date (12/8/2016

R T
Deposit Amount |$9 060.00

The deposit has been prepared. It has not yet been released to the bank account.

[ stat Again || view Deposits H Exit
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The message indicates that the deposit has been prepared. However, it has not yet been

released to the bank account. There is a second step that is covered in the next section
(Releasing Tenant Deposits).

If you would like to prepare another deposit, click the [Start Again] button and you will be
returned to the start of the process. If you would like to view your prepared deposits, click
the [View Deposits] button. This will take you to the area where you will release the
deposits to the bank account.

To exit simply click the [Exit] button.

4.15 Releasing Tenant Deposits to Bank Register

Once you have created a tenant deposit it is ready to be released to the bank register. Until
you complete this process, the tenant deposit will not appear in the bank register. To
release a rental deposit to the bank register, choose View/Release Tenant Deposits from
the Accounts Payable menu. The page will appear as follows.

e @ http://localhost:56367/Acco O [¢] \@ Tenant Deposits r J'7 & (@)

Robert Hill (SA)

’ Brandenburg Housing Authority
/
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payrell Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Tenant Deposits
-[Sealch Fiters

Starting Date |12/1/2016 - Deposit Status | Un-Released Only W
Ending Date |12/31/2016 it

1 RentDepositfound — Show:
_ Deposit Date Bank Account Deposit Total Release Status

1212/2016 REV ‘ ($4,003 ()D)|Notyei released

If you do not see the deposit that you would like to release, you can change the Starting and
Ending dates for the range and then click the S icon to refresh the results. Also, note that

you can filter your deposits on the Deposit Status. The options available are Un-Released
Only, Released Only, Cancelled Only or Any Status.
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To release a deposit, click the “& icon next to that deposit. You will be asked to confirm.

Message from webpage =

o Please confirm! Release this deposit to the bank register?

I OK H Cancel ‘

Click the [OK] button to release the deposit. Click the [Cancel] button to cancel the process
of releasing the deposit.

Once you release the deposit, a new deposit entry will be created for the selected deposit in
the bank register. The results of the released deposit are shown below.

a @ hiipy//localnosts6367/AccountsPayable/frmAPRegister. O v & | () Accounts Payable Register
User:  Robert Hill (SA)
Agency:  Brandenburg Housing Authority
network.net

Accounts Pay able Bank Register

Bank Account Startring Date12/1/2016 -
f Crr— P

Entry Type Description Brief PaymentiDebit | DepositiCredit
|4 11102016 | Beginning Balance | Beginning Balance ] \ - 720607
S GO B |X 1212006 | Deposit Deposit - Rental Receipts # Deposit- Rent \ 5 4,003.00

Balance
$7.,206.07
11,299.07

$11,299.07

Additionally, the original Cash Receipt entries in the tenant ledgers are now associated with
this deposit. At this point, they cannot be deleted from the tenant ledger unless the
associated deposit is later cancelled.

4.16 Deleting a Tenant Deposit

If you need to delete a rental deposit, first choose the View/Release Rental Deposits menu
option under Accounts Payable. Set the Status to Un-Released Only. Then, locate the
deposit that you would like to delete. The screen should look similar to this.

Tenant Deposits {

[Search Filters

Starting Date 7/1/2023 D' Deposit Status| Un-Released Only - I

Ending Date | 7/31/2023 [ﬂ

'S & ' Retum toAccounts Payable menu 1 Rent Depositfound —  Show: [ 10 -
Action Deposit Date Bank Account Deposit Total Release Status

@ = | 711302023 BBT $451.00 Not yet released
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NOTE: You cannot delete a rental deposit if it has already been released to the bank
register. Once it is released, the only way to delete the deposit is to void the bank deposit in
the bank register. Once you do that, the tenant deposit will no longer be associated with an
active deposit and can be deleted.

As a rule, you should not release a deposit to your bank register until you can
confirm that the deposit has been accepted and recorded with your bank.

Finally, click the & icon next to that deposit to delete it. You will be asked to confirm the
operation. Once deleted, the tenant cash receipts associated with the deposit are released
and can be used to create a new deposit.

4.17 Changing a Deposit Date
If you have a tenant rental deposit that still has not been released to the bank register, then

you can change the deposit date. To do this, click the #* button to view the details of the
deposit. Then, either enter or select the new deposit date as show here.

Tenant Deposits

.| Deposit Details |
Deposit Date ‘ 4/8/2025 ’:J
-« April 2025 W5 =

| Sun Mon Tue Wed Thu Fri Sat
30 1| 1 2 ] 4 5

6 7 8 9 10 " 12

13 14 19 16 17 18 19

20 21 22 23 24 25 26
% 27 28 29 30 2

4 9 10

bank account

[#%]

oo =

6 7

(]

Once you change the date, the [ Save ] button will be enabled. Click the [ Save ] button to
complete the change. The deposit date will be changed for each tenant payment associated
with this deposit and all of the activity will be logged.

4.18 Viewing Prior Tenant Deposits

In addition to viewing and releasing new tenant deposits, you can view prior tenant
deposits made in the past. You just need to set the starting and ending dates to the range of
dates that you would like to view. You also need to change the status to Released-Only.

When you click the S button, the list of deposits will be updated to show any done in the
past. You can click on the & button to view/print a report on each deposit listed.

4.19 Preparing and Working with Deposit Ledgers
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If you use Deposit Ledgers to track items such as security deposits, pet deposits or FSS

Escrow deposits, you can, through the Accounts Payable system, generate bank deposits
from transactions recorded in the ledger.

When you choose Prepare Deposit Ledger Deposit from the Accounts Payable menu, the
following page will appear.

‘f“f‘ http://localhost:52283/AccountsPayable/frmDLDepositPrepare.aspx v 0 || Search...

A Deposit Ledger - Prepare D... X | |7

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

4 help desk issues open or pending
network.net

Accounts Payable Fixed Assets General Ledger G/L C Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Deposit Ledger - Prepare Deposit

Step 1 - Select Deposit Ledger
Deposit Ledger | Pet Deposits v

l Continue I l Cancel

<

Select which deposit ledger you are working with and click the [Continue] button. The next
step is shown below.

e ( |@ https://www.phanetwork net/AccountsPayable/frmDLDep + ﬁ HampdenTechnalogie_o H Search...

& Deposit Ledger - Prepare D... % | [1 |

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GI/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Deposit Ledger - Prepare Deposit
Step 2 - Set Range of Dates

Deposit Ledger |Pet Deposits
Starting Deposit Date |7/16/2018 E

Ending Deposit Date | 7/23/2018 w:

Bank Account|FCU

Previous “ Continue I

Set the range of dates for the deposit ledger deposits that you would like to include and then
click the [Continue] button. The selection of deposits appears as shown in the next screen.
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(] X

6 l ".|@ https://www.phanetwork.net/AccountsPayable/frmDLDer ~ (@ HampdenTechm}Iogie_o H Search... o~ | {I‘I}

@& Deposit Ledger - Prepare D... % | [T |
User: Robert Hill (SA)

Agency: Brandenburg Housing Authority

network.net

Deposit Ledger - Prepare Deposit

Deposit Ledger | Pet Deposits
Date Range | From 7/16/2018 through 7/23/2018
Bank Account | FCU

Previous H Continue I

Select All Select None

Action Deposit Date Tenant Name Amount Description
7/18/2018 /Albert Costello 25.0000|Deposit Pet Deposit
Erica Bryson 25.0000|Deposit Pet Deposit

7/19/2018
7/23/2018 Elizabeth Jenners 25.0000|Deposit Pet Deposit

You can click the Select All option or you can check off the deposits individually by clicking
the check box next to the deposits. To clear your selections, click the Select None option.

Once you have made your selections, click the [Continue] button.

e 'Z: ~'|.@ https://www.phanetworknet/AccountsPayable/frmDLDe; ~ @@ HampdenTechnalogie_o H Search...

& Deposit Ledger - Prepare D... % | LT |
User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

network.net

Deposit Ledger - Prepare Deposit
([ Step 3 - Prepare Deposi |

Deposit Ledger |Pet Deposits
Bank Account | FCLJ

Deposit Date (7/23/2018]  x [w
Deposit Amount | $75.00

Note: After clicking the [Continue] button below, wait until Step 4 appears.
Do not click the button again or click the [Back] button!

[ Previous H Continue
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The total of the selected deposits is shown. In addition, the deposit date has been calculated
based upon the latest transaction date of the deposits selected. You can accept this date or
override the date to specify another date. When you are done, click the [Continue] button.

Message from webpage >

o Please confirm. Prepare the deposit ledger deposit as specified?

9] 4 Cancel

Click the [OK] button to prepare the deposit ledger deposit. Click the [Cancel] to cancel the
process.

e & https;//www.phanetwork.net/AccountsPayable/frmDLDep ﬂ HampdenTechnclogie‘.‘o Search... 9 - {rﬁ PRI u
& Deposit Ledger - Prepare D... LT
Robert Hill (SA)

' Brandenburg Housing Authority
|
network.net

Home | Help | Maintenance | Lookup | My Profile | A ing | |

Appli | Facilities | Tasks | Administration | System Admin | Sign Out |

Deposit Ledger - Prepare Deposit

Deposit Ledger | Pet Deposits
Deposit Date | 7/23/2018
Bank Account | FCU

Deposit Amount | $75 00

The deposit has been prepared. It has not yet been released to the bank account.

Start Again || View Deposits | Exit

The message indicates that the deposit has been prepared. You can choose from one of the
following options.

[Start Again] Start over with a new range of dates and/or deposit ledger.
[View Deposits] View prepared deposits for release.
[Exit] Exit to the Accounts Payable menu.
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4.20 Releasing Deposit Ledger Deposits to the Bank Account

After preparing deposit ledger deposits, the next step is to release them to the A/P Bank
Register. To do this, choose View/Release Deposit Ledger Deposits from the Accounts
Payable menu. The following screen will appear.

- O X
e @  https://www.phanetworknet/AccountsPayable/frmDLDer ~ @@ Hampden Technologie.. (% | Search. o~ }UtD __ -'
& phanetwork.net n

Robert Hill (SA)
’ Brandenburg Housing Authority
_
network.net

Home | Help | Maintenance | Lookup | My Profile | A ing | | Appli | Facilities | Tasks | Administration | System Admin | Sign Out |
Accounts Payable A/P (New) Fixed Assets General Ledger GI/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Deposit Ledger Deposits

Search Filters

Starting Date | 7/1/2018 Deposit Status | Un-Released Only v

Ending Date | 7/31/2018

1 Deposit Ledger Deposit found - Show:

Action Deposit Date Bank Account Deposit Total Release Status

$75.00 |Not yet released

< >

Set the range of dates as necessary to include the deposit(s) that you will be releasing. You
can also set the Deposit Status to the desired status. The default is to include only un-
released deposits, but you can also view released deposits in case you want to print a report
or view deposit details.

To release a deposit, click the “ icon next to that deposit. You will be asked to confirm.

Message from webpage X

o Please confirm! Release this deposit to the bank register?

Click the [OK] button to release the deposit. Click the [Cancel] button to cancel the process
of releasing the deposit.

Once you release the deposit, a new deposit entry will be created for the selected deposit in
the bank register. The results of the released deposit are shown below.
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- O X
e @  httpsy//wwaw. /frmAPRegister.aspx ~ @ Identified by DigiCert € | Search... P~ =
& Accounts Payable Bank Reg..
Robert Hil (SA)
) Brandenburg Housing Authority

| Help | | Lookup | My 1 | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Bank Register

[ Register Filters |
Bank Account | First Credit Union hd Starting Date | 7/1/2018 -
Preset Dates | Custom v Ending Date 71312018 |w]

T LE

Number  Cleared © Payee Entry Type Description Payment/Debit DepositCredit  Balance

/302018 Beginning Beginning Balance - 258476

A 7232018 Deposit Deposit - Pet Deposits Liﬂ;gw - Deposit

Date Entry Type | Description Brief

4.21 Deleting a Deposit Ledger Deposit

If you need to delete a deposit ledger deposit, first choose the View/Release Deposit Ledger
Deposits menu option under Accounts Payable. Then, locate the deposit that you would like
to delete. Finally, click the #8 icon next to that deposit to delete it. You will be asked to
confirm the operation. Once deleted, the deposit ledger transactions associated with the
deposit are released and can be used to create a new deposit.

4.22 Preparing Portability Deposits

As with tenant rental deposits and deposit ledger deposits, you can also transfer payments
received through Portability Accounting (Section 8). The process of preparing the deposits
involves selecting a date or range of dates, selecting a bank account, and then transferring
any applicable cash receipt entries to the bank register as a bank deposit. The purpose of
this is to record a bank deposit that you will send to the bank. Later on, this deposit will be
part of the bank reconciliation process and it will affect your bank account balance.

When you choose Prepare Portability Deposit from the Accounts Payable menu, the
following page will appear.
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e' . @ nhttps//wwwph.. O v @ Ha.. & & phanetworknet x| [F| &
User: Robert Hill (SA) A
Agency: Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GJ/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Prepare Portability Deposit

Step 1 - Specity Deposit Date/Bank Account|
Starting Deposit Date |9/5/2017

Ending Deposit Date |9/5/2017

Bank Account| BBT

| Continue | [ Cancel I

< >

Set the starting and ending deposit dates to include, select the bank account for the deposit
you are preparing and then click the [Continue] button. A list of unposted cash receipts that
fall within the specified range of deposit dates, and whose related program uses the
specified bank account will appear as shown in the page image below.

e- i @ https/fwwwph. O ~ @ Ha. O & phanetworknet x|I|&

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

network.net

Prepare Portability Deposit

| Step 2 - Select Payments to Include |

Deposit Date Start | 1/5/2017

Deposit Date End | 9/5/2017
Bank Account | BBT

Previous ‘ | Continue

Select All Select None

Action Agency Name Check Date Amount Check Number
B 9/5/2017 $1,275.92

9/6/2017 $2,493.27
1/30/2017 $393.00
97612017 $7,787.32

To select a payment for inclusion in the deposit, click the check box next to that payment. To
deselect a selected payment, click the check box again and the check mark will be cleared.

If you would like to select all payments shown, click the Select All link. To clear all of your
selections, click the Select None check box.
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Once you have made your selections for the deposit, click the [Continue] button. The next
step will appear as follows.

- ] X
e & https://www.ph.. p - ﬂ Ha... o @ phanetworknet = 77 io

Robert Hill (SA)

' Brandenburg Housing Authority
4
network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports

Prepare Portability Deposit

Step 3 - Prepare Deposit

Deposit Date |9/5/2017 v

Bank Account | BBT
Deposit Amount |§11 949 51

‘ Previous H Continue

This step (#3) shows you the total amount of the cash receipts selected for the deposit total.
It also shows the bank account. In addition, the deposit date is set to the latest date of the
payments selected. In other words, if you had entered cash receipts over a two-day period
and some of the deposit dates were for one date, and the others were for the next day, the
latest day would be shown here. You can override this date, but whatever date you choose
will be the entry date in the bank register when the deposit is posted. In addition, if the date
selected does not match the deposit date originally recorded for the cash receipt, then the
cash receipt will be updated to reflect the new date.

After you have confirmed and/or changed the Deposit Date, click the [Continue] button to
proceed to the next step. You will be prompted to confirm the preparation of the portability
deposit. To confirm, click the [OK] button. To cancel, click the [Cancel] button. If you choose
[OK], the next step appears as follows.
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e @ nhtps//wwwph.. O v @ Ha. O | @ phanetwork.net [F| & 1:|'Ll pRgLick: -
Robert Hill (SA) o

' Brandenburg Housing Authority
=3
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Prepare Portability Deposit

Step 4 - Process Complete
Deposit Date | 9/5/2017
Bank Account BBT

Deposit Amount | 1 1,163.51
The deposit has been prepared. It has not yet been released to the bank account.

Start Again || View Deposits | Exit

The message indicates that the deposit has been prepared. However, it has not yet been
released to the bank account. There is a second step that is covered in the next section
(Releasing Portability Deposits).

If you would like to prepare another deposit, click the [Start Again] button and you will be
returned to the start of the process. If you would like to view your prepared deposits, click
the [View Deposits] button. This will take you to the area where you will release the
deposits to the bank account.

To exit simply click the [Exit] button.

4.23 Releasing Portability Deposits to Bank Register

Once you have created a portability deposit it is ready to be released to the bank register.
Until you complete this process, the portability deposit will not appear in the bank register.
To release a portability deposit to the bank register, choose View/Release Portability
Deposits from the Accounts Payable menu. The page will appear as follows.
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e- @ http://localhost:56367 fAcco p - 0 @ Tenant Deposits x
User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Tenant Deposits
{Sea{ch Fiters

Starting Dale |12/1/2016 - Deposit Status | Un-Released Only Vv
Ending Date |12/31/2016 -

S * K 1 RentDepositfound - Show:

Action Deposit Date Bank Account Deposit Total Release Status
12/12/2016 (54,003 00) Notyet released

If you do not see the deposit that you would like to release, you can change the Starting and

Ending dates for the range and then click the "Si icon to refresh the results. Also, note that
you can filter your deposits on the Deposit Status. The options available are Un-Released
Only, Released Only, Cancelled Only or Any Status.

To release a deposit, click the “% icon next to that deposit. You will be asked to confirm.

Message from webpage X

o Please confirm! Release this deposit to the bank register?

I OK H Cancel ‘

Click the [OK] button to release the deposit. Click the [Cancel] button to cancel the process
of releasing the deposit.

Once you release the deposit, a new deposit entry will be created for the selected deposit in
the bank register. The results of the released deposit are shown below.
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- [m} X

=)

s 00 ©

e‘ @ nttpy//localhost:56367/AccountsPayable/frmAPRegister. O v Cr @ Accounts Payable Register X
User:  Robert Hill (SA)
Agency:  Brandenburg Housing Authority
network.net

Accounts Pay able Bank Register

Bank Accourt | Revolving | Startring Date | 12/1/2016 4
e - Sl [CETE T

Entry Type Brief PaymentiDebit | DepositCredit | Balance
|4 11302016 | Beginning Balance |Beginning Batance 7] ‘ - 720607 §7,296.07
AEFOR |j 12/12&016‘ ‘Deposli ‘Deposll—Renhl Receipts _f Deposit-Rent ‘ B 4,00300‘ 11,299.07
| \ \ \ | | s11290.07

4.24 Deleting a Portability Deposit

If you need to delete a portability deposit, first choose the View/Release Portability
Deposits menu option under Accounts Payable. Then, locate the deposit that you would like
to delete. Finally, click the # icon next to that deposit to delete it. You will be asked to
confirm the operation.

4.25 Transferring Housing Assisted Payments (HAP)

When HAP runs are prepared in the tenant system, the next step in the process it to transfer
them to Accounts Payable for processing of payments. The transfer process basically creates
invoices for the various HAP entries included in the HAP run. Once the invoices have been
created, they can be paid just like any other Accounts Payable invoice.

In addition, entries such as FSS (Family Self-Sufficiency) entries are automatically placed
into the associated bank account.

When you choose Transfer from HAP from the Accounts Payable menu, the page will
appear as follows.
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e ‘@ http://localhost:56367/Accoul p ] ” @Tran_;fer from HAP x | ‘

User: RobertHill (SA)
Agency:  Brandenburg Housing Authorify

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Transfer Tenant HAP Run

Starting Date |1/1/2000 v Ending Date | 12/31/2016 v

2 HAP Runs found — Show

Action Transaction Date Period 5 Run Tofal Created Date
12/1/2016 12/2016 $543,37595 |12112/2016
|121‘2|‘2016 1212016 $125.50 12/12/2016

Created By

Any non-transferred HAP runs that fall within the specified Starting and Ending dates will
be displayed. To transfer a HAP run, click on the P icon next to it.

The HAP run will be shown as below.

e,. |@ mipyfocathostse367/Accou O + & | @ Transter from HaP x| ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Transfer Tenant HAP Run

HAPRUN D 100174
HAP Run Total $125.50
Invoice/Transaction Dake | 12/2/2016 v
orest et i)

| Transfer ” Cancel

The ID of the HAP run is shown along with the run total. In addition, the payment date
selected for the HAP run is preloaded into the Invoice/Transaction Date entry. You can
override this if you need to change it. Finally, if there any direct deposits associated with the
HAP run, then the direct deposit date will also be filled in. As with the Invoice/Transaction
Date you can override the Direct Deposit date if necessary.

Once you have set the Invoice/Transaction Date and the Direct Deposit Date (if applicable),
click the [Transfer] button to transfer the HAP run.
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Click the [Cancel] button to cancel the transfer and return to the list of non-transferred HAP
runs.

4.26 Reversing a HAP Transfer

In the event that you need to reverse the transfer of a HAP run, you can do this by choosing
the Reverse HAP Transfer menu option. You can reverse the transfer of any HAP run
provided that you have not printed checks for the HAP run. Also, you should not reverse any
HAP run where the associated direct deposits have already been posted to your online
banking system.

When you choose Reverse HAP Transfer, the following page will appear.

@ nto//ocalnost:s6367/Acco O~ & | (@ localhost x

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

Reverse Transfer of Tenant HAP Run

Starting Date |11/1/2016 5 Ending Date 12/31/2016 3o
1HAP Runfound — Show:

Action Transaction Date Period No. Enfries Run Total Created Date Created By
$12550 12/12/2016

Set the Starting and Ending dates to the appropriate range and then click the Siicon to
refresh the list of HAP runs within this range. When you locate the HAP run to reverse, click

the I icon. The HAP run will be loaded for verification as seen in the following image.
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ei: l|@ http://localhost:56367 fAcco p - 0 H @ localhost x| |

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Reverse Transfer of Tenant HAP Run

Reverse HAP Run
aPRND[100174 |
HAPRINTOE (312550 |
Invoice/Transaction Date @
DrectiepositDate|  |ftapplicable)

| Reverss | cancel

Once you have confirmed that this is the correct HAP run using either the HAP Run ID, the
HAP run total or the Invoice/Transaction date, click the [Reverse] button to start the
process. You will be prompted to confirm. Click the [OK] button to continue with the
reverse process or click the [Cancel] button to cancel. If you choose to [Reverse] the HAP
run you will get a confirmation message as seen below.

ei': l|@ httpy//localhost:56367/Acca O ~ O H @ localhost x| |

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Reverse Transfer of Tenant HAP Run

Transfer Resufts

Error(s) Mo errors were encountered.
The HAPF run was transfer was
successful!

If any errors were encountered during the reversal process, they will be listed here. Click
the [Done] button to exit.
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4.27 Preparing Direct Deposits

The PHAnetwork Accounts Payable system can prepare direct deposit files for submission
through your online banking system. Before processing direct deposits, you must have
already configured your direct deposit account information for each applicable bank
account. See the section on Direct Deposit Setup for more information.

When you choose the Prepare Direct Deposits menu option, the initial page will appear as
follows.

Direct Deposit Processing

Direct Deposit Processing |

This process is used to create a direct deposit file for submission to your bank.

You start by selecting the bank account, and then depending upon your selection, choose
the items to be included.

The system will guide you through the process of creating your direct deposits, step-by-
step. Click the [Continue] button to begin. The next step appears as follows.

e @ http://localhost:56367 /Acco 9 A Cl @ localhost x {n_[\ __ ‘:’ ':\;:‘
User: Robert Hill (SA)
Agency:  Brandenburg Housing Authorify

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payrell Purchase Orders Accounting Reports Email Reports TWAIN Example ScanDocument

Direct Deposit Processing

| Previous ” Continue ‘

Step 1 - Select Bank Account

B -

In step 1, you choose the bank account for which you would like to prepare the direct

deposit. Then click the [Continue] button to proceed to step 2. The page will appear as
follows.
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a @& http//localhost:52283/AccountsPayable/frmDirectDeposit.aspx - G Search...
@& localhost x [T
User: Robert Hill (SA) A

Agency: Brandenburg Housing Authority
4 help desk issues open or pending

network.net

Accounts Payable Fixed Assets General Ledger G/L Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Previous ] l Continue

Step 2 - Select Transactions to Include |
Bank Account | Section 8
Total of Selected Deposits (0 deposits to post for $0.00

9 Select All Select None Update Selections

Action Deposit Date Description Brief Description
9/1/2016 20.00|Payment of HAP Invoice(s)
9/1/2016 1,046.00|Payment of HAP Invoice(s)
9/1/2016 1,249.00|Payment of HAP Invoice(s)
9/1/2016 2,014.00 Payment of HAP Invoice(s)
9/1/2016 1,874.00|Payment of HAP Invoice(s)
9/1/2016 427 .00|Payment of HAP Invoice(s)
9/1/2016 830.00|Payment of HAP Invoice(s)
9/1/2016 910.00|Payment of HAP Invoice(s)
9/1/2016 1,336.00|Payment of HAP Invoice(s)
9/1/2016 1,024.00|Payment of HAP Invoice(s)
9/1/2016 1,569.00|Payment of HAP Invoice(s)
9/1/2016 3,009.00 Payment of HAP Invoice(s)

9/1/2016 3 300 0NlPavment of HAP Invnicals)

The list will display all online payments in the bank register that have not yet been
associated with a direct deposit. You can click the Select All link to select all payments
listed. You can click the Select None to clear all of your selections.

If for any reason, you would like to remove a payment from the direct deposit list (perhaps
you recorded the online payment manually through the bank), then simply click on the “&
icon next to that payment. You will be shown the details of that payment. From there, click
the [Remove] button to remove the payment or the [Cancel] button to cancel the removal.
Removing a payment simply removes it from the list but does not alter it in the bank
register in any way. It is still listed as an online payment just as before, however, you will no
longer have the option of including it in a direct deposit file.

Finally, you can click on Update Selections to update the selections made thus far. The
Total of Selected Deposits will be updated to show the number of deposits as well as the
total to post.

Once you have selected the deposits to include, click the [Continue] button to proceed to
Step 3, which will appear as follows.
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Robert Hill (SA)

’ Brandenburg Housing Authority
_J
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger G/L Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Direct Deposit Processing

Previous || Continue

| Step 3 - Prepare Direct Deposit File |
Bank Account| Section 8
Total of Selected Deposits| 49 deposits to post for $114,334.00
Direct Deposit Date W‘E
Total for 0412020/ $1,917.00
Total for other periods| $712,417.00
File ID Mudiﬁer§ A ~

The total number of deposits will be shown along with the total dollar amount of the
deposits. The Direct Deposit date will be set to the latest deposit date found. In addition, the
totals are broken down by the total for the month of the deposit date and the total for all
other months/periods. In this example, the total for the month of the direct deposit date
(4/1/2020) is $1,917 while the total for all prior periods is $112,417.

NOTE: If you change the direct deposit date, the total for that month will be shown and the
total for other periods will be calculated.

The File ID Modifier is simply a unique ID to help identify each deposit created for a single
date. This will automatically be set to the next letter in the list, so most likely, you will not
need to change this.

Once you have set the appropriate values, click the [Continue] button to advance to the
final step of the process. The screen print below shows an example of what this looks like.
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e \rg http://localhost:56367/Acco O 0 @Iucalhast o0y (@

Robert Hill (SA)

' Brandenburg Housing Authorify A
4
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Direct Deposit Processing

| Step 4 - Dow nioad Direct Deposit Fiie |

e —
Total of Selected DEPDS‘E‘M deposits to post for $22,119.00

Dow nload File Download File * NOTE: Right-Click and then choose " Save Target As"

Invalid or Missing Bank Routing Number for Vendor/Landlord
Invalid or Missing Bank AccountNumber for Vendor/Landlord
Invalid or Missing Bank Roufing Number for Vendor/Landlord
Invalid or Missing Bank AccountNumber for Vendor/Landlord
Invalid or Missing Bank Roufing Number for Vendor/Landlord
Invalid or Missing Bank AccountNumber for Vendor/Landlord
Invalid or Missing Bank Routing Number for Vendor/Landlord
Invalid or Missing Bank AccountNumber for Vendor/Landlord
Invalid or Missing Bank Routing Number for Vendor/Landlord
Invalid or Missing Bank AccountNumber for Vendor/Landlord
Invalid or Missing Bank Roufing Number for Vendor/Landlord
Trust

Invalid or Missing Bank AccountNumber for Vendor/Landlord
Trust

Invalid or Missing Bank Routing Number for Vendor/Landlord
Invalid or Missing Bank AccountNumber for Vendor/Landlord
Invalid or Missing Bank Routing Number for Vendor/Landlord
Trust

Invalid or Missing Bank AccountNumber for Vendor/Landlord

T

The example shown indicates a number of vendors or landlords who are missing bank
routine numbers or bank account numbers. Assuming that you have setup your vendors
and/or landlords with the correct routing number and account number you should not see
this.

You will also notice that there is a Download File link shown. This is where you will
download the direct deposit file that has been prepared for you.

NOTE: If you simply left-click on the file, it will most-likely open up in your text editor. This
is NOT what you want to do. Instead, right-click and then choose Save Target As. Then,
locate a common folder, either on your computer’s desktop or in your documents folder
where you save your direct deposit files. The file name generated will be unique so you
should not have to worry about overriding a previous file.

After you have saved your file, the next step is to sign in to your online banking system and
then upload this file to the bank. You will browse to the location where you just saved the
file and will select it.

Hint: When you browse the files on your computer, sort them by date so that the newest file
will appear at the top. This will help you to properly locate the file.
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Also, it might be a good practice to create a sub-folder where you save your direct deposit
files. After a file has been successfully uploaded and processed through your online banking
system, move this file to the sub-folder. That way, the main folder will usually be empty or
will contain only the last direct deposit file created.

Once you have downloaded and saved your direct deposit file, click the [Finish] button.

4.28 Viewing, Downloading and Re-Processing Direct Deposits

When you create a direct deposit file, the file itself can be recreated at any time. In addition,
you can reset a direct deposit so that you can re-create the file.

If you lost the downloaded direct deposit file you can download it again. To do this, choose
View Direct Deposits from the menu. The following page will appear.

e @ http://localhost:56367/Acco ,0 - O @ Direct Deposit Files {}D —— -:;:

Robert Hill (SA)

' Brandenburg Housing Authority
>
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Direct Deposit Files

Search Fiters.

Starting Date [3/1/2016 - BankAccoumW
Ending Date |12/31/2016 o

G 7 Direct Deposit Files found —  Show:

@ U 0

9112016 $0.00 Yes
@ U 9016 12 $42,171.00 Yes
B O 912018 22 $62,131.00 Yes
@ 912018 22 $62,131.00 Yes
& 0 91016 0 $0.00 Yes
@ 92018 22 $62,131.00 No
@ 0 9016 31 $51,817.00 No

<

Set the search filters (starting/ending dates and bank account) accordingly and then click

the "=t icon to refresh the list. Once you locate the desired deposit file, click R to prepare
the file for download. The result of this is shown in the following image.
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e @ http://localhost:56367 fAcco p - 0 @ Direct Depaosit Files r e oL (0

Robert Hill (SA)

' Brandenburg Housing Authority
_
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Direct Deposit Files

Dow nioad Direct Deposit File

Direct Deposit Date |g/1/2016

Deposit Tolal |$51817.00

Dow nload Fle Download File * NOTE: Right-Click and then choose " Save Target As"

The date of the deposit is shown along with the total of the deposits in the file. Right-click
the Download File link to download the file. When prompted, click Save Target As and
then save the file to your direct deposit folder on your computer.

If for any reason, the file cannot be found, instead of the Download File link you will see
(file no longer exists). If this is the case, the file has most-likely been archived and is no

longer available for download. Files are generally archived annually, so you should be able
to download files for up to one year.

When you have finished this process, click the [Back] button to return to the list of deposits.

4.28.1 Re-Processing a Direct Deposit

From time-to-time, it may be necessary to re-process a direct deposit file. This is different
from just downloading the file. With the download option you are merely downloading the
original file created during the direct deposit process. When you reset your direct deposit
for re-processing, you are basically clearing out the deposit and releasing all of the
payments so that they can be processed in a new direct deposit run.

To reset a direct deposit for processing, open the direct deposits by clicking on View Direct
Deposits. Then, set the appropriate filters to locate the deposit that you would like to reset.
Then, click the U icon next to the deposit. The following page will appear.

Robert Hill (SA)

' Brandenburg Housing Authority
_J
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |
Accounts Payable Fixed Assets General Ledger G/L Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Direct Deposit Files

Reset Direct Deposit Run |

Direct Deposit Dale‘ 9/6/2021
Deposit Total | $114,334.00

Reason for Resek‘

| Reset Deposit “ Cancel Reset
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Enter the reason for resetting the direct deposit and then click the [Reset Deposit] to begin
the process. You will be prompted to confirm. Click the [OK] button to continue with the
reset process or click [Cancel] to abort the reset.

Once done, all of the payments associated with the direct deposit will be released from the
deposit, and then, may be selected for another deposit.

4.29 Viewing Direct Deposit Reset Logs

After resetting a direct deposit run, the reason that you reversed/reset the direct deposit is
logged along with the login ID of the user and the date that the process was done. If a direct
deposit was reversed, you will see an additional icon in the Action column as shown below.

Direct Deposit Files

Search Filters

Starting Date | 9/1/2021 E Bank Account | *** Al| ****
Ending Date 9/30/2021 E
S K 1 Direct Deposit File found -- Show: 10 ~

Action

@& U & 92021 49 $114,334.00 Yes 47 $100,366.00 2 $13,968.00

If you click on the ey icon, the summary of that reset action will be shown.

Direct Deposit Files

| Reset Log |

DirectDepositDate[9/6/2021 |
Deposit Total| $114,334.00 |
Individual Count/Total | 47 $100,366.00
Company Count/Total | 2 $13,968.00

Return

Reason for Reset Reset By User Reset Date

&l Missing a payment Bob Hill 9/6/2021

The reason for the reset will be shown, along with the login ID of the user and the date that

the direct deposit run was reset. If you click on the = icon, you will see a list of the
payments associated with the direct deposit run that have been reset as well.
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Direct Deposit Files

Reset Log Detalls
Return

Vendor/Landlord Name Payment Amount
9/25/2017 $5,380.00
| 972512017 $4,696.00
/2512017 $5,130.00
| 972512017 $1.756.00
/252017 $2,462.00
\9/25(2017 $2,590.00
9/2512017 $2,946.00
912512017 $2,450.00
9/25/2017 $2,536.00
| 912612017 $1,488.00
9/25(2017 $150.00|
91252017 $1,634.00
9172016 $817.00
| 412020 $817.00
9/25/2017 $2,788.00
91252017 $1,362.00
/2512017 $9,722.00
|9n112016 $4,861.00
9/25/2017 $2,156.00|

NOTE: Even though a payment may be listed in the details of a reset operation, presumably,
the payment will be a part of another direct deposit process. Do not assume that a payment
listed here has NOT been associated with a successfully posted direct deposit.

4.30 Sending Direct Deposit Emails

When you process direct deposits for vendors and/or landlords, you have the option of
sending emails to those landlords as indications of payments deposited on their behalf. This
gives them notice that a payment has been made and that the payment amount should be
deposited in their account.

In order to receive an email, the vendor or landlord’s email address must be setup in their
vendor record. Only those vendors/landlords with emails will be included in the list of
emails to send.

NOTE: It is very possible that the resulting emails may be interpreted by the recipient as
junk email. It is important that you advise your vendors and/or landlords to include your
email address in their safe sender list. Also, you should advise them that if they do not
receive an email, they should still check their junk mail folder. PHAnetwork will properly
send out the email, however, modern email servers are aggressively attempting to filter out
junk or potentially malicious emails. This includes emails with generic subjects as is the
case with the emails generated from the system.

To start the process of sending emails, choose Direct Deposit Emails from the Accounts
Payable menu. The page for step 1 of the process will appear as follows.
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oi‘ |@ http://localhost56367/Acco O + Cs H (2 Direct Deposit Email Process % | |

Agency:  Brandenburg Housing Authority ~N

network.net

Direct Deposit Emails

Setup Email
Senders Email Address |pob@hampdentech.com

Bank Account | Revolving v |

Starting Date |9/1/2000 ¥ || Custom v
Ending Date |12/31/2016 v
e I—

ot

E"‘ﬂilsubﬁd|Direct Deposit Payment Notification

Email Body (message) [This report descrikes direct deposit payments
NOTE: {Date} w il be replaced made available to your account on [Date) from
w ith each check register date |erandenburg Housing Authority.

The email address associated with your PHAnetwork user account will automatically be
inserted into the Senders Email Address entry. You can override this with another email,
however, the email address must be valid.

The remaining information is described below:
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Entry Purpose

Bank Account Select the bank account for which you would like to
generate emails.

Starting Date Enter/select the starting date for the range of dates.

Ending Date Enter/select the ending date for the range of dates.

Note: You can choose a preset date range by clicking on
the dropdown menu to the right of the Starting Date
entry.

Starting Vendor/Landlord

If you like, you can filter out your selections by the last
name of the vendor/landlord. For example, you could
choose to send emails for vendors whose names are
between A and M.

Ending Vendor/Landlord

Enter the ending vendor to include. If the starting/ending
vendor/landlords are blank, then all vendors matching the
other criteria will be included.

Email Subject The subject of the email will show a default entry. You can
override this if you like. Make sure that this subject
properly describes the purpose for your email.

Email Body The body of the message to be sent. Again, this defaults

and you can override this. If you would like, you can insert
{Date} anywhere in your body and it will be replaced with
the date of the bank register entry when the email is
generated.

Once you have made your entries, click the [Next] button to continue to the next step. Step
2 will appear as show in the image below.
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e :"@ http://localhost56367/Accoul O ~ ¢ ” @ Direct Deposit Email Process ‘ ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Direct Deposit Emails

Step 2

= Select Payments to Email seiecian seectione
‘ Send Emails || Previous Step |

2 Payments found

Descripfion Amount i Roufing No Account No
9/1/2016 |C Payment of HAP Invoice(s) 1,326.00 M @verizon net

9/1/2016 Payment of HAP Invoice(s) 819.00 bob@hampdentech.com

Send Emails H Previous Step |

At this point, you can choose which emails to send by checking the box next to each entry.
You can also quickly select all entries listed by clicking the Select All option. To clear all of
the selections, click Select None.

Once you have made your selections, click the [Send Emails] button. Each email listed will
be sent. After sending, the confirmation will appear as follows.

e'.: i"@ httpy//localhost:56367/Accou O ~ & ” (2 Direct Deposit Email Process % | ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Direct Deposit Emails

Process Complete

L

EMors |io errors encountered!
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If any errors were encountered, they will be listed in the Errors box. Additionally, the
number of emails sent successfully will be listed next to Emails Sent. Click the [Finish]
button to complete the process and return to the Accounts Payable menu.

4.31 Closing A/P Periods

When all processing for a particular period (month) has been completed, you can close that
period to prevent any further activity. This is advisable once you have completed your
reconciliation for the month and have provided all of the necessary reports to your fee
accountant.

To close an A/P Period, choose Close A/P Period from the Accounts Payable menu. The
following screen will appear.

e @ http://localhost:56367/Accou O + € @ Accounts Payable - Close Pe... % @ 77 .03 :;:

Robert Hill (SA)

' Brandenburg Housing Authority
_
network.net

Home | Help | Maintenance | Lockup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Close Period

{Sea.rch Fiters

Year 2016 Vv Status | Any Status WV

S — Show:
Action Period Status Last Action By

01/2016 Bob Hill

T |

02/2016 Bob Hill

03/2016 Bob Hill

i | Ty

04/2016 Bob Hill

05/2016 Bob Hill

06/2016 Bob Hill

07/2016 Bob Hill

| By | |

08/2016 Bob Hill

09/2016 Bob Hill

P |

10/2016 Bob Hill

11/2016 Bob Hill

e W T VA T T T T e T T T
s | B

Tl |

122016 Bob Hill

You can set the appropriate year in the Search Filters area to include the period that you
would like to close. In addition, you can filter out the status to include only Open periods,
Only locked periods or any status.

When you have located the period that you would like to close, click the “Bicon. You will be
prompted to confirm the close of the period. Click [OK] to proceed with the close.
Otherwise, click the [Cancel] button.
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4.32 Re-Opening an A/P Period

From time-to-time, you may need to re-open an Accounts Payable period if you need to
make adjustments within that month. To re-open a period, choose Re-Open A/P Period
from the Accounts Payable menu. The following page will appear.

e @ hitp://localhost56367/Accoul O + [} @ Re-Open A/P Period i ‘_7,;:' ok ‘:7:

Robert Hill (SA)

' Brandenburg Housing Authority
=
network.net

Home | Help | Maintenance | Lockup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

Re-Open A/P Period

Search Alers
vear[2016 v New Status
S« -~

01/2016 Closed by Bob Hill on 12/16/2016 Bob Hill

02/2016 Closed by Bob Hill on 12/16/2016 Bob Hill

03/2016 Closed by Bob Hill on 12/16/2016 Bob Hill

10/2016 Closed by Bob Hill on 12/16/2016 Bob Hill

For the filters, you can set the year to include the period that you would like to re-open. In
addition, you can set the Status that the re-opened period will be placed in after it has been
re-opened. The options are Locked or Opened.

Once you have located the period to re-open, and you have set the desired, new status for

this period, click the “Bicon. You will be prompted to confirm. Click the [OK] button to re-
open the period. Otherwise, click the [Cancel] button.

4.33 Performing an Account Inquiry

The Account Inquiry process is there to provide the detailed view of G/L Account activity
within the Accounts Payable system. This process is an effective way to track down charges

to G/L Accounts and is intended to augment account reconciliation for the General Ledger
system.

When you choose Account Inquiry from the Accounts Payable menu, the following page will
appear.
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e‘ | @ rpyocainostsezsT/Accounts O + & | @ Accounts Payable Account . x‘ ‘

User: Robert Hill (SA) A
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger G Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Account Inquiry

@

Preset Dale Ranges | (Selact) v| | <- Prior H Next >

Starting Date |3/1/2016 ks
Ending Date |12/10/2016 i1

The first step of the Account Inquiry is to specify the range of dates for the transactions to
include. The default will be the first to the end of the current month, however, you can also
choose from a number of preset date ranges. If you drop the Date Ranges dropdown list
you will see the following options.

e‘ > |@ nttpy/tocatnostse367/Accounts 2 + & || @ Accounts Payable Account 1. x‘ ‘

User: Robert Hill (SA) A
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Account Inquiry

@

Preset Date Ranges ITEETETT

Starting Date Prior Month
Current Month
Ending Date | 2 Months Prior

If you choose any of the preset date ranges, the Starting and Ending dates will be changed
to the dates for that range.

Another option is to quickly move back and forth one month at-a-time. You can do this by
clicking on the [€ Prior] and [Next =] buttons. The range of dates will automatically be
updated each time you click on of the buttons.

Once you have set the correct range of dates, click the [Continue] button to proceed to the
next step. The page will appear as follows.

174



Accounts Payable

e‘ ; @ nttp//localhost56367/Accounts O + & (2 Accounts Payable Account .. %

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Account Inquiry

Select Fund

@

Fund | Any Fund Vv

| Previous " Continue

You can choose to include all funds (Any Fund) in your inquiry, or you can isolate your
results to a single fund. Once you have made your choice, click the [Continue] button to
proceed to the next step. The page will appear as follows.

e‘ : @ httpy//localhost 56367/Accounts O + & @ Accounts Payable Account I... %

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable - Account Inquiry

{ EnterlLookup Accounts

TR
ooprcsmmes| | |5

Use of wildcards (i.e. 417)is click on eformure information
| Previous ” Add Account H Continue H Finish |

Action Account Num ber

“ & Salaries

8 o Sundry Admin. Expense

“ & Non-Routine Maintenance

The selected fund (if any) will be shown and there is an entry where you can specify an
account number. You can also lookup an account by entering part of the account number

and then clicking on the [l icon. This will display the standard G/L Account Lookup
window. Use this to select a valid account from the list of accounts.

As you enter or lookup accounts, they will appear in the grid at the bottom. This grid shows
the accounts selected thus far. It will also show accounts that were selected the last time
that you did an account inquiry. You can remove any of the accounts listed by clicking on the
$8 icon. Note: This will not delete the actual G /L Account. This merely removes the account
from your Account Inquiry G/L Accounts List.
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You can quickly clear out all previously selected accounts by clicking on the &” icon. This
will remove all selected accounts so that you can start over.

Once you have selected the account(s) to be included in your Account Inquiry, click either

the [Continue] or [Finish] button. Continue will take you to the next step where you can

further isolate your Account Inquiry by AMP. Finish will skip any further filtering and will
take you directly to the Account Inquiry results (see below).

If you click the [Continue] button the page will appear as follows.

e @ http://localhost56367/Accounts p - G '@AccountsPayableAccountl_._ <7 66 oy

Robert Hill (SA)
' Brandenburg Housing Authority
_J
network.net
Home | Help | Maintenance | Lookup | My Profile | A ting | Tenants | A | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Fixed Assets General Ledger G Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Exam ple Scan Document

Accounts Payable - Account Inquiry

401

Any AMP Vv
ProjectiDev| Any Dev/iProject v
Any CFP YriMod # Vv

| Previous ” Continue ‘

You can further isolate the results of your account inquiry by AMP (Asset Management
Project) or by a specific Project/Development. You can also choose a capital project number
if you like.

Once you have narrowed down your Account Inquiry results, click the [Continue] button to
display the results of the account Inquiry.
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e“ [@ nitpsacainostsszsT/accounts O+ & [ @ Accounts Payable Account . x‘ ‘

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable Fixed Assets General Ledger G Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

Accounts Payable - Account Inquiry

Account Inquiry

ProjectiDev

WQE‘E.’UZMB through 12/31/2016

Account No. Account Title Date Description nd AMP ICFP YriMod #|Project/De Am ount

4190 Sundry Admin. Expense 11/18/2016 Paymentof AIP Inwoice(s) 25(}0;‘§'b
4610 Non-Routine Maintenance 11/18/2016 Paymentof AIP Invoice(s) 001 57.94 E
4610 Non-Routine Maintenance 11/18/2016 Paymentof AIP Inwoice(s) 001 4377 ;@
4610 Non-Routine Maintenance 1112112016 Paymentof AIP Invoice(s) 001 4901 ;‘i’b
$176.72

Each detail item found relates to a bank register entry, specifically, a distribution line item
from the bank register entry. You can click on the 4= icon next to the amount to “drill-down”
into the source for this transaction. When you do, you will see a page similar to the
following.

e‘ c |'@ http://localhost:56367/Accounts D - 0 " @ View A/P Register Entry x ‘ ‘

File Edit View Favorites Tools Help

Date |11/18/2016

Vendor Naﬂﬂ‘Acme Pest Control

Entry Information [P ay ment by check 1110

Amaunt|$55.00
Account Number (4190

AcCOHﬂlTIE‘Sundry Admin. Expense ‘

[“Rina | awe ProjectieviD | Fis4 | Memo | Amount InvoiceIReference o

401 8188/2016-10-1-1338 ﬁ 10/1/2016

707 43132016-10-1-1338 ﬁ 10/1/2016

401 81388 2()1(5_11_‘14_1333;':‘b .111'14.‘2016
707 4313 2015,11,14,1333;‘}9 11/142016
401 131.00 2016_11_14_1333;@ .111'14.‘2016
707 69.00 2016—11—14—1338;'}5 11/142016
293 3000 2()1(5_11_‘14_1333;":b 11142016
1000 2016-11-14-1333 4 11142016
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The source bank register entry will be shown along with the full account distribution. The
line item that is the source of the entry from the Account Inquiry will be highlighted in red
as shown.

When you have finished viewing the bank register entry, click the Return to Accounting
link to return to the Account Inquiry.

4.34 Printing 1099 and 1096 Forms

If you have paid vendors or landlords throughout the year and they require a 1099 form,
you must print and file a 1099 for each. In addition, for each group of 1099 forms that you
print, you must also printa 1096 summary transmittal form.

The 1099 and 1096 menu options are located under the Reports section as shown below.

— | >
e & httpy//localhost:65085/AccountsPayable/frmAccountsPayable.aspx « G Search... p - ' -:;‘
& Accounts Payable x| &
kd View Check Runs A
Reports
k3 Bank to Bank Transfer
35 Summary Distribution Journal SP[DCESS Recu-r_nn_g Payments
I= Distribution Detai Bank Reconciiation
1= check Summary Report Q .
— i . 4 P T t D t
3— Detailed Disbursement Report % V:Z\Erfalil:ar;znTeneaT:S[lleposils
1= warrant Report .
32 W t R P + with Delail (%] Prepare Portability Deposit
arrant Report wi ails .
35 D itD tp'\ Report (by Date) 3 view/Release Portability Deposits
eposit Details Re ate .
PO PO Y 5| Prepare Deposit Ledger Deposit
3‘ Non-Posted Invoices and Transactions View/Release Deposit Ledger Deposits
53]
1=/ Arp Liability Details “* Transfer fiom HAP
1= A/P Liability by Account &3 Roverse HAP Transier
3: Vendor Master List LJ Prepare Direct Deposits
E3 view Direct Deposits
1099-Misc Pre List Report &3 Direct Deposit Emails
1% 1099-Misc and 1096 Forms Q
T ¥ Close A/P Period
k3 Re-Open A/P Period
if Accounts Payable Manual Q
o A/P Account Inquiry
“# Accounts Payable Options v
< >
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4.34.1 Printing a 1099-Misc Pre-List Report

In order to verify the 1099 forms to be printed you should first print or view a pre-list,
confirmation report. This report will show each vendor/landlord who is currently expected

to receive a 1099, along with their address information, the total payments made, the 1099
classification and their tax ID.

When you select the 1099-Misc Pre-List Report menu option, the following screen appears.

- O X
e & http://localhost65085/AccountsPayable/frm1099Frelist.aspx - O Search... p -
& 1099-Misc Prelist (=]

' Robert Hill (SA)
3 Brandenburg Housing Authority
network.net
4 help desk issues open or pending

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration |

Accounts Payable Fixed Assets General Ledger GL Conversion Payroll Purchase Orders Accounting Reports Email Reports

TWAINExample Scan Document

Form 1099-Misc Prelist

11099 Prelist|

Calendar Year | 2016 Vv
1089 Annual Limit |500.00

Vendor Types  [] o/p Viendors

|:| Landlords

Specific Vendor| | Lookup (leave blank for all vendors)

| Continue ” Cancel ‘

< >

The calendar year will default to the prior year the first time you go in. The reason for this is
that you usually do not print your 1099 forms until January.

In addition, the annual limit is shown. You can override this, however, the annual limit
should reflect the minimum dollar amount required in order to receive a 1099 form.

Next, you can choose the vendor types to include. You can print the verification report for
just A/P Vendors or for Landlords, or you can check both and do a combined report. You can

also enter part of a vendor’s name and click on the Lookup button to print the report for a
single vendor.

After making your selections, click the [Continue] button. The next step will appear as
follows.
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- ] X
e‘:: D |@ http://localhost65085/AccountsPayable/frm1099Prelist.aspx - 0 ‘ ‘ Search. p - ‘ @
& 1099-Misc Prelist x | L ‘ e ‘
User: RobertHill (SA) A
Agency:  Brandenburg Housing Authority
4 help deskissues open or pending.
network.net
Accounts Payable Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document
Form 1099-Misc Prelist
Step 2
Calendar Year | 2016
| Back " Report H Done
v
< >

Click the [Report] button to create and view the report. It will appear as shown below.

g‘:: D |@ http://localhost65085/Reporting/frmReportViewer.aspx?ReturnURL=../AccountsPayable/frm1099Pre| - 6 ‘ ‘ Search... ,O - ‘ {E
@ Report Viewer X | L ‘E‘ ‘
User: RobertHill (SA) A
Agency:  Brandenburg Housing Authority
4 help deskissues open or pending.
network.net
Accounts Payable Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document
Displaying: '1099-Misc Prelist Report'
To 1099 Prelist How to Correct Print Dialog Errors  How to export for printing
Show Full Address @ True O False  Annual Limit [600 |
4 41 Jora b bl @ [100% v
; A AP116
Brandenburg Housing Authority
1099-Misc Prelist Report
For2016
Name Address 1099 Box |Amount 1099 Box |Amount Total Tax ID
Acme Pest Control 147 Gladstone Street 7 1,780.00 1 125.00 1,905.00 [111-22-3333
Brockton, MA02301
General Pest Management P. O.Box 91 7 2,425.00 0.00 2,425.00 (027-56-5488
Linwood MAD1525
TRM Flectrical Inc PO Rnx 1279 7 A 400 00 non R 400 nn
Printed on 12/07/2017 at 4:09 PM Brandenburg Housing Autharity Page 10of 1
v
< >

At this point, you can click on the export icon (circled in red above) to export the report to a
PDF for saving and/or printing.
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4.34.2 Printing 1099 Forms

One you have verified that the 1099 information for all or your vendors and/or landlords is

correct, you can print your 1099 forms. To do this, choose the 1099-Misc and 1096 Forms
menu option. The screen will appear as follows.

e‘ |’é http://localhost65085/AccountsPayable/frm1099Forms.aspx - 0 H Search...
& 1099-Misc Forms x[ce]

User: RobertHill (SA)
Agency: Brandenburg Housing Authority

4 help desk issues open or pending.
network.net
Accounts Payable Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document
1099-Misc Forms
{1099 Prelist

Calendar Year | 2016 WV

1099 Annual Limit| g0

Vendor Types AP Vendors

[Landlords

Specific Vendor/Recipient ‘

‘ Lookup (leave blank for all vendors)

[ Contive | cCancel |

>

As with the prelist, you can set the calendar year, the type of vendors or a specific vendor.
The information that you entered while preparing the prelist will be shown here. Once you
have confirmed this information, click the [Continue] button to show the following screen.

- O]/ searen

‘@ http://localhost65085/AccountsPayable/frm1099Forms.aspx

= 1099-Misc Forms x |[[T|&

User:  Robert Hill (SA)
Agency:  Brandenburg Housing Authority

4help deskissues open or pending.

[Accounts Payable Fixed Assets General Ledger GL C

Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

1099-Misc Forms

@
Previous Step 43¢ 1099 | 1096

Recipient Name Mailing Address City, State Zip TaxID Payments | 1099 Class ? | Other Payments | 1099 Class (Other) *
Acme Pest Control 147 Gladstone Street  Brockton, MA02301 f 111223333 | $1,780.00

~ Show

Void | Corrected

‘General PestManagement ‘ P.O. Box 91 ‘Llnwood MA 01525
‘IMema\ Revenue Service ‘ 1120 Andover Ave . Andover, MA55555

‘J 027-56-5488 ‘32,42500‘

f 04555555 322600‘
‘Newlon Housing Authority - Eserow Account ‘sz Lincoln Street ‘Newlon Highlands, MA 02461 ‘; ‘ s45034‘

‘T&M Eledrical, Inc. ‘PO Box 1279 Lakeville, MA 02347 ® ] 35,40000‘

If for any reason a vendor’s tax ID is missing, you can click on the / icon next to the tax ID.

You can then edit and save the tax ID. NOTE: When you save the tax ID it will also update
the tax ID for the associated vendor or landlord.
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You can also view the full details of the 1099 information for any entry by clicking on the .
The screen will appear as follows.

| e
@ http//localhost65085/AccountsPayable/frm1099Forms.aspx ~ O | Search

B 1099-Misc Forms x |[[F|a

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority
4 help desk issues open or pendin

Payroll Purchase Orders Accounting Reports Email Reports TWAIN Example Scan Document

RecipientName [Acme Pest Control

e
B OTT—
|
B a—

Void [ ]
Corrected [_]

The information shown hear includes the vendor name and tax ID, the 1099 classification
for the vendor as well as the annual amount paid. It also shows any secondary 1099
classification and the amount paid for that class. A vendor may have at most 2 classifications
during any calendar year. You can also edit the tax ID through this option.

If you need to print a void or corrected 1099, check off the appropriate boxes.

Once you are done, click the [Save] option to save your changes. To exit without saving click
on the [Cancel] button.

4.34.3 Accessing Form Settings

You can access the form settings by clicking on the 4% icon. The settings screen will appear
as follows.

1 1088.Misc Form « Initialize |

L

Form Settings

Form 1088-MISC/1096
Milsthfm:m Iﬁinchea @ up O Down
Adjstfom g Flincnes @ Lot O Right

Form 1089-NEC

Adpust form [ ) ,ﬁ inches @ Up O Dawn

Adpt form 1 [Zlinches @ Left O Right
Contact Person | Jerermy Dunn |
Gontact Email | jidunn@brandenburgha.com |

[ || cancel | SampleMISC || Sample NEC |
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If necessary, you can adjust the starting position of the forms up or down and left or right
but any amount (in inches). In most cases, you should not need to make any adjustments,
however, if you do, you will make the adjustments through the settings option.

The top section contains the adjustments for the Forms 1099-MISC and the 1096 form. The
second set of adjustments is only for the 1099-NEC form.

You can also specify the contact person and the email address for that person. This will
appear on each 1099 form.

If you would like to print a sample (highly recommended) to test your form alignment, click
the [Sample] button. Then download and print the form.

IMPORTANT NOTE: When you send your sample form or your 1099 or 1096 forms to the
printer, you must make sure that you are not allowing any type of scaling or stretching. You
should see a setting for Actual Size in the printer dialog. Make sure to choose this. If any
other setting is selected, there is a good chance that the forms will not print properly.

Once you are done with the settings, click the [Save] button to save your changes. You will
be returned to the 1099 list.

When you are ready to print your forms, click on the [1099] button. You will be prompted
to open a document containing your 1099 forms. Place your forms into your printer and
then print this document. Make sure to review the note above about your printer settings.

You can print your 1096 transmittal form in the same manner by clicking on the [1096]
button.

5 HowTo

This section is used to demonstrate specific procedures that you can do within Accounts
Payable. This section is meant to be an addendum to the User Manual to provide you
specific instructions for various operations.

5.1 How to Enter a Beginning Balance

When you have setup a new bank account or you are converting over to PHAnetwork and
need to establish a beginning balance for your bank account(s), you must first determine
the starting date for your bank register. This is the date from which you will begin
recording bank register transactions. Usually this will be the first day of a particular month.
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Once you have established the date, you must then determine the cleared bank account
balance. This will be the net total of all deposits and checks that have cleared your bank as
of the date prior to your starting date. Do not include any transactions in this balance that
have cleared on or after your starting date. You will enter these manually and then will
mark them as cleared through the bank register. Also, you will need to enter any uncleared
checks and/or deposits into your bank register.

Once you have both the date and the cleared balance, it’s time to enter your beginning
balance. From the Accounts Payable menu choose Bank Register from the Processing area.
Next, select the bank account that you will be working with (this should have been setup
already through the Add/Edit Bank Accounts menu option). You will see a screen similar to
the following.

LS| ‘ 5 Accounts Payable Bank X ‘ —+ v = O X
< - O m & hitps//www.phanetwork.net/AccountsPayable/frmAPRegister.aspx * = L’
Robert Hill (SA)
’ Brandenburg Housing Authority

>3
network.net

Home | Help | Maintenance | Lookup | My Profile | ing | Tenants | i | Facilities | Tasks | Administration | System Admin | Sign Out |

Accounts Payable Bank Register

Register Fiters
Bank Account | Federal First Credit Union Starting Date
prestDaes [Gusom ] (T

Ending Date

4/30/2019 v

Vendor Fi‘lEf|(Ieave blank for all‘any vendor or landlord)

SgxFad
Number Cleared Description Payment/Debit Deposit/Credit Balance

33172019 Beginning Beginning Balance

Date Number |Cleared |Payee Entry Type  Description Payment/Debit Deposit/Credit

In order to enter your beginning balance, you will enter a new adjusting transaction. To do
this, click the =F icon above the Action column. This will bring up the New Register Entry
section as shown below.
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<= | 5 Accounts Payable Bank X | 4=

< - 0O @

B httpsy//www.phanetwork.net/AccountsPayable/frm APRegister.aspx

User:
Agency

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GJ/L Conversion

Accounts Payable Bank Register

<| New REéISlE[ Enti E

*

Robert Hill (SA)
Brandenburg Housing Authority

Payroll Purchase Orders Accounting Reports Email Reports

Bank Account [FFCU

Entry Date |4/30/2019 Dv
Entry Type | =** Select *** ~
Amount (.00

Description |

Vendor (if applicable)

B & agdnew

Check Number (if applicable)

Distribution Code | N/A

Save Changes” Cancel Edit |

From here, you will set the Entry Date to your established starting date. For the Entry
Type choose Adjustment. For the Amount, enter the cleared bank register balance. For the
description, you can simply enter Beginning Balance. Make sure that the Distribution Code is
set to N/A, as you will NOT be distributing this entry to a General Ledger. Your complete

beginning balance entry should look like the following.

<« ‘ 3 Accounts Payable Bank X | +

< - 0O @

B https://www.phanetwork.net/AccountsPayable/frmAPRegister.aspx

User:
Agency

network.net

Robert Hill (SA)
Brandenburg Housing Authority

w* o L e

Accounts Payable A/P (New) Fixed Assets General Ledger GI/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable Bank Register

-| New Reéister Em&

Bank Account [FFCU

Entry Daie

Entry Type:

Amount

Description

Vendor (if applicable)

Check Number (if applicable)

Distribution Code

3/31/2019 e

Adjustment v
13906.27
Beginning Balance |

B & agdnew

(A

Save Changes | | Cancel

Edit |

Click the [Save Changes] button to save your beginning balance entry. Then, click Return to
Register. You will be returned to the bank register and your new entry should show in the
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bank register grid. If it does not appear, change your date range to include the entry date
that you used.

= | [ Accounts Payable Bank X ‘ + v — m] b

< — @] n B httpsy//www.phanetwork.net/AccountsPayable/frmAPRegister.aspx g = 7. &

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

network.net

Accounts Payable Bank Register

Bank Account | Federal First Credit Union Starting Date

Preset Dates | Custom v 3/31/2019 e
Ending Date

4/30/2019 guss:

vendor Filter |{Ieave blank for all/any vendor or landlord) | B e

S e Dl

Number Cleared Payee Entry Type Description Payment/Debit Deposit/Credit Balance
(2]

Beginning P
3/30/2019 Balance Beginning Balance - - $0.00

% ' -
3/31/2019 Adjustment | Beginning Balance - 13,906 27 13,906.27

Date Entry Type Description Payment/Debit Deposit/Credit  $13,906.27

You will notice that the cleared beginning balance entry sets the bank account balance. You
will also notice that in the Cleared column, the balance is not cleared. Since you have
established this as the cleared balance for this bank account, then you next need to mark

this as cleared. To do this, click the ¥ icon in the Cleared column. You will be prompted to
confirm as follows.
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By & | O Accounts Payable Bank X | 4= i 0O %

& — O o] =) www.phanetwork.net e = =4

This site says...

Please confirm: Mark this item as having cleared the bank?

OK Cancel

Click the [OK] button to complete the process to clear this transaction. The icon in the
column will change to @ indicating that the transaction has been marked as cleared.

At this point, you have successfully entered the beginning cleared balance for your bank
account. The following steps should be completed next.

1. Enter any uncleared checks and/or deposits.
2. Enter any checks and/or deposits that have cleared after the starting date.

5.2 How to Enter an Invoice

If you will be entering and paying invoices, then it will be necessary to record those invoices
for process. Generally, invoices are entered in batches at predetermined times. It is a
productive practice to set aside a number of invoices for entry into PHAnetwork. If the time
is dedicated to just entering invoices without interruption, the likelihood of making errors
during entry is minimized.

It is also a good habit to have some time of marker or Entered stamp that you can use to
indicate that an invoice has been entered into the system. This will reduce the possibility of
duplicate invoices (although PHAnetwork will warn you about those as well.) In addition, if
you have multiple invoices for the same vendor, be sure to group them together and enter
each one after the other.

There are two methods for invoice entry. The first, involves the Invoice Wizard (the default)
which guides you step-by-step through the invoice entry process. To access the Invoice
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Wizard select New Invoice from the Accounts Payable Menu, or alternatively, by clicking

the micon when in the View Invoices area. When you do this, the following screen will
appear.

< ‘ New Invoice X | 4+ v = O X
& > O {n 8 https://www.phanetwork.net/AccountsPayable/frmAPInvoiceNew.aspx * *}E L IQ
User: Robert Hill (SA) -

Agency: Brandenburg Housing Authority

network.net

New Invoice

Step 1 - Select Vendor

Vendor Name for lookup |E & Add New
Invoice Amount (0.00

Show Paid || Show UnPaid |

Continue | | Cancel

In the Vendor Name for lookup entry, type part of the vendor’s name. For example, if the
vendor’s name begins with Branden you can enter that, and then hit the [Tab] key. This will
automatically perform a lookup of matching vendors as shown below.

L3 ‘ New Invoice X ‘ + v o s x
& = O m B https://www.phanetwork.net/AccountsPayable/frm APInvoiceNew.aspx hxd = 7. =4
User: Robert Hill (SA) o

Agency: Brandenburg Housing Authority

network.net

New Invoice

Vendor Name for lookup [branden

Invoice Amount |0.00
Show Paid || Show UnPaid |

Continue | | Cancel |

Vendor Lookup

s e

e T —
Accowt Type|  any type ]

Action Vendor Name Address Telephone ContactPerson

> Brandenburg Development Trust 55 Belmont Street
> Brandenburg Edison 52 Spring Street

> Brandenburg Housing Authority 20 Hampden Drive
] Brandenburg Housing Authority P.O. Box 976

If you see the correct vendor, just click on the P icon next to that vendor to select it.

Next, enter the amount for this invoice and then click [Continue].
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If you would like to check on paid and unpaid invoices from this vendor, you can click on
those buttons to see the list. This is convenient, if you are not sure if you have already
entered and/or paid an invoice for this vendor.

The next step in the New Invoice process is shown as follows...

LS| ‘ New Invoice bt ‘ + v o o %
< = O ] B https//www.phanetwork.net/AccountsPayable/frmAPInveiceNew.aspx W 3= 7. =4

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

New Invoice

({Step2 - invoice No /Date ]
Vendor Name |Brandenburg Edison
Hide Vendor Options
Video Help Online Help Guide
Vendor Options () Always copy previous invoice
OAlways copy specific invoice (below)
O Copy specific invoice (below) just this time
® Never copy invoice for this vendor
O Allow Distribution Selection this time
Vendor Invoice to Copy | Date: 8/6/2018, Amount: $59.00, Reference 201808-1042-4-2 | &

Bank Account | First Credit Union v

Invoice Amount {127 96

Invoice/Reference Number | "4

Invoice Date [5/14/2019 D'

Previous || Continue || Cancel |

Here, you specify how you will create the G/L Account Distribution for this option. You have
several options and they are summarized in the following table.
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Option

Purpose

Always copy previous invoice

Always copy the distribution used in the immediate
prior invoice for this vendor.

Always copy specific invoice
(below)

When this option is selected, you can choose from a
list of vendor invoices shown next to Vendor Invoice
to Copy.

Copy specific invoice (below)
just this time

This is similar to the above option, however, it does
not retain this choice for this vendor and only
copies this invoice this time.

Never copy invoice for this
vendor

This option always starts with a new, blank G/L
Account Distribution. You can select this if the types
of accounts that you will select for this vendor vary
widely.

Allow Distribution Selection this
time

Just for this one invoice for this vendor, allow for
the selection/entry of a new G/L Distribution. In
other words, just this time, it gives you a blank G/L
Distribution to start with.

Once you have made your selection, you can change the bank account if necessary. Next, you
need to specify the invoice number to use. If the invoice does not include an invoice number,

and since it is a required entry, you can click the 7 icon to have the system suggest one for

you.

Next, enter or select the invoice date for this invoice.

Once you have completed those steps, click the [Continue] button. Step3 will appear as

follows.
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Ll New Invoice X |+ v = ] x
& = O o B https://www.phanetwork.net/AccountsPayable/frmAPInvoiceNew.aspx had = 7. [

ooy

Agency: Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports

New Invoice

f{Step 3 - Distribution Method
endor Name |Brandenburg Edison
Distribution Method () Vendor Accounting Code(s)
® Other Accounting Code
O Manual Distribution
Copy previous invoice
Other Accounting Code |Bank Account Interest
[Ctri)/[Click] multi-select || 4 ndry Receipts
Rubbish/Trash Removal
‘Standard Distribution
 Test Accounting Code

Last Invoice Date [8/6/2018 |
Last Invoice/Reference [201808-1042-4-2 |
Last Invoice Amount [53 00 |
Last Invoice Info | Created 8/15/2018 at 12:00:00 AM by Bob Hill
Copy invoice distribution () Yes - copy dist. from invoice above
®)No - use selected dist. method

Previous ” Continue || Cancel ” Finish

Your selections from this point will be shown. You can further define the G/L Distribution
method at this point if necessary, by choosing one of the options and/or choosing a
distribution code to use.

Click the [Finish] button to add the new invoice. The invoice entry/update screen will
appear as follows.

LS| ‘ 1 A/P Invoice X ‘ + = (] x
< = O o ] https://www.phanetwork.net/AccountsPayable/frmAPInvoice aspx?InvoicelD=116440 79( 7‘5 ﬂ__ =4

User: Robert Hill (SA)
' Agency:  Brandenburg Housing Authority

Accounts Payable A/P (New) Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable - Vendor Invoice

@

Distribution. Scans Utilities.

Vendor |Brandenburg Edison
Invoice Reference NO |2019-05-15-37

Invoice Date |5/12/2019 tv
Amount (127 96

Memo

Due Date |5/12/2019 Dv

Separate Check [ ] Check to pay this invoice on a separate check
Bank Account | First Credit Union V|

Purchase Order No
Internal ID No. | 116440

Save Invoice || SavelCominue” Cancel Edit |
<
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The entry/editing of invoices is divided into four tabs that have the following purposes.

Tab

Purpose

Invoice

This tab is where the main invoice information is entered including the
vendor name, the invoice/reference number, the invoice date, the
invoice amount, an optional memo, the due date for the invoice, the
bank account where the payment will be drawn and the purchase
order number.

This tab also shows the Internal ID no which may be useful to technical
support if you need to post a Help Desk issue regarding this invoice.

Distribution

The distribution tab is where the G/L account distribution is entered.
This tab is itself divided into four separate tabs. See the section below
describing how to use the Distribution tab.

Scans

The Scans tab will allow you to upload and save one or more scanned
images for the invoice. This is useful if you want to store a scanned image
of the invoice along with the electronic version for later reference.

Utilities

The Utilities tab is where you record utility totals and utility distribution
for any invoice that is for the payment of utilities, such as gas, water,
electric, etc. More information on this tab can be found in the section
below.

There are three buttons at the bottom of the invoice that have the following actions.

Button

Action

[Save Invoice]

Clicking this button will save the
invoice and then return you to the
View Invoices area.

[Save/Continue] | Clicking this button will save the

invoice and allow you to stay within
the invoice entry/update area.

[Cancel Edit]

Clicking this button will take you back
to the View Invoices area. NOTE: If
you have already saved using
[Save/Continue], clicking this button
will NOT reverse that save.
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5.2.1 Using the G/L Account Distribution Tab
When you click the Distribution tab, the page will appear as follows.

< ‘ 3 A/P Invoice X ‘ + i o %
& = O A B https://www.phanetwork.net/AccountsPayable/frmAPInvoice.aspx?InvoicelD=116440 g v 7. &
Robert Hill (SA)

’ Brandenburg Housing Authority
-
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Out |

A Payable A/P (New) Fixed Assets General Ledger G/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable - Vendor Invoice

Invoice. Distribution Scans Utilities
Invoice Reference No. [2019-05-15-37
Invoice Amount (12796

Total Distributed |0.00

@ Code Disfribution Manual Distribution Full Distribution Validate

28 Add

No manual distribution lines were found. Click the [Add] button above to add one

Save Invoice || SavelConlinue” Cancel Edit |

At the top of the Distribution tab you see the Invoice/Reference Number, the invoice amount
and the total distributed amount. In order for the invoice to be valid, the Total Distributed
must equal the Invoice amount.

Below that, you see the distribution section and at the very top, you see the following linked
options...

Code Distribution Manual Distribution Full Distribution Validate
Code Distribution

This is where you select one or more Accounting Codes for the distribution. The total
distributed to the selected codes cannot exceed the invoice amount, however, it can be less
than the invoice amount, in which case the remainder would be entered manually through
the Manual Distribution. The Code Distribution section is shown highlighted in the image
on the next page.

This example shows a single accounting code (Standard Distribution) which has been

distributed to the full invoice amount. You can edit this entry by clicking on the # icon next
to the entry. If you need to delete an accounting code from the Code Distribution section,

click the ﬁ icon.
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& & AP Invoice X |+ W — O e
< - O ] £ httpsy//www.phanetwork net/AccountsPayable/frmAPInvoice.aspx?InvoicelD=116440 pd = 7. =4
User Rabert Hill (SA) a

Agency:  Brandenburg Housing Authority

network.net

. Payable A/P (New) Fixed Assets General Ledger G/L Conversion Payroll Purchase Orders Accounting R Email Reports

Accounts Payable - Vendor Invoice

Invoice. Distribution Scans Utilities.
Invoice Reference No. | 2019-05-15-37
Invoice Amount |127.96

Total Distributed | 12796

9 Code Distribution Manual Distribution Full Distribution Validate

Actions Accounting Code Amount To Distribute
Standard Distribution

18127.96

Save Invoice || SavelConlinue” Cancel Edit

In this, probably the simplest example, we are distributing the full amount of the invoice to
the Standard Distribution accounting code. However, what if we wanted this to be a split
between multiple accounting codes? In that case, you would need to change the amount to
be lower than the invoice total (most-likely using a percentage to determine the amount)
and then you would click the = icon to add a new accounting code line, select the
appropriate accounting code and then enter the amount.

The following screen image shows the result of splitting the invoice amount 50/50 between
to different accounting codes.
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B & | 8 arinvoice X |4+ v

& = O n B https://www.phanetwaork.net/AccountsPayable/frmAPInvoice.aspx?InvoicelD=116440 W ¥= /3 =

User: Robert Hill (SA) -
Agency: Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GI/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable - Vendor Invoice

Invoice Distribution Scans Utilities.
Invoice Reference No. |2019-05-15-37
Invoice Amount (127 96

Total Distributed |127.96

Q Code Distribution Manual Distribution Full Distribution Validate

47 Add
Actions Accounting Code Amount To Distribute

RS Standard Distribution

E RS Rubbish/Trash Removal

| Save Invoice || SavefCominue” Cancel Edit

As you can see, a new distribution code has been entered and the amounts have been split
to 50% each. To see the full results of the account distribution, click the Full Distribution
link and the screen will appear as follows.

LS| ‘ 3 A/P Invoice X ‘ + v = [ x
é 9 O @ ] https://www.phanetwork.net/AccountsPayable/frmAPInvoice aspx?InvoicelD=116440 79( 7‘5 ﬂ__ \E
User: Robert Hill (SA) -

Agency:  Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GIL Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable - Vendor Invoice

Invoice Distribution Scans Utilities.

Invoice Reference No. |2019-05-15-37
Invoice Amount |127 96

Total Distributed [127.96

Q Code Distribution Manual Distribution Full Distribution Validate

Actions Fund AMP Project/Dev Cap. Proj. # Account No Account Title Amount Memo
401 000 11111 Cash - Dev/Mod Restricted 2879
689 000 1111.1 Cash - Dev/Mod Restricted 22 3
707 000 11111 Cash - Dev/Mod Restricted 12 .80
401 000 4430 Contract Costs 28.7
4430 Contract Costs 22 39
4430 |Contract Costs 12 8
127.9

fefefefefele

Save Invoice || SavefCominue” Cancel Edit

The behind-the-scenes magic has happened to take both distribution codes and distribute
them according to their respective amounts resulting in a fully-distributed invoice.
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You also have the option of doing a fully manual distribution of your invoice. To do that, you
would click the Manual Distribution link. Below shows an example of this same
distribution, but instead, entered manually without using the codes.

E‘EA}'PanOiCE X ‘ + v = 8] %
& — O ) 8 htps: /www.phanetwork.net/AccountsPayable/frmAPInvoice.aspx?invoicelD= 116440 Tf{ ;‘5 JL =4

Robert Hill (SA)

’ Brandenburg Housing Authority
~
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Qut |

Accounts Payable A/P (New) Fixed Assets General Ledger GI/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable - Vendor Invoice

Invoice Distribution

Invoice Reference No. |2019-05-15-37

Invoice Amount (127 96

Total Distributed |127.96

9 Code Distribution Manual Distribution Full Distribution Validate

Add

Actions Cap. Proj. # Account No. Dist. Amount

1111.1 $28.79
11111 $22.39
1111.1 $12.80
4430 $28.79
4430 $22.39
4430 $12.80
$127.96

%
%
b %
%
®
%

As you can see, the distribution shown here on the Manual Distribution tab is identical to the
distribution created using the accounting codes, except that it has been entered line by line.

Actually, to be quite honest, this distribution was actually created by using another nice
feature of the invoice entry. If you notice back in the Code Distribution tab shown in the
previous example, there was a “* icon showing next to each accounting code. If you click
this, you can remove the accounting code and instead and have the resulting distribution
entered for you into the Manual Distribution tab. This is convenient in cases where the
accounting code is very close to what you need, however, you need to make a few minor
changes, such as designating a project on a single account line, or perhaps, changing the
account number.

We’ve already seen what the Full Distribution tab does in the previous example. It simply
shows the results of applying all of the accounting codes and manual distribution lines. This
is the final G/L Account Distribution for this invoice so if you have any concerns that the
invoice was not distributed fully, this is the place to look.

The final tab we will look at for the account distribution is the Validate tab. When you click
this link, a full validation will be done on the invoice, and the results, and any errors, will be
reported. The following screen image shows the results of clicking the Validate link.
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B & 8 arinvoice X |+ v — O 29

& = O n B https://www.phanetwaork.net/AccountsPayable/frmAPInvoice.aspx?InvoicelD=116440 W ¥= /3 =

User Robert Hill (SA) 2
Agency: Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GI/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable - Vendor Invoice

Validation Status
@

T 2015.05.15.97 i

The invoice distribution has passed
validation!

Invoice Scans Utilities.

Invoice Amount |127.96

Total Distributed |127.96

9 Code Disfribution Manual Distribution Full Distribution Validate

Project Cap. Proj. # Account No. Dist. Amount

| Save Invoice || SavelContinue|| Cancel Edit

This image shows that the account validation has passed. The account validation includes a
check of all G/L Account numbers used to make sure that they are valid, and furthermore,
are valid for the selected funds and if applicable, the project numbers. In addition, the
validation checks to make sure that the invoice is fully distributed, meaning that the sum
total of the G/L distribution entries exactly match the invoice amount.

5.2.2 Using the Scans Tab
The Scans tab is used to upload and save images associated with this invoice. Usually, this
will be a scanned copy of the invoice. The benefit of this is that if you ever need to see the

originating document that resulted in this invoice, that image is quickly accessible through
the invoice option.
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B & 8 arinvoice X A/P Invoice 4+ v = O x

& - @] ] B hitps://www.phanetwork.net/AccountsPayzble/frmAPInvoice. aspx hid ‘,‘E 7. =g

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

network.net

Accounts Payable - Vendor Invoice

[ New Document|

Image Document Name

Notes

0 of 500 characters

| Save | | Cancel

Save Invoice || SavelCominue|| Cancel Edit |

To add an image to the invoice, click the [Browse] button to locate the scanned image on
your computer. You can also enter any notes about the image that you would like.

LS| ‘ 1 A/P Invoice X ‘ A/P Inveice ‘ + v = O %
& 4 O m G https://www.phanetwork.net/AccountsPayable/frmAPInvoice.aspx ﬁ ‘,‘E L =4

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

network.net

Accounts Payable - Vendor Invoice

[ New Document |
Image Document Name C:\Users\bob\Desktop'Temp Docs\Brandenburg Edison Bill.pl

Notes |[Page 2 of invoice showing utility usage.|

40 of 500 characters

| Save | | Cancel

Save Invoice || SavelCominue|| Cancel Edit |

Once the image has been uploaded and you have entered any applicable notes, click the
[Save] button. You will see the image shown as a thumbnail along with the notes entered as

shown below.
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B & ‘ = A/ Invoice X A/P Invoice 4+ v = O x

< = O m B hitps://www.phanetwork.net/AccountsPayzble/frmAPInvoice. aspx ¥ ¥= 7. =g

Robert Hill (SA) o)

' Brandenburg Housing Authority
>
network.net

Home | Help | Maintenance | Lookup | My Profile | Accounting | Tenants | Applicants | Facilities | Tasks | Administration | System Admin | Sign Qut |

Accounts Payable - Vendor Invoice

L]

Invoice Distribution Utilities

Preview of Document

Page 2 of invoice showing utility usage.

Save Invoice || SavelConlinue” Cancel Edit

To view the full image, click the # icon next to the thumbnail image. If you would like to
delete the image (maybe you selected the wrong one), click the 8 icon to deleteit.

5.2.3 Working with the Utilities tab

If the invoice that you are working with includes utility usage (electric, water, gas, etc.) you
can use the Utilities tab to record that information. The total usage is entered and the
appropriate unit of measure is selected. You can also specify the month and year to which
the utility usage should be attributed. For example, you may receive an invoice in May with
a May invoice date, however, the utilities were actually incurred in April. In this case, you
can change the month to April so that any reporting done on Utility Usage for the month of
April will include these recorded utility amounts. The following screen shows the result of
entering our utilities from the invoice.
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B & 8 arinvoice X A/P Invoice 4+ v = O x

& 4 O m G https://www.phanetwork.net/AccountsPayable/frmAPInvoice.aspx ﬁ ;‘5 L =4

User: Robert Hill (SA)
Agency: Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GI/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable - Vendor Invoice

| Invoice Distribution | Scans
Invoice/Reference No. |2019-05-15-37
Unit of Measure | KWH (Elec)

Total Utility Units {713 0000

Utility Month/Year (4 |/

| Save | | Delete |

Utility Distribution *
Utility Units Utility Amount

#® ** Select *™* v 0.0000 0.0000 0.00

[ | 0.00 0.0000] $0.00

| Save Invoice || SavefCominue” Cancel Edit |

As you can see from the above example, the unit of measure selected was KWH (Kilowatt
Hours). The total units invoices was 713 and the meter was read for the month of April,
2019. In addition, the distribution area is now shown. Here, you can select each
development involved and split the utility usage used among those developments.

< ‘ 3 A/P Invoice X ‘ A/P Invoice ‘ + v e (o] x
& - O o £ httpsy//www.phanetwork net/AccountsPayable/frmAPInvoice.aspx h¢ e 7. [

User: Robert Hill (SA)
Agency:  Brandenburg Housing Authority

network.net

Accounts Payable A/P (New) Fixed Assets General Ledger GI/L Conversion Payroll Purchase Orders Accounting Reports Email Reports

Accounts Payable - Vendor Invoice

Utilities

Invoice/Reference No. |2019-05-15-37

Unit of Measure | KWH (Elec)

Total Utility Units [713 0
Utility Month/Year|4  ~|/ (2019 v

| Save | | Delete |

Utility Distribution *

33.7] 240281

66.3 472.7190
0.00 0.0000

| Save Invoice || SavefCominue” Cancel Edit
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In the example above, the percentage column was used to calculate the percentage of the
total units for each development. I entered 33.7% for development 667-1 and 66.3% for
development 667-2, and the system automatically calculated the utility units. In addition, I
have recorded the dollar amounts incurred by each development.

Simply select the development, enter the percentage and the utility dollar amount and then
click the [Save] button. When you do, a new blank line will be created so that you can enter
the next development. Once you are done, simply click the #8 button next to the blank entry
to remove it.

If for any reason you would like to delete the entire utility usage entered, click the [Delete]
button. You will be prompted to confirm, and then the utility information along with any
development breakdown will be deleted.
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INDEX

A/P Periods, 58
closing, 161
re-opening, 162
Account Inquiry, 162
account Status, 22
Accounting codes, 15
Accounting Codes, 11
Accounts Payable Options, 8
Accounts Payable Vendors or Landlords, 28
Adjustments, 106
Adobe Acrobat, 27,93
AMP, 14,74
Asset Management Project. See AMP

B

Bank Reconciliation, 124

Bank Reconciliation, Re-Opening, 132

Bank Register, 100

Bank Register Entries, Brief Descriptions, 119
Bank Register Entries, Changing a Date, 117
Bank Register Entries, Deleting, 112

Bank Register Entries, Quick Print, 113

Bank Register Entries, Reversing a Void, 116
Bank Register Entries, Splitting Payments, 117
Bank Register Entries, Voiding/Cancelling, 115
bank routing number, 37

Bank Statement, Uploading a Scan/Hardcopy, 130
Bank to Bank Transfers, 121

C

capital project number, 14
Changing a Check Number, 118
Check Lookups, 119

checkrun, 91

Check Run, 97

Check Runs, 97

check setup, 23

Checks, flagging for reprinting, 118
Checks, Viewing/Printing a Facsimile, 118
code distribution, 47

Code Distribution, 72, 108, 182

D

Deposits, 106

Direct Deposit
emailing, 157
re-processing, 155

direct deposit code, 37

direct deposit setup, 52

employees, 28

F

Form 1099-Misc, Printing, 167
FSS recipients, 28

Fund, 74

Fund code, 14

G/L account, 19
G/L Account, 15, 162
G/L Account Lookup, 51, 111

H

HAP Direct Deposit, 37
HAP run, 146
reversing, 148
How to Enter a Beginning Balance, 172

Interest entries, 106
Invoices, 59
adding new, 61
adding scanned images, 76
checking status of, 63
editing, 69
Paying, 85
tracking utilities with, 79
Invoices, saving scanned images and PDFS, 76

M

manual distribution, 47
Manual Distribution, 72,108, 182
Marking a Register Entry as Cleared, 118
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0 R
Online Payments, 106 recurring payments, 43
Recurring Payments, 123
P rental deposit, 135, 144

deleting, 136, 141, 146
Payments, 106
percentage model, 16 T
Percentage Models, 11
periods tenant deposits, 132, 141
locking, 59 tenants, 28

Periods, initializing, 58 Tracking Utilities, 79, 84, 188
periods, locking, 59
Preparing Direct Deposits, 150 Vv
Printing Checks, 89

Vendor Maintenance Remit tab, 32

Vendor, merging, 42

Voided Checks, 106
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