CompuCrete GH Daily Procedures

You may choose to perform this procedure less frequently than daily (every other day, for example) if the volume of your tickets is low enough to be manageable for a longer interval.
Verifying your start-of-day A/R Control Total

1. Click on to the Accounts Receivable Menu.

2. Click on Aged Trial Balance.

3. Leave the selection criteria fields blank.

4. Make sure the Include Inactive Customers box is checked.

5. In the options tab, in the Type box, click the Control Total button.

6. Click on the Print button.

7. The computer will print your new A/R balance.
This balance should match your ending balance from yesterday (See Manual Control Procedure)
If these balances do not match, please call Hansco for further instructions.

8. Write today’s beginning balance in the A/R Control Sheet (see End of Day Procedures)

9. Return to the Billing and A/R menu by pressing <ESC>.

Loading Tickets

These procedures work for importing tickets from both batch controls and remote CompuCrete ticketing sites.

1. DO A HARD DISK BACKUP!
2. Go into CompuCrete Billing & A/R.

3. Go to the Invoicing Menu.

4. Insert the tickets diskette and select Import Tickets.

5. Choose theCHANDLER plant in the bottom right window.

6.  If you receive your tickets from the plant in ticket order, change Sequence of Report to Ticket No.
7. You may wish to click the Preview button to review the impending import for errors.
Note: This is an excellent way to find and correct problems before they occur in your billing.

8. Click on the Print button to print a report with information about the tickets coming from the diskette.
Watch for warnings and errors, which are indicated by a row of asterisks.

9. You will be prompted if you wish to import the tickets.
If you update the file, the imported tickets will enter the billing system.  If you choose not to, the billing system remains unchanged.

10. If you have any errors, select Ticket Maintenance or Open Ticket Stack to fix the errors.

11. If you have a significant amount of errors on the report, it is often best to NOT update the file, take corrective action, then repeat these steps after problems have been eliminated.

Printing Invoices

1. Go to the Invoicing Menu.

2. Select Pre-Billing Audit List.

3. When you want to look at all tickets for a specific date, be sure to enter the date in both the starting and ending ticket date.

4. This printout will contain a list of all tickets to be invoiced that met the criteria you selected (ie: for customer number or date range).  Check it carefully.

5. If there are any errors or inaccuracies remaining, select Ticket Maintenance or Open Ticket Stack to fix the errors and repeat step 2.

6. BE SURE TO MAKE SURE THE TICKETS ARE CORRECT PRIOR TO RUNNING INVOICES (ESPECIALLY THE COD TICKETS!!)
7. Select Trucking Report 
(optional)
This report is used to show all hauling activity.
It shows each truck’s hauls in customer order or dispatch order.
Note: You must print this report prior to invoicing – tickets do not appear after invoicing.
8. Select Ticket Activity Report 
(optional)
This report is used to show all a summarized version of ticket activity.
It shows material, hauling, quantity and total sale amount.
Note: You must print this report prior to invoicing – tickets do not appear after invoicing.
9. DO A HARD DISK BACKUP!
10. Select Print Invoices.

· Set the Invoice Separation to Customer Id, Job Id, Customer P.O.
· In the Selection Criteria, enter the beginning and ending ticket date ranges.

· Verify the invoice date is correct.

· Make sure the G/L date matches the invoice date.

· Verify the Discount Cutoff date is 1/1/1990

· Verify the Discount Valid Until dates.

· Click on the Ticket Print Selection tab.

· Make sure everything is checked except Treat Priced Tickets as Invoices

· Click on Print Setup

· Make sure Product Totals is set to Units of Measure.

· When it asks if you want to print a test pattern, click N.

11. Wait until all invoices print.

12. When it asks if the invoices printed correctly, click Yes if everything printed accurately and proceed to step 14.

13. When you click the invoices have not printed correctly, no files are updated.  Go back to step 1.

14. When you are finished invoicing for the day, select Invoice Register.
Leave the default settings and click Print.

Cash Posting

1. DO A HARD DISK BACKUP!
2. Click on Accounts Receivable.

3. Click on Cash Postingxe "Billing".

4. Verify the posting date – extremely important.

5. Enter the Customer Id. 

6. If you wish to review ALL invoices (not just the open items), click the box labeled Show Paid Invoices.

7. Enter the check number according to the following criteria:

· If the payment is by check, enter the check number.  If it is an unnumbered check, assign it one.

· If the payment is by cash, leave the check number field blank.

· If the payment is by credit card, enter a code corresponding to the credit card (“VI”, “MC”, “AX”)

8. Enter the EXACT amount of the check, cash or credit card transaction.

9. If this payment will be credited to a specific job, enter the job in the Job ID field.
This will cause all other invoices to disappear from the screen, but they will remain in the system.

10. If this payment will be credited to the oldest invoices first, click on the Auto Post button.

11. If you wish to manually select which invoices to pay:

· If you want to automatically take applicable discounts, highlight the invoice and hit the spacebar.

· If you want to adjust discounts, etc., highlight the invoice and hit the Post Cash button or <F5>.

12. Keep an eye on the box to the top right labeled Running Totals.

· The Cash total is the total cash allocated to paying invoices in this posting session.

· The Discounts total is the total discounts given in this posting session.

· The Allowances total is the total allowances (write-offs, etc.) given in this posting session.

· The Amount Remaining total is the amount of the check/cash/credit card that must be posted.
This figure must be zero before you can apply changes to the customer’s account balance.

13. If there is still an amount remaining, you must apply the remaining money to invoices (steps 11-12).

14. If there are no open invoices remaining, click Post Credit or hit <F8> to apply money as an open credit.

15. Click OK to save your changes.

16. The computer will ask if you wish to apply the changes to the customer’s account.
Click Yes to apply the payment, or No to cancel without saving any changes.

17. When you are ready to do your deposit ticket, run the Cash Receipts Register.

18. When it asks if the register printed correctly, click Yes and press <ENTER>.

19. Write down the total from step 17 in the Cash Receipts column (see Manual Control Procedure).
If you are doing multiple invoice runs on a day, be sure to add all of these totals together.

End of Day procedures

1. Get your Control Total page from this morning.

2. Enter the total from the Invoice Register(s) (Step 14 from Invoice Printing) under the Invoice Total.

3. Enter the total from the Cash Receipts Register(s) (Step 18 from Cash Posting) under the Cash Receipts.

4. Follow the steps in Verifying your start-of-day A/R Control Total to get your current A/R Total.

5. Take your Old Balance, ADD the Invoice Total, and SUBTRACT the Cash Receipts.  

6. The number from step 6 should equal the number from step 5.

7. If these numbers don’t match, call Hansco.

8. Write today’s ending balance in the A/R Control Sheet. 

9. If you have CompuCrete Remote Ticketing: 

a. Click on Invoicing.

b. Click on Prepare Remote Ticketing Data.

c. Put a blank diskette in the drive.

d. Select the location(s) you are preparing the diskette for.

e. Bring diskettes to Ticketing computer(s).

10. Do a Hard Disk Backup (see page 1)
Enter “End of day” as the backup comment.

Making Backups

A backup is essential to avoid data loss.  Even if your server automatically performs nightly backups, you still want to perform backups from within CompuCrete.  This is important because restoring from a system tape backup is much more time-consuming, and could result in files outside CompuCrete being changed as well (eg: Word Documents, etc.)

Hansco supports three types of backups from within CompuCrete, all of which backup CompuCrete data exclusively (eg: it does not back up anything except CompuCrete data).
Hard Disk Backup

Hard Disk Backups are the fastest, allowing you to quickly recover from a mistake.  These DO NOT protect you against system failure (if the hard disk fails, it will take your backups with it).  These are convenience backups, designed to allow quick recovery from incorrect data as a result of user error (ie: entering an incorrect invoice date, etc.)  CompuCrete retains NINE (9) generations of hard disk backups.  When then tenth backup is created, the first (oldest) is erased.

Note: Hard Disk backups from a network system are stored on the local hard drive.  So if user A performs a hard disk backup, only user A can restore that backup.  If user B attempts to restore a hard disk backup, it will be from the last hard disk backup performed by user B.

Floppy Disk Backup

Floppy Disk backups are slower than hard disk backups, but protect your computer in the event of a crash because it stores the data on something outside the computer.  The disks will contain ONLY CompuCrete data.  No programs are stored on these diskettes.  Diskettes are useful for archiving information.  Be sure to label the diskettes with the date, time and contents (ie: “Dec 31, 2000 A/R”)  Note: Over time your database grows in size.  This will eventually make diskette backups impractical, in which case a 250 MB Zip Disk may be a better solution.


File Backup
File backups build a file of your data similar to the hard disk backup, except the backup file can be located in any directory you choose, including a CD-ROM device.  This could be used to have an archive of Hard Disk backups.  When working on a support issue, Hansco may do a file backup and download this file for review.
Performing a Backup

1. Click on System Maintenance.

2. Click on Backup...
3. Click on the type of backup desired (Hard Disk is the default)

4. Type in the Title of the Backup.
(Hansco recommends something meaningful, such as “Pre-Invoicing Backup”)

5. Click OK.

6. The system will begin creating the backup files.
The time required depends on how much data is in the system.

7. If this is a diskette backup, the computer will prompt you to insert diskettes as necessary.

8. When the backup is complete, a message will appear on the screen.

CompuCrete Ticketing Daily Procedures

Beginning of Day

1. Click on Ticketing.

2. Click on Beginning of Day.
If you’ve received an office update (either by diskette or modem) check the Load Office Data box.
To eliminate (remove completely) any orders flagged as inactive, check the Purge Inactive Orders box.

3. Click on Order Stack to view today’s orders.

4. Review orders to make sure completed or obsolete orders are no longer on the screen.

5. Review orders to make sure any unfilled Roll Forward orders from yesterday appear.

6. Use Order Maintenance to edit existing orders or add new ones.

End of Day

1. Click on Order List.

2. Enter the next business day’s date as the beginning and ending Delivery Date.

3. Click Print.

4. Review tomorrow’s orders and make corrections through Order Maintenance.

5. DO A HARD DISK BACKUP!
6. Click on End of Day.

7. Print the Ticket Transfer Report.

8. Tickets will print grouped by customer and job.
If you want the list in ticket number order, change the Sequence of Report.

9. After the report finishes printing, put a diskette in the drive and transfer the tickets.

10. Once the tickets are transferred, you will not be able to transfer them again.

Manual Control Procedurexe "Manual Control Procedure"

xe "Procedures:Manual Control"
You should enter a line on your Manual Control Sheet every time you print an Invoice or Cash Receipts Registerxe "Cash Receipts Register"

xe "Registers:Cash Receipts Register".  Each line begins with an A/R balance that you know is correct.  Enter the totals from all registersxe "Registers" not yet entered on the Control Sheet:  add the invoice totals and subtract the cash totals.  The final total should match the total given when you run an A/R Control Total.  Always file your registers, as you would any original accounting document, and mark them to indicate whether they have been recorded on the Control Sheet.

1. Get the total from today’s Invoice Register(s) and fill it into the “Invoice Total” box.
If you did more than one invoice run today, add the totals from all of today’s Invoice Registers.

2. Get the total from today’s Cash Receipts Register(s) and fill it into the “Cash Receipts” box.
If you ran more than one Cash Receipts register today, add the totals from all of today’s registers.

3. Manually calculate today’s A/R balance by adding this morning’s balance with today’s invoices, and then subtract today’s cash receipts.

4. Go into CompuCrete Billing & A/R.

5. Go to the Accounts Receivable Menu.

6. Select A/R Control Total.

7. The computer will display your new A/R balance.
This balance should match your calculation from step 3.

8. If your balances do not match, it is likely that your forgot to run an Invoice Register or a Cash Receipts Register.  Print these registers and see if you have found the difference.  Be sure to update your totals on your Control Sheet.

9. Once your A/R Control Totals match, you should do a hard disk backup.  If anything goes wrong tomorrow, you’ll have a good place to start from again if necessary.

Daily A/R Control Total

CONTROL TOTALS FOR THE MONTH OF ______________________
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Month-End Procedures
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Before getting started…

1. Finish your invoicing and cash posting for the last day of the month.

2. Do not post any cash to customers’ accounts until you finish Month-End procedures.

Service Charges

1. DO A HARD DISK BACKUP!
2. Click on Accounts Receivable.

3. Click on Apply Service Charges.
4. To apply service charges on a job-by-job basis, change Sequence of Report to Customer Id, Job Id.

5. Be sure the Interest Type setting is set to Monthly.

6. If there is a minimum service charge amount, enter it in the Minimum Chg. Field.

7. Enter the monthly percentage rate as a straight number (ie: 1.5% should be entered as 1.5, not .015)

8. Change the Code field to Y.

9. Verify the Cutoff date.  Any invoice after this date will not receive a service charge.

10. Verify the transaction date is the last day of the month being processed.

11. The Include Inactive Customers box should not be checked.

12. Click on Print.

13. A report will print showing all customers (and/or jobs depending on your settings from step 4) and service charges that apply.

14. A pop-up box will appear asking “Apply service charges to customer accounts?”
If you select YES, all service charges shown on the report from step 13 will be applied.
If you select NO or CANCEL, no changes will be made to the customer accounts.

Printing Statements

1. Click on Accounts Receivable.

2. Click on Print Statements.
3. Verify Statement Date is the first day of the month.

4. Verify Discount Cutoff.
Note: If the customer has any open A/R prior to this date, no new discounts will be offered.

5. Verify Discount Valid Until date.  This is the date the discounts will expire.

6. Verify settings on checkboxes (Job Subtotals, Include Paid Invoices, Include Inactive Customers)

7. Verify messages on the Standard Messages, Dunning Messages and Other Messages tab.

8. Verify return address.  Note: This is not necessary if you use pre-printed statements.

9. Verify Setup tab information.

Printing Aging Report(s)

1. Click on Accounts Receivable.

2. Click on Aged Trial Balance.
3. The default Sequence is Customer Id.
Note: This can be changed to base the sequence on outstanding A/R balance or age of oldest invoice.

4. Verify the type of report.
One-line Summary prints 1 line per customer.
Summary prints customer name and address info, with 1 line of aging.
Detail prints customer name and address info, with all outstanding invoices.
Control Total prints a single line with a total of all customer balances.

5. You may opt to double-space the report and to print job subtotals.

Month-End Procedures 
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Printing Month-To-Date Invoice Register

1. Click on Month End.

2. Click on Invoice Register.

3. Change the Sequence of Report to Invoice Date, Invoice Number.

4. Leave the Customer Id fields blank.

5. In the Invoice Date fields, enter the beginning and ending dates for the month.

6. Click on Print.

Printing Month-To-Date Cash Posting Register

1. Click on Month End.

2. Click on Cash Posting Register.

3. Leave the Customer Id fields blank.

4. In the Posting Date fields, enter the beginning and ending dates for the month.

5. Click on Print.


Printing a Trucking Report

This is an administrative rather than an accounting report.  It is used to indicate truck efficiency, not revenue.  As a result, you may choose to run this report on an as-needed basis rather than every month.

1. Click on Month End.

2. Click on Trucking Report.

3. Leave all fields blank except the Posting Date.  Enter the beginning and ending dates for the month.

4. The summary version prints one-line per truck with total material (CY or TN) and the number of loads.
The detail version prints the tickets associated with each truck and is very long.

5. The Include All Trucks option shows the report for all trucks found on all tickets.  If you leave this box unchecked, only trucks designated (in the Truck’s entry in Truck Maintenance) will appear.

A/R Distributions to G/L

This report generates a list of all General Ledger transactions created by Billing & A/R.  In some systems, this report is simply a report.  In others it exports to a file which can be loaded into a General Ledger system.  Consult with your Hansco Representative for more information.

1. Click on Month End.

2. Click on A/R Distributions to G/L.

3. Enter the beginning and ending dates for the month under Transaction Date.

4. Click on Print.

5. If your system has been configured to export G/L transactions, you will be prompted for a file name after the report prints.  General Ledger transactions will be exported after you confirm the name.

6. The computer will then ask, “Clear Current Register”.
If you click YES, these G/L transactions will be erased from the file and cannot be recovered except by restoring a backup.

Month/Year End Processing

This processing resets the month-to-date sales and payments totals, as well as other “housekeeping” to the system.  To avoid problems with MTD sales and payment totals, Month/Year End Processing should be processed prior to printing any invoices or posting any cash for the new month.

1. Click on Month End.

2. Click on Month/Year End Processing.

3. When a box appears, you must indicate whether this is the end of a month or the end of the year.
Note: End-of-year will reset Year-To-Date figures.  Many customers choose to use the CALENDAR year-end of December 31 rather than FISCAL year-end to answer this prompt.

 Accounts Payable – Entering invoices

1. DO A HARD DISK BACKUP!
2. Click on Accounts Payable.

3. Click on Invoicing/Checksxe "Billing".

4. Click on Invoice Vouchering.

5. If you are continuing entry on an existing batch, hit <F4> and select the batch.  Proceed to step 7.

6. To create a new batch, enter a new Batch Id.
A Batch Id consists of up to letters/numbers representing the invoices you are entering.
Recurring batches are used for invoices which will recur next month (eg: Notes Payable, etc.)
The Trans Date of a batch is the date which General Ledger will use.
NEVER enter invoices from two different G/L periods.

7. Enter the invoice information on the detail section.

8. If you wish to hold an invoice (flag it not to pay until the hold is released, enter a “Y” in that field)

9. If you wish to pay an invoice on the next check run, enter the amount to pay in the “To Pay Amt” field.
If you intend to select the invoices to be paid manually, leave this field blank.

10. When you complete a line, you can enter the G/L distributions (identifying which expense accounts should be debited).  You may also bring up the G/L distributions box by double-clicking on the invoice or by highlighting the invoice and hitting the <F9> key.

11. If the Inv. Gross field appears in red, it means the invoice has not been distributed properly.
You MUST distribute the invoice fully before you can post a batch.  See Step 10.

12. While making entries, it is a good idea to click the <F2> SAVE button from time to time to save your work in case of a power failure, etc.

13. When all entries are made and are correct, click the POST button.
A report of the batch will print.

14. Once a batch is posted, the invoice file is updated and the batch is deleted.
EXCEPTION: A recurring batch is NOT deleted.  This is useful for keying invoices that remain the same (or very similar) month to month, such as Notes Payable, etc.

Accounts Payable – Selecting Invoices for Payment

1. DO A HARD DISK BACKUP!
2. Click on Accounts Payable.

3. Click on Invoicing/Checksxe "Billing".

4. Click on Select Invoices for Payment.

5. You can click on the column headers to sort the list by the column header selected (eg: Due Date, etc.)

6. To manually flag an invoice, highlight the invoice and hit the <space bar> or click <F5> Pay.

7. To unflag an invoice that has been flagged to pay, highlight the invoice and click <F7> Don’t Pay.

8. To flag an invoice to avoid accidental flagging for payment, highlight the invoice and hit <F6> Hold.

9. To automatically flag invoices, hit <F8> Auto Pay and follow the prompts.

10. When done flagging, hit <F2> Save.

11. Close the window and return to the menu.

12. Click on Invoices for Payment List.

13. Review the print out carefully.

Accounts Payable – Printing Checks

1. DO A HARD DISK BACKUP!
2. Click on Accounts Payable.

3. Click on Invoicing/Checksxe "Billing".

4. Click on Print Checksxe "Billing".

5. Verify the Printer that the checks will print on.

6. Verify the Check Date

7. Verify the First Check Number

8. Verify the Cash G/L Account Number.
Note: Only checks drawn against this Cash G/L Account Number will print on this check run.  If you do not receive a check for the amount that you are expecting, verify the Cash G/L Account Number of all the invoices for that vendor.

9. Click the Preview button to review all the checks before they print.

10. When all checks appear OK, press the Print button.

11. After printing checks, you can choose whether to continue to update the system.
If you choose NO, the data is left unchanged, allowing you to make changes and print checks again.
If you choose YES, the invoices are flagged as paid and you cannot print checks again.

12. If you’ve accepted the check run, when you return to the menu, click on Check Register.

13. When the check register prints, confirm that it printed correctly and clear the register.

14. If you need to reprint a check that has already been accepted, click on Re-Print Checks on the menu.

Accounts Payable – Voiding Checks

1. DO A HARD DISK BACKUP!
2. Click on Accounts Payable.

3. Click on Invoicing/Checksxe "Billing".

4. Click on Void Checkxe "Billing".

5. Verify the Void Date at the bottom left of the screen.

6. Enter the Vendor Id to whom the check was written.

7. Verify the Beginning and Ending date range to display checks.

8. All checks between the date ranges will appear.
EXCEPTION: If you have cleared a check through Cash Management, it cannot be voided and will not appear on the list.

9. To see the invoices that had been paid by a check, click on the + sign next to the Check Number.

10. Once the correct check has been selected, click on the Void button.

11. A final confirmation box will appear.  Click OK to void the check.

12. All invoices on the voided check will re-open and can be flagged individually for payment.

Accounts Payable – Month-End Procedures

1. DO A HARD DISK BACKUP!
2. Click on Accounts Payable.

3. Click on Month Endxe "Billing".

4. Click on Check Registerxe "Billing".

5. Enter the beginning and ending check dates in the respective fields.  Print and file the report

6. Click on A/P Distributions to G/L.

7. Enter the month beginning and ending dates in the respective fields.

8. When the report finishes printing, follow the prompts to update General Ledger.

General Ledger – Entering transactions

1. DO A HARD DISK BACKUP!
2. Click on Accounts Payable.

3. Click on Entry/Inquiryxe "Billing".

4. Click on Journal Entryxe "Billing".

5. If you are continuing entry on an existing batch, hit <F4> and select the batch.  Proceed to step 7.

6. To create a new batch, enter a new Batch Id.
A Batch Id consists of up to letters/numbers representing the transactions you are entering.
Recurring batches are used for transactions which will recur next month (eg: Depreciation, etc.)
The Trans Date of a batch is the default date of transactions, but they can be overridden on each line.
Enter a description of the type of General Ledger transactions being entered in this batch.

7. Enter the G/L account (or press <F4> to do a lookup by account name)

8. Double check the date of each transaction – make sure the period is correct!

9. Try to enter a clear description – one that will make sense a year from now.
Hit <F7> to copy the description from the previous line.

10. While making entries, it is a good idea to click the <F2> SAVE button from time to time to save your work in case of a power failure, etc.

11. When all entries are made and are correct, click the POST button.
A report of the batch will print.

12. Once a batch is posted, the invoice file is updated and the batch is deleted.
EXCEPTION: A recurring batch is NOT deleted.  This is useful for keying invoices that remain the same (or very similar) month to month, such as Depreciation, etc.

