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Quickly find GL Codes when entering
AP Invoices or PO’s

This tip provides a straightforward method for efficiently GL codes. By following the
detailed steps, users can easily navigate the site and find the accounts they need without
confusion. It's designed to save time and money. Viewing this guide will streamline your
search process and improve your overall productivity.

1. To find the right GL Account many folks will hit the pull down arrow for advance search, then search
from there. That's a lot of keystrokes and a lot of time!

e

Purchase order E

Payment plans

GI/L date Q Fiscal year 2024 Period 10 Pay-whi
» PROPERTIES Invoice date Payment du
Total before tax Undistributed balance 1,000.00 Retention
EINANGELS Sales tax |:| Retention an
DOCUMENTATION Total amount 1,000.00 (") Hold pa
ENTRY [ Moreinfo |[  Routng || User-Defined | [ Check
Invoice Entry
Cha nge Due Dates R New | _ Edu Insert | Delete
Manual Check | Line G/L account Amount G/L description Job Phase Ct
Credit Card Payment o1 G v v >

REPORTS
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In the AP Installation screen, you can set up short cuts. For instance, if you type an E that character

is mapped to the right GL Account.

Odessa, TX 79760
Phone

PROPERTIES
FINANCIALS
DOCUMENTATION
ENTRY

Invoice Entry
Change Due Dates
Manual Check

Credit Card Payment

REPORTS

Purchase order E

GI/L date 10/28/24 »|Q Fiscal year 2024 Period 10
Invoice date 10/28/24 =

Total before tax 1,000.00 | Undistributed balance 1,000.00

saest [ |

Total amount 1,000.00
Routing | User-Defined \

El__r,\lew Ed'\t_‘ Insert | Delete

Line G/L account Amount G/L description Job Phase
001 E - -

| More Info \ |

The AP Installation screen also maps "M" to the right GL code.

Odessa, TX 79760

Phone

» PROPERTIES
FINANCIALS
DOCUMENTATION

ENTRY

Invoice Entry
Change Due Dates
Manual Check

Credit Card Payment

REPORTS

AP Invoices or PQO’s

Purchase order |:|

G/L date 10/28/24 * Q Fiscal year 2024 Period 10
Invoice date 10/28/24 «

Total before tax 1,000.00 | Undistributed balance 1,000.00
Sales tax
Total amount 1,000.00

More Info Routing User-Defined

:l New ‘ | Edit H Insert ” Delete |

| Line G/L account Amount G/L des;:riplion Job Phase
001 M q -

Payment plans

Pay-whi
Payment dut
Retention
Retention an
() Hold pa

Check

Ct

Payment plans

Pay-whi
Payment dut
Retention
Retention an
(") Hold pa

Check

o
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4. In this example the AP Installation screen has been setup with 3 shortcuts

R ~ . - .
Invoice date 10/28/24 Payment due 11/27/24
Total before tax 1,000.00 Undistributed balance 1,000.00 Retention 0.00%
Sales tax Retention amount
Total amount 1,000.00 r
- - Search G/L Shortcuts
‘ More Info ” Bouting H User-Defined |
¢ | New || Edit I insert || Delete Shortcut Description Direct cost
' Line GIL account Amount GiLdes (B Bin Parts Non-direct
ent 001 [ | = ‘ M Job Materials Job
S Job Subcontracts Job
“ | Cancel ‘ | Search ALL G/L Accounts
& [} (I

5. Another tip is for GL Accounts that are not set up as shortcuts. Say you wanted to find the Office
Supplies GL Account. In the G/L account field type "office" and hit enter

Purchase order |:|

Phone Payment plans
GI/L date Q Fiscal year 2024 Period 10 Pay-whi
» PROPERTIES Invoice date @ Payment du
Total before tax Undistributed balance 1,000.00 Retention
HISCIALS Sales tax [ = Retention an
DOCUMENTATION Total amount 1,000.00 ™) Hold pa
ENTRY | More Info H Boutin94| User-Defined Check
Invoice Entry
Change Due Dates El New I Edit H Insert { Delete |
Manual Check Line GI/L account Amount GI/L description Job Phase Ct
Credit Card Payment 001 office] K v -

REPORTS
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6. All GL Codes with office in the description will be listed. Arrow down and hit enter for the

appropriate account. That's a lot faster than using your mouse for advance search, typing, going

back to the mouse, etc.

v VENDOR

Ve

Ace Specialties, Inc

P.0. Box 1189

Z1p
Odessa, TX 79760
Phone

PROPERTIES
FINANCIALS
DOCUMENTATION
ENTRY

Invoice Entry
Change Due Dates

Manual Check
Credit Card Payment

REPORTS

Search G/L Accounts
[ The g/l code entered was not found. Search results for best matches displayed below.
Search  OFFICE w| | New Search Status:
New
GIL code .Description Type Direct cost . User-Defined 1
1810 Office Equipment Asset No
7240 Office Supplies Expense No

P

Tip! There you have it! Increase efficiency by using GL Code short cuts, and by staying off the mouse
and off of advance search where possible!

AP Invoices or PQO’s
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