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About the Manual

Purpose of the Manual

Target Audience

Organization

Symbols &
Conventions

This user guide provides instructions for using BatchMaster Enterprise. The
scope of the document is limited to training users on how various BatchMaster
modules are inter-related, the purpose of various BatchMaster screens, and the
procedural steps to maintain them. The training objective is to help the user get
hands-on experience of how BatchMaster Enterprise functions.

This document aids as a hand-out during training and as an introduction to
other manuals. It is not as descriptive as other accompanying manuals, but it is
packed with necessary and important information that is required for someone
to use BatchMaster Enterprise as a new user.

We designed the user guide based on experience obtained from numerous
training sessions. This document aims to strengthen user knowledge on the
functioning of BatchMaster Enterprise.

This document is intended for a vast group of people which may include
Trainers, VARs, Customers, and even BatchMaster employees who are
undergoing BatchMaster training. We hope it will be of immense use as a
conceptual guide for Trainers, as a resource material for VARs and customers,
and as a reference guide for existing BatchMaster Users and employees.

The user guide is organized module-wise to reduce bulkiness and enhance
usability. Each module contains an overview of the module, concepts you must
know before you begin using the module, an overview or purpose of the screen,
how to maintain data in the screen, Key Points, and FAQs. Examples have been

included to help you understand the logic better and maintain data quickly.

Symbol | Description
@ Note
VAN Mandatory setting
@ Tips
Convention ‘ Description
Italicized (Sales Order Entry) Module name, screen name & components

“” (“BatchMaster Web
Accounting Guide”)

Reference document

Abbreviation

Description

AP Accounts Payable

AR Accounts Receivable

GL General Ledger

TDS Tax Deduction at Source

WMS Warehouse Management System
GST Goods and Service Tax
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1 Document Overview

This document gives an overview of the BatchMaster Web finance and how BatchMaster ERP can help
process manufacturers with its integrated accounting modules. It explains the general concepts,
master and transactions that are required to manage the accounting aspects of a process

manufacturer. After reading this you should be able to use the module in at least a basic way.

1.1 What’s New In This Release

This is completely a new module.

1.2 What Is This Document All About?

To keep your business financially strong, management always requires proper financial information to

be maintained in each financial year. Accounting provides management with that information.

Accounting information is commonly used to make business decisions. It is all about recording financial
transactions of your company. You can store, sort, retrieve, summarize and present the accounting

information in various reports.

1.3 Who Should Read This Document?

This document is intended for team members who are implementing the software, learning how to

use it, or training another person.

1.4 Objectives

This document is intended to help the reader:

e Identify the purpose and functioning of the accounting features in BatchMaster Web.
o Identify the industry-specific utility of each feature.

e Record data in the system and perform financial transactions.

e Explain the purpose of features to others using examples.

e Identify the business uses for accounting reports and inquiries.
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1 Accounts Payable

1.1 AP Transactions

1.1.1 1099 Opening Balance Criteria

This screen is used to enter your opening balances for 1099 payments.

Go To: Accounts Payable = AP Transaction = 1099 Opening Balance Transaction.
1.1.1.1 1099 Opening Balance Criteria — Add Mode

To add a new opening balance for 1099 payments to your BatchMaster WEB database, click on the
1099 Opening Balance Transaction option from the main menu. The system displays the 1099

Opening Balance Criteria screen.

1099 Opening Balance Criteria - E 2 x

Al vendor o only 1099 Vendor

i)
Q Vendor Class Description
Vendor Key From Q Vendor Name From
Vendor Key To Q dor Name T
1099 Opening Balance Transaction
Action Select Vendor Key ‘Vendor Name Posting Date Tupe key 1099 Type 1099 Box Box Description Amount
W 1 & Q Q) (2
@ Al ] a Q| re
W 12 B Q & Ql [z
|T) Ald & Q ine Q
W Al 5 @l sess Q
o} EN =] al ses Q
w EN [ Q Q
W an o B Q Q
W 12 = a Q
o A1 & a Q
W A4 B Q Q
W ENDOOT B2 a Q

Screen Fields:
All Vendor: Selecting this option displays records of all vendors for maintaining opening balances.

Only 1099 Vendor: Selecting this option filters the vendor data to those for whom 1099 Tax Type

information is to be maintained on the Vendor Master screen.

Default Posting Date: The date specified here defaults on the next screen as the posting date for all

the records filtered. This date can be modified if required.

Vendor Class Key: Specify the vendor class for which vendor records need to be filtered for

maintaining opening balances.
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Vendor Class Description: This field displays the description of the vendor class key. This is a read-

only field.

Vendor Key From: This field is used to specify the lower limit of the vendor keys to be used in

filtering the vendor records for maintaining opening balances.

Vendor Description From: This field displays the description of the vendor key. This is a read-only
field.

Vendor Key To: This field is used to specify the upper limit of the vendor keys to be used in filtering

the vendor records for maintaining opening balances.
Vendor Description To: This field displays the description of the vendor key. This is a read-only field.

Specify the filter criteria and click the Process button. The records satisfying the filter criterion are

displayed on the screen.

1099 Opening Balance Transaction Section

1099 Opening Balance Transaction

Action Select Vendor Key Vendor Name Posting Date Type key 1099 Type 1099 Box Box Description Amount

o} & & Q a

Grid Fields:

Add Line: Click this button to add a vendor row in the grid.

Action: Click this button to delete a row from the grid.

Select: Mark or unmark the vendor lines for processing the 1099 opening balance transaction for the

marked vendors.

Vendor Key: This field displays the vendor key of the vendor for whom an opening balance is to be

maintained.
Vendor Name: This is the name of the vendor.

Posting Date: This is the posting date as specified in the previous screen. If required, you can change
it.

Type Key: This field is used to specify the 1099 Type key. By default, the field displays the 1099 Type

Key associated with the vendor. It can be changed if required.

1099 Type: This field displays the 1099 Type associated with 1099 Type Key.
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1099 Box: This field is used to specify the 1099 Box. By default it displays the 1099 Box associated

with the vendor and can be modified if required.
Box Description: This field displays the 1099 box description of the 1099 Box associated.

Amount: This field is used to specify the opening balance amount for the vendor.
1.1.1.2 Maintaining Opening Balance

1. Open the 1099 Opening Balance Criteria screen.

2. Enter the selection criteria to filter out the vendor records for maintaining the opening

balance.
3. Click the Process button to display the records satisfying the filter criteria.

4. On the displayed screen edit the default Type Key and 1099 Box fields’ values if required. If

needed, add more vendor lines using the Add Line button for maintain the opening balance.
5. Using the Amount field enter the applicable opening balance for the vendor.
6. Click the Select box to save the opening balance.
7. Click the Save button to save the opening balance for the respective vendors.

8. Once saved you cannot edit the Type key or 1099 box values for the vendor. The only
editable field after saving the record is the amount. If needed, you can change the Amount

value and again save the opening balance.
1.1.2 AP Voucher

The AP Voucher screen is used to maintain a non-inventory adjustment against any vendor.

If the dimensions defined at the Multi-Dimensional screen are set to active, then the defined
dimensions can be applied to an AP Voucher at the line level. Thus, you can manage the account

entries individually in sequence to the projects.
Go To: Account Payable - AP Transactions = AP Voucher.

On processing the Voucher Entry the TDS account will be credited.

1.1.2.1 AP Voucher — Dashboard
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You can manage and create AP Vouchers from this dashboard. By default, the system displays all the
existing AP Vouchers as maintained for your business/company. You can click on any of the AP

Voucher records to view its details.

AP Voucher = (LD
) Doshboard
Unposted (265)
@ Commen
F Add AP Voucher| [= Action| [+ setings| v | W) TR (&1 &6
& Inventory Drog a column header and drop it her to group by that column
B/ Purchase [] Action Veucher No Transaction No pate Vvendor Key Vender Name Status
[ printw VAP20) 100819 “C + o Ew I
E Quality Control
[ edntw 8 100821 N N_SAN NEW
8. Sales O i 1100783 i NEW
T Fnance O erintw o ! NEW
[ Frintw e NEW
Configuration
7 O Frintw 11007 #100 American NEW
@ Customization [ g 110070: 7100 Americar NEW
O - 1007 #100 Ame NEW
@ Accounts Payable
[ - e #00 NEW
Q) Accounts Receivable [ _— o oo NEW
@ General Ledger O print~ 10670 ABC .
O - A 110070 ABC NEW
[§l$ Bonk/Cash
[ Printw A 100704 ABC o NEW
& RandD 0O - 100703 201 A200 NEW
- 2 it 1 nerican NEW
oM L e

The AP Voucher dashboard contains many elements that occupy 100% of the browser window.
Resizing the window will resize the elements to fit. The elements can be rearranged, i.e. docked,
resized, grouped, and stacked. The header and the side panel can’t be rearranged.

Action or operations that can be performed on multiple records:

e Print

e Post

e Copy
e Delete

After you select all the columns of the Vendor Debit Note dashboard, the middle grid displays the

selected columns.
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NEW

NEW

The AP Voucher dashboard provides a clear vision of the created records in a read-only mode. You

can view the records as per the number of items per page specified.

1.1.2.2 AP Voucher — Add Mode

To add a new AP Voucher to your BatchMaster database, click the + Add AP Voucher button. The

system displays the AP Voucher screen form, where you can create new records.

AP Voucher

Voucher No. *
Transaction Number
Vendor Key "
Ship To Key "
Vendor PO Number
Invoice Date

1095 Tupe

1099 Box

TDS Type

Action  Description Unit QtyOrder Base Price Extension Tax

WE veccQ

Header Fields:

5000

100,000t 500.00

VC0720286 Q
1100284

2345 Q

GP Q

PO Q

07/10/2 &

Q

Test! Q

terest other than Interest on Securities Q

SubTotal = 50000 Tax Amount

Line Net  Account Key

New Copy Save

Status

Voucher Date

Vendor Nome

Ship To Name

Vendor Invoice Number

Currency®

1099 Type Description
1099 Box Description

Comment

Comments

Q

Delete Search

Q-

NEW
07/10/20 =
Global Suppliers
Food Corporation Branch
Q
usD Q
\S1
Test Desc
S Q
550,00 1099 Amount 550.00
TDS Amount 50.
TDS Rate TDS Amount
50.00

Voucher No.: The series type specified here is used for creating the next entry. The attached lookup

will retrieve the series that you have maintained using the Finance Series screen. This is a mandatory

field.
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Status: Use this system generated field to view the status of the AP Voucher. The available options

are:

e New: When you create a new entry.

e Posted: When you upload the credit memo through the Update To Finance screen.

Transaction Number: Displays the system-generated number. The value in this field is incremented

each time you save a new AP Voucher.

Vendor Key: This field specifies the key of the vendor for whom the AP Voucher is raised. This is a
mandatory field and, on selecting a vendor, the relevant vendor data is retrieved and displayed on

the Miscellaneous Tab. The associated currency is defaulted to the Currency field.

Vendor Name: This field displays the description of the vendor key. This is a read-only field.

Ship To Key: This is the location of the vendor to which the goods will be shipped.

Ship To Description: This field displays the description of the Ship To Key. This is a read-only field.

Voucher Date: This field specifies the date on which you create the AP Voucher. The default value of
this field is the current server date. However, you can change the date using the date picker next to

the field.

Vendor PO Number: This field displays the purchase order number of the vendor. You can enter or
select the purchase order using the lookup next to the field. The system will retrieve all the

processed and closed status purchase orders.

Vendor Invoice Number: Search and select the invoice number of the vendor. This is a mandatory

field.

Invoice Date: This field defaults the date on which the selected invoice was generated.
Currency: This is the currency defaulted from the Vendor Class.

The user is not allowed to change the default currency.

1099 Type: This field defaults the 1099 Type associated with the vendor specified. If needed you can
modify it. If the field value is set as “Not a 1099 Vendor” then the 1099 amount and 1099 box fields

are disabled.

1099 Type Description: This field displays the description of the 1099 type. This is a read-only field.
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1099 Box: This field defaults the 1099 Box associated with the vendor specified. If needed you can
modify it.

1099 Box Description: This field displays the description of the 1099 Box. This is a read-only field.

Comments: This is the comment for printing on an AP Voucher, entered by typing or by selecting via

the associated lookup.

Grid Details:

Action Description Unit Qty Order Base Price Extension Tax Line Net Account Key Comments

Add Line: Click the Add Line button to insert a row in the above grid.
Sub Total: This field displays the sum of the extension of all the lines in the AP Voucher.
Tax Amount: This field displays the sum of the Tax Amounts of all the lines in the AP Voucher.

Voucher Total: This field displays the Total amount of the AP Voucher. This is the sum of the

Extension Amount entered for the non-inventory items.

1099 Amount: This field is used to specify the applicable 1099 amount. This field defaults the

subtotal amount that can be edited but it cannot be more than the voucher amount.

Action: The following options are available:

e Delete w : Click this button to delete a row from the grid.

=

e Tax Distribution = : Click this button to view the details of the tax distribution.

Description: Enter the non-inventory item key for AP Voucher lines. As you select the non-inventory
item using the lookup next to the field, the system populates the Unit, QtyOrder, BasePrice,
Extension, Account Key, and Comments. If you do not select an existing Non-inventory item, you can
enter a description for the line, and you will need to enter values in the Unit, QtyOrder, BasePrice,

Extension, Account Key, and Comments fields.
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Unit: This field specifies the purchase unit of the selected non-inventory item. The Quantity to adjust

on a line is to be entered in this unit.

Qty Order: This field specifies the required quantity of the non-Inventory item being placed. This

quantity is associated with the unit defined in the row.

Base Price: This field specifies the base price for this non-inventory row item. The value is
interpreted in the currency shown on the AP Voucher tab and is based on the unit shown under Unit.

You can change the Base price if required.

Extension: This field specifies the line amount for the quantity ordered at the base price. Calculated

as QtyOrder * Base Price.

Tax: This field displays the tax rate key applicable for this line item. You can enter or select the tax

rate key by typing or by selecting via the associated lookup.
Line Net: This field displays the total amount that should be paid against a line.

Account Key: For this non-inventory Item this field is defaulted to the Expense Account Number for

the Non-inventory item.

Comments: This is the Line level comment for printing on the AP Voucher, entered by typing or by

selecting via the associated lookup.

Vendor Address and Other Info Section:

Vendor Address and Other Info A

Vendor Name: The value in this field is defaulted once you select the vendor on the AP Voucher.

Address Line 1/ Address Line 2/ Address Line 3: This field specifies the address of the selected

vendor.

City: This field specifies the city of the selected Vendor.
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State: This field specifies the State of the selected Vendor.
Zip Code: This field specifies the Zip code of the selected Vendor.

Vendor Country: This field specifies the country code of the selected vendor. Click the lookup button

next to the field to open the Country window.

Country Description: This field displays the description of the country code. This is a read-only field.
Attention: This field specifies the name of the contact person with the Customer.

Vendor Class Key: This field specifies the vendor class key associated with the selected vendor.
Class Description: This field displays the description of the vendor class key. This is a read-only field.

Comment Key: This field specifies the comments that may be printed on the invoice. You can change
the value using the lookup next to the field. The lookup will display all the comments maintained in

BatchMaster.

Comment Description: This field displays the description of the comment key. This is a read-only

field.

Terms Key: Terms key for the selected Vendor is defaulted from the Vendor master. You can change
the value using the lookup next to the field. The lookup here displays all the terms maintained in

BatchMaster Web.
Terms Description: This field displays the description of the Terms key. This is a read-only field.
Location: This is the location associated with the selected non-inventory Item Key.

Location Description: This field displays the description of the Location key. This is a read-only field.
1.1.2.3 Creating AP Voucher

1. Open the AP Voucher dashboard.
2. Click the +Add AP Voucher button to open the AP Voucher screen.
3. Select the Voucher No. series using the lookup provided next to the field.

4. Enter or select the vendor by typing or by using the lookup next to the Vendor Key field. The

system will default the Currency field value once you select the vendor.
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5. Select the branch by typing or by using the lookup next to the Ship To Key field.

6. Change the Voucher Date as required. The default value of the field is the current server

date.

7. Select the purchase order number by typing or by using the lookup next to the Vendor PO
Numpber field.

8. Select the invoice by typing or by using the lookup next to the Vendor Invoice Number field.
9. Specify or edit the 1099 Type and 1099 Box fields value, if applicable for the vendor.
10. Specify the required comments.
11. To add any non-inventory item to the credit note follow the below defined steps:
a. Click the Add Line button. The system will insert a blank row in the above grid.

b. Select or enter the description by typing or by using the lookup next to the
Description field for the AP Voucher.

c. On selecting the value through the lookup, the system will default the various field
values (Unit, QtyOrder, Base Price, Line Net, and Extension, Account Key). Else you

need to enter the values on QtyOrder, Base Price, Extension and Account Key fields.

a. The Account key is an editable field that you can change if required.

e. Change the order quantity in the QtyOrder field if required.
f. Change the price at the Base Price field.
g. The system will auto calculate the Extension and will display it in the respective field.

h. Enter or select the tax rate key at the Tax field. The system will display the tax

amount in the respective field.
i. Enter any additional information in the Comments field.

j. The system will calculate and display the total amount in the Voucher Total field

along with the currency.

k. Repeat the above steps to add more row lines to the AP Voucher.

12. Enter any additional information in the Comment field.

13. The system will auto calculate the TDS amount as per the TDS Type selected.
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The 1099 Amount field defaults the subtotal amount if the 1099 Type and 1099 Box fields

are maintained. If required edit the amount as applicable.
Click on the Vendor Address & Other Info section.

On the Vendor Name field the system will default the name of the selected vendor from the
Vendor Key field.

Enter the vendor’s address information which includes the following fields:

a. Address Line 1-3

b. City

c. State

d. Zip Code
e. Country

Select the vendor country.

Select or enter any comments for the vendor in the Comments Key field.
Select or enter any terms for the vendor in the Terms Key field.

Select or enter location key in the Location field.

Click Save to save the AP Voucher entry.

1.1.2.4 Special Functions

Assign Dimension ID: Click this button to associate a dimension with the AP Voucher.
Clicking the button will display the Assign Dimension ID window with which you can choose
the Project and Work Center. The system will display all the dimensions maintained via the

Dimension Setup screen.
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Assign Dimension ID x
Project Q
Work Center Q
OptiPro Q
Assign To All Rows
Project Work Cen.. OptiPro ScreenKe.. ScreenKe.. RowNum DispLinNo Descripti.. Qty Amt
Q Q Q | yA00O1 1 Misc Char | | 1 100
OK Close

Once you have selected the Dimensions, the screen offers you a choice to assign the dimensions on

the defined rows.

Void Transaction: Click this button to void the selected transaction. Once clicked the status
of the AP Voucher gets changed to Void. The system would print a report displaying the

details of the void transaction (if any.)

Print: Click this button to print AP Voucher Report.

Post Button: Click this button to post the AP Voucher entry. After posting the status of the AP
Voucher is changed to POST.

1.1.3 Apply Payment
It is important to keep track of payments from your customers and to your suppliers. Using this
screen you can process:

e Voucher against Vendors Payment Entry

e Voucher against Vendors Debit Memo

e Credit Memo against Customers Payment Entry

e Credit Memo against Customers AR Invoice
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For Vendor transactions, the screen will retrieve information from the Payment Entry and
Vendor Debit Note screen; for Customer transactions, the Payment Entry and AR Invoice
screen. The system maintains the Exchange Gain and Exchange Loss account and posts a GL

transaction as per the current currency rate.

Go To: Account Payable = AP Transaction - Apply Payment.

1.1.3.1 Apply Payment — Add Mode

To process voucher and credit memos to your BatchMaster WEB database, click the Apply Payment

option from the main menu. The system displays the Apply Payment screen, where you can process

payments.
Apply Payment - E 2 x
Vendor ¥ Q
Borch Series v Q Currency Key u Q

Unapplied Amount 000 Document Tupe Payment

S @l

Doc
f
Document No. Remaining Amount
Due Date 0 3 o

Auto Apply

Totol Applied Amount 0.00 Total WriteOft Amount

Select Voucher No./Receipt No. Due Date Amount Remaining Amount Apply Amount WriteOff

No records yet created.

Screen Fields:

Vendor/Customer: Use this dropdown to apply the payment entry (voucher/debit note/credit
memo) against a Vendor/Customer. This field helps you to drill down to the specific record with the

attached link arrow button adjacent to the field.

e Vendor: If you select Vendor, the lookup will retrieve the list of vendors maintained in

BatchMaster WEB. You can now process a payment voucher / debit note

e Customer: If you select Customer then the lookup will retrieve the list of customers

maintained in BatchMaster WEB. You can now process a credit note entry
Description: This field displays the description of Customer/ Vendor key. This is a read-only field.
Batch Series: The batch series type specified here is used for creating the next payment.

Currency Key: This field specifies the currency associated with the Vendor / Customer.
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Unapplied Amount: This field specifies the unapplied amount of the selected Vendor/ Customer.

This is the remaining balance that has not been adjusted / set off against any voucher.
Document Type: Select one of the option from the dropdown. The available option are:
e Payment
e Debit No./AR Invoice

Payment/Debit No. /AR Invoice: Field activation here is dependent on the selection made at the
Vendor/Customer field. If Vendor was selected, both the options are available, whereas if Customer
was selected, Payment and Debit No. /AR Invoice option is applicable. Depending upon the selection

made here the system will enable some fields for data entry.

Payment No./Debit No. : The caption of the field is dependent on the selection made at the Vendor/

Customer field.
e |n case of Payment Number select the payment entry against the selected vendor/customer

e In case of Debit Number/AR Invoice select the Debit Note created against the vendor/the

Invoice created against the customer

The attached lookup will retrieve the payment entries (having POST status) created through the
Payment Entry screen/Debit note created from the Debit Note screen/Invoice created from the AR

Invoice screen.

Apply Date: This date specifies the date when you apply the payment. The currency GL transaction

will be posted on this date.

Payment Line No.: Use this option to select the line number of the payment entry selected above. It

can be any reference type you have defined in Payment Entry as Advance or On Account, etc.

e In case of Advance and On Account, the system will default the Reference Type, Document
No, Due Date, Document Amount, Amount, Discount and Remaining Amount field values. It
will populate the Vouchers/Credit Notes associated with the Vendor/Customer for applying

payment
e In case of Against Reference, the system will automatically post the vouchers

e In case of New Reference, the system will automatically post the vouchers created against

the purchase order selected for the reference type

Payment Date/Debit Date/Invoice Date: This field specifies the posting date of the selected
Payment Entry/Debit Note/Invoice.
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Document Amount: This field specifies the document account number of the selected payment line

number. The value is defaulted from the Payment Entry screen.

Amount: This field specifies the amount of the selected payment line number. The value is defaulted

from the Payment Entry screen.

Reference Type: This field specifies the reference type of the selected payment line number. The

value is defaulted from the Payment Entry screen.

Discount: This field specifies the discount applicable on the selected payment line number. The

value is defaulted from the Payment Entry screen.

Document No.: This field specifies the document number of the selected payment line number. The

value is defaulted from the Payment Entry screen.

Remaining Amount: This field specifies the unapplied amount of the selected payment line number.
The value is defaulted from the Payment Entry screen. The value in this field will be updated when

you apply the amount of the vouchers selected in the grid.

Due Date: This field specifies the due date of the selected payment line number. The value is

defaulted from the Payment Entry screen.

TCS Amount: This field displays the TCS amount calculated on the TCS Taxable amount calculated in
the above field. The value in this field is calculated as per the percentage defined on the Finance
Setup screen (TCS% for Customer With PAN or TCS% for Customer Without PAN). This is a read-only
field.

Unapplied TCS Amount: This field specifies the remaining amount of TCS Amount. This is a read-only
field.

Total Applied TCS: This field displays the sum of the total applied TCS amounts entered for the

voucher/ debit note/credit note.

Grid Fields:

Total Applied Amount 62182 Total WriteOff Amount 0.00

Select Voucher No./Receip..  Due Date Amaunt Remaining Amount  Apply Amaunt WiiteOTf TCS Bue Amount TCS Apply Amount
+ vcoizozre 30000 30000 30000 000 000 000
¥ vCosz0z7e 50000 50000 50000 000 000 0.00
¥ tooddt 104500 102400 000 000 000 000
¥ VCTzOzee 1182 182 T8z 000 000 000
¥ vCrzozes 82 182 000 000 000 000
¥ FVAPIEZ 1000 1000 000 000 0.00 0.00
P FUAPIES 1000 1000 noo 000 000 000
¥ FUARIEE 1000 1000 noa 000 000 000
¥ venzozen 1500 1500 noa 000 000 000
¥ FUAPIEG 2462 B2 000 000 000 0.00
P FUaRITe 1500 1500 noa 000 000 000

27040-04092024-V01 BatchMaster Web - Finance User Guide n




)

Auto Apply Button: Clicking this button will automatically offset the entries. The system will

consider the entries in accordance with the date of creation. The oldest will be considered first.

Total Applied Amount: This field displays the sum of the applied amounts entered for the voucher/

debit note/credit note.

Total WriteOff Amount: This field display the sum of all the write-offs defined for the voucher/debit

note/credit note.
Select: Mark the checkbox to select the Voucher/Debit Note/Credit Note row line.

Voucher No./Receipt Memo/Debit Memo No./Credit Memo No.: This field specifies
e The voucher number/debit note created against the selected vendor

e The credit note created against the selected customer

Due Date: This field specifies the due date of the voucher number/debit note/credit note created

against the selected vendor/customer.
Amount: This field specifies the remaining amount against the voucher that needs to be cleared.

Remaining Amount: This field specifies the remaining amount against the unapplied voucher that

needs to be cleared, by applying payment. Once applied the system will update the value.

Apply Amount: This field specifies the applying amount against the selected voucher/debit
note/credit note. Once you enter the amount and save the apply payment entry, the system reflects

the amount changes in the Remaining Amount field (Field displaying above the grid).
The Apply amount should not be greater than the Remaining amount defined for the line.

To speed up entry you can click the Auto Apply button. Depending upon the remaining amount the

system will apply the amount (according to the reference type).

WriteOff: This field specifies the cancellation amount from an account of a bad debt. You can write
off the full amount or part amount for the selected voucher/debit note/credit note. A GL transaction

will be posted to the account maintained on the Vendor Class/Customer Class.

TCS Due Amount: This field specifies the TCS amount as calculated on the selected voucher/debit

note/ credit note. This is a read-only field.

TCS Apply Amount: This field specifies the TCS Apply Amount of the selected Voucher. This is an
editable field. The sum of TCS Apply Amounts should not be greater than the value of the TCS

Amount field
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1.1.3.2 Applying Payment against a Vendor — Payment Entry

10.

11.

12.

13.

14.

15.

16.

Open the Apply Payment screen.

Select the Vendor in the Vendor/Customer field using the available lookup.

Select the finance series using the lookup next to the Batch Series field.

The system will default the Currency Key and Unapplied Amount field values.

Enter or select the Apply Date.

Select the Document Type option as Payment.

Select the payment number by typing or by using the lookup next to the Payment No. field.

On selecting the Payment Number, the system will default the Payment Date to the posting

date of the selected payment entry. It is hard coded, and you are not allowed to change it.

Select the line of the payment by typing or by using the lookup next to the Payment Line No.
field. Once selected, the system will default the Reference Type, Document Number, Due

Date, Document Amount, Amount, Discount, and Remaining Amount field values.

The system will retrieve the pending voucher details of the selected vendor and display them

in the grid.

Mark the voucher against which you want to apply the payment in the Select field.
Enter the amount to apply against the selected voucher in the Apply Amount field.
Enter the write-off amount value in the WriteOff field if any.

In order to speed up the operation, you can click the Auto Apply button. This will
automatically fill the Apply Amount field value in accordance with the Remaining Amount

field value.

Click Process to apply the payment. On clicking the Process button, amounts will be posted
into accounts. If there is any difference in currency exchange, a GL transaction will be
generated for the difference amount. (Exchange Account will be picked from Vendor Class)

and a write-off GL transaction is also generated for any write-off amount.

The system will adjust the amount and will update the Remaining Amount field value

accordingly.

1.1.3.3 Applying Payment against a Vendor — Debit Entry

1.

2.

Open the Apply Payment screen.

Select the Vendor at the Vendor/Customer field using the available lookup.
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3. Select the finance series using the lookup next to the Batch Series field.

4. The system will default the Currency Key and Unapplied Amount field values.
5. Enter or select the Apply Date.

6. Select the option as Debit No./AR Invoice in the Document Type field.

7. Select the debit number by typing or by using the lookup next to the Debit No./AR Invoice
field.

8. On selecting the Debit No./AR Invoice, the system will default the Debit Date to the posting
date of the selected debit entry. It is hard coded, and you are not allowed to change it. The

system will display the associated Amount value.

9. The system will retrieve the pending debit note and voucher details of the selected vendor

and display them in the grid.
10. Mark the entries against which you want to apply the payment in the Select field.
11. Enter the amount to apply against the selected voucher in the Apply Amount field.
12. Enter a write-off amount value in the WriteOff field if any.

13. In order to speed up the operation, you can click the Auto Apply button. This will
automatically fill the Apply Amount field value in accordance with the Remaining Amount

field value.

14. Click Process to apply the payment. On clicking the Process button, amounts will be posted
into accounts. If there is any difference in currency exchange, a GL transaction will be
generated for the difference amount. (Exchange Account will be picked from Vendor Class)

and a write-off GL transaction is also generated for any write-off amount.

Apply Payment Report

Doc. No. - FDAP14
Batch. Mo. : FDAF14

VV@SEP20001 Updated Succe
Finance Batch Mumber -
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1.1.3.4 Applying Payment against a Customer — Payment entry

1.

10.

11.

12.

13.

14.

15.

16.

Open the Apply Payment screen.

Select Customer at the Vendor /Customer field using the lookup.

Select the finance series using the lookup next the Batch Series field.

The system will default the Currency Key and Unapplied Amount field values.
Enter or select the Apply Date.

By default, the system will select the option as Payment.

On selecting the Payment No., the system will default the Payment Date to the posting date

of the selected payment entry. It is hard coded, and you are not allowed to change it.
Select the payment number by typing or by using the lookup next to the Payment No. field.

Select the line of the payment by typing or by using the lookup next to the Payment Line No.
field. Once selected, the system will default the Reference Type, Document Number, Due

Date, Document Amount, Amount, Discount, and Remaining Amount field values.

The system will retrieve the pending voucher details of the selected vendor and display

them in the grid.

Mark the voucher against which you want to apply the payment in the Select field.
Enter the amount to apply against the selected voucher in the Apply Amount field.
Enter a write-off amount value in the WriteOff field if any.

In order to speed up the operation, you can click the Auto Apply button. This will
automatically fill the Apply Amount field value in accordance with the Remaining Amount

field value.

Click Process to apply the payment. On clicking the Process button, amounts will be posted
into accounts. If there is any difference in currency exchange, a GL transaction will be
generated for the difference amount. (Exchange Account will be picked from Vendor Class)

and a write-off GL transaction is also generated for any write-off amount.

The system will adjust the amount and will update the Remaining Amount field value

accordingly.

1.1.3.5 Applying AR Invoice against a Customer — Credit Memo
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10.

11.

12.

13.

14.

15.

16.

1.14

Open the Apply Payment screen.

Select Customer at the Vendor /Customer field using the lookup.

Select the finance series using the lookup next the Batch Series field.

The system will default the Currency Key and Unapplied Amount field value.
Enter or select the Apply Date.

By default, the system will select the option as Payment. Select the Debit No. / AR Invoice

option.

On selecting the Debit No. / AR Invoice, the system will default the /nvoice Date to the
Invoice date of the selected AR Invoice entry. It is hard coded, and you are not allowed to

change it.
Select the invoice number by typing or by using the lookup next to the Invoice No. field.

Select the line of the payment by typing or by using the lookup next to the Payment Line No.
field. Once selected, the system will default the Reference Type, Document Number, Due

Date, Document Amount, Amount, Discount, and Remaining Amount field values.

The system will retrieve the pending credit memo details of the selected customer and

display them in the grid.

Mark the credit memo against which you want to apply the payment in the Select field.
Enter the amount to apply against the selected invoice in the Apply Amount field.
Enter a write-off amount value in the WriteOff field if any.

In order to speed up the operation, you can click the Auto Apply button. This will
automatically fill the Apply Amount field value in accordance with the Remaining Amount

field value.

Click Process to apply the payment. On clicking the Process button, amounts will be posted
into accounts. If there is any difference in currency exchange, a GL transaction will be
generated for the difference amount. (Exchange Account will be picked from Vendor Class)

and a write-off GL transaction will also be generated for any write-off amount.

The system will adjust the amount and will update the Remaining Amount field value

accordingly.

Edit Information Criteria
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After posting 1099 transactions, 1099 data might need to be edited. This screen lets you modify
1099 details on vendors and transactions. The screen provides two options to modify 1099

information, namely:
a. Vendors
b. Transactions

When the option Vendors is selected, only the 1099 information on the Vendor Master record of the
selected vendors will be updated. You need to select the range of vendors and specify the existing
1099 tax type and 1099 box that needs to be changed and the 1099 tax type and 1099 box values to

which it needs to be changed.

When the Transactions option i.e. Voucher or Payment is selected, you will have to select a vendor
range, voucher range and date range. On clicking the Process button, a grid appears listing vouchers
based on the selection criteria. Here you can edit the New 1099 Type, New 1099 Box and New 1099

Amount.

Go To: Accounts Payable - AP Transaction = Edit 1099 Information.
1.1.4.1 Edit Information Criteria Screen — Add Mode

Click on the Edit 1099 Information option from the main menu. The system displays the Edit

Information Criteria screen.

Edit Information Criteria E ? x

Vendor o Voucher o Payment
Vendor Key From #100 Vendor Description From American
Vendor Key To Vendor Description To
1099 Tupe From 1099 Tupe Description From Dividend And
1099 Type To 1099 Type Descriptian To
1099 Box From 1099 Box Description From Toral Ordinary Dividends
1099 Box To 1099 Box Description To

Voucher No. From Voucher Description From

L2 L L L L L L P

Voucher No. To Voucher Description To

Voucher Date From Voucher Date To

Vendor Details

Action Select Vendor Key VendorName  Old TupeKey  Old1099 Type  Old1099 Box  Old Box Descri.. New TyupeKey New 1099 Type New 1099 Box  New Box Desc
bl ¥ 100 Armerico Hq Dividend And + o1 Total Ordinory 0| Q > Q

Screen Fields (with Vendor Option):
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Edit Information Criteria

Vendor

Vendor Key From

Vendor Key To

1099 Tupe From

1099 Type To

1099 Bax From

o

Payment

Vendor Description From Americon

Vendor Description To

109 Type Description From Dividend And

1099 Type Description To

109 Box Description From

1099 Box To 1099 Box Descri

Voucher No. From

Voucher No. To

L2 L L L L L L O

Voucher Date From Voucher Date To

Vendor Details

Select New Box Desc.

Vendor Key

ol ¥ w00 il D

VendorName  Old TupeKey  Old1099 Type  Old1099 Box  Old Box Descri.. New TypeKey —New 1099 Tupe  New 1099 Box

Vendor: Selecting this option lets you update the 1099 information on Vendor Master Records.

Vendor Key From: This field is used to specify the lower limit of the range of vendor keys for filtering

records.

Vendor Description From: This field displays the description of the Vendor Key. This is a read-only
field.

Vendor Key To: This field is used to specify the upper limit of the range of vendor keys for filtering

records.
Vendor Description To: This field displays the description of the Vendor Key. This is a read-only field.

1099 Type From: This field is used to specify the lower limit of the range of 1099 types that need to

be edited on Vendor Master Records.

1099 Type Description From: This field displays the description of the 1099 type. This is a read-only
field.

1099 Type To: This field is used to specify the upper limit of the range of 1099 types that need to be

edited on Vendor Master Records.

1099 Type Description To: This field displays the description of the 1099 type. This is a read-only
field.

1099 Box From: This field is used to specify the lower limit of the range of 1099 Box values that need

to be edited on Vendor Master Records.

1099 Box Description From: This field displays the description of the 1099 Box. This is a read-only

field.
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1099 Box To: This field is used to specify the upper limit of the range of 1099 Box values that need to

be edited on Vendor Master Records.

1099 Box Description To: This field displays the description of the 1099 Box. This is a read-only field.
Voucher No. From: This field remains disabled if the Vendor option is selected.

Voucher Description From: This field remains disabled if the Vendor option is selected.

Voucher No. To: This field remains disabled if the Vendor option is selected.

Voucher Description To: This field remains disabled if the Vendor option is selected.

Voucher Date From: This field remains disabled if the Vendor option is selected.

Voucher Date To: This field remains disabled if the Vendor option is selected.

Vendor Details Grid

This grid helps you to drill down to the specific record with the attached link arrow button present

with the various fields.

vendor Details

Action Select Vendor Key Vendor Name  OldTupeKey  OId1099Tupe  OId1099Box  Old BoxDescri. New TypeKey New 1099 Type New1099Box  New Box Desc.
& ? 100 American *, Dividendand || 010 Total Ordinary € || ¥ a 3 Q

Grid Fields:

Add Line: Clicking this button displays a lookup listing all the vendor records. Select the desired

vendor record to add in the grid for editing 1099 information.

Vendor Lookup X

[Bearch Show Column Filter

Drag a column header and drop it here to group by that column

Vendor_Key Vendor_Name Vendor Class Loo... TypeKey1099 Type1099 Box1099 BoxDest
#100 American GLOBA 1 Dividend And 01a Total Ordin
101 RPC 0 Mot a 1099 Vendor
2345 Global Suppliers MAC D 0 Not a 1099 Vendor
Al GLOBA 0 Mot a 1095 Vendor
A100 A100 ASSA 0 Mot a 1099 Vender
A200 A200 SHREE 0 Not a 1099 Vendor
ABC Global Suppliers GLOBA 1] Mot a 1099 Vendor
AMERICAN TOURIS American Touristor USA 0 Not a 1099 Vendor
AS SAS GLOBA 0 Not a 1099 Vendor
AS1 1SAS POPO 0 Mot a 1099 Vendor

> b 10 w | items per page 1- 10 of 48 items

Action: Click this button to delete the selected line.

Select: Mark or unmark the vendor lines for editing the 1099 information.
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Vendor Key: Displays the vendor key of the vendor.

Vendor Name: Displays the vendor name.

Old Type Key: Displays the 1099 Type Key associated with the vendor that needs to be edited.

Old 1099 Type: Displays the 1099 Type associated with the 1099 Type Key that needs to be edited.
Old 1099 Box: Displays the 1099 Box associated with the vendor.

Old Box Description: Displays the 1099 Box Description associated with the vendor that needs to be
edited.

New Type Key: This field is used to specify the new 1099 Type Key to be entered for the vendor. It
defaults from the filter criteria screen and can be changed.

New 1099 Type: Displays the 1099 Type associated with New Type key specified in the above field.

New 1099 Box: This field is used to specify the new 1099 Box value that is to be entered on the

vendor.

New 1099 Box Description: Displays the 1099 box description of the 1099 Box specified in the above
field.

Screen Fields (with Voucher Option):

Edit Information Criteria a 2 x

Vendor & Voucher ° Payment
Vendor Key From
Vendor Key To
1099 Type From
1099 Tupe To
1099 Box From
1099 Box To
Voucher No. From

Voucher No. To

E o £ P L L L L PO

Voucher Date From

Voucher Details

Action Select Vendor Key Vendor Nome  Voucher No. Voucher Date  Voucher Amo.. Old Type Key  OId 1099 Type  Old 1099 Box Old Box Descr..  Old 1099 Amo..  Ne
No records yet created

Process Sove  Close

Voucher: Selecting this option lets you update the 1099 information on voucher records.

Vendor Key From: This field is used to specify the lower limit of the range of vendor keys for filtering

records.
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Vendor Description From: This field displays the description of the Vendor Key. This is a read-only
field.

Vendor Key To: This field is used to specify the upper limit of the range of vendor keys for filtering

records.
Vendor Description To: This field displays the description of the Vendor Key. This is a read-only field.

1099 Type From: This field is used to specify the lower limit of the range of 1099 types that need to
be edited.

1099 Type Description From: This field displays the description of the 1099 type. This is a read-only
field.

1099 Type To: This field is used to specify the upper limit of the range of 1099 types that need to be
edited.

1099 Type Description To: This field displays the description of 1099 type. This is a read-only field.

1099 Box From: This field is used to specify the lower limit of the range of 1099 Box values that

needs to be edited.
1099 Box Description From: This field displays the description of 1099 Box. This is a read-only field.

1099 Box To: This field is used to specify the upper limit of the range of 1099 Box value that needs to
be edited.

1099 Box Description To: This field displays the description of 1099 Box. This is a read-only field.

Voucher No. From: The lower limit of the voucher number range used to filter voucher details for

editing the 1099 information.

Voucher Description From: This field displays the description of the Voucher Number selected in the

above field. This is a read-only field.

Voucher No. To: The upper limit of the voucher number range used to filter voucher details for

editing the 1099 information.

Voucher Description To: This field displays the description of the Voucher Number selected in the

above field. This is a read-only field.

Voucher Date From: This field displays the lower date range used to filter voucher details for editing
the 1099 information.
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Voucher Date To: This field displays the upper date range used to filter voucher details for editing
the 1099 information.

Voucher Details Grid

This grid helps you to drill down to the specific record with the attached link arrow button present

with the various fields.

Voucher Details

Action Select Vendorkey  VendorName | Voucher No.  Voucher Dote  Voucher Amo. Old Type Key  Old 1099 Tupe  Old 1099 Box  Old Box Descr.  OId 1099 Amo..  No
T 2 100 100 ? Fuaping nppne B 164 | 2o > 34es |

Grid Fields:

Add Line: Clicking this button displays a lookup listing all the Voucher records. Select the desired

voucher record to add in the grid for editing 1099 information.

Voucher Lookup X

E-':E!’C’ Show Column Filter

Drag a column header and drop it here to group by that column

VoucherNo TransactionNo VendorKey VendorName City VoucherDate Voucher
10002 10002 DEEPAK deepak 2018-01-05T700:00:00 160
1100067 1100067 V1 2017-12-28T700:00:00 1
1100071 1100071 V1 2017-12-28700:00:00 1
1100072 1100072 V1 2017-12-29T00:00:00 5
1100102 1100102 DEEPAK deepak 2018-01-11T00:00:00 1200
1100110 1100110 SHREE Shree Enterprises Indore 2018-01-12T00:00:00 1290
1100142 1100142 REAL FOOD Real Food Industries Gurgaon 2018-01-24T00:00:00 500
1100143 1100143 REAL FOOD Real Food Industries Gurgaon 2018-01-24T00:00:00 610
CMVMAR16001 27 MAC D Mac Donald 2016-03-29T00:00:00 125
CMVMAR16002 36 MAC D Mac Donald 2016-03-30T00:00:00 300

[ 10 | items per page 1- 10 of 426 items

Action: Click this button to delete the selected line.
Select: Mark or unmark the Voucher lines for editing the 1099 information.

Vendor Key: This field displays the vendor key of the vendor as per the voucher details. This is a read

only field.

Vendor Name: This field displays the vendor name as per the voucher details. This is a read only
field.

Voucher No.: This field displays the voucher number against the selected vendor. This is a read only
field.

Voucher Date: This field displays the voucher date. This is a read only field.
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Voucher Amount: This field displays the voucher amount. This is an editable field so you can enter

the amount for editing.

Old Type Key: Displays the 1099 Type Key associated with the voucher that needs to be edited.
Old 1099 Type: Displays the 1099 Type associated with the 1099 Type Key that needs to be edited.
Old 1099 Box: Displays the 1099 Box associated with the voucher.

Old Box Description: Displays the 1099 Box Description associated with the voucher and needs to be
edited.

Old 1099 Amount: Displays the old 1099 amount associated with the voucher.

New Type Key: This field is used to specify the new 1099 Type Key to be entered for the voucher. It

defaults from the filter criteria screen and can be changed.

New 1099 Type: Displays the 1099 Type associated with the New Type key specified in the above
field.

New 1099 Box: This field is used to specify the new 1099 Box value that is to be entered on the

voucher.

New 1099 Box Description: Displays the 1099 box description of the 1099 Box specified in the above
field.

New 1099 Amount: This field is used to specify the new 1099 amount to be entered for the voucher.

Screen Fields (with Payment Option):

Edit Information Criteria E ? x

Vendor ~ Voucher Payment o
Vendor Key From Vendor Description From
Vendor Key To Vendor Description To
1099 Type From 1099 Type Description From Dividend And
1099 Type To 1099 Type Description To

1099 Bax From 1099 Box Descri

1099 Box To

Payment No. From Payment Description From

Poyment No. To

Payment Description To

E o L L L L L L L

Payment Date From Payment Date To 09/24/2021 B

Payment Details

Action Select Vendor Key Vendor Name  PaymentNo.  PaymentDate Payment Amo.. Old TupeKey  OIld1099 Type  Old1099 Box  OIld Box Descr.. Old 1099 Amo.. Ne
No ords yet created

Process Sove  Close

Payment: Selecting this option allows you to update the 1099 information on payment entry.
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Vendor Key From: This field is used to specify the lower limit of the range of vendor keys for filtering

records.

Vendor Description From: This field displays the description of the Vendor Key. This is a read-only
field.

Vendor Key To: This field is used to specify the upper limit of the range of vendors key for filtering

records.
Vendor Description To: This field displays the description of the Vendor Key. This is a read-only field.

1099 Type From: This field is used to specify the lower limit of the range of 1099 types for filtering

records.
1099 Type Description From: This field displays the description of 1099 type. This is a read-only field.

1099 Type To: This field is used to specify the upper limit of the range of 1099 type for filtering

records.
1099 Type Description To: This field displays the description of 1099 type. This is a read-only field.

1099 Box From: This field is used to specify the lower limit of the range of 1099 Box values for

filtering records.
1099 Box Description From: This field displays the description of 1099 Box. This is a read-only field.

1099 Box To: This field is used to specify the upper limit of the range of 1099 Box values for filtering

records.
1099 Box Description To: This field displays the description of 1099 Box. This is a read-only field.

Payment No. From: The lower limit of the payment number range used to filter payment details for

editing the 1099 information.

Payment Description From: This field displays the description of the Payment Number selected in

the above field. This is a read-only field.

Payment No. To: The upper limit of the payment number range used to filter payment details for

editing the 1099 information.

Payment Description To: This field displays the description of the Payment Number selected in the

above field. This is a read-only field.

Payment Date From: This field displays the lower date range used to filter payment details for

editing the 1099 information.
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Payment Date To: This field displays the upper date range used to filter payment details for editing
the 1099 information.

Payment Details Grid

This grid helps you to drill down to the specific record with the attached link arrow button present

with the various fields.

Payment Details

Action

B

Select

Vendor Key

? 2200 4200

Vendor Name

Pagment No.

# sposizosy

Pagment Date  Payment Amo..

s 10.00

Old Type Key

*q

Old 1099 Tupe
>

Qld 1899 Box

Old Box Bescr...

Old 1099 Amo..

0.00

Grid Fields:

Add Line: Clicking this button displays a lookup listing all the Payment records. Select the desired

payment record to add in the grid for editing 1099 information.

Payment Lookup

|Search

Drag a column header and drop it here to group by that column

PaymentNo VendorKey VendorName City
1 GLOBAL SUPPLIER Global Suppliers New Jursey
17 SHREE Shree Enterprises Indore
2 GLOBAL SUPPLIER Global Suppliers New Jursey
21 GLOBAL SUPPLIER Global Suppliers New Jursey
22 GLOBAL SUPPLIER Global Suppliers New Jursey
23 GLOBAL SUPPLIER Global Suppliers New Jursey
24 GLOBAL SUPPLIER Global Suppliers New Jursey
25 REAL FOCD Real Food Industries Gurgaon
26 REAL FOCD Real Food Industries Gurgaon
27 SHREE Shree Enterprises Indore

M 10 w | items per page

PaymentDate

2015-05-14700:00:00
2015-10-15T00:00:00
2015-06-01700:00:00
2015-12-30700:00:00
2015-12-30T00:00:00
2015-12-30700:00:00
2015-12-30700:00:00
2016-02-03T00:00:00
2016-02-10T00:00:00
2016-03-05T700:00:00

PaymentTotal

n

0

(=]

=]

LN Lo G = = R

oo

000

x

Show Column Filter

Amount’

cCooooooooo

1-10 of 401 items

Action: Click this button to delete the selected line.

Select: Mark or unmark the Payment lines for editing the 1099 information.

Vendor Key: Displays the vendor key of the vendor.

Vendor Name: Displays the vendor name.

Payment No.: This field displays the payment number against the selected vendor. This is a read only
field.

Payment Date: This field displays the payment date. This is a read only field.

Payment Amount: This field displays the payment amount. This is an editable field so you can enter

the amount for editing.
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Old Type Key: Displays the 1099 Type Key associated with the payment that needs to be edited.
Old 1099 Type: Displays the 1099 Type associated with the 1099 Type Key that needs to be edited.
Old 1099 Box: Displays the 1099 Box associated with the payment.

Old Box Description: Displays the 1099 Box Description associated with the payment that needs to
be edited.

Old 1099 Amount: Displays the old 1099 amount associated with the payment.

New Type Key: This field is used to specify the new 1099 Type Key to be entered for the payment. It

defaults from the filter criteria screen and can be changed.
New 1099 Type: Displays the 1099 Type associated with New Type key specified in the above field.

New 1099 Box: This field is used to specify the new 1099 Box value that is to be entered on the

payment.

New 1099 Box Description: Displays the 1099 box description of the 1099 Box specified in the above
field.

New 1099 Amount: This field is used to specify the new 1099 amount to be entered for the

payment.
1.1.4.2 Editing 1099 Information

1. Click the Edit 1099 Information option, the system opens the Edit Information Criteria

screen.
2. Select the option as Vendor:

a. When the option Vendors is selected, only the 1099 information on Vendor Master

Record of the selected vendors will be updated.

b. Specify the range of vendors in the respective fields for filtering data for editing

1099 information of vendor records.

c. Specify the range of 1099 Type in the respective fields for filtering data for editing

1099 information of vendor records.

d. Specify the range of 1099 Box in the respective fields for filtering data for editing

1099 information of vendor records.

e. Click the Process button to display the vendor records satisfying the filter criteria.
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f. Click the Add line button to open the Vendor Lookup window and select a record.
g. A grid appears listing records based on the selection criteria.

h. The existing 1099 details of the listed vendors and the proposed new 1099 details

are listed
i. Ifrequired, modify the new 1099 type key and box.
j-  Select the vendor lines that need to be processed using the Select option.
k. Click the Save button to update the vendor records with new values.
3. Select the option as Voucher:

a. When the option Voucher is selected, only the 1099 information on the Voucher

record of the selected Vouchers will be updated.

b. Specify the range of vendors in the respective fields for filtering data for editing

1099 information of voucher records.

c. Specify the range of 1099 Type in the respective fields for filtering data for editing
1099 information.

d. Specify the range of 1099 Box in the respective fields for filtering data for editing
1099 information.

e. Specify the range of Voucher No in the respective fields for filtering data for editing

1099 information.

f. Specify the range of Voucher Date in the respective fields for filtering data for

editing 1099 information.
g. Click the Process button to display the voucher records satisfying the filter criteria.
h. A grid appears listing records based on the selection criteria.

i. The existing 1099 details of the listed Vouchers and the proposed new 1099 details

are listed
j- If required, modify the new type key and New 1099 box.
k. Select the voucher lines that need to be processed using the Select option.
I. Click the Save button to update the voucher records with new values.

4. Select the option as Payment:
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a. When the option Payment is selected, only the 1099 information on the Payment

record of the selected Payment records will be updated.

b. Specify the range of vendors in the respective fields for filtering data for editing

1099 information.

c. Specify the range of 1099 Type in the respective fields for filtering data for editing

1099 information.

d. Specify the range of 1099 Box in the respective fields for filtering data for editing

1099 information.

e. Specify the range of Payment No in the respective fields for filtering data for editing

1099 information.

f. Specify the range of Payment Date in the respective fields for filtering data for

editing 1099 information.

g. Click on the Process button to obtain the payment records satisfying the filter

criteria.
h. Click the Add line button to open the Payment Lookup window and select a record.
i. Agrid appears listing records based on the selection criteria.

j-  The existing 1099 details of the listed payments and the proposed new 1099 details

are listed.
k. If required, modify the new type key and New 1099 box.
I. Select the payment lines that needs to be processed using the Select option.
m. Click the Save button to update the payment records with new values.

1.1.5 Payment Entry

Payment Entry screen is used to account for all payments made by the company through

Cash/Bank/Credit Card.
Go To: Account Payable = AP Transaction = Payment Entry.

On processing the Payment Entry, the TDS account will be credited.
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If the dimensions defined on the Multi-Dimensional Setup screen are set to active, then the defined
dimensions can be applied to a Payment Entry at the line level. Thus, you can manage the account

entries individually in sequence to the projects.
Mandatory Inputs:

Data should be maintained on the following screens before creating a Payment Entry.

e Finance Series under Setup E menu

e TDS Setup under SetupE: menu

e Payment Mode Master under the Bank/Cash module
o Forthe Cash payment type, Currency Key cannot be blank
o For the Bank payment type, Currency Key cannot be blank

o For the Credit Card payment type, Credit Card Number in the Number and Currency

Key cannot be blank
1.1.5.1 Payment Entry — Dashboard

You can manage and create payment entries from this dashboard. By default, the system displays all
the existing payment entries as maintained for your business/company. You can click on any of the
payment entry records to view its details.

& = ouewen EEE ¢ o < -0 A= e OH

Payment Entry — Filter

+ Add PoymentEntry w Action w Settings T ll B B @

iy Doshboard
@ common
g Inventory Drog o calumn header and drop it here to group by that column

Action  Poyment . Poyment. PostingD. Status Poyment . Poyment . Payment . Poyment . Poyment. VendMisc. Vendor Vend Misc. Total Amo_  Narration

- 20221017 2022/10/1 IE ) 2022/10/17 S97TBIZIT
B Quolity Contros fer E 00003 c I

@& customization

@ Accounts Payable

@ General Ledger
8 Bank/Cash

ARondD

eom =

The Payment Entry dashboard contains many elements that occupy 100% of the browser window.
Resizing the window will resize the elements to fit. The elements can be rearranged, i.e. docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.
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By default this dashboard displays all status payment entry records. You can click on any of the

Unposted Entry/Posted Entry button to filter the records on the dashboard accordingly and view the

related payment entry.

EEN c ¢+t ASeDH

Payment Entry R Cleor Filters — Filter
iy Dashbaard
@ Common —
+ Add Poyment Entry | ¥ Action ¥ s T BB e
gl Inventory ag a column head rop It here to Group by thot gl
8 purchose Action  Poyment.. Paoyment. PostingD. $atus Pafinent . Payment . Poyment.. Poyment. Payment.. Misc.. Vendor  Vend Misc. Totol Amo.. Narration
u
& Quality Contral 3 99999998  HMAC
APR220  2022/04/2 2022/0472 R 5
8. sales b 02 q 5 STED D
& Finance - D

[ Configuration
@ Customization
@ Accounts Payable | pr—

@ Accounts Receivable

@ General Ledger

2 2 : 022/04/0 00000000 010200100
T 6 5 Vendor 900 0
[$Bank/Cash 6 055555 ITES
00 022/04/0
A RandD - - .
022/0 022/04/¢ 022/04/0 1ERI 110
g Bom - M2. . . TE - -

Using the Action button from the dashboard you can:

After

Print selected multiple record(s)

Release selected multiple record(s)

Hold selected multiple record(s)

Post selected multiple record(s)

Copy an existing record to create new one

Delete selected multiple record(s)

you select all the columns of the Payment Entry dashboard, the middle grid displays the

selected columns.
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The Payment Entry dashboard provides a clear vision of the created records in a read-only mode.

You can view the records as per the number of items per page specified.

1.1.5.2 Payment Entry — Add Mode

To add a new Payment Entry to your BatchMaster WEB database, click the + Add Payment Entry
button. The system displays the Payment Entry screen form, where you can create new payment

entry records.

Payment Entry RIEDEIRE = B
Payment No Q Status NEW
Payment Date =] Posting Date 2022/10/06 ]
Payment Type * Bank -
Bayment Made * D | NeFT/wire Transte Q Number
Check Book ID Q Check Date 2022/10/14 &)
Payment From Ac K] Q Acecunt Deseription sal
Cash/Bank Name/Acct Bank A/c Number
caD Current Balance
niscellaneou: ~0O o Q Account Description
Currency Key * INR Q Currency Description ndion Rupes
Conversion Factor 62000000 Conversion Date 2021/07/03 =]
1099 Type: 0 Q 1099 Type Description
1099 Box Q 1099 Box Description
Norration S Q
1098 Amount 000 Net Amount
Action  Refrence Type  DecumentNe  Due Date Document Amo.. Doc Amount (B..  Amaunt Amount (Bank/.. Discount Discount (Bank.. Bonk Charges  Bank Charges(..  WriteOff Amot
w New Ref ~ Q | 202/001 B 170X 703 C 0 000 0o on

New Copy Save Post Delete Seorch  Close

Screen Fields:

Payment No: The payment series type specified here is used for creating the next payment entry.

The lookup will retrieve the series that you have maintained using the Finance Series screen.
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Payment Date: This field specifies the date on which you have created the payment entry. The
default value of this field is the current server date. You can change the date using the date picker

next to the field.

Payment Type: Use this option to make the payment entry. Selecting any one of the options will

enable the associated required fields for data entry.

e Cash: This option will enable the Payment From Ac field, wherein you can select the account

from which the payment needs to be made.

e Bank: This option will enable the Payment Mode, Check Book ID and Payment From Ac fields.
Select the payment mode as per your business requirement. It can be any one of Check,
NEFT, RTGS, etc.

e Credit Card: This option will enable the Payment From Ac field, wherein you can select the

account from which the payment needs to be made.

Payment Mode: This option is enabled only when the Payment Method is selected as Bank and
Credit Card. The system will retrieve data from the Payment Mode Master Screen. You can select the
payment mode as per your business requirements. It can be any one of Check, NEFT, RTGS, etc. if

Bank is selected as the Payment Method, and Visa, Master Card etc. if Credit Card is selected.

Check Book ID: This option is enabled only when the Payment Mode is selected as Check. The system
will retrieve data from the Bank Master for which you have maintained a Check book. Once selected,
the system will default the Payment From Ac and Cash/Bank Name field values along with the

current account balance.

Payment From Ac: This option is used for all types of Payment Methods, this is the GL account
associated with the Cash / Bank / Credit Card ID and will be credited when the payment entry is
posted. The system displays the account balance in the adjacent field as at the payment date in both
Home currency and in bank currency. The source of the lookup will be dependent on the payment

mode you have selected.
e Cash: The lookup will obtain the account number from the Cash Master Screen.
e Bank: The lookup will obtain the account number from the Bank Master Screen.

e Credit Card: The lookup will obtain the account number from the Bank Master Screen whose

Bank Account Type is Credit Card.

Cash/Bank Name/Acct: This field specifies the name of the bank. The value defaults when you select

the Payment From Ac field value.
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Cash/Bank Currency: This field specifies the default currency of the Bank. The value defaults when

you select the Payment From Ac field value.

Status: This field specifies the status of the payment entry. The available options are:
e New: The status indicates that the payment entry is new and is ready to post. A new status
entry can be transferred to hold if required.

e Hold: This status means that a payment entry is not available for posting. Holds are placed
on payment entries for business reasons. No changes can be made to a payment entry that
is on hold. An entry will stay on hold until released by you. Your business rules should

address how long a hold can be left in place.
e Post: This status means that the payment entry has been posted to accounts.

o For a payment to a Vendor, the system will post to the Accounts Payable and Bank /

Cash Accounts.

o For a payment to a Customer, the system will post to the Accounts Receivable and
Bank / Cash Accounts.

o For a Miscellaneous payment, the system will post to the selected account and Bank

/ Cash Accounts.

Posting Date: This field specifies the date on which you want to post the payment entry. The default
value of this field is the current server date. You can change the date using the date picker next to the

field.

Number: Use this field to enter an alphanumeric value. The allowable character limit is 20. For

example, you can use this field value to store a transaction number against the Check entry.
Check Date: This field specifies the date applied for the defined Check.
Account Description: This field displays the description of the account. This is a read-only field.

Bank A/c Number: This field displays the description of the bank account number. This is a read-only

field.

Current Balance: This field reflects the current balance of the Payment From Ac and Cash/Bank

Name/Acct selected for this payment entry. This is a read-only field.

Vendor / Customer / Miscellaneous: Use this option to make the payment entry against a Vendor,

Customer or Miscellaneous (any other account).
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e Vendor: If you select Vendor the lookup will
retrieve the list of vendors maintained in Vendor E (=
BatchMaster WEB. You can now process a Vendor
payment voucher. The system will display the Customer
account balance from the Account Payable A/c Miscellaneous

as at the payment date.

e Customer: If you select Customer the lookup will retrieve the list of customers maintained in
BatchMaster WEB. You can now process a payment credit memo. The system will display

the account balance from the Revenue Account as at the receipt date.

e Miscellaneous: If you select Miscellaneous the lookup will retrieve the list of accounts
maintained in BatchMaster WEB. You can now process any debit account entry.

On selecting this option, in the grid the Type of Ref. is hardcoded as New Ref and non
editable, Doc No, Due Date, Doc Amount and Amount columns are editable and will

validate according to their data types.
The system displays the account balance in the adjacent field as at the payment date.
Vendor Name: This field displays the name of the vendor. This is a read-only field.

Currency Key: Use this option to define the currency for the payment entry. The default value of this
field is obtained while selecting a Vendor / Customer. For a Miscellaneous entry you need to select

the currency manually. You can change the currency.

@ e [tis mandatory to define currency conversions if you want to select any other currency

(other than the Vendor or Customer Master currency).

e Depending upon the currency type selected here the system will retrieve the Pending

Voucher/Purchase Order or Credit Note /Return Sales Order in the Document No. field.

Currency Description: This field displays the description of the currency key.

Conversion Factor: This field specifies the currency conversion defined in BatchMaster WEB using
the Currency Conversion screen. By default, the system will display the defined conversion which can
be edited if required. This is an editable field so you can change the value and define the conversion

on the basis of the current date.

Conversion Date: This field specifies the currency conversion date defined in BatchMaster WEB on

the Currency Conversion screen. By default, the system will display the defined conversion date
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which can be edited using the date picker, if required. This is an editable field so you can change the

date and define any date or the current date.
1099 Type: Specifies the 1099 Type as defined on the 1099 Type Master.

1099 Type Description: This field displays the description of the 1099 type key. This is a read-only
field.

1099 Box: This field is used to specify the 1099 Box value.

1099 Box Description: This field displays the description of the 1099 box key. This is a read-only
field.

Narration: Use this field to define any additional information with the payment entry.
Grid Details:
Add Line: Click the Add Line button to insert a row in the grid.

Total Button: Click this button to view various total amounts.

Totals x

Total Amount Payment Currency ~ Bank Currenct y
Total Amount 100 429
Terms Discount 000
Bank Charges 0.00
Write-Off Amount 000
TDS Amount 0.00

Net Amount 100 429

e Total Amount: This field displays the sum of the amounts of the different types of
references defined in the grid. The system will display the amount in both home
currency and in bank currency.

e Terms Discount: This field displays the sum of the discount amounts of the different
types of references defined in the grid. The system will display the amount in both home
currency and in bank currency.

e Bank Charges: This field displays the sum of the bank charges of the different types of
references defined in the grid. The system will display the amount in both home

currency and in bank currency.
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Write Off Amount: This field displays the sum of the write-off amounts of the different
types of references defined in the grid. The system will display the amount in both home
currency and in bank currency.

TDS Amount: This is the total consolidated TDS amount against the entries done for the
Advance, Against Ref, New Ref, and On Account.

Net Amount: This field displays the total amount that should be paid.

1099 Amount: This field displays the 1099 amount for the payment entry.

Net Amount: This field displays the total amount that should be paid.

1099 Amount Net Amount
Action Refrence WPE Document No Due Date Document Amount Doc Amount (Bﬂﬂk!‘cash Currency) Amount Amount :Baﬂk’cﬂsh Currency) Discount Discount (Baﬂk’oﬂSh Currenc
NewRef v | 00000156 | @ 0517203 10.00 1000
NewRef v 00000157 |@ 0520283 500 500

Action: Click this button to delete a row from the grid.

Reference Type: This field is used to attach a Reference to the payment entry. The available options

are:

Refrence Type
Advance New Ref g
Against Ref Advance
Against Hef
New Ref
On Account
On Account

Document No: The value in this field is dependent on the selection made in the Reference Type

field.

Advance: If this option is selected the system will let you enter additional information in the
field.

Against Ref: If this option is selected the system will display all posted vouchers of the

Vendor / posted Credit Notes of the Customer.

New Ref: If this option is selected the system will display New or Open type Purchase Orders

of the Vendor / New or Open type Return Sales Orders of the Customer.

On Account: If this option is selected the system will let you enter additional information in
the field.
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Due Date: This field specifies the due date of the selected document number. If the due date is blank

for the document, then the system will display the voucher date.

Document Amount: This field specifies the Voucher amount or Purchase Order amount / Credit

Memo amount or Return Sales Order amount.
Doc Amount (Bank/Cash Currency): This field specifies the amount of the selected document
amount in Bank / Cash currency. The value in this field is calculated as:

e  For Advance: This field value remains zero.

e For Against Ref: The value in this field is calculated as Document Amount * Conversion
Factor.

e  For New Ref: The value in this field is calculated as Document Amount * Conversion Factor.

e For On Account: The value in this field is calculated as Document Amount * Conversion
Factor.

Amount: This field is used to specify the actual amount (positive amount) against the document
amount.

e For Advance: This field specifies the amount you want to pay in advance to Vendor /
Customer.

e For On account: The system will let you enter the amount you want to pay in advance to the
Vendor / Customer that you can apply in future against different account entries.

In both the above cases this will update the ledger account.
Amount (Bank/Cash Currency): The value in this field is calculated as Amount * Conversion Factor.

Discount: This is the discount which will be calculated as per the term discount applied on the

Voucher amount or Purchase Order amount / Credit Memo amount or Return Sales Order amount.

Discount (Bank/Cash Currency): This field is used to specify the calculated discount in Bank

currency.

Bank Charges: This is the amount of the bank charges that need to be set off against the selected

document.

Bank Charges (Bank Currency): this is the amount of the bank charges that need to be set off against

the selected document, in bank currency.

Write Off Amount: This is the write-off amount (certain over-payments and under-payments)

against the selected document.
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Write Off Amount (Bank/Cash Currency): This is the write-off amount in bank currency.
Net Amount: This field displays the total amount that should be paid.

Post: Click this button to post the payment entries. After posting, the status of the Payment entry is
changed to POST.
e For Vendor the system will post to Accounts Payable and Bank Account.
e For Customer the system will post to the Accounts Receivable and Bank Account.
e For Miscellaneous the system will post to the Account Master

@ To post a receipt entry the Posting date must be less than or equal to server date.

1.1.5.3 Creating Payment Entry
1.1.5.4 Creating a Payment Entry using Cash

1. Open the Payment Entry dashboard.
2. Click the +Add Payment Entry button to open the Payment Entry screen.
3. Select the Payment Type as Cash.

4. Inthe Payment Date field, enter the date of payment that you want as an apply date for the

entry.
5. Inthe Posting Date field, enter the date on which you wish to post the payment entry.

6. Select the account from which you want to make the payment by typing or by using the
lookup next to the Payment From Ac field. The lookup will display the accounts that are of

Cash type, and it will default the Cash / Bank Name and the available account balance.

7. Select the Vendor / Customer [ Miscellaneous name for which you want to define the

reference by typing or by using the lookup.

a. If you have selected Vendor, the lookup will populate the vendor list of BatchMaster

WEB. Once selected, this will default the Currency Key.

b. If you have selected Customer, the lookup would populate the Customer list of

BatchMaster WEB. Once selected, this will default the Currency Key.
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11.

12.

13.

14.

15.

16.

17.

18.

19.
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c. If you have selected Miscellaneous, the lookup will populate the account list. Select
the currency for the payment entry transaction. The lookup for the Currency Key

field will be populated with all the currencies maintained in BatchMaster WEB.

If you want to define the reference in some other currency, change the currency by typing or

by using the lookup next to the Currency Key field.

Define the Currency Conversion factor if required.

Change the Currency conversion date if required.

Click the Add Line button. This will insert a blank row in the above grid.

Select the Reference Type as one of Advance, Against Ref, New Ref or On Account.

a. Selecting the Advance option allows you to enter additional information in the

Document Number field.

b. Selecting the Against Ref option lets you select any pending voucher/credit note in

the Document Number field.

c. Selecting the New Ref option lets you select Purchase order (with New or Open
status) / Return sales order (with New or Open status) note in the Document
Number field.

d. Selecting the On Account option lets you enter additional information note in the

Document Number field.
Depending upon the reference type, select the value in the Document Number field.
Enter or select the Due Date against the reference type.
Enter the Document Amount.
Enter the Amount, Discount, Bank Amount and Writeoff Amount as required.
The system will auto calculate the discount as maintained in BatchMaster WEB.
To add more references, follow the above steps.

Click Save to save the record. The system will let you enter an amount up to the available

balance of the Payment From Ac field.

1.1.5.5 Creating a Payment Entry using Bank

1.

Open the Payment Entry dashboard.
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2. Click the +Add Payment Entry button to open the Payment Entry screen.
3. Select the Payment Type as Bank.
4. Inthe Posting Date field, enter the date on which you wish to post the payment entry.

5. Select the Payment Mode by typing or by selecting from the lookup next to the Payment
Mode field.

a. If the payment mode is Check:
i. Typein orselect the Check book in the Check Book ID field.
ii. Enter any transaction number in the Number field.
iii. Enter the Check date in the Date field.
b. For an NEFT or RTGS transaction:
i. Enter any transaction number in the Number field.

6. Select the account from which you want to make the payment by typing or by using the
lookup next to the Payment From Ac field. The system will display the accounts that are of

Bank type. It will default the Cash / Bank Name and the available account balance.

7. Select the Vendor / Customer | Miscellaneous name for which you want to define the

reference by typing or by using the lookup.

a. If you have selected Vendor, the attached lookup will display the vendor list of

BatchMaster WEB. Once selected, this will default the Currency Key.

b. If you have selected Customer, the attached lookup will display the Customer list of

BatchMaster WEB. Once selected, this will default the Currency Key.

c. If you have selected miscellaneous, the lookup will display the GL account list. Select
the currency for the payment entry transaction. The lookup for the Currency Key

field will display all the currencies maintained in BatchMaster WEB.

8. If you want to define the reference in some other currency, change the currency by typing or

by using the lookup next to the Currency Key field.
9. Define the Currency Conversion factor if required.
10. Change the Currency conversion date if required.

11. Click the Add Line button. This will insert a blank row in the grid.
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12. Select the Reference Type as one of Advance, Against Ref, New Ref or On Account.

a. Selecting the Advance option lets you enter additional information in the Document
Number field.

b. Selecting the Against Ref option lets you select any pending voucher/credit note in

the Document Number field.

c. Selecting the New Ref option lets you select a Purchase order (with New or Open
status) / Return sales order (with New or Open status) in the Document Number
field.

d. Selecting the On Account option lets you enter additional information in the

Document Number field.
13. Depending upon the reference type, select the value in the Document Number field.
14. Enter or select the Due Date against the reference type.
15. Enter the Document Amount.
16. Enter the Amount, Discount, Bank Amount and Writeoff Amount as required.
17. The system will auto calculate any discount maintained in BatchMaster WEB.
18. To add more references, repeat the above steps.

19. Click Save to save the record. The system will let you enter an amount up to the available

balance of the Payment From Ac field.
1.1.5.6 Creating a Payment Entry using Credit Card

1. Open the Payment Entry dashboard.

2. Click the +Add Payment Entry button to open the Payment Entry screen.

3. Select the Payment Method as Credit Card.

4. Inthe Posting Date field, enter the date on which you wish to post the payment entry.

5. Select the Payment Mode by typing or by selecting from the lookup next to the Payment
Mode field.

a. Enter the credit card number in the Number field.

b. Enter the valid date of the credit card in the Date field.
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6. Select the account from which you want to make the payment by typing or by using the
lookup next to the Payment From Ac field. The system will display the accounts that are of

Credit Card type. It will default the Cash / Bank Name and the available account balance.

7. Select the Vendor / Customer [ Miscellaneous name for which you want to define the

reference by typing or by using the lookup.

a. If you have selected Vendor, the lookup will display the vendor list of BatchMaster

WEB. Once selected, this will default the Currency Key.

b. If you have selected Customer, the lookup will display the Customer list of

BatchMaster WEB. Once selected, this will default the Currency Key.

c. If you have selected Miscellaneous, the lookup will display the GL account list. Select
the currency for the payment entry transaction. The lookup for the Currency Key

field will display all the currencies maintained in BatchMaster WEB.

8. If you want to define the reference in some other currency, change the currency by typing or

by using the lookup next to the Currency Key field.
9. Define the Currency Conversion factor if required.
10. Change the Currency conversion date if required.
11. Click the Add Line button. This will insert a blank row in the grid.
12. Select the Reference Type as one of Advance, Against Ref, New Ref or On Account.

a. Selecting the Advance option lets you enter additional information in the Document
Number field.

b. Selecting the Against Ref option lets you select any pending voucher/credit note in

the Document Number field.

c. Selecting the New Ref option lets you select a Purchase order (with New or Open
status) /Return sales order (with New or Open status) in the Document Number
field.

d. Selecting the On Account option lets you enter additional information in the

Document Number field.
13. Depending upon the reference type, select the value in the Document Number field.

14. Enter or select the Due Date against the reference type.
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15. Enter the Document Amount.
16. Enter the Amount, Discount, Bank Amount and Writeoff Amount as required.
17. The system will auto calculate any discount maintained in BatchMaster WEB.

18. The system will auto calculate the net amount as per the above different amounts and will

display them in the Net Amount field.
19. To add more references repeat the above steps.

20. Click Save to save the record. The system will let you enter an amount up to the available

balance of the Payment From Ac field.
1.1.5.7 Special Functions

Assign Dimension ID: Click this button to associate a dimension with the Payment Entry.
Clicking the button will display the Assign Dimension ID window from which you can choose
the Project and Work Center. The system will obtain all the dimensions maintained via the

Dimensions Setup screen.

Once you have selected the dimensions, the screen offers you a choice to assign the dimensions on

the defined rows.

Hold: Click this button to hold a new payment entry. Once clicked the status of the Payment

entry is changed to Hold. Remember receipt entries with New status can be put on hold. On

clicking the Hold button the system displays the following message.

AP0520007 - Status changed to HOLD

Close

Release: Click this button to release the payment entry put on hold.

Print Check: If the Payment Mode is Check, click this button to print the Check details. The

system lets you print multiple check formats as different banks support different check

formats.

Void Transaction: Click this button to void the selected transaction. Once clicked the status
of the Payment entry is changed to Void. The system will print a report displaying the details

of the Void transaction (if any.)
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Success ———=———==—=——==== Pa}'meﬂt
No. Status
B e e e e e PMO5200055
Success Void Batch No VIG-257 ViG-257  Updated Successiully Finance Baich Mumber
- VGE-257 WG-258  Updated Successfully Finance Batch Number :- YWG-258

Close

Reverse Transaction: Click this button to reverse the GL entry of a particular day. The
@ system displays the Transaction Reversal window, wherein you can select the reversal date
on which you want reversal.

Transaction Reversal [ x |

Reversal Date

05/12/2020 B

OK Cancel

On clicking the OK button, the system displays a message as shown below:

Success - e Fayment
MNo. Status
oo C-——C--——C---—C-------C----------—----—----—----—----—----—--—————————== PY-05200001
Success Void Batch No RG-9 RG-9 Updated Successfully Finance Batch Number -
RG-9
Close

1.1.6 Payment Range Processing

Use this screen to process payments for a group of vouchers against single or multiple vendors and
produce multiple payments in a single payment run. You can process a payment against any
Voucher(s) or Debit memo created against any vendor through Check / Wire Transfer / NEFT / RTGS
etc. The transaction is processed against the selected Payment Mode and is retrieved as defined

through the Payment Mode Master.

You can assign a Check number for each voucher / debit memo or use the same Check for all

transactions against a vendor. Identically, you can process a wire transfer against any vendor, the
system will consider the details of the vendor as per the layout defined. You can define the layout
using the Bank Layout Master. The Bank Layout Master contains all the vendor details that will be

used by the bank for processing the transaction.
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This screen lets you process the balance amount against any existing voucher / debit memao. It helps
you to simplify and overcome the complexity of individually maintaining and processing payment

entries.
Go To: Account Payable - AP Transaction - Payment Range Processing.
1.1.6.1 Payment Range Processing — Dashboard

You can manage payment against any Voucher(s) or Debit memo from this dashboard. By default,
the system displays all the existing records maintained for your business/company. You can click on

any of the record to view its details.

= BMEWEB

Payment Range Processing te;

f Dashboard
@ Common
+ Add Paument Ronge Pr sing | v Action v Settings| ¥ Wl B |-
&8 nventory Drag @ column header ¢ column
B Purchose [ Action Document No. Document Status Batch Series Payment Mode Apply Date Total Amount
urchas
[ Postw NEW AM Check 190
& Quality Control
& Quality O | Poste 26 NEW AL 420
S, Sales ost v 257 NEW 2 |

[ Postw 259 NEV AA Check
& Finance

o5t v 258 NEW AL
[E% Configuration - NEW 3 NEFT/Wire Transfe

@ Customization ost ¥ NEW

ostw 2 NEW D7 Check
@ Accounts Payable

@ Accounts Receivoble ost v 31 NEW

@Y General Ledger

I
F
ost v NEW DM o
it v 7 NEW ap B

R

[i§ Bonk/Cash 0 | postw ) NEW P

ost v 50 NEW

F
F
P
F
F
P
P
F
Fostw NEW AR
P
F
P
F

& RandD L) |F

P

g aom o

The Payment Range Processing dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.

By default, this dashboard displays all status records. You can click either of the Unposted

Entry/Posted Entry buttons to filter the records accordingly.
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= svewes EEE o+ -t A=eDH
Payment Range Processing X Clear Filters — Filter

Unposted Entry (24)

+ Add Pagment Range Pracessing = Action w Settings Y ll B B | @

Ay Doshboard
@ Common

5 Inventory Drag & column header and drop it here o graup by that column

P []  Action Document No. Document status Batch Series Payment Mode Total Amount
urchase
Post » 260 PosTeD P8 Check 164515
uality Contral
§ Quality Postw posTeD Check 377531
8, Soles Post ¥ 022/0%/ 992
Postw 0 n
& Finance
Postw naoc

[ Configuration

(@ Customization

OooDo0ooDoogooooo
4

Postw g heck
@ Accounts Payable

Post = ® Cherk
@ Accounts Receivable Post = ™ RTG 849
@ s Postw AP Check 2021/07/0 4005

eneral Ledger

Post = AP Check 021/07/0
(8 Bank/Cash Post AP Check
& RondD [ Post = AP Check

[ Pestw oM Check 90

£§ BOM

Using the Action button from the dashboard you can:
e Post selected record(s)
e Delete selected record(s)

After you select all the columns of the Payment Range Processing dashboard, the middle grid

displays the selected columns.

= BMEWEB
Payment Range Processing = Filter
fy Dashboard
Unposted Entry (24) Posted Entry (124)
@ Common
+ Add Payment Ronge Processing ¥ Action ¥ Settings ¥ | B w
g Inventory Drag @ column hecder and drog it here to group by that column
& Purcras [)  Action Document No. Document St.. BatchSeries  Bank ID Payment Mo.. Check BookID ApplyDate  Total Amount ChqPerVend  RecUseriD RecDate
urchase
O postw 262 NEW A 100 Check 50001 0 AP1
ality Control
¥ Quatiu O Postw NI AA 100 Check 65001 42000 0 AP
s Sales [ Postw N AA 100 Check 65001 o AP1
O | postw N A 100 Check MANT 30520 0 AP
&5 Finance
[]  Postw Ni AA 100 [« 65001 1567762 ] AP
[ Configuration
[ | postw 0 NEY ™ 10: 2021/11/03 320 0 M 2021/11/03
Customization
@ [ postw NEV ™ 1 69001 0 M 2
@ Accounts Payable [ Postw NEV o 1 oo 0 NIS
@ Accounts Receivable O postw NEY AP 101 0 A1 2020112
@ General Ledger [ | Postw N oM 102 G o
[ Fostw N on 1 o 0 AD
$ Bank/Cash
L O | postw NEV AP 102 0 AD
&RandD O postw N e W RTGS 0 M
o O | postw i ™ 1 Check HAWAT0D1 0 Al 2020/11/20

The Payment Range Processing dashboard provides a clear vision of the created records in a read-

only mode. You can view the records as per the number of items per page specified.

1.1.6.2 Payment Range Processing Screen — Add Mode
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To process a payment against any Voucher(s) or Debit Memo, click the +Add Payment Range
Processing button. The system displays the Payment Range Processing Selection Criteria form where
you can specify selection criteria. After clicking the OK button, the system displays the Payment

Range Processing screen.

1.1.6.3 Payment Range Processing Selection Criteria Screen

Payment Range Processing Selection Criteria n

Vendor Class From Vendor Class Description

Vendor Class To Vendor Class Description

Vendor Key From Vendor Description

Vendor Key To Vendor Description

Voucher No. From Voucher Date

Voucher No. To Voucher Date

Voucher Date From Voucher Date To (]

o o PP OO o

Due Date From Due Date To dd/t ﬁ

OK Close
Screen Fields:

Vendor Class From: The lower limit of the vendor class range used to filter vendor details for

printing checks / processing wire transfers.

Vendor Class Description: This field displays the description of the selected vendor class. This is a

read-only field.

Vendor Class To: The upper limit of the vendor class range used to filter vendor details for printing

checks / processing wire transfers.

Vendor Class Description: This field displays the description of the selected vendor class. This is a

read-only field.

Vendor Key From: The lower limit of the vendor key range used to filter vendor details for printing

checks / processing wire transfers.

Vendor Description: This field displays the description of the selected vendor key. This is a read-only
field.

Vendor Key To: The upper limit of the vendor key range used to filter vendor details for printing

checks / processing wire transfers.

Vendor Description: This field displays the description of the selected vendor key. This is a read-only
field.
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Voucher No. From: The lower limit of the voucher number range used to filter voucher details for

printing checks / processing wire transfers.
Voucher Date: This field displays the selected voucher date.

Voucher No. To: The upper limit of the voucher number range used to filter voucher details for

printing checks / processing wire transfers.
Voucher Date: This field displays the selected voucher date.

Voucher Date From: The lower limit of the voucher date range used to filter details for printing

checks / processing wire transfers.

Voucher Date To: The upper limit of the voucher date range used to filter details for printing checks

/ processing wire transfers.

Due Date From: The lower limit of the date range used to filter details for printing checks /

processing wire transfers.

Due Date To: The upper limit of the date range used to filter details for printing checks / processing

wire transfers.

i AL 8 Leaving the Vendor Class From and To, Vendor Key From and To, Voucher No. From and To ,
Voucher Date From and To, Due Date From and To fields blank has the same effect as

selecting the first and last available values, respectively.
Ok: Click this button to default the filtered data on the Payment Range Processing screen.

Close: Click this button to close the Payment Range Processing Selection Criteria screen.

1.1.6.4 Payment Range Processing Screen — Add Mode
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Payment Range Processing

BIE]

(®]
a

Screen Fields:

Document No.: This field displays the printed document number, auto generated for each

transaction.

Document Status: This field displays the status of the document entry. The value in this field can be
one of New or Posted. New indicates that the payment is not posted against the selected voucher,

whereas Posted indicates the entry has been posted to the account.

Apply Date: This date specifies the date when you apply the payment. The currency GL transaction

will be posted on this date.

Print Status: This field displays the status of the Check. The value in this field can be one of New,
Printed or Not Printed.

Payment Batch No.: This field specifies the finance series used as a suffix for the payment entry

number.

Payment Mode: This field specifies the Payment method as any of:

Payment Mode x

PaymentMode PaymentModelD RecUserlD RecDate

27040-04092024-V01 BatchMaster Web — Finance User Guide n



)

e Check: Selecting this option will enable the Assign Check No. field & Assign Check Number

button.
e NEFT
e RTGS

e Wire Transfer

You can select the type via the lookup next to the field. The lookup will retrieve all modes defined via

the Payment Mode Master screen.

Check Book ID: This field specifies the Check book identification number that will be used against
the payments. The lookup will list all the Check books that you have maintained using the bank
master — Maintain Check Book feature. Once selected the payment will be done using this Check

book. This field appears when you select Payment Mode as Check.

Template Id: This field specifies the template identification number that will be used against the
payments through the Bank. The lookup will list all the templates that you have maintained using the

Bank Layout Master screen.

\is

:@: The caption of the above field Template Id / Check Book ID will change in accordance with
the option selected at the Payment Mode field.

Bank Name: This field displays the bank name of the associated Check Book ID. It is a read only field

that displays the bank name once you select the Check book identification number.

Account No.: This field displays the account number of the associated Check book ID. It is a read only

field that displays the account number once you select the Check book identification number.
Currency Key: This field displays the currency defined for the selected bank.
Assign Check No.: Select one of the options:

a) One Check Per Vendor: This option lets you make a consolidated payment for all the
selected vouchers / debit notes for a Vendor. After selecting this option, when you select the
voucher(s) / debit notes under the grid and click the Assign Check Number button, the
system will fill the Check Id field value with the same Check number so the total amount

Check can be issued against the entry.

b) One Check Per Voucher: This option lets you make different payment entries for different
vouchers. After selecting this option, when you select the voucher(s) under the Voucher
Details grid and click the Assign Check Number button, the system will fill the Check Id field
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value with a different Check number so that each voucher’s total amount will be posted with

a new Check.

Assign Check Number: Click this button to assign Check numbers for the selected voucher(s). Once

clicked the system will fill the Check Book ID field value as per the selection made in the Assign Check
No. field.

If you have selected One Check Per Vendor, the system will assign the same Check number to
all selected rows for a Vendor. The Check number will be auto incremented as per the last

used Check number assigned on the Maintain Check Book screen.

If you have selected One Check Per Voucher, the system will assign a different Check number
to each selected row. The Check number will be auto incremented as per the last used Check

number assigned on the Maintain Check Book screen.

The above two fields Assign Check No. and Assign Check Number will be enabled only if
Check is selected in the Payment Mode field.

The grid values will be retrieved as per the selection made on the Payment Range Processing

Selection Criteria screen.

Vendor Details Section

Section Fields:

Vendor Details A

Select Vendor Key Vendor Name Total Amount Paid Total Amount Paid(Bank Currency)

¥ 00 A100

Select: Mark this option to select the desired row.

Vendor Key: This is the key to uniquely identify a vendor.

Vendor Name: This is the name or a description for the vendor selected.

Total Amount Paid: This is the total amount for the Voucher or Debit Memo in home currency.

Total Amount Paid (Bank Currency): This is the total amount for the Voucher or Debit Memo in bank

currency. The field displays the converted value as per the conversion defined for the selected bank

currency.

Vendor Key

Show All

Vendor Name

Total Amount Paid Total Amount Paid(Bank Currency)

Total Amount
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Check Book ID: This field specifies the Check book identification number that will be used against
the payments. The lookup will list all the Check books that you have maintained using the bank
master — Maintain Check Book feature. Once selected the payment will be done using this Check

book. This field appears when you select Payment Mode as Check.

Grid Fields:

Select DocumentNo.  Vendor Invoice Due Date Total Amount  Currency Conversion Factor Conversion Date Remaining Amount Remaining Amount(Bank Currency) Paid Amount

1000000 5 ]
B—

D BB LR

The system will display the vouchers / debit notes as per the selection made on the above grid. For
each vendor, the system will refresh the data and list all the voucher(s) / debit notes against that

selected vendor. The system will not support processing negative entries.
Select: Mark or unmark a voucher / debit note line for paying the Voucher or Debit Memo entry.

Document No.: This field displays the number of the Purchase Order against which a Voucher or

Debit Memo may be generated.

Vendor Invoice: This is the invoice number of the selected vendor against which we need to make

the payment.

Due Date: This is the due date applicable to the voucher or debit memo. This field is for information

only.
Total Amount: This is the total amount for the Voucher or Debit Memo.
Currency: This field specifies the home currency defined for the BatchMaster WEB.

Conversion Factor: This field specifies the currency conversion defined in BatchMaster WEB using
the Currency Conversion screen. By default, the system will display the defined conversion which can
be edited if required. This is an editable field so you can change the value and define the conversion

on the basis of the current date.

Conversion Date: This field specifies the currency conversion date defined in BatchMaster WEB on
the Currency Conversion screen. By default, the system will display the defined conversion date

which can be edited using the date picker, if required.

Remaining Amount: This is the amount left that is still pending against the Voucher or the Debit

Memo. The value is auto calculated and is for information purposes only.
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Remaining Amount (Bank Currency): This is the amount left that is still pending against the Voucher

or the Debit Memo. The auto calculated value displayed here is in bank currency.

Paid Amount: This field value is editable. It displays the amount that you need to post with the
specified Check against the voucher. The value in this field can be the full total amount or a partial

amount against the entry.

Paid Amount (Home): This field displays the paid amount value in home currency. The value is auto

calculated and is for information purposes only.

Discount: This field displays the discount component computed for the selected voucher / debit

memo line in home currency.

Discount (Bank Currency): This field displays the discount component computed for the selected

voucher / debit memo line in bank currency.

Paid Amount (Bank Currency): This field displays the paid amount value in bank currency. The value

is auto calculated and is for information purposes only.

Bank Charges: This is the amount of the bank charges that need to be set off against the selected

document.

Bank Charges (Bank Currency): This is the amount of the bank charges that need to be set off

against the selected document in bank currency.

Write-Off Amount: This is the write-off amount (certain over-payments and under-payments)

against the selected document.
Write-Off Amount (Bank Currency): This is the write-off amount in bank currency.

Check No.: This field displays the auto generated Check number. The value in this field is dependent
on the option selected in the Assign Check No. field.

Status: This field displays the status of the selected Voucher i.e. New or Posted.

Payment No: This field displays the payment entry number generated once you post the voucher /

debit memo entry.

Check Book ID: This field displays the Check book number that you have selected on the CheckBook
ID field.

TCS Due Amount: This field specifies the TCS amount as calculated on the voucher, if the reference

type is Against Ref. This is a read-only field.

TCS Paid Amount: The value of this field changes according to the selected Reference Type:
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o |f the Reference Type selected is Advance, then this is a read-only field and displays the TCS

Paid Amount.

o If the Reference Type selected is Against Ref, then this is an editable field you can enter the

required TCS amount.

Post: Click this button to post the payment range processing entries. After posting the status of the
entry is changed to POSTED.

1.1.6.5 Processing a Payment Range Processing

1. Open the Payment Range Processing dashboard.

2. Click the + Add Payment Range Processing button. The system displays the Payment Range

Processing Selection Criteria screen:

a. Complete the Vendor Class range by using the lookup buttons next to the Vendor

Class From and Vendor Class To fields.

b. Complete the Vendor Key range by using the lookup buttons next to the Vendor Key
From and Vendor Key To fields.

c. Complete the Voucher number range by using the lookup buttons next to the

Voucher No. From and Voucher No. To fields.

d. Select the voucher date range using the date picker next to the Voucher Date From

and Voucher Date To fields to set the beginning and ending dates.

e. Select the due date range using the date picker next to the Due Date From and Due

Date To fields to set the beginning and ending dates.
f. Click OK to continue.

3. The system will display the Vendor and Voucher information that will satisfy the defined

filter criteria.

4. Select the payment batch number using the lookup next to the Payment Batch No. field. The
system will retrieve the batch series as maintained on the Finance Series screen against this

screen.

5. Select the Payment Mode as one of Check / NEFT / RTGS / Wire Transfer.
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a) If you have selected Check as your payment mode; select the check book identification
number using the lookup button next to the Check Book ID field. The system will default

the Bank Name and Account No.

You need to assign a batch series and the Check number for printing and posting the

voucher.
b) For other payment modes, select the Template Id.

6. Select the vendor of your choice for which you want to post the voucher entry. As you select

the Vendor the system will display the posted Voucher(s) in the grid.

7. Select the voucher and enter the paid amount in the Paid Amount field. The system will
automatically convert the related amount in the defined bank currency and will display it on

the Paid Amount (Bank Currency) field.

8. For Check as payment Mode, to assign the Check number for Vendor or Voucher, select the

option as one of:
a. One check per vendor
b. One check per voucher

9. Click the Assign Check Number button. The system will assign the Check number on the
selected line(s) in the Check No. field.

10. Click Save to save the record.

11. Click the Post button. The system will post the selected voucher entry and will change the

Document Status to Posted from New. It will change the Print status to Posted.

12. Simultaneously, the system will display the report and print the check.
1.1.6.6 Processing Wire Transfer / NEFT / RTGS

1. Open the Payment Range Processing dashboard.

2. Click the + Add Payment Range Processing button. The system displays the Payment Range

Processing Selection Criteria screen:

a. Complete the Vendor Class Key range by using the lookup buttons next to the

Vendor Class From and Vendor Class To fields.

b. Complete the Vendor Key range by using the lookup buttons next to the Vendor Key
From and Vendor Key To fields.
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c. Complete the Voucher number range by using the lookup buttons next to the

Voucher No. From and Voucher No. To fields.

d. Select the voucher date range using the date picker next to the Voucher Date From

and Voucher Date To fields to set the beginning and ending dates.

e. Select the due date range using the date picker next to the Due Date From and Due

Date To fields to set the beginning and ending dates.
f. Click OK to continue.

3. The system will display the Vendor and Voucher information that will satisfy the defined

filter criteria.

4. Select the payment batch number using the lookup next to the Payment Batch Number field.
The system will retrieve the batch series as maintained on the Finance Series screen against

this screen.

5. Select the template identification number using the lookup button next to the Template Id

field. The system will default the Bank Name and Account Number.

6. Select the vendor of your choice for which you want to pay vouchers. As you select the

Vendor the system will display the posted Voucher(s) in the VoucherDetails grid.

7. Select the vendor and enter the paid amount in the Paid Amount field. The system will
automatically convert the related amount in the defined bank currency and will display it in

the Paid Amount (Bank Currency) field.
8. Click Save to save the record.

9. Click the Post button. The system will post the selected voucher payment and will change
the Document Status to POSTED from NEW. It will change the Print status to POSTED.

10. Simultaneously, the system will display a report and process the transaction.
1.1.7 Reprint Check

Use this Reprint Check screen to reprint the allotted Check posted against the Voucher(s) or to print

the Check with a new Check number (if required).
Go To: Account Payable = AP Transaction = Reprint Check.

The system lets you print multiple check formats as different banks support different check formats.
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A\ If you need to print multiple checks for different banks, other than the default report provided
with the Module Setup screen, you need to save the different report format with the bank id

number. The system will retrieve the appropriate check report as per the bank id provided.
1.1.7.1 Reprint Check Screen

To reprint a check from your BatchMaster WEB database, click the Reprint Check option from the
main menu. The system displays the Reprint Check screen, where you can reprint the allotted Check

posted against the Voucher(s) or to print the Check with a new Check number if required.

Reprint Check [ E ? ox

Cocument Number Q Check Book ID AXISOO Q
Check Number From 5 Q Payment Number

Check Number To & Q

Assign New Check o Reprint Same Check

New Check Book ID < Q Bonk 1D

Last Used Check Number

Screen Fields:

Document Number: This is the document number associated with the selected transaction. For

example, the Document Number is the Purchase Receipt number, in case of a purchase receipt.

Check Book ID: This field specifies the Check book identification number that will be used against
the payments. The attached lookup will list all the Check books that you have maintained using the

Bank Master — Maintain Check Book feature. This is a mandatory field.

Check Number From: The lower limit of the Check number’s range used to filter the details for

reprinting Checks.

Payment Number: This field displays the payment number associated with the check number

selected in the Check Number From field.

Check Number To: The upper limit of the Check number range used to filter the details for reprinting
Checks.
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Payment Number: This field displays the payment number associated with the check number
selected in the Check Number To field.

Assign New Check: Mark this option if you want to assign a new Check number for the selected
document. Choosing this option will enable the New Check Book ID field. The system will assign a

new number incremented by one after the last used Check number as displayed on the screen.

Assign New Check Reprint Same Check

New Check Book ID 23 Q Bank ID

Last Used Check Number

Reprint Same Check: Mark this option to re-print the same Check number used for the selected

transaction.

New Check Book ID.: This field displays the new Check book number that can be used to reassign a
Check number for the selected transaction. The lookup attached to the field will list all the Check
book details maintained in BatchMaster WEB.

Bank ID: This field displays the bank identification number associated with the check book as
specified in the New Check Book ID field.

Last Used Check Number: This field indicates the Check number last used for printing.
1.1.7.2 Reprinting Check

1. Open the Reprint Check screen.

2. Select the document number using the lookup provided next to the Document Number field.
The system would retrieve the document number as processed from Printing Check screen.
Document Number Lookup X

104 ® Show Column Filter

Drag a column header and drop it here to group by that column

DocNo status BankiD ChgBookiD ApplyDate Recdate
105 POSTED 105 HAWA1001 2016-12-22T00:00:-00  08/14/2020
107 POSTED 105 HAWA1001 2016-12-26T00:00.00  09/14/2020
106 POSTED 105 HAWA1001 2016-12-26T00:00:00  09/14/2020
109 POSTED 105 HAWA1001 2016-12-26T00:00:00  D9/14/2020
110 POSTED 105 HAWA1001 2016-12-27T00:00:00  D9/14/2020
126 POSTED 105 HAWA1001 2017-01-16T00:00:00  D9/14/2020
127 POSTED 105 HAWA1001 2017-01-16T00:00:-00  09/14/2020
126 POSTED 105 HAWA1001 2017-01-16T00:00.00  09/14/2020
135 POSTED 105 HAWA1001 2017-02-15T00:00:00  D9/14/2020
149 POSTED 105 HAWA1001 2017-03-07T00:00:00  D9/14/2020
> L] 10 w | [Iems per page 1-10af 11 items
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3. Select the Check book identification number using the lookup button next to the Check Book
ID field.

4. Select the Check number range using the lookups provided next to the Check Number From

and Check Number To fields respectively.

5. Choose the option as:

a. Assign New Check: Using this option will enable the New Check Book ID field. You
can choose another Check book for posting this document. The system will use the

incremented Check number from the displayed last used Check number.

b. Reprint Same Check: Using this option will re-print the same document.

6. Select the Check book identification number at the New Check Book ID field. Once selected
the system will default the last used check number in the Last Used Check No Number field
and bank identifier in the Bank ID field.

@ The New Check Book ID field will be enabled if you have chosen the Assign New Check

option.

7. Click the Process button to print the check.

1.1.8 TDS Payment Processing

Use this TDS Payment Processing screen to post journal entries due against any type of TDS category
payments deducted from vendors. The system will retrieve the types of TDS categories as defined on
the TDS Setup screen. A document number is associated with each TDS payment deducted from a

vendor.

Say, a company needs to deposit to the government account the TDS amount which is deducted
from the vendor account and due for posting. You can track the status of the deducted TDS amount
and post the journal entries (if any). When you process a pending TDS amount, a journal entry is

posted with the following unique identifiers generated in a report:
e Payment Document Number
e Finance Batch Number

Once you post the transaction, the system will credit the payable payment account (Bank/Cash
Account) and debit the TDS Account.

Go To: Accounts Payable = AP Transaction = TDS Payment Processing.
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1.1.8.1 TDS Payment Processing — Add Mode

Click on the TDS Payment Processing option from the main menu. The system displays the TDS
Payment Processing screen to post journal entries due against any type of TDS category payments

deducted from vendors.

TDS Payment Processing - E 2 x

From Date To Date 06/09/23 ]

Payment Bateh No. Apply Date 05/09/23 B

2 O

Payment Mode Payment From Account Q
Bonk Name Account Number

Currency Key Narration

Total

Screen Fields:

From Date: This field specifies the lower limit of the range of dates for posting deducted TDS

amounts.
To Date: This field specifies the upper limit of the range of dates for posting deducted TDS amounts.

Payment Batch No.: This field specifies the finance series used as a suffix for the payment entry

number. The lookup will retrieve the series defined via the Finance Series screen.

Apply Date: This field specifies the actual date on which you want to post the TDS payment. By

default, this date is the current server date.

Payment Mode: This field specifies the payment method as one of:
e NEFT/Wire Transfer
e RTGS
e Cash Payment, etc.

You can select the Payment Mode via the lookup next to the field.
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PaymentMode PaymentModelD RecUserlD RecDate

Payment From Account: This field specifies the account number from which the TDS payment is

pending. The lookup will retrieve the list of accounts maintained in the BatchMaster WEB.

Bank Name: This field specifies the name of the bank. The value defaults when you select the account

from the Payment From Account field using the lookup next to the field. This is a read-only field.

Account Number This field specifies the associated account number with the bank name. The value
defaults when you select the account from the Payment From Account field using the lookup next to

the field. This is a read-only field.

Currency Key: This field specifies the unique identifier for a currency defaulted from the Currency
Master Screen. The value defaults when you select the account from Payment From Account field

using the lookup next to the field. This is a read-only field.
Narration: Enter any additional information before posting TDS Payments.

Total Amount: This field displays the total amount as a sum of all values from the Payable Amount

grid field. This is a read-only field.

Grid Fields:

TDS Tupe TDS Rate TDS Account Payable Amount

TDS Type: This field specifies the type of TDS attached to the Payment Entry screen. This field

retrieves all the TDS types maintained via the TDS Setup screen.

TDS Rate: This field specifies the TDS rate which will retrieve all the TDS rates maintained via the TDS

Setup screen.
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TDS Account: This field specifies the TDS Account, the lookup of which will retrieve all the accounts

maintained via the TDS Setup screen.

Payable Amount: This field specifies the payable amount which is defaulted from the Total Amount
field of the TDS Detail screen.

By default, the payable amount is zero. Use the line lookup next to the Payable Amount field.

Click on any of the grid line to open the TDS Detail screen.

TDS Detail Screen Fields Description:

TDS Detail *

Total Amount

Document No. Row No. Doc Date Vendor Key Vendor Name Document Total TDS Amount

Total Amount: This field displays the sum of all values from the TDS Amount fields. This is a read-

only field for information purposes.
Select: Mark the checkbox to select the row for posting.

Document No: This field specifies the document number of the selected payment line number. The

value defaults from the Payment Entry screen.

Row No: This field displays the transaction’s row number.

Doc Date: This field specifies the processing date of the TDS payment.

Vendor Key: This field specifies the key of the vendor for whom TDS is deducted.

Vendor Name: This field specifies the name or description of the vendor whose TDS amount was
deducted.

Document Total: This field specifies the Total TDS payment amount for each document.
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TDS Amount: This field specifies the TDS amount of the selected payment line number. The value

defaults from the Payment Entry screen.

OK: Click this button to default the Total Amount field on the Payable Amount field on the grid.
1.1.8.2 Processing TDS Payment

1. Open the TDS Payment Processing screen.

2. Inthe From Date and To Date fields, enter or select the lower and upper limits of the date

range for which you want to post pending TDS amounts.

3. Select the payment batch number using the lookup next to the Payment Batch No. field. The
system will retrieve the batch series as maintained on the Finance Series screen against this

screen.
4. Enter or select the Apply Date.

5. Select the payment mode as one of NEFT/Wire Transfer/RTGS using the Payment Mode
lookup next to the Payment Mode field.

Payment Mode x

Search Show Column Filter

Drag a column header and drop it here to group by that column

PaymentMode PaymentModelD RecUserlD RecDate
By Cash Method 100 M 05/25/2016
Cash Payment 4 BME 01/1412016
Check 1 S 11/28/2016
dfdf 103 RP 01/08/2018
Food Coupon 102 RP 04/2712017
Gift Card 101 M 03/06/2017
NEFT/Wire Transfer 2 S 01/09/12018
RTGS 3 BME 12116/2015

10 | Items per page 1-8of 8items

6. Select the account from which you want to make the payment by typing or by using the
lookup next to the Payment From Account field. The lookup will display the accounts that are
of Cash type, and will default the Bank Name, Account Number, and Currency Key after

selecting the payment account.

7. Click the Process button. A screen is appended with a grid listing the TDS Type, TDS Rate, TDS
Account and Payable Amount fields in the grid.

@ By default, the payable amount is zero. Click on the grid line to open the TDS Detail

screen.
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8. Click on the grid line to open the TDS Detail screen. The TDS Detail screen will open, listing
all documents for which the TDS type is deducted but not posted.

TDS Detail

Document No. Row No.
P IO 70000 o

Doc Date

Vendor Key

BAL SUPPLIER

Total Amount

Vendor Name Document Total TOS Amount

a. Mark the checkbox(s) to pay the due TDS amount.

b. Total Amount field defaults the total of the selected TDS Amounts.

c. Click the OK button to close the window.

9. The system will default the Total Amount from the TDS Detail screen to the Payable Amount

field in the grid.

From Date 10172017 To Date x|
Payment Batch No. AP Apply Date 020
Payment Mode By Cash Method Payment From Account 0000000004444 Q
Bank Name Ais Bank 0001 Account Number 9145647831321
Currency Key INR Narration o
Total Amount
TDS Type TDS Rate TDS Account Payable Amount
ADCC Expanses 15 0100000008007 35
Comission or Brokerage 5 1332224422200 05
Dividend 10 1133222442100 0
Fee for Professional Services, Royalty, Director's Remuneration / Fees / Commission 10 1332224422300 0
Income from Lotteries or Puzzles 1332224421300 ]
Interest on Securities 10 1332224422200 0
Interest other than Interest on Securities 10 1332224421400 0
Modi Tax 10.25 1133222442100 0
Payment to Contractor / Sub-contractor - HUF/individuals 2 1332224422100 ]
Payment to Contractor / Sub-contractor - Others 2 1332224421600 0
Rent - Land or Building or Fumiture or Fiting 10 1133222442100 0
Process  Post  Close

The sum of all Payable Amount fields is displayed in the Total Amount field to verify the
@ total amount from the user before posting.

10. Click the Post button. The system will post the selected records.

11. Simultaneously, the system will display a report with a status of success.
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1.1.9 Vendor Debit Note

The Vendor Debit Note screen is used to maintain a non-inventory adjustment against any vendor.
For example, the non-inventory adjustment can be any one of breakage, rate difference, freight, or

any additional charges.

If the dimensions defined on the Multi-Dimensional screen are set to active then the defined
dimensions can be applied to the vendor debit note at the line level. Thus, you can manage the

account entries individually in sequence to the projects.

Go To: Account Payable = AP Transaction = Vendor Debit Note.
1.1.9.1 Vendor Debit Note — Dashboard

You can manage vendor debit notes from this dashboard. By default, the system displays all the
existing vendor debit note entries as maintained for your business/company. You can click on any of

the record to view its details.
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[ Action Debit Note No.
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Transaction Number Status

0051 NEW

NEW

NEW

00282 NEW
00195 NE!
00194 NE!

00175 NEW
00171 NE)
0012 NE)
00112 NEW
00109 NE
) NEW

NEW

08: NEW
000! NE!

Vendor Key

AMERICAN TOURIS

AMERICAN TOURIS

REAL FOOD

AMERICAN TOURIS

AMERICAN TOURIS

Vendor Name

Americo
American

Touristo
American Tourlstor
Real Food Industries
American Touristor
American Touristor

Debit Total

— Fllter

Debit Note Date

The Vendor Debit Note dashboard contains many elements that occupy 100% of the browser

window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.

By default this dashboard displays all status records. You can click on one of the Unposted /Posted

buttons to filter the records accordingly.

) Doshboard
@ Comman

&ff Inventory

&/ Purchase

E Quality Control
8, Sales

T Finance

[£% Configuration
@ Customization

@ Accounts Payable
@ Accounts Receivable
@ General Ledger

(38 Bonk/Cash

& RondD

f BoM

BMEWEB

Vendor Debit Note

+ Add vendor Debit Note ¥ Action ¥ Settings v il B @

Drag a column header and drop it here to group by that column

[ Action Debit Note No.
0 et o

0 . ar

O Prntw DAP4S
O e DAl

[ printw P

O rrintw P

O prnt~ DA

0 Pam= AP
[0 prntw P4
[ printw JuL
O erintw P

[ Frntw P

O printw

[ intw AP39
0 - AP38

Transaction Number btatus

1100480 OSTED
100479 OSTED
100478 OSTED

1100470 OSTED
POST
OSTE!

OSTED

L |

Vendor Key

Vendor Name

AI00

Americar

A100

A100

A100

Debit Total

Debit Note Date

2020/07/21

Using the Action button from the dashboard you can:

e Print selected multiple record(s)

e Copy an existing record to create new one

e Post selected multiple record(s)

e Delete selected multiple record(s)
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After you select all the columns of the Vendor Debit Note dashboard, the middle grid displays the

selected columns.
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o inventory Drag  column k ind drop It here to group by that column
§ Purchase [ Action Debit Note No.  Transaction Nu_ Status Vendor Key Vendor Name  Debit Total Debit Note Date  RecUserID RecDate Vendor Invoice_.
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B Quality control GLOBA
L it VD@JUL1700 1 NEW Pt Global Suppliers  251.082 2017/07/25 P 2017/07/25
U SUPPLIER o
Sa Sales - i X
int w D JULI70C 0 NEW S Slobol Suppliers 133875 2017/07/2 ’P
N SUPPLIER
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The Vendor Debit Note dashboard provides a clear vision of the created records in a read-only mode.

You can view the records as per the number of items per page specified.
1.1.9.2 Vendor Debit Note — Add Mode

To add a new vendor debit note to your BatchMaster WEB database, click the + Add Vendor Debit
Note button. The system displays the Vendor Debit Note screen form, where you can create new
records.

Vendor Debit Note T |®‘ E 2 x
Oebit Note No. * VD@JUL17007 Q Status
Transaction Number il Debit Note Date * 2017/07/25 ]
vendor Key® ~ ] GLOBAL SUPPLIER Q vendor Name.
Ship To Key O ner Q Shin To Name
Vendor RO Number O | Q Vendor Invoice Number Q
Inveice Dote 2017/07/25 ] Currency * - GE Q
Comment S Q
Add Line
Sub Total 3177 Tax amount 1288 Detit Tatal 28464 1059 Amount
(©B#)
Actien Description  Unit  Qty Order Base Price Extension Tax Line Net Account Key Comments
WE oo @ e 1 1 a 1 1 la a
o & Pockir @ | EA 1 ZVAT a 1 1 [a Q

Save Post Delete  Seorch Close

Screen Fields:

Debit Note No: The debit note type specified here is used for creating the next debit note.
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Status: This is a system generated field used to view the current status of the debit note. The

available options are:
o New: When you create a debit memo.
e Post: When you upload the debit memo.

Transaction Number: Displays the system-generated number. The value in this field is incremented

each time you save a new debit note.

Debit Note Date: This field specifies the date on which you create the debit note. The default value
of this field is the current server date. However, you can change the date using the date picker next
to the field.

Vendor Key: This field specifies the vendor to whom the debit note is to be placed. This is a
mandatory field and on selecting a vendor, the relevant vendor data is obtained and displayed. The

associated currency is defaulted to the Currency field.
Vendor Name: This field displays the description of the Vendor Key. This is a read-only field.

Ship To Key: This field specifies the address of the receiving location of the company to which the

vendor should dispatch the items on the debit note.
Ship To Description: This field displays the description of the Ship To Key. This is a read-only field.

Vendor PO Number: This field displays the reference PO number. The lookup will display all

processed and closed status purchase orders.

Vendor Invoice Number: This field specifies the vendor invoice number, entered by typing or by

selecting via the associated lookup.

Invoice Date: This field specifies the date on which the vendor invoice has been generated. This is an

editable field for New status vendor debit notes.

Currency: This is the currency defaulted from the Vendor Class. You can change the default currency,

if desired.

Grid Fields:
H
Total Debit Total 0
(GBP)
Action Description  Unit  Qty Order Base Price Extension Tax Line Net Account Key Commen ts
[l =] a a Q Q
B & a a a a

Add Line: Click the Add Line button to insert a row in the grid.
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Sub Total: This field displays the sum total of the extension of all the lines in the purchase order.

Tax Amount: This field displays the sum total of the Tax Amounts of all the lines in the purchase

order.

Debit Total: This field displays the total amount of the debit note. This is the sum total of the

extension amounts entered for the non-inventory items.

Action:

o Delete ) : Click this button to delete a row from the grid.

7

e Tax Distribution : Click this button to view the details of tax distribution.

Description: This field specifies the non-inventory item key for debit note lines. As you select the
non-inventory item the system will populate the unit, ordered quantity, base price, calculated

extension, account key and comments.

Unit: This field specifies the purchase unit of the selected non-inventory item. The quantity for debit

on a line is to be entered in this Unit field.

Qty Order: This field specifies the required quantity of the non-inventory item being placed. This

quantity is associated with the unit defined in the row.

Base Price: This field specifies the base price for this non-inventory row item. The value is
interpreted in the currency shown on debit note tab, and is based on per unit as shown under Unit.

You can change the base price.

Extension: This field specifies the line amount for the quantity ordered at base price. Calculated as
Qty Order * Base Price.

Tax: This field displays the tax rate key applicable for this line item. You can enter or select the tax

rate key by typing or by selecting via the associated lookup.
Line Net: This field displays the total amount that should be paid against a purchase order line.

Account Key: This field specifies the account number entered by typing or by selecting via the

associated lookup. The selected account number is based on the nature of the debit note created.

Comments: This is the line level comment for printing on a debit note, entered by typing or by

selecting via the associated lookup.

Vendor Address and Other Info Section
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Vendor Debit Note ; g‘ u ? x
ol PackirOl 1 EA 0000000 25000208 ZVAT a $1030015508021 [0 Q

Vendor Address and Other Info &
o Q

Vendor Name: This field specifies the name or description of the vendor being selected on the Debit
Note No field.

Address Linel / Address Line2 / Address Line3: These fields show the correspondence address of

the vendor.

City: This field specifies the city of the vendor.

State: This field specifies the state, province or region of the vendor.
Zip Code: This is the postal zip code of the vendor.

Vendor Country: This is the country of the vendor. Click the lookup next to the field to open the list

of countries.
Country Description: This field displays the description of the country code. This is a read-only field.

Attention: This field specifies the name of the individual or department to whose attention

correspondence to the vendor may be addressed.

Vendor Class Key: This field specifies the vendor class key related to the vendor. The vendor class
key determines the currency and various accounts for the vendor. This field is used to classify
vendors. This is a mandatory field. The vendor class key is used to sort data for reports and to define

valid posting accounts for each class of vendors.
Class Description: This field displays the description of the vendor class key. This is a read-only field.

Comment Key: This field specifies the comment key denoting the particular remark applicable to the
vendor. Specifying the comment key here, will automatically default it on a Purchase Requisition or

Purchase Order created for this vendor.
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Comment Description: This field displays the description of the comment key. This is a read-only

field.

Terms Key: The terms key specifies the payment terms provided by the vendor. Specifying the terms

key here, will automatically default it on a Purchase Requisition or Purchase Order created for this

vendor.

Terms Description: This field displays the description of the terms key. This is a read-only field.

Location: This is the location associated with the selected non-inventory item key.

Location Description: This field displays the description of the location key. This is a read-only field.

1.1.9.3 Creating a Vendor Debit Note Entry

1.

Open the Vendor Debit Note dashboard.
Click the +Add Vendor Debit Note button to open the Vendor Debit Note screen.
Select the debit note series via the lookup next to the Debit Note No. field.

Select the vendor by typing or by using the lookup next to the Vendor Key field. This will
default the associated currency of the vendor, and fill the details on the Vendor Address &

Other Info section.
Select the ship to key by typing or by using the lookup next to the Ship To Key field.

Change the Debit Note Date as required. The default value of the field is the current server

date.

Select the purchase order number by typing or by using the lookup next to the Vendor PO
Number field.

Enter the invoice by typing or select by using the lookup next to the Vendor Invoice Number
field.

In order to add any non-inventory item to the debit note follow the below steps:
a. Click the Add Line button. The system will insert a blank row in the grid.

b. Under the Description field, enter or select the item using the lookup next to the
field.

c. The system will default the various field values (QtyOrder, Base Price, Extension,

Account Key).

27040-04092024-V01 BatchMaster Web - Finance User Guide



d. Change the order quantity in the Qty Order field.
e. Change the price at the Base Price field.
f. The system will auto-calculate the Extension and will display it in the respective field.

g. Enter or select the tax rate key at the Tax field. The system will display the tax
amount in the respective field.

h. Repeat the above steps to add more row lines to the debit note.
10. Enter any additional information in the Comment field using the lookup next to the field.

11. Move on to the Vendor Address and Other Info section, if you want to add/change the
Vendor address details.

12. Click Save to save the Debit Note entry.
1.1.9.4 Special Functions

Assign Dimension ID: Click this button to associate dimension with the Vendor Debit Note.
Clicking the button would display the Assign Dimension ID screen with which you can choose

the Project and Work Center. The system would obtain all the dimensions maintained via the

Dimension Setup screen. Once you have selected the Dimensions, this screen offers you a

choice to assign the dimensions on the defined rows.

Void Transaction: Click this button to void the selected transaction. Once clicked the status
of the debit note is changed to Void. The system will print a report displaying the details of

the void transaction (if any).
1.1.10Write Off Vendor Documents

With this screen, you can write-off certain over-payments and under-payments for a range of
vendors, or against any document. For smooth functioning, the amount of over-payments and
under-payments must be nullified, and the amount values need to be transferred to appropriate

accounts (discount or expense or any other account).

Go To: Account Payable - AP Transaction = Writeoff Vendor Documents.
1.1.10.1 Write Off Vendor Documents — Add Mode

To write-off certain over-payments and under-payments to your BatchMaster WEB database, click
on the Writeoff Vendor Documents option from the main menu. The system displays the Write Off

Vendor Documents screen, where you can process transactions.
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Write Off Vendor Documents - u ? ox

Total Writeoff Amount

Dote Document Amount Apply Amount WriteOff

] Vendor Document Type Batch No. Document No. Row No.

Writeoff Type: Use this option to set off the write-off amount. The available options are:
e Underpayments: a payment which is smaller than the needed or required payment.
e Overpayments: a payment which is greater than the needed or required payment.

Batch Series: The batch series type specified here is used for creating the next payment. This is a

mandatory field.

Create One Writeoff per: Use this option to decide the write-off option as Vendor or Document.
1. If you select Document, a separate Writeoff GL transaction is posted for each Document.

2. If you select Vendor, a composite Writeoff GL transaction is posted for each Vendor’s

documents.

Writeoff Limit: This field specifies the maximum value up to which you want to retrieve write-off

information against the vendor or any document.

Apply Date: This field specifies the actual date on which you want to write-off the Vendor or

Document amount as underpayment or overpayment.

Cut-off Date: Use this date to decide the date up to which you need to retrieve the information. By

default, the system displays the current server date.
Vendor From: The lower limit of the vendor range used to filter write-off details.

Vendor From Description: This field displays the description of the vendor key. This is a read-only

field.

Vendor To: The upper limit of the vendor range used to filter write-off details.
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Vendor To Description: This field displays the description of the vendor key. This is a read-only field.

Currency: Use this option to define the currency for the write-off entry. The lookup attached to the

field will retrieve the currencies maintained in BatchMaster WEB. This is a mandatory field.
Currency Description: This field displays the description of the currency key. This is a read-only field.
Grid Fields:

This grid also helps you to drill down to the specific record with the attached link arrow button

present with the various field(s).

Total writeotf Amount

[m] Vendor Document Type Batch No. Document No. Row No. Date Document Amaunt Apply Amaunt WriteOff
B 2 AMERICANTOURIS  voucher FYAPTEO 2 Fuapien 0
[J 2 AVERICANTOURIS | voucher FYAPTET ? Fvapien 0
[ =" vioucher FWAPTTS P Fuaptrs il
[J 2 AMERKANTOURIS | vouchsr FYAP4Z ¥ Fyapaz 0
B 2 AMERICANTOURIS  voucher Fiap44 P Fuspas 0
[ 2 AMERICANTOURIS | Wouchsr FYAPTO ¥ Fvapro 0
B 2 AMERICANTOURIS  voucher VE0ZIER60 2 ycomezeo 0
[ 2 AMERICANTOURIS | voucher 1220291 2 yerzzozm 0

? s “oucher Va-208 > 79 0
[ 2 AMERICANTOURIS | | voucher w738 2 nooose 0

o tems per page. 1-100f18 tems

Total Writeoff Amount: This is the total write-off amount for the Vendor(s).

Select ) : Mark the checkbox to select the row for write-off.
Vendor: This field specifies the name of the vendor for which there exists any write-off entry.
Document Type: This field specifies the various documents for write-off:

a) For an Underpayment — it displays the Voucher and the Receipt number.

b) For an Overpayment — it displays the Payment and Debit Memo number.

Batch No.: This field specifies the finance GL number that is generated while processing the

document (Voucher / Receipt / Payment / Debit Memo).

Document No.: This field specifies the document number generated against the Voucher / Receipt /

Payment / Debit Memo.
Row No.: This field is applicable for receipts.
Date: This field specifies the due date of the selected document number.

Document Amount: This field specifies the Voucher / Receipt / Payment / Debit Memo amount.
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Apply Amount: This field is used to specify the actual applied amount (positive amount) against the

document amount.

WriteOff: You can write-off the full amount or part amount for the selected Voucher / Receipt /

Payment / Debit Memo. The GL will be posted to the account as maintained on the Vendor Class.
1.1.10.2 Processing a Writeoff Entry

1. Open the Write Off Vendor Documents screen.

2. Select the Writeoff Type as Underpayments or Overpayments.

3. Enter the maximum limit of the write-off for retrieving records in the Writeoff Limit field.
4. Select the source for write-off at the Create One Writeoff Per field.

5. Enter or select the Apply Date.

6. Enter or select the Cut-off Date.

7. Select the range of Vendor for which you want the write-off details.

8. Select the currency in which you want to fetch the write-off details in the Currency field.

9. Click the Process button. The system will obtain the information that will satisfy the above

filter criteria.

Witeoff Type UnderPayments v Batch Series wo Q
Create One Writeoff Per Document v Witeoff Limit 100,000.00
Apply Date joa/10/20f B Cut-off Date 09110120 =]
Vendor F 101 Q Vendor From Description Chemirade

Vendor To 10, Q Vendor To Description K J Polymer

Currency INR Q Currency Description INDIAN RUPEE

Total Writeoff Amount I

Vendor Decument Type Bateh No. Document No. Row No. Date Documnet Amount  Apply Amount WriteOff

V101 Voucher Vo2 2 0 04/10/20

Process  Post  Close

10. Select the Underpayment / Overpayment write-off entries that you want to post.

11. Click on the Post button to write-off the vendor / document entries. On clicking the Post

button, the system displays the report as shown below:
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Writeoff Vendor Documents Report

WriteOff Batch No. Doc. No.  Batch No.  Wiite-Off Amount Status

WOVDO419002 2 V02 210883  Success WOVD0419002 Updated Successful
Baich Number - WOVD0418002

1.2 AP Reports

1.2.1 1099 Enquiry
Use the report to view the 1099 data for vendors for given year and month.
Go To: Account Payable - AP Reports—~> 1099 Enquiry.

Click the 1099 Enquiry option to open the 1099 Enquiry window. On the 1099 Enquiry window, filtering

parameters can be used to define the scope for processing the report.

1099 Enquiry E 2 x

wendor Key From Q Description
WVendor Key To Q Description
Year 2022 Q

Month From Jonuary v Month To December -

Vendor Key 1099 Type 1099 Box 1099 Amount

4 2 22
2 33 100

#100

Select the range of vendors, the fiscal year and the range of months for which the data needs to be
viewed. Clicking the Process button displays the grid listing the Vendor Key, Vendor Name, Month,
1099 Type, 1099 Box and 1099 Amount.
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1.2.1.1 Viewing Vendor’s 1099 Information

1. Open the 1099 Enquiry window.

2. Use the lookups next to the Vendor Key From and To field to specify the filter criteria.
3. Use the lookup next to the Year field to specify fiscal year for the 1099 enquiry.

4. Specify the Month range in the respective fields to obtain the 1099 enquiry.

5. Click on the Process button. Eventually, various grid fields displays the 1099 information
related to the vendors.

1.2.2 1099 Report

You can use the 1099 Report to print the 1099 statements usually needed at the end of the year by

the company. The statements can be printed:

e On a pre-printed form

e Foravendor/range of vendors

e For a specified calendar year

e By selecting the 1099 type (Interest/Dividend/Miscellaneous)

e With Copy options as any one of Copy A/Copy 1/Copy B/Copy 2/Copy C
Go To: Account Payable = AP Reports = 1099 Report.

Click the 1099 Report option to open the 1099 Report window. On the 1099 Report window, filtering

parameters can be used to define the scope for processing the report.
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Bewes EX ¢+ ¢ A=eD B
1099 Report E?

Parameter n

Vendor Key From 107 American
Vendor Key To

1099 Type

L O O o

For Fiscal Yeor
Use Pre Printed Stationery

Copy Option O copya () copy1 () copyB ) Copy 2 7) copy ©

1.2.2.1 Generating 1099 Report

1. Click the 1099 Report option to open the 1099 Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Use the lookup next to the Vendor Key From and To fields to specify the filter criteria’s for

generating the report.

4. Using the 1099 Type field specify the 1099 Type for which the report needs to be generated.
This is a mandatory field.

5. Specify the fiscal year for which report needs to be generated in the For Fiscal Year field. This

is a mandatory field.
6. Mark Use Pre Printed Stationary, as required.

7. Select the required Copy Option with which the report is needed. Selecting at least one copy

option is mandatory.
8. Click on the Process button to generate the report.

An example of the generated 1099 Report is provided below:
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= 1099 Report

Cven [ corricren

2022 Interestone T’

Form 1090-INT

$0.00000

Copy A
9826437898 $0.00000 ¥or
RECIFENTS Internal Revenue

Service Center
o rember
50.00000

RECIFIENTS name
American
50.00000 50.00000

‘Stret address (sluding aptno.)
Corporste HomeT

50.00000 50.00000 nstructons for

Returns.
province country.and ZIP ar

JRS— 50.00000 50.00000
lew Jursey, , IND, 5456733

FATCAfling | $0.00000 50.00000
P

O [somoo so0000

20 TIN Nt

O $0.00000

1.2.3 AP Voucher Report

You can use the AP Voucher Report to generate the report for a specific or a range of Vendor(s)

Posted/Unposted AP Vouchers.

Go To: Account Payable 2 AP Reports = AP Voucher Report.

Clicking the AP Voucher Report option, the system displays the AP Voucher Report window.

BMEWEB

AP Voucher Report E ?

Vendor Key From

Q American
Vendor Key To Q
() Posted () unpested © Both
AP Voucher From Q
AP Voucher To Q
Dote From B
Dote To 8

Process Close

1.2.3.1 Generating an AP Voucher Report

1. Click the AP Voucher Report option to open the AP Voucher Report window.

27040-04092024-V01 BatchMaster Web — Finance User Guide n




)

Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

Use the lookups next to the Vendor Key From and Vendor Key To fields to enter the lower
and upper limits, respectively, of the range of vendor key to be filtered and displayed on the

AP Voucher Report.
Select the option to print the report as one of Posted / Unposted / Both.

Use the lookups next to the AP Voucher From and AP Voucher To fields to enter the lower
and upper limits, respectively, of the range of voucher to be filtered and displayed on the AP

Voucher Report.

Use the lookups next to the Date From and Date To fields to enter the lower and upper
limits, respectively, of the range of date to be filtered and displayed on the AP Voucher

Report.
Click the Process button to generate the report.

An example of a generated AP Voucher Report is provided below:

= AP VoucherReport

Print Date Time 03-08-202211:30

AP Voucher Report
Food Corporation Pvt. Lid

Voucher No. 10002 Status NEW
Transaction No. 10002 01-05-2018
Vendor Key DEEPAK GLOBA
Vendor PO Number 00000035

Currency INR g ey ASSA
Vendor Name decpak 3

Address Line |

Address Line 2

Address Line 3
City

State

Zip Code
Country
Attention

Description e LineNet _Account Key  Comments

160.00 9103001550800

1.2.4 Apply Payment Report

You can use the Apply Payment Report to generate the report for a specific or a range of vendor(s)

applied payment.

Go To: Account Payable > AP Reports 2 Apply Payment Report.
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Click the Apply Payment Report option to open the Apply Payment Report window. On the Apply

Payment Report window, filtering parameters can be used to define the scope for processing the

report.

sMEweR EX © ¢ * 2 A=SeDH

Apply Payment Report n ?

Parameter Eu

v From Q

Q Payment Mo () Debit No. / AR Invoice
Payment No. From
Payment No. To

Date From 2017/01/01

B & P PO

Date To

Process  Close

1.2.4.1 Generating Apply Payment Report

8.

Open the Apply Payment Report window.

Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
Select one of the option as Customer or Vendor.

Use the lookups next to the From and To fields to enter the lower and upper limits of the

range of vendor / customer keys to be filtered and displayed on the Apply Payment report.
Select the option to print the report as one of Payment No / Debit No./AR Invoice

Use the lookups next to the Payment No. From and Payment No. To fields to enter the lower
and upper limits of the range of payment entries to be filtered and displayed on the Apply

Payment report.

Use the lookups next to the Date From and Date To fields to enter the lower and upper limits

of the range of dates to be filtered and displayed on the Apply Payment report.

Click the Process button to generate the report.
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An example of a generated Apply Payment Report is displayed below:

=  Apply Payment Report

Bateh No. + APOIIT008
VendorKey @ ABC
Total Amount 200

usD

Apply Payment Report
Food Corporation Pvt, Ltd
Document No. : APO117008

Name + Global Suppliers
Type : Payment GL

03-08-2022
1137

Date @ 01-09-2017
RowNe : |

Batch No. Document No.

Type

Document Date

Total Amount

Apply Amount_Currency

VV@JAN17023 APO117008

Write-Off GL

08-17-2017

200

200 USD

Total Apply Amount__:

200 USD

Batch No. 1 APO218005
VendorKey ~ :  #100
Total Amount 1 40.00

+ APO218005
Name : American

Document No.

Type : Payment GL

Date @ 02:05-2018
RowNo : |

Batch No. Document No.

Type

Document Date

Total Amount

Apply Amount_Currency

VO-233 m

Voucher GL

11-11-2016

40.00

4000 USD

Total Apply Amount _:

40.00_USD

Batch No. i AP0317035
VendorKey  :  #100
Total Amount : 080

usD

Document No.  : AP0317035
Name : American
Type + Payment GL

Date  : 03-02-2017
RowNo : |

Batch No. Document No.

Type

Document Date

Total Amount

Apply Amount_Currency

VO-107 286

Voucher GL

11-11-2016

080 USD

Total Apply Amount__:

0.80_USD

Batch No. i APO317035
VendorKey = #100

Document No.  : AP0317035
Name : American
Type : Payment GL

Date  : 03-02-2017

1.2.5 Outstanding Payables

Document Date

Apply Amount_Curreney

Using this report, you can report on the range of vendors having an outstanding payable amount as

on a particular date.

Go To: Accounts Payable - AP Reports - Outstanding Payables.

Click on the Outstanding Payable option to open the Outstanding Payables window. On the
Outstanding Payables window, filtering parameters can be used to define the scope for processing the

report.
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BMEWEB

QOutstanding Payables

A5 On Date
Vendor Key From

vendor Key To

Display In

Hom

e Currency @ Vendor Currency

EX o ¢ -5 A= e H

0

Process  Close

1.2.5.1 Generating an Outstanding Payables Report

1. Open the Outstanding Payables window.

2. Specify the name in the Parameter field and save the selected range into a database so that

it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Select As On Date using the date picker next to the field.

4. Complete the Vendor Key From and Vendor Key To range using the lookups buttons next to

the fields.

5. Select the Home Currency or Vendor Currency, as required.

6. Click the Process button to generate a report.

An example of a generated Outstanding Payable Report is provided on the following page.
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=  Outstanding Payables

Outstanding Payables
Food Corporation Pvt. Ltd.

Vendor Key : 1011

Vendor Name : American

Batch No. Document No. Document Date  Due Date Document Amount Due Amount Currency Key
VO-315 1100438 14-09-20 13-11-20 3006.02 INR

VO-314 1100437 14-09-20 13-11-20 9380.00 INR

VO-316 1100439 17-09-20 16-11-20 490.60 INR

Vendor Total : 12876.62 12876.62

1.2.6 Payment Report

You can use the Payment Report to generate the report for a specific or a range of

Vendor(s)/Customer(s) payments.

Go To: Account Payable = AP Reports = Payment Report.

Clicking the Payment Report option displays the Payment Report screen.

— -
Payment Report E ?

(2] 0]

v From Q

0

) Posted () unposted Q Both
Payment No. From
Payment No. To

Payment Date From

B2 P

Payment Date To 122/10/1

Process  Close

1.2.6.1 Generating a Payment Report
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1. Open the Payment Report screen.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
3. Select an option (Vendor, Customer, or Miscellaneous).

4. Use the lookups next to the From and To fields to enter the lower and upper limits,
respectively, of the range of Vendor(s)/Customer(s) to be filtered and displayed on the

Payment Report.
5. Select the type of transaction as Posted, Unposted or Both.

6. Use the lookups next to the Payment No. From and To fields to enter the lower and upper
limits, respectively, of the range of payment to be filtered and displayed on the Payment

Report.

7. Use the lookups next to the Payment Date From and To fields to enter the lower and upper
limits, respectively, of the range of payment date to be filtered and displayed on the

Payment Report.
8. Click the Process button to generate the report.

An example of a generated Payment Report is provided below:

=  PaymentReport

Print Date Time 03-08-202214:06

Payment Report
Food Corporation Pvt. Ltd.

Vendor Key GLOBAL SUPPLIER Payment No. APO117005 Status: POSTED
Payment From A/C  91030010100003 Payment Date 01-05-2017

State Bank of India Posting Date 01-05-2017
UsD PaymentMethod  Bank  Cheque

Check Book 1D 50001
Number 50034

01-05-2017

Document No. Due Date Doc. Amount
PO000001 12-19-2016 0.00

1.2.7 TDS Report

The TDS report is generated for a specific or a range of vendor(s) for which TDS payment is processed.
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Go To: Account Payable > AP Reports—> TDS Report.

Click on the TDS Report option to open the TDS Report window. On the TDS Report window, filtering

parameters can be used to define the scope for processing the report.

BMEWEB EE - ¢+ + 2 Aa=seDH
TDS Report E?

Parameter @ ]

TOS Tupe
Vvendor Key From Globol Suppliers

Q
Q
vendor Key To v Q Marty Applied Science Put. Ltd
&
=]

Process  Close

1.2.7.1 Generating TDS Report

1. Open the TDS Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Using the TDS Type field to specify the TDS type for which the report needs to be generated.

This is a mandatory field

4. Use the lookup next to the Vendor Key From and To fields to specify the filter criteria’s for

generating the report.

5. Use the lookups next to the From Date and To Date fields to enter the lower and upper limits

of the date range to be filtered and displayed on the TDS Report.

6. Click the Process button to generate the report.

1.2.8 Vendor Aging
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The Vendor Aging Report provides a summary or detailed analysis of the balances that are due to
vendors, sorted by date interval or by aging period definition. In BatchMaster WEB the report displays
the data vendor wise, its total amounts (open payables) for each aging bucket, 0-30, 31-60, 61-90,
120+. The report obtained the data based on the Age Brackets defined. By default, the system will
fetch the age bracket data as defined on the Age Bracket Setup screen. As the grid is editable so you

can change the range if required.
Go To: Account Payable > AP Reports> Vendor Aging.

Clicking the Vendor Aging option displays the Vendor Aging — Selection Criteria window.

Vendor Aging - Selection Criteria n ? x

o]

Bracket No From Day Up To Day Bracket Name

1.2.8.1 Generating Vendor Aging Report

1. Open the Vendor Aging - Selection Criteria window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Use the date picker next to the As On Date field to specify the upper limit of date to be
filtered and displayed on the Vendor Aging report.

4. Use the lookups next to the Vendor Key From and To fields to enter the lower and upper

limits of the range of vendor keys to be filtered and displayed on the Vendor Aging report.
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5. Use the lookups next to the Vendor Class From and To fields to enter the lower and upper
limits of the range of Vendor Classes to be filtered and displayed on the Vendor Aging

report.
6. Display the currency in which you want to print the report as one of:

a. Home Currency: Selecting this option indicates the report will print the currency

with which the BatchMaster WEB Company deals.

b. Vendor Currency: Selecting this option indicates the report will print the currency of

the Vendor.
7. Enter the From Day and Up To Day value under the Age Bracket Detail grid, if required.

8. Click the Process button to generate the Vendor Aging Report.

Vendor Aging Report E 2

Total
030 1515284898277, 1160
T B e

Vendor Key Vendor Name City Total 0-30 3160 6190 >90
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TDS REPORT
Food Corpoeation Pyt. Lid

Natary ofservicen 1D Section

1.2.9 Vendor Debit Note Report

You can use the Vendor Debit Note report to generate the report for a specific or a range of vendor(s)

debit note.
Go To: Account Payable > AP Reports—> Vendor Debit Note Report.

Click the Vendor Debit Note Report option to open the Vendor Debit Note Report window. On the
Vendor Debit Note Report window, filtering parameters can be used to define the scope for processing

the report.
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BMEWES E i+ > - A=nDH

Vendor Debit Note Report

Porameter

Vendor Key From
Vendor Key To
) Posted _) Unposted
Debit Note No. From
Debit Note No. To

Date From

Date To

=

1.2.9.1 Generating Vendor Debit Note Report

1. Open the Vendor Debit Note Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that

it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Use the lookups next to the Vendor Key From and Vendor Key To fields to enter the lower

and upper limits, respectively, of the range of vendor key to be filtered and displayed on the

vendor debit note report.

4. Select the option to print the report as one of Posted/Unposted/Both.

5. Use the lookups next to the Debit Note No. From and Debit Note No. To fields to enter the

lower and upper limits, respectively, of the range of debit note to be filtered and displayed

on the vendor debit note report.

6. Use the lookups next to the Date From and Date To fields to enter the lower and upper

limits, respectively, of the range of date to be filtered and displayed on the vendor debit

note report.

7. Click the Process button to generate the report.

An example of a generated Vendor Debit Note Report is displayed below.
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= Vendor Debit Note Report — 1w00% + [HES)

Print Date Time 03-07-202215:24

Vendor Debit Note Report

Tood Corporation Pvi. Lid.

Debit Note No. Status NEW
Transaction No. Debit Noie Daic 01-03-2018
Vendor Key v Ship To Key FOODB
Vendor PO Number PO00000T Vendor Invoice Number

Curreney INR Customer Class Key VING
Vendor Name Comment Key

Address Line | Teros Key

Address Line 2

Address Line 3
City

State

Zip Cade
Country
Attention

Description Order Qty. _ Base Price_ ExtensionTax LineNet _Account Key Comments

CEMENT 2.00 0.00 0.00 0.00 0000000001234
5

1.2.10Vendor Statement
You can use the Vendor Statement report to generate the report for a specific vendor.
Go To: Account Payable > AP Reports—> Vendor Statement.

Clicking on the Vendor Statement option displays the Vendor Statement screen.

Vendor Statement B ?
Parameter En

From Date 2022/10/15 B8
To Date 2022/10/1 B
vendor Key From Q
Vendor Key To Q
Currency H v

Q

User Currency Key

Print Aging With Statement

Process Close

1.2.10.1 Generating Vendor Statement Report
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1. Open the Vendor Statement window.

2. Specify the name in the Parameter field and save the selected range so that it can be
recalled again later. Next time, to print the report, you can select the saved parameter using

the Parameter field dropdown.

3. Use the lookups next to the From Date and To fields to enter the lower and upper limits,
respectively, of the range of dates to be filtered and displayed on the vendor statement

report.

4. Use the lookups next to the Vendor Key From and To fields to enter the lower and upper
limits, respectively, of the range of vendor key to be filtered and displayed on the vendor

statement report.
5. Display the currency in which you want to print the report as one of:

a. Home Currency: Selecting this option indicates the report will print the currency

with which the BatchMaster WEB Company deals.

b. Vendor Currency: Selecting this option indicates the report will print the Vendor

currency.

c. User defined Currency: Selecting this option will activate the User Currency Key field

wherein you can enter or select a currency by using the lookup next to the field.
6. Mark the Print Aging With Statement option, if required.

7. Click the Process button to generate the report.

2 Accounts Receivable

2.1 AR Transactions

2.1.1 Apply Receipt

It is important to keep track of receipts from your customers and suppliers. Using this screen, you can

process:
e Invoice against a Customer Receipt Entry
e |nvoice against a Customer Credit Memo

e Debit Memo against a Vendor Receipt Entry
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e Debit Memo against a Vendor AP Voucher

@ For Customer transactions the screen will retrieve information from the Receipt Entry and
Customer Credit Note screen, and for Vendor transactions the Receipt Entry and AP Voucher
screen. The system maintains the Exchange Gain and Exchange Loss account and posts a GL

transaction as per the current currency rate.

Go To: Accounts Receivable <> AR Transactions - Apply Receipt.

2.1.1.1 Apply Receipt — Add Mode

To add a new receipt to your BatchMaster WEB database, click on the Apply Receipt option from the

main menu. The system displays the Apply Receipt screen, where you can process receipts.

Apply Receipt B .
> SMERICAN = Q Nome
Q Currency Key . &
Document Type -
Fecelpt o Q Apply Date 06/09/23 ]
Receipt Line No a Q Receipt Date &

Select Debit Meno No./Payment No.  Due Date Amount Remaining Amount Apply Amount Writeoff

Screen Fields:
Customer/Vendor: Use this dropdown to apply a Receipt/Credit Note against Invoices.

e Customer: If you select Customer, the lookup will retrieve the list of customers maintained

via the Customer Master screen. You can now process an Invoice/Credit Note Entry.

e Vendor: If you select Vendor, the lookup will retrieve the list of vendors maintained via the

Vendor Master screen. You can now process a Debit Memo.

This field also helps you to drill down to the specific record with the attached link arrow button

present with the field.
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Description: This field displays the description of the selected Customer/Vendor. This is a read-only

field.
Batch Series: Search and select the batch series that you want to apply.
Currency Key: This field specifies the currency associated with the Customer/Vendor.

Unapplied Amount: This field specifies the unapplied amount of the selected Customer/Vendor. This

is the received amount from the Customer/Vendor which is unapplied in the selected currency.

Document Type: Select one of the options Receipt or Credit No. /AP Voucher using the dropdown next
to the field. The field activation is dependent on the selection made in the Customer/Vendor field.

Depending upon the selection made here the system will enable some fields for data entry.

Receipt No./Credit No./Voucher No.: The caption of the field is dependent on the selection made at

the Customer/Vendor field.

e For a Receipt Number, select the Receipt Entry against the selected Customer/Vendor.

e For a Credit Number/AP Voucher, select a credit note created against the Customer/a

Voucher created against the vendor.

The lookup will obtain the receipt entries (having POST status) created through the Receipt Entry
screen /Credit Note created from the Customer Credit Note screen/Voucher created from the AP

Voucher screen.

Apply Date: This field specifies the date when you apply the receipt. The currency GL transaction will

be posted on this date.

Receipt Line No.: Use this option to select the line number of the Receipt Entry selected above. It can

be any reference type as you have defined in the Receipt Entry as Advance or On Account etc.

Receipt Date/Credit Date/Voucher Date: This field specifies the posting date of the selected Receipt
Entry/Credit Note/Voucher.

Document Amount: This field specifies the document amount of the selected receipt line number.

The value is defaulted from the Receipt Entry screen.

Amount: This field specifies the amount of the selected receipt line number. The value is defaulted

from the Receipt Entry screen.
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Reference Type: This field specifies the reference type of the selected receipt line number. The value

is defaulted from the Receipt Entry screen.

Discount: This field specifies the discount applicable on the selected receipt line number. The value is

defaulted from the Receipt Entry screen.

Document No.: This field specifies the document number of the selected receipt line number. The

value is defaulted from the Receipt Entry screen.

Remaining Amount: This field specifies the amount of the selected receipt line number. The value is
defaulted from the Receipt Entry screen. The value in this field will be updated when you apply the

amount of the Invoices selected in the grid. It is the unapplied amount of the receipt line.
Calculated as: Unapplied Amount — Apply Amount.

Due Date: This field specifies the due date of the selected receipt line number. The value is defaulted

from the Receipt Entry screen.

Grid Fields:
.
Auto Apply
Total Applied Amount 0 Total WriteQff Amount
Select Invoice No./Payment No. Due Date Amount Remaining Amount Apply Amount WriteOff
? | Far
2| Flaris
2| Flarg

Auto Apply: Clicking the Auto Apply button, according to the Reference Type, the system will select

the Invoice/Credit Note with the Apply Amount.

Total Applied Amount: This field displays the sum of the applied amounts entered for the

Invoice/Credit Note.

Total WriteOff Amount: This field displays the sum of all the write-offs’ defined for the Invoice/Credit

Note.
Select: Mark the option to select the Invoice/Debit Note row line.

Invoice No./Payment No./Debit Memo No.: This field specifies the Invoice Number/Debit Memo

created against the selected Vendor/Customer.
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This field also helps you to drill down to the specific record with the attached link arrow? button

present with the field.

Due Date: This field specifies the due date of the Voucher Number/Debit Note/Credit Note created

against the selected Vendor/Customer.
Amount: This field specifies the remaining amount against the invoice that needs to be applied.

Remaining Amount: This field specifies the unapplied amount against the Invoice/Credit Note that

needs to be applied.

Once processed the system will update the value. Calculated as Remaining Amount = Unapplied

Amount — WriteOff.

Apply Amount: This field specifies the applying amount against the selected Voucher/Debit
Note/Credit Note. Once you enter the amount and save the Apply Receipt entry, the system reflects

the amount changes in the Remaining Amount field (Field defined above the grid).
The Apply Amount should not be greater than the Remaining Amount defined for the line.

To speed up entry you can click the Auto Apply button. Depending upon the remaining amount the

system will apply the amount (according to the Reference Type).

WriteOff: This field specifies the cancellation amount from an account of a bad debt or worthless
asset. You can write off the full amount or part amount for the selected Invoice/Credit Note. A GL

transaction will be posted to the account as maintained on the Vendor Class/Customer Class screens.

2.1.1.2 Applying Receipt against a Customer — Receipt Entry

1. Open the Apply Receipt screen.

2. Select the Customer option at the Customer/Vendor field using the dropdown. Now select

the customer key using the lookup adjacent to the field.
3. The system will default the Currency Key and Unapplied Amount field value.
4. Select the series using the Finance Series lookup next to the Batch Series field.
5. Enter or select the Apply Date.

6. Select the Receipt option in the Document Type field.
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7. Select the receipt number by typing or by using the lookup next to the Receipt No. field.

8. On selecting the receipt number, the system will default the receipt date to the posting date

of the selected receipt entry. It is hard coded, and you are not allowed to change it.

9. Select the line of the receipt by typing or by using the lookup next to the Receipt Line No
field. Once selected the system will default the Reference Type, Document No., Due Date,

Document Amount, Amount, Discount, and Remaining Amount field values.

10. The system will obtain the pending invoice details of the selected customer and display them

in the grid.

11. Mark the Invoice against which you want to apply the receipt in the Select field.
12. Enter the amount to apply against the selected invoice in the Apply Amount field.
13. Enter the write-off amount value in the WriteOff field if any.

14. To speed up the operation, you can click the Auto Apply button. This will automatically fill

the Apply Amount field value in accordance with the Remaining Amount field value.

Total Applied Amount 0 Total WriteOff Amount

seiect Invoice No.Payment No. Due Date Amount Remaining Amount Apply Amount writeort

15. The system will adjust the amount and update the Remaining Amount field value

accordingly.

16. Click Process to apply the receipt. On clicking the Process button, amounts will be posted
into accounts. If there is any difference in currency exchange, then a GL transaction will be
generated for the difference amount. (Exchange Account will be picked from the Customer

Class screen) and a write-off GL transaction is also generated if any write-off amount.
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2.1.1.3 Applying Receipt Against a Customer — Credit Entry

1. Open the Apply Receipt screen.

2. Select the Customer in the Customer/Vendor field using the dropdown. Now select the
customer key using the lookup adjacent to the field.

3. The system will default the Currency Key and Unapplied Amount field value.

4. Enter or select the date in the Apply Date field.

5. Select the receipt Document Type as Credit No./AP Voucher option.

6. Select the credit number by typing or by using the lookup next to the Credit No. field.

7. On selecting the Credit No., the system will default the Receipt Date to the posting date of
the selected credit entry. It is hard coded, and you are not allowed to change it. The system
will display the associated Amount value.

8. The system will obtain the pending credit note and invoice details of the selected Customer
and display them in the grid.

[uumNo CRO21834 Q I Apply Date [«

Recelpt Line No 0 Q Credit Date

330,06 000 000

9.

10.

Mark the entries against which you want to apply the receipt in the Select field.

Enter the amount to apply against the selected invoice in the Apply Amount field.

27040-04092024-V01 BatchMaster Web — Finance User Guide 103



)

11. Enter the write-off amount value in the WriteOff field, if any.

12. To speed up the operation, you can click the Auto Apply button. This will automatically fill

the Apply Amount field value in accordance with the Remaining Amount.

Total Applied Amount 100.00 Total WriteOff Amount 0.00

-
Select Invoice No./Payment No. Due Date Amount Remaining Amount Apply Amount WriteOff

PMO7160015 712412016 &l 500.00 492.00 100.00 0.00
AP0916002 200 2.00 0.00 0.00

13. Click the Process button to apply the receipt. On clicking the Process button, amounts will be
posted into accounts. If there is any difference in currency exchange, a GL transaction will be
generated for the difference amount. (Exchange Account will be picked from the Customer

Class screen) and a write-off GL transaction is also generated for any write-off amount.
2.1.1.4 Applying Receipt against a Vendor — Receipt Entry

1. Open the Apply Receipt screen.

2. Select the Vendor in the Customer/Vendor field using the dropdown. Now select the vendor

key using the lookup adjacent to the field.
3. The system will default the Currency Key and Unapplied Amount field value.
4. Enter or select the Apply Date.
5. By default, the system will select the Document Type as Receipt.

6. Select the receipt number by typing or by using the lookup next to the Receipt No. field. On
selecting the receipt number, the system will default the Receipt Date to the posting date of

the selected receipt entry. It is hard coded, and you are not allowed to change it.

7. Select the line of the payment by typing or by using the lookup next to the Receipt Line No.
field. Once selected, the system will default the Reference Type, Document No., Due Date,

Document Amount, Amount, Discount, and Remaining Amount field values.

8. The system will obtain the pending invoice details of the selected vendor and display them in
the grid.

9. Mark the invoice against which you want to apply the payment in the Select field.
10. Enter the amount to apply against the selected voucher in the Apply Amount field.

11. Enter a write-off amount value in the WriteOff field if any.
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12.

13.

14.
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To speed up the operation, you can click the Auto Apply button. This will automatically fill

the Apply Amount field value in accordance with the Remaining Amount field value.

Click Process to apply the receipt. On clicking the Process button, amounts will be posted
into accounts. If there is any difference in currency exchange, a GL transaction will be
generated for the difference amount. (Exchange Account will be picked from Customer Class

screen) and a write-off GL transaction is also generated for any write-off amount.

The system will adjust the amount and will update the Remaining Amount field value

accordingly.

2.1.1.5 Applying AP Voucher against a Vendor — Debit Memo

10.

11.

12.

13.

Open the Apply Receipt screen.

Select the Vendor at the Customer/Vendor field using the dropdown. Now select the vendor

key using the lookup adjacent to the field.

The system will default the Currency Key and Unapplied Amount field values.
Enter or select the date on the Apply Date field.

By default, the system will select the option as Receipt in the Document Type field.
Select the Credit No./AP Voucher option in the Document Type field.

On selecting the Credit No./AP Voucher option, the system will default the Voucher Date to
the voucher date of the selected AP Voucher entry. It is hard coded, and you are not allowed

to change it.
Select the voucher number by typing or by using the lookup next to the Voucher No. field.

Select the line of the payment by typing or by using the lookup next to the Receipt Line No
field. Once selected, the system will default the Reference Type, Document No., Due Date,

Document Amount, Amount, Discount, and Remaining Amount field values.

The system will obtain the pending debit memo details of the selected vendor and display

them in the grid.
Mark the debit memo against which you want to apply the receipt in the Select field.
Enter the amount to apply against the selected debit memo in the Apply Amount field.

Enter a write-off amount value in the WriteOff field if any.
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14. To speed up the operation, you can click the Auto Apply button. This will automatically fill

the Apply Amount field value in accordance with the Remaining Amount field value.

15. Click Process to apply the receipt. On clicking the Process button, amounts will be posted
into accounts. If there is any difference in currency exchange, a GL transaction will be
generated for the difference amount. (Exchange Account will be picked from Vendor Class

screen) and a write-off GL transaction will also be generated for any write-off amount.

16. The system will adjust the amount and will update the Remaining Amount field value

accordingly.
2.1.2 AR Invoice

AR Invoice screen is used to maintain a non-inventory adjustment against any Customer. For example,
the non-inventory adjustment can be any one of breakage, rate difference, freight, or any additional

charges.

If the dimensions defined at the Multi-Dimensional Setup screen is set to active, then the defined
dimensions can be applied to an AR Invoice at the line level so you can manage the account entries

individually in relation to the projects.

Go To: Account Receivable = AR Transaction = AR Invoice.

2.1.2.1 AR Invoice — Dashboard

You can manage and create AR Invoices from this dashboard. By default, the system displays all the
existing AR Invoices as maintained for your business/company. You can click on any of the AR Invoice

record to view its details.
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AR Invoice
A Dashboard
@ Common
+ Add AR Invoice ¥ Action wSettings Y Il B B & scoc
& Inventory Dran & column hecder and drnp it hers 1o group by that =slumn
&/ purchase [] Action Invoice No. Transaction No. Status
L rnie AHeS > NEW
& Quality Control O pantw NEW
D - New
B Sales
O rime o
Finance
B Finon O - NEW
Configuration O printw NEW
O printw NEW
@ Customization
[ intw 70035 NEW
@ Accounts Payable D - 00350 NEW
@ Accounts Receivable 0| et~ LT L5
[ - 70057 NEW
General Ledger
@ [ Printw NEV
({8 Bonk/Cash ] erimw 3 NEW
X [ int v 70034 NEW
A RandD
[ printw NEW
oo L printw 1700537 NEW

— Filter
2
Customer Key Customer Name. Invoice Total
PALK ANL PHINT wu
AMREICAN 13feb 125
13feb L]
13feb 290 I
AMREICAN i3feb 118
AMREICAN 13feb 1513
American Chemicol 220
13feb 242
T3feb 242
13feb 242
AJ100 AJ100 o
AJ100 AJi00 0
AMERICAN American Chemical 144442
13feb 15322
13feb 200
AMREICAN 13feb 152

The AR Invoice dashboard contains many elements that occupy 100% of the browser window. Resizing

the window will resize the elements to fit. The elements can be rearranged, i.e. docked, resized,

grouped, and stacked. The header and the side panel can’t be rearranged.

You can click on one of the Unposted / Posted buttons to filter the records accordingly.

= BMEWEB

AR Invoice R Clear Filters| — Filter

My Dashboard
Unpasted (130} J

a Common

+ Add AR Invoice ¥ Action v Settings Y (Il @ B &
g Inventory Drog @ column heeder and drop it here to group by that column
§/ Purchase [ Action Inveice No. Transaction No. tus Customer Key Customer Name, Invoice Total Invoice Date

L i WU n s ieu AMERILAN 2
& Quality Control O erintw AID1210010 Hpsten AMERICAN 20 |

[ Prntw 014 psTen AMERICAN 0
B, Seles

[ print = D AMERICAN 75

% Finanee

e O erintw st AMERICAN 2
[% Configuration [ Frintw APSTED -

O printw FSTED 238
@ Customization

O Printw 57 HpsT 20
@ Accounts Payable O printw ” AbsTeD AL 20
@ Accounts Receivable U - e i =

[ intw 10608 fpsren m
@ General Ledger

O Frintw 00603 FApsTED WALMART 28
({8 Bonk/Cash O Frintw 0601 HpsTED WALMART 12

[ int v FpsTED WALMART 125
& RondD

[ print = ApsTeD T 13feb 40 020/11/
g o [ Print = 1700546, ApsTED ABC 8 202011404

Using the Action button from the dashboard you can:

e Copy an existing record to create new one
e Print selected multiple record(s)

e Post selected multiple record(s)

e Delete selected multiple record(s)

27040-04092024-V01

BatchMaster Web — Finance User Guide 107



) g

After you select all the columns of the AR Invoice dashboard, the middle grid displays the selected

columns.

A Doshboard
@ Common

g Inventory

§ Purchase

& Quality Control
8. Sales

T Finance

Configuration
@ Customization

@ Accounts Poyoble
@ Accounts Receivable
@ General Ledger

[{$ Bonk/cash

A Rand D

& oom

AR Invoice
Unpotted (130)

+ Add AR Invoice | ¥ Action|| ¥ Settings Y [ll [@ |[B| & | Sseoc
Drag a column header and drog it here to group by that column
[] Action Inveice No. Transaction No.  Status.
[ Frintw AR#D620013 1700324 NE

O priat~ ARFO620016 1700327 NEW

[ Frint w AR#0620011 1700322 NEW
O printw # 1700296 NEW

[ printw AR#D620009 1700205 NEW
0 et ans 00268 NEW

[ intw i 026 NEW
O - AR 00258 NEW

[ int v 026 NEW
O - 6 1700119 NEW

Customer Key

AMERICAN

AMERICAN

AMERICAN

LaxMl

AMERICAN

AMERICAN

AMERICAN

Customer Name  Inveice Total Invoice Date

American [

Chemicals

2020/07/06

2020/06/14

2020/06/12

2020/06/10

020/06,/08

2015/02/26

— Filter

CurrencyKey  RecUseriD RecDate

S RD b

D RO 0 18
usD RO 2020/07/18
MR D /07406 I
D RO 2020/07/06

St Demo 2020/06/1

o RO 020/06/1
NR 1 2020/06/1
MR M 0 6/1
NR 2015/02/26

The AR Invoice dashboard provides a clear vision of the created records in a read-only mode. You can

view the records as per the number of items per page specified.

2.1.2.2 AR Invoice — Add Mode

To add a new AR Invoice to your BatchMaster WEB database, click the +Add AR Invoice button. The

system displays the AR Invoice screen, where you can create new entries.

AR Invoice

Invoice No.*
Transaction No.
Customer Key *
Ship Takey

Sales Order Number

Currency Keu® ™

Bill To Address v

SubTotal
Action Description  Unit  Qty Order Base Price Extension Discount
WHE meca o« 0
BE =ica o

Q
a
Q
Q

status NEW
Invoice Date B8
Customer Name Americon Chemicals
Ship To Name
Customer PO Number
Free Form Comment < Q
Tax Amount 000000 Inveice Total 37
Tax Line Net Account Key Comments
Q Q
Q a

Search ¢

Screen Fields:
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Invoice No. : The invoice series type specified here is used for creating the next AR Invoice. This is a

mandatory field.
Status: This field displays the status of the invoice. The possible statuses are:

e NEW: When you create an invoice.
e POSTED: When you upload the invoice.

Transaction No.: Displays the system-generated number. The value in this field is incremented each

time when you save a new invoice.

Invoice Date: This field specifies the date on which you create the invoice. The default value of this
field is the current server date. However, you can change the date using the date picker next to the

field. This is a mandatory field.

Customer Key: This field specifies the key of the Customer to whom the invoice is to be placed. This is
a mandatory field and on selecting a customer, the relevant Customer data is obtained and displayed
on the Bill To Address section. The associated currency is defaulted to the Currency field. This is a

mandatory field.
Customer Name: This field displays the description of the selected Customer Key.

Ship To Key: This field specifies the address of the receiving location of the Customer to which your

company should dispatch the items on the invoice.
Ship To Description: This field displays the description of the selected Ship To Key.
Sales Order Number: This field specifies the reference sales order number of the customer.

Customer PO Number: This field specifies the reference PO number. The system will retrieve all the

PROCESSED and CLOSE status purchase orders.

Currency Key: This is the currency defaulted from the Customer Class. The user can change the default

currency, if desired. This is a mandatory field.
Free Form Comment: This field specifies the additional information of the invoice created.

Grid Fields:
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SubTotal Tax Amount Invoice Total

Action Description Unit Qty Order Base Price Extension Discount Tax

W TesLs Q  EACH .0000 100.000000 (] Q

Line Net Account Key Comments

Add Line: Click the add button to insert a row in the grid.
SubTotal: This field displays the sum of the extension of all lines in the sales order.
Tax Amount: This field displays the sum of the Tax Amounts of all lines in the sales order.

Invoice Total: This field displays the total amount of the invoice. This is the sum of the Extension

amount entered for the non-inventory items.

Action: The following options are available:

. Delete: Click this button to delete a row from the grid.

T

Tax Detail button, the system displays Tax Amount window.

e Tax Detail : Click this button to view the details of various applicable taxes. On clicking

Tax Amount x

0oge
(=it ]

Vat Tax

Tax Type
Flat
VAT

Flat

Taxable Amt

Tax Rate

Ta

Tax Amount 25641

Close

Description: This field specifies the non-inventory item key for debit note lines. As you select the non-

inventory item the system will populate the Unit, Qty Order, Base Price, calculated Extension, Account

Key and Comments.

Unit: This field specifies the purchase unit of the selected non-inventory item. The Quantity for debit

on a line is to be entered in this unit.

Qty Order: This field specifies the required quantity of the non-Inventory item being placed. This

guantity is associated with the unit defined in the row.
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Base Price: This field specifies the base price for this non-inventory row item. The value is interpreted
in the currency shown on the screen and is based on the unit as shown under Unit field. You can

change the Base Price.

Extension: This field specifies the line amount for the quantity ordered at base price. Calculated as

Qty Order * Base Price.
Discount: This field specifies the line discount. This is a read-only field.

Tax: This field specifies the tax rate key applicable for this line item. You can enter or select the tax

rate key by typing or by selecting via the associated lookup.
Line Net: This field displays the total amount that should be paid against a purchase order line.

Account Key: For this non-inventory Item this field is defaulted to the Expense Account Number of the

Customer.

Comments: This is the Line level comment for printing on the invoice, entered by typing or by selecting

via the associated lookup.

Bill To Address Section:

Bill To Address A

Customer Name: The name of selected Customer is displayed here.

Address Line 1: The street address of the selected customer is entered here.

Address Line 2: The street address of the selected customer is entered here.

Address Line 3: The street address of the selected customer is entered here.

City: The City of the selected Customer is entered here.

State: The State of selected Customer is shown here.

Zip Code: The Zip code of selected Customer is entered here.
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Country: This specifies the Country in which destination site is located.
Country Name: This field displays the country name of the Country ID as selected in the Country field.

Attention: This is the name of the Customer’s representative at the source site who may be informed

of the details regarding this order.

Ship To Address Section:

Ship To Address »

Address Line 1: The street address of the destination site is entered here.

Address Line 2: The street address of the destination site is entered here.

Address Line 3: The street address of the destination site is entered here.

City: This specifies the city in which the destination site is located.

State: This specifies the state in which the destination site is located.

Zip Code: This specifies the zip code of the destination site.

Country: This specifies the country in which destination site is located.

Country Name: This field displays the country name of the Country ID as selected in the Country field.

Attention: This is the name of the Customer’s representative at the destination site who may be

informed of the details regarding this order.

Other Info Section:
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Other Info A

] CGEN Customer class Description

Fob Description

Comment Description

Ship Vio Description

p o O O

Territory Description

4
3

[
0o

Terms Description

F
A
)
5
o
o

Sales Person key: This field value is defaulted to the Sales Person Key assigned to the selected

Customer. This field is editable so you can change the field value.

Sales Person Description: This field displays the description of the Sales Person Key. This is a read-only

field.

Customer class: The Customer Class key associated with the selected Customer is defaulted to this

field.

Customer class Description: This field displays the description of the Customer Class Key. This is a

read-only field.

FOB Key: This field displays the free-on-board terms of agreement. It is defaulted with the FOB key of

the Customer or the selected Ship To key. This field may be modified.
Fob Description: This field displays the description of the FOB Key. This is a read-only field.

Comment key: This field specifies the comments that may be printed on the invoice. The Comment
key associated with the selected Customer or the selected Ship To Key is defaulted to this field. This

field may be modified.

Comment Description: This field displays the description of the Comment key. This is a read-only field.

Ship Via key: This field specifies the shipper or transporter to be used for shipping the material. The
field is defaulted with the Ship Via key as has been specified for the selected Customer or the selected

Ship To key. This field may be modified.

Ship Via Description: This field displays the description of the Ship Via key. This is a read-only field.
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Territory key: Field specifies the territory for which the sales commission has been generated. This
field is defaulted with the territory key specified in the customer record. However, this Key may be

replaced with the one associated with the selected Ship To key. This field may be modified.
Territory Description: This field displays the description of the Territory key. This is a read-only field.

Terms key: Terms key for the selected Customer is defaulted from the Customer master. The field may

be changed.
Terms Description: This field displays the description of the Terms key. This is a read-only field.
Location: This field specifies the location key.

Location Description: This field displays the description of the Location. This is a read-only field.

2.1.2.3 Creating an AR Invoice Entry

1. Open the AR Invoice dashboard.
2. Click the +Add AR Invoice button to open a new blank record.

3. Select the finance series using the lookup next to the Invoice No. field.

Finance Series X

[Bearch Show Column Filter
Drag a column header and drop it here to group by that column

Series

AR
Fl

10 + | items per page 1-20f2items

5. Select the customer by typing or by using the lookup next to the Customer Key field. This will
default the associated currency of the customer and would fill the details on the Ship To

Address section.
6. Select the ship via key by typing or by using the lookup next to the Ship To key field.
7. Change the Invoice Date as required. The default value of the field is the current server date.
8. Specify the customer purchase order number in the Customer PO Number field.
9. Select the order by typing or by using the lookup next to the Sales Order Number field.

10. To add any inventory item to the AR Invoice, follow the below defined steps:
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a. Click the Add Line button. The system will insert a blank row in the grid.

Action

@

SubTotal Tax Amount nvoice Total (USD)

Description Unit Qty Order Base Price Extension Discount Tax Line Net Account Key Comments

b. Under the Description field enter or select the item using the lookup next to the
field.

c. The system will default the respective field values (Unit, QtyOrder, Base Price,

Extension, Line Net, Account Key).
d. Change the order quantity in the Qty Order field, if required.
e. Change the price at the Base Price field, if required.
f. The system will auto calculate the extension and display it in the Extension field.

g. Enter or select the tax rate key in the Tax field. The system will display the tax

amount in the respective field.

Action

o=

Add Line SubTotal Tax Amount nvoice Total (USD)

Description Unit Qty Order Base Price Extension Discount Tax Line Net Account Key Comments

11.
12.

13.

14.

2.1.2.4

h. Repeat the above steps to add more row lines, as required.

i. Enter or select any additional information in the Comments field.
Move on to the Bill To Address section, change the desired information if required.
Move on to the Ship To section, change the desired information if required.

Move on to the Other Info section, if you want to change the Sales Person key, FOB Key, and

other keys if required.

Click the Save button to save the record.
Special Functions

Assign Dimension ID: Click this button to associate a dimension with the AR Invoice. Clicking

the button will display the Assign Dimension ID window with which you can choose the Project

and Work Center. The system will obtain all the dimensions maintained via the Dimensions Setup

screen.
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Void: Click this button to void the selected transaction. Once clicked, the status of the Invoice

is changed to Void status.

Post: Click this button to post the AR Invoice. After posting, the system displays the following

confirmation report as shown below and eventually the status of the Invoice is changed to POSTED.

AR#0720002 - Transaction No.- 1700261 Success AR#FOT20002 Updated Successfully Finance Batch Mumber :-
AR#0720002

Close

2.1.3 Customer Credit Note

The Customer Credit Note screen is used to maintain a non-inventory adjustment against any
customer. If the dimensions defined on the Multi-Dimensional Setup screen are set to active then the
defined dimensions can be applied to a Customer Credit Note at the line level so you can manage the

account entries individually in relation to the projects.

Go To: Account Receivables 2 AR Transaction = Customer Credit Note.

2.1.3.1 Customer Credit Note — Dashboard

You can manage and create customer credit notes from this dashboard. By default, the system displays
all the existing customer credit notes as maintained for your business/company. You can click on any

of the customer credit note record to view its details.

EX ¢ - ¢ -t A=eDH

Customer Credit Note

A Dashboard
unpasted (55)

@ Common

+ Add AR Invoice ¥ Action ¥ Settings YV ll @ B & seoc
& Inventory Drag a column header and drop It here ta group by that clumn
B Purcnase () Action Credit Note No. Transaction No. Status Customer Key Customer Name Credit Total Credit Note Date

[ prinw CRID22006 701044 NEW @RO02-NAME
& Quelity Control

[ intw NEW 800
s, Sales O - NEW BB
T Finanee 0 e MNEW 8

[ it NEW 80
5% Configuration
=} mi 8220 NEW @rooz a0
R customization L printw : NEW o2

[ ntw FE NEW 1208
@ Accounts Payable

[ erntw e NEW 1298
@ Accounts Receivable O edntw FEB NEW A 1298
@ General Ledger [ Erint NE i ABC 10006

[ printw i NE "0 ABC 1
({18 Bonk/Cash

0 - NE ABC ABC 0!
X RandD [ - NEW 3FER 13fel n

[ erntw 0 NE BROC @RO02-NAME
& BomM

T e
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The Customer Credit Note dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.

You can click on one of the Unposted/Posted buttons to filter the records on the dashboard

accordingly.

BMEWEB
Customer Credit Note e i
f Dashboard
Unposted (55)
@ Common
+ AddARIwoice v Action| v Settings Yl @ (B &
gl nventory Drog a column header and drog it here to group by that colume
B Purchase [ Action Credit Note No. Transaction No fstotus Customer Key Credit Totel Credit Note Dete
[ Printw ARG 700988 POSTED 8
& Quality Control
&
O - 8
8o Sales [ e A o8 5200
- - o fosten
& Finance U] P
O it OSTED
5% Configuration
= U e OSTE! 2
@ Customization [ print bosten
O - 0OSTED 20
@ Accounts Payable
U e OSTE! 100
@ Accounts Receivable 0| print= s . 0
@ General Ledger 0 " B OSTED 13FEE 13feb
O erintw CAT20125 1700556 OSTED ABC ABC 8
({8 Bank/Cash
[ intw 20 Fosten @ROO2 8
& Rond D O i J20M OSTED LAXM 100
[ Print » R0920108 700472 OSTED AMERICAN American Chemicalg 125 2020/09/18
g BOM e —

Using the Action button from the dashboard you can:

e Copy an existing record to create new one
e Print selected multiple record(s)

e Post selected multiple record(s)

e Delete selected multiple record(s)

After you select all the columns of the Customer Credit Note dashboard, the middle grid displays the

selected columns.
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BMEWEB

A Dashboard

@ Common

gffi Inventory

§ Purchase

& Quality Control
s, Sales

7 Finonce

Configuration
R customization
@ Accounts Payoble

@ Accounts Receivable

@0 General Ledger
[j1$ Bonk/Cash
& Rond D

& som

Customer Credit Note

+ Add AR Invoice | ¥ Action

~ Settings ¥

B E e

Drag a column header and drop it here to group by that column

[ | Action Credit Note No.
[ printw CR1022006

[ printw

O printw

O printw

[ printw

[ print~

[ erinw

O erintw C@FEB21003
O print~ C@FEB21002
O Frintw CC@FEB21001
O printw

[ printw FCARIS

0 Pt .

J it ci

Transaction No.

700860

1700589

700581

700579

1700576

Status

NEW

HEW

NEW

NEW

NEW

NEW

NEW

Customer Key

@A002
@A002 800
@R002 08
@R0023 8
@rRo02 800
@R002 800
coz
ASI00 1298
AS100 1298
AS100 123,
ABC ABC 10000
B ABC 100
ABC 5

Customer Name  Credit Total

Pasted (175)

Credit Note Do Currency Key  RecUseriD
2022/ usD T
2022, D BRATIK
usp AmT
MR T
2022/08/22 usD HITESH
2022/08/22 SD ITES
2022/08/22 MR PRATIK
2021/02/25 MR Demao
NR Demo
NR Dem:
GBP G
2020/11/06 GeP c
2020, GEP
uUsD G

RecDate

The Customer Credit Note dashboard provides a clear vision of the created records in

mode. You can view the records as per the number of items per page specified.

2.1.3.2 Customer Credit Note — Add Mode

To add a new Customer Credit Note to your BatchMaster WEB database, click the +Add Customer

Credit Note button. The system displays the Customer Credit Note screen, where you can create new

entries.

Customer Credit Note

Credit Note No. *
Transaction No.

Customer Key*

Ship To key
Sales Order Number

Currency Key "

Add Line
Action

w
g

Description
Misc Charge:| @

Packing And| @

CRoM1a92 Q Status
1700025 Credit Note Date
O |wen Q Customer Name
O 5003 Q Ship To Name
b Q Customer PO Number
NR Q Free Form Comment
SubTotal 22500 Tox Amount
Unit Qty Order Base Price Extension Discount Tax
EACH 10000 100.000000 10000 | ©
EACH 10000 125000000 12500 | ©

New

Copy

Save

Post  Delete Search  Close

NEW
01/08/18
LaUpdate 4dadss

Ato Z Wareheusing

Credit Total

0.00

Line Net Account Key

91030015508 @

91030015508 @

S Q
22500
Comments
Q
Q

Screen Fields:
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Credit Note No.: The series type specified here is used for creating the next entry. The attached lookup
will retrieve the series that you have maintained using the Finance Series screen. This is a mandatory

field.
Status: Use this system generated field to view the status of the credit note. The available options are:
e NEW: When you create a new entry.

e POSTED: When you upload the credit memo.

Transaction No.: Displays the system-generated number. The value in this field is incremented each

time you save a new credit note.

Credit Note Date: This field specifies the date on which you create the credit note. The default value
of this field is the current server date. However, you can change the date using the date picker

provided next to the field. This is a mandatory field.

Customer Key: This field specifies the key of the customer to whom the credit note is placed. This is a
mandatory field and on selecting a customer, the relevant customer data is retrieved and displayed
on the Bill To Address section. The associated currency is defaulted to the Currency field. This is a

mandatory field.

Customer Name: This field displays the description of the customer key. This is a read-only field.
Ship To key: This is the location of the customer to which the goods will be shipped.

Ship To Description: This field displays the description of the Ship To key. This is a read-only field.
Sales Order Number: This field displays the sales order number created against the selected customer.

Customer PO Number: This field displays the purchase order number of the customer. You can enter
or select the purchase order using the lookup provided next to the field. The system will retrieve all

the PROCESSED and CLOSED status purchase orders.
Currency Key: This is the currency defaulted from the Customer Class. This is a mandatory field.

Free Form Comment: This field specifies the additional information of the credit note created. You

can enter or can select the comments using the lookup provided next to the field.

Grid Fields:
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Add Line SubTotal Tax Amount Credit Total

Action Description Unit Qty Order Base Price Extension Discount Tax Line Net Account Key Comments

o 8 cChorges | @ 000D 00.000000 0 Q 800/ @ Q

Add Line: Click the Add Line button to insert a row in the grid.
SubTotal: This field displays the sum of the extension of all the lines in the Credit Note.
Tax Amount: This field displays the sum of the tax amounts of all the lines in the Credit Note.

Credit Total: This field displays the Total amount of the credit note. This is the sum of the Extension

Amount entered for the non-inventory items.

Action: The following options are available under this section:

° Delete: Click this button to delete a row from the grid.

i

the system displays Tax Amount screen.

e Tax Details : Click this button to view various tax details. On clicking Tax Details button,

Description: Enter the non-inventory item key for credit note lines. As you select the non-inventory
item using the lookup provided next to the field, the system populates the Unit, Qty Order, Base Price,
Extension, Line Net, Account Key, and Comments. Else, while entering the description for the credit
note you need to manually enter the values on the Unit, Qty Order, Base Price, Account Key, and

Comments fields.

Unit: This field specifies the purchase unit of the selected non-inventory item. The quantity to credit

on a line is to be entered in this unit.

Qty Order: This field specifies the required quantity of the non-Inventory item being placed. This

guantity is associated with the unit defined in the row.

Base Price: This field specifies the base price for this non-inventory row item. The value is interpreted
in the currency shown on the screen and is based on the unit as shown under the Unit field. You can

change the Base Price if required.

Extension: This field specifies the line amount for the quantity ordered at base price. Calculated as

Qty Order * Base Price.

Discount: This field specifies the line discount. This is a read-only field.
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Tax: This field displays the tax rate key applicable for this line item. You can enter or select the tax rate

key by typing or by selecting via the associated lookup.
Line Net: This field displays the total amount that should be paid against a purchase order line.

Account Key: For this non-inventory Item this field displays the Account number. You can change the

specific account number using the lookup provided with the field if required.

Comments: This is the Line level comment for printing on a credit note, entered by typing or by

selecting via the associated lookup.

Bill To Address Section:

Bill To Address A
Customer Name Dekro Paints Q
Address Line 1 24 Fabriek St City Cairo
Address Line 2 Industrial, Kuils River, State Other Teritorry
Address Line 3 Zip Code 7580
Country sA Q Country Name South Africa

Attention

Customer Name: This field specifies the name of selected Customer. You can change the name of the

customer using the lookup provided next to the field.

Address Line 1 / Address Line 2/ Address Line 3: This field specifies the address of the selected

customer.

City: This field specifies city of the selected Customer.

State: This field specifies the State of selected Customer.

Zip Code: This field specifies the Zip code of selected Customer.

Country: This field specifies the Country Code of selected customer.

Country Name: This field displays the country name of the Country ID as selected in the Country field.
Attention: This field specifies the name of the contact person with the Customer.

Ship To Address Section
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Ship To Address A~

Address Line 1

Address Line 2

Address Line 3

Country

Attention

11733 Cardinal Circle

NH78

IND

MrKin)

City

State

Zip Code

Country Name

Newport Beach

CA

92663

India

Address Line 1: The street address of the destination site is entered here.

Address Line 2: The street address of the destination site is entered here.

Address Line 3: The street address of the destination site is entered here.

City: This specifies the City in which the destination site is located.

State: This specifies the State in which the destination site is located.

Zip Code: This specifies the Zip code of the destination site.

Country: This specifies the Country in which destination site is located.

Country Name: This field displays the country name of the Country ID as selected in the Country field.

Attention: This is the name of the Customer’s representative at the destination

informed of the details regarding this order.

Other Info Section:

site who may be

Other Info &

Sales Person key

Customer class

FOB Key

Comment key

Ship Via key

Territory key

Terms key

Location

[ I I N O N i -

JAMES

LAXMI

Sales Person Description

Customer class Description

Fob Description

Comment Description

Ship Via Description

Territory Description

Terms Description

Location Description

James thomas

Laxmi Enterprises

East Zone ARrsd

Handle with care

Company Truck @

Asian Region

15Days AR @ 15

Bhopal

Sales Person key: A Salesperson is employed to represent the business and sell merchandise. A

Salesperson directly or indirectly deals for making trade, generates and closes leads, educates

prospects, fills needs and satisfies the consumers. Click the lookup to list the sales persons of

BatchMaster WEB.
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Sales Person Description: This field displays the description of the Sales Person Key. This is a read-only

field.
Customer class: This field specifies the Customer Class key associated with the selected Customer.

Customer class Description: This field displays the description of the Customer Class Key. This is a

read-only field.

FOB Key: This field specifies the free-on-board terms of agreement.

Fob Description: This field displays the description of the FOB Key. This is a read-only field.
Comment key: This field specifies the comments that may be printed on the invoice.

Comment Description: This field displays the description of the Comment Key. This is a read-only field.
Ship Via key: Field specifies the shipper or transporter to be used for shipping the material.

Ship Via Description: This field displays the description of the Ship Via Key. This is a read-only field.
Territory key: This field specifies the territory for which the sales commission has been generated.
Territory Description: This field displays the description of the Territory Key. This is a read-only field.

Terms key: Terms key for the selected Customer is defaulted from the Customer screen. The field may

be changed.

Terms Description: This field displays the description of the Terms Key. This is a read-only field.
Location: This field specifies location key.

Location Description: This field displays the description of the Location Key. This is a read-only field.

Post: Click this button to post the credit note entry. After posting the status of the Credit Note gets
changed to POST.

CRMND418002 - Transaction No.:- 20 Success CRND419002 Updated Successiully Finance Batch Number -
N

Close

2.1.3.3 Creating a Customer Credit Note Entry

27040-04092024-V01 BatchMaster Web - Finance User Guide n




1. Open the Customer Credit Note dashboard.
2. Click on the +Add Customer Credit Note button to open a new blank record.
3. Select the finance series using the lookup next to the Credit Note No. field.

4. Enter or select the vendor by typing or by using the lookup next to the Customer Key field.

The system will default the Currency Key field value once you select the customer.
5. Select the ship via by typing or by using the lookup next to the Ship To key field.

6. Change the Credit Note Date as required. The default value of the field is the current server
date.

7. Specify the Customer Purchase Order Number in the Customer PO Number field.
8. Select the order by typing or by using the lookup next to the Sales Order Number field.
9. To add any non-inventory item to the credit note follow the below defined steps:

e Click the Add Line button. The system will insert a blank row in the grid.

Add Line subTotal Tax Amount Credit Total (USD)

Action  Description Unit Qty Order Base Price Extension Discount Tax Line Net Account Key Comments

wE | Q 0.0000 £.000000 0 Q Q Qa

e Select or enter the description by typing or by using the lookup next to the

Description field for the credit note.

e On selecting the value through lookup, the system will default the various field
values (Unit, Qty Order, Base Price, Extension, Line Net and Account Key). Else you
need to manually enter the values on Qty Order, Base Price, and Account Key fields.

The Account key is an editable field that you can change if required.
e Change the order quantity in the Qty Order field if required.
e Change the price at the Base Price field, if required.
e The system will auto calculate the Extension and display it in the respective field.

e Enter or select the tax rate key at the Tax field. The system will display the tax

amount in the respective field.
e Enter or select any additional information in the Comments field.

o The system will calculate and display the total amount in the Credit Total field.
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Add Line SubTotal Tox Amount Credit Total (USD)

Action Description Unit Qty Order Base Price Extension Discount Tax Line Net Account Key Comments

W B | Mscthogess @ |k 0000 00.000000 0 Q 91030015 Q Q

e Repeat the above steps to add more row lines to the credit note.
10. Enter any additional information in the Free Form Comment field.
11. Switch on to the Bill To Address section.
12. Select the Customer Name field value using the lookup provided next to the field.

13. In the Ship To Address section, enter the ship to address information which includes the

following fields:

e Address Line 1-3

o (ity

e State

e Zip Code
e Country

e Attention

14. In the Other Info Section select or enter any sales person key for the Customer in the Sales

Person key field.
15. Select or enter FOB information for the customer in the FOB Key field.
16. Select or enter any additional information for the customer in the Comment key field.
17. Select or enter ship via information for the customer in the Ship Via key field.
18. Select or enter any territory for the customer in the Territory key field.
19. Select or enter any terms for the vendor in the Terms key field.

20. Select the location of the vendor in the Location field.
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Other Info ~

Sales Person key

SP03 Q Sales Person Description SALESPERSON 03

Customer class

INRFR Customer class Description IN Customers
EOB Key 01 Q Fob Description Jaipur

Handle with care

001 Q Ship Via Description ROADWAYS

Teritory key

EAST Q Territory Description EAST

r‘)
g
2
El
2
g
[l v I v B e R v v I
z
2
o
g
3
3
H
2
S
H
:
g

Terms key 200 Q Terms Description 20 DAYS

Location 01 Q Location Description Manufacturing

21. Click Save button to save the customer credit note entry.
2.1.3.4 Special Functions

Assign Dimension ID: Click this button to associate a dimension with the Customer Credit
Note. Clicking the button will display the Assign Dimension ID window with which you can
choose the Project and Work Center. The system will obtain all the dimensions maintained via the

Dimensions Setup screen.

Void: Click this button to void the selected transaction. Once clicked, the status of the Credit
Note gets changed to VOID. The system would print a report displaying the details of the void

transaction (if any).

2.1.4 Receipt Entry

Any money received from debtors against sales Invoices or on Account and for all transactions where

money is received are accounted or entered into BatchMaster WEB using the Receipt Entry screen.

If the dimensions defined on the Multi-Dimensional Setup screen are set to Active, the defined
dimensions can be applied to a Receipt Entry screen at the line level so you can manage the account

entries individually in relation to the projects.
Go To: Accounts Receivable = AR Transactions = Receipt Entry.

2.1.4.1 Receipt Entry — Dashboard

You can manage and create a receipt entry from this dashboard. By default, the system displays all

the existing receipt entries maintained for your business/company.

You can click any of the receipt entry record to view its details.
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= BMEWEB

Receipt Entry

+ Add Receipt Entry

i Doshboord
@ Common

¥ Action| w Settings Y (Ml |[@ B & ||seoc
i Inventary

Drag @ column hecder and drop it here to group by that column

Action status

]

Receipt Ne. Payment Type

B/ Purchase

& Quaiity Control

8. Sales
& Finance

[5% Configuration

R Customization

@ Accounts Payoble

@ Accounts Receivable

@ General Ledger
(8 Bonk/Cash

F
P
P
P
e
P
P
Frint =
A
P
e
P
i
& RondD B
P

3 ® 0 W U ¥ ® ® 0 O O ® O O N«

JoDOooOooDooooDoOoooOoo0go

g5 BOM

— Filter

Posting Date CustvendMisTupe

o 1000
o 1000

0 100

Total Amount Narration

0 150

The Receipt Entry dashboard contains many elements that occupy 100% of the browser window.

Resizing the window will resize the elements to fit. The elements can be rearranged, i.e. docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.

You can click on any of the Unposted/Posted buttons to filter the records on the dashboard

accordingly. By default, the system displays all the entries (Posted/Unposted) on the dashboard.

BMEWEB

Receipt Entri

#§ Dashboard it J
@ Common

+ Add Receipt Entry | ¥ Action| ¥ Settings VMl B &
gl Inventory Drag ¢ column hecder and drop it here to group by that column

Action Receipt No. Status Payment Type

&/ Purchase m L ! up

[ Printw 88210001 POSTED B
B Quality Control 0O | printw POSTED &
8, sales L et POSTED 8

O  Printw B
5 Finance
® O e .
[E% Configuration [ Print = &

[ prntw C
@ Customization

O | printw 8
@ Accounts Payable [ Print = c
e —— O | e

[ Printw
@ General Ledger

0O | Pt c
(28 Bonk/Cash O | printw -

Print w B

& RondD U

[ Frintw OSTE c

BOM —

& [ Print = POSTED B

% Clear Filters — Filter
Posting Date CustVendMisType Total Amount Narration
2021701720 [ 100
8 ]
[} 0 I
0 2
o 0.69
] 180
‘,
2020112/01 [} 180
[} m
0 100
0 20
] 12
[} 100
0 1

Using the Action button from the dashboard you can:

e Copy an existing record to create new one
e Delete selected multiple record(s)
e Hold selected multiple record(s)
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e Post selected multiple record(s)
e Print selected multiple record(s)
e Release selected multiple record(s)

After you select all the columns of the Receipt Entry dashboard, the middle grid displays the selected

columns.

Receipt Entry X Clear Filters — Filter

#y Doshboard
@ common

eiptEntry ¥ Action w Settings ¥ Ml @ B @
&8 inventory Drag drop it here to group by that column
 purchase Action Receipt No.  Status. Poyment T Receipt Da.. Posting Da.. Poyment. Poyment. RecelptAc. Custvend. Total Amo.. MNarration — Recuserid  Recdate
& Quolity Control RX03Z NEFT/Wire

vt v OSTED 3 2021/03 som/ospy NEFTAWre 000000000 o o000 g 2om/eum I

& Sales

- STED o 0 RAJ 03/10
T Finance

- OSTED 8 : : o | 0 A /20
[ Configuration "

NEFT

- E 0 ! /20
@& customizotion ra
@ Accounts Payoble ~ OSTED 3 011 A 1/05
) Accounts Receivable rint v OSTED 8 2020/12/50 2020/12/30  EEEEE1ZS ! A1 J
@ General Ledger - OSTED B )
(18 Bank/Cash

- €D D 0, 73
X RandD

- STEL 1 AT T8t M
geom

The Receipt Entry dashboard provides a clear vision of the created records in a read-only mode. You

can view the records as per the number of items per page specified.

2.1.4.2 Receipt Entry — Add Mode

To add a new Receipt Entry to your BatchMaster WEB database, click the +Add Receipt Entry button.

The system displays the Receipt Entry screen, where you can create new records.
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Receipt Entry IEl E‘ £| § g‘ E 7 x

Q
Receipt Date 8 Posting Date B8

D EFT/Wire Transfe: Q Date 3 ]

D N Q
1
+ DB |rcscon Q
c Key Q
" 0 o 5]
~Q
Total Net Amount
Action  Refrence Type  DocumentNo  Due Date Document Amo..  Doc Amount (8. Amount Amount (Bank/.. Discount Discount (Bonk..  BankCharges  Bank Charges(.  WriteOff Amou.
w v A LN B | so3cc000 | | sospooco | | 10000000 | | 1000000
] v a &

Screen Fields:

Receipt No.: This is a system generated field that provides the sequence of the receipt entry. This is a
mandatory field. The lookup next to the field lets you select the predefined series for the receipt entry.

The selected series will be suffixed to the generated receipt number.
Status: This field specifies the current status of the Receipt Entry screen. The available options are:

e NEW: The status indicates that the receipt entry is new and is ready to post. A new status

entry can be transferred to hold if required.

e HOLD: This status means that a receipt entry is not available for posting. Holds are placed on
receipt entry for business reasons. No changes can be made to a receipt entry that is on
hold. An entry will stay on hold until released by you. Your business rules should address

how long a hold can be left in place.
e POSTED: This status means that the receipt entry has been posted to accounts.

o Incase of Customer, the system will post to the Account Receivable and Bank

Account.
o In case of Vendor, the system will post to the Account Payable and Bank Account.
o In case of Miscellaneous, the system post to the Account Master.

Receipt Date: This field specifies the date on which you have created the receipt entry. The default
value of this field is the current server date. You can change the date using the date picker provided

next to the field.
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Posting Date: This field specifies the date on which you want to post the receipt entry. The default
value of this field is the current server date. You can change the date using the date picker provided

next to the field.

Payment Type: Use this option to make the receipt entry. Selecting any one of the options will enable

the associated required fields for data entry.

e (Cash: This option enables the Receipt Account field.
e Bank: This option enables the Payment Mode, Number, Bank, Bank Code, and Branch fields.

e Credit Card: This option will enable the Receipt Account field, wherein you can select the

account from which the payment will be made.

Payment Mode: This option is enabled only when the Payment Method is selected as Bank. The

system will retrieve the data from the Payment Mode Master Screen.
Date: This field specifies the date applied on the check.
Number: The field specifies the number of the received check.

Bank Code: This field specifies the 11-digit code in alphanumeric format, which is used by the Reserve
Bank to identify the bank within the National Electronic Funds Transfer network. Use this field to

specify the IFSC code of the bank for the defined check number.
Bank: This field specifies the bank name through which you are making the payment by check.
Branch: This is the branch name associated with the bank.

Receipt Account: This field is used for all type of payment methods. The account from where the
amount will be credited while posting the receipt entry. The system displays the account balance in
the adjacent field in accordance to the receipt date. The source of the lookup will be dependent on

the payment mode you have selected.

e Cash: In case of Cash, the lookup will obtain the account entry from the Cash Master screen.
e Bank: In case of Bank, the lookup will obtain the account entry from the Bank Master screen.

Account Description: This field displays the description associated with the receipt account.

Cash/Bank Name/Acct: This field specifies the name of the bank. The value defaults when you select

Payment from Account Number.
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Bank A/c Number: This is a bank account number against the receipt entry. The value in this field is

obtained when you select the Receipt Account field.

Cash/Bank Currency: This field specifies the currency defined for the selected bank as specified on the

Bank Master screen.

Current Balance: This field specifies the up-to-date balance which is displayed for the selected receipt

account. This is a read-only field.

Customer/Vendor/Miscellaneous: Use this option to make the receipt entry against a Vendor,

Customer, or Miscellaneous (any other account).

e Customer: If you select Customer, then the lookup will retrieve the list of customers
maintained in BatchMaster WEB. You can now process a receipt debit note. The system will

display the account balance from the revenue account as per the receipt date.

e Vendor: If you select Vendor, the lookup will retrieve the list of vendors maintained in
BatchMaster WEB. You can now process an Invoice receipt entry. The system will display

the account balance from the Accounts Payable A/c as per the receipt date.

e Miscellaneous: If you select Miscellaneous, the lookup will retrieve the list of accounts

maintained in BatchMaster WEB. You can now process any debit account entry.

On selecting this option in the grid, the type of reference is hardcoded as New Ref and
cannot be edited. Document No, Due Date, Document Amount, and Amount columns

are editable and will validate according to their data types.

This field also helps you to drill down to the specific record with the attached link arrow 2 button

present with the field.

Customer Name/Vendor Name/Account Description: This field displays the selected Customer

Name/ Vendor Name/Account Description.

Currency Key: Use this option to define the currency for the payment entry. The default value of this
field is obtained while selecting a Vendor/Customer. For a Miscellaneous entry you need to select the

currency manually. You can change the currency.

@ It is mandatory to define currency conversions if you want to select any other currency (other

than the Vendor or Customer Master currency).
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e Depending upon the currency type selected here the system will retrieve the Pending

Voucher/Purchase Order or Credit Note/Return Sales Order in the Document No field.

Current Balance: This field displays the current balance of the Customer Account/Vendor Account/

Miscellaneous Account. This is a read-only field.

Conversion Factor: This field specifies the currency conversion defined in BatchMaster WEB using the
Currency Conversion screen. By default, the system will display the defined conversion which can be
edited if required. This is an editable field so you can change the value and define the conversion on

the basis of the current date.

Conversion Date: This field specifies the currency conversion date defined in BatchMaster WEB on the
Currency Conversion screen. By default, the system will display the defined conversion date which can
be edited using the date picker if required. This is an editable field so user can change the date and

define any date or current date.
Narration: Use this field to define any additional information with the Receipt Entry.
Grid Details:

As we need to define the reference, to insert a line in the grid, it is mandatory to select a Customer or

a Vendor.

Action Refrence Type Document No Duve Date Document Amount Doc Amount (Bank/Cash Currency) Amount Amount (Bank/Cash Currency) Discount Discount (Bank/cash Currency) Bank Charges

® gvonce v | 00000156 | Q@ /248

Add Line: Click this button to insert a row in the grid.

Total: Click this button to view various total amounts.
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Totals ®

Totals Payment Currency Bank Currency

Total Amount

Terms Discount

Bank Charges

Write-Off Amount

TDS Amount

Net Amount

e Total Amount: This field displays the sum of the amounts of the different types of references
defined in the grid. The system will display the amount in both home currency and in bank

currency.

e Terms Discount: This field displays the sum of the discount amounts of the different types of
references defined in the grid. The system will display the amount in both home currency

and in bank currency.

e Bank Charges: This field displays the sum of the bank charges of the different types of
references defined in the grid. The system will display the amount in both home currency

and in bank currency.

e  Write-Off Amount: This field displays the sum of the write-off amounts of the different
types of references defined in the grid. The system will display the amount in both home

currency and in bank currency.

e TDS Amount: This is the total consolidated TDS amount against the entries done for the

Advance, Against Ref, New Ref, and On Account.
e Net Amount: This field displays the total amount that should be paid.

Net Amount: This field displays the total amount that should be paid.

Action Refrence Type DocumentNo DueDate DocumentAmount Doc Amount(Bank/Cash Currency) Amount Amount (BankiCash Currency) Discount Discount (Bank/cash Currency) Bank Charges Bank Charges(t

o] New Ref ~| NSOD00EE | @ 01162(] 195.00 0.00 100.00 100.00 0.00 0.00 40.00

Action: Click this button to delete a row from the grid.
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Reference Type: This field is used to attach the reference with the Receipt Entry. The available options

are:

Refrence Type

e Advance New Ref .

Advance
Against Ref

e Against Ref

e New Ref On Account

e On Account

Document No: The value in this field is dependent on the selection made at the Reference Type field.

Advance: If this option is selected, the system will let you enter additional information in the
field.

e Against Ref: If this option is selected, the system will display all pending invoices of the

selected Customer/Pending Debit Notes of the selected Vendor.

e New Ref: If this option is selected, the system will display New or Open type sales orders of
the selected Customer; or New or Open type Return Purchase Orders of the selected
Vendor.

e On Account: If this option is selected, the system will let you enter additional information in
the field.

Due Date: This field specifies the due date of the selected document number. If it is blank, the system

will display the Invoice Date.

Document Amount: This field displays the invoice amount or Sales Order amount/Debit Memo

amount or Return Purchase Order amount in the home currency.

Doc Amount (Bank/Cash Currency): This field displays the invoice amount or Sales Order

amount/Debit Memo amount or Return Purchase Order amount in the bank currency.
Amount: This field is used to specify the actual amount (positive value) against the document amount.

e For Advance: This field specifies the amount you want to pay in advance to

Customer/Vendor.

e For On Account: The system will let you enter the amount you want to pay in advance to

Customer/Vendor that you can apply in the future against different account entries.

27040-04092024-V01 BatchMaster Web - Finance User Guide m




)

In both the above defined cases, the system posts to the ledger account.

Amount (Bank/Cash Currency): This field is used to specify the actual amount (positive value) against

the document amount in bank currency.

Discount: This is the discount which will be calculated as per the term discount applied on the

Invoice/Sales Order or Debit Notes/Return Purchase Order in home currency.

Discount (Bank/cash Currency): This is the discount which will be calculated as per the term discount

applied on the Invoice/Sales Order or Debit Notes/Return Purchase Order in bank currency.

Bank Charges: This is the amount of the bank charges that need to be set off against the selected

document.

Bank Charges(Bank Currency): This is the amount of the bank charges that need to be set off against

the selected document in bank currency.

Write Off Amount: This is the write-off amount (certain over-payments and under-payments) against

the selected document.
Write Off Amount (Bank/Cash Currency): This is the write-off amount in bank currency.

TDS Amount: This field is used to specify the TDS amount that will be deducted by the customer. On
posting the TDS amount will be debited to the asset account setup as TDS on Receipts on the TDS

Setup screen.

TCS Due Amount: This field specifies the TCS amount as calculated on the voucher if the reference

type is Against Ref. This is a read-only field.
TCS Paid Amount: The value of this field changes according to the selected Reference Type:

e If the Reference Type selected is Advance, then this is a read-only field and displays the TCS

Paid Amount.

o If the Reference Type selected is Against Ref, then this is an editable field you can enter the

required TCS amount.

Post: Click this button to post the receipt entries. Once posted the status of the receipt entry gets

changed to POSTED.
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e |f Customer option is selected, the system will post to the Account Receivable and Bank

Account
e If Vendor option is selected, the system will post to the Account Payable and Bank Account
o |f Miscellaneous option is selected, the system will post to the Account Master

@ b. To post a Receipt Entry, the posting date must be less than or equal to server date.
2.1.4.3 Creating a Receipt Entry using Cash

1. Open the Receipt Entry dashboard.
2. Click on the + Add Receipt Entry button to open a new blank record.
3. Select the Payment Type as Cash.

4. Enter the date of receipt that you want as an apply date for the entry at the Receipt Date
field.

5. Enter the date on which you wish to post the receipt entry in the Posting Date field.

6. Select the Receipt Account by typing or by using the lookup next to the Receipt Account field.
The system will retrieve the accounts that are of cash type. Additionally, it will default the

Cash/ Bank Name and the available account balance.

7. Select the Customer/Vendor/Miscellaneous name for which you want to define the

reference by typing or by using the lookup.

a. If you have selected Customer, the attached lookup will populate the Customer list
of BatchMaster WEB. Once selected, this will default the Currency Key field.

b. If you have selected Vendor, the attached lookup will populate the Vendor list of
BatchMaster WEB. Once selected, this will default the Currency Key field.

c. Ifyou have selected Miscellaneous, the attached lookup will populate the account
list. Select the currency for the payment entry transaction. The lookup attached to

the Currency Key field will populate the currencies maintained in BatchMaster WEB.

8. If you want to define a reference in some other currency, change the currency by typing or

by using the lookup next to the Currency Key field.
9. Define the Currency Conversion factor in the Conversion Factor field, if required.

10. Change the Currency conversion date in the Conversion Date field, if required.
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11. Click the Add Line button. This will insert a blank row in the grid.

efrence Type DocumentNo  Due Date Document Am.. Doc Amount (. Amount Amount (Bank... Discount Discoun t(Ban.. BankCharges Bank Charges.. WriteOff Am

NewRet v Q [ wmm B

12. Select the Reference Type as one of Advance, Against Ref, New Ref, or On Account.

13

Selecting Advance option lets you enter additional information in the Document No
field.

b. Selecting the Against Ref option lets you select any pending Invoice/Debit Notes in

the Document No field.

Selecting the New Ref option lets you select a Sales order (with New or Open
status)/Return purchase order (with New or Open status) note in the Document No

field. This field also helps you to drill down to the specific record with the attached

link arrow button present with the Document No field. The link arrow ¥ button

appears when you select New Ref option in the Reference Type field.

Action || Refrence Type DocumentNo  [IDue Date Document t Am..  Doc Amount (.. Amount Amount (Bank.. Discount Discount (Ban.. Bank Charges  Bank Charges.. WriteOff Am

W NewRat  v| P alll xmxm B

d. Selecting the On Account option lets you enter an additional information note in the

Document No field.

. Depending upon the reference type, select the value in the Document No field.

14. Enter or select the Due Date against the reference type.

15

16

17

18

19

20

. Enter the amount in the Document Amount field.

. Enter the Amount, Discount (Bank/cash Currency) and Writeoff Amount as required.
. The system will auto-calculate the discount as maintained in BatchMaster WEB.

. Enter the TDS Amount.

. To add more reference, follow the above steps.

. Click Save to save the record. The system will let you enter the amount in accordance with

the available balance of the Receipt Account field above the grid fields.

2.1.4.4 Creating a Receipt Entry using Bank
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1. Open the Receipt Entry dashboard.
2. Click the +Add Receipt Entry button to open a new blank record.
3. Select the Payment Type as Bank.

4. Enter the date of receipt that you want as an apply date for the entry at the Receipt Date
field.

5. Enter the date on which you wish to post the receipt entry at the Posting Date field.
6. Select the Receipt Mode by typing or by selecting the lookup next to the Payment Mode field.
a. If the payment mode is Check:
i. Enter any the check book number in the Number field.
ii. Enter the name of the bank in the Bank field.

ii. Enter the check date in the Date field.

Enter the Bank Code.

.E.

v. Enter the name of the branch where the bank is located in the Branch field.
b. In case of NEFT/Wire Transfer transaction:
i. Enter any transaction number in the Number field.
ii. Enter the name of the bank in the Bank field.
iii. Enter the check date in the Date field.
iv. Enter the Bank Code field.
v. Enter the name of the branch where the bank is located in the Branch field.

7. Select the Receipt Account by typing or by using the lookup next to the Receipt Account field.
The system will retrieve the accounts that are of cash type. Additionally, it will default the

Cash/ Bank Name and the available account balance.

8. Select the Customer/Vendor/Miscellaneous name for which you want to define the

reference by typing or by using the lookup.

a. If you have selected Customer, the attached lookup will populate the Customer list
of BatchMaster WEB. Once selected, this will default the Currency Key field.
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b. If you have selected Vendor, the attached lookup will populate the Vendor list of
BatchMaster WEB. Once selected, this will default the Currency Key field.

c. Ifyou have selected Miscellaneous, the attached lookup will populate the account
list. Select the currency for the payment entry transaction. The lookup attached to

the Currency Key field will populate the currencies maintained in BatchMaster WEB.

9. If you want to define a reference in some other currency, change the currency by typing or

by using the lookup next to the Currency Key field.
10. Define the currency conversion factor in the Conversion Factor field, if required.
11. Change the currency conversion date in the Conversion Date field, if required.
12. Click the Add Line button. This will insert a blank row in the above grid.
13. Select the Reference Type as one of Advance, Against Ref, New Ref or On Account.

a. Selecting Advance option lets you enter additional information in the Document No
field.

b. Selecting the Against Ref option lets you select any pending Invoice/Debit Notes in

the Document No field.

c. Selecting the New Ref option lets you select a Sales order (with New or Open
status)/ Return purchase order (with New or Open status) note in the Document No

field. This field also helps you to drill down to the specific record with the attached

link arrow button present with the Document No field. The link arrow ¥ button

appears when you select New Ref option in the Reference Type field.

Action | Refrence Type  DocumentNo  fiDue Date Document Am.. Doc Amount (.. Amount Amount (Bank.. Discount Discount (Ban.. Bank Charges  Bank Charges.. WriteOff Am

® v > a | : =]

d. Selecting the On Account option lets you enter an additional information note in the

Document No field.
14. Depending upon the reference type, select the value in the Document No field.
15. Enter or select the Due Date against the reference type.
16. Enter the amount in the Document Amount field.

17. Enter the Amount, Discount, Bank Charges and WriteOff Amount as required. The system

will auto calculate the discount as maintained in the BatchMaster WEB.
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Action Refrence Type  DocumentNo  Due Date Document Amount Doc Amount ... Amount Amount (BankiCash Currency) ~Discount Discount(Ba... BankCharges  Bank Charges(Bank Curn

jof New Ref | DIDDD043 Q| 04202017 [ 13.00 13.00 0.00

18. Enter the TDS Amount.
19. To add more reference, follow the above steps.

20. Click Save to save the record. The system would allow you to enter the amount in

accordance to the available balance of the Receipt Account field above the grid.
2.1.4.5 Creating a Receipt Entry using Credit Card

1. Open the Receipt Entry dashboard.

2. Click the +Add Receipt Entry button to open a new blank record.

3. Select the Payment Type as Credit Card.

4. Inthe Posting Date field, enter the date on which you wish to post the receipt entry.

5. Select the account from which you want to make the receipt by typing or by using the
lookup next to the Receipt Account field. The system will display the accounts that are of
Credit Card type. It will default the Cash/Bank Name/Acct field and the available account

balance.

6. Select the Vendor/Customer/Miscellaneous name for which you want to define the

reference by typing or by using the lookup.

a. If you have selected Vendor, the lookup will display the vendor list of BatchMaster

WEB. Once selected, this will default the Currency Key field.

b. If you have selected Customer, the lookup will display the Customer list of

BatchMaster WEB. Once selected, this will default the Currency Key field.

c. If you have selected Miscellaneous, the lookup will display the GL account list. Select
the currency for the payment entry transaction. The lookup for the Currency Key

field will display all the currencies maintained in BatchMaster WEB.

7. If you want to define the reference in some other currency, change the currency by typing or

by using the lookup next to the Currency Key field.
8. Define the currency conversion factor in the Conversion Factor field, if required.
9. Change the currency conversion date in the Conversion Date field, if required.

10. Click the Add Line button. This will insert a blank row in the grid.
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11. Select the Reference Type as one of Advance, Against Ref, New Ref or On Account.

a. Selecting the Advance option lets you enter additional information in the Document
No field.

b. Selecting the Against Ref option lets you select any pending voucher/credit note in

the Document No field.

c. Selecting the New Ref option lets you select a Purchase order (with New or Open

status) /Return sales order (with New or Open status) in the Document No field.

d. Selecting the On Account option lets you enter an additional information in the

Document No field.
12. Depending upon the reference type, select the value in the Document No field.
13. Enter or select the Due Date against the reference type.
14. Enter the amount in the Document Amount field.
15. Enter the Amount, Discount, Bank Charges and WriteOff Amount as required.
16. The system will auto calculate any discount maintained in BatchMaster WEB.
17. Enter the amount in the TDS Amount field.
18. To add more references, repeat the above steps.

19. Click Save to save the record. The system will let you enter an amount up to the available

balance of the Receipt Account field above the grid.

2.1.4.6 Special Functions

Assign Dimension ID: Click this button to associate a dimension with the Receipt Entry.

o

Clicking the button will display the Assign Dimension ID window with which you can choose

the Project and Work Center. The system will obtain all the dimensions maintained via the Dimensions

Setup screen.

——1 Hold: Click this button to hold a new receipt entry. Once clicked, the status of the Receipt

‘» C || Entry changes to Hold. Remember that the receipt entries with New status can be put on

hold.

’ ] ‘ Release: Click this button to release the receipt entry which is on hold.
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Void Transaction: Click this button to declare the transaction as invalid.

Reverse Transaction: Click this button to reverse the GL entry of a particular day. The system

displays the Transaction Reversal window wherein you can select the reversal date on which

you want reversal.

2.1.5 Write Off Customer Documents

With this screen, you can write off certain over-payments and under-payments for a range of
customers, or against any document. For smooth accounting, over-payment and under-payment

conditions must be nullified and the amount values need to be transferred to an appropriate account

(discount or expense or any other account).

Go To: Accounts Receivable = AR Transaction = Writeoff Customer Documents.

2.1.5.1 Write Off Customer Documents — Add Mode

To write off certain over-payments and under-payments to your BatchMaster Web database, click on
the Writeoff Customer Documents option. The system displays the Write Off Customer Documents

screen, where you can write off the over/under payments.

Write Off Customer Documents - n ? %

Apply Date

Customer Frem

[] Customer Document Type Batch No. Dacument No. Row No. Date Document Amount Apply Amount writeOff

Header Fields:

Writeoff Type: Use this option to set the write-off amount. The available options are:
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o UnderPayments: A payment which is smaller than the expected or required payment.
e OverPayments: A payment which is greater than the expected or required payment.

Batch Series: Search and select the batch series in this field. This is a mandatory field.
Create One Writeoff per: Use this option to decide the write-off option as Customer or Document.

e If you select Document, a separate Writeoff GL transaction is posted for each Document.

e If you select Customer, a composite Writeoff GL transaction is posted for each Customer’s

documents.

Writeoff Limit: This field specifies the maximum value up to which you want to retrieve the write-off

Information against the customer or any document.

Apply Date: This field specifies the actual date on which you want to write off the Customer /

Document amount as underpayment or overpayment.

Cut-off Date: Use this date to decide the date up to which you need to retrieve the information. By

default, the system displays the current server date.

Customer From: The lower limit of the customer range used to filter write-off details.
Customer From Description: This field displays the description of the customer key.
Customer To: The upper limit of the customer range used to filter write-off details.
Customer To Description: This field displays the description of the customer key.

Currency: Use this option to define the currency for the write-off entry. The lookup attached to the

field will retrieve the currencies maintained in BatchMaster Web. This is a mandatory field.

Currency Description: This field displays the description associated with the currency. This is a read-

only field.

Grid Fields:

Total writeatf Amount

[ customer Document Type Batch No. Document No. Row No. Date Document Amount  Apply Amount WriteOff
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Total Writeoff Amount: This is the total write-off amount of the Customer(s).

Select: Mark the checkbox to select the row for write-off.

Customer: This field specifies the name of the customer for which there exists any write-off entry.
Document Type: This field specifies the various documents for write-off:

a) For an Underpayment — It displays the Invoice and the Payment number.
b) For an Overpayment — It displays the Receipt and Credit Memo number.

Batch No.: This field specifies the finance GL number that is generated while processing the document

(Invoice / Receipt / Payment / Credit Memo).

Document No.: This field specifies the document number generated against the Invoice / Receipt /

Payment / Credit Memo.

Row No.: This field is applicable for a receipt.

Date: This field specifies the due date of the selected document number.

Document Amount: This field specifies the Invoice / Receipt / Payment / Credit Memo amount.

Apply Amount: This field is used to specify the actual applied amount (positive amount) against the

document amount.

WriteOff: This field specifies the cancellation amount from an account of a bad debt or worthless
asset. You can write-off the full amount or part amount for the selected Invoice / Credit Memo. The

GL transaction will be posted to the account as maintained on the Customer Class.

Process: Click this button to obtain the information in the grid fields based on the specified filter

criteria.

Post: Click this button to write-off the entries.

2.1.5.2 Processing a Write Off Entry

1. Open the Writeoff Customer Documents screen.
2. Select the Writeoff Type as UnderPayments or OverPayments.

3. Enter the maximum limit of the write-off for displaying records, in the Writeoff Limit field.
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4. Select the source for write-off at the Create One Writeoff Per field.

5. Enter or select the Apply Date.

6. Select the range of Customers for which you want the write-off details.

7. Select the currency in which you want to display the write-off details, in the Currency field.

8. Click the Process button. The system will obtain the information that will satisfy the above

specified filter criteria.

9. Select the Underpayment / Overpayment write-off entries that you want to post.

10. Click the Post button to write-off the entries.

2.2 AR Reports

2.2.1 Apply Receipt Report
Use this screen to print a report of all types of applied receipts/credit memo.

Go To: Account Receivable -> AR Reports - Apply Receipt Report.

Clicking the Apply Receipt Report option displays the Apply Receipt Report window.
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Apply Receipt Report B ?
Porometer En
v From 1990 Q Hiteshi
T Q
© Receipt No ) Credit No/AP voucher
Receipt No, From Q
Receipt No. To Q
Dote From 2018/01/0 =
Date To (i)

2.2.1.1 Generating Apply Receipt Report

1. Open the Apply Receipt Report window.
2. Select the range of Customer/Vendor in the From/To fields, respectively.

3. Select Receipt No Or Credit No./AP Voucher options based on your requirement of the
report.

4. Select the range of dates in the Receipt No. From/To fields, respectively.
5. Click the Process button to generate the Apply Receipt Report.

An example of a generated Apply Receipt Report is provided below:
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= ApplyReceipt Report

Bateh No. : 88170001
Customer Key :  TASTY BITE
Total Amount @ 120.00

Apply Receipt Report
Food Corporation Pvt. Ltd.

Document No.  : 88170001

: Receipt GL

03-08-2022
11:43

Date @ 06-06-2017

Batch No. Document No. p
DDI6OCTO0IS DDI6OCTO01S Debit Note GL

Document Date
10-12-2016

Total Apply Amount__:

2370 INR

Batch No. : DEOIAPRIT080
Customer Key :  LAXMI
Total Amount ;500 INR

Document No.  : DEOIAPRIT080
Name :
Type + Receipt GL

Date 04282017
RowNe : 1

Batch No. Document No. Type

Document Date Total Amount

Apply Amount_Currency

IN-167 000146 Invoice GL

04-28-2017

500 INR

Total Apply Amount_:

500 INR

Batch No., : DEOIAPRIT084
Customer Key :  LAXMI
Total Amount  : 11.00

Document No.  : DEOIAPRIT084
Name :
: Receipt GL

Date  : 04.29.2017
|

Apply Amount_Currency

1100 INR

Total Apply Amount__:

1100 INR

Batch No. : DEOIAUGITITS
Customer Key :  NEW-2
Total Amount  : 1495.00

Document No. : DEOIAUGITIT8
Name :
Type : Receipt GL

Date  : 08-02-2017
RowNo : 1

2.2.2 AR Invoice Report

Use this screen to print a report of all AR Invoices: Posted, Un-posted, or Both.
Go To: Accounts Receivable <> AR Reports 2 AR Invoice Report.

Click the AR Invoice Report option to open the AR Invoice Report window. On the AR Invoice Report

window, filtering parameters can be used to define the scope for processing the report.

AR Invoice Report E ?
oo

Customer Key From 9990 Q Hiteshi
Customer Key To Q

) Posted () unposted © Both
AR Invoice From 2 Q

AR Invoice To

Date From 2017/01/01

&k D P

Date To

2.2.2.1 Printing the AR Invoice Report

1. Open the AR Invoice Report window.
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2. Select the range of Customers in the Customer Key From/To fields, respectively.
3. Select Posted/Un-posted/Both options based on your requirement for the report.

4. Select the range of AR Invoice numbers and AR Invoice dates in the From/To fields,

respectively.
5. Click the Process button to generate the report.

An example of a generated AR Invoice Report is displayed below:

= ARlInvoice Report

Print Date Time 03-08-202211:52

AR Invoice Report

Invoice No.
Transaction No.
Customer Key
Customer PO Number
Currency

Bill To Customer Name
Address Line 1
Address Line 2
Address Line 3

City

State

Zip Code

Country

Attention

Sales Person Key
Customer Class Key
FOB Key

Comment Key

Food Corporation Pvt. Ltd.
AR#0117001

305
AMERICAN

usD

American Chemicals
11733 Cardinal Circle
NH 78

Newport Beach
cA

92663
USA

ACHEM

Status POSTED

Invoiee Date 01-09-2017
Ship To Key

Sales Order Number

Ship To Address
11733 Cardinal Circle
NH 78

Newport Beach
CA

92663

USA

Ship Via Key
Territory Key
Terms Key R15

Description Unit

QtyOrder BasePrice

Extension Tax

LineNet Account Key  Comments

Packing And EACH

1.00 125.00

125.00 VATI3

125.0091030015508001

Farwording
Charges

2.2.3 Customer Aging

The Customer Aging report provides a summary or detailed analysis of customer receivables owed to
you. You can print the Customer Aging report by Salesperson, Customer or Customer Class. The report
obtains the data based on the Age Brackets defined. By default, the system will retrieve the age
bracket data as defined on the Age Bracket Setup screen. As the grid is editable you can change the

range if required.
Go To: Accounts Receivable 2 AR Reports = Customer Aging.

Clicking the Customer Aging option displays the Customer Aging — Selection Criteria window.
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Customer Aging - Selection Criteria n 7 x

ustomer Class To
Selesperson From
Salesperson To

Grou

P By Custome; v Display In Home Currency v

Age Bracket Detoll

rocket No From Doy Up To Day Bracket Name

Class Description

Class Description

Solesperson Neme

sooeolsng

Salesperson Name

2.2.3.1 Generating a Customer Aging Report

Open the Customer Aging — Selection Criteria window.

Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

Use the date picker next to the As on Date field to specify the upper limit of the date to be
filtered and displayed on the Customer Aging report.

Use the lookups next to the Customer Key From and To fields to enter the lower and upper
limits of the range of customer keys to be filtered and displayed on the Customer Aging

report.

Use the lookups next to the Customer Class From and To fields to enter the lower and upper
limits of the range of Customer Classes to be filtered and displayed on the Customer Aging

report.

Use the lookups next to the Salesperson From and To fields to enter the lower and upper
limits of the range of salespersons to be filtered and displayed on the Customer Aging

report.
Select the Group By option as one of Customer, Customer Class or Salesperson.
Select the Display In option as one of:

a. Home Currency: Selecting this option indicates the report will print the currency

with which the BatchMaster WEB Company deals.
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b. Customer Currency: Selecting this option indicates the report will print the currency
of each customer.

9. Specify the From Day and Up To Day value under the Age Bracket Detail grid, if required.
10. Click the Process button to generate the report.

2.2.4 Customer Credit Note Report

Use this screen to print a report of all customer credit notes: Posted, Unposted, or Both.
Go To: Accounts Receivable > AR Reports = Customer Credit Note Report.

Click the Customer Credit Note Report option to open the Customer Credit Note Report window. On
the Customer Credit Note Report window, filtering parameters can be used to define the scope for

processing the report.

— EX o - - ¢ A=eDH
Customer Credit Note Report n ?

Customer Key From Q Hiteshi

Customer Key To Q

*) Posted () unposted © soth

Credit Note No. From BBqaAUG1602 Q

Credit Note No. To Q

Dote From 201 B

Date To (i)

Process  Close

2.2.4.1 Printing the Customer Credit Note Report

1. Open the Customer Credit Note Report window.
2. Specify the name in the Parameter field and save the selected range into a database so that

it can be recalled again later. Next time, to print the report, you can select the saved
parameter using the Parameter field dropdown.

Select the range of Customers in the Customer Key From/To fields, respectively.

4. Select Posted/Unposted/Both options based on your requirement for the report.
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5. Select the range of credit note numbers and credit note dates in the From/To fields,
respectively.

6. Click the Process button to generate the report.

An example of a generated Customer Credit Note Report is displayed below:

=  CustomerCredit Note Report

Print Date Time

Customer Credit Note Report

Food Corporation Pt Ltd

Credit Note No. CRO1I725 Status POSTED
Transaction No. 297 Credit Note Date 04.01-17
Customer Key LAXMI Ship To Key S003
Customer PO Number Sales Order Number

Currency INR

Bill To Customer Name Laxmi Enterprises Ship To Address

Address Line 1 MY Square

Address Line 2 AB Road

Address Line 3

City Indore

State MP

Zip Code 452001

Country IND

Atteation Mz S. Chouhan

Sales Person Key

Customer Class Key LAXMI Ship Via Key
FOB Key Territory Key
Comment Key Terms Key

Description Unit BasePrice Extension Tax LineNet Account Key ~ Comments

Packing And EACH 12500 12500 125.0091030015508001
Farwording
Charges

2.2.5 Customer Statement

Use this report to print statements for all customers based on the selection you make in the criteria.
You can view details about the credit amount, debit amount, and the running balance of the

customers.
Go To: Accounts Receivable > AR Reports = Customer Statement.

Clicking on the Customer Statement option displays the Customer Statement screen.
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Customer Statement E ?
Parameter n
From Date B
To Dote 2022/10/19 B
Customer Key From Q Hiteshi
Customer Key To Q WALMART

ncy Key Q

rint Aging With Statement

2.2.5.1 Printing the Customer Statement

1. Open the Customer Statement Screen.

2. Specify the name in the Parameter field and save the selected range so that it can be
recalled again later. Next time, to print the report, you can select the saved parameter using

the Parameter field dropdown.
3. Enter the range of dates in the respective fields for which the report should be printed.

4. Enter the range of customers for whom you want to view the credit and debit amount

details.
5. Display the currency in which you want to print the report as one of:

a. Home Currency: Selecting this option indicates the report will print the currency
with which the BatchMaster WEB Company deals.

b. Customer Currency: Selecting this option indicates the report will print the currency

of each Customer.

c. User Defined Currency: Selecting this option will activate the User Currency Key field

wherein you can enter or select a currency by using the lookup next to the field.
6. Mark the Print Aging With Statement checkbox, if required.

7. Click the Process button to print the report.
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2.2.6 Outstanding Receivables Report

Using this report you can obtain a list of customers having a due amount as on a particular date.

Go To: Accounts Receivable - AR Reports - Outstanding Receivables.

Clicking on the Outstanding Receivables option displays the Outstanding Receivables window.

aveves EEE ¢ ¢+ - ¢ A= wDH
Outstanding Receivables B ?
Parameter n

As On Date 2 ) =}
Customer Key From Q Hiteshi

Customer Key To Q

Display In Home Currency @ Customer Currency

2.2.6.1 Generating an Outstanding Receivables Report

1. Open the Outstanding Receivables window.
2. Select As On Date using the drop-down arrow.

3. Complete the Customer Key From and Customer Key To range using the lookups buttons next

to the fields.
4. Select the Home Currency or Customer Currency, as required.
5. Click the Process button to generate a report.

An example of a generated Outstanding Receivables report is provided below.
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= Outstanding Receivables

Customer Key
Customer Name

: @R002
: @RO02-NAME|

Food Corporation Pvt. Ltd.

Batch No. Document No. Document Date  Due Date Document Amount Due Amount Currency Key
CX11160003 CX11160003 11-10-2016 11-10-2016 -100.00 -100.00 INR
CX11160004 CX11160004 11-10-2016 11-10-2016 -200.00 -200.00 INR
DEOINOV16014 DEOINOV16014 11-10-2016 11-10-2016 -1000.00 -1000.00 INR
IN-48 INVI6NOV069 11-10-2016 12-10-2016 1000.00 1000.00 INR
IN-49 INVI6NOVO70 11-10-2016 12-10-2016 1000.00 1000.00 INR
RE11160080 RE11160080 11-10-2016 11-10-2016 -500.00 -500.00 INR
RE11160081 RE11160081 11-10-2016 11-10-2016 -1000.00 -1000.00 INR
RE11160082 RE11160082 11-11-2016 11-11-2016 -750.00 -750.00 INR
RE11160083 RE11160083 11-11-2016 11-11-2016 -100.00 -100.00 INR
TRMARI170020  TRMARI170020 03-31-2017 03-31-2017 -100.00 -100.00 INR
DEOIMAY17141 DEOIMAY17141  05-12-2017 05-12-2017 -45500.00 -45500.00 INR
DEOIMAY17142 DEOIMAY17142  05-12-2017 05-12-2017 -45500.00 -45500.00 INR
DEOIMAY17143 DEOIMAYI7I43 05122017 05.12.2017 2500000 25000 00 _INR

2.2.7 Receipt Report

Use this screen to print a report of the all types of receipts: Posted, Unposted, or Both.

Go To: Accounts Receivable 2 AR Reports = Receipt Report.

Click the Receipt Report option to open the Receipt Report window. On the Receipt Report window,

filtering parameters can be used to define the scope for processing the report.

BMEWEB

Receipt Report

Parameter

Receipt No. From
Receipt No. To
Receipt Date From

Receipt Dote To

tome! v From

_) Posted

ERN c ¢« c +2A=eDH

_) Unposted © Both

B @3 R

=B

Process Close
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2.2.7.1 Printing the Receipt Report

1. Click the Receipt Report option to open the Receipt Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
3. Select the range of Customer/Vendor in the From/To fields, respectively.
4. Select Posted/Unposted/Both options based on your requirement of the report.
5. Select the range of receipt numbers and receipt dates in the From/To fields, respectively.
6. Click the Process button to generate the report.

An example of a generated Receipt Report is provided below:

= ReceiptReport

Print Date Time 03.08-202214:19

Receipt Report

Food Corporation Pvi. Ltd

LAXMI Receipt No. DEOIAPRI7080 Status:  POSTED

0100000000001 Receipt Date 04-28-2017

ICICI Bank Credit Card Posting Date 04-28-2017
Payment Method  Bank Check

R Bank

Branch

IFSC Code
Number
Date 04-28-2017

Doc. Amount Amount__Discount Bank Charges  Write-Off
290.00 5.00 0.00

3 Bank Cash

3.1 Bank Cash Master

3.1.1 Bank Account Type Master

Use the Bank Account Type Master screen to define the type of bank account you normally use in a

bank. For example: saving, recurring, or any other.

Go To: Bank/Cash 2 Bank/Cash Master-> Bank Account Type Master.
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3.1.1.1 Bank Account Type Master — Dashboard

You can manage and create various type of bank accounts from this dashboard. By default, the system
displays all the existing types of bank accounts as maintained for your business/company. You can

click on any of the bank account type records to view its details.

& = svewes EE - ¢ * + 2 ASeEH
Bank Account Type Master
# Doshboard
Tm B e
@ Common
umn
8 Inventory [ Action Bank Account Type 1D Bank Account Type
&/ Purchase M
B Quality Control -
- ¢ nt
Sa Sales [ | Deletew Laber Accoun
% Finance - ‘
) O - Loan A
[% Configuration
@ Customization
@ Accounts Payable
@ Accounts Receivable
@ General Ledger
(RS Bank/Cash
& Rond D
g5 80M

The Bank Account Type Master dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.

Using the Action button from the dashboard you can:

e Delete selected multiple record(s)

After you select all the columns of the Bank Account Type Master dashboard, the middle grid displays

the selected columns.
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" Bank Account Type Master
Dashboard

+ Add Bank Account Tupe | ¥ Action | ¥ Settings| V| [lll B &
@ Common
Drag a column header and drog it here to group by that column
g8 Inventory [ Action Bonk Account Type ID Bank Account Type RecUseriD RecDate
B Purchase 0 Delete~ Current Accour & 2020/10/08
[ Deletev A
E Quality Control ) -
[ Delet=w DEMO
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[E% Configuration
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@ Accounts Receivable

@ General Ledger

({8 Bank/Cash
& RondD

B BOM

The Bank Account Type Master dashboard provides a clear vision of the created records in a read-only

mode. You can view the records as per the number of items per page specified.

3.1.1.2 Bank Account Type Master — Add Mode

To add a new bank account type to your BatchMaster WEB database, click the + Add Bank Account

Type button. The system displays the Bank Account Type Master screen, where you can create new

records.

Bank Account Type Master E 2 x

Bank Account Type ID Bank Account Type * O overdraft Account -

New Save Delete Search  Close

Screen Fields:
Bank Account Type ID: A unique name that identifies the bank account type.

Bank Account Type: Specify the name of the account type defined.
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3.1.1.3 Defining a Bank Account Type

1. Open the Bank Account Type Master dashboard.

2. Click the + Add Bank Account Type button to open Bank Account Type Master screen.

3. Enter a unique name to identify the type of the account in the Bank Account Type ID field.
4. Enter the specification of the account type in the Bank Account Type field.

5. Click the Save button to save the record.
3.1.2 Bank Layout Master

Use this screen to create a layout of vendor details for any bank in order to process wire transfers. The
screen will obtain the vendor details (as defined on the Process Information tab of the Vendor Master

screen) in an excel sheet that the Bank will use for processing the transaction(s).

Go To: Bank/Cash = Bank/Cash Master-> Bank Layout Master.

3.1.2.1 Bank Layout Master — Dashboard

You can manage and create a layout of vendor details for any bank from this dashboard. By default,
the system displays all the existing bank layout master records as maintained for your

business/company. You can click on any of the bank layout master records to view its details.

T

Bank Layout Master
+ Add Bonk Loyout ¥ Action * Settings ¥ Il @ B & se
Drag @ column hecder and drop it here to group by that column

Action Template ID Bank ID Stating Row No. escription Length

®f Purchase
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& Quality Control
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The Bank Layout Master dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:
e Copy an existing record to create new one

e Delete selected record(s)

After you select all the columns of the Bank Layout Master dashboard, the middle grid displays the

selected columns.
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The Bank Layout Master dashboard provides a clear vision of the created records in a read-only mode.

You can view the records as per the number of items per page specified.

3.1.2.2 Bank Layout Master — Add Mode

To add a new Bank Layout Master record to your BatchMaster WEB database, click the + Add Bank
Layout button. The system displays the Bank Layout Master screen, where you can create new

records.
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Add Line.
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® sccount Nombs ~| [abre

Mew Copy Save Delete  Search  Close

Screen Fields:

Template ID: This field uniquely identifies the template that you need to create for wire transfers. You

can enter any alphanumeric string for template identification. This is a mandatory field.

Bank ID: This field uniquely identifies the bank. The lookup will list all the banks created in your
BatchMaster WEB. This is a mandatory field.

Bank Name: This field displays the description of the Bank ID. This is read-only field.

Description Length: This field specifies the length of the description that will be printed on the excel
sheet. The value of the description field will be obtained when you process any wire transfer through
the Check Printing / Wire Transfer screen. The system will process the GL transaction, the value in the
GL Description field will be defaulted to the Description field of the excel sheet. This is a mandatory

field.

Stating Row No.: This field specifies the row number from which the system should consider the
entries in the excel sheet for money transfer, as the excel sheet may contain some fixed rows for

header purposes, etc. This is a mandatory field.

Grid Fields:

Action Column Name Column Heading
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Add Line: Click this button to insert a row in the below grid. This is mandatory to maintain layout
details. Otherwise, the system prevents you from saving the record and displays a warning message

as shown below.
& Please maintain Layout details

Action: Click the button to delete the specific row line. The system displays a message asking for
confirmation before deleting the record line. If the grid contains a single line deleting the line will

delete the header line as well.

Column Name: This field specifies the name of each column. The drop-down attached to the field will
list all the fields that you have defined on the Vendor Master screen of BatchMaster WEB. The selected

columns will then be included in the excel sheet for processing vouchers against the vendor.

All the fields visible within the drop-down will be visible on the Vendor Master screen - Process

Information tab only when you use BatchMaster WEB.

Column Heading: This field specifies the column heading against the selected Column Name.

3.1.2.3 Processing a Bank Layout Master record

1. Open the Bank Layout Master dashboard.

2. Click the + Add Bank Layout button to open Bank Layout Master screen.

3. Enter the template unique identifier in the TemplatelD field.

4. Select the bank of your choice using the lookup provided next to the Bank ID field.
5. Enter the length for the description in the Description Length field.

6. Enter the Stating Row No.

7. Click the Add Line button to insert a row in the grid.

8. Enter or select the Column Name.

9. Enter the Column Heading.

10. Click the Save to save the record.

3.1.3 Bank Master

27040-04092024-V01 BatchMaster Web - Finance User Guide 161



Use this screen to enter and maintain details of bank accounts held by the company.

Go To: Bank/Cash = Bank/Cash Master=> Bank Master.

3.1.3.1 Bank Master — Dashboard

You can manage and create bank master entries from this dashboard. By default, the system displays
all the existing bank master entries as maintained for your business/company. You can click on any of

the record to view its details.
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The Bank Master dashboard contains many elements that occupy 100% of the browser window.
Resizing the window will resize the elements to fit. The elements can be rearranged, i.e. docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:
e Copy an existing record to create new one

o Delete selected multiple record(s)

After you select all the columns of the Bank Master dashboard, the middle grid displays the selected

columns.
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The Bank Master dashboard provides a clear vision of the created records in a read-only mode. You

can view the records as per the number of items per page specified.

3.1.3.2 Bank Master— Add Mode

To add a new bank master entry to your BatchMaster WEB database, click the + Add Bank button. The

system displays the Bank Master screen, where you can create new records.

Screen Fields:

New Copy Sove Delete

Search  Close

Bank Master E 2 x
Bank ID D 100 GL Account [} Q
Bank Name Bank of In Current Balance CAD 5947Dr. | INR 498;
Currency Key Q Unposted Payments CAD 0.00 | INR O
Branch N A Net Balance CAD 5947Dr. | INR 498201150r
Bank Account Number oD Limit 1000 || CAD
Bank Account Tupe * Q
Address N Road sd & City
State MP 2P ssdsd
Phone No. Email
Bank Code Swift Code
IBAN No.

Bank Charges Account ] 1030015508 Interest Income Account b Q
Other Charges Account D [sws Other Income Account O
User 1D MRD Lost Reconciled Date B

Bank ID: This field uniquely identifies the bank. It is an auto generated number incremented by 1 each

time you make a new bank record.
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GL Account: A general ledger account (GL) is a chronological accounting record a business uses to keep
track of financial transactions. Transactions are categorized and summarized into general ledger
accounts. This field specifies the GL account used for specific transactions from the defined bank. The
lookup will display all the GL accounts under the appropriate GL Account Group. This is a mandatory

field.
The values posted to the G/L accounts appear in the financial statements.
A The account selected for any bank cannot be used again for another bank account entry.

Bank Name: This field specifies the name of the bank as you wish it to appear for this particular

account. This is a mandatory field.

Current Balance: This field specifies the up-to-date balance which is displayed for the selected
account. The system displays the balance in both formats, the home currency, and the currency

defined for the Bank.

Currency Key: Search and select the currency key that will be used to perform bank transactions. Use
the attached lookup to select a specific currency. The lookup will list all the BatchMaster WEB currency
records maintained in the software using the Currency screen. Depending upon the company’s home
currency and the conversion defined, the system will use this currency in all the transactions (Payment

Entry, Receipt Entry or any other).

Unposted Payments: This field specifies the amount of any unposted payments. The unposted
payments are those payments for which there exists a payment entry which is not yet posted. The
system displays the unposted payments in both formats, the home currency, and the currency defined

for the Bank.
Branch: This field uniquely identifies the Branch where the bank is located.

Net balance: This field specifies the balance calculated by adding all deposits to the initial deposit and
deducting all disbursements or payments made. It can be positive, if money is available; or negative if
the account has been overdrawn. The system displays the net balance in both formats, the home

currency, and the currency defined for the bank.

Bank Account Number: This field specifies the account number that will be attached to the GL

Account. This is a mandatory field.
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OD Limit: This field specifies the maximum credit allowed by the bank on a particular overdraft

account.

Bank Account Type: This field is used to specify the type of account as Saving, Current, Recurring or

any other.

Address: This is the address of the Bank.

City: This is the city where the bank is located.

State: This field specifies the state where the bank is located.

ZIP: This is the zip code of the branch. The field supports 15 alphanumeric characters for storing the

city zip code.
Phone No.: This is the contact phone number of the bank.
Email: This field specifies the E-mail address for exchange of emails with the bank.

Bank Code: This field specifies the 11-digit code in alphanumeric format, which is used by the Reserve

Bank to identify the bank within the National Electronic Funds Transfer network.

Swift Code: Enter the standard format for Business Identifier Codes (BIC) that are used to uniquely
identify banks and financial institutions globally. The code contains the details of who and where they
are. These codes are used when transferring money between banks, in particular for international

wire transfers or SEPA payments.

IBAN No.: Enter the International Bank Account Number, which you can use when making or receiving
international payments. The IBAN code doesn't replace your sort code and account number — it's an

additional number with extra information to help overseas banks identify your account for payments.

Bank Charges Account: Search and select the GL account number that should be updated for bank

charges.

Interest Income Account: Enter the account number that should be posted to when interest income

is received.

Other Charges Account: Search and select the GL account number that should be updated for

miscellaneous charges.
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Other Income Account: Enter the account number that should be posted to when miscellaneous

amounts are received.

User ID: Search and select the User IDs that will be authorized to perform bank transactions. Use the
attached lookup to select specific users. The lookup will list all the BatchMaster WEB users maintained
in the Administration module. At a given point of time, you can select a single or multiple user(s) as

per your company’s requirement. Multiple users are added sequentially in this field.
Last Reconciled Date: This field specifies the last performed reconciliation date for bank account.

Maintain Check Book: Click this button to view the details of check books associated with bank

accounts.
Maintain Check Book *

Bank ID

Bank Name State Bank of India Show Inactive Check Book

Action Check Book ID Issue Date No. of Checks Start Check No. End Check No. Last Used Check No. Active
- | s om0 we |l seem || samee || seom
w 1
o 1 1 1
w jals) 100 | | 155555555 | | 155556554 | | 15550556
o D 1

3.1.3.3 Defining a Bank Master

1. Open the Bank Master dashboard.

2. Click the + Add Bank button to open Bank Master Screen.

3. Enter or select the appropriate account at the GL Account field.

4. Enter a description of the Bank ID in the Bank Name field, if needed.
5. Enter or select the currency at the Currency Key field.

6. Enter the branch at the Branch field.
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7. Enter the account number at the Bank Account Number field.

8. Enter or select the appropriate type of bank account in the Bank Account Type field.

Available options are retrieved from the Bank Account Type Master record.

9. Enter the Address, City, State, Zip, Phone Number, Email, Bank Code, Swift Code, and IBAN

No. of the bank in the respective fields.
10. Enter the Interest Income and Other Income accounts in the respective fields.

11. Click the Save button to save the record.
3.1.3.4 Maintaining a Check Book

1. Onthe Bank Master screen, click the Maintain Check Book button.

2. The system will open the Maintain Check Book screen with the default Bank Id and Bank

Name as entered on the Bank Master screen.

Maintain Check Book *
Bank ID 133
[Eunk Name Srar Bank Show Inactive Check Bok
Add Li
Action Check Book ID Issue Date No. of Checks Start Check No End Check No. Last Used Check No. Active
Tar = 1243/ 3001 B 100 8f S0 0

3. Click the Add Line button, the system will insert a blank line in the grid.

4. Enter the check book identification number at the Check Book ID field.
5. Enter the date of issue on which you are issuing the check book at the Issue Date field.
6. Enter the number of checks included within the check book at the No. Of Checks field.

7. Enter the starting number of the check book at the Start Check No. field. The system will
auto calculate the last check number according to the number of checks and will display it in
the End Check No. field.
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8. Select the Active checkbox to make the checks ready for use.

9. Click Save button to maintain the check book.

3.1.4 Cash Master

This screen lets you authorize users to handle cash transactions for the company. For example, if
transactions are numerous and your company has a number of branches, then you may require

separate cash handling authorizations for separate branches.

Go To: Bank/Cash > Bank/Cash Master-> Cash Master.

3.1.4.1 Cash Master — Dashboard

You can manage and create various cash master entries from this dashboard. By default, the system
displays all the existing cash master records as maintained for your business/company. You can click
on any of the record to view its details.

Iy p— EXE o ¢ + ¢ A= DR

Cash Master
) Doshboard

+ Add Cash Master | = Action v Settings |v il B B &
@ Common
Drag a column header and drop it here to group by that column
&ff Inventory [] Action  caship GL Account Name CurreneyKey  UseriD  Designo.. Paymen. Receipt. Address City state 2P Phone N_ Email
tmohesh
§ Purchase 00000000GCAS  Toru Financio
L [ oy ™§ aro Y asoon 50000 ndore M 1
H Maheshwe Analyst o
B Quality Control
8, sales I oy ] 000000000111 CASH1 AD MIRFIS
T Finance
- 00 MIRPIH 4
- . . NR ,l ! ash 2 s e Hadhy

[E% Configuration 5 SHI

@ Customization

@ Accounts Pagable

000 5 . 3142
@ Accounts Receivable . o oad -
M 000000000000 .
@) General Ledger Copyw 16 P s 1 " .
({8 Bank/Cash ADISIME  Mai ace oz | hesho
- Al04 Frakash R ol N 12000 55000 Course | hdore | MR 2001 P —
e . - Leom
& RondD
o o R A - L- . I ™ 152001 ‘
& som O | copyw o A NR Al . T o a

The Cash Master dashboard contains many elements that occupy 100% of the browser window.
Resizing the window will resize the elements to fit. The elements can be rearranged, i.e. docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:

e Copy an existing record to create new one

e Delete selected multiple record(s)
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After you select all the columns of the Cash Master dashboard, the middle grid displays the selected

columns.

= BMEWEB
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+ Add Cosh Master | ¥ Action v Settings |V ll B | B &
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gffj Inventory [ Action  CashID GL Account Name CurrencyKey User ID  Design.. Payme.. Receip- Address City State 2P Phone - Email RecUs.. RecDate
Financi .
§/ purchase 0 copy~ 10 CAD AP o 25000 50000 Indore  MP RP o
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S Sales an 0
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The Cash Master dashboard provides a clear vision of the created records in a read-only mode. You

can view the records as per the number of items per page specified.

3.1.4.2 Cash Master — Add Mode

To add a new cash master details to your BatchMaster WEB database, click the + Add Cash Master

button. The system displays the Cash Master screen, where you can create new records.

Cash Master

CashiD k] 10 &L Account © D

Currency Key * €AD Q Current Bolance

User ID* AP Q Unposted Payments

Hame * ary Maheshwa Met Balance CAD 39956

Designotion Financial Analyst Unposted Receipts

Address - ciry dore

State P zFP 452001

Phone No. (+9INT31)4046483 Email tmaheshwari@batc!

Payment Limit 25,0004 Becelpt Limit 0.0

Screen Fields:
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Cash ID: This field uniquely identifies the cash record. The field value is auto generated and

incremented by one each time on saving a new record entry.

GL Account: A general ledger account (GL) is a chronological accounting record a business uses to keep
track of financial transactions. Transactions are categorized and summarized into general ledger
accounts. This field specifies the GL account used for specific transactions from the defined bank. The

lookup will display all accounts in the Cash Account group. This is a mandatory field.
The values posted to the G/L accounts appear in the financial statements.

Currency Key: Search and select the currency key that will be used to perform bank transactions. Use
the attached lookup to select a specific currency. The lookup will list all the BatchMaster WEB currency
records maintained in the software using the Currency screen. Depending upon the company’s home
currency and the conversion defined the system will use this currency in all the transactions (Payment

Entry, Receipt Entry or any other).
Current Balance: This field specifies the up-to-date balance for the GL account.

User ID: Search and select the User ID that will be authorized to do bank transactions. Use the attached
lookup to select the specific user. The lookup would list all BatchMaster WEB users maintained in the
Administration module. At a given point of time, you can select single or multiple user(s) as per your

company’s requirements.

Unposted Payments: This field specifies the amount of any unposted payments. The unposted

payments are those payments for which there exists a payment entry which is not yet posted.

Name: This field specifies the name of the User ID selected above. It is an editable field that supports

100 alphanumeric characters.
Net balance: This field is used to specify the balance.
Designation: This field specifies the designation allotted to the defined user.

Unposted Receipts: This field specifies the amount of any unposted receipts. The unposted receipts

are those receipts for which there exists a receipt entry which is not yet posted.
Address: This is the address of the branch. The maximum allowable limit is 250 characters.

City: This is the city of the branch. The maximum allowable limit is 100 characters.
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State: This field specifies the state of the branch. The maximum allowable limit is 50 characters.
ZIP: This is the zip code of the branch.

Phone No.: This is the contact phone number of the branch.

Email: This field specifies the email account for correspondence.

Payment Limit: This field lets you define a maximum payment limit for this user.

Receipt Limit: This field lets you define a maximum receipt limit for all users.

3.1.4.3 Defining a Cash Master

1. Open the Cash Master dashboard.
2. Click the +Add Cash Master button to open Cash Master screen.
3. Enter or select the Currency Key field.

4. Enter a unique code to identify the desired user(s) in the User ID field. The system will
retrieve the name attached to the user. You can use the lookup to add multiple users to this
field.

5. Enter the Name and Designation in their respective fields.
6. Enter the GL account number at the GL Account No. field. This is a mandatory field.

7. Enter the Payment Limit, Receipt Limit, Address, State, Phone No., City, ZIP, and Email in the

respective fields.

8. Click the Save button to save the record.
3.1.5 Payment Mode Master

Use the Payment Mode Master screen to define the mode of payment you normally use in a bank. For

example: Check, NEFT, or any other.

Go To: Bank/Cash = Bank/Cash Master=> Payment Mode Master.

3.1.5.1 Payment Mode Master — Dashboard
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You can manage and create payment mode master entries from this dashboard. By default, the system
displays all the existing payment mode master records as maintained for your business/company. You

can click on any of the payment mode master record to view its details.

I = wewes EC o ¢+t A=
Payment Mode Master
A Doshboard
+ Add Payment Maode | w Action| ¥ Settings [V Il @ B &
@ Commen
Drag @ column header and drop it here to group by that column
g8 Inventory _] Action Payment Mode 0 Payment Mode
§/ Purchase — - -
v NEFT/ Tro
B Quality Contro: B
8, scles Jelete v 1 o
O ew [+]
T Finance

Configuration O | Dele 5 Demand Droft
& Customization o
@ Accounts Payable
@ Accounts Receivable Jelete v RTGSSS

@ General Ledger

[S Bank/Cash

& RandD

ggBoM

The Payment Mode Master dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.

Using the Action button from the dashboard you can:

o Delete selected multiple record(s)

After you select all the columns of the Payment Mode Master dashboard, the middle grid displays the

selected columns.
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PO Payment Mode Master
Dashboar

+ Add Payment Made | v Action| |~ Seriings Y (Ml [@| B &

@ Common
Drag a calumn header and drop It here to group by that column
& Inventory [ Action Poyment Mode 1D Payment Made RecuseriD RecDate
= elete v 1 Check DEMO 2020/08/27
§/ Purchase [
[ osketew 2 NEFT,/wire Tronsfe a1 2020/10/1€
E Quality Control
& Quaty O oeletew 5 ATes #
8, Sales [ Deletew 1 DEMO
[ peletew il DEMO
T Finance
[ X - T 1
{55 Configuration O peteter , R “
[ Deletew 109 emand DD demo
@ Customization
L o il RATIK
Accounts Payable
s [ Delerer m PAATIK
@ Accounts Receivable [J Deleew 12 TGSSS PRATIK 2022/10/Z

@ General Ledger
(58 Bonk/Cash

& RandD

B BOM

The Payment Mode Master dashboard provides a clear vision of the created records in a read-only

mode. You can view the records as per the number of items per page specified.

3.1.5.2 Payment Mode Master — Add Mode

To add a new payment mode master record to your BatchMaster WEB database, click the + Add
Payment Mode button. The system displays the Payment Mode Master screen, where you can create

new records.

Payment Mode Master a ? x

Poyment Mode ID Payment Mode O |crex -~

New Sove Delete Search Close

Screen Fields:

Payment Mode ID: A unique name that identifies the Payment Mode. The field value is auto

generated and incremented by one each time on saving a new record entry.
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Payment Mode: Specify the name of the payment mode defined. This is a mandatory field.

3.1.5.3 Defining Payment Mode

1. Open the Payment Mode Master dashboard.

N

Click the + Add Payment Mode button to open Payment Mode Master Screen.
3. Enter a unique name to identify the type of the payment in the Payment Mode ID field.
4. Enter a description for the mode of payment in the Payment Mode field.

5. Click the Save button to save the record.
3.2 Bank Cash Transactions

3.2.1 Banking GL Entry

Banking GL Entry is used to enter bank charges and interest income. You are not allowed to use Bank

Accounts in the Journal Entry screen thus this screen is used to record those charges.

For a banking entry, the total credits must not be equal to the total debits, else it is considered as
unbalanced. When the entry is posted the account is debited and credited with the specified amount
and the difference in total debit amount and total credit amount will be posted to the specified bank
account. If the total credit amount is greater than the total debit amount the bank account will be

debited with the difference amount.

If the dimensions defined on the Multi-Dimensional screen are set to active, the defined dimensions
can be applied with Banking GL Entry at a line level. The grid automatically appends the projects
defined with the dimension as separate columns. Thus, you can manage the account entries

individually in sequence to the projects.

Go To: Bank/Cash - Bank/Cash Transaction - Banking GL Entry.
3.2.1.1 Banking GL Entry — Dashboard

You can manage bank charges and interest income from this dashboard. By default, the system
displays all the existing records maintained for your business/company. You can click on any of the

record to view its details.
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Banking GL Entry — Filter
Ay Doshboard
Unposted Entry (37)
@ common
+ AddBonking 6L ¥ Action| w Settings Y Il B B @
&fff Inventory Drog @ column header and drog it here to group by that column
- []  Action Journal No Status Date Posting Date Bank Nome Narration
§/ Purchase
[ sy NEW 2021/02/08 2021/02/08
& Quality Control
F Quality Contro [J | copyw NEW wis Bonk
8, soles [0  copyw NEW Axis Bonk hx112
[ uv NEW
T Finonce
O  copu~w NEW s
Configuration 0 . NEW A
@ customizotion O comuw i Bk 00
[J | copyw NEW Axis Bonk 00 hi
Accounts Payable
@ O uv NEW
@ Accounts Receivable [ Copuw NE
Conuw NEW
@ General Ledger m -
U u- HOLD
(58 Bank/Cash I . HOX sis Bonk 0001
& Rondo [ uw NEW
[ Jv NEW
e eom
’7 yw NEW F - State Bank of India

The Banking GL Entry dashboard contains many elements that occupy 100% of the browser window.
Resizing the window will resize the elements to fit. The elements can be rearranged, i.e., docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.

By default, Banking GL Entry dashboard displays all status records. You can click either of the Posted
Entry/Unposted Entry button to filter the records accordingly.

DM
Banking GL Entry —— .
A Dashboard
Unposted Entry (31)
@ Common =
+ AddBanking GL. | w Action w Settings Y Ml (B B | @ |sew
& inventory Drag a column header and drop It here to group by that column
[ Action Journal No atus Posting Date Bank Name Narration
& Purchase
’7 Copy BG10210114 PSTED 5Bl India Ltd
E Quality Contrel
§ Quality O | copuw STED 8l India Lid
S Sales [ | copuw DSTED s8lIngia L
- O | copu~ TED Bank Of Moharashtra
& Finance
O | copy~ TED asis Bonk 0001
5% Configuration I Copyw bSTED s Bonk 0001 dif2u
@ Customization 0| copuw e
[ copyw HSTED
@ Accounts Payable
[ - -
@ Accounts Receivable O  copuw PSTED
[ Copyw hSTED
@ General Ledger
[0 | copyw TED
Bank/Cash
8 Bonk/cas 0O | copywr STED
& RondD [ y- ISTED NEw Bank Accc
O copuw bsTED indi
£f BOM

Using the Action button from the dashboard you can:
e Copy an existing record to create a new one
e Print selected record(s)

e Release selected record(s)
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e Hold selected record(s)
e Post selected record(s)
o Delete selected record(s)

After you select all the columns of the Banking GL Entry dashboard, the middle grid displays the

selected columns.

Banking GL Entry — Filter
A Dashboard
@ Common —
+ Add Bonking GL v Action| ¥ Settings T il ™
B Inventary Drag @ column header and drop it here to group by that column
B Purchas [ Action Journal No Status Date Posting Date Bank Name Narration RecUserlD RecDate
O u~ 2021/02/08 4Pt
& Quality Control .
U - 2020/12/28 A
Sa Sales uw 2000412/14 w122
o yv Al
&5 Finance
- Chd Al
(8% Configuration - e . .
R Customization u v Al
uw Al
@ Accounts Payable _
- Al
@ Accounts Receivable [J | copuw a1
- Al
@ General Ledger
J o Eome
8 Bonk/Cash O uv Axis Bk 0001 Demo
& Rand D Copy a1
O U al
& BOM
[ | copuw BG200078 MEW 2020/08/29 2020/08/29 P L 36 a1 2020/1/30

The Banking GL Entry dashboard provides a clear vision of the created records in a read-only mode.

You can view the records as per the number of items per page specified.
3.2.1.2 Banking GL Entry Screen — Add Mode

To enter bank charges and interest income, click the +Add Banking GL button. The system displays

the Banking GL Entry form where you can specify GL entries.
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Banking GL Entry ﬁ‘ §| i §‘ E ?ox

urnal No

=2 = R

Bonk Account

Bank Nome Axis Bank Bon

Bank Currency

addine Il import Entry | Difference s000 [ Total Dabit 80.00 Totel Credit
Action Account No. Account Name Description Dr. Amount Cr. Amount Project Row 2 row 3 Row 2 Dimension Five
ja) 000000 (@ 20 ¢ a Q a Q Q

New  Copy  Save

Screen Fields:

Journal No: System generated field to view the sequence of the Banking GL entry. This is a

mandatory field.

You need to maintain the Banking GL Entry series using the Finance Setup screen under the

Finance module.

Status: This field specifies the status of the journal entry. The available options are:

e NEW
e HOLD
e POST

Date: This field specifies the date of the Banking GL Entry creation. Click the date picker next to the
field to change the date if required. This field value will be used when you want to print the GL

transactions, or any report. This is a mandatory field.

Posting Date: This field specifies the date on which you will post the Banking GL Entry. The default
value of this field is the current server date. You can change the date using the date picker next to

the field. This is a mandatory field.
@ You can post the Banking GL Entry only on that date or a date greater than the specified date.

Currency: This field specifies the currency against which you need to retrieve the account details.

Click the lookup button next to the field to open the Currency window. This is a mandatory field.

27040-04092024-V01 BatchMaster Web - Finance User Guide 177



)

Currency Description: This field displays the description of the currency key as selected in the

Currency field. This is a read-only field.
Bank Account: This field specifies the account in which amount entries will be posted.

Bank A/c Description: This field displays the description of the selected account. This is a read-only
field.

Bank Name: This field specifies the name of the above selected bank.

Bank Account No.: This field specifies the bank account number in which amount entry will be

posted.

Bank Currency: This field specifies the currency against which you need to maintain the amount

entries.

Narration: Use this field to write any additional information regarding the Banking GL Entry. The

maximum allowable alphanumeric characters are 225 characters.
Grid Fields:
Add Line: Click this button to insert a row in the grid.

Import Entry: Click this button to import Banking GL entries from an excel sheet into this screen. You

can change an amount in an existing template and update Banking GL entries by importing it.
Export Entry: Click this button to export the Banking GL entries into an excel sheet.
Difference: This field specifies the difference of the debit and credit entries.

Total Debit: This field specifies the sum of the debit entries in the grid.

Total Credit: This field specifies the sum of the credit entries in the grid.

Action: Click this button to delete a row from the grid.

Account No.: This field specifies the account that needs adjustment such as interest account or bank
charges account. Click the lookup button next to the field to open the Account window. The system

will display the accounts from the Account Master window.

Account Name: This field specifies the name of the account as specified in the Account Master

screen.
Description: This is the additional information of the account.

Dr. Amount: This field specifies the debit amount for the specified account.
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Cr. Amount: This field specifies the credit amount for the specified account.

The debit and credit amounts affecting these accounts will be entered in the respective debit

and credit columns. The total of debit and total of credit should not be equal.

@ In order to adjust the account entry, you can enter the field value in either the Dr. Amount
or Cr. Amount. The system will not allow you to enter values in both fields for a single

account entry row.

Dimension 1...5: This field caption is obtained from the description defined for the dimension on the
Multi-Dimension Setup screen. The lookup attached to the field will obtain the information defined
as the sub-projects for individual dimensions defined on the Dimension Setup Screen. Sub-projects
configured in the line provide Vendor/Customers with multiple views of an expense and revenue

analysis.

Post: Click this button to post the Banking GL Entries. After posting, the status of the Banking GL
entries is changed to POST. Note that to post a Banking GL entry the Posting date must be less than

or equal to the server date.
3.2.1.3 Creating a Journal Entry

1. Open the Banking GL Entry dashboard.

2. Click on the +Add Banking GL button to open the Banking GL Entry screen.

3. Enter or select the Journal number using the lookup next to the Journal No. field.

4. Enter or select the date for the Banking GL Entry using the date picker next to the Date field.
5. Enter the Bank Account and the Currency in its respective fields.

6. Enter a narration if required.

7. Enter or select the Posting Date for the Banking GL Entry using the date picker next to the
field.

8. Click the Add Line button to insert a line in the grid.
a. Enter or select the account using the lookup next to the Account No. field.
b. Enter any additional information in the Description field.

c. Ifthe Dr. Amount field has an amount value then enter a Cr. Amount field value, or

vice versa.
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d. Enter the value for the defined dimensions (the fields will be displayed only if you

have any active multi-dimensions.)
e. To add more account entries for bank account entry, follow steps 8 and a. to d.

9. Click Save to save the record. Once saved the status of the Banking GL Entry is changed to

§ NEW.

In order to save the Banking GL Entry, the Dr. Amount should not be equal to the Cr. Amount.
3.2.1.4 Special Functions

Assign Dimension ID: Click this button to associate a dimension with the Banking GL Entry.
Clicking the button will display the assign dimension window with which you can choose the
product. The system will display all the dimensions maintained via the Dimension Setup
screen. If you have defined a dimension using this option, the system will default the value

in the journal entry lines.

Hold: Click this button to hold a new Banking GL Entry. Once clicked, the status of the
N

Banking GL entry is changed to Hold. Remember only Banking GL entries with a status of

New can be put on hold.

Release: Click this button to release a Banking GL Entry which is on hold. On releasing the
entry, the status of the Banking GL Entry is changed to New.

Void Transaction: Click this button to declare the transaction as invalid.

3.2.2 Contra Entry

In BatchMaster WEB, a Contra entry is a transaction involving transfer of cash/bank i.e., a transaction

indicating transfer of funds from:
e Cash account to Cash account
e Cash account to Bank account
e Bank account to Cash account

e Bank account to Bank account

Go To: Bank/Cash - Bank/Cash Transactions—> Contra Entry.

3.2.2.1 Contra Entry — Dashboard
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You can manage and create contra entries from this dashboard. By default, the system displays all the

existing contra entries as maintained for your business/company. You can click on any of the contra

entry records to view its details.

BMEWEB

i Doshboord

@ Common

&l Inventory

& purchase

& Quelity Control
s Sales

3 Finance
Configuration

@& Customization

@ Accounts Payoble
@ Accounts Receivable
@ General Ledger
(%S Bank/Cash

& RandD

% BOM

Contra Entry

Unposted(28)

+ Add ControEntry | ¥ Action | v Seriings Y Il [ @ B &

Drag a column header and drop it here

Action  Contra No
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[

-

O
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[

O 0
[ Prntw | caos22020
[

-

|

=

O

[
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O

to group by that

status

Payment Methad

P v o ® o 0 9

By Cash/Bank Name

Al BME User

State Bonk of India

To Cash/Bank Nome

1 Lt

Yes Bank Lid

Posted(253)

Amount

Description

123

— Filtes

The

Contra Entry dashboard contains many elements that occupy 100% of the browser window.

Resizing the window will resize the elements to fit. The elements can be rearranged, i.e. docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.

Using the Action button from the dashboard you can:

e Print selected multiple records

e Copy an existing record to create new one

e Release selected multiple records
e Hold selected multiple records
e Post selected multiple records

o Delete selected multiple records

With this dashboard you can filter the created entries as:

e Unposted Entry

e Posted
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Clicking the button(s) provided on the dashboard filters the displayed data. After you select all the

columns of the Contra Entry dashboard, the middle grid displays the selected columns.

BMEWEB

My Dashboard
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The Contra Entry dashboard provides a

can view the records as per the number of items per page specified.

3.2.2.2 Contra Entry — Add Mode

clear vision of the created records in a read-only mode. You

To add a new contra entry record to your BatchMaster WEB database, click the + Add Contra Entry

button. The system displays the Contra Entry screen, where you can create new records.

Contra Entry

Contra No

Date

Pagment Method
Payment Mode

Checkbaok ID

8y Account
CashBank Nome
Currency Key

To Account *
CashBank Name
Currency Key
Canversion Factor

To Amount

Narration

000000

Status

Posting Date

Nurmber

Check Date

Account Description

Current Balance

Account Description

Current Balance

By Amount

Amount in Home Currency *

IO - B

=}

1300 Cr. | INR 161233.66 Cr

Screen Fields:

Contra No: Search and select the series in this field.
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Status: This field specifies the current status of the contra entry. The available options are:

e NEW: The status indicates that the contra entry is new and is ready to post. A new status entry

can be transferred to hold if required.

e HOLD: This status means that a contra entry is not available for posting. Holds are placed on
contra entry for business reasons. No changes can be made to a contra entry that is on hold.
An entry will stay on hold until it is released by you. Your business rules should address how

long a hold can be left in place.
e POST: This status means that the contra entry has been posted to accounts.

Date: This field specifies the date of contra entry creation. Use the available date picker to change the

date if required.

Posting Date: This field specifies the date on which you want to post the contra entry. The default
value of this field is the current server date. You can change the date using the date picker next to the

field.

Payment Method: Use this option to make the contra entry. Selecting any one of the options will

enable the associated required fields for data entry.

e Cash: This option will enable the By Account, To Account, and Amount fields.

e Bank: This option will enable the Payment Mode, Check Book ID, Number, Date, By Account,

To Account, and Amount fields.

Payment Mode: This option is enabled only when the Payment Method is selected as Bank. The

system will retrieve the data from the Payment Mode Master screen.

Number: Use this field to enter an alphanumeric value. The allowable character limit is 50. For

example, you can use this field to store the transaction number against the check.
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Checkbook ID: This option is enabled only when the Payment Mode is selected as Check. The system
will retrieve the data from the Bank Master for which you have maintained a check book. Once
selected, the system will default the By Account, CashBank Name along with the current account

balance.
Check Date: This field specifies the apply date against the contra entry.

By Account: This option is used for all type of payment methods. The account from where the amount
will be debited while posting the contra entry. The system displays the account balance in the adjacent
field in accordance with the payment date. The source of the lookup will be dependent on the

payment mode you have selected.

e Cash: For Cash, the lookup will obtain the account entry from the Cash Master Screen.
e Bank: For Bank, the lookup will obtain the account entry from the Bank Master Screen.

Account Description: This field displays the description of the account as selected in the By Account

field. This is a read-only field.

CashBank Name: This field specifies the description associated with the By Account field. The value

defaults when you select the By Account Number.
Current Balance: This field specifies the balance amount of the Cash / Bank selected above.

Currency Key: This field specifies the currency defined for the selected bank as specified on the Bank

Master screen.

To Account: This option is used for all type of payment methods. The account to which the amount
will be credited while posting the contra entry. The system displays the account balance in the

adjacent field in accordance with the payment date.
Account Description: This field displays the description of the account. This is a read-only field.

CashBank Name: This field specifies the name of the bank. The value defaults when you select the To

Account Number.
Current Balance: This field specifies the balance amount of the Cash/ Bank selected above.

Currency Key: This field specifies the currency defined for the selected bank as specified on the Bank

Master screen.
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Conversion Factor: This field specifies the currency conversion defined in BatchMaster WEB using the
Currency Conversion screen. By default, the system will display the defined conversion which can be
edited if required. This is an editable field so you can change the value and define the conversion on

the basis of the current date.

By Amount: This field specifies the amount you want to transfer from By Account to To Account. You
are allowed to enter any numeric value (positive amount) in the field and remember that the amount

value should be less than the balance present in the By Account.

To Amount: This option is used for all type of Payment Methods. It is the account to which the amount
will be credited while posting the contra entry. The system displays the account balance in the

adjacent field in accordance to the payment date.

Amount in Home Currency: This field specifies the amount you want to transfer from By Account to
To Account. You are allowed to enter any numeric value (positive amount) in the field and remember

that the amount value should be less than the balance present in the By Account.

Narration: Use this field to enter any additional information regarding the contra entry. The maximum

allowable alphanumeric character limit is 50 characters.

3.2.2.3 Creating a Contra Entry

1. Open the Contra Entry dashboard.

2. Click the + Add Contra Entry button to open a new blank record.

3. Select a series using the lookup next to the Contra No field.

4. Enter or select the date for the contra entry using the date picker next to the field.
5. Select the payment method as Cash or Bank.

6. For Cash payments:

a. Select the account from which you want to deduct the amount using the lookup next

to the By Account field.

b. Select the account into which you need to transfer the amount using the lookup

next to the To Account field.

c. Enter the Amount in the By Amount field to transfer. You can enter a positive value

and it should be less than the available balance of the By Account.

27040-04092024-V01 BatchMaster Web - Finance User Guide m




7. For Bank payments:
a. Select the mode of payment in the Payment Method section.

b. If you have selected the payment mode as Bank, select the check book in the Check
Book ID field.

c. Enter the number in the Number field.
d. Enter or select the date using the date picker next to the Check Date field.

e. Select the account from which you want to deduct the amount using the lookup next
to the By Account field.

f. Select the account into which you need to transfer the amount using the lookup

next to the To Account field.

g. Enter the amount in the By Amount field to transfer. You can enter a positive value

and it should be less than the available balance of the By Account.
8. Enter the conversion factor in the Conversion Factor field.
9. Enter a description if required.
10. Enter or select the posting date for the contra entry using the date picker next to the field.

11. Click Save button to save the record. Once saved the status of the Contra entry is changed to

New.
3.2.2.4 Special Functions

Hold: Click this button to place a new contra entry on hold. Once clicked, the status of the
— contra entry is changed to HOLD. Remember only contra entries with a NEW status can be

put on hold.

) Release: Click this button to release a contra entry which is on hold.

® Void Transaction: Click this button to declare the transaction as invalid.

Post: Click this button to post the contra entries. After posting, the status of the contra entries is
changed to POST. Note that to post a contra entry, the Posting date must be less than or equal to the

server date.

3.2.3 Transaction Reconciliation
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Use this screen to view the difference between the bank balance shown in your bank statement, as
supplied by the bank, and the corresponding amount shown in your own accounting records at a
particular point of time. You can view and reconcile the statements of customer, vendor, banks, and

G/L using this screen.

Go To: Bank/Cash = Bank/Cash Transactions—> Transaction Reconciliation.

3.2.3.1 Transaction Reconciliation— Dashboard

You can manage and reconcile the account statements from this dashboard. By default, the system
displays all the existing reconciliation documents as maintained for your business/company. You can

click on any of the record to view its details.

Transaction Reconciliation
A Doshboord

on W Action ¥

@ Common

der and drop it her

g Inventory [ Action  Reconciliation No Reconciliation T.. Reconciligtion T.. Currency From Date To Date External State..  Import From Ex..
& Purchase

g Quality Control
o

&, Sales

g Configuration

& Customization

@ Accounts Payable

@ Accounts Receivable

@ General Ledger

| & Bank/Cash

& RandD

The Transaction Reconciliation dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:
e Print selected multiple records

o Delete selected multiple records

After you select all the columns of the Transaction Reconciliation dashboard, the middle grid displays

the selected columns.
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Transaction Reconciliation

A Doshboord

+ Add Tronsaction | v Action | ¥ Settings| ¥ [l | | @ o Se

@ Common

Drag a column header and drap it here to group by that calumn
&8 Inventory [] Action R iliation No R iliation T.. R iliation T.. Currency From Date To Date External State..  Import From Ex...
& Purchase

& Quality Control
Q. sales

@ Configuration
R Customization

@ Accounts Payable

@ Accounts Receivable
@ General Ledger

| & Bank/Cash

A RondD

The Transaction Reconciliation dashboard provides a clear vision of the created records in a read-only

mode. You can view the records as per the number of items per page specified.

3.2.3.2 Transaction Reconciliation Screen — Add Mode

To add a new transaction reconciliation record to your BatchMaster WEB database, click the + Add
Transaction button. The system displays the Transaction Reconciliation screen, where you can process

transaction.

Transaction Reconciliation n 7 x

Reconciliation Mo Reco

~ Bank Accounts 00000000004

1 Q Description tris. Bank 0001

Currency He

From Date 01/19/23 B To Date 01/A19/23 B

External Statement Balence 200000 Import From Excel File

Screen Fields:

Reconciliation No: Enter the reconciliation number manually. This is a mandatory field.
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Bank Accounts/GL Accounts/ Vendor/Customer: Select the option from the dropdown for which you

want to perform the reconciliation transaction. This is a mandatory field.

Description: This field displays the description of the Bank Accounts/GL Accounts/ Vendor

Key/Customer Key.
Currency: This field lets you select the currency:

e Home Currency: Select this option if the currency of the statement is the same as the

statement of your company.
e Foreign Currency: Select this option if the currency of the statement is in a foreign currency.

From Date: Enter the lower range of the dates from which you want to pick the records. By default,

the system will retrieve and display the current server date.

To Date: Enter the upper range of the dates till which you want to pick the records. By default, the

system will retrieve and display the current server date.

External Statement Balance: The balance of the statement you have received from the bank. The

value in this field will be interpreted in the currency that you have selected above in the Currency field.

Import From Excel File: Enter the path from where you want to import the statement. The statement

should be in .xls or .xIsx format.

3.2.3.3 Performing Transaction Reconciliation

1. Open the Transaction Reconciliation dashboard.
2. Click the + Add Transaction button to open Transaction Reconciliation screen.
3. Enter the reconciliation number in the Reconciliation No field.

4. Search and select the Bank Accounts/GL Accounts/ Vendor/ Customer in o g.nic Accounts

the field, as per your requirements.
Bank Accounts

GL Accounts

5. Select the Currency:

Customer
a. Select the Home Currency option if the currency of both the endor

statements to be verified are the same.

b. If you deal with foreign currency, then select Foreign Currency.
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6. Select the date range for which you want to view the statement in the From Date and To

Date fields, respectively.

7. Enter the balance amount to which you want to view the statement in the External

Statement Balance field.
8. Select the path of the spreadsheet with which you want to run the reconciliation.

9. Click Process to view the statements to perform the reconciliation. The system will display

the Transaction Reconciliation screen wherein you can select the transactions to reconcile.
10. On this screen, you can reconcile the statements of both records.

11. In order to insert a record in the After Reconciliation section, you need to click the record in
the Before Reconciliation section. The system will move the record for the upper grid to the

lower grid.

12. Identically click the specific row to move the row from the After Reconciliation section to the

Before Reconciliation section.

13. Click Process to reconcile.
3.2.3.4 Special Functions

Excel Mapping: Use this screen to match and map the format of both statements.

Auto Reconcile: Enter details in this screen to let the system reconcile the statements

automatically based on the selection you make here.

Bank Charges: Use this screen to add bank charges that you missed adding in the company’s

CINEE

accounts.

(i
J

Other Charges: Use this screen to add any miscellaneous charges that you missed adding in

the company’s accounts.

Interest Income: Use this screen to include income through interest in your statement that you

missed adding in the company’s accounts.

Other Income: Use this screen to include any miscellaneous income in your statement that

)

you missed adding in the company’s account books.
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3.2.4 Void Check Transaction

Use this screen to perform transactions for converting checks into null and void.

Go To: Bank/Cash = Bank/Cash Transactions=> Void Check Transaction.

3.2.4.1 Void Check Transaction — Dashboard

You can manage and create void check transactions from this dashboard. By default, the system
displays all the existing void check transactions as maintained for your business/company. You can

click on any of the record to view its details.

EXN ¢ ¢ ¢+ ¢ A= DR

gl Inventory ™ Action Check Number Check Book ID Bank ID Cancel Dote Remark

& Quality Control

B Sales

@ Accounts Payable

@ Accounts Receivable

@ General Ledger
(58 Bank/Cash

& RondD

% BOM

The Void Check Transaction dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.

Using the Action button from the dashboard you can:

e Print selected multiple records
e Copy an existing record to create new one
o Delete selected multiple records

After you select all the columns of the Void Check Transaction dashboard, the middle grid displays the

selected columns.

27040-04092024-V01 BatchMaster Web — Finance User Guide 191



Void Check Transaction

A Dashboard

+ Add Tronsaction | ¥ Action w Settings ¥ ll @ B @
@ Common
Drog @ column header and drog it here to group by that column
gl Inventory [ Action  Record ID Check Number Check Book ID Bank ID Cancel Dote Remark
&/ purchase

& Quality Control
B Sales

i Finance
Configuration

@ Customization

@ Accounts Payable

@ Accounts Receivable

@ General Ledger
(58 Bank/Cash

& RondD

% BOM

The Void Check Transaction dashboard provides a clear vision of the created records in a read-only

mode. You can view the records as per the number of items per page specified.

3.2.4.2 Void Check Transaction Screen — Add Mode

To add a new void check transaction record to your BatchMaster WEB database, click on the +Add
Transaction button. The system displays the Void Check Transaction screen, where you can process

the transaction.

Void Check Transaction e 2 x
Record ID 896 Check Book ID Fl Q
Bank Name O NEW 1 Bank Description olLD BANK
Check Number * 1 Cancel Date 09/18/2017 =]
Document Type Issued Document Ne
Document Status Remark

Mew Copy Save Process Delete Search  Close

Screen Fields:

Record ID: This is a system-generated number for maintaining the record.
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Check Book ID: Search and select the check book number that you want to declare as void. This is a

mandatory field.

Bank Name: Retrieves the name of the bank associated with the Check Book ID.

Bank Description: This field displays the description of the bank. This is a read-only field.

Check Number: Select the check number associated with the Check Book ID. This is a mandatory field.

Cancel Date: Select the date on which you want to cancel the check. By default, the system will

retrieve and display the current server date.

Document Type: This field displays the source from which the payment has been processed. For

example, Payment Entry or Contra Entry etc.
Issued Document No: This field displays the document number of the Payment Entry.
Document Status: This field displays the status of the Payment Entry as NEW or POSTED.

Remark: You can use this field to enter remarks for cancelling the check.

3.2.4.3 Performing Void Check Transaction

1. Open the Void Check Transaction dashboard.
2. Click the + Add Transaction button to open Void Check Transaction screen.

3. Select the check book ID in the Check Book ID field. This auto-populates the Bank Name and

Check Number (if there is only a single record of a check number) fields.
4. Select the date on which you want to cancel the check, in the Cancel Date field.
5. Enter remarks or notes if needed, in the Remarks field.
6. Click the Process button to process the record.

7. Click Save button to save the Void Check Transaction.

27040-04092024-V01 BatchMaster Web - Finance User Guide n



3.3 Bank Cash Reports

3.3.1 Bank Deposit Slip Report
Use this report to generate deposit slips needed to deposit funds into a bank account.
Go To: Bank Cash = Bank/Cash Report-> Bank Deposit Slip.

Clicking on the Bank Deposit Slip option displays the Bank Deposit Slip window.

Bank Deposit Slip E 2 x
oo
Benkld o0

No. Of Check Per Siip

3.3.1.1 Printing the Bank Deposit Slip

1. Open the Bank Deposit Slip window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Inthe Bank Id field, using the lookup, select the bank ID of the bank for which the deposit

slips are to be generated.

4. Enter or select the date range for which deposit slips are required in the From Date and To
Date fields.

5. Enter the No. Of Check Per Slip as required.

6. Click the Process to display the data as per the defined filtering criteria.
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Bank Deposit Slip E 2 x
Qo

Bonk Id 0o Q Bonk Name Stote Bank of Indio
Bank Account No. 44521498200
From Date o/o/e i To Date 20/10/2 ]

No. Of Check Per Slip

Receipt No. Receipt Date Receipt Account  Receipt From Receipt Mode Check No Date Total Amount  Discount Amount Net Amount  Status Currency_Key

[}
[}
[}
[}
[}
[}
[}
[}

ERERER<R<

7. Select the record(s) from the grid to generate the deposit slips.
8. Finally, click the Print button to print the slips.

An example of a generated Deposit Slip is displayed below:

=  BankDeposit Slip 1718 — %+ B 9 L .
. Branch ¥N Road. 1
Branch YN Raad 1 Account Na. 144521496200
e oz e oz
Acconmt N, 14521458200 A —
Name  Fod Corporsion et L ame O ——
ek . R — | I Cheee At
) ‘ ‘
ot o0 Tt ™
InWords FiveOnly TaWords  Fie Only
Signature o the Depaitr Simatars ofthe Depoitr

3.3.2 Bank Statement

Use this screen to print the bank statement. The report includes the debit balance details, the check

details if the amount is transacted through check, account number and its description, etc.

Go To: Bank Cash = Bank/Cash Report—> Bank Statement.
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Clicking on the Bank Statement option displays the Bank Statement window.

BMEWES EXNN ¢ ¢ * + *A=eDH

Bank Statement E ?

From Date

To Date

To Account Key
From Bank ID

&
ir]
From Account Key 0000000013201 Q
Q
Q
Q

To Bank 1D

Display In Home Currency @ Bank Currency (O

Process Close

3.3.2.1 Printing Bank Statement

1. Open the Bank Statement window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
3. Enter the date range under which you want to print the report, in the respective fields.

“¥~-  Leaving the From Date and To Date fields blank has the same effect as selecting the

first and last available values, respectively.
4. Enter the range of Account Key and Bank IDs that you want to print, in the respective fields.
5. Select Home Currency/Bank Currency.
6. Click the Process button to print the report.

An example of a generated Bank Statement report is provided below:
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=  d70473e4-b599-47ba-9fe0-74e1d3dfa682

From Date
Hank 1D
Account No,
Account Desc
Currency Key

[2018-01-01] To [2022-10-19]
[00000000000013200]

CAD

1 /47

100% + G o

Bank Statement 10-19-2022
Food Corporation Pvi. Lid. 1336

2020-08-12

2020-06-15

2020-08-06

2020-08-06

2020-08-12

ASAUG2000012

ES20010001

ES  2020-06-16 ES20010006

ES20010065

ES20010067

F- 20200812 F-IR0S20256

JE 20200812 JE0S200110

JE08200117

5508019] Rounding OFf

* [00000000000BOM] Bank of
Maharashtra
* [000000DO000BOM] Benk of

Benefit Program

0.00000

2.00000

0.00000

0.00000

100000

100000

0.00000

200000

100000

0.00000

53.55000

53.55000

5455000

5355000

Souree _Date Bateh No Check No_Acct Prd t Descripti Debit Credit _Running Balance
AP 2020-07-07 APO720024 332224422200] Acrued - 0.00000 0.05000 0.05000 Cr
Commissions
AP 20200723 APOT20029 * [11332224421100) AP Trade ABC 0.00000 12.50000 1255000 Cr
AP 20200723 APOT20030 [AES 2300 Accrued - ABC 0.00000 39.00000 5155000 Cr
FICA
AS 20200812 ASAUG2000011 [91030015508019] Rounding OFf  Bank Charges 0.00000 100000 5255000 Cr

5155000 C

[91030015508019] Rounding OFf  Bank Charges 0.00000 123.00000 17655000 Cr
Expenses
[91030015508019] Rounding OFf  Bank Charges 0.00000 1100000 18755000 Cr

[91030015508019] Rounding OFf
Expemses

Bank Charges

0.00000

123.00000

31055000

1 20200812 HOCTI6N [91030015508019) Rounding Of  Bank Charges 000000 122.00000 43255000 Cr
Expenscs

N 20200812 JOCTI6M * [91030015508019) Rounding OFf  Bank Charges 000000 123.00000 55555000 Cr
Expenses

T 20200812 IT@AUG20001S [91030015508019] Rounding OFF  Bank Charges 0.00000 12,0000 56755000 Cr
Expenscs

W 20200812 V012 [91030015508019] Rounding OFf  Bank Charges 0.00000 13.00000 58055000 Cr
Expenses

{P 20210312 MP2I0019 . ) Tese Dol 7449168 000000 16386687 D

3.3.3 Book [Cash/Bank Summary] Report

Use Book [Cash/Bank Summary] report to generate the cash book and bank details report.

Go To: Bank/Cash - Bank/Cash Report = Book [Cash/Bank Summary].

Click the Book [Cash/Bank Summary] option to open the Book [Cash/Bank Summary] screen. On the

Book [Cash/Bank Summary] screen, filtering parameters can be used to define the scope for

processing the report.

Book [Cash/Bank Summary]

Parameter
As On Date 07/09/2022
From Country

To Country

From Region

To Region

From State

To State

From Department

To Department

From Account Key

To Account Key

QDI’QDDDDDDQ}E

From Country Description

To Country Description

From Region Description

To Region Description

= R

From State Description

To State Description

From Department Description

To Department Description

From Account Key Description

To Account Key Description

Print  Close

3.3.3.1 Generating Book [Cash/Bank Summary] Report

1. Open the Book [Cash/Bank Summary] REPORT screen.
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2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
3. Specify the As On Date, as required.

4. Use the lookups next to the From Country and To Country fields to enter the lower and
upper limits, respectively, for the range of country to be filtered on the Book [Cash/Bank

Summary] report.

5. Use the lookups next to the From Region and To Region fields to enter the lower and upper
limits, respectively, for the range of region to be filtered on the Book [Cash/Bank Summary]

report.

6. Use the lookups next to the From State and To State fields to enter the lower and upper
limits, respectively, of the range of state to be filtered on the Book [Cash/Bank Summary]

report.

7. Use the lookups next to the From Department and To Department fields to enter the lower
and upper limits, respectively, of the range of department to be filtered on the Book

[Cash/Bank Summary] report.

8. Use the lookups next to the From Account Key and To Account Key fields to enter the lower
and upper limits, respectively, of the range of accounts to be filtered on the Book

[Cash/Bank Summary] report.
9. Click the Print button to generate the report.

An example of a generated Book [Cash/Bank] Summary Report is provided below:

=  CashBank Book Flow Report

10/19/2022  1:40:49PM

Print Date Time

Cash/Bank Summary Report

Food Corporation Pyt Lid

Debit Cradit
Cash Accounts 1,260,113,583.06000
[11332224410200] CASH Debitors 1,024.10000
[113322244A5100] West Middle Operation Cash1 95.21010
[61000000000001] Australia Cash Account /453,188,591.60000
[66666666666666) Petty Cash Account 78,992 27920
[91010010000001] Cash Account Home Branch 2,701,069 64000
[91030010100003] State Bank of India 10,377,360.90420
[91030015508009] Main Cash Account 5,855,257.97400
[91030015508016] Inventory Control Account .980,439,084.42000
[A105Cash000000] D ¥1 D Y2 D Y3 AWSSW 6.00000
[CCRRSSSDDAAAAA] USD Cash Account .166,368,980.78000
Bank Accounts ,322,507,370.99580
[01000000000001] USA Default Cash Account 909,550.34140
[01000000008002] American Chemicalsy 1,053,038.85130
[01000000008007] Global Suppliers 743,727,236 32810
[0133CAL0200000] USA West California Accounts ,356,306,934 45060
[11111] 944 57400
(1111111 234,06700
[11332224410100] CASH Operating Account 127 85000
[11332224423100] Accrued — Rent 400.00000
[113322244AS300] West Middle Operation Bank1 2,053.87870 -
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3.3.4 Cash Flow

Cash Flow report provides information about the company’s cash receipts and payments over a

definitive period of time.

It records the amounts of cash and cash equivalents entering and leaving your company. It does not

include depreciation. This makes it useful for determining the short-term viability of a company,

particularly its ability to pay bills.

Go To: Bank Cash = Bank/Cash Report-> Cash Flow.

Clicking on the Cash Flow option displays the Cash Flow window.

Cash Flow E ?
arometer n

From Date 2018/10/19 &5

To Dote

Process  Close

3.3.4.1 Generating Cash Flow Report

4.

Open the Cash Flow window.

Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

Use the lookups next to the From Date and To Date fields to enter the lower and upper
limits, respectively, of the range of dates to be filtered and displayed on the Cash Flow

report.

Click the Process button to generate the report.
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An example of a generated Cash Flow Report is provided below:

=  Cash Flow Report

Print Date Time 10/19/2022  1:44:00PM

Cash Movement Report

Food Corporation Pvt. Lid.

Month Year In Flow Out Flow Net Flow

January 2019 0.00000 2.00000
April 2019 24500.00000 0.00000
May 2019 3 0.00000 325.00000
June 2019 676.80000 0.00000 676.80000
July 2019 62101.60500 8032.37000 54069.23500
August 2019 0.00000 20.50000 -20.50000
November 2019 200.00000 0.00000 200.00000
December 2019 653885.00000 18106.40000 635778.60000
January 2020 47386.92000 5855.00000 41531.92000
February 2020 23655.00000 3082121.35300 -3058466.35300
March 2020 154950.00000 4393.00000 150557.00000
April 2020 193523.91362 12359.61407 181164.29955
May 2020 333045.82000 542748.00626 -209702.18626
June 2020 8§169561.64822 1736724431.47580 -1728554869.82758
July 2020 553615963738.32700 633558883727.86400 -79942919989.53690
August 2020 1112528951062.74000 2214511634772.90000 -1101982683710.16000
Scptember 2020 386024112.02535 474275047.25316 -882509.
October 2020 9339353135000 22204065585.96830 -22110672054.
November 2020 238753.49000 93588797.67749 5
December 2020 143082980.46000 2377028602.74000
January 2021 58698463779.71030 4261903817.34467
February 2021 437234.70000 383469.36000
March 2021 270512529.38455 27629615.53961
April 2021 15008.94000 505861.72000
May 2021 1713266.34000 6042842.09000
June 2021 481485.56576 2495142.08000
July 2021 323692367.80097 10571916.30395

3.3.5 Cash Statement

Use this screen to print the cash statement. The report includes all the debits, the check details if the

amount is transacted through cash, account number and its description, batch number, etc.
Go To: Bank Cash - Bank/Cash Report-> Cash Statement.
Clicking on the Cash Statement option displays the Cash Statement window.

BMEWEB

Cash Statement E ?

Parameter

From Date 2018/01/0

&
]

To Date 202
From Account Key Bank of Maharashtra
To Account Key

From Cash ID 000000000000

o 0 o0 0

To Cash ID

Display In Home Currency @ Cash Currency
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3.3.5.1 Printing Cash Statement

1.

5.

6.

Open the Cash Statement window.

Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
Enter the date range under which you want to print the report, in the respective fields.

A1z

Y. Leaving the From Date and To Date fields blank has the same effect as selecting the

first and last available values, respectively.
Enter the range of Account Key and Cash IDs that you want to print, in the respective fields.
Select Home Currency /Cash Currency.

Click the Process button to print the report.

An example of a generated Cash Statement report is provided below:

=  diBce019-937d-400d-ac0e-22565b5101be

126 I ¢
Cash Statement
Food Corporation P, Lid.
m Date [2018-01-01] To [2022-10-19]
ash 15
. i No. [0000000000DHOM
. - ik of Maharachira]
1
Souree ect A
@ 24 @03z ok of
@ 24 @ ) 3
v 2020 45

Debit Credit__ Running Balance
1.000.00000 0.00000 100000000 Dr

10000000 0.00000 1100.00000 Dr

Ind
[00000000000002] v 154,00000 0.00000 125400000 Dr

3.3.6 Contra

Use this Contra report to generate the details of contra entries in BatchMaster WEB.

Go To: Bank Cash = Bank/Cash Report—> Contra.
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Contra - Selection Criteria a ? x

Posted Unposted
Contra No. From CADI70055 Q Description

Contra No. To G-92 Q Description Bank Check No-10019 Date:27-12-16

3.3.6.1 Generating Contra Report

1. Open the Contra — Selection Criteria screen.

2. Specify the name in the Parameter field to save the selected Range into a database so that it
can be recalled again later. Next time, to print the report, you can select the saved

parameter using the report Parameter field dropdown.
3. Mark/unmark the Posted or Unposted checkboxes, as required.

4. Use the lookups next to the Contra No. From and Contra No. To fields to enter the lower and
upper limits, respectively, of the range of contras to be filtered and displayed on the Contra

— Selection Criteria dashboard.
5. Click the Process button. The system displays a Contra Report dashboard wherein you can :
a. Drill down to the specific record by clicking the hyperlink within the Contra No field.
b. Export the dashboard data in an Excel or PDF file formats.
c. Print and filter the dashboard data.

d. Search any character string using the Search textbox.

Contra Report B ? x

TR QB @

Contra No Narration By Account Amount Apply Date Status
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6. Click the Close button to close the screen.
3.3.7 Reconciliation Report
Use this report to view the entries that you have reconciled.

Go To: Bank/Cash = Bank/Cash Report = Reconciliation Report.

Click the Reconciliation Report option to open the Reconciliation Report window. On the Reconciliation

Report window, filtering parameters can be used to define the scope for processing the report.

BMEWES EEN ¢ ¢ * +*A=eDH
Reconciliation Report n ?

Parameter n

v From 00000000000003 HDFC BANK
To

Reconciliation No. From

N OO O

Recondiliation No. To

Process  Close

3.3.7.1 Printing the Reconciliation Report

1. Open the Reconciliation Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Enter the values of Bank Accounts /GL Accounts/Vendor/Customer range that you want to
print in the report in the From and To fields, respectively, after you have selected the

appropriate category from the drop-down list.

4. Enter the range of Reconciliation numbers in the From and To fields, respectively.
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s~ Leaving the From and To fields blank has the same effect as selecting the first and last available

values, respectively.

An example of a generated Reconciliation Report is displayed below:

= Reconciliation Report

RECONCILIATION REPORT
Food Corporation Pvt. Ltd.

05-19-202210:03

al Date From  01-07-20

Reconciliation Document No :

Account Number 00000000004444 To 26-07-20

Statement Ending Balance 0.0
Outstanding Checks (-)

)

61,728,404,952.2

1.364.0

Deposits in Tansit

Adjust Bank Balance -61,728,403,588.2

-30,864,686,567.1

Book Balance as of
Cutoff Date
-92,593,090,155.3

Type Number Date ion Amount
UNRECONCILED RECORD

CHECK AP0720025 07-07-20 -L.0
DEP CA07200160 05-07-20 Bank,By Cash Method 44.0
DEP CA07200162 30-06-20 Bank,Check,No-50078,Date:06-30-2020 44.0
DEP CP1700022 04-07-20 Bank,Check No-50077,Date:07-03-2020 462.0
DEP CP1700025 01-07-20 Bank,By Cash Method 44.0
DEP CP1700027 30-06-20 Bank,By Cash Method 44.0

DEP CY0010 06-07-20 Bank,By Cash Method 44.0

4 General Ledger

4.1 GL Transaction

4.1.1 Budget Maintenance

Budget Maintenance screen lets you create a new budget or modify an existing budget. As a
business need, the creation of a budget for expenses and incomes is required. Budget maintenance
is needed where budgets are created automatically based on some given criteria. For example, the
maximum annual budget is 50,000, and the actual budget can be compared with the planned
budget.

Go To: General Ledger > GL Transaction = Budget Maintenance.
4.1.1.1 Budget Maintenance — Dashboard

You can manage budget maintenance entries from this dashboard. By default, the system displays all
the existing budget entries as maintained for your business/company. You can click on any of the

record to view its details.
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A Dashboord

@ Common

B Inventory [T Action  BudgetKey Description Budget Year
cpyw B Generic Budge 2019

B/ Purchase : E

E Quality Control

8 sales

';:ﬁ Finance

% Configuration

@ Customization

@ Accounts Payable

@ Accounts Receivable

@ General Ledger
({8 Bank/Cash
& RondD

£ BOM

The Budget Maintenance dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:

e Copy an existing record to create new one

e Delete selected record(s)

After you select all the columns of the Budget Maintenance dashboard, the middle grid displays the

selected columns.

& = s L
PO Budget Maintenance
ashboars

+ Add Budget  Action w Settings (v Ml [ B &
@ Common
Drag a column header and drop It here to group by that column

&fff Inventory Action  Budget Key Deseription Budget Yeor RecDate RecUserlD
i{ Purchase Py w Generic Budge! 209 09/19/22 ASHW
£ Quality Control
8, Sales

T Finance

[8% Configuration

(R Customization

@ Accounts Payoble

@ Accounts Receivable

@ General Ledger

[$ Bonk/Cash

& RandD

& eom

The Budget Maintenance dashboard provides a clear vision of the created records in a read-only

mode. You can view the records as per the number of items per page specified.
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4.1.1.2 Budget Maintenance Screen — Add Mode

To create and modify existing budget to your BatchMaster WEB database, click the Budget
Maintenance option from the main menu. The system displays the Budget Maintenance dashboard,
click the +Add Budget button the system displays the Budget Maintenance screen, where you can

maintain the budget.

Budget Maintenance @ (%) (B) n ? x

Screen Fields:

Budget Key: This field specifies the budget key for which you have maintained the budget. The

maximum allowable alphanumeric characters are 100 characters.

Budget Description: This field specifies the budget key description or information associated with
the above selected Budget Key. This is editable field. The maximum allowable alphanumeric

characters are 200 characters.

Fiscal Year: This field specifies the year for which you want to maintain the budget entry. The system
will let you select the fiscal year while creating a new budget entry. All the periods as defined on the
Period Date screen will be defaulted for picking and maintaining the budget. Once selected, the field

value is disabled. For a single fiscal year you can maintain multiple budget entries.
Grid Fields:
Add Line: Click the Add Line button to insert a row in the grid.

Import Excel File: Click this button to import budget entries from an excel sheet into this screen.

Action: Click this button to delete specific line from the grid.
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Select All/Unselect AII|:|: Mark this checkbox to Select/Unselect all the entries at once.

SeIect/UnseIectl:I: Mark/Unmark the checkbox in the grid to select/unselect the budget entry row.

Sub Key: This field is used to enter sub key for the selected account key. This is user defined field

with a maximum allowable alphanumeric characters are 100 characters.

Account Key: This field is used to specify the Account Key for the Budget when you add the account
to the budget entry using the Add Line button. The lookup in the grid retrieves all the accounts
maintained in the BatchMaster WEB database for selection. The selected account key is displayed in

the Account Key field.

Description: This field specifies the description or information associated with the Account key. This

is a read-only field.

Period 1 to 12: This field is used to specify the budget amount. The number of periods defaulted
here are populated as maintained on the Period Date screen for the fiscal year. This field is editable

and filled manually or using the Fill Budget button under special function.
4.1.1.3 Creating a Budget

1. Open the Budget Maintenance dashboard.
2. Click the +Add Budget button to open the Budget Maintenance screen.
3. Enter the budget key for which you want to maintain the budget in the Budget Key field.

4. Select the fiscal year for budget maintenance using the lookup next to the Fiscal Year field.

The system will display the Fiscal Year Lookup window, select the fiscal year.
5. Enter any additional information in the Budget Description field.

6. Click the Add Line button to insert a line in the budget detail grid. Select the Account using
the lookup. The lookup attached to the field will display a list of accounts maintained in the
BatchMaster WEB database.

7. Enter the user defined key in the Sub Key field.

@ The entered sub key will be defaulted on Fill Budget screen.

8. Select the line record for which you need to enter the amount in the Period fields:

e Enter the budget amount manually in the Period fields as required.
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Select checkbox will work only when you change the amount manually without clicking
the Fill Budget button.

e Click the Fill Budget button to open the Fill Budget screen.
a) Select a sub key using the dropdown next to the Sub Key field.
b) Select the Set Amount option and enter the budget amount in the Set Amount field.

Fill Budget
Budget Key BKo1 Fiscal Year

Sub Key -

Historical Year - Historical Year

Other Budget ~ Other Budget

Q
Q

Yearly Budget Amount Yearly Budget Amount

Current Budget

Selected Line

c) Click the Process button to fill the entered budget amount to all the Periods in the

grid.

9. Click Save button to save the record.
4.1.1.4 Updating a Budget

4.1.1.5 Updating Budget by Historical Year
1. Open the Budget Maintenance dashboard.

2. Click the desired Budget Key field. The system will open the created budget on the Budget

Maintenance screen.
3. Change the description, if required.

4. Click the Fill Budget button under special functions to open the Fill Budget screen.
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Fill Budget

Butget Key

Sub Key

Historical Yoar o
Other Budget

Sat Amount

Yearly Budget Amount

Current Budget

Seloctod Ling

Historical Yoar 2018 a
Other Budget a
Set Amount

Yearly Budget Amount

5. The system will default the Budget Key from the above selected step and the Fiscal Year

from the Budget Maintenance screen. Select a Sub Key using the dropdown. The dropdown

lists all the maintained sub key(s) from the Budget Maintenance screen.

6. Select the Historical Year option to enable the lookup next to the field. Click the lookup to

open the Segment Lookup and select a fiscal year.

Fill Budget

Budget Key BKO!

Sub Key

Historica Yoor o
Other Budget

Set Amount

Yoarty Budgot Armoun

Current Budget

Selectod Ling

Increase Decrease

Other Budget Q
Sel Amount

Yoarly Budget Amount

Process  Close

e C(Click the Process button to copy the selected historical year period(s) amount in the

grid without increasing or decreasing the amount.

e Select Increase/Decrease option and select Amount/Percent from the dropdown.

e Enter the amount in the field next to the dropdown.
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e This will increase/decrease the entered amount by the amount or percentage based
on the selection. Click the Process button to fill the entered budget by an

increased/decreased amount to all the Period(s) fields in the grid.
7. Click the Save button to update the budget by historical year.
4.1.1.6 Updating Budget by Other Budget
1. Open the Budget Maintenance dashboard.

2. Click the desired Budget Key field. The system will open the created budget on the Budget

Maintenance screen.
3. Change the description, if required.
4. Click the Fill Budget button under special functions to open the Fill Budget screen.

5. The system will default the Budget Key from the above selected step and Fiscal Year from
the Budget Maintenance screen. Select Sub Key using the dropdown. The dropdown list all

the maintained sub key(s) from Budget Maintenance screen.

6. Select the Other Budget option to enable the lookup next to the field. Click the lookup
button to open the Segment Lookup and select a Budget Key.

e Click the Process button to copy selected budget period(s) amount in the grid

without increasing or decreasing the amount by amount or percentage.
e Select an Increase/Decrease option and select Amount/Percent from the dropdown.
e Enter the amount in the field next to the dropdown.

e This will increase/decrease the entered amount by the amount or percentage based
on the selection. Click the Process button to fill the entered budget by the

increased/decreased amount to all the Period(s) fields in the grid.
7. Click the Save button to update the budget by other selected budget.
4.1.1.7 Updating Budget by a Set Amount
1. Open the Budget Maintenance dashboard.

2. Click the desired Budget Key field. The system will open the created budget on the Budget

Maintenance screen.

3. Change the description, if required.
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4. Click the Fill Budget button under special functions to open the Fill Budget screen.

5. The system will default the Budget Key from the above selected step and the Fiscal Year
from Budget Maintenance screen. Select a Sub Key using the dropdown. The dropdown lists

all the maintained sub key(s) from the Budget Maintenance screen.

6. Select the Set Amount option to enable the text box next to the option. Enter the amount to
fill in all the Period(s) fields in the grid.

7. Click the Process button to copy the entered budget amount into the Period(s) fields on the
grid.

@ Increase/Decrease amount functionality by amount or percentage is disabled for

Set Amount option.
8. Click the Save button to update the budget by entered amount.
4.1.1.8 Updating Budget by Yearly Budget Amount
1. Open the Budget Maintenance dashboard.

2. Click the desired Budget Key field. The system will open the created budget on the Budget

Maintenance screen.
3. Change the description, if required.
4. Click the Fill Budget button under special functions to open the Fill Budget screen.

5. The system will default the Budget Key from the above selected step and Fiscal Year from
the Budget Maintenance screen. Select a Sub Key using the dropdown. The dropdown lists

all the maintained sub key(s) from the Budget Maintenance screen.

6. Select the Yearly Budget Amount option to enable the text box next to the option. Enter the
yearly budget amount to fill an equally divided amount in all the periods. For example, if
12000 is entered as budget amount, the system will equally distribute this amount in the

maintained periods (12 periods) of 1000.

7. Click the Process button to copy the entered yearly budget amount equally divided in all
Period(s) fields of the grid.

@ Increase/ Decrease amount functionality by amount or percentage is disabled for Yearly

Budget Amount option.

8. Click the Save button to update the budget by Yearly Budget Amount.
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4.1.1.9 Updating Budget by Current Budget
1. Open the Budget Maintenance dashboard.

2. Click the desired Budget Key field. The system will open the created budget on the Budget

Maintenance screen.
3. Change the description, if required.
4. Click the Fill Budget button under special functions to open the Fill Budget screen.

5. The system will default the Budget Key from the above selected step and Fiscal Year from
the Budget Maintenance screen. Select a Sub Key using the dropdown. The dropdown lists all

the maintained sub key(s) from the Budget Maintenance screen.
6. Select the Current Budget option.

7. Select Increase/Decrease option and select Amount/Percentage from the dropdown. This
will increase/decrease the entered amount (next to the dropdown field) by the amount or

percentage based on the selection made.
8. Click the Process button to add the entered amount in all Period(s) fields on the grid.
9. Click the Save button to update the budget.
4.1.1.10 Updating Budget for Selected Line(s)
1. Open the Budget Maintenance dashboard.

2. Click the desired Budget Key field. The system will open the created budget on the Budget

Maintenance screen.
3. Change the description, if required.
4. Mark the checkbox(s) to select the grid lines for changing the budget amount.
5. Click the Fill Budget button under special functions to open the Fill Budget screen.

6. The system will default the Budget Key from the above selected step and Fiscal Year from
the Budget Maintenance screen. Select a Sub Key using the dropdown. The dropdown lists all

the maintained sub key(s) from the Budget Maintenance screen.

7. Mark the Selected Line option to modify selected line(s) period amounts in the grid. Select
the Increase/ Decrease option and select Amount/Percentage from the dropdown. This will

increase/decrease the entered amount (next to the dropdown) by an amount or percentage.
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8. Click the Process button to fill the entered budget by the increased/decreased amount to

selected rows in the grid.

9. Click the Save button to update the budget for the selected lines.
4.1.1.11 Importing a Budget Entry

1. Open the Budget Maintenance dashboard.

2. Click the desired Budget Key field. The system will open the created budget on the Budget

Maintenance screen.
3. The system will display the selected Budget Key details in the grid.
4. Click the Import Excel File button.
5. On the displayed window, locate the file to import.
6. Select the file and click the Open button.

7. The system will display the imported excel file data in the grid.
4.1.1.12 Special Function

Account Selection: Click this button to select the range of accounts, cost center, and
department for which the budget needs to be created or modified. You can either select a
sub-key or account range or both for the account selection. If both options are selected, only those

accounts that fulfill both the criteria will be displayed.

Account Selection x

Budget Key bkO1 Fiscal Year 2020

Sub Key o

hssets A income a Libilities

Expenses Capital

Account From 00002 Account To 00042

Country From Country To
Region From Region To

State From State To

2 o L 0 0
s N L L PO

Department From

Department To 4

o Budget Key: This field is defaulted from the Budget Key field as displayed on the Budget

Maintenance screen. This is a read-only field.
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Fiscal Year: This field is defaulted from the Fiscal Year field as displayed on the Budget

Maintenance screen. This is a read-only field.
Sub-key: Enter the sub-key to assign for a selected range of accounts.

Account Group: Mark the required checkbox from Assets, Income, Liabilities, Expenses,

and Capital needed to create or modify the budget.

Account Key /Cost Center /Department Range: Select the Account Key/Cost

Center/Department range for which the budget needs to create or modify the budget.

-t
n 5-3
Fill Budget: Click this button to fill a budget amount in the grid fields for all the periods. On

clicking this

button, the Fill Budget screen will pop-up where you can select one of the options from

the following:

Fill Budget x

Budget Key

Sub Key

BKO1 Fiscal Year 2020

Historical Year Histerical Year Q

Other Budget Other Budget Q

Set Amount.

Yearly Budge

o Set Amount 100.00

t Amount Yearly Budget Amount

Current Budget

Selected Line

Increase

Decraase Amount &l

Historical Year: Select the historical year for which the budget amount must be

calculated based on the actual data of any of the previous years. The lookup attached to

the field will display previous fiscal years.

Other Budget: Select the other budget for which the budget amount has to be
calculated based on an existing budget of any year. The lookup attached to the field will

display already created budgets using Budget Maintenance Screen.

Set Amount: Select this option to enter a budget amount in all Period fields of the grid.

Increase/Decrease options are disabled when you select this option.

Yearly Budget Amount: Select this option to enter a yearly budget amount which will be
distributed equally amongst all the defined periods. Increase/Decrease options are

disabled when you select this option.
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e Current Budget: Select this option to increase or decrease the selected budget by a

specified percentage or amount.

e Selected Line: Select this option to increase or decrease the selected lines of a selected

budget by a specified percentage or amount.

Click the Process button after specifying the budget amount from one of the above options.

‘-

—— copy the fields into the header section of the excel file and copy the corresponding details. In

Export to Excel: Use this option to export the account details into an excel file. The system will

this excel sheet, you can modify the account details and can import the same using Budget Entry

screen.

4.1.2 Consolidated GL

With a full history of detailed GL transactions held in BatchMaster WEB, many Finance executives
choose to post consolidated data only to the actual GL accounts. Instead of having to do this via
spreadsheets, BatchMaster WEB provides an easy way of performing the task with the Consolidated

GL screen. This form allows you to consolidate your GL transactions within a specified date range.

You can establish the journal series and date range and view all the GL transactions lying within that
range. You can then decide which GL transactions are to be consolidated. Only GL transactions
destined for the same account can be consolidated. The system consolidates the selected
transactions and displays them on the screen for validation. View the consolidated GLs or drill down

to the lowest GL detail, as needed.

Go To: General Ledger - GL Transaction - Consolidated GL.

4.1.2.1 Consolidated GL Screen — Add Mode

To consolidate your GL transactions within in a specified date range, click the Consolidated GL

option. The system displays the Consolidate GL screen.
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Consolidate GL - n ? x

Journal Batch Series 01 - Journl Batch Series for Inventory v

From Date 07/09/2 i To Date 07/09/23 i

Upload 1o Finance Apsly

GLs in Range v

Consolidated GL Details v

Selected Gl Defolls  View Consolidated G Fost  Close

Screen Fields:

Journal Batch Series: The series selected here determines the type of GL transactions to be

consolidated. The available options in the dropdown are:
e Ol —Journl Batch Series for Inventory
e OM - Journl Batch Series for Manufacturing
e OP —lJournl Batch Series for Purchase
e OS-—Journl Batch Series for Sales

You may choose to consolidate GL transactions generated from inventory or at the time of sales or

purchase or manufacturing.

From and To: The range of GL transactions prefixed with the above selected series can be
established here. The GL transactions falling in the specified range are displayed upon processing the

record and hence are available for consolidation.

From Date: This field holds the lower limit of the range of apply dates of the GL to be used as a filter

criterion.

To Date: This field holds the upper limit of the range of apply dates of the GL to be used as a filter

criterion.

Upload To Finance: If this checkbox is marked, the consolidate GL transactions will be directly

uploaded to finance upon clicking the Post button.

27040-04092024-V01 BatchMaster Web - Finance User Guide 216



)

Apply: On clicking this button, all the GL transactions satisfying the filter criteria are displayed in the
GLs in Range section.

GLs in Range Section:

GLs in Range A
O Journal Batch No. Journal
O Ol-2734 ol
O 0l-2235 ol
0 ol-2237 =]
O 012738 ol
O ol-2239 ol
0O ol-2240 ol
0 ol-2241 ol
O Ol-2242 ol
0O 02243 ol
0 Ol-2244 ol

Ol-2248 ol

Checkbox: Use this checkbox to select this GL line.

Journal Batch No.: This field holds the Batch Number of the GL Journal.

Journal: This field holds the GL series selected at the Journal Batch Series field.

Consolidated GL Details Section:

To view consolidated GL details, click the View Consolidated GL button at the bottom of the screen.

Consolidated GL Details A

Account Amount Description Apply Date

1030015508016 -217365.758.83 | | journl Batch Series 22/02/21 ]
1030015508017 21757015863 || jourrl Batch Series 22/02/21 ir]
1030015508018 00000 | jourmi Bateh Series 22/02/71 ir]
51030015508015 40000 | Jaurml Bateh Series 22/02/7 =

Account: This field displays the accounts that will be posted to by the consolidated GL. This is a read-
only field.

Amount: This field holds the amount with which the account will be credited/debited. This is a read-

only field.
Description: This is the description of the journal series. This description is editable.
Apply Date: This field holds the Apply date of the GLs. This date is modifiable.

Selected GL Details: On clicking this button the system displays the complete details and break down

of the selected GL transactions in a popup window.
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View Consolidated GL: Before clicking the View Consolidated GL button, select the GL Journal

Show Detail of Consolidated GLs

Journal Batch.. Account Description Apply Date Amount Item Key Location
Ql-2234 S103001550801¢ F- CONT -Trn. C 18/02/22 400000 F- CONT EHF
0l-2234 030015508014 F- CONT -Trr. 18/02/22 -4000.00 F- CONT BHF
0l-2235 91030013508010 St Cost Mod-# 21/02/22 21736280863 SR AGT
0l-2235 03001550801t Erd Cost Mod-# 21/02/22 -H7365508 63 SR AGT
0I-2237 91030013508010 e -Trn 21/02/22 25000 SR AT
Ql-2237 S103001550801¢ - -Trn 21/02/22 15000 S AGT
0l-2237 H03001550801¢ #ibtad-0 -Trn 21/02/22 -400.00 RS-0 AGT

Close

Accountla

INVENTOF

TRANSAC

STAMNDARI

INVENTOF

STANDARI

INVENTOF

TRANSAC

Batches in the GLs in Range section. On clicking this button, the consolidated GL is displayed in the

Consolidated GL Details section.

Conselidated GL Details &

Accaunt

91030015508016

1030015508017

1030015508018

91030015508019

Amount

-217,365,7598.63

217,570,158 63

-4,000.00

-400.00

Description

Jdournl Batch Series

Journl Batch Series

Journl Batch Series

Journl Batch Series

Apply Date

22/00/%1

22/02/21

22/02/21

22/02/21

Post: On clicking this button on the tool bar, the selected consolidated GL is posted to the Upload to

Finance screen from where it can be uploaded to finance. If the Upload to Finance option is checked

on this screen, then clicking this button will upload the consolidated GL directly to finance.

4.1.2.2 Consolidating GLs

7.

Open the Consolidate GL screen.

Select a series at the Journal Batch Series field.

Establish the range of journal batch numbers using the From and To fields.

Establish the required date range using the From Date and To Date fields.

Click the Apply button on the toolbar to display all GL transactions that satisfy the filter

criteria in the GLs in Range grid.

Select the GL transactions that are to be consolidated.

Click the View Consolidated GL button to consolidate the selected GL transactions.
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8. The consolidate GL transactions are displayed in the Consolidated GL Details grid.
9. Click the Selected GL Details to see an in-depth view of the transactions.

10. Click the Post button to post the consolidated GL transactions to the Upload to Finance
screen. To upload the consolidated GL transactions directly to Finance, first check the

Upload to Finance option and then click the Post button.

Consolidoted GL Report 4/8/2022 G| Mo Account Amount

Ql-2294

SIGECHISE0E016 -217365758 629066 O-2296 FC30CHISS0E0TT 217370158 029666 O]-2294
HCECCTS508H18 4000 OI-2296 MO30H5508H7 400 Gls successfully Consolidated.

Save Close

4.1.3 Customer Vendor GL

In the business world it’s quite common that your vendor for certain goods or services is also your
customer, purchasing different goods or services from you. In BatchMaster WEB Finance, to manage
the account entries for customers who are also vendors, the Customer Vendor GL screen is used. With
this screen you can record a payment as a consolidated amount for the difference between the

accounts.

Go To: General Ledger - GL Transaction - Customer Vendor GL.

4.1.3.1 Customer Vendor GL- Dashboard

You can manage Customer Vendor GL records from this dashboard. By default, the system displays all
the existing records maintained for your business/company. You can click any of the record to view its

details.
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Customer Vendor GL
fy Dashboard
Unposted(38)
@ Common
+ Add Custom: dor GL ¥ Action wSettings| Y Ml @ B | @
g8 Inventory Drog @ column header and drop it here to group by that column
[]  Action Journal No Status Date
& Purchase
[ Prnte NEW
ality Control
FF Quality L | Printwe NEW
S Soles [ Frintw HOLD
O prntw HOLD
Configuration
[ pantw NEW
{Q Customization I Printw VoI
@ Accounts Pagable 0O printr NEW
L Printw NEW
Accounts Receivable
® [ Pinte NEW
@ General Ledger O Printw NEW
[ Printw NEW
(88 Bank/Cash
O  erinte NEW
& RandD O prinew NEW
& som [ Print = NEW
[J Pt~ NEW
#M Production
r - -

— Filter

Posting Date RecDate RecUseriD

17/01/23

212/22
222
212/22 12/22 M;
2 n//n HITESH
2 ITESH
271 ITESHI
HITESHI
MS

The Customer Vendor GL dashboard contains many elements that occupy 100%

of the browser

window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.

Using the Action button from the dashboard you can:

e Copy an existing record to create new one

e Delete selected multiple records

After you select all the columns of the Customer Vendor GL dashboard, the middle grid displays the

selected columns.

Customer Vendor GL
) Doshboord
@ Common
+ Add Customer Vendor GL ¥ Action * Settings Y ll @ B | &
g Inventory Drag @ column hecder and drop it here to group by that colume
[]  Action Journal No Status Date
§/ Purchase
O prntw NEW 7/01/23
lity Control
& Quality Control T L
8§, sales [ Lonn
O pinew HOLD
[B% Configuration
[ Print w V23010004 NEW
@ Customization 0O e —
@ Accounts Payable O prnew 1 e
] Prntw 1201 NEW
Accounts Receivable
® O prine NEW
@ General Ledger O  prntw NEW
[ panw NEW
(8 Bank/Cash
O | print~ NEW
& Rond© [ pnew NEW
& BOM [ Prntw NEW
O prntw NEW
#8 Production

— Filter
f‘nsle:"_!h
Pasting Date RecDate RecUseriD
12/01/23 17/01/23 ASHWIN
02/01/25 HITESH
HITESH
ITESH
HITESH
02/0 ITESH
S
11242 HITESH
/2 M5
MS
12/22 ITESH
2112/22 ITESH
21412422 ITESH
2A/12/22 22 ITESH
2/ MS
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The Customer Vendor GL dashboard provides a clear vision of the created records in a read-only mode.

You can view the defined Customer Vendor GL records as per the number of Items per page specified.

4.1.3.2 Customer Vendor GL — Add Mode

To create a new record, click the Customer Vendor GL option from the main menu. The system displays

Customer Vendor GL screen.

Customer Vendor GL (%] 2] O |w|[S] E ? x
ournal No CV23010006 Q Status 3

Oote. 7/01/23 & Posting Date 7/01/23 &

R Q Currency Descrip

Norration

Export Entry | Import Entry Difference 0 Total Deblit Total Credit

Action  Type Customer/Vendor Name Account No AccountName  Description Dr. Amount cr. Amount
8 . | & B o- 0000000000000 Test Default De
W ; v |o09 Q

New | Copy  Save Delete Search Close

Screen Fields:

Journal No.: Use this system generated field to view the sequence of the Customer Vendor GL entry.

Posted / Unposted: You can choose any option to view the related Customer Vendor GL entries. The

lookup on the standard toolbar will obtain data as per the selection made - Posted / Unposted.

e Posted: Click this option to view the saved records of posted transactions.

e Unposted: Click this button to view the saved records of un-posted transactions.

Date: This field specifies the apply date of the customer vendor entry creation. Click the date picker

next to the field to change the date if required.

Currency: This field specifies the currency against which you need to retrieve the account details. Click

the lookup button next to the field to open the Currency window.

Currency Description: This field displays the description of the selected currency. This is a read-only

field.
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Narration: Use this field to write any additional information regarding the Customer Vendor GL Entry.

The maximum allowable alphanumeric characters are 225 characters.

Status: This field specifies the status of the Customer Vendor GL Entry. The available options are:

e New
e Hold
e Post

Posting Date: This field specifies the date on which you will post the Customer Vendor GL Entry. The
default value of this field is the current server date. You can change the date using the date picker

next to the field.

@ You can Post the journal entry only on that date or a date greater than the specified date.
Grid fields:

Add Line: Click the add button to insert a row in the grid.

Export Entry: Use this option to export Customer Vendor GL details into an excel file. The system will

copy the fields into the header section of the excel file and copy the corresponding details.

Import Entry: Use this option to import Customer Vendor GL data from an existing excel template file.
Difference: This field specifies the difference between the debit and credit entries.

Total Debit: This field specifies the sum of the debit entries in the grid.

Total Credit: This field specifies the sum of the credit entries in the grid.

Grid Fields:

Action ] : Click this button to delete the row from the grid.

Type: Use this field to specify the type of GL Entry as one of:

e AR
e AP
e GL
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Customer/Vendor: Based on the selection made in the type field specify the Vendor/Customer using

the lookup provided. This field will be disabled for a GL Type.
Name: Displays the name of the Vendor/Customer selected.

Account No: This field specifies the account that needs adjustment. Click the lookup button next to
the field to open the Account window. The system will display the accounts from the Account Master

window. For a GL type you can select the miscellaneous account in this field.
Account Name: This field displays the name associated with the account number.

Description: This is the additional information of the account.

Dr. Amount: This field specifies the debit amount for the specified account.
Cr. Amount: This field specifies the credit amount for the specified account.

In order to adjust the Account entry, you can enter the field value in either the Dr. Amount or
the Cr. Amount fields. The system will restrict you to enter values in both fields for a single

account entry row.

4.1.3.3 Creating a Customer/Vendor GL Entry

1. Open the Customer Vendor GL dashboard.
2. Click the + Add Customer Vendor GL button to open the Customer Vendor GL screen.
3. Click the New button to insert a new record.

4. Enter or select the date for the Customer/Vendor GL entry using the date picker next to the
Date field.

5. Select the currency using the lookup next to the Currency field.
6. Enter a narration if required.

7. Enter or select the Posting date for the customer/vendor GL entry using the date picker next
to the field.

8. Click the Add Line button to insert a line in the grid.

e Select the type of transaction as one of AP or AR or GL.
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e Specify the vendor/customer for whom the entry needs to be done using the lookup

provided.
e Enter or select the account using the lookup next to the field.
e Enter any additional information in the Description field.

o If the Dr. Amount field has an amount value then enter a Cr. Amount field value, or

vice versa.
e To add more account entries for adjustment, follow steps 7 a. to d.

9. Click Save to save the record. Once saved the status of the Customer/Vendor GL Entry is

changed to New.

@ In order to save the customer/vendor GL entry, the Dr. Amount should be equal to the Cr.

Amount.
4.1.3.4 Special Functions

% Assign Dimension ID: Click this button to associate a dimension with the Customer Vendor GL.
Clicking the button will display the assign dimension window with which you can choose the
product. The system will obtain all the dimensions maintained via the Dimension Setup screen. If you

have defined the dimension using this option, the system will default the value in the journal entry

lines.

Post: Click this button to post the journal entries.

Hold: Click this button to hold the Customer Vendor GL Entry. Once clicked, the status of the
Customer Vendor GL entry is changed to HOLD. Remember only journal entries with a status
of NEW can be put on hold.

u Release: Click this button to release a journal entry which is on HOLD. On releasing the entry,
the status of the journal entry is changed to NEW.

@ Void Transaction: Click this button to declare the transaction as invalid.
4.1.4 Journal Entry

A journal entry is the logging of a transaction into account books.

For a balanced journal entry, the total credits must equal the total debits, else it is considered as

unbalanced. Journal entries directly impact the account balances in the general ledger.
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If the dimensions defined on the Multi-Dimensional Setup screen are set to active, then the defined
dimensions can be applied to a Journal Entry at the line level. The grid automatically appends the
projects defined with the dimension as separate columns, so you can manage the account entries

individually in relation to the projects.

Go To: General Ledger 2 GL Transaction = Journal Entry.
4.1.4.1 Journal Entry — Dashboard

You can manage and enter journal entries from this dashboard. By default, the system displays all
the existing journal entries as maintained for your business/company. You can click on any of the

record to view its details.
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Journal Entry — Filtes
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@ General Ledger
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The Journal Entry dashboard contains many elements that occupy 100% of the browser window.
Resizing the window will resize the elements to fit. The elements can be rearranged, i.e. docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.

Using the Action button from the dashboard you can:

Copy an existing record to create new one
e Print selected record(s)

e Release selected record(s)

e Hold selected record(s)

e Post selected record(s)

Delete selected record(s)
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You can choose the Unposted/Posted option to view the related Journal Entry. Clicking the option
will obtain the data as per the selection made for the Posted/Unposted option. By default this
dashboard displays all status journal entry records. You can click on one of the Posted/Unposted

buttons to filter the records accordingly.
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After you select all the columns of the Journal Entry dashboard, the middle grid displays the selected
columns.
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The Journal Entry dashboard provides a clear vision of the created records in a read-only mode. You

can view the records as per the number of items per page specified.
4.1.4.2 Journal Entry Screen — Add Mode

To add a new Journal Entry to your BatchMaster WEB database, click the + Add Journal Entry button.

The system displays the Journal Entry screen, where you can create new journal entry records.
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Screen Fields:

Journal No: Use this system generated field to view the sequence of the journal entry. This is a

mandatory field.

Status: This field specifies the status of the journal entry. The available options are:

e NEW
e HOLD
e POST

Date: This field specifies the apply date of journal entry creation. Click the date picker next to the
field to change the date if required. This field value will be used when you want to print the GL

transactions, or any report.

Posting Date: This field specifies the date on which you will post the journal entry. The default value
of this field is the current server date. You can change the date using the date picker next to the
field.

@ You can POST the journal entry only on that date or a date greater than the specified date.

Currency: This field specifies the currency against which you need to retrieve the account details.

Click the lookup next to the field to open the Currency Lookup window.
Currency Description: This field displays the description of the currency key. This is a read-only field.
Generate Reverse GL: Check this option to reverse a journal entry made for any reason.

Reverse GL Date: Select this date to process the reverse GL entry.
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Narration: Use this field to write any additional information regarding the journal entry. The

maximum allowable alphanumeric characters are 225 characters.

Grid Fields:

Add Line: Click the Add Line button to insert a new row in the grid.

Export Entry: Click this button to export the journal entries into an excel sheet.

Import Entry: Click this button to import journal entries from an excel sheet into this screen. You can

change an amount in existing template and update journal entries by importing.
Difference: This field specifies the difference of the debit and credit entries.
Total Debit: This field specifies the sum of the debit entries in the grid.

Total Credit: This field specifies the sum of the credit entries in the grid.

Action: Click this button to delete a specific row from the grid.

Account No: This field specifies the account that needs adjustment. Click the lookup next to the field
to open the Account No Lookup window. The system will display the accounts from the Account

Master window.

Account Name: This field specifies the name of the account as specified in the Account Master

screen.

Description: This is the additional information of the account. The maximum allowable limit is 50

characters.
Dr. Amount: This field specifies the debit amount for the specified account.

Cr. Amount: This field specifies the credit amount for the specified account.
4.1.4.3 Creating a Journal Entry

1. Open the Journal Entry dashboard.

2. Click the + Add Journal Entry button to open the Journal Entry screen.

3. Select the journal number using the lookup next to the Journal No field.

4. Enter or select the date for the journal entry using the date picker next to the Date field.

5. Select the currency using the lookup next to the Currency field.
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6. Enter a narration if required.
7. Enter or select the Posting Date for the journal entry using the date picker next to the field.
8. Click the Add Line button to insert a line in the grid.

a. Enter or select the account using the lookup next to the Account No field.

b. Enter any additional information in the Description field.

c. If the Dr. Amount field has an amount value then enter a Cr. Amount field value, or

vice versa.
d. Click the Assign Dimension ID button under the special function.
e. Enter the value for the defined dimensions.
f. To add more account entries for adjustment follow steps 7 a. to 7e.

9. Click the Save button to save the record. Once saved the status of the journal entry is

changed to NEW.

In order to save the journal entry, the Dr. Amount should be equal to the Cr. Amount.

Otherwise, the system displays a warning message.
4.1.4.4 Importing Balance

1. Open the Journal Entry Dashboard.
2. Click the + Add Journal Entry button to open the Journal Entry screen.
3. Select the finance series using the lookup next to the Journal No field.

4. If you have your opening balance details in excel format, you can import the account
balances using the Import Entry button. On clicking the Import Entry button, the system

displays a window to locate the Excel file.

5. Click the Open button.
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6. The system will import the balances and default them on the grid.

7. Click the Save button to save the record.
4.1.4.5 Exporting Accounts

1. Open the Journal Entry Dashboard.

2. Click on the desired record available in the dashboard. The system displays Journal Entry

screen.

3. To export the accounts for debit and credit amount entries for your General Ledger

functions, click the Export Entry button.

4. The system will export the Account Number, Account Name details to an Excel file where

you can enter the amount against each individual account, and then import it again.

4.1.4.6 Special Functions

Assign Dimension ID: Click this button to associate a dimension with the Journal Entry.
Clicking the button will display the assign dimension window with which you can choose the

product. The system will obtain all the dimensions maintained via the Dimension Setup

screen. If you have defined the dimension using this option, the system will default the value

in the journal entry lines.
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Hold: Click this button to hold a new journal entry. Once clicked, the status of the journal

o]

entry is changed to HOLD. Remember only journal entries with a status of NEW can be put
on hold.

Release: Click this button to release a journal entry which is on HOLD. On releasing the

entry, the status of the journal entry is changed to NEW.
Void Transaction: Click this button to declare the transaction as invalid.

Edit Posted Transaction: Click this button to open the Posted Journal Lookup window.

Vd

) [o] [&]

Select JrnIBtchNo using the lookup to edit posted transaction.

Post: Click this button to post the journal entries. After posting, the status of the journal entries is
changed to POSTED. Note that to post a journal entry the posting date must be less than or equal to

the server date.

4.1.5 Journal Posting

The Journal Posting screen lets you simultaneously post several consecutive GL Entries. You can post
those journal entries created via the Journal Entry screen with a status of NEW. The system will

default all the field values from the created entries.
@ c. You are not allowed to post a journal entry for an account which is on HOLD.

d. The Posting date for the entries should be less than or equal to the server date.
Once you post the entry the system will update the Accounts accordingly.

Go To: General Ledger - GL Transaction - Journal Posting.
4.1.5.1 Journal Posting Screen — Add Mode

To simultaneously post several consecutive GL Entries, click the Journal Posting option from the
main menu. On clicking the Journal Posting option, the system displays the Journal Posting screen

where you can post journal entries.
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Screen Fields:
Transaction Type: This field specifies the various transactions for Journal posting:

e Voucher

e Invoice

e Debit Memo

e Credit Memo

e Inventory Transaction

e Opening Balance

e Journal Entry

e Salary And Advances

e Banking GL Entry
From Transaction: The lower limit of the transaction range used to filter journal details for posting.
To Transaction: The upper limit of the transaction range used to filter journal details for posting.
Start Date: The lower limit of the date range used to filter journal details for posting.
End Date: The upper limit of the date range used to filter journal details for posting.

Grid Details:
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Checkbox: Click this checkbox to select all the entries at once. Again click this checkbox to remove

the selection of all entries at once.

JrnIBtchNo: This field specifies the journal entry number generated while saving the journal entry

record.
DocNo: This field specifies the document number of the journal entry record.
AplDate: This field specifies the apply date of the document.

Acct: This field specifies the Account Number for which you have done the adjustment (debit or

credit amount).
Description: This field specifies the name of the Account Number.

Amount: This field specifies the total amount of the journal entry for adjustment.
4.1.5.2 Processing a Journal Posting

1. Open the Journal Posting screen.

2. Inthe Transaction Type field select the transaction type for which you want to process

records for the specified period.

3. Inthe From Transaction and To Transaction fields, enter the lower and upper limits,

respectively, of the range of transactions to be used to filter entries for posting.

4. Inthe Start Date and End Date fields, enter the lower and upper limits, respectively, of the

range of journal entry dates to be used to filter entries for posting.

5. Click the Process button. The system will retrieve the journal entries satisfying the filter

criteria and display them in the grid.
6. Mark the row(s) to post.
7. Click the Post button.

8. The system will post the entries and display the report as shown below:
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4.1.6 Opening Balance Entry

This screen details the steps in entering or editing opening balances in BatchMaster WEB. You can
import the balances of your company or can add an account balance individually as required. It is the

first entry in your company’s accounts.

If the dimensions defined on the Multi-Dimensional Setup screen are set to active, then the defined
dimensions can be applied to a Journal Entry at the line level. The grid automatically appends the
projects defined with the dimension as separate columns so you can manage the account entries

individually in relation to the projects.

Go To: General Ledger > GL Transaction=> Opening Balance Enquiry.
4.1.6.1 Opening Balance Entry — Dashboard

You can manage and enter opening balance entries from this dashboard. By default, the system
displays all the existing journal entries as maintained for your business/company. You can click on
any of the records to view its details.

Opening Balance Entry — Filtes

Unposted(27) Posted(111)

+ AddEntry ¥ Action|| ® Settings Y| Il [B @ &

L I R
B &

@ General Ledger
(58 Bonk/Cash

& RandD

& eom

The Opening Balance Entry dashboard contains many elements that occupy 100% of the browser
window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:
e Copy an existing record to create new one

e Print selected record(s)

27040-04092024-V01 BatchMaster Web — Finance User Guide m




e Delete selected record(s)

By default, this dashboard displays all status journal entry records. You can click on any of the
Unposted Entry / Posted Entry buttons to filter the records accordingly.
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After you select all the columns of the Opening Balance Entry dashboard, the middle grid displays the
selected columns.
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The Opening Balance Entry dashboard provides a clear vision of the created records in a read-only

mode. You can view the records as per the number of items per page specified.

4.1.6.2 Opening Balance Entry Screen— Add Mode
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To add a new Opening Balance to your BatchMaster WEB database, click the + Add Entry button. The

system displays the Opening Balance Entry screen, where you can create new opening balance entry

Opening Balance Entry rrr,‘ {_‘]'| w (O] E 2 x
Jou
Dot Posting Date. 20 B
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Nor
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W + 000 o @) doitulijdfrlkidik | | 15000 Q a Q a Qa
i} ¥ 000000000 a l a a a Q a

Screen Fields:

Journal No: This field displays the unique group identification code for the opening balance entry. It

is an auto generated number that is incremented each time you save a new opening balance record.
Status: This field specifies the status of the Opening Balance Entry. The available options are:

o NEW: The status indicates that the entry is new and is ready to post. A NEW status entry can

be transferred to hold if required.

e HOLD: This status means that an entry is not available for posting. Holds are placed on
entries for business reasons. No changes can be made to an entry that is on hold. An entry
will stay on hold until released by you. Your business rules should address how long a hold

can be left in place.
e POST: This status means that the entry has been posted to accounts.

Date: This field specifies the date of entry. By default, the system displays the current server date
that can be edited using the date picker next to the field.

Posting Date: This field specifies the date on which you want to post the entry. The default value of

this field is the current server date. You can change the date using the date picker next to the field.
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Currency: This field specifies the home currency of the company.

Currency Description: This field displays the description of the currency key. This is a read-only field.
Narration: Use this option to define any additional information with the opening balance entry.
Grid Fields:

This grid also helps you to drill down to the specific record with the attached link arrow present with
the Account No field.

Difference Total Debit Total Credit

Action Account No # Description Dr. Amo.. Cr.Amo.. Project ‘Work Center Doc No. Vendor-Customer Doc Date
] %/ 0000000000 150,00 Q Q o3/25/200 B
) 3| 0000000000 o 5000 Q Q o3/2s/2000 [

Add Line: Click the Add Line button to insert a row in the grid.
Export Accounts: Select one of the options using the dropdown:

e Export Accounts: Click this option to export the accounts into an excel sheet that you can

import further if required.

e Import Balance: Click this option to import account balances from an excel sheet into this

screen.

e Export GL, AP, AR Template: Click this option to export the GL, AP, AR Account in an excel

sheet to fill various account balances manually.

e Import GL, AP, AR Balance: Click this option to import the GL, AP, AR Account from an excel
sheet to update GL, AP, AR Accounts. The imported excel sheet contains manually entered

account balances in the GL, AP, AR template.
Difference: This field specifies the difference of the debit and credit entries.
Total Debit: This field specifies the sum of the debit entries in the grid.

Total Credit: This field specifies the sum of the credit entries in the grid.

Action: Click this button to delete a row from the grid.

Account No: This field specifies the Account Number for which you have done the adjustment (debit

or credit amount).

Account Name: This field specifies the name of the Account Number.
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Description: This field specifies the description for the Account Number.
Dr. Amount: This field specifies the debit amount for the specified account.
Cr. Amount: This field specifies the credit amount for the specified account.

Dimensionl...5: This field caption is obtained from the description defined for the dimension on the
Multi-Dimension Setup screen. The lookup attached to the field obtains the information defined as
the sub-projects for individual dimensions defined on the Dimension Setup Screen. Sub-projects
configured in the line provide Vendor/Customers with multiple views of an expense and revenue

analysis.

Doc No.: This field specifies the document number as specified in the template of the existing open
Invoice/Voucher. The value in this field is editable and you can change it as per the business
scenario. The value in this field is defaulted according to the values as specified in the excel template

file for importing the opening balance data.

Vendor-Customer: This field specifies the Vendor name against AP or Customer name against AR

values as specified in the excel template file for importing the opening balance data.

Doc Date: This field specifies the document date as specified in the template of the existing open
Invoice/Voucher. The value in this field is editable and you can change it as per the business
scenario. The value in this field is defaulted according to the values as specified in the excel template

file for importing the opening balance data.
4.1.6.3 Entering Opening Balance

1. Open the Opening Balance Entry dashboard.

2. Click the + Add Entry button to open the Opening Balance Entry screen.

3. Enter or select the date for the journal entry using the date picker next to the Date field.
4. Select the currency using the lookup next to the Currency field.

5. Enter a narration if required.

6. Enter or select the posting date for the journal entry using the date picker next to the

Posting Date field.
7. Click the Add Line button to insert a row in the grid.

a. Inthe Account No field click the lookup to select the account. The system will display all

the accounts maintained in BatchMaster WEB.
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b. On selecting the Account, the account name details are defaulted to the Account Name
field.

c. Enter any additional information in the Description field.
d. Enter the Debit / Credit amount in the respective Dr. Amount and Cr. Amount field.

e. Based on the debit and the credit entry along with defined accounts, the system will
calculate and display the difference and total amount that has been credited or debited

in their respective fields.

f. Enter the value for the defined dimensions (the fields will be displayed only if you have

any active multi-dimension.)
g. Enter the document number if not defaulted from the excel template sheet.
h. Enter the vendor/customer name if not defaulted from the excel template sheet.

i. Enter the document date in the Doc Date field if not defaulted from the excel template

sheet.
8. Click Save button to save the record.

@ In order to save the opening balance entry, the Dr. Amount must be equal to the Cr. Amount.
4.1.6.4 Importing Balance

1. Open the Opening Balance Entry screen.

2. If you have your opening balance details in excel format, you can import the account

balances using the Import Balance button.
3. Click the Import Balance button.
4. Locate the Excel file on the displayed window.
5. The system will import the balances and display them on the grid section.

6. Click Save button to save the record.
4.1.6.5 Exporting Accounts

1. Open the Opening Balance Entry screen.

2. To export the accounts for debit and credit amount entries for your General Ledger

functions, click the Export Accounts button.
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3. On the Save window, enter the file name and click Save.
4. The system displays a confirmation message.

5. The system exports the Account name details to an Excel file where you can enter the

amount against each individual account, and then import it again.
4.1.6.6 Special Functions

Assign Dimension ID: Click this button to associate a dimension with the Journal Entry.
Clicking the button will display the Assign Dimension ID window with which you can choose

the product. The system will obtain all the dimensions maintained via the Dimension Setup

screen. If you have defined the dimension using this option, the system will default the value

in the journal entry lines.

@ Hold: Click this button to hold a new Opening Balance entry. Once clicked, the status of the
entry changes to Hold. Remember that only entries with a NEW status can be put on HOLD.

Release: Click this button to release the entry which is on HOLD.

Void Transaction: Click this button to declare the transaction as invalid.

Post: Click this button to post the Opening Balance entries. Once posted the status of the

opening balance entry is changed to POSTED.
4.1.7 POST To GL

BatchMaster WEB transactions, which have not yet been posted to finance, can be uploaded

manually from this screen.

Go To: General Ledger - GL Transaction - POST to GL.
4.1.7.1 POST To GL screen

To manually upload BatchMaster WEB transactions, click the POST to GL option from the main
menu. The system displays the POST To GL screen.
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Post To GL - u P
Transaction Type ‘aucher ~
From Transaction Q Ta Transaction Q
Start Date 01/01/22 i} End Date. 07/09/23 i

] veucher No. vendar Key Vendor Name Voucher Date Terms Key Discount PO No. Voucher Total

1100864 “VEN_SAN VE N P10 0 KA007881 140

Screen Fields:

Transaction Type: This field specifies the type of transaction that you want to update as one of:

e Voucher
e Invoice
e Debit Note

e Credit Note

From Transaction: The lower limit of the transaction number range used to filter transactions for

posting.

To Transaction: The upper limit of the transaction number range used to filter transactions for
posting.

Start Date: The lower limit of the date range used to filter transactions for posting.
End Date: The upper limit of the date range used to filter transactions for posting.
4.1.7.2 Updating Selected Transaction(s)
1. Openthe POST To GL screen.
2. Select the type of transaction as one of:
e Invoice

e Voucher
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e Debit Note
e Credit Note

3. Inthe From Transaction and To Transaction fields, enter the lower and upper limits,

respectively, of the transactions for which you need to update finance entries.

4. Inthe Start Date and End Date fields, enter the lower and upper limits, respectively, of the

date range for which you need to update finance entries.

5. Click the Process button to get the list based on the selected filter criteria, the system

displays records in the grid.

Post To GL - E 2 x
Transaction Tupe

B End Date

Voucher No. Vendor Key Vendor Name Voucher Date Terms Key Discount t PO No. Voucher Total

Process Post  Close

6. Select the desired record(s) to post the GL transactions.

7. Click the Post button. After successful posting of GL transaction, the system displays a

message as shown below:
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4.1.8 Post Transaction

Voucher Update Report
Voucher No S

tatus

Transaction Ne.-
YAQD86  Update:

Finance Batch Number -

1100848 Success
d Successfully
YADDBS

BatchMaster WEB transactions, which have not yet been posted to finance, can be uploaded

manually from this screen.

4.1.8.1 Post Transaction Screen— Add Mode

Go To: General Ledger = GL Master = Post Transaction.

To post transactions manually to your BatchMaster database, click on the Post Transaction option

from the main menu. The system displays the Post Transaction screen, where you can upload the

transaction.

Post Transaction

Type
From Voucher Ho

To Vioucher No

Woucher

31z

o

Process

Vendor Key 2345

Vendor Key REAL FODD

Post Close
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Type: This field specifies the type of transaction that you want to update as one of:

a. Voucher
b. Invoice
c. Debit Note

d. Credit Note

Voucher is selected in the Type field:

Type Voucher v
From Voucher No. 274 Q Vendor Key #00

To Voucher No 344 Q Vendor Key REAL FOOD

From Voucher No: The lower limit of the voucher range used to filter transactions for posting.
Vendor Key: This field displays the associated vendor key. This is a read-only field.

To Voucher No: The upper limit of the voucher range used to filter transactions for posting.
Vendor Key: This field displays the associated vendor key. This is a read-only field.

Invoice is selected in the Type field:

Type nvaice -

From Tran No n Q Customer Key LAXM!

To Tran No 204 Q Customar Key WWALMART

From Tran No: The lower limit of the transaction range used to filter transactions for posting.
Customer Key: This field displays the associated customer key. This is a read-only field.

To Tran No: The lower limit of the transaction range used to filter transactions for posting.
Customer Key: This field displays the associated customer key. This is a read-only field.

Debit Note is selected in the Type field:

Type
From Vouchar No Q Vendor Kay

To Voucher No Q Vendor Key

From Voucher No: The lower limit of the voucher range used to filter transactions for posting.
Vendor Key: This field displays the associated vendor key. This is a read-only field.
To Voucher No: The lower limit of the voucher range used to filter transactions for posting.

Vendor Key: This field displays the associated vendor key. This is a read-only field.
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Credit Note is selected in the Type field:

Type Gredit Note v

From Tran No 15 Q Customer Key TASTY BITE

o

To Tran No 128 Customer Key Laxmi Enterprises

From Tran No: The lower limit of the transaction range used to filter transactions for posting.
Customer Key: This field displays the associated customer key. This is a read-only field.
To Tran No: The lower limit of the transaction range used to filter transactions for posting.

Customer Key: This field displays the associated customer key. This is a read-only field.

4.1.8.2 Posting Voucher / Invoice / Debit Memo / Credit Memo

1. Open the Post Transaction screen.

2. Select the transaction type that you want to update as one of:

a. Voucher
b. Invoice
c. Debit Note

d. Credit Note

3. Depending upon the above selected option in the Type field, specify the

Voucher/Transaction Number range using the lookup next to their respective fields.
4. Click the Process button. The system displays records as per the above selected range.

5. Select the desired row(s) in the grid.
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Post Transaction E P
Type Invoice v
From Tran No 40 Q Customer Key HOME CORP
ToTran No 62 Q Customer Key STARS
O TranNo CustKey Custname InvDate Ship To Taxinvtot Freightamt DocTot TotalTax FinTranNo POSTTF
40 HOME CORP Home Corporations 06127/18 0 4000 0 CAD
41 HOME CORP Home Corporations 06/27/18 0 5000 0 CAD
62 STARS Stars Corporations 02/20/20 0 1606.06 0 usD

6. Click on the Post button to post the entries.

4.1.9 Process Year End

Use this screen to move the Income and Expense for the period into the retained earnings account.

Go To: General Ledger = GL Transaction = Process Year End.
4.1.9.1 Process Year End Screen — Add Mode

To move the Income and Expense for the period into the retained earnings account to your
BatchMaster Web database, click the Process Year End option from the main menu. The system

displays the Process Year End screen, where you can process the transaction.

Process Year End - E 2 x

Fiscal Yoar * Q

Process Mode
Ratain Eaming Accounts

Account Key Description

(u] 5539000000 Retained Eaming
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Screen Fields:
Fiscal Year: This field specifies the year for which you want to process the year end.

Process Mode: Select any option to process the year end. If Trial is selected, the system will not

update the account entries, whereas for Final the system will update the Retain Earning Accounts.

Retain Earning Accounts Section

Select: Mark / Unmark the checkbox to select the Retain Earning Account row.
Account Key: This field specifies the account number of the retained earnings account.

Description: This field specifies the name of the account number.

4.1.9.2 Processing a Year Ending

1. Open the Process Year End screen.

2. Select the year for which you want to process year end, in the Fiscal Year field. The lookup

attached to the field will retrieve all periods maintained in BatchMaster Web.

Fiscal Year x

Sedarch Total Records © 5 W
Drog a colurmn header and drop it here to group by that column

FiscdlYedr FiscYedrStariDate FiscYedrEndDate

2020 o1/0/20 MM2/20

2071 o1/00/21 AN

2027 o1/01/22 wA2/22

2073 01/07/22 30/06/23

2025 0/01/25 A28

3. On selecting the fiscal year, the system will list all the Retain Earning Accounts details in the

grid.

4. Select the row and click the Process button. The system will process the year end and display

the report as shown below:
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4.2 GL Reports

4.2.1 Account Master Report

Use the Account Master Report to list the details of existing accounts in BatchMaster WEB.

Go To: General Ledger = GL Reports = Account Master Report.

Click the Account Master Report option from the main menu,the system displays the Account Master

Report window.

Account Master Report

Parameter
From Country

Ta Country

From Region

To Region

From State

To State

From Department
To Department
From Account Key

To Accaunt Key

002

RPN R PN - |

From Country Description UsA
To Country Description
From Region Description Defautt
To Region Deseription

From State Description Delhi

To State Description

From Department Description

To Department Description

From Account Key Description Bank Account

Ta Account Key Description

The screen will display labels in accordance with the segments created. You can choose the

lower and upper limit of the fields for which you want to print the report.

4.2.1.1 Generating an Account Master Report
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Open the Account Master Report window.

Specify the name in the Parameter field and save the selected range into a database so that it
can be recalled again later. Next time, to print the report, you can select the saved parameter

using the Parameter field dropdown.

In the From Country and To Country fields, enter the lower and upper limits of the cost center

respectively, for which account details should be displayed on the report.

4. Inthe From Region and To Region fields, enter the lower and upper limits of the cost center

respectively, for which account details should be displayed on the report.

In the From State and To State fields, enter the lower and upper limits of the cost center

respectively, for which account details should be displayed on the report.

In the From Department and To Department fields, enter the lower and upper limits of the

departments respectively, for which account details should be displayed on the report.

In the From Account Key and To Account Key fields, enter the lower and upper limits,

respectively, of the accounts for which account details should be displayed on the report.

e C(Click the Process button to view the Account Master Report - Detail.

Account Master Report - Detail x

BB e

Account Key Account Deseription Account Group Account Type

e C(Click the Print button to generate the report.
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=  Account Master Report

Print Date Time 10-19-2022 11:35

ACCOUNT MASTER REPORT

Food Corporation Pvt. Ltd

K ipti Account Group AccountType
0100002Y401221 USA Default Delhi Default Cash And Bank Assels
0103003Y4CASHI Indirect Expenses Expenses
0133CALO211111 USA Bank Charges Other Receivables Assets
11020030410200 CASH Debitors Indirect Expenses. Expenses

1t Indireet Expenses Expenses

i Indirect Expenses Expenses
32224410100 CASH Operating Account Indirect Expenses Expenses
CASH Debitors Indirect Expenses Expenses
11332224410300 CASH Petty Cash Indirect Expenses Expenses
1133222441100 Bank Account Other Receivables Assets
11332224412100 A/REC Trade Receivables Assets
4412200 A/REC Trade Notes Receivable Receivables Assets
1133222412300 A/REC Installment Receivables Receivables Assets
1133222412400 A/REC Retainage Withheld Receivables Assets
1133222412500 A/REC Allowance for Uncollectible Accounts Receivables Assets
1133222413100 INV - Reserved Inventory Assels
INV — Work-in-Progress Inventory Assets
INV - Finished Goods Inventory Assets
INV - Unbilled Cost & Fees Inventory Assets
1133222413500 INV - Reserve for Obsolescence Inventory Assets
1332224414100 PREPAID - Insurance Other Current Assets Assets
1133222414200 PREPAID - Real Estate Taxes Other Current Assets Assets
1133222414300 PREPAID — Repairs & Maintenance Other Current Assets Assets

4.2.2 Accounts Where Used Report

If an account has been used anywhere in BatchMaster WEB (on Masters or in generating GL

transactions), this report will show that.
Go To: General Ledger = GL Reports = Account Where Used Report.

Click the Accounts Where Used Report option from the main menu,the system displays the Accounts

Where Used Report window.

Accounts Where Used Report

Porameter

Accounts From Q
Accounts To Q
Master Screens ALL -
Transaction Screens ALL v
Date From 2022/10/19 a
Date To o I

Process

4.2.2.1 Generating an Accounts Where Used Report
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1. Open the Accounts Where Used Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Use the lookup next to the Accounts From and Accounts To fields to enter the lower and
upper limits, respectively, of the range of accounts to be filtered and displayed on the

Accounts Where Used Report.
4. Select the Master screen name using the drop down next to the field.
5. Select the Transaction screen name using the drop down provided next to the field.

6. Use the lookup next to the Date From and Date To fields to enter the lower and upper limits,
respectively, of the range of dates to be filtered and displayed on the Accounts Where Used

Report.
7. Click the Process button to generate the report.

An example of a generated Accounts Where Used Report is provided below:

= e30f806a-139f-409e-af8f-f365004879F

Account Key
GeneralLedger (Account)

JE082001102
BOCTI6142

VG276 3
0B-2042

4.2.3 Balance Sheet

Use Balance Sheet report to generate a statement / summary of financial balances with previous one

year or two years comparison.

Go To: General Ledger > GL Reports = Balance Sheet.
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Click the Balance Sheet option to open the Balance Sheet window. On the Balance Sheet window,

filtering parameters can be used to define the scope for processing the report.

Balance Sheet B ? x

Parameter

o]

DD,0.0DDDDwn

As On Date Comparison

Fram Country From Country Description
To Country From Country Description

From Region Description

From Region

From Region Description

Ta Region

From Stote From State Dest

To State From State Des

From Department

To Department

RLY, The From and To field captions are dependent on the segments defined for the company using

the Account Segment Setup screen available under the Setup m—)Finance Setup section.

Here we have defined four segments as Country, Region, State and Department.

4.2.3.1 Generating Balance Sheet Report

1. Open the Balance Sheet window.

2. Enter a name in the Parameter field to save the selected Range into a database so that it can
be reused later. Next time, to print the report, you can select the saved parameter using the

dropdown next to the field.
3. Select the date in the As On Date field using the date picker next to the field.

4. Select one of the options from Previous One Year or Previous Two Year as report printing

criteria in the Comparison field using the dropdown next to the field.

@ By default the selected option is No Comparison. You can print the report without changing

the default criteria (if required).

5. Use the lookups next to the From Country and To Country fields to enter the lower and
upper limits, respectively, of the range of countries to be filtered and displayed on the

Balance Sheet report.
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The system will obtain the values (Country, Region, State, and Department) as defined on

the Account Segment Setup screen available under the Setup B—)Finance Setup section.

Use the lookups next to the From Region and To Region fields to enter the lower and upper
limits, respectively, of the range of regions to be filtered and displayed on the Balance Sheet

report.

Use the lookups next to the From State and To State fields to enter the lower and upper
limits, respectively, of the range of states to be filtered and displayed on the Balance Sheet

report.

Use the lookups next to the From Department and To Department fields to enter the lower
and upper limits, respectively, of the range of departments to be filtered and displayed on

the Balance Sheet report.

Click the Process button to generate the report.

An example of a generated Balance Sheet report is presented below. You can export the displayed

data in an excel sheet/PDF file by clicking the Export to Excel / Export to PDF icons.

Balance Sheet As on Date 18-Oct-2022 X

ccccc it 2022

B

4.2.4 Budget Dashboard

Use this dashboard to view budget data that will be filtered and displayed according to the selected

criteria. This dashboard is provided to view the actual values against the budgeted values with their

respective variances and variance percentages. The data is displayed on the dashboard for selected
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Go To: General Ledger = GL Reports = Budget Dashboard.

Budget Dashboard E P

Period Selection

L L O O HL HL HOLHL L DL

4.2.4.1 Retrieving Data on Budget Dashboard

1. Open the Budget Dashboard window.

2. Enter a name in the Parameter field to save the selected range into a database so that it can
be reused later. Next time, to retrieve the Budget Dashboard data, you can select the saved

parameter using the dropdown next to the field.

3. Use the lookup next to the Budget Key field to enter the budget key for which budget data is
to be displayed on the dashboard.

4. The system defaults the fiscal year associated with the budget key in the Fiscal Year field.

This is a read-only field.

5. Click the Period Selection button to select Sub Key and period(s). The system displays the

Period Selection screen.
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Period Selection x

Sub Key Q

Period No. Begin Date End Date

/2.

cagoao o <‘.,;.

AR EEAn

6. Select sub key using the lookup next to the Sub Key field. Lookup attached to this field will
display all the subkeys maintained on Sub Key field of the Budget Maintenance screen.

Leaving this field blank has the same effect as selecting all available values, respectively.

@ You can either select a sub-key, an account range, or both. In case you select both,

then only those accounts that fulfill both criteria will be displayed.

e Select the periods using the Select checkbox.

e C(Click Select All/UnSelectAll button to mark/unmark all checkboxes for period

selection.
7. Click OK button.

8. Use the lookups next to the From Country and To Country fields to enter the lower and
upper limits, respectively, of the range of countries to be filtered and displayed on the
budget dashboard. Leaving this field blank has the same effect as selecting the first and last

available values, respectively.

9. Use the lookups next to the From Region and To Region fields to enter the lower and upper
limits, respectively, of the region of accounts to be filtered and displayed on the budget
dashboard. Leaving this field blank has the same effect as selecting the first and last

available values, respectively.

10. Use the lookups next to the From State and To State fields to enter the lower and upper
limits, respectively, of the range of states to be filtered and displayed on the budget
dashboard. Leaving this field blank has the same effect as selecting the first and last

available values, respectively.
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11. Use the lookups next to the From Department and To Department fields to enter the lower
and upper limits, respectively, of the range of accounts to be filtered and displayed on the
budget dashboard. Leaving this field blank has the same effect as selecting the first and last

available values, respectively.

12. Use the lookups next to the From Account Key and To Account Key fields to enter the lower
and upper limits, respectively, of the range of accounts to be filtered and displayed on the
budget dashboard. Leaving this field blank has the same effect as selecting the first and last

available values, respectively.
13. Click the Process button to view comparison data in the grid fields.
An example of generated data on the Budget Dashboard is shown below:

Budget Dashboard n 7 x

SubKey Acct Description  Budgetkey SeqNum  P1Budgetdmount PlActualamount P1Voriance P1Variance® P2 BudgetAmount P2 Actualdmount P2 Variance P2 Variance’ P3BudgetAmount P35 Actvaldmount  P3 Varic

4.2.5 Dimensions Report

Use this report to view created dimensions using Dimensions Setup Screen and processed transaction

with dimension ID.
Go To: General Ledger = GL Reports = Dimensions Report.

Click the Dimensions Report option to open the Dimensions Report window. On the Dimensions Report

window, filtering parameters can be used to define the scope for processing the report.
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Dimensions Report n ?

Parameter n

Multi-Dimensional 1D Q Dimension 5

From Dimension ID Q 03

To Dimension ID Q

From Apply Date N7/01/01 B

To Apply Date 2022/10/19 B

Process  Close

4.2.5.1 Generating Dimensions Report

1. Open the Dimensions Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
3. Use the lookup next to the Multi-Dimensional ID field to enter multi-dimensional id.

4. Use the lookups next to the From Dimension ID and To Dimension ID fields to enter the
lower and upper limits, respectively, of the range of dimension IDs to be filtered and

displayed on the report.

5. Enter the apply date range for filtering the data in the From Apply Date and To Apply Date
field.

6. Click the Process button to generate the report.

An example of a generated Dimension Report is provided below.
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=  Dimension Report

Dimension Report 05-19-2022
Food Corporation Pyt. Lid.

MultiDimension Key Dimension ID Description Expenses Revenue Assets Liability

Dimension Five BME Onlinc BME Project 0.00 140.00 6.692.9% 0.00

Selection Criteria :
Multi-Dimensional 1D Dimension 5

From Dimension 1D

To Dimension 1D BME Online

From Posting Date 01-01-18 To Posting Date 01-01-18

4.2.6 Income Statement Report

Use this report to generate the income statement for a selected period with previous one year or two

years comparison.
Go To: General Ledger = GL Reports = Income Statement.

Click the Income Statement option to open the Income Statement window. On the Income Statement

Report window, filtering parameters can be used to define the scope for processing the report.

Income Statement E 2 x

- o

From Dote 2018/01/01 & To Date. 2022/10/18 =
comparison No Compariso v

From Country o Q To Country Q
From Region Q To Region Q
From State ACTFIN Q To State Q
From Department T4 Q To Department Q
Shaw groups with zero balance

The From and To field captions are dependent on the segments defined for the company using

the Account Segment Setup screen available under the Setup méFinance Setup section.

Here we have defined four segments as Country, Region, State and Department.

4.2.6.1 Generating an Income Statement Report

1. Open the Income Statement Report screen.
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2. Enter a name in the Parameter field to save the selected Range into a database so that it can
be reused later. Next time, to print the report, you can select the saved parameter using the

dropdown next to the field.

3. Use the lookups next to the From Date and To fields to enter the lower and upper limits,
respectively, of the range of dates to be filtered and displayed on the Income Statement

report.

4. Select one of the options from Previous One Year or Previous Two Year as report printing

criteria in the Comparison field using the dropdown next to the field.

@, By default the selected option is No Comparison. You can print the report without

changing the default criteria (if required).

5. Use the lookups next to the From Country and To Country fields to enter the lower and
upper limits, respectively, of the range of countries to be filtered and displayed on the

Income Statement report.
The system will obtain the values (Country, Region, State, and Department) as defined on
the Account Segment Setup screen available under the Setup m—)Finance Setup section.
6. Use the lookups next to the From Region and To Region fields to enter the lower and upper

limits, respectively, of the range of regions to be filtered and displayed on the Income

Statement report.

7. Use the lookups next to the From State and To State fields to enter the lower and upper
limits, respectively, of the range of states to be filtered and displayed on the Income

Statement report.

8. Use the lookups next to the From Department and To Department fields to enter the lower
and upper limits, respectively, of the range of departments to be filtered and displayed on

the Income Statement report.

9. Check the box Show groups with zero balance to include all account groups in the report
even if they have a zero balance. Leave it unchecked to exclude Groups with zero balances

from the report.
10. Click the Process button to generate the report.

An example of a generated Income Statement report is presented below.
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Income Statement
Particulars
Direct Expenses
Suspense Ac
cocs

Purchose Accounts

Amount

0.00000

0.00000

Particulars

ki test hhh

Sales Accounts

3

Amount

4.2.7 Journal Enquiry

Use this Journal Enquiry report to view posted transactions against any Vendor or Customer.

Go To: General Ledger > GL Reports = Journal Enquiry.

Click the Journal Enquiry option from the main menu, the system displays the Journal Enquiry window.

Journal Enquiry

Journel Batch Series

Journcl No

Total Credit

Account No.

Account Name

Bank of Mo

State Bank of India

Description

Dr Amaunt

Filter

Status

Posting Date

Narration

Tatal Debit

€r Amount

E X
Posts v
Posted
2
100000000

4.2.7.1 Generating a Journal Enquiry

Select the Journal Batch Series using the lookup next to the field to view a specific record. All the other

fields will be defaulted with data from that record.
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4.2.8 Journal Register
The Journal Register report displays all the journal vouchers that have been posted.
Go To: General Ledger = GL Reports = Journal Register.

Clicking on the Journal Register option from the main menu, the system displays the Journal Register

window.

BMEWES EX © ¢ * + 2 A=eDH

Journal Register g ?
Parameter n

From Date
To Date

From Account Key

D O B

To Account Key

Process Close

4.2.8.1 Generating a Journal Register Report

1. Open the Journal Register window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Inthe From Date and To Date fields, enter the lower and upper limits, respectively, of the

date for which journal details should be displayed on the report.

4. Inthe From Account Key and To Account Key fields, enter the lower and upper limits,

respectively, of the account for which account details should be displayed on the report.
5. Click the Process button to generate the report.

An example of a generated Journal Register is displayed below:

27040-04092024-V01 BatchMaster Web — Finance User Guide 261



= 6771b8f9-e255-485f-9ffc-43371fbbadbs

Journal Register
Food Corporation Pvt. Ltd.

From Date [01-01-18) To [01-04-22)
Account No. 100000000012100)
c e [ARREC Trade]

Particulars «  BatchNo g Runaing Balance

(9103001508021 ] Ex u FVAPLIS
[91030015508001]

[91030015508001]

(00000000012100] A/REC Trade 85200006

[00000000011100) Bask Account A IN619 7 1095092191115 Cr
(00000000012100] A/REC Trade TRMAR220007 109509619111.55 Cr
[91030015508016] Inventory Control Account OM-687 109509619111.55 Cr
PLINT 2:7:217-1734

[91030015508016] Inventory Control Account OM-687 2. 109509619099.55 Cr
PL-RP-FG-7-217-17;

[91030015508016] un OM-687 109509619111.55 Cr

PR-RP- ASSEMBL
[91030015508016] ‘ontrol Accouns OM-688 1095091911155 Cr

PLINT 2.7:217-1735
[91030015508016) Invent OM-688 2 109509619099.55 Cr
PI-RP-FG-7-217-1735

[91030015508016] Inventory Co OM-688 2 109509619111.55 Cr

4.2.9 Ledger

Ledgers are the primary books or files for recording and totaling economic transactions measured in

terms of a financial unit of account by account type, with debits and credits.

Using this Ledger report you can see the overall details of the credits and debits of the specified

accounts.
Go To: General Ledger - GL Reports - Ledger.

Click the Ledger option from the main menu, the system displays the Ledger window.

Ledger E 2 x

Account Group Q Group Description Assets

From Account Key Q Account Deseription

To Account Key Q Account Description

From Date 12/01/2011 B To Date 12/30/202 B
Durotion Detol -

From Project BME Q To Project Q
From Wark Center Dev Q To Waork Center Q
From OptiPro Cake Q To OptiPro Q

4.2.9.1 Generating Ledger Report

1. Open the Ledger window.
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2. Enter the group in the Account Group field.

3. Use the lookups next to the From Account Key and To Account Key fields, enter the lower
and upper limits, respectively, of the range of Accounts to be filtered and displayed on the

ledger report.

4. Use the lookups next to the From Date and To Date fields to enter the lower and upper

limits, respectively, of the range of dates to be filtered and displayed on the ledger report.
5. Select the desired option using the dropdown next to the Duration field.

6. As per the specified dimensions defined within the database, use the lookups next to the
From and To fields to enter the lower and upper limits, respectively, of the range to be

filtered and displayed on the ledger report.
7. Click the Process button to generate the report.

An example of a generated Ledger Report is displayed below:

Ledger From 12/01/2021 To 12/30/2021 x

Account

4.2.10 Transaction Journal Report
Use this report to view transactions (Posted / Un-posted / Both).
Go To: General Ledger = GL Reports = Transaction Journal.

Click the Transaction Journal option from the main menu, the system displays the Transaction Journal

Report window.
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Transaction Journal Report E ? x

‘Apply Date From 2022/10/19 ] Apply Date To 2022/10/19 i

Generating a Transaction Journal Report
1. Open the Transaction Journal Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Mark the type of transaction as Posted/Unposted for which you want to generate the data

on the Transaction Journal Report dashboard.

4. Inthe Apply Date From and Apply Date To fields, enter the lower and upper limits,

respectively, of the date for which transaction details should be displayed on the report.

5. Inthe Transaction No. From and Transaction No. To fields, search and select the lower and
upper limits, respectively, of the transaction for which journal details should be filtered on

the Transaction Journal Report dashboard.

6. Click the Process button. The system displays a Transaction Journal Report dashboard

wherein you can :

a. Drill down to the specific transaction record by clicking the hyperlink within the

Transaction No field.
b. Export the dashboard data in an Excel and PDF formats.
c. Print and filter the dashboard data.

d. Search any character string using the Search textbox.
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Transaction Journal Report a 2 x

Total Debit 3646726271 Total Credit

Date Transaction No Account Key Description Debit Credit Creator Status

7. Click the Close button to close the Transaction Journal Report dashboard.
4.2.11Transaction Report by Dimensions
Use this report to view processed transaction with Dimension ID.

Go To: General Ledger = GL Reports = Transaction Report by Dimensions.

Click the Transaction Report by Dimensions option system displays the Transaction Report by
Dimensions screen. On the Transaction Report by Dimensions screen, filtering parameters can be used

to define the scope for processing the report.

swves EX o+ + ¢ A= eDH
Transaction Report by Dimensions n ?
Multi-Dimensional 1D Dimension Five Q Dimension 5
From Dimensien 1D BME Online Q BME Project
To Dimension ID Q
From Apply Date 2019/01/01 (i}
To Apply Date i

Process  Close
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4.2.11.1 Generating Transaction Report by Dimensions

1. Open the Transaction Reports by Dimensions report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
3. Use the lookup next to the Multi-Dimensional ID field to enter multi-dimensional id.

4. Use the lookups next to the From Dimension ID and To Dimension ID fields to enter the
lower and upper limits, respectively, of the range of dimension IDs to be filtered and

displayed on the report.

5. Enter the apply date range for filtering the data in the From Apply Date and To Apply Date
fields.

6. Click the Process button to generate the report.

4.2.12Trial Balance

Use this Trial Balance report to generate a report of all the general ledger accounts contained in

BatchMaster WEB.
Go To: General Ledger = GL Reports = Trial Balance.

Click the Trial Balance option from the main menu, the system displays the Trial Balance window.

Trial Balance E ? x

From Region
From State 00 To State

From Department To Department

o
i}
A P Q Account Description
Q
Q
Q
Q
Q

From Account Key

D Lo L O P

To Account Key
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The From and To fields captions are dependent on the segments defined for the company using the

Account Segment Setup screen.

4.2.12.1 Generating a Trial Balance Report

1. Open the Trial Balance window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Use the lookups next to the From Date and To Date fields to enter the lower and upper
limits, respectively, of the range of dates to be filtered and displayed on the Trail Balance

report.

4. Use the lookup next to the Account Group field to enter the account group for which the

Trial Balance report is to be generated.

5. As per the specified Account Segments defined within the database, use the lookups next to
the From and To fields to enter the lower and upper limits, respectively, of the range to be

filtered and displayed on the Trial Balance report.
6. Click the Process button to generate the report.

An example of a generated Trial Balance report is displayed below:

Trial Balance x

Total Debit 4209933305 Total Credit 4209933305

B Ble

Group Name Account No Account Description Opening Balance Debit Credit Closing Bal...
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4.2.13Update Report

Via the Update Report, you can view in BatchMaster WEB the details of what has been:
e Updated to Finance
e Not updated to Finance
A Prerequisite: Vouchers, Invoices, or GLs should be generated.
Go To: General Ledger - GL Reports -» Update Report.

Click the Update Report option form the main menu, the system displays the Update Report window.

Update Report el

[=]s)

GL/veucher/invoice Inveice Entry ® Youcher Entry O GL Entry ©

Updoted To Finonce

Start Date 05/09/2022

End Dote 03/0%/2022

Journal Batch Series AL v

From

To

4.2.13.1 Generating an Update Report

1. Open the Update Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
3. Select an option (Invoice Entry, Voucher Entry, or GL Entry).

4. To see the records that have already been uploaded to Finance, select the Updated To
Finance checkbox. Alternatively, to see pending records that have not been uploaded to

Finance, leave this checkbox unselected.

5. Enter a date range.
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6. Specify Journal Batch Series using the dropdown next to the field.
7. Enter arange for the records to be viewed.

e If the selected option is GL Entry, then select a Transaction Series. Enter a range for the

Transaction Series by typing or using the associated lookup.

e Toview all GL entries generated during the selected date range, select All under the

Journal Batch Series dropdown.

8. Click the Process button to generate an Update Report.
4.2.14Void Transaction Report

Use this Void Transaction Report to view the void transactions processed from the following screens:

Receipt Entry

e Journal Entry

e Debit Note

e Payment Entry

e Opening Balance Entry
e C(Credit Note

e (Contra Entry

Go To: General Ledger = GL Reports = Void Transaction Report.

Click the Void Transaction Report option from the main menu, the system displays the Void

Transaction Report window.
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BMEWES EX c ¢ + s A=eDH
Void Transaction Report a ?

Parameter n

Receipt Entry
Payment Entry
Contra Entry
Journal Entry
Opening Balance Entry
Debit Note
Credit Note
Salary And Advances
Customer Vendor GL
Banking GL Entry
Transaction Date From 2007/01/0

Transaction Date To

Batch No. From

2O m

Batch No. To

Process Close

4.2.14.1 Generating a Void Transaction Report

1. Open the Void Transaction Report window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.

3. Mark the screens in the Filter Options section from which transactions processed as void

need to be reported.

4. Enter the transaction date range for filtering the data in the Transaction Date From and

Transaction Date To fields.

5. Select the batch number range for which the report needs to be generated in the Batch No.
From and Batch No. To fields.

6. Click the Process button to generate the report. The system generates the Void Transaction

Report.

= Void Transaction Report 3 /28 - 00% + [EA">)

VOID TRANSACTION REPORT

Food Corporstion Pyt Lid 10-19-2022 12:14

Batch No Account Key it by et Apply Dt Credit Void No.__ Void Daie

APOIITO0S 0100000005007 Globl Suppliers ayment Gl ABE New Ref 70000010 192017 12004 VG2 ez sss
APDIITO0S 0100000001 5007 M Donsld syl Gl Check APOLITOOS,LB201T $:58632 92017 12004 D000 VG112 1907 S8

APOITOS 0100000005007 Giohal Suppliers e Gl GLOBAL SUPPLIER New iman7 1200 VGne  1nae 3
RetPOADON0L

APOIITOLS [rrr—— Petty Cash Account Fayeaest G APOLITOISITOLA 63501 PM 6000000 VG-119

APO217025 0100000005007 Globsl Seppliers - GLOBAL SUPPLIER Advanc Vo134

APO2IT025 55555555555555 Bk Acomets Check APO217025,2/15/2017 0000000 VG134

APo2ITO2T 0100000005007 Giohal Suppliers ert SL0BA o 2202017 124 VeI 2200017 2
AP217027 9103001020003 Bank Accoust Payment GL heck APO21 702 2202017 12 00000 VO3S 2202007 2
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4.3 Payroll

4.3.1 Employee Master

The Employee Master Details screen lets you create and maintain an employee’s basic information,
which is useful for the company’s HR payroll system. A unique employee code is created, attached to
an employee’s bank account number and its department. You can specify an employee record status
as active or inactive. Employees’ records having an Active status indicates they are currently

working, the system processes payroll activities for active employee records.
Go To: General Ledger - Payroll 2> Employee Master.
Mandatory Inputs:
Data should be maintained on the following screens before creating an employee master record:
e Department Master

e Account Master
4.3.1.1 Employee Master — Dashboard

You can create and maintain employee’s basic information from this dashboard. By default, the
system displays all the existing employee records as maintained for your business/company. You can

click on any of the record to view its details.

B Inventory Employee Master

5 A Empioges| [ Acten] [+ serings] o : -
§/ Purchase + Add Employ on| v Settings T W =R

Drag a colu and drop it he

e e
& Quality Control
O Action Employee Code Employee Name Department Account Key Active

8 sales oy ) Mahesh Anjana PUR 152224464000 InActive

&3 Finance

ugoaugo

Configuration

@ Customization

@ Accounts Payable
) Accounts Recaivable
@ General Ledger

[H8 Bank/Cash

& RandD

& BoM

#8 Production

@® Costing

B4 ps /MBE
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The Employee Master dashboard contains many elements that occupy 100% of the browser window.
Resizing the window will resize the elements to fit. The elements can be rearranged, i.e., docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:

e Copy an existing record to create new one

e Delete selected record(s)

After you select all the columns of the Employee Master dashboard, the middle grid displays the

selected columns.

& = svemR ED ¢ ¢+ * + % ASeDH
g Inventary Employee Master

§/ Purchase Action, v Settings ¥ Ml B @ @

and drog it here to group by that column
E Quality Control )
C]  Action Employee Code Employee Name Department Account Key Active RecUserid

S Sales ] Copu v 2 Mahesh Anjona

O e ECO%0 J Shukla
T copye MPO Mahesh Anjanc
J

2 Finonce

PLA
PUR
[% Configuration

@ Customization

@ Accounts Payable
@ Accounts Receivable
@ General Ledger

[{$ Bonk/Cash

& Rand D

5 BOM

#H Production

@ costing

The Employee Master dashboard provides a clear vision of the created records in a read-only mode.

You can view the records as per the number of items per page specified.
4.3.1.2 Employee Master Details Screen — Add Mode

To add a new Employee Details record to your BatchMaster WEB database, click the +Add Employee
button. The system displays the Employee Master Details screen, where you can create a new
record.
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Employee Master Details E 2 x
Employee Code * 0O |emeoo Employee Name *

Account Key D 332224464000 Q
Deportment PUR Q Department Description

Mew Copy Save Delete Search Close

Screen Fields:

Employee Code: This field specifies the unique identifier code of an employee. This is a mandatory
field.

Employee Name: This field specifies the employee’s name. This is a mandatory field.

Account Key: This field specifies the employee’s account number entered by typing or selecting via

the associated lookup. This is a mandatory field.

Account Description: This field displays the description associated with the account key. This is a

read-only field.

Department: This field specifies the department of an employee. Use the lookup provided next to
the field to select the department. The lookup window list all the department records which are

maintained via the Department Master screen.

Department Description: This field displays the description associated with the department. This is a

read-only field.

Active: Mark/Unmark Active checkbox, to set the status of an employee as Active/Inactive.
4.3.1.3 Creating an Employee Record
1. Open the Employee Master dashboard.

2. Click the + Add Employee button, the system displays Employee Master Details screen.

3. Enter the unique employee identifier code of the employee in the Employee Code field. This

is a mandatory field.
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4. Enter the complete name of the employee in the Employee Name field. This is a mandatory
field.

5. Select the account key by using the lookup next to the Account Key field. This is a mandatory
field.

6. Select the employee’s department by using the lookup next to the Department field.
7. Mark/Unmark the Active checkbox, to set the status of an employee as Active/Inactive.

8. Click the Save button to save the record.
4.3.2 Salary And Advances

The Salary and Advances screen lets you manage employee advance/salaries and disburse their
advance/salary to their bank accounts. Using this screen, you can process un-posted salary records
and generate reverse GLs, if required. You can post only those GL entries for which the employee

records are processed.

The employee related journal entries can be saved on a system local drive/ network at specific
location, by exporting them to an Excel® sheet. The saved Excel® sheet is editable, you can make the
changes and also enter new employee related journal entries, which can then be imported to the
Salary and Advances screen if needed. After successfully importing an excel sheet to the Salary and

Advances screen, on posting it the system will accordingly update the BatchMaster WEB database.

If the dimensions defined on the Multi-Dimensional Setup screen are set to active then the defined
dimensions can be applied with Journal Entry at line level. The grid automatically appends the
projects defined with the dimension as separate columns so you can manage the account entries

individually in relation to the projects.
Go To: General Ledger - Payroll 2> Salary and Advances.
Mandatory Inputs:
Data should be maintained on the following screens before processing Salary and Advances.
e Finance Series
e Currency Master (Currency conversion should be defined for the used currency)

e  Employee Master

4.3.2.1 Salary And Advances — Dashboard
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You can manage employee advance/salaries and disburse their advance/salary to their bank
accounts. from this dashboard. By default, the system displays all the existing records as maintained

for your business/company. You can click on any of the record to view its details.

& p—— EX : o < + 6 A= wEE
Salary And Advances X Cleor Filters — Filter
) Doshboard
Unposted Entry (0) Posted Entry (83)
@ Comman
+ add Sclary And Advances. ¥ Action ¥ Settings Y Ml B B (@
fff Inventory Drog @ column heeder and drop it here to group by that column
= Action Journal No Date Pasting Date Status Narration
§/ Purchase
. Fr - ES20010087 POSTED ges
uality Contral
& Quelny Frint = E52001008 123
& Sales 0 Printw E52001009% POSTED .
Printw ES20010101 OSTED 123
T Finance =
Print = £520010100 OS5 2
[% Canfiguration 7 | rmie €52 o d
@ Customization L Pt Lezoon o 2
O Printw E52001 C
@ Accounts Payoble
Print = £52001 2
@ Accounts Receivable [ | Printw ES2001
0 | Printw E52001
@ General Ledger
O  printw S2( 123
(38 Bonk/Cash O | printw £52001 OSTED 2
& Rand D O | print~ £52001 SSTED .
ol F - ES200
& Bom
Frint = £52001 OSTE

The Salary & Advances dashboard contains many elements that occupy 100% of the browser

window. Resizing the window will resize the elements to fit. The elements can be rearranged, i.e.,

docked, resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:

e Copy an existing record to create new one

e Print selected record(s)

e Delete selected record(s)

By default, this dashboard displays NEW status records. You can click on any of the Posted Entry/
Unposted Entry buttons to filter the records accordingly.

27040-04092024-V01 BatchMaster Web — Finance User Guide 275



Salary And Advances 2 Cloor i =

i Doshboord
@ Common

+ Add Salary And Advances| |+ Action| ¥ Settings|[Y Ml @ B[ @ Seor
&ffj Inventory Drog a column header and drop it here to group by that column

[ Action Journal No Date Posting Date Status Narration
B/ Purchase

L pantw ES20010087 201/07/02 POSTED g

uality Control

& quaiy [ Prirt = ES2001008¢ POSTED 1239
8, sales [ printw ES20010099 POSTED o

[ | printw ES2001010 POSTED 123
& Finance

[ Pt = ES20010100 20m/07/02 SOSTED 125
[E% Configuration 0 | it 520N 20m/00M FOSTED «d

[ Frint = ES2001 123
@ Accounts Payoble

[ prnt= ES20010098 FOSTED 123
@ Accounts Receivable O printw POSTED

[ Print = £52001008 POSTED
@ General Ledger

O print = £52001 POSTED 123
(18 Bonk/Cash O Pt £52001 POSTED 123
& RandD L | printw S FOSTED 123

0 printw ES2001 FOSTED
g5 BOM

O prir ES2001 2020410,

After you select all the columns of the Salary And Advances dashboard, the middle grid displays the
selected columns.

& = ik EENEN c ¢ * +*AaSeDH

Salary And Advances % Cleor Filters | = Filter
#y Doshboard
@ common —
+ Add Solary And Advances  Action v Setings Y Ml (B B @
gl inventory Drog a column header ond drop it here to group by thot column
Action Journal No oate Posting Date Status Narration RecDate RecuseriD
& Purchase . . - . S =
& Quolity Control Print = POSTED 2020/08/03 AD
- D RD
&a Sales
Print v OSTED AD
T Finance Printw o RD
Prini+ OSTE RD
[EZ Configuration
v E: 0 2020/07/2 . RD
@ customization Print v ES200100: 2020/07/24 RD
@ Accounts Payable Print » D RD
Print w POSTED RD
@ Accounts Receivable
- 20, RD
@ General Ledger Print = POSTED 2020/07/24 RD
- RD
({8 Bank/Cash
Printw 2020/07/24 OSTED 2020/07/24 RD
ARondD
- 202 D
Heom Print = ES20010039 POSTED RD
- . 200 2 an

The Salary And Advances dashboard provides a clear vision of the created records in a read-only

mode. You can view the records as per the number of items per page specified.
4.3.2.2 Salary And Advances Screen — Add Mode

To add a new salary and advances record to your BatchMaster WEB database, click the +Add Salary
And Advances button. The system displays the Salary And Advances screen, where you can process

un-posted salary records and generate reverse GLs, if required.
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Salary And Advances

wmal No

Action
w3 Q
W e Q

Employee ID Employee Nome  Account No.

Cr. Amount Project Row 2 row3 Row 2 Dimension Five

Screen Fields:

Journal No: Use this system generated field to view the sequence of Salary and Advances payments.

Each newly created record is assigned a new record number generated on saving the record. The

generated number depends upon the series as defined on the Finance Series screen for Salary and

Advances type. It is an auto generated number that is incremented each time you save a new record.

The next generated number is the next free number available for the series.

Status: This field specifies the status of the Salary and Advances screen. The available options are:

o NEW: The status indicates that the entered journal entries are new and are ready to post. A

new status entry can be transferred to hold if required.

e HOLD: This status means that journal entries are not available for posting. Holds are placed

on journal entries for business reasons. No changes can be made to a journal entry that is on

hold. An entry will stay on hold until released by you. Your business rules should address

how long a hold can be left in place.

e POSTED: This status means that the journal entries have been posted to accounts.

o For a payment to an employee, the system will post to the Salary Expenses

Accounts.

Date: This field specifies the date on which you have created employee related entry information.

The default value of this field is the current server date. You can change the date using the date

picker provided next to the field.
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Posting Date: This field specifies the date on which you want to post the account entries. The default
value of this field is the current server date. You can change the date using the date picker provided

next to the field. This is a mandatory field.

Currency: Use this option to define the currency in which the employee salary/advance is posted.
The lookup attached to the field will retrieve the currencies maintained in BatchMaster WEB. This is

a mandatory field.

@ It is mandatory to define currency conversions if you want to select any other currency.
Currency Description: This field displays additional information for associated Currency.
Generate Reverse GL: Check this option to reverse a journal entry made for any reason.
Reverse GL Date: Select this date to process the reverse GL entry.

Narration: Use this option to enter any additional information with the transaction.

Grid Fields:

This grid helps you to drill down to the specific record with the attached link arrow present within

the Employee ID field.

Export Template Difference Total Debit Total Credit

Action  Employee ID Employee Na..  Account No. Account Name  Description Dr. Amount Cr. Amount Project Row 2 row 3 Row 2 Dimension |

& 3 EMPO0T | Q| | Mohesh Anjona | | 11332 Q Q Q Q
o Fempoa2 @ | Abh a Q Q Q
o] FpsraDs @ | escho Q Q Q Q
o ¥ agHar kU Q| | Abr mar P Qa Q Q Q

Add Line: Click the Add Line button to insert a row in the journal entry grid.

Export Template: Click this button to export the employee journal entries to an excel sheet to fill
various journal details manually or to save the records on a drive. The system will save the exported
excel sheet at the specified location i.e. the location on the hard drive/network where you want to

save the excel file and displays following message:

Difference: This field specifies the difference of the debit and credit entries. The system will not post

the journal entries if there exist any entry in this field.
Total Debit: This field specifies the sum of the debit entries in the journal entry grid.

Total Credit: This field specifies the sum of the credit entries in the journal entry grid.
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Actions: Click the Delete button to delete a row from the journal entry grid.

Employee ID: This field specifies the Employee ID that needs to be paid (Salary/Advance). Use the
lookup provided next to the field to select the Employee ID. The system will list all the Employee IDs

as maintained on the Employee Master screen.

Employee Name: This field specifies the employee name associated with the above selected

Employee ID. This is a read only field and defaulted as you select and tab out the Employee ID field.

Account No.: This field specifies the account number associated with the above selected Employee

ID. This is a read only field and defaulted as you select and tab out the Employee ID field.

Account Name: This field specifies the name of account associated with the account number. This is

read only field and defaulted as you select and tab out the Employee ID field.

Description: This field specifies additional comments for the line record.

Dr. Amount: This field specifies the debit entries in the specified currency as defined above.
Cr. Amount: This field specifies the credit entries in the specified currency as defined above.

Dimensionl...5: This field caption is obtained from the description defined for the dimension at the
Multi-Dimension Setup screen. The lookup attached to the field obtains the information defined as
the sub-projects for individual dimension defined at the Dimension Setup Screen. A sub-project
configured in the line provide Vendor/Customers with multiple views of an expense and revenue

analysis.
4.3.2.3 Maintaining Salary And Advances

1. Open the Salary And Advances dashboard.

2. To add a new record, click the +Add Salary And Advances button.

3. The system displays the Salary And Advances screen.

4. Select the series using the lookup provided next to the Journal No field.

5. Enter or select the date using the date picker provided next to the Date field.

6. Enter or select the posting date using the date picker provided next to the Posting Date field.
7. If required change the currency using the lookup provided next to the Currency field.

8. Enter any additional information in Narration field.

9. Click the Add Line button to add a new line to the grid.
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10.

11.

12.

13.

14.

15.

16.

17

Select the employee using the lookup provided next to the Employee ID field.
Enter or select the account in the Account No. field.

Enter the debit amount against the selected employee in the Dr. Amount field.
Enter the credit amount against the selected account in the Cr. Amount field.

Enter the value for the defined dimensions (the fields will be displayed only if you have any

active multi-dimension.)
Repeat the above steps to add more lines in the grid.
Click Save button to save the record.

. Click Post to process the transaction and to update the entries in the company database.

4.3.2.4 Special Functions

o

NIZICIE

Assign Dimension ID: Click this button to associate a dimension with the Salary and
Advances. Clicking the button will display the Assign Dimension ID window with which you
can choose the product. The system will display all the dimensions maintained via the
Dimension Setup screen. If you have defined the dimension using this option, the system will

default the value in the journal entry lines.

Hold: Click this button to place a new journal entry on hold. Once clicked the status of the

journal entry is changed to HOLD.
Release: Click this button to release a journal entry which is on HOLD.
Void Transaction: Click this button to declare the transaction as invalid.

Edit Posted Transaction: Click this button to open the Posted Journal Lookup. Select the

Journal Batch No using the lookup to edit a posted transaction.

Post: Click this button to post the journal entries. After posting the status of the Salary and Advances

screen

is changed to POSTED.

4.4 Payroll Reports

44.1

Employee Statement
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Use this screen to print salary statements for the selected employees. The system prints the report
with details about the credit amount, debit amount, and the running balance of the employee related

journal entries.
Go To: General Ledger = Payroll Reports > Employee Statement.

Click the Employee Statement option from the main menu, the system displays the Employee

Statement window.

sMEweR EX © ¢ * 2 ASeDH

Employee Statement u ?

Parometer 80

Employee From Q
Employee To Q
From Dote 2022/10/15 B

[

To Date

Process Close

4.4.1.1 Printing the Employee Statement

1. Open the Employee Statement window.

2. Specify the name in the Parameter field and save the selected range into a database so that
it can be recalled again later. Next time, to print the report, you can select the saved

parameter using the Parameter field dropdown.
3. Select the range of employees in the Employee From and Employee To fields, respectively.

4. Inthe From Date and To Date fields, enter or select the lower and upper date limits, for

which the employee details is required.
5. Click the Process button to print the employee statement.

An example of a generated Employee Statement is displayed below:
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Employee Statement
. > 3 03-31-2022
Food Corporation Pvt. Ltd. 12:09
From Document Date [31-03-22] To [31-03-22]
Employee Code : [ABHAY]
Employee Desc : [Abhayl]
Currency : INR
Date Jral Batch No. Narration Debit Credit Running Balance
31-03-22 Opening Balance 0.00 50,068.00 50068.00 Cr
5 Finance

5.1 Finance Interface

5.1.1 Download Finance Data

Several masters that are used in BatchMaster WEB may be downloaded from Finance to
BatchMaster WEB via this screen.

@ This utility does not validate any of the Masters downloaded from Finance to BatchMaster
WEB. For example, this utility will not prevent the download of a Customer Master whose

customer class is not available in BatchMaster WEB.

Before downloading data from Finance, you need to set the following parameters at the Finance

Setup screen:

e AP Finance Interface. This parameter decides whether the BatchMaster WEB Purchase

module is interfaced with the Finance package.

¢ AR Finance Interface. This parameter decides whether the BatchMaster WEB Sales module

is interfaced with the Finance package.

ﬁ Prerequisites:

For download from MS Dynamics GP to BatchMaster WEB, the following data should be

maintained in Great Plains:
e Purchase: Vendor and Payment details.

e Sales: Customer, Salesperson, Territory, and Shipping details.
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For download from Sage 300 ERP to BatchMaster WEB, the following data should be

maintained in Sage 300 ERP:

e Purchase: Vendor and Payment details.

e Sales: Customer, Salesperson, Territory and Shipping details.

e Go To: Finance - Finance Interface - Download From Finance.

5.1.1.1 Download Finance Data Screen — Add Mode

To download several masters from Finance to BatchMaster WEB, click the Download From Finance

option from the main menu. The system displays the Download Finance Data form.

Downlocd Finance Cata

Master Tupe vander Master

From

To

From Description

To Description

a: -

Screen Fields:

Master Type: This dropdown is used to select the type of

master for which the finance data needs to be downloaded.

The available options are:
e Vendor Master
e Vendor Class
e AP Terms
e Branch
e Customer Master

e Customer Class

Wendor Master v

Wendor Master
wendor Class
AP Terms
Branch
Customer Master
Customer Class
Sales Person
Territory
ARFOB

AR Shipvia

AR Ship To

AR Terms
Account
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e Sales Person

e Territory

e ARFOB
e AR Ship Via
e AR Ship To

e ARTerms
e Account

From/To: Use the From and To fields to specify the upper and lower criteria for the selected Master

Type.

From/To Description: This field specify the description of the criteria selected on the From and To
fields.

5.1.1.2 Downloading Selected Masters from Finance

1. Open the Download Finance Data screen.
2. Select one of the Master Type to select them for downloading.
3. Enter a range for the selected type of record(s) to be downloaded.

4. Click the Process button to display records that satisfy the above filter criteria in a grid. To
select a line, mark the desired checkbox for that line. The Select All/Unselect All button may

be clicked to select/unselect all the lines, respectively.

5. Click the Download button to download the selected data from finance.
5.1.2 Finance Mapping

This screen is used to map the currency, purchase, and sales tax rate keys created in BatchMaster

WEB to the corresponding currency, purchase, and sales tax rate keys of the Finance company.

e If the Finance package is MS Dynamics SOL or Sage 300 ERP, the BatchMaster WEB home
currency (as defined in BatchMaster ERP Company Information) must be mapped to the

Base currency of Solomon or Sage 300 ERP, respectively.
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e If the Finance package is MS Dynamics GP, then the BatchMaster WEB home currency (as
defined in BatchMaster WEB Company Information) must be mapped to the Functional

currency of Great Plains.

Before mapping, you need to maintain the following parameters on the Finance Setup screen:

e AP Finance Interface: This parameter decides whether the BatchMaster WEB Purchase

module is interfaced with the Finance package.

e AR Finance Interface: This parameter decides whether the BatchMaster WEB Sales module

is interfaced with the Finance package.

A Prerequisite: Records maintained on the following screens can be mapped to finance:
e Currency Master.

e Tax Rate (for AP and AR).

Go To: Finance - Finance Interface - Finance Mapping
5.1.2.1 Finance Mapping Screen — Add Mode

To map the currency, purchase, and sales tax rate keys created in BatchMaster WEB to the
corresponding currency, purchase, and sales tax rate keys of the Finance company, click the Finance

Mapping option from the main menu. The system displays the Finance Mapping form.

Finance Mapping E 7 x

Select Module CURRENCY v

Action From Key (BME) To Key (Finance)

Screen Fields:

Select Module: This field refers to the BatchMaster WEB modules as Currency, Sales Tax or Purchase

Tax for mapping.
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Add Line Button: Use this button to add new lines to the grid.

Grid Fields:

Action : Click this button to delete the selected line.
From Key (BME): This field refers to the BatchMaster WEB key to be mapped.

To Key (Finance): This field refers to the Finance Key to be mapped.
5.1.2.2 Creating a Finance Mapping
1. Click the Finance Mapping option from the main menu. The system displays the Finance
Mapping screen.
2. Select a BatchMaster WEB module (Currency, Sales Tax, or Purchase Tax) for mapping.
3. Click the Add Line button.
4. On the new grid line, click on the lookup under the From Key (BME) field.
5. Select a To Key (Finance) to be mapped.

6. Click the Save button to save the record.

5.1.3 General Ledger Report

Use this report to view the related general ledger transactions. General Ledger includes many
standard reports to help you produce and view the information you need quickly and easily. Reports
in the general ledger are valuable tools for monitoring, evaluating, and distributing information

about your Transaction, Ledger, Trial Balance, Balance Sheet, Income Statement, Journal Inquiry, etc.

e Go To: Finance - Finance Interface < General Ledger Report.
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@ Common Parameter n
BB Inventory
= Start Date 2017/01/1 =
§& purchase £nd Dote P, =
E Quality Control From Q
To Q
S Soles
Use wikd Card for Account
2 Finonce

8% Configuration
@& Customization
@ Accounts Payable

@ Accounts Receivable

@ General Ledger
[ Bank/Cash

A RandD

5.1.4 QuickBooks Online Connection Details

Use this screen to specify and maintain the QuickBooks Online Connection details necessary for

seamlessly integrating the BatchMaster WEB Company with QuickBooks.
Go To: Finance = Finance Interface - QuickBooks Online Connection Details.
5.1.4.1 QuickBooks Online Connection Details — Add Mode

To maintain the connection details, click on the QuickBooks Online Connection Details option from the
Finance Menu. The system displays the QuickBooks Online Connection Details form where you can

specify an SQL Query for initiating the connection.

QuickBooks Online Connection Details E ? x
Enviorment Sandbex v
Bose UAL httpey/ sarabos-cuickbo ok Sp RtUILE o
Discovery UAL hitpsy/developerapiintuitcom, wellknown/ operid_sardbox_confic
Redirect UAL 270
Client ID 22235052852552953103002933133163042 [N
Client Secrat 171254238248244 25524524 22622652532 |
Discovery Authority 125
Token End Point n

Memo Field SGL

Invrice 456

Voucher

Inveice Asturn

Voucher Aeturn

GL Credit

L Debit

Screen Fields:
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Select the desired Environment, and fill in the Base URL, Discovery URL, Redirect URL, Client ID, Client
Secret, etc. in the appropriate fields. All the displayed fields under the QuickBooks Online Connection

Details section are mandatory fields:

Environment: Select one of the option using the dropdown next to the field. The available options in

the dropdown are:
e Sandbox
e Production
Base URL: Enter the following Base URL in the Base URL field:
https://sandbox-quickbooks.api.intuit.com
Discovery URL: Enter the following Discovery URL in the Discovery URL field:
https://developer.intuit.com/.wellknown/openid_configuration/
Redirect URL: The value in this field is defaulted from the Redirect URL’s page Redirect URL field.

Client ID: The value in this field is defaulted from the Production Keys page. You can copy the id from

this production key page using the Show button.

Client Secret: The value in this field is defaulted from the Production Keys page. You can copy the id

from this Production Key page using the Show button.

Discovery Authority: If required, you can change the default value by entering a new Discovery

Authority.
Token End Point: Enter the following Tokenendpoint URL:
https://oauth.platform.intuit.com/oauth2/v1/tokens/bearer

Memo Field SQL Section:

To retrieve the desired information on the Memo field of an Invoice, refer to the Memo Field SQL

section.

To retrieve the desired information on the Memo field of an Invoice, Voucher, Invoice Return, Voucher

return, GL Credit and GL Debit Entry screens, enter the SQL query for each row.

Points to be remember before executing the SQL Query:

e ?in SQL will be automatically replaced by key value.
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e Note: Do not split SQL, whole query in single line.

Invoice: This field is used to write the SQL Query. For example:

SQL Query: select cast(Tranno as nvarchar(max))+ ';' + Custname from arhdr where tranno=?

Voucher: This field is used to write the SQL Query. For example:
SQL Query: select 'BME Voucher: ' + cast(vouchno as nvarchar(100))+ ' PO:'+ Pono from aphdr

where vouchno=?

Invoice Return: This field is used to write the SQL Query. For example:

SQL Query: select 'CreditMemo;'+ cast(Tranno as nvarchar(max))+ ;' + Custname
from arhdr where tranno="?
Voucher Return: This field is used to write the SQL Query. For example:

SQL Query: select 'BME Return Voucher: ' + cast(vouchno as nvarchar(100))+ ' PO:'+ Pono from

aphdr where vouchno="?
GL Credit: This field is used to write the SQL Query. For example:
SQL Query: select 'GL Cr Desc.:' + [Description] from mmtdist where JrnIBtchNo="?

GL Debit: This field is used to write the SQL Query. For example:
SQL Query: select 'GL Dr Desc.:' + [Description] from mmtdist where JrnIBtchNo="?

Age Bracket Delay Time Section:

Delay Time (1000 = 1 Sec): Entering a value here implies that you need to retrieve the age bracket
data of Vendors and Customers from QuickBooks Online to BatchMaster WEB. For this, you need to

"

run the “Fetch_Cust Vend_Inv_Data.exe “. QuickBooks Online Connection Details Setting allows

automatic running of this executable as per your designated time. If you enter the Age Bracket Delay
Time, initially you need to run the executable file (“Fetch_Cust_Vend_Inv_Data.exe”) and then include

it in the Startup. The system then automatically runs the executable on your next login.

5.1.4.2 Entering QuickBooks Online Connection Details

1. Open the QuickBooks Online Connection Details screen.
2. Enter the SQL Query in the fields to retrieve the data.

3. Enter the Age Bracket Delay Time.
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4. Click Save button to save the record.
5.1.5 Upload and Download Defaults

Use Upload and Download Defaults screen to specify default values while downloading data from a
Finance Package. These values are mandatory inputs in BatchMaster Web, but are not maintained in
Finance. While downloading a vendor or a customer, the mandatory field values are obtained from

this screen.

Go To: Finance - Finance Interface - Upload and Download Defaults.
5.1.5.1 Upload and Download Defaults Screen — Add Mode

To specify download and upload default values, click the Upload and Download Defaults option from

the main menu. The system opens the Upload and Download Defaults screen.

Upload and Download Defaults E bl ®

@ Downlood Defoult & Upload Defoult

Default vendor Class G¥M Q Vendor Closs Description Glokal Supplisrt
Default Expense Account 0000000001100 Q Account Description Bark Account

Default Costomer Class ACHEM Q Customer Closs Dascription American Chemicals 12

Screen Fields:

Download Default Tab

Default Vendor Class: Use this field to specify the default vendor class. The lookup here lists all the

Vendor Classes maintained via the Vendor Class screen.

Vendor Class Description: This field displays the description of the selected vendor class. This is a

read-only field.
Default Expense Account: Use this field to specify the default expense account.

Account Description: This field displays the description of the selected default expense account. This

is a read-only field.
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Default Customer Class: Use this field to specify the default customer class. The lookup here lists all

the Customer Classes maintained via the Customer Class screen.

Customer Class Description: This field displays the description of the selected default customer

class. This is a read-only field.

Upload Default Tab

Upload and Download Defaults E ? x

5t Bowniood Defautt " it _

Override Vendor Address on Update

Add vendor Name in Address 1

(<< I <]

Override Customer Address on Update

<]

Add Customer Nome in Address 1

Override BatchMaster |

ce No. with QuickBooks Online Invoice No.

Populate QuickBooks Online Ref No. with Voucher Purchase Order No v

Override Vendor Address on Update: If you want the changes made to the Vendor Address in the
Vendor Master of BatchMaster Web to be reflected in QuickBooks Online upon upload, mark the

Override Vendor Address on Update checkbox.
Add Vendor Name in Address1: Mark this checkbox to update the vendor name in the address.

Override Customer Address on Update: If you want the changes made to the Customer Address in
the Customer Master of BatchMaster Web to be reflected in QuickBooks Online upon upload, mark

the Override Customer Address on Update checkbox.
Add Customer Name in Address1: Mark this checkbox to update the customer name in the address.

Override BatchMaster Invoice No. with QuickBooks Online Invoice No.: Mark this checkbox to
override the BatchMaster Invoice No. with the QuickBooks Online Invoice No. while uploading

invoices.

Populate QuickBooks Online Ref No. with Voucher: While generating a Voucher, the system offers a

number of combinations to print the reference number. The various options are:

e |Invoice No.: The system will print the Invoice Number generated in BatchMaster Web as the

reference number in QuickBooks Online.
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e Purchase Order No.: The system will print the Purchase Order Number generated in

BatchMaster Web as the reference number in QuickBooks Online.

o Voucher No.: The system will print the Voucher Number generated in BatchMaster Web as

the reference number in QuickBooks Online.

e Invoice No. + Voucher No.: The system will print the Invoice Number and Voucher Number

generated in BatchMaster Web as the reference number in QuickBooks Online.

e Purchase Order No. + Voucher No.: The system will print the Purchase Order Number and
Voucher Number generated in BatchMaster Web as the reference number in QuickBooks

Online.
5.1.5.2 Maintaining Upload and Download Defaults

1. Open the Upload and Download Defaults screen.

2. By default the system displays the Download Default Tab. Under the Download Defaults Tab,
set the Default Vendor Class, Default Expense Account and Default Customer Class. These

default values will be used while downloading data from the Finance Package.
3. Switch to the Upload Default Tab,
a. Mark the desired option(s) as required.

b. Select one of the options using the dropdown next to the Populate QuickBooks
Online Ref No. with Voucher field.

4. Click the Save button to save the record.

5.1.6 Upload to Finance

BatchMaster WEB data that has not been uploaded to Finance can be uploaded manually from this
screen. When a BatchMaster WEB Company is interfaced to a finance package, Accounts Payable
and Accounts Receivable are duplicated in both the BatchMaster WEB and Finance databases. You
must enter the records in one of these databases; the Upload to Finance and Download from
Finance options will populate the records in the other database. The upload option also allows the

update of transactions where the online dates have been turned off.

Before you can upload data to Finance, the following parameters must be maintained at the Finance

Setup screen:

e AP Finance Interface: This parameter decides whether or not the Purchase module of

BatchMaster WEB is interfaced with a finance package.
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o AR Finance Interface: This parameter decides whether or not the Sales module of BatchMaster

WEB is interfaced with a finance package.

e GL Finance Interface: This parameter decides whether or not the General Ledger of

BatchMaster WEB is interfaced with the finance package.

e  GL Series for Mfg. Transaction: This parameter stores the GL Series for all the financial
transactions that will be posted from the BatchMaster WEB. The GL Series stored here should also

be maintained in the finance package.

e GL Series for Purchase Transaction: This parameter stores the GL Series for all the financial
transactions that will be posted from the Purchase module. The GL Series stored here should also be

maintained in the finance package.

e GL Series for Sales Transaction: This parameter stores the GL Series for all the financial
transactions that will be posted in the Sales module. The GL Series stored here should also be

maintained in the finance package.

e GL Series for Inventory Transaction: This parameter stores the GL Series for all the financial
transactions that will be posted from the Inventory module. The GL Series stored here should also be

maintained on the finance package.

e Transfer Invoice in Great Plains To: This option is available to a BatchMaster WEB Company
only if it is interfaced with the MS Dynamics GP finance package. This parameter decides whether an
Invoice from BatchMaster WEB data should be uploaded to the Invoice Entry screen or the Sales

Transaction screen of MS Dynamics GP.

Prerequisite: For upload to Great Plains, data should be maintained on the following screens in
BatchMaster WEB:

e Vendor Master

e Vendor Class

e Terms

e Customer Master
e Customer Class

e Salesperson

e Territory

e ShipTo

e Ship Via

For a Sage 300 Interfaced Company, the following Masters should be uploaded:
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e Vendor Master

e Vendor Class

e Terms

e Customer Master
e Customer Class

e Salesperson

e Territory

e ShipTo

e Go To: Finance - Finance Interface - Upload To Finance.
5.1.6.1 Upload Finance Data Screen — Add Mode

To upload BatchMaster WEB data to Finance, click the Upload to Finance option from the main
menu. The system displays the Upload Finance Data form where you can upload BatchMaster WEB

data to Finance.

Upload Finance Cata E P ox

Transaction/Master Tups Wender Master v

o

From 2345 From Description Glebal Suppliers

To AMERICAN TOURIS Q To Description Amerizan Touristor

Screen Fields:

Transaction/Master Type: This dropdown is used to select the type of transaction for which the

finance data needs to be uploaded. The available options are:
e Vendor Master

e Vendor Class
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e Branch

e AP Terms

e Customer Master

e Customer Class

e Sales Person

e ARFOB

e AR Ship Via
e ARShipTo
e ARTerms
e Invoice

e Voucher

e GLEntries

From/To: Use the From and To field to specify the upper and lower criteria for the selected

Transaction/Master Type.

From/To Description: This field specify the description of the criteria selected on the From and To

fields.

5.1.6.2 Uploading Selected Masters to Finance, Vouchers, Invoices, GLs to Finance

1. Open the Upload Finance Data screen.
2. Select one of the Transaction/Master Type to select them for uploading.
3. Enter arange for the selected type of record(s) to be uploaded.

4. Click the Process button to display records that satisfy the above filter criteria in a grid. To
select a line, mark the checkbox for that line. The Select All/Unselect All button may be

clicked to select/unselect all the lines, respectively.
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Uplead Finance Data E > x
Transoction/Master Typa vendor Master v
From 2345 From Description Global Suppliers
T AMERICAN TOURIS Q Te Descriptien Amsrizan Taurisrar
O vendor_Key Vendor_Name Finvendor_Key Addrass_1 Address_2 Address_3 ciy state zip country
O az00 A200 Linel
0 7345 Global Suppliers Leck View New Jursey La
O aBC Global Supplisrs LeckView MNew Jursey L usa
O #100 Linel
O AMERICANTOURIS  American Teuristar usA
-

5. Click the Upload button to upload the selected data to Finance. The system displays the

following message as shown below:

------------------------------------------------------------------------ nvoice Entry Update
Report Trans Mo Status

BatchMaster Invoice

No. 24 QuickBooks Online Finance Mo, 1 Success

Close

6 Setup

6.1 Finance Setup

6.1.1 1099 Type Setup

Using the 1099 Type Setup screen you can define the minimum 1099 amount for various 1099 type

masters.

The 1099 Type Setup screen is divided in two grids. On the top grid the 1099 types are listed,

wherein you can add or delete 1099 types.

On the second grid the 1099 boxes of the selected 1099 type are listed. By default, the screen

provides the following pre-defined data. If needed you add, delete or modify it.

1099 Types:

1. Dividend

2. Interest
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3. Miscellaneous

1099 Boxes & Box Description:

For Dividend:

1 0la | Total Ordinary Dividends

2. | 01b | Qualified Dividends

3. | 02a | Total Capital Gain Distribution

4. | 02b | Unrecap. Sec 1250 gain

5. | 02c | Section 1202 gain

6. | 02d | Collectibles (28%) gain

7. |03 Nondividend Distributions

8. | 04 | Federal Income Tax Withheld

9. | 05 | Investment expenses

10. | 06 | Foreign tax paid

11. | 07 | Foreign country or U.S. possession

12. | 08 | Cash liquidation distributions

13. | 09 | Noncash liquidation distributions

For Interest:

1. | 01 | Interest income not included in box 3

2. | 02 | Early withdrawal penalty

3. | 03 | Interest on US savings bonds and treas. obligations

4. | 04 | Federal income tax withheld

5. | 05 | Investment expenses

6. | 06 | Foreign tax paid

7. | 07 | Foreign country or U.S. possession
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For Miscellaneous:

1. 01 Rents

2. | 02 | Royalties

3. | 03 | Otherincome

4, | 04 | Federal income tax withheld

5. | 05 | Fishing boat proceeds

6. | 06 | Medical and health care payments

7. | 07 | Nonemployee compensation

8. | 08 | Substitute payments in lieu of dividends or interest

9. | 09 Direct Sales

10. | 10 Crop insurance proceeds

11. | 13 | Excess golden parachute payments

12. | 14 Gross proceeds to an attorney

13. | 15a | Section 409A deferrals

14. | 15b | Section 409A income

15. | 16 | State tax withheld

16. | 17 | State/Payer’s state no.

17. | 18 State income

Go To: Setup E -» Finance Setup - 1099 Setup

6.1.1.1 1099 Type Setup Screen — Add Mode

To define the minimum 1099 amount for various 1099 type masters, click the 1099 Setup option from

the Setup E menu. The system displays the 1099 Type Setup screen.
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1099 Type Setup E 2 x
1099 Type

Action  Select 1099 Type Key 1099 Type

8 o Dividend And

B B a8 &

1099 Box

Actien  SrMe. 1099 Box Box Description Minimum 1099 Amount

iz}

Screen Fields:
1099 Type
By default, 1099 Type grid displays all the 1099 Types Masters.

Add Line: Clicking this button inserts a new line wherein you can define a new 1099 Type Master

record.

Grid Fields:

Action: Click this button to delete a row from the upper grid.

Select: Mark this radio button to select a row.

1099 Type Key: This field value is auto generated by the system and displays the sequence number.
1099 Type: Specifies the 1099 Type as defined on the 1099 Type Master.

1099 Box

Add Line: Click this button to add a row in the grid.

Grid Fields:

Action: Click this button to delete a row from the lower grid.
Sr.No.: This field value is auto generated by the system and displays the sequence number.

1099 Box: This field is used to specify the 1099 Box value.
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Box Description: This field is used to specify the description for 1099 Box.

Minimum 1099 Amount: This field is used to specify the applicable minimum 1099 amount for the
1099 Box.

6.1.1.2 Maintaining 1099 Type

1. Click the 1099 Setup option to open the 1099 Type Setup screen.
2. Click the Add Line button to insert a row in the upper grid.
3. Enter the related description at the 1099 Type field.

4. Click the Add Line button of the 1099 Box field and enter the information for 1099 Box, Box

Description, and Minimum 1099 Amount in the respective fields.
5. Click the Save button to save the record.
6.1.2 Account Group Sequence Setup

Use the Account Group Sequence Setup screen to define the sequence in which the account groups
will be displayed in the financial statement(s). The system will use this sequence when printing the

Balance Sheet and Income Statement.

Go To: Setup E -> Finance Setup - Account Group Sequence Setup.
6.1.2.1 Account Group Sequence Setup Screen — Add Mode

To define the sequence for the Accounts Group, click the Account Group Sequence Setup option from

the Setup E! menu. The system displays the Account Group Sequence Setup screen.
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Account Group Sequence Setup ™ E ? x

Group Type Licbilities -

Group ID Group Name Parent ID Parent Group Tree Level Seq. No.

er-compeony Poyables

Save  Close

Screen Fields:

Group Type: Specify the Group Type. Use this dropdown to filter records for a given account set.

Available options are:

e Assets

e Income

e ljabilities

e Expenses

e Capital
Selecting the option would display the respective groups under the grid.
Grid Fields:

Expand [>]: The feature allows you to easily move from the summary data of group to greater levels
of detail. Indicated by (>/V) sign beside the Group ID section.

Group ID: Field specifies the account group identification number.
Group Name: Field specifies the account name.
Parent ID: This field specifies the parental value of the Group as 1, 2, 3, and so on.

Level: This field specifies the hierarchical value of the Group as 1, 2, 3, and so on.

27040-04092024-V01 BatchMaster Web - Finance User Guide 301



)

Seq. No.: This field specify the sequence of accounts within the group for displaying it in the financial
statements as of Profit and Loss Account. This is an editable field so you can enter any numeric value

for sequencing.
6.1.2.2 Specifying Account Group Sequence Setup

1. Open the Account Group Sequence Setup screen.

2. Specify the type of the group in the Group Type field. The system will default the group

details in hierarchical order in the grid.

3. Click the Expand EI option to view the group details. This will give you an exploded view of
the selected group type.

4. Enter the sequence of the Group type as required in the Seq. No. field.

5. Click Save button to save the record.

6.1.3 Account Segment Setup

Use the Account Segment Setup screen to define account segments. You can define the portion of an
account that you can use to represent a specific aspect of a business. For example, you can define
the account segment as business, location, division or centers etc. The screen allows you to create
account segments that can be combined to form accounts. The maximum number of segment limit is
5i.e. Segment (1), Segment (2), Segment (3), Segment (4) and Segment (5). The fifth segment is hard

coded and is treated as Account Key, whereas the other segments are optional for use.

After defining the segment once you maintain the chart of accounts with Account Master Screen, the
screen turns to read only. So that, no further modification would be allowed once the accounts have

been defined by you.
Go To: Setup EJ -» Finance Setup - Account Segment Setup.
6.1.3.1 Account Segment Setup Screen — Add Mode

To maintain default settings for Account Segment, click the Account Segment Setup under the Setup

EJ option from the standard toolbar. The system displays the Account Segment Setup screen.
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Account Segment Setup [ = x

Screen Fields:
Segment (5...1)

Segment Name: Specifies a segment name. The maximum character length of this field is 80
alphanumeric characters. Each segment (1, 2, 3, 4, 5) supports 80 characters, however see Total

Length below.
Length: This field specifies the length of the segment.

Total Length: This field specifies the sum of the lengths specified for each segment. The maximum

character length should not exceed 80 characters.

Segment Sequence: This field specifies the sequence of the segment. This is the sequence in which
you want to display the segments in the generated Account Key. The field supports 5 characters as
12345. You can enter the sequence in any combination of 1...5, with a unique sequence number. The

system will generate the Account key accordingly.

Without Auto Zero Padding: Mark this option to remove the zero padding in the defined Account
Key.

Close to Divisional Account Segments: Mark the option to successfully close the year in General
Ledger. Selecting this option indicates that the system will process closing to Divisional Retained
Earnings. For this you must have a Retained Earnings account setup for each Segment, even if those
accounts do not have a current balance. Using the Retained Earning Account Setup screen, the
system will then generate the Retained Account for the selected divisional and all the included

segments.
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If you have marked divisional closing in the Account Segment Setup, check that you have a retained

earnings account for each division/ segment.

Unmarking the option indicates that the year-end closing will be done using the common Retained

Earning Account maintained by the company.

Division Name: This field displays the division or segment name that you want to choose for year-end
processing. You can pick only one segment to be your determiner for the Retained Earning split. The

system uses this division name to generate the respective retained earning account.
6.1.3.2 Maintaining Account Segment Setup

1. Open the Account Segment Setup screen.
2. Enter the Account Key at the Segment (5) field and its length.

3. For each segment, enter the name and its length at the respective fields. The system would

sum up the length and display the same at the Total Length field.
4. Enter the sequence at the Segment Sequence field.
5. Mark the Without Auto Zero Padding option if required.

6. Mark the Close to Divisional Account Segments option if you want to close the year end

based on the Divisional Retained Earnings.

7. Choose the segment name for which you have defined the Retained Earning Account, from
the dropdown attached next to the Division Name field. The dropdown attached would
display all the different segments that you have created using the same Account Segment

Setup screen.

8. Click Save button to save the record.
6.1.4 Dimensions Setup

The Dimensions Setup screen is used to describe the subclass dimensions that your company can
assign with different financial processes. It can be considered as sub projects in which you deal. Here,
you can define a dimension and attach it to any process such as Payment Entry, Receipt Entry, Journal

Entry, AP Voucher, AR Invoice, Vendor Debit Note, and Customer Credit Note.

Considering an example, say you have created a dimension as bakery and you have three projects,

namely cakes, breads and soups, these classifications can be defined using this screen.
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ﬁ Prerequisites: The dimensions should be defined on the Multi-Dimensional Setup screen in
the Setup.

Go To: Setup E]% Finance Setup - Dimensions Setup.
6.1.4.1 Dimensions Setup — Add Mode

Click the Dimensions Setup option to open the Dimensions Setup screen, from where you can define

the sub classes of the created Dimensions.

Dimensions Setup L] E ?ox

Dimension C o4 Q

Action Active D Description

o T P ——

Screen Fields:

Dimension: The dimension specified here is used for creating a project entry. The lookup will retrieve

the dimensions that you have maintained using the Multi-Dimensional Setup screen.
Description: This field displays the description associated with the Dimension.

Add Line: Click this button to add a line on the above grid.

Grid Fields:

Action: Click this button to delete the row / line.

Active: Mark this option to make the dimension as Active (to be used in reports) or Inactive.
ID: This field is used to define the project for the selected dimension.

Description: This field is used to describe the project defined in the ID field.
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6.1.4.2 Defining Dimensions Setup

1. Open the Dimensions Setup screen from the Setup E] menu.

2. The system displays the Dimensions Setup screen.

3. Select the Dimension using the lookup provided next to the Dimension field.
4. Click the Add Line button.

5. Mark the ID as Active.

6. Enter the unique identification key under the ID field.

7. Enter the description for the identification key under the Description field.

8. Click the Save button to save the changes.

6.1.5 Finance Series

This screen lets you generate various series to be used as prefixes to the Finance Number. Different
series can be defined to allow easy identification of finance transactions. Such a series let you track
finance month-wise, year-wise, etc. Five defining criteria are provided on the Finance Series screen.
You can use all five options or can use any combination from the defined options, for example (1, 3,
and 5) or (1, 5) in any sequence. Different series can be defined for finance transactions that are

created from Payment Entry, Receipt Entry, Salary and Advances, or any other transaction.

Go To: Setup E -> Finance Setup -» Finance Series.
6.1.5.1 Finance Series — Dashboard

You can manage finance series records from this dashboard. By default, the system displays all the
existing records maintained for your business/company. You can click on any of the records to view

its details.
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The Finance Series dashboard contains many elements that occupy 100% of the browser window.
Resizing the window will resize the elements to fit. The elements can be rearranged, i.e. docked,

resized, grouped, and stacked. The header and the side panel can’t be rearranged.
Using the Action button from the dashboard you can:

e Copy an existing record to create new one

o Delete selected record(s)

After you select all the columns of the Finance Series dashboard, the middle grid displays the

selected columns.

Finance Series
fy Dashboard

+ Add Finance Series|| ¥ Action| ¥ Settings || I )
@ Common

Drag a column header and drog it here to group by that column
g8 Inventory (] Action Generate .. Type Series (0. Custom(. Month(O. Year(Opti. Sequence. MonthYear AutoSequ.. Sequence.. Reinitalize UserGroup Rec Userld Rec Dote

Purchase Copyw - Y 06 6 0085 1 45 0 ALL s 70918
& O cony oty 0 1 o1/09/1
& Quality Control o P 6 o . e 0 . 0 T
& O copyw M 06 16 0003 M 1 345 0 AL M 08/10/16
Sg Sales oyme:
da O copy~ 5 Poums By 08 % 0058 v 1 1345 o AL Re
Entry

&5 Finance -

i = ! I o 4 M 1 il A 08/11/16

- Entry
[ Configuration

[ - Cene o ! 00: 4 4 0

o Entry

@ Customization
@ Accounts Payable O copyw 0 1 4 1 345 [ 08/1/16
Q) Accounts Receivable

0 - 06 1 o001 " " 8116
@ General Ledger

O - Ri 08 1 0 1 134 [: E K 0
({8 Bank/Cash
& Rando O copy~ A i 15 1 1 1l A c
sgeom O copy~ o £ 05 1 0017 ¥ 0 1345 0 A M 0/21/16

Entry

The Finance Series dashboard provides a clear vision of the created records in a read-only mode. You

can view the records as per the number of items per page specified.

27040-04092024-V01 BatchMaster Web — Finance User Guide 307



) g

6.1.5.2 Finance Series Screen — Add Mode

To define finance series, click the +Add Finance Series button. The system displays the Finance Series

screen.

Finance Series n 7?7 x

Type Poyment Entry v
Serles (Option 1)* FY

Custom (Option 2)

Month (Option 3) * 06 3-Char[01/JAN
Year (Option 4)- 1 2-Chor[01/02]
Sequence No (Option 5 * 085

Sequence Option * a5

Auta Insert Series For Month & Year © antn ) vear

Initialize Series For The Month/Year Month () Yeor

Initialize Series From Month - v

Display Format * PYI60085

UserGroup ALL Q

Screen Fields:

Type: This field specify the type of transaction for which you want to create the series. The drop

down attached to the field lists the following:

e Payment Entry
Poyrment Entry b

® Receipt Entry Payment Entry

Recesipt Entry

e Vendor Debit Note vendor Debit Note
AR Invoice

AT Vg (-

e AR Invoice . Voucher
Customer Credit Mote
Journal Entry

e AP Voucher Contra Entry
write Off Wendor Document

e Customer Credit Note write OFF Customer document
Sales and Advances

Banking GL Entry

Customer Vendor GL

e Journal Entry

e Contra Entry
e Write Off Vendor Document
e \Write OFF Customer document

e Sales and Advances
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e Banking GL Entry
e Customer Vendor GL

Series (Option 1): This option holds two alphanumeric characters for defining a Finance Series. This
is a mandatory field. For example, you can differentiate Payment Entry by using the convention as PE

or Receipt Entry as RE and so on.

Custom (Option 2): This option holds user defined text. You can enter any text related to the series

provided above.

Month (Option 3): This field holds the month of finance transaction. This field, at max, can hold
three alphanumeric characters. The month, say January, can be defined either as 01 or as JAN. This is

a mandatory field.

Year (Option 4): This field holds the year in which the finance transaction has occurred. This field, at
max, can hold two numeric characters. The year, say 2016, can be defined as 16. This is a mandatory
field.

Sequence No (Option 5): This is auto generated Finance number. The number of the next finance

transaction will be this number plus one. This is a mandatory field.

Sequence Option: This field determines the sequence in which the above five options are to be used
to generate the finance series. This is a mandatory field. You can use any or all of the above five

options. For example, set the sequence as 4325 or 21345 or any such combination.

Auto Enter Series for Month & Year: Check this box, if you want BatchMaster WEB to update and
use the same series when a new month begins. BatchMaster WEB, at the beginning of a new month,

creates a new record for this series and defaults the Month field with a new value.

Initialize Series for the Month/Year: This option is enabled only when the Auto Insert Series for Next
Month & Year option is selected. This field lets you instructs the system that, while automatically
entering series for next month, the sequence numbers should be re-initialized or should be

continued from the previous month.
Initialize Series From Month: Select the month from which the series should commence.

Display Format: This field displays the Finance Series definition with the selected options sequenced

in the defined sequence.

UserGroup: This field specifies the user group name for which you need to assign the generated
series while creating the document(s). The lookup attached to the field will list all the BatchMaster

WEB user groups you can choose from.
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6.1.5.3 Defining Finance Series

10.

11.

12.

6.1.6

Open the Finance Series Dashboard.
Click the +Add Finance Series button to open the Finance Series screen.
Select the type which you want to generate the series.

Enter alphanumeric characters in the Series (Option 1) field. You may define a finance series

as PE for Payment Entry, RE denoting Receipt Entry and so on.

Enter alphanumeric characters in the Custom (Option 2) field. You may enter text like
payment or receipt. Defining separate keys for different types will help identifying which

series are created for a type.

Enter the month in the Month (Option 3) field. The Month can be denoted either as 01, 02,
and so on if you wish to enter numeric characters, or it can be entered as Jan, Feb, and so

on.
Enter the year in the Year (Option 4) field. The year can be denoted as 02, 03, 04, and so on.

Enter a number in the Sequence No. (Option 5) field. The next finance number will be this

number plus one.

Enter the sequence in which you wish the above five options to be displayed in the finance

series in the Sequence Option field. You can use any or all five options in any sequence.

Mark the Auto Insert Series For Next Month / Year option, if you want BatchMaster WEB to
update and use the same series when a new month begins. BatchMaster WEB, at the
beginning of a new month, creates a new record for this series and defaults the Month field
with a new value. Marking this option will enable the Initialize Series For The Month/Year
option. Mark this to instruct the system that while automatically entering series for next
month, the sequence numbers should be re-initialized or should be continued from the

previous month.
Select the user group for whom you want to assign this series in the UserGroup field.

Click Save to save the series.

User Setup
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Use this screen to define user-wise finance series for different transactions. The system supports the
following transactions on which, if the specific user Logs In, the series defined here will be defaulted

automatically.
e Payment Entry
e Receipt Entry
e Vendor Debit Note
e AR Invoice
e AP Voucher
e Customer Credit Note
e Journal Entry
e Contra Entry
e Write Off Vendor Document
e  Write Off Customer Document
e Salary And Advances
e Banking GL Entry

e Customer Vendor GL
Go To: Setup ﬂ - Finance Setup = User Setup.
6.1.6.1 User Setup Screen — Add Mode

To define user-wise finance series for different transactions, click the User Setup option form the Setup

ﬂ menu. The system displays the User Setup screen.
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User Setup E 2«
e Fayment Enry v
Action USERID Default Series
o Q Q
o M Q Q
f a Q
ju] wE a Q

Screen Fields:

Type: Field specifies the finance screen for which you want to define user specific series. The available

options are:
e Payment Entry
e Receipt Entry
e Vendor Debit Note
e AR Invoice
e AP Voucher
e Customer Credit Note
e Journal Entry
e Contra Entry
e Write Off Vendor Document
e  Write Off Customer Document
e Salary And Advances
e Banking GL Entry
e Customer Vendor GL

Add Line: Click the Add Line button to insert a row in the grid.

27040-04092024-V01 BatchMaster Web — Finance User Guide 312



Grid Fields:

Action 0l : Click the button to delete a row from the grid.

UserlD: This is the unique identification key of the user to work and be identified in a BatchMaster
WEB. This is a mandatory field. The lookup attached here will obtain the information maintained via
the Administration module. It will list all the users attached to the BatchMaster WEB.

Default Series: This field is used to specify the applicable series for the specified user. Thus, when the
user creates a new record on any of the above screens the series specified here is defaulted, and can

be changed if needed.
Save: Click this button to save the record.

Close: Click this button to close the screen.
6.1.6.2 Maintaining User Setup

1. Open User Setup to define user-wise default finance series.
2. Select the applicable screen for which you want to assign user wise series in the Type field.
3. Click the Add Line button to insert a row in the grid.

4. Using the USER ID field specify the user for whom you want to define the default series for

specific screens.
5. Using the Default Series field select the applicable series.
6. For maintaining user wise series repeat steps 3, 4 and 5.

7. Click Save to save the record.

6.1.7 Multi-Dimensional Setup

The Multi-Dimensional Setup screen is used to define the dimensions for the business activities.
Dimensions are the categorically constant view of data or the texture attribute to analyze the data. By
default, the system supports fixed five Dimensions — Dimension 1...5. Each dimension’s description is
editable so that you can change the Dimension name if required. You can name the Dimension as
Branch, Department, Bakery, or any other. Additionally, you can modify a description of each

dimension(s). You can make the dimension(s) as Active or Inactive.

Remember only active dimensions are used in various transactions of BatchMaster WEB.
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Go To: Setup E]é Finance Setup - Multi-Dimensional Setup.

6.1.7.1 Multi-Dimensional Setup — Add Mode

Click the Multi-Dimensional Setup option to open the Multi-Dimensional Setup screen, from where

you can define the dimension descriptions and set the dimension as active, if required.

Multi-Dimensional Setup x

Seq No.

1

<< <1 < It
F
i

Dimension

Save  Close

Screen Fields:

By default the system provides predefined five dimensions (Dimension1, 2...5) whose description is

editable.
Seq No.: This field displays the row number. This is a read-only field.

Active: Mark this option to make the Dimension as active (to be use in reports/Dimension Setup

screen) or inactive. The active dimensions are available on the Dimension lookup at the Dimension

Setup screen.

Dimension: This field displays the predefined dimension numbers. This is a read-only field.
Description: This field is used to specify description of the dimension numbers. This is an editable field.
6.1.7.2 Defining Multi-Dimensional Setup

1. Open the Multi-Dimensional Setup screen from the Setup E] option.

2. Mark/unmark the dimension to set as Active/Inactive.

27040-04092024-V01 BatchMaster Web - Finance User Guide 314



3. Enter the description for dimensions number in the Description field.

4. Click the Save button to save the changes.
6.1.8 Retain Earning Account Setup

Use the Retain Earning Account Setup screen to define a Retained Earnings Account for each division
/ segment that you use for year ending process. Basically, the retained earnings is the stockholders'
equity that has arisen from retaining assets from earnings in the business; the accumulated earnings

of a corporation from its inception minus any losses, dividends, or transfers to contributed capital.

The system will generate a Retained Earnings Account for each of the segments maintained under

the Segment Name field.

Go To: Setup H - Finance Setup = Retain Earning Account Setup.
6.1.8.1 Retain Earning Account Setup Screen — Add Mode

To define a Retained Earnings Account for each division / segment that you use for year ending

process, click the Retain Earning Account Setup option from the Setup H menu. The system

displays the Retain Earning Account Setup screen.

Retain Earning Account Setup E 2 x
Segment Name Region Account Key 00000

Account Format 00000 Default Description
Generate Account

Account Key Description Region Region Description
dihkdfhkdhfkhkdhfddddil 00 Defau
Test Default 00 Default
fau
faul
fal

De
De
Defau
E

E

E

slolsl®

Save Close

Screen Fields:

Segment Name: This field displays the division name as you have maintained on the Account
Segment Setup screen on the Division Name field for processing year ending. The field contains a

default value and thus it is in read only mode.
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Account Key: This field specify the unique identification key that you can use for the Account. You

can enter any alphanumeric value. The system will use this value in the Account Format field.

Account Format: This field specifies the format of the Account Key that you have defined for the
chart of accounts. Both the Account Key and Account Format field values will be disabled once you

have processed year end closing.
Default Description: This field specifies the additional information or description of the Account Key.

Generate Account: Click this button to generate the Retain Earning Account for the above defaulted

segment.
Grid Fields:
Account Key: This field displays the auto generated Retain Earning Account key.

Description: This field displays the description of the Retain Earning Account key. By default, the
system displays the description provided on the Default Description field that can be changed if

required.

Segment Name: The field caption displays the segment name as specified on the Segment Name

field. The field values are the segment values that you have specified under each segment.

Segment Description: The field value specifies the description of segment values.
6.1.8.2 Entering Retain Earning Account Setup

1. Open the Retain Earning Account Setup screen.

2. The system defaults the Segment Name from the Account Sequence Setup screen - Division

Name field. It’s a read only field.

3. Enter a unique identification key to identify the account in the Account Key field. The system

will use this value as the first five characters (hardcoded) on the Account Key Format field.
4. Enter a description in the Default Description field.

5. Click the Generate Account button to generate a retained earnings account for each

segment. The system generates the accounts and displays them in the grid.

6. Click Save to save the record. When saved, the system will display the report as shown

below:
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6.1.9 TDS Setup

TDS - Tax deducted at source, is a tax that is subtracted from income that an enterprise in India pays

to a supplier or recipient, if the income amount goes above a specific statutory limit in a fiscal year.

Income type subject to TDS include:

Interest and dividends

Salary

Insurance commission

Payments to contractors and subcontractors
Lottery winning

Rent

Fees from professional and technical services

The withholding amounts for TDS can be deducted from an invoice submitted by a supplier or from

the payment that is issued to the supplier or recipient.
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With this TDS Setup screen, you can create all types of TDS and then can apply them on payments or
vouchers. The types of expenses to which TDS is applicable and their respective rates will be pre-

defined. However, you can add more options if required.

Go To: Setup E -> Finance Setup - TDS Setup.
6.1.9.1 TDS Setup Screen — Add Mode

To create all types of TDS and then apply them on payments or vouchers, click the TDS Setup option

from the Setup E menu. The system displays the TDS Setup screen.

TDS Setup - .

[ raaLie | 708 Account No. For Recelpts | 0000000000TEST Q

»

BEeE el

== B o < T < B < B o B « B < B < ¥ « i ]

Screen Fields:

TDS Account No. For Receipts: Enter or select the asset account used to denote TDS deducted by
customers on payments made by them to the company. The lookup displays the chart of accounts

from which you can select a single account.
Add Line: Click this button to add more lines on the grid for defining new TDS types.

Grid Fields:

Action ] : Click this button to delete the specific TDS type line from the grid.

Type: This field is used to define the TDS types. The screen displays some default types which are
editable in case you want to change the caption. You can enter new TDS types or modify existing

ones or delete existing records if required.

Rate: This field specifies the rate at which TDS needs to be deducted. The rate for the pre-defined
TDS types is defaulted which can be modified if required.
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. The system will use this defined rate value for calculating the TDS Amount on payment or

voucher (When you define the TDS Type on an individual screen).

Account No.: This field specifies the account number for the TDS liability. The lookup displays the
chart of accounts you can choose from. This is useful for defining different accounts for different

types of TDS like TDS Payable on Rent, TDS Payable on commission, etc.

6.1.9.2 Maintaining TDS Setup

1. Open the TDS Setup screen from the Setup E menu.

2. Enter or select the TDS Account No. For Receipts Account using the lookup provided next to
the field.

3. Inorderto add more type, click the Add Line button.
a. Enter the Type definition.
b. Enter the Rate.
c. Enter or select the Account No.

4. Click Save to save the record.

7 Module Setup

The Module Setup screen lets you maintain default parameters that will be used system-wide by a
BatchMaster WEB Company. Although the Module Setup screen serves as a central repository of all
the default settings, there might be instances when you have access to specific modules such as
Sales or Purchase but cannot access the Module Setup screen. In such cases, a default setting screen
within those modules lets you have easy access to this information and overwrite the settings made

at Module Setup for that module.
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Module Setup ?

Select Module rmon Setur -

CRM Setup Defaults v
GST Implementation w
HMRAC Defaults v
NC,CAPA And Deviation v
Other Options v

Tax Levels v

US Tax Defaults v

Sove  Close

Go To: Configuration = Configuration > Module Setup.

With Module Setup, you can maintain default parameters for the below mentioned screens:

e Common Setup
e Finance Setup

e |nventory Setup
e Purchase Setup
® Report

e Sales Setup

e Transaction SubType Setup

o WMS Setup

The Module Setup screen categorizes these settings in tabs, as discussed in the following sections.

7.1 Module Setup Screen

On clicking Module Setup option under main menu, the system displays the Module Setup screen. With
this you can maintain default parameters that will be used for processing different transactions of
BatchMaster WEB Company. By default, the Common Setup option is displayed on the Select Setup
field. Select the desired screen to set the parameters, as and when required.
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Module Setup 7 x

Select Module Commeon Setup .

CAM Setup Defaults v
GST Implementation v
HMAC Defaults v
NC.CAPA And Deviation v
Other Options v

Tax Levels v

Save  Close

Select Setup: The field allows you to set the screen for default settings. The available options are:
e Common Setup
e Finance Setup
e Inventory Setup
e Purchase Setup
e Report
e Sales Setup
e Transaction Sub Type Setup
o WMS Setup

Depending upon the selection made on this field the system displays the related parameters on the

screen. The various setup screens are discussed below:

7.1.1 Common Setup

The first setup screen is the Common Setup. This consist of different general setup options that is

commonly used throughout the company database. It includes:

e CRM Setup Defaults

e GST Implementation

e HMRC Defaults

e NC, CAPA And Deviation
e Other Options

e Tax Levels

e US Tax Defaults
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Module Setup 2 x

Select Module ormmon Setup v

CRM Setup Defaults v
GST Implementation v
HMRAC Defaults v
NC.CAPA And Deviation v
Other Options v

Tax Levels v

US Tax Defaults v

7.1.1.1 CRM Setup Defaults

CAM Setup Defaults A

Parometer Description Default Value

List Key Q

Oz

Price List Key: The price list key specified here is used to fetch the price for the inventory type of item
on the Sales Opportunity Transaction screen under the Product Range tab. The system obtains the
price for the item from the price list only if it exists in any of the price list. In case the same item exists
multiple times in the price list, the system will obtain the price from the first item record. The lookup

at the Price List Key field obtains all the price lists maintained via the Price List Master screen.

7.1.1.2 GST Implementation

Goods and Service Tax, commonly referred to as GST, is a comprehensive tax imposed on the
manufacture, sale and consumption of goods and service nationwide. It is a streamlined process which
will replace the indirect taxes levied by the Central and State Governments in India. This option decides

GST to be implemented in BatchMaster Web Company database.

GST Implementation A

Parameter Description Default Value Help

GST Imple

WwayBll record

SN
Q0000

GST Implementation: When this option is set to Yes, saving the settings will implement GST in the
BatchMaster Web Company Database. Implementing GST will include various required parameters or
fields related to GST on different screens of Common, Inventory, Purchase and Sales modules in

BatchMaster Web. For a new BatchMaster Web Company, the default value of this field is Yes.

GST GL Series for Purchase: The series specified here is used as prefix to the Finance Number

generated on creating a purchase GL.
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GST GL Series for Sales: The series specified here is used as prefix to the Finance Number generated

on creating a sales GL.

Password to Delete Uploaded eWayBill record: This parameter stores the password for deleting an

uploaded eWay Bill.

eWay Bill Limit: This parameter stores the monetary limit for the eWay Bill required for inter-state or
intra-state goods transportation. The system will consider this limit (Rs. 50,000) for generating the

eWay bill for any Invoice or Debit Note.

7.1.1.3 HMRC Defaults

Her Majesty's Revenue and Customs (HMRC) refers to the tax authority of the U.K. government. It
administers all the national direct and indirect taxes. It is responsible for enforcing tax laws and
collecting revenues, enforcing the payment of minimum wage by employers, and administering

certain benefit and tax credit payments to U.K. residents.

HMRC Defaults A

Parameter Description Default Value

P
o
o

(D P OO PPODO
QOO0 OO0OOO

Journal Entry Debit Account: This field specifies the debit account that needs adjustment for HMRC
transactions. Click the lookup button next to the field to open the Account window. The window will

list all the accounts maintained in BatchMaster Web you can choose from.

Journal Entry Credit Account: This field specifies the credit account that needs adjustment for HMRC
transactions. Click the lookup button next to the field to open the Account window. The window will

list all the accounts maintained in BatchMaster Web you can choose from.

Journal Entry Currency: This field specifies the currency against which you need to retrieve the
amount in, for HMRC Journal Entry transactions. When you enter a journal entry in a foreign currency,
the system calculates the home currency amount with reference to this. Click the lookup button next
to the field to open the Currency window. The window will list all the currencies maintained in

BatchMaster Web you can choose from.

27040-04092024-V01 BatchMaster Web - Finance User Guide B




)

Payment Vend Misc. Account No.: This field specifies the account to make the payment entry against
a Vendor, or Miscellaneous (any other account). This is the GL account associated with Cash / Bank /
Credit Card ID and will be credited when the payment entry is posted. Click the lookup button next to
the field to open the Account window. The window will list all the accounts maintained in BatchMaster

Web you can choose from.

Payment Currency Key: This field specifies the unique identifier for a currency when you select the

account for Payment against HMRC transaction.

Journal Entry Series: The series specified here is used as prefix to the Finance Number generated on
processing a GL. Click the lookup button next to the field to open the Finance Series window. The

window will list all the series maintained in BatchMaster Web you can choose from.

Payment Series: The series specified here is used as prefix to the Finance Number generated on

processing a payment entry against HMRC.

Payment Type: The payment type is used to make the payment entry as Bank/Cash/Credit Card.

Selecting any one of the options would enable the associated required field for data entry.

e Bank: This option specifies that the payment mode selected for the HMRC transaction is one
of Check, NEFT, RTGS etc.

e Cash: This option specifies that the payment has been processed from the selected account.

e Credit Card: This option specifies that the payment has been processed from the selected

account.

Payment Mode: This option is enabled only when the Payment Method is selected as Bank and Credit
Card. The system will retrieve data from the Payment Mode Master Screen. You can select the
payment mode as per your business requirement. It can be any one of Check, NEFT, RTGS etc. in case

bank is selected as Payment Method and Visa, Master Card etc. in case of Credit card.

Payment Vend. / Misc. / Type: Use this option to make the payment entry against a Vendor, Customer

or Miscellaneous (any other account).

e Vendor: If you select the vendor than attached lookup would retrieve the list of vendors
maintained in BatchMaster Web. You can now process a payment voucher. The system

would display the account balance from the Account Payable A/c as per the payment date.
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e Customer: If you select the customer than the lookup would retrieve the list of customers
maintained in BatchMaster Web. You can now process a payment credit memo. The system

would display the account balance from the Revenue Account as per the receipt date.

e Miscellaneous: If you select the miscellaneous than the lookup would retrieve the list of

accounts maintained in BatchMaster Web. You can now process any debit account entry.

7.1.1.4 NC, CAPA And Deviation

NC,CAPA And Deviation A

Parameter Description Default Value

< | < | <« EONDND
000@00§

CAPA Default Series: The series specified here is used as prefix to the CAPA Number generated on

creating a CAPA via the CAPA screen.

NC Default Series: The series specified here is used as prefix to the NC Number generated on creating

a NC via the Non-Conformance screen.

Default Deviation Approval Group: This is the default approval group applicable in case approval

procedure is applied for Deviation Management.

Create auto NC on QC failure: This parameter decides whether a non-conformance can be created
when the purchase or sales or production QC has been failed. For a new BatchMaster Web
Company, the default value of this field is No. When processing a quality check if results in failure,

the response of BatchMaster Web is based on the value of this field.

e Yes: When this parameter is set to Yes, the Nonconformance is created automatically with

the saved parameters.

o No: When this parameter is set to No, the Nonconformance is not created.

Create auto NC on Checklist failure: This parameter decides whether a non-conformance can be
created when any checklist has been failed. For a new BatchMaster Web Company, the default value
of this field is No. When processing an inspection if results in failure, the response of BatchMaster

Web is based on the value of this field.

e Yes: When this parameter is set to Yes, the Nonconformance is created automatically with

the saved parameters.

e No: When this parameter is set to No, the Nonconformance is not created.
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Create auto NC on Inspection failure: This parameter decides whether a non-conformance can be
created when any inspections has been failed. For a new BatchMaster Web Company, the default
value of this field is No. When processing an inspection if results in failure, the response of

BatchMaster Web is based on the value of this field.

e Yes: When this parameter is set to Yes, the Nonconformance is created automatically with

the saved parameters.

e No: When this parameter is set to No, the Nonconformance is not created.

7.1.1.5 Other Options

Other Options A

Parometer Description Default Value

)
00

Alert And Auto Service User: This parameter stores the name of the authorized user for running the
Alert And Auto Service in BatchMaster Web. Once the selected user logs in, the system will run the
services automatically.

BME WEB Notification: This parameter decides whether to opt for BatchMaster Web notification or
not.

e Yes: When this parameter is set to Yes, the BatchMaster Web notifications are enabled.

e No: When this parameter is set to No, the BatchMaster Web notifications are disabled.

7.1.1.6 Tax Levels

Tax Levels A

Parameter Description Default Value

T

QOO000 3

Tax Type: This field lets you select the type of tax applicable for your company. Possible tax types
are Flat and VAT.

o When the option selected is VAT, the Tax Rate screen under the Common Data Module

displays various VAT related fields. You can maintain the VATs in this screen.

e When the option selected is Flat, the Tax Rate screen displays the various Flat tax related

fields. You can maintain up to four levels of Flat taxes in this screen.

BatchMaster WEB supports four levels of tax. To define a Flat tax level, at least one of the

following four parameters should be maintained: Name of Level 1, Name of Level 2, Name of
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Level 3, and Name of Level 4. The number of tax levels displayed on the Tax Rate screen
depends upon the tax parameters maintained here (Name of Level 1 to Name of Level 4). The

default values on all the parameters in this tab are blank.

Level 1 — This parameter stores the name of the first tax level. Text entered in this field appears as the

title of Tab-2 of the Tax Rate screen.

Level 2 — This parameter stores the name of the second tax level. Text entered in this field appears as

the title of Tab-3 of the Tax Rate screen.

Level 3 — This parameter stores the name of the third tax Level. Text entered in this field appears as

the title of Tab-4 of the Tax Rate screen.

Level 4 — This parameter stores the name of the fourth tax Level. Text entered in this field appears as

the title of Tab-5 of the Tax Rate screen.

7.1.1.7 US Tax Defaults

Incorporating U.S. tax functionalities into BatchMaster Web ensure compliance, optimize financial
performance, and facilitate efficient business operations. It enables organizations to manage their tax-

related processes more effectively and supports overall financial management and reporting.

US Tax Defaults A

o

Parometer Description Default Value

QOO0 O0QQ0O

P o PO

US TAX Implementation: This parameter decides whether US tax is applicable or not. For a new
BatchMaster Web Company, the default value of this field is No. While saving a Customer and Ship To

records, the response of BatchMaster Web is based on the value of this field.
o Yes: When this parameter is set to Yes, the BatchMaster Web considers US tax
implementation while saving a record on the Customer and Ship To screens.

e No: When this parameter is set to No, the BatchMaster Web skips US Tax implementation

while saving a record on the Customer and Ship To screens.

Key: This parameter stores the generated key via the API portal to access both the ZIP Tax URL and

the ZIP Details URL obtained for a particular US zip code.
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ZIP Details URL: This parameter stores the zip tax URL generated via the API Portal that uniquely

identifies the zip code-associated tax for the county, state, city, and additional tax.

ZIP Tax URL: This parameter stores the generated URL via the API portal that uniquely identifies the

county, state, and city obtained for a particular US zip code.

Tax Account for State: This parameter stores the default tax account applicable for the Tax Account

Number field available on the State tab of the Flat Tax Rate screen.

Tax Account for County: This parameter stores the default tax account applicable for the Tax Account

Number field available on the County tab of the Flat Tax Rate screen.

Tax Account for City: This parameter stores the default tax account applicable for the Tax Account

Number field available on the City tab of the Flat Tax Rate screen.

Tax Account for Additional: This parameter stores the additional tax account applicable for the region,

if applicable.

7.1.2 Finance Setup

You can set the defaults for how you want to manage finance processes for your company. It includes:

e Exchange Gain & Loss A/c for Foreign Currency Bank
e Dynamics 365 BC

e Interfacing

e POS Option

e Post through General Ledger

e Post to General Ledger

e TCS Parameters

Exchange Gain & Loss A/c for Foriegn Currency Bank v
Interfacing v

POS Options v

Post through General Ledger v

Post to General Ledger v

TCS Parameters v

7.1.2.1 Exchange Gain & Loss A/c for Foreign Currency Bank
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Exchange Gain & Loss A/c for Foriegn Currency Bank A

Parameter Description Default Value Help

Exchange Goin Account 000000000000 2 a @
B a @

Exchange Gain Account: If your BatchMaster Web company is BME Finance Interfaced, this parameter
stores the account that is required for Exchange Gain GL transactions for Foreign Currency Bank

Transactions.

Exchange Loss Account: If your BatchMaster Web company is BME Finance Interfaced, this parameter
stores the account that is required for Exchange Loss GL transactions for Foreign Currency Bank

Transactions.

7.1.2.2 Dynamics 365 BC
Use these fields to configure BatchMaster Web - Microsoft Dynamics 365 integration.

Dynamics 365 BC ~

Parameter Description Default Value

T

URL

009 &

OO0 OOOOOOQO

URL: This parameter stores the API connection URL for interfacing BatchMaster Web with Microsoft

Dynamics 365.

Tenant ID: This parameter stores the globally unique identifier that is generated via the Microsoft

Dynamics 365 portal for authorization purposes.

Company ID: This parameter stores the Microsoft Dynamics 365 Company ID that is interfaced with
the BatchMaster Web and generated via the Microsoft Dynamics 365 portal for authorization

purposes.

Client ID: This parameter stores the client ID generated via the Microsoft Dynamics 365 portal for

authorization purposes.

Client Secret Value: This parameter stores the client secret value generated via the Microsoft

Dynamics 365 portal to uniquely identify the client for authorization purposes.
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URL For Token: This parameter stores the URL generated via the Microsoft Dynamics 365 portal for

authorization purposes.

Resource URL: This parameter stores the resource URL generated via the Microsoft Dynamics 365

portal for authorization purposes.
Environment: This parameter lets you specify the type of environment for the company database.

e Production: When this parameter is set to Production, live data is applicable for the

environment.

e Sandbox: When this parameter is set to Sandbox, testing data is applicable for the

environment.

OP Batch GUID (For GL Entry): This parameter stores the Batch GUID—GIlobally Unique Identifier
generated via the Microsoft Dynamics 365 portal for posting group GL entries of Purchase to Microsoft

Dynamics 365.

OS Batch GUID (For GL Entry): This parameter stores the Batch GUID—Globally Unique Identifier
generated via the Microsoft Dynamics 365 portal for posting group GL entries of sales to Microsoft

Dynamics 365.

Ol Batch GUID (For GL Entry): This parameter stores the Batch GUID—Globally Unique Identifier
generated via the Microsoft Dynamics 365 portal for posting group GL entries of transactions to

Microsoft Dynamics 365.

OM Batch GUID (For GL Entry): This parameter stores the Batch GUID—GIlobally Unique Identifier
generated via the Microsoft Dynamics 365 portal for posting group GL entries of production to

Microsoft Dynamics 365.

7.1.2.3 Interfacing

Interfacing

Parameter Description Default Value

CO0000

ickbooks Connection Button Q

Calculate AP Terms Discount Based on: This parameter decides whether the term discount applicable

for a receipt will be applicable from the Voucher Date or the Vendor Invoice Date.
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Allow Credit Card Number Upload/Download: Setting the value as Yes indicated that the system
would Upload the Credit Card Type, Credit Card Number and Expiry Date field values defined on

Customer Master to Finance Package and vice versa.

Last Used Number for Check Print Document: This is the last number generated by the system for
check printing. This value can be modified to a greater value but not to a smaller number for a given

Series Value. While creating a check number this field is defaulted with the last used number.

Credit Card Processing: This parameter decides whether you need to make the payment using a credit
card or not. If this option is selected and you have chosen Check as Payment method on the Receipt
Entry screen, while posting that entry the system displays the Credit Card Processing screen. You can

use an existing card detail or can enter new card information for processing the receipt entry.

Implement TDS: This parameter decides whether you want to implement the TDS feature in BME
Finance or not. If this option is selected i.e. set to Yes, the system will show the related TDS fields on

various screens where applicable. Else, it will be hidden on the screens.

Show QuickBooks Connection Button: This parameter decides whether you want to view the
Quickbooks Connection option icon on the dashboard. If this option is selected i.e. set to Yes, the
system will show the QuickBooks Connection Button on the BatchMaster Web Dashboard i.e. first

screen after login. Else, it will be hidden.

7.1.2.4 POS Option

POS Options A

Parameter Description Default Value Help

BME Interfaced with POS: When this option is set to Yes, saving the settings will implement POS in
the BatchMaster Web Company Database. For a new BatchMaster Web Company, the default value

of this field is Yes.

7.1.2.5 Post through General Ledger

Post through General Ledger A

Parameter Description Default Value

T

< < <
Q00 =
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Account Payable: This parameter decides whether you want to post the AP entries of BatchMaster

Web directly to the accounts or not.

Account Receivable: This parameter decides whether you want to post the AR entries of BatchMaster

Web directly to the accounts or not.

General Ledger: This parameter decides whether you want to post the GL entries of BatchMaster Web

directly to the accounts or not.

7.1.2.6 Post to General Ledger

Post to General Ledger A

Parameter Description Default Value Help

Account Payable: This parameter decides whether you want to view and post BatchMaster’s AP

entries in the General Ledger section of Finance.

Account Receivable: This parameter decides whether you want to view and post BatchMaster’s AR

entries in the General Ledger section of Finance.

7.1.2.7 TCS Parameters

The TCS applicability is calculated based on the turnover. If the turnover of any Customer / Vendor is
exceeding Rs. 50 lakhs then TCS will be applicable on Invoice / Voucher. The turnover is to be
calculated based on PAN number instead of Customer / Vendor key. For those Customers / Vendors
who are not having PAN Number the turnover will be calculated based on the Customer / Vendor Key.

Also Return will be deducted from turnover.

The rate of TCS will be 0.1 % for the Customers / Vendors having PAN No. and 1 % for the Customers

/ Vendors who do not have PAN No., as maintained on the Company Information screen.

TCS Parameters &

Parameter Description Default Value Help

2000000000
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TCS Applicable: Setting the field value as Yes indicates that the system will add the TCS on all the Sales
order or Invoice for the specified Customer and all the Purchase order or Voucher for the specified
Vendor. Here it is to be noted that while creating the Sales Order / Purchase Order the system will add
TCS key as per the keys given on Company Information screen (in Tax record set) and will update the

order totals accordingly. The TCS tax key will be based on the Customers / Vendors PAN No.:

o If the PAN No. is maintained, then AR 0.1 % key will be fetched.
e [fthe PAN No. is not maintained, then AR 1% tax key will be added.
e If the PAN No. is maintained, then AP 0.1 % key will be fetched.

Setting the field value as No indicates that the system will not add the TCS on any Sales order or Invoice
for the specified Customer and on any Purchase order or voucher for the specified Vendor. As per the
law if the Customer / Vendor is deducting TDS of company then TCS should not be added on Sales

Order or Invoice / Purchase Order or Voucher.

Include Tax in Turnover for TCS: When this option is set to Yes, saving the settings will include tax in
the Turnover for the TCS. For a new BatchMaster Web Company, the default value of this field is Yes.

The rate of TCS for the Customer / Vendor will be fetched from the defined parameter on this screen.

TCS % For Customer With PAN: This field specifies the percentage amount to be included on all the
Sales order or Invoice for specified Customer. For all those Customers if PAN No. is maintained, then

AR 0.1 % tax will be fetched.

TCS % For Customer Without PAN: This field specifies the percentage amount to be included on all
the Sales order or Invoice for specified Customer. For all those Customers if PAN No. is maintained,

then AR 1 % tax will be fetched.

TCS % For Vendor: This field specifies the percentage amount to be included on all the Purchase order
or Vouchers for specified Vendor. For all those Vendors if PAN No. is maintained, then AR 0.1 % tax

will be fetched.

TCS AR Accrued Account: This parameter stores the account that is required for TCS AR Accrued
Account in case of TCS transactions. TCS AR Accrued receivables account is used to maintain
outstanding TCS that has been earned by a company but has not been invoiced. The account will be

credited while processing the Invoice and debited while processing a return / processing a receipt
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entry. The value in this field can be set using the lookup next to the field. The lookup will list all the

Accounts maintained in BatchMaster Web you can choose from.

TCS Payable Account: This parameter stores the account that is required for the Payable TCS Amount
for Receipt Transactions. The TCS Payable Account is used to maintain purchase transactions for the
vendor. The account will be credited at the time of posting a receipt. The value in this field can be set
using the lookup next to the field. The lookup will list all the Accounts maintained in BatchMaster Web

you can choose from.

TCS AP Accrued Account: This parameter stores the account that is required for the AP Accrued
Amount for TCS Transactions. The account will be credited while processing a return / processing a
payment entry and debited while processing a voucher. The value in this field can be set using the
lookup next to the field. The lookup will list all the Accounts maintained in BatchMaster Web for you

can choose from.

TCS Paid Account: This parameter stores the account that is required for the paid TCS Amount for TCS
Transactions. The account will be debited at the time of posting a payment. The value in this field can
be set using the lookup next to the field. The lookup will list all the Accounts maintained in

BatchMaster Web you can choose from.

7.1.3 Inventory Setup

With this you can define the values that define the company's inventory policies. This Includes:

e (Create Pallet

e Inventory Tracking

e Item Location Defaults
e [tem Master

e [tem Units

e Lot Status

e Lot Strength Defaults
e Pallet Setup

e Physical Counting

o Processing Options

e Production Transactions
e Shelf Life

e USDA API KEY
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Create Pallet v
Inventory Tracking v
Item Location Defaults v
Item Master v

Item Uniits v

Lot Status v

Lot Strength Defaults v
Pallet Setup v

Physical Counting v

Shelf Life v

USDA AP KEY v

7.1.3.1 Create Pallet
The Tl Hl is a stacking pattern used to load a pallet to generate a relatively stable stack.

Create Pallet A

Parameter Description Default Value Help

Pollet Ti e 0

Pallet TI: This field specifies the number of boxes/cartons stored on a layer, or tier, known as the TI
and the number of layers high that these will be stacked on the pallet (the HI).[1] It can also be used

in reference to the stacking pattern used to load a pallet to generate a relatively stable stack.

Pallet HI: This field specifies the number of layers high that these will be stacked on the pallet known
as the HIL.[1]

7.1.3.2 Inventory Tracking

Inventory Tracking A

Parameter Description Default Value Help
Tracked Applicable v

<
OO0

Serial/Lot Tracked Applicable: This parameter determines whether you can lot-track any items
defined in BatchMaster WEB using the /tem Master. The default value of this field is No.

e When this parameter is set to Yes, you have the option to make any item tracked or non-
tracked. The Track Serial Lot field on the Serial Lot tab of the Item Master screen will then

display the following options:
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o N-No Tracking

o S-—Serial Tracking
o L-Lot Tracking

o B—Multiple Bins

When this parameter is set to No, you will not have the option of making any item a tracked
item. The Track Serial Lot field on the Serial Lot tab of the Item Master screen will display

only one option (i.e., N — No Tracking).

Use Hard Lot Allocation: This parameter lets you allocate certain lot quantities for a particular sales

order or a production batch.

When this parameter is set to Yes, the lot quantity allocated for a specific purpose will not

be available for any subsequent allocation.

When this parameter is set to No, the system will allow the same lot of inventory to be

allocated multiple times.

Password for Changing Costing: This parameter stores the password for changing the costing method

applicable to inventory.

Use Global Lot Sequence Number: This parameter determines whether Global Lot Sequence

Numbers will be used.

7.1.3.3

When you set the value of this parameter to Yes, all the lots created in BatchMaster WEB
will use the default global sequence number defined at the Default Setup screen of the

Administration Module.

When you set the value of this parameter to No, the system will create lot numbers as

defined in Lot Masking at the Item Master or Item Type screens.

Item Location Defaults

Item Location Defaults A

Parameter Description Default Value

T

PP PLOLOL DD ¢
QOO0 OO ¢

Auto Creation of Item Location Record: This parameter determines whether Item Location Records

will be automatically created.
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e When this parameter is set to Yes, the Location tab is visible on the Item Master screen.
From this tab you can implement a default location for maintaining all inventory items. You
can add an inventory item and simultaneously associate it with a location from the

same screen.

e When this parameter is set to No, you need to add items in the Item Master screen, and

then associate each item with a location using the Item Location screen.

Location Key for Auto Creation of Record: This parameter specifies the default Location Key for the
creation of an item. When you click the lookup, a window appears that displays the records created
using the Location screen. The lookup also lets you search for records by specifying selection criteria
(matching records based on the contents of particular fields), and lets you vary the order in which
records are displayed. The selected key is added to the Location Key field under the Location tab at

the Item Master screen by default.
A This field is enabled only when the value of the Inventory Default Location field is set to Yes.

Sales Tax Key: This parameter stores the default Sales Tax Key for a newly inserted Item Location.
When you click on the lookup, a window displaying the records created using the Tax Rate screen
appears. The lookup also lets you search for records by specifying selection criteria (matching
records based on the contents of particular fields), and lets you vary the order in which records

are displayed.

Purchase Tax Key: This parameter stores the default Purchase Tax Key for a newly inserted /tem
Location. When you click on the lookup, a window displaying the records created using the Tax Rate

screen appears.

Primary Vendor Key: This parameter stores the default Primary Vendor Key for a newly inserted
Item Location. When you click the lookup, a window displaying the records created using the Vendor

Master Screen appears.

Item Class Key: This parameter stores the default /item Class Key for a newly inserted /tem Location.

Click on the lookup to open a window displaying the records created using the Item Class screen.

Revenue Account Number: This parameter stores the default Revenue Account Number for a newly
inserted Item Location. When you click on the lookup, a window displays the records created using

the Administration Module.

Cost of Goods Sold Account: This parameter stores the default Cost of Goods Sold Account Number
for a newly inserted Item Location. When you click on the lookup, a window displays the records

created using the Administration Module.

7.1.3.4 Item Master
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Item Master A

Parameter Description Default Value Help

View Description 2 on Item Master: When this parameter is set to Yes, the Item Description 2 field
is displayed on the Item Master screen. When this parameter is set to No, the Item Description 2

field is not available on the Item Master screen.

Item Image Size Limit (MB): This field allows you to store the limit for storing the image of any item
on the Item Master screen of BatchMaster Web. The system does not allow you to save any image

exceeding the specified limit.

Enforce Storage Condition: BatchMaster WEB lets you consider the storage condition of Bin for an

item before it is used in following:

e Bin Transfer

e Bin Transfer WMS

e Transaction Entry

e PO Receipt (WMS Profile)

e EBT - FG Receipt (WMS Profile)

The parameter has the following options:

o None: When the value of this parameter is None, the system will not verify the storage

condition at the time of above-mentioned transactions.

e With Warning: When the value of this parameter is With Warning, the system checks the
storage condition of the Bin and item prior to above-mentioned transactions. When there is

a mismatch, you can process the transactions, but a warning message is displayed.

e Block: When the value of this parameter is Block, the system checks the storage condition
of the Bin and item prior to above-mentioned transactions. If found any mismatch, you

cannot process the transaction.

7.1.3.5 Item Units

Item Units A&

Parameter Description Default Value Help

oL Lo
o000
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Unit of Length of Item: This parameter stores the default unit of length. When you click on the

lookup, a window displays the records created using the Units Master screen.

Unit of Width of Item: This parameter stores the default unit of width. When you click on the

lookup, a window displays the records created using the Units Master screen.

Unit of Height of Item: This parameter stores the default unit of height. When you click on the

lookup, a window displays the records created using the Units Master screen.

Unit of Weight of Item: This parameter stores the default unit of weight. When you click on the

lookup, a window displays the records created using the Units Master screen.

7.1.3.6 Lot Status

The Lot Status settings are applicable only to those items for which the Inventory QC option is

selected at the /tem Master record.

Lot Status ~

Parameter Description Default Value

Purchase Receipt Lot Status

0P o oP
OOQQO ¢

Purchase Receipt Lot Status: This parameter stores the Lot Status that would be applicable for

purchased item lots for which Inventory QC is Pending.

QC Release Lot Status in case of Pass: This is the status applicable for purchased item lots for which

the Inventory QC test result is Pass.

QC Release Lot Status in case of Fail: This is the status applicable for purchased item lots for which

the Inventory QC test result is Fail.

WMS Picking Lot Status: This is the applicable status for the item lot that are used in Sales Picking
and Production Picking via WMS.

Production Receipt Lot Status: This is the status applicable for item lots while partially or fully

closing the Batch.
7.1.3.7 Lot Strength Defaults

BatchMaster Web provides capabilities to manage and control the strength or concentration of active

ingredients or attributes within specific production lots. During production (Batch Ticket / Batch Close
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screen), the accurate amount of active ingredient is added to the formulation based on the desired

potency.

Lot Strength Defaults A

Default Value Help

Lot Strength Applicable: This parameter determines whether the lot strength feature is applicable in
BatchMaster WEB or not. When this parameter is set to Yes, The lot strength related field will be

enabled on the Item Master screen.

7.1.3.8 Pallet Setup

Pallet Setup A

Parameter Description Default Value Help
2]
Last Pallet No: This read-only field displays the last assigned pallet number.
7.1.3.9 Physical Counting
Physical Counting &
Parameter Description Default Value Help
v~ @

Disallow Trans. During Physical/Cycle Counting: This parameter determines whether transactions

will be allowed during physical/cycle counting.

e When this parameter is set to Yes, all transactions except physical counting will be blocked

for all item locations that are under Physical Counting.

e When this parameter is set to No, physical counting for an item location does not impede or

obstruct the processing of any transaction for that location.

7.1.3.10 Processing Options

Processing Options &

Parameter Description Default Value

PO00000 ;

¢l ¢ << B
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Allow Issues more than On Hand: This parameter determines whether an oversold condition is

permissible. Only non-tracked items can be oversold. The default value of this field is set to No.

e When this parameter is set to Yes, a batch, pick list, or shipment which results in an oversold

condition is saved without any warning.

e When this parameter is set to No, a warning is displayed about the issued or dispatched item

being oversold and the batch, pick list, or shipment that uses this item is not saved.

Allowable Cost Fluctuation %: This parameter allows you to specify the Cost Fluctuation limit (in
percentage) versus the item’s cost for processing a purchase (P-type) transaction at the Transaction
Processing screen. The default value of this field is ‘0’, which implies no fluctuation is allowed. For

this purpose, the cost is taken as:
e Standard Cost — For items whose cost method is listed as Standard Cost.

e Average Cost — For items whose cost methods are listed as Lot, LIFO, FIFO, or Average.

When a transaction has a cost fluctuation percentage greater than the value specified at this field,
the system displays a warning about the cost fluctuation being out of range, and that transaction is

either not processed or is cancelled.

Cost for P Type Transaction: This parameter displays the cost of the selected item at the
Transaction Entry screen, based on the type of cost selected here. Available options are:
e Standard Cost.
e Average Cost.

e [ast Cost.

e None.
The default value of this parameter is Last Cost.

Cost for A Type Transaction: This parameter displays the cost of the selected item at the
Transaction Entry screen, based on the type of cost selected here. The available options for this
parameter are the same as those for the Cost for P-Type Transaction. The default value of this

parameter is Standard Cost.

Cost for C Type Transaction: This parameter displays the selected item’s cost at the Transaction
Entry screen, based on the type of cost selected here. The available options for this parameter are
the same as those for the Cost for P-Type Transaction. The default value of this parameter is
Standard Cost.
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Back Date Issue more than Available Quantity: This parameter lets you specify whether items can
be issued on a back date if the quantity required is more than the quantity on hand. (The ‘back date’

is any date prior to the server date.) This field has two options:
e 0-Use current on-hand to issue.

e 1—Don’t allow if quantity is not available.

7.1.3.11 Production Transactions

Production Transactions #

Parameter Description Default Value Help

mited to Qty On Hand or Available v @

Prod. Alloc. can be limited to Qty On Hand: This parameter lets you restrict or allow items to be
allocated for production when the required quantity is greater than the on-hand quantity. This field

has two options:
o Unlimited.

o Up to Available Quantity.

Prod. Issue limited to Qty On Hand or Available: With this parameter you can restrict or allow
items to be issued for production when the required quantity is greater than the on-hand quantity. It

has two options:
e Upto Qty On Hand.

e Up to Available Qty.

f Both parameters (Prod Alloc can be Limited to Qty On Hand and Prod Issue Limited to Qty On
Hand or Available) are enabled only when the value of the Allow Shipment more than On
Hand field is No.

7.1.3.12 Shelf Life

Shelf Life A

Parameter Description Default Value Help

Allow Shelf Life: BatchMaster WEB lets you consider the shelf life of an item before it is shipped or

issued for production. The Allow Shelf-Life parameter has the following options:

e No: When the value of this parameter is No, the system will not verify the shelf-life

condition at the time of shipment or production issue.
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o Yes with Warning: When the value of this parameter is Yes with Warning, the system
checks that ‘Ship Date + Shelf Life > Expiration’ prior to shipment or production issue. When
this condition is not fulfilled, you can make the shipment or production issue, but a warning

message is displayed.

e Yes and Block Transaction: When the value of this parameter is Yes and Block Transaction,
the system checks that ‘Ship Date + Shelf Life > Expiration’ prior to shipment or production

issue. If this condition is not fulfilled, you cannot process the transaction.

7.1.3.13 USDA API KEY

USDA API KEY A

Parometer Description Default Value Help

AP! Ke LOX2GZATMFPODY tBG2 IMMdMY vh2e2 [2]

API KEY: BatchMaster WEB lets you specify the USDA API Key as generated from the USDA official
website. The USDA (United States Department of Agriculture) provided APIs (Application
Programming Interfaces) also known as an API token or access key to access various data and
services related to agriculture, nutrition, and food. The purpose of a USDA API key is to authenticate
and authorize BatchMaster Web to access USDA data and services for processing and printing

Nutritional Labeling reports.
7.1.4 Purchase Setup

With this you can define the values that define the company's purchase policies. This Includes:

e Approver Source
e Default Series

e Entry Options

e Order Steps

e Receipt Options
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Module Setup

Select Setup

Approver Source v
Default Series v
Entry Options w
Order Steps v

Receipt Options v

7.1.4.1 Approver Source

Approver Source A

Parameter Description Default Value Help
rchase Requisitior P v @
Purchase Indent v @

Purchase Requisition: This field contains the approver source for a Purchase Requisition.

e |[f the Default Value is set to BME, the Purchase Requisition screen will display a Tab for

Approvals.

e If the Default Value is set to None, then approvals will be not applicable to Purchase

Requisitions.

Purchase Indent: This field contains the approver source for a Purchase Indent.

o If the Default Value is set to BME, the Purchase Indent screen will display a Tab for

Approvals.

e If the Default Value is set to None, then approvals will be not applicable to Purchase Indents.

7.1.4.2 Default Series

Default Series A

Parameter Description Default Value

Series for f

PRERY- T -2
OO0 0000

o

27040-04092024-V01 BatchMaster Web — Finance User Guide m



)

Series for Purchase Order: The series specified here is used for creating the next purchase
requisition or purchase order number. The series can be NONE, SINGLE, or DOUBLE. The default

value of this field is NONE. Selecting a particular series type has the following effects:

e NONE: A purchase requisition or a purchase order created in BatchMaster Web cannot use

any series prefix.

e SINGLE: A purchase requisition or a purchase order created in BatchMaster Web uses a

single character as a prefix for every purchase requisition or purchase order number.

e DOUBLE: A purchase requisition or purchase order created in BatchMaster Web uses two

characters as a prefix to each purchase requisition or purchase order number.

g Single- or two-character series may be defined at the PO Series Master screen. Series are
used to identify the source of various groups of purchase orders or requisitions, i.e., the
transactional source such as Materials Requirement Planning (MRP), Re-Order Point (ROP),

and manual entry.

ROP Default Series: When the Series Defaults parameter is set to Single or Double, a series should
be selected here so that purchase orders generated via the ROP Triggered PO utility are identified as

such.

MRP/MPS/PR Default Series: When the Series Defaults parameter is set to Single or Double, a
series should be selected here so that purchase orders generated using the Transfer MPS Purchase
Orders screen or the Transfer MRP Purchase Orders screen, or by transferring a purchase requisition

to a purchase order, are identified easily for each transaction.

Default Series for Recur POs: When the Series Defaults parameter is set to Single or Double, a series
should be selected here so that purchase orders generated using the Generate Recur POs utility are

identified as such.

Last Used Series No. for Transfer to PR: When a new purchase requisition is created, the purchase
requisition number generated will be equal to the value of the Last Used No. for Transfer to PR field

plus one. This setting is used when that purchase requisition is:

e Created by the system using the Critical Material Report of Batch Ticket under the

Production Module, or

e Created and saved on the Purchase Requisition Entry screen while leaving the Purchase Req.
Number field blank.

Print Voucher Number from BME or FIN or BOTH: Two sources of the Voucher or Debit Memo
number(s) are displayed on a BatchMaster Voucher or Debit Memo. The three options for these

number(s) are displayed below:
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1. BME - BatchMaster.
2. FIN —Finance Number.
3. BOTH - BME and Finance Number.

The default value of this field is BME — BatchMaster.

N, ~.,  For ease of tracing transactions when integrated to a Finance package, many users find it
9 best to display both numbers — the one generated by BatchMaster Web, and the one

generated by the Finance package your system is integrated with.

Default Series For Purchase Orders against Indent: If the series for Purchase Order is set to Single or
Double, a series should be selected here so that purchase orders may be generated via the Purchase
Indent.

7.1.4.3 Entry Options

Entry Options A

T

Porometer Description Defoult Volue

OO0 O0OOOOOO

Unit Cost Default Method: This parameter decides which price will be added by default on a
Purchase Order line or a Purchase Requisition line when the default price is taken from the Item
Location screen. This happens when no Contract or Vendor Item Quote is applicable for the selected

Item Location. For a new BatchMaster WEB Company, the value of this field is Last Cost.
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The following options are applicable if the item price is drawn from the Item Location screen:

e When the Last Cost option is specified, the last cost maintained at the /tem Location is added
by default on the selected line of the purchase requisition or purchase order. This option is
useful only after the item has been purchased at least once. If an item has not been

purchased even once, the last cost would be zero.

e When the Standard Cost option is specified, the standard cost maintained for that item at
the Item Location screen is added by default on the selected line of the purchase requisition

or purchase order.

e When None is specified, the price on the purchase requisition or purchase order is taken as

zero by default.

Allow Over Credit Limit: This parameter decides whether a purchase order can be saved when the
credit limit for a vendor has been exceeded. For a new BatchMaster Web Company, the default
value of this field is No. When saving a purchase order would result in the vendor’s credit limit being

exceeded, the response of BatchMaster Web is based on the value of this field.

e Yes: When this parameter is set to Yes, the purchase order is saved without any regard to

the credit limit.

e Yes with Password: When this parameter is set to Yes with Password, a warning is displayed

about the vendor’s credit limit being exceeded. The system then prompts for a password.

e No: When this parameter is set to No, the purchase order resulting in the vendor’s credit

limit being exceeded cannot be saved.

Credit Limit Approval Password: This parameter stores the password for saving a purchase order

that would result in a vendor’s credit limit being exceeded.

The Credit Limit Approval Password is only needed when the purchase order parameter is

set to Yes with Password.

Days to Calculate Cancel Date: This field specifies the number of days that are automatically added
to the requisition date of a purchase requisition to arrive at a default cancel date of that purchase
requisition. This setting is also applicable when you need to arrive at a default cancel date for a

purchase order. The default value of this field is 365.

A purchase requisition is valid until the cancel date and will be cancelled if it is not transferred to a

purchase order. A new purchase order will be cancelled after the cancel date.

SN, Areceipt can be processed for an OPEN purchase order beyond the cancel date only when

the value in the Allow Receipts or Orders Past Cancel Date field is set to Yes.
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Default Tax Level: This parameter decides the default tax level to be applied when a purchase
requisition or purchase order is inserted. The default value of this field is None. The taxes may be

added by default in one of three ways:

e Order Level: When Order Level tax is selected, all the lines on the Line Item Tab of the
purchase requisition or purchase order can have only that tax key which is specified on

Purchase Tab of the related purchase requisition or purchase order.

e Line Level: When Line Level tax is selected, various lines on the Line Item Tab of the

purchase requisition or purchase order may have different tax keys.

e None: When None is selected, no tax key can be added to any of the line items on a

purchase requisition or purchase order.

Default Tax Rate: This parameter is applicable when Line Level tax is defined on purchase
requisitions or purchase orders. Depending on the setup here, the default tax rate for a line item

comes from the Item Location screen or the Vendor Master screen or Item Sub Type.

Address For Direct Delivery: This parameter affects the address where goods for a direct delivery
purchase order will be delivered. It has two options: Customer Address and Ship To Address. The

default value of this parameter is Customer Address.

e  When the Customer Address option is selected, the lookup will display a list of customers at
the Customer Key field of the purchase order. The address of the selected customer is

displayed under Ship To address details of the purchase order.

o  When the Ship To Address option is selected, the lookup will display a list of Ship To keys at
the Customer Key field of the purchase order. The address maintained on the selected Ship

To key is displayed under Ship To address details of the purchase order.

Freight Breakup on PO: When this option is set to Yes, the Freight Breakup button will be enabled

on Tab-1 of the Purchase Order Entry screen.

Permissible Limit for Base Price Override (%): When the base price for a line item falls outside the
permissible limit as defined at this field, the system will display a message to this effect before

processing a Purchase Order Receipt.

f A default series can be specified here only when the Series Defaults parameter is set to
Single or Double.

Pick Item Location Lookup From: This parameter allows you to limit the item lookup on the

Purchase Order Entry screen. The field provides the following options:

e Selecting the All Iitems option will display all inventory items on the item lookup of the

Purchase Order Entry screen.
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e Selecting the Purchasable Items option will display only those items on the item lookup of a
purchase order for which the Purchasable option is checked on the Item Master screen,
which in turn limits the item lookup at the Purchase Order Entry screen to specific

purchasable items.

e Selecting the Vendor Item Quote option will show only those items on the Purchase Order
Entry screen for which a Vendor Item Quote record has been created.

o Default Option to Insert Lines in Purchase Order: This Parameter decides the source to fetch the
lookup values while clicking the Insert Line button (Line Items Tab) on the Sales Order Entry screen.

The default value if this field is Inventory.

7.1.4.4 Order Steps

Order Steps A

Parometer Description Default Value

T

CESES I

Purchase Order Back Order: When this option is set to Yes, any normal purchase order created
subsequently will have the Back Order option selected by default. If a part receipt is made against

the purchase order, the remaining items would be placed on back-order.

Purchase Order Print: When this option is set to Yes, any normal purchase order created
subsequently will have the Print PO option selected by default. This means a purchase order must be

printed before a receipt can be processed against it.

Purchase Order Print MRN: When this option is set to Yes, any normal purchase order created
subsequently will have the Print MRN option selected by default. This means the MRN (Material

Receipt Note) must be printed before further processing can be achieved.

7.1.4.5 Receipt Options

Receipt Options A

Parameter Description Default Value Help

< <« <

QO00000

Allow Receipt of More than Remaining: This parameter decides whether the quantity to be

received from a vendor can exceed the ordered quantity.
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When this parameter is set to Yes, a purchase receipt can be saved even if the actual

guantity being received exceeds the ordered quantity.

If this parameter is set to No, then a warning would be displayed upon attempting to save a
purchase receipt wherein the actual quantity being received exceeds the ordered quantity,

and the purchase receipt would not be saved.

Allow Receipt of Orders Past Cancel Date: This parameter lets you allow or disallow the creation of

purchase receipts beyond the cancel date of purchase orders.

When this parameter is set to Yes, you can generate a purchase receipt for a purchase order

beyond the cancel date of that purchase order.

When this parameter is set to No, a warning is displayed stating that you cannot generate a

purchase receipt beyond the cancel date of the purchase order.

Default Quantity Receipt With Quantity Remaining: This parameter lets you set the default value of

QtyReceived as the value of QtyRem of a purchase order.

ALK

1N

When this parameter is set to Yes, the value of QtyReceived is taken as that of QtyRem of the

related line item of the corresponding purchase order.

When this parameter is set to No, the value of QtyReceived is taken as zero on the lines that

get added to a purchase receipt.

This is a management decision. While it saves the time taken to enter the quantity received,
this is usually only appropriate when the majority of receipts are for the exact quantity
ordered. Many managers believe that if the value is defaulted, the user may neglect to check

the actual quantity received.

Allow Cost Fluctuation: This option is used to enforce a cost fluctuation limit for items that are

being purchased.

When this parameter is set to Yes and the purchase price (for the corresponding line item on
Tab-4 of the Purchase Order Entry screen) for a purchase receipt line item falls outside the

cost fluctuation limit, that receipt line cannot be processed.

When this parameter is set to Yes and the purchase price (at the Voucher Modification
screen) for any line item violates the cost fluctuation limit, the voucher generated at the

Voucher Modification screen will exclude those lines.

When this option is set to No, the cost fluctuation is not applicable.

Allow Cost Fluctuation %: This parameter allows you to specify the percentage of cost fluctuation

that is permitted.
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Allow Receipt for Pending Lines: This parameter decides the Receipt Date filter source on the PO

Receipt screen. Available options are:

o All: Selecting All or leaving the field blank deactivates the Receipt Filter option on the PO
Receipt screen.

o User Defined: Selecting User Defined activates the Receipt Filter option on the PO Receipt
screen. The pop-up window allows you to select the receipt lines based on the Requested

Delivery Date. In addition, you can define the value of the Till Date field as desired.

e Based on Requested Delivery Date: Selecting Based on Requested Delivery Date activates
the Receipt Filter option on the PO Receipt screen. This selection limits the options to

Requested Delivery Date and would deactivate the Till Date field.

Additional days for Receipt: This parameter decide the value of the Till Date field of the Receipt

Filter option on the PO Receipt screen, for the option Based on Requested Delivery Date.
7.1.5 Report

With this you can define the values that define the company's report policies. This Includes:

e Table Generation

Select Setup r v

Table Generate v

7.1.5.1 Table Generate

Table Generate A

Parameter Description Default Value Help

.9

Generate Hash Table For Report: BatchMaster WEB generates SQL bound reports wherein a few
complex reports are stored in a temporary table (Hash Table). Once these reports are printed, the

system deletes the temporary table.

Now you can preserve the temporary Hash Table for your customizations. To do so, set the value of
this parameter as Yes. Thus, the system will save the Hash applied BME reports in a temporary table

in the database.

7.1.6 Sales Setup

With this you can define the values that define the company's purchase policies. This Includes:
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e Approver Source

e Default Series

e Entry Options

e Invoice Series Options
e Order Steps

e Other Parameter

e Revenue Account

e Sales Commission

e Shipment Options
Module Setup

Select Setup t v

Approver Source v
Default Series w

Entry Options v

Invoice Series Options v
Order Steps v

Other Parameter v
Revenue Account v
Sales Commission v

Shipment Options v

7.1.6.1 Approver Source

Approver Source A

Parameter Description Default Value Help

Sales Requisition: This field contains the approver source for a Sales Requisition.

e If the Default Value is set to BME, the Sales Requisition screen will display a Tab for

Approvals.

o If the Default Value is set to None, then approvals will be not applicable to Sales

Requisitions.

7.1.6.2 Default Series

Default Series A

Parameter Description Default Value

o oo .
0000
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Series for Sales Order: The series type specified here is used for creating a quotation, a sales
requisition, or a sales order number. The series type can be NONE, SINGLE, or DOUBLE. The default

value of this field is None. Selecting a particular series type has the following effect:
o NONE: No series prefix can be defined or used.

e SINGLE: A quotation or sales order created in BatchMaster Web uses a single character as

the prefix to each quotation or sales order number.

o DOUBLE: A quotation or sales order created in BatchMaster Web uses two characters as the

prefix to each quotation or sales order number.
@) A single- or two-character series may be defined at the SO Series Master screen.

Series for Direct Delivery: When the Series Defaults parameter is set to Single or Double, a series
should be selected here so that sales orders generated when a receipt is processed on a direct delivery

purchase order are identified as such.

Series for Recur SOs: When the Series Defaults parameter is set to Single or Double, a series should
be selected here so that sales orders generated via the Generate Recur SOs utility are identified as

such.

Series for Sales Quotation: When the Series Defaults parameter is set to Single or Double, a series
should be selected here so that sales orders generated as a result of the transfer of quotation/sales

requisitions to sales orders are identified as such.

Free No. for Sales Requisition: When a quotation is created and saved on the Quotation/Sales
Requisition Entry screen while the Quotation Number field is left blank, the quotation number will be

equal to the value of the Free No. for Sales Requisition field plus one.

7.1.6.3 Entry Options

Entry Options A

Parameter Description Default Value

=
>
T
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Save Orders Over Credit Limit: This parameter determines whether a sales order can be saved
when the credit limit for a customer has been exceeded. For a new BatchMaster Web Company, the

default value of this field is No. When you attempt to save a sales order that would result in the
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customer’s credit limit being exceeded, the response of the system depends on the value of

this parameter.

e When this parameter is set to Yes, the sales order is saved without any regard to the
credit limit.

e When this parameter is set to Yes with Password, a warning about the customer credit limit
being exceeded is displayed. The system then prompts for a password. The sales order can
be saved, and an authorized person can later recall it, enter the password, and allow it to

be processed.

e When this parameter is set to No, a sales order cannot be saved when the customer’s credit

limit has been exceeded.

Credit Limit Approval Password: This parameter stores the password for saving a sales order
beyond the customer’s credit limit. This password is required only if the Save Orders Over Credit

Limit parameter is set to Yes with Password.

Days to Calculate Cancel Date: This parameter contains the number of days that should be added to
a quotation date to arrive at the default cancel date on the quotation. This setting is also applicable
for a sales order. The default value of this field is 365.

e A quotation/sales requisition is valid until the cancel date. It will be cancelled if it has not

been transferred to a sales order.

e Asales order is valid until the cancel date. It will be cancelled if no shipments occur for the

order before this date.

Default Tax Level: This parameter decides the default tax level to be applied when a quotation/

sales requisition or a sales order is inserted. The default value of this field is None.

Taxes may be added by default in one of three ways:

e Order Level: When Order Level tax is selected, all the lines on of the quotation or sales

order can have only that tax key which is specified at the related quotation or sales order.

e Line Level: When Line Level tax is selected, various lines of the quotation or sales order may

have different tax keys.

e None: When None is selected, no tax key can be added to any of the line items on a

quotation or sales order.

Default Tax Rate: This parameter lets you specify the record (/tem Location, Customer, Ship To, or

Item Sub Type) from which BatchMaster Enterprise acquires the tax rate by default.
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This parameter is applicable only when the Line Level tax is defined on a quotation, sales

requisition, or sales order.

Freight Breakup on SO: When the Yes option is selected, the Freight Breakup button is enabled on
the Sales Order Entry screen.

Default Option to Insert Lines in Sales Order: This parameter decides the source of the lookup
provided by clicking the Insert Line button of the Sales Order Entry screen. The default value of this

field is Inventory. Available options are:
e |nventory.
e Non-Inventory.
e Sales Template.
e Kit.

e Customer Favorite Item.

When you click the Insert Line button, the system automatically displays the Item Selection window

based on the option selected.

Pick Item Location Lookup from: This parameter stores the screen name, which is based on the
item lookup displayed on the Quotation/Sales Requisition or Sales Order screen. The default value of

this field is All Items. Available options are:

o All ltems.

e |tem Location.

e Customer Saleable Item.

e Customer Group Saleable Items.

Validate Duplicate Customer PO Number: Setting the value of this parameter to Yes checks the
customer’s PO number for duplication. Setting the value of this parameter to No will prevent the

validation of customer PO numbers.

7.1.6.4 Invoice Series Options

Invoice Series Options A

Parameter Description Defoult Value

rom BME
Global Serie

000
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Invoice series from BME or Finance: Two sources for the Invoice or Credit Memo series are

displayed on a BatchMaster Web invoice or credit memo:
e BatchMaster.
e Finance.

The default value of this field is BatchMaster. Thus, whenever an Invoice or a Credit Memo is printed

the system automatically prefix this series.

Use Global Series: This parameter has two values:
e Yes: Allows you to set the Global series.

e No: Allows you to set the Default Invoice series as either BatchMaster Invoice series or

Finance Invoice series.

Defined Global Series: This option selects the alphanumeric characters that are used to define the

Global series.

The system will generate an invoice number using the Global series defined here. When the Global
series is not defined for Module Setup, the system will generate an invoice using the Invoice series

defined on the SO Series Master screen.

7.1.6.5 Order Steps

Order Steps A

Default Value
o

IARAR:
000 7

Sales Order Back Order: When the value of this option is Yes, any normal sales order created
subsequently will have the Back Order option selected by default. If a part shipment is made against

the sales order, the remaining items would be placed on back-order.

Sales Order Print: When the value of this option is Yes, any normal sales order created subsequently
will have the Print SO option selected by default. This means a sales order must be printed before a

shipment can be processed against it.

Sales Order Print PickList: When the value of this option is Yes, any normal sales order created
subsequently will have the Print Pick List option selected by default. This means a sales order must

have a Pick List printed before a shipment can be processed against it.

7.1.6.6 Other Parameter
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Other Parometer A

Parameter Description Default Value Help

0000

Light CRM: The value of this field gives the Light CRM Limit; i.e., the screen displays this many lines
of the record. For example, if the value defined at this field is ‘2’, only two lines of the CRM record
from the database would display on the sliding grid of the screen when you access the Light CRM
screen and select the Customer Key. The value set at Sales Setup would be added by default to the
Light CRM field of the Light CRM screen.

Applicable Price and Discount Date: Price sources such as Contracts and Promotional Pricing are
date dependent, so this field allows you to specify the date on which one of those prices is

applicable. Available options are:
e Order Date.
e Requested Date.

The default value of this field is Order Date.

Print Invoice Number from BME or FIN or Both: Three sources for the invoice or credit memo

number(s) are displayed on a BatchMaster Enterprise invoice or credit memo:

e BME — BatchMaster Enterprise.
e FIN - Finance Number.
e BOTH - BME and Finance Number.

The default value of this field is BME — BatchMaster Enterprise.

:@: For ease of tracing transactions when integrated to a Finance package, many users find it best
to display both numbers — the one generated by BatchMaster Enterprise and the one

generated by the Finance package with which you are integrated.

Allow Record Level Authorization: This parameter allows you to specify the level of access that you

would give to other users in accessing your sales database.

e Setting the value of this field to Yes allows you to set the authorization level (such as to

modify or delete sales records) for other users.

e Setting the option to No allows other users to perform actions only as normal BatchMaster

Enterprise users.
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Example: We have three distinct BME users (namely A, B, and C) with different Admin access rights.

User A has given access details to Users B and C as follows:

Owner Users Access Rights Permissions
B Read and Write
A
C Read, Write, and Delete

User A has set the Record Level Authorization value as Yes. Whenever User B logs in to BatchMaster
Enterprise, he can have his own access rights as defined in the Administration Module, plus he can
have the read and write access of User A’s sales database, but he cannot delete records from User
A’s database.

The access rights defined to a specific user through the Administration Module would

supersede the access rights given through the Allow Record Level Authorization field.

Extend Sales Contract Password: Setting a password in this field determines that you can extend
any sales contract or change an Inactive contract to Active. The password will be applied on the
Extend Sales Contract screen, when you click the Extend Sales Contract button on the Sales Contract

screen.

7.1.6.7 Revenue Account

Revenue Account A

Parameter Description Default Value

00 i

o2 .

Pick Revenue Account from: This parameter determines the source from which the default revenue
account key is obtained and displayed under the Account Key field on the line of a quotation or a
sales order. The source could either be a record from which the revenue account is obtained or

a customized account key. The default value of this field is Customer Class. It has the

following options:
e [tem Location.
e Customer Class.
o Territory.
e Salesperson.

e Custom.

@ This parameter is applicable for a quotation and a sales order.
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Custom Revenue Account: The characters that constitute the Custom Revenue Account number can
be selected from two account numbers. Clicking this button displays a pop-up window on which the
two account numbers can be specified. Each of the accounts on the left and on the right can be
selected from Item Location, Customer Class, Territory, or Sales Person. You can then enter the
Custom Revenue Account Mask as a combination of the letters ‘L’ and ‘R’, where ‘L’ represents the
digits that are obtained from the account on the left, and ‘R’ represents the digits that are obtained

from the account on the right.

Suppose the account on the left is ‘000-123-45’ and the account on the right is ‘678-999-00’. Further,
suppose the Custom Revenue Account Mask is ‘RRR-LLL-LL’. In that case, the Custom Revenue
Account number will be ‘678-123-45’. If available in the chart of accounts, this account will be
displayed as the Revenue Account on the Sales Order Entry screen. If this account is not a part of the
chart of the accounts, the Custom Revenue Account number would be added to the account on the
left by default.

f The Custom Revenue Account button is enabled only when the Revenue Account Source

parameter is set to Custom.
7.1.6.8 Sales Commission

Sales Commission A

Parameter Description Default Value Help

Allow Sales Commission: This parameter determines whether any sales commission should be
calculated when an invoice is created in BatchMaster WEB. The default value of this field is set to
No.

7.1.6.9 Shipment Options

Shipment Options A

Parameter Description Default Value

T

QOO0 0OOOO

Allow Dispatch more than Order: This parameter determines whether the quantity to be
dispatched to a customer can exceed the ordered quantity. The default value of this field is set to

No. This parameter is applicable to the Pick List and Maintain Shipment screens.
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e When this parameter is set to Yes, a pick list or shipment will be saved without any regard

for the dispatched quantity.

e When this parameter is set to No, the system will display a warning stating that the quantity

to be dispatched is being exceeded. The pick list or shipment will not be saved.

This setting is particularly useful where you have an arrangement to supply any over-

production of a batch to the customer, and the customer agrees to pay for that.

Allow Shipment for All Pending Lines: This parameter determines the Shipment Date filter source

on the Maintain Shipment screen from the following options:

o All: Selecting the option as All or leaving the field blank deactivates the Shipment Filter

option on the Maintain Shipment screen.

e User Defined: Selecting the option as User Defined activates the Shipment Filter option on
the Maintain Shipment screen. The pop-up window allows you to select the shipment lines
based on the Target Ship Date, Promise Date, and Requested Date. You can also define the

value of the Till Date field as desired.

e Based on Target Ship Date: Selecting the option as Based on Target Ship Date activates the
Shipment Filter option on the Maintain Shipment screen. Only a single option (Target Ship
Date) is listed, and the Till Date field is deactivated.

e Based on Requested Date: Selecting the option as Based on Requested Date activates the
Shipment Filter option on the Maintain Shipment screen. Only a single option (Requested
Date) is listed, and the Till Date field is deactivated.

e Based on Promise Date: Selecting the option as Based on Promise Date activates the
Shipment Filter option on the Maintain Shipment screen. Only a single option (Promise Date)
is listed, and the Till Date field is deactivated.

Additional days for Shipment Planning: This parameter determine the value of the Till Date field of
the Shipment Filter option on the Maintain Shipment screen for the Based on Target Ship Date,

Based on Requested Date, and Based on Promise Date options.

Default Ship Date to: This parameter allows you to set the Default Ship-To Date as either the server

date or the requested date, as per your business rules.

Default Qty Ship with Qty Remaining: When this parameter is set to No, the value of QtyDispatch
defaults to zero on the lines that are added to the sales shipment at either the Pick List screen or the
Maintain Shipment screen. When the Yes option is selected, the value of QtyDispatch defaults to the

value of the QtyRem of the related line item of the corresponding sales order.
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:é: This is a management decision. While it saves the time taken to enter the quantity shipped,
this is usually only appropriate when the majority of dispatches are for the exact quantity
ordered. Many managers believe that if the value is defaulted, the user may neglect to check the

actual quantity to be shipped.

Allow Auto Generated Back Order Line: Setting the value of this field to Yes generates the Back
Order Lines automatically. Setting this parameter to No will prevent auto generation of the Back

Order Lines.

Multiple Invoice Flag for DI: Setting this option to Yes allows multiple shipments on a direct invoice.

Leaving this field unchecked restricts multiple shipments of line items on a direct invoice.

DI Series Default: The series type specified here is used for creating the next Direct Invoice number.
The series type can be NONE, SINGLE, or DOUBLE. The default value of this field is NONE. You can

select one of the following series types:
e NONE: No series prefix can be defined or used.

e SINGLE: A Direct Invoice created in BatchMaster Enterprise uses a single character as a

prefix to each Direct Invoice number.

e DOUBLE: A Direct Invoice created in BatchMaster Enterprise uses two characters as a prefix

to each Direct Invoice number.
@ A single- or two-character series may be defined at the DI Free Numbers screen.

Override DocQty With Lotqty (+ve variance allowed): When the quantity of the item issued varies
from the quantity available on a chosen containerized lot, the system will allow variance in the issue
of lots only to a certain extent. This variance limit is specified as a percentage in the Override DocQty

With Lotqty fields of the Sales Setup screen.

The Override Document Quantity with Lot Quantity (+ variance allowed) field allows you to set the
maximum positive variance allowed for lot quantity as a percentage. The value of the Maximum
Allowed Quantity is calculated on the basis of shipment quantity and the variances defined on the

Override DocQty with LotQty (+ve variance allowed) field.

Override DocQty With Lotqty (-ve variance allowed): This field lets you set the maximum negative
variance allowed for lot quantity as a percentage. The Minimum Allowed Quantity is calculated on the
basis of shipment quantity and the variances defined on the Override DocQty With Lotqty (-ve variance

allowed) field.

Example: A sales order for a containerized item is created.

e The quantity to issue is 50, while the quantity available in the selected lot is 44.
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The Override DocQty With Lotqty (+ve variance allowed) field is set to 8%.
The Override DocQty With Lotqty (-ve variance allowed) is also set to 8%.

8% of 50 is 4.

Hence, when you select the lot to issue the item in the Serial Lot Maintenance screen and save it, the

system displays a warning message and the calculated values of the quantity allowed.

A\

The Maximum Allowed Quantity is 54 (50 + 4).

The Minimum Allowed Quantity is 46 (50 - 4).

You need to set the following options before you perform a transaction, as defined in

the example:
The Allow Dispatch More Than On Order option in the Sales Setup screen is set to Yes.

The Allow Issues More Than On Hand option in the Inventory Setup screen is set to Yes.

Generate Invoice on Processing Shipment: This field specifies whether to generate the Invoice after

processing the shipment. Selecting the option as Yes generate the invoice upon processing the

shipment, whereas selecting No would require user to generate the Invoice via the Transfer to Invoice

or Super Invoice screen.

7.1.7 Transaction SubType Setup

With this you can define the values that define the company's Transaction SubType policies. This

Includes:

Inventory
Production
Production Material
Production On Order
Purchase

Purchase On Order
Sales

Sales Commitment
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Inventory v
Production v
Preduction Material v
Production On Order v
Purchase v

Purchase On Order v
sales v

Sales Commitment v

7.1.7.1 Inventory

Inventory A

Parameter Description Default Value Help

a @

Inventory Physical Count: This parameter stores the transaction subtype (of an A-type transaction)
that is required for posting any adjustments due to processing of physical counting to the

Inventory Module.

7.1.7.2 Production

Production A

Parameter Description Default Value Help
sction F ot PU a @
oduction Issues : Q @

Production Receipts: This parameter stores the transaction subtype (for a P-type transaction) that is
posted for a transaction in which the end items or by-products generated in the Production Module

are posted to the Inventory Module.

Production Issues: This parameter stores the transaction subtype (of an A-negative-type trans-

action) that is posted for a transaction in which items are issued for production.

7.1.7.3 Production Material

Production Material A

Parameter Description Default Value Help

a @

Material Allocation: This parameter stores the transaction subtype (of an X-type transaction) that is

posted when a material is allocated to a production batch.

7.1.7.4 Production On Order
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Production On Order A

Parameter Description Default Value Help

a @
a @

On Order Increase: This parameter stores the transaction subtype (of an O-type transaction) that is

posted for a transaction in which the on-order quantity of production increases.

On Order Decrease: This parameter stores the transaction subtype (of an O-type transaction) that is

posted for a transaction in which the on-order quantity of production decreases.

7.1.7.5 Purchase

Purchase A&

Parameter Description Default Value Help

o oo
o000

Purchase Receipts: This parameter stores the transaction subtype (of a P-type transaction) that is

posted when a purchase receipt is processed on a normal purchase order.

Purchase Returns: This parameter stores the transaction subtype (of a D-type transaction) that is

posted when a purchase receipt is processed on a return purchase order.

Direct Purchase Order: This parameter stores the transaction subtype (of a P-type transaction) that

is posted when a purchase receipt is processed on a direct delivery purchase order.

7.1.7.6 Purchase On Order

Purchase On Order A

Parameter Description Default Value Help

a @
a @

On Order Increase: This parameter stores the transaction subtype (of an O-type transaction) that is

posted for a transaction in which the on-order quantity of an item increases.

On Order Decrease: This parameter stores the transaction subtype (of an O-type transaction) that is

posted for a transaction in which the on-order quantity of an item decreases.

7.1.7.7 Sales

Sales A

Parameter Description Default Value Help

ppopoo
2000
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Sales Shipments: This parameter stores the transaction subtype (of an S-type transaction) that is

posted while processing a sales shipment on a normal sales order.

Sales Returns: This parameter stores the transaction subtype (of a C-type transaction) that is posted

while processing a sales shipment (that is, a return) on a return sales order.

Direct Invoice Shipments: This parameter stores the transaction subtype (of an S-type transaction)

that is posted while processing a direct invoice.

Direct Credit Shipments: This parameter stores the transaction subtype (of a C-type transaction)

that is posted while processing a direct credit memo.

7.1.7.8 Sales Commitment

Sales Commitment A

Parameter Description Default Value Help

a @
a @

Inventory Commitment Increase: This parameter stores the transaction subtype (of an I-type
transaction) that is posted whenever the inventory commitment increases through a transaction in
the Sales Order Module.

Inventory Commitment Decrease: This parameter stores the transaction subtype (of an I-type
transaction) that is posted whenever the inventory commitment decreases through a transaction in
the Sales Order Module.

7.1.8 WMS Setup

With this you can define the values that define the WMS policies. This Includes:

e EBT Setup

e Enable Directed Putaway on

e Production Setup

e Production Staging and Picking
e Purchase Activity Setup

e Report Setup

e Sales Picking Setup
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EBT Setup v
Enable Directed Putaway on ¥
Production Setup v

Production Staging And Picking v
Purchase Activity Setup v

Report Setup v

Sales Picking Setup v

7.1.8.1 EBT Setup

EBT Setup A

Parameter Description Default Value Help

o000 Q

Show BoilerPlate: Setting the option value as Yes will show boilerplates lines while using EBT.

Show By Product Item: Setting the option value as Yes will allow you to receive byproducts from EBT
along with finished goods on the Finished Goods Posting Screen, otherwise the system will show only

FG lines to receive with EBT.

Follow Formula Sequence: Setting the option value as Yes will display raw materials in the order they
are defined in Formula Entry. The system will compel the user to follow a sequence while issuing raw
materials on EBT. Thus, while performing the issue transaction from EBT the system will consider the

raw materials in the same sequence as entered in the formula lines.

Verification Required: Setting this option enables the Verification feature for the Issue and Receipt
transactions in EBT. This will be a two-step operation as one user can save the records whereas any
other user can verify the record before submitting. The system allows only verified records to be

submitted while performing issue or receipt transactions.

Scale installed on: Setting the option indicates that the WMS scaling service is available for a client
network having no domain controller (where an SSL certificate cannot be installed) i.e., HTTP or a

secured network having an SSL certificate installed i.e., HTTPS.

7.1.8.2 Enable Directed Putaway on

Suggested Put Away can be applied on the Transaction Independently.
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Parameter Description Default Value

<<l
Q0O :

Goods Receipt PO:

e None: Select this option if you do not want to implement this feature.

o Direct move: If this option is selected then, this will enable Bin Directions and Rules to be
applied directly while performing Goods Receipt PO transactions.
e By Putaway Screen: If this option is selected then, it will be a two-step process, where

initially the goods received in the transactions will be staged in a dock type bin or staging
bin. The data of the goods will be then stored in a temporary table which can be later
processed from a separate Put Away screen. And on this Put Away screen, the Bin Directions
and Rules can be applied.

Production Receipt:

e None: Select this option if you do not want to implement this feature.

o Direct Move: If this option is selected then, this will enable Bin Directions and Rules to be
applied directly while performing Production Receipt transactions.
e By Putaway Screen: If this option is selected then, it will be a two-step process, where

initially the goods received in the transactions will be staged in a dock type bin or staging
bin. The data of the goods will be then stored in a temporary table which can be later
processed from a separate Put Away screen. And on this Put Away screen, the Bin Directions
and Rules can be applied.

WH Transfer:

e None: Select this option if you do not want to implement this feature.

o Direct Move: If this option is selected then, this will enable Bin Directions and Rules to be
applied directly while performing Warehouse transfer.
e By Putaway Screen: If this option is selected then, it will be a two-step process, where

initially the goods transferred in the transactions will be staged in a dock type bin or staging
bin. The data of the goods will be then stored in a temporary table which can be later
processed from a separate Put Away screen. And on this Put Away screen, the Bin Directions

and Rules can be applied.

7.1.8.3 Production Setup

Default Value

[BESE
QOO
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Allow Partial Issue: Setting the option value as Yes will allow partial issue of the quantities of raw

materials from EBT.
Scale Integration: Setting this option as ON will enable weighing scale on production picking.

Default Lot Size on FG Receipt: Selecting this option as Yes implies that at the time of scanning/adding
lots on GRPO system will automatically defaults the lot size as a default lot size specified for the item

at Item Master screen.

7.1.8.4 Production Staging and Picking

0000000 ;

Production Material Picking: Various attributes that will be used while processing the production

material picking operation.

e Staging: If this option is selected then, this will enable you to stage the total required
material for an entire day or shift in bulk before beginning production. This is more feasible
and convenient way first to collect and stage all the required material in bulk at the staging

area.

e Staging And Picking: If this option is selected then, this will enable you to collect and stage
all required material in bulk at the staging area. Further, from the staging warehouse an

exact quantity required for individual batch can be picked

To understand the significance and process of performing Two Step Picking let’s assume a
scenario when multiple production orders are planned in an entire day and the inventory
needed to produce them is almost the same. In such a case it is more feasible and convenient
first to collect and stage all required material in bulk at the staging area. Further, from the
staging warehouse an exact quantity required in each individual batch can be picked.

e Picking: When this option is selected the material can be picked from a storage bin and
dropped directly to the production unit. Such a process is useful if we pick the material by
individual batch. Separate Pick documents will be generated for all selected batches to

accomplish batch-wise individual picking.
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o None: Select this option if you do not want to implement this feature.

Pick Order Creation Criteria:

o Bulk and Partial Separately: selecting this option allows you to generate separate orders for
the item quantities on Production Picking screen. With this option as selected you can
generate individual picking document for the items as per the defined stock and pick unit of

conversion for a range of batches.

e Consolidated: Selecting this option allows you to group and merge item quantities on the
Production Picking screen. With this option selected you can generate a bulk picking
document for the items required for a range of batches. It generates a single bulk staging
document for all the selected batches to collect and stage material from the storage bin to
the Stage bin of the attached Bin Group. Sometimes users stage the total required material
for an entire day or shift in bulk before beginning production. In such a case it is more
feasible and convenient first to collect and stage all the required material in bulk at the

staging area.

Production Picking Sequence Option:

e Batch Wise: If this option is selected then the system will fetch the data batch wise i.e. pick
the item or materials for each batch separately on the Production Staging screen for lot

selection at the Released Tab.

e Item Wise: If this option is selected then the system will fetch the data item wise on the
Production Staging screen for lot selection at the Released Tab. l.e. the system will fetch the

distinct items individually from multiple batch(es) involved for staging.

Override Lot on Picking: Various attributes that will be used while picking the production material are

as follows:

e Yes: If this option is selected, the system allows you to choose any lot other than the
allocated one at the Production Staging screen. All earlier allocated lots are deleted, and the
selected lots are saved at dispatch. No warning message get displayed system do the

operation smoothly.

e Yes with warning: If this option is selected, the system displays a warning message, when
you select a lot other than the allocated one at the Production Staging screen. All earlier
allocated lots are deleted, and the selected lots are saved at dispatch. The record gets

successfully added and a warning message gets displayed.
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e Yes with reason code: If this option is selected, the system allows you to select a lot other
than the allocated one at the Production Staging screen. A popup window gets displayed
wherein you can specify a reason code for processing the record. All earlier allocated lots are
deleted, and the selected lots are saved at dispatch. No warning message get displayed

system do the operation smoothly.

e Yes with reason code and password: If this option is selected, the system allows you to
select a lot other than the allocated one at the Production Staging screen. A popup window
gets displayed wherein you can specify a reason code and password of the current logged in
user for processing the record. All earlier allocated lots are deleted, and the selected lots are

saved at dispatch. No warning message get displayed system do the operation smoothly.

e No: If this option is selected, the system does not allow you to select a lot other than the
allocated one at the Production Staging screen. You are not allowed to change the lots to be
picked. A warning message get displayed declining the selection of the lot number and bin

number.

Override Lot on staging: Various attributes that will be used while staging the production material are

as follows:

e Yes: If this option is selected, the system allows you to select a lot other than the allocated
one at the Production Staging screen. No warning message get displayed system do the

operation smoothly.

e Yes with warning: If this option is selected, the system displays a warning message, when
you select a lot other than the allocated one at the Production Staging screen. The record

gets successfully added and a warning message gets displayed.

e Yes with reason code: If this option is selected, the system allows you to select a lot other
than the allocated one at the Production Staging screen. A popup window gets displayed
wherein you can specify a reason code for processing the record. No warning message get

displayed system do the operation smoothly.

e Yes with reason code and password: If this option is selected, the system allows you to
select a lot other than the allocated one at the Production Staging screen. A popup window
gets displayed wherein you can specify a reason code and password of the current logged in
user for processing the record. No warning message get displayed system do the operation

smoothly.

27040-04092024-V01 BatchMaster Web - Finance User Guide 370



)

e No: If this option is selected, the system does not allow you to select a lot other than the
allocated one at the Production Staging screen. A warning message get displayed declining

the selection of the lot number and bin number.

On Picking: Various attributes that will be used while picking the production material are as follows:

e Pick to Close Page: If this option is selected, the system displays remaining item to the
Released tab after picking the item that you tapped at the Released tab of the Production
Picking screen. To further pick the next item as displayed on the Released tab of the
Production Picking screen, you need to again tap the respective item row at the Released tab

for picking the next item and so on.

e Pick to Move Next: If this option is selected, the system continues at the lot selection screen
after picking the first item that you have tapped on the Released tab of the Production
Picking screen. The system continues at the same lot selection screen for each item till no

item is left for picking at the Released tab of the Production Picking screen.

On Staging: Various attributes that will be used while staging the production material are as follows:

e Stage to Close Page: If this option is selected, the system displays remaining item at the
Released tab after picking the item that you tapped at the Released tab of the Production
Staging screen. To further pick the next item as displayed on the Released tab of the
Production Staging screen, you need to again tap the respective item row at the Released

tab for picking the next item and so on.

e Stage to Move Next: If this option is selected, the system continues at the lot selection
screen after picking the item that you have tapped on the Released tab of the Production
Staging screen. The system continues at the same lot selection screen for each item till no

item is left for picking at the Released tab on the Production Staging screen.

7.1.8.5 Purchase Activity Setup

Purchase Activity Setup A

Parameter Description Default Value Help

. @
On PO Process: Select the desired option to determine what BME mobile should do when you process
a purchase receipt.

e The Save option allows you to save the purchase order without processing it.

e The Process option allows you to process the purchase order when you process the purchase
receipt.
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Default Lot Size on PO Receipt: Selecting this option as Yes implies that at the time of scanning/adding
lots on PO receipt system will automatically defaults the lot size as a default lot size specified for the

item at Item Master screen.

7.1.8.6 Report Setup

Report Setup A

Parometer Description Default Valve

5
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WMS Report: Select the desired option to generate the WMS Report.

e The Download option allow you to save the WMS Report in PDF format. The PDF file will be

saved to your download’s directory.

e The Printer Server option allow you print the WMS Report on to the attached printer. The
system will redirect the print request to the defined printer. You can define or select the

printer at the Default Printer Parameter field.

PO Receipt- Default No. of Copies: This field specifies the default value for the No. Of Label field as

appear at the PO Receipt screen.

Sales Return- Default No. of Copies: This field specifies the default value for the No. Of Label field as

appear at the Sales Return screen.

SO Pick Lot List- Default No. of Copies: This field specifies the default value for the No. of Copies field

as appear at the SO Pick Lot List screen.

Print BOL- Default No. of Copies: This field specifies the default value for the No. of Copies field as

appear at the Print BOL screen.

COA Reports- Default No. of Copies: This field specifies the default value for the No. of Copies field as

appear at the COA Reports screen.

Packing Slip- Default No. of Copies: This field specifies the default value for the No. of Copies field as

appear at the Packing Slip screen.
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Shipping Label Report- Default No. of Copies: This field specifies the default value for the No. Of

Copies field as appear at the Shipping Label Report screen.

Item Label- Default No. of Copies: This field specifies the default value for the No. of Copies field as

appear at the /tem Label screen.

Bin Label- Default No. of Copies: This field specifies the default value for the No. of Copies field as

appear at the Bin Label screen.

Pallet Label- Default No. of Copies: This field specifies the default value for the No. of Copies field as

appear at the Pallet Label screen.

QC Label- Default No. of Copies: This field specifies the default value for the No. of Copies field as

appear at the QC Label screen.

Receipt Report- Default No. of Copies: This field specifies the default value for the No. of Copies field

as appear at the Receipt Report screen.

Sales Material Picking- Default No. of Copies: This field specifies the default value for the Number Of
Label field as appear at the Number Of Label window. The Number Of Label window is accessible by

clicking the Print button available on Dropped tab of the Sales Material Picking screen.

7.1.8.7 Sales Picking Setup

Sales Picking Setup A

Parameter Description Default Value Help

<<«
Q00

WMS Picking Enable: Parameter decides whether to enable sales picking in WMS or not.

Override Lot on Picking: Various attributes that will be used while picking the sales material are as

follows:

e Yes: If this option is selected, the system allows you to select a lot other than the allocated
one at the Sales Picking screen. No warning message get displayed system do the operation

smoothly.

e Yes with warning: If this option is selected, the system displays a warning message, when
you select a lot other than the allocated one at the Sales Picking screen. The record gets

successfully added and a warning message gets displayed.
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Yes with reason code: If this option is selected, the system allows you to select a lot other
than the allocated one at the Sales Picking screen. A popup window gets displayed wherein
you can specify a reason code for processing the record. No warning message get displayed

system do the operation smoothly.

Yes with reason code and password: If this option is selected, the system allows you to
select a lot other than the allocated one at the Sales Picking screen. A popup window gets
displayed wherein you can specify a reason code and password of the current logged in user
for processing the record. No warning message get displayed system do the operation

smoothly.

No: If this option is selected, the system does not allow you to select a lot other than the
allocated one at the Sales Picking screen. A warning message get displayed declining the

selection of the lot number and bin number.

On Picking: Select the desired option to pick the item on the pick list.

The Pick to Move Next option implies that system automatically navigates to the next item in
the pick list.

The Pick to Close Page implies that system allows you to manually navigate to the next time

after picking the item.

7.1.9 Defining or Modifying Module Setup

Far

Open the Module Setup screen.

Select the desired module using the dropdown next to the Select Module field.
Populate all the fields as per your business logic.

To modify the value, select/enter new values as desired.

Click the Save button.

Before using BatchMaster Web application it is required to make this one-time setting. Any
changes made to the setup options will be reflected on the subsequent screen when it is

reopened to work with.
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