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 Introduction  
General Information 

The Pacioli/400 Accounts Payable application is a significant rewrite of accounts payable applications marketed by 

Advanced Logic Solutions over the last fifteen years. In developing this product, our goal was to combine our 

knowledge of accounts payable processes with modern design concepts and programming techniques and deliver a 

truly world class Accounts Payable application.    

 

The Pacioli/400 Accounts Payable application is designed to handle everything from the most simple single 

company environment to highly sophisticated multi-company, and inter-company accounts payable processes.  This 

highly intuitive and feature rich application contains all of the functionality of our earlier accounts payable 

applications and adds new features and functions such as those listed below.   

 
 

 

New Features and Functions 

 

 Alpha-Numeric Vendor Codes 

 Centralized Payment 

 Cross company Vendor Codes 

 Find Lines 

 Full Screen Check Reconciliation 

 Full Vendor Prompting  

 Inter-Company Distribution 

 Invoice Approval System 

 Multi -Thread Job Queues 

 On Screen Prompts 

 Standard Batches 

 Superior Security 

 User Defined Detail Retention  

 User Defined Term Codes 
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Document Flow 

This manual is designed to flow to a manner that takes you from the initial setup process to check writing functions.  

The chapters include: Initial Setup (17), Vendors (71), Transaction Batches (83), Reports (105), and Payment 

Selection & Check Writing (123).  

 

 

 

 

SYSTEM ADMINSTRATIVE SETUP  

Administrative Setup includes:  Company Setup, 

Application Setup, User Profiles, Terms Codes, 

Forms Types, and Accounting Schedules. (18) 

 

ADDITIONAL OPTIONS  

Additional Options include:  Countries Table, 

Currency Code Table, Currency Rates, and Holiday 

Dates Table. (57) 

 

ACCOUNTS PAYABLE SETUP 

Accounts payable Setup includes:  Approvals, Bank 

Accounts, Check Formats, Vendor Types, and 

Approvers & Delegates. (40) 

 

VENDORS 

Vendors include: Work with Vendors, Create New 

Vendors, Edit Vendor Records, Vendor Summary, 

and Display Invoice Record.  (71) 

 

TRANSACTION BATCHES  

Transaction Batches include:  Batch Status, Create a 

New Invoice, Standard Batches, Display Open 

Invoices, Invoice Activity, and 1099ôs.  (83) 

 

 

REPORTS 

Vendor Reports include:  Vendor Listing, Vendor 

Labels, Vendor Analysis, Vendor Maintenance, Open 

Payables Listing, Open Payable Aging, and Cash 

Requirements.  (105) 

 

PAYMENT SELECTION & CHECK WRITING  

Payment Selection & Check Writing includes:  

Payment Selection Options, Outstanding Checks, 

Payment Proof, Printing Checks, Vendor Payments, 

Payment Detail, Check Reversals, Disbursements 

Register, and Bank Reconciliation.  (123) 

 

  

 

ADMINISTRATIVE SETUP  

 

ADDITIONAL OPTIONS  

PAYMENT SELECTION & 

CHECK WRITING  

 

REPORTS 

 

TRANSACTION B ATCHES 

ACCOUNTS PAYABLE 

SETUP 

Figure 1-1 

 

VENDORS 
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Figure 1-2 

For new installations, enter STRFMSGL (YOUR LIBRARY NAME).  Your library name is the Pacioli/400 Files 

library that you will be using with the Pacioli/400 Accounts Payable.  Perform the following steps (skip these steps 

if you are converting from an FMS database. 

 

 Choose System Functions and press Enter. 

 Choose Security Configuration and press Enter. 

 Choose the profile you would like to work with and press Enter.  Press Enter until you see the System 

Functions screen.  Page down until you see óPACô application ID and change the óNô to óYô for yes. 

 When you have set up all of the users you would like, exit Power Ledger. 

  

 

Pacioli/400 Accounts Payable requires a minimum set of requirements that must be configured before you can begin 

the processing of accounts payable functions.  The minimum requirements include: Administrative Setup, Accounts 

Payable Configuration.  You must have at least one configured with the minimum requirements prior to Accounts 

Payable processing.  Refer to Chapter 2 Initial Setup.  

 

 

 

 

 
STEP 1: Administrative Setup 

Administrative Setup includes: 

Company Setup, A/P Company 

Configuration, User Profiles, 

PaymentïTermsïCodes, Forms 

Types, and Accounting Schedules. 

 

 

 

 

 

 

STEP 2:  Accounts Payable Setup 

Accounts payable Setup 
includes:  Approvals, Bank 
Accounts, Check Formats, 
Vendor Types, and Approvers 
& Delegates.   

 

 

 

 

 

 

  

Administrative 

Setup 

Company            

Setup 

User 

Profiles 

Forms 

 Types 

Accounting 

Schedules 

A/P 

Company 

Terms 

Codes 

Accounts 

Payable Setup 

Approvals Check 

Formats 

Vendor 

Types 

Approvers & 

Delegates 

Bank 

Accounts 
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Additional Configuration Options  

Pacioli/400 Accounts Payable has additional parameters that must be setup if applicable to your company.  The 

additional parameters include:  Countries, Currency, and Holidays.  Refer to Chapter 3 Additional Setup Options.  

 

Find Lines 

The column specific Find Line located on many of the screens throughout the application provides quick access to 

data.  Enter the search criteria in the field above the column or columns you want to search through.  

 

 

Option Columns 

The Option Column, marked as ñOPTò, is where the action desired is keyed. Options are found at the top of the 

screen. 

 

 

Out Queue Defaults 

The Out Queue Defaults are found at the bottom of the screens that generate output to the spool file.  You can save 

the Printer Defaults by pressing F22 after filling in the defaults.  These defaults are saved by user ID.   

 

Repeat Batch Forms Queue Copies Hold Save 

N Y *STD FMSOUT 

QUEUE 
001 N N 

 

To return to the same request screen without going back to the menu option answer ñYò to repeat.  To run a request 

interactively, answer ñNò to Batch.  Enter your Out Queue or Printer in the Queue field (Example:  PRT01).  To 

hold a request in the spool file, answer ñYò to Hold. 

 

 

How to Use This Manual 

The flow of this manual is designed to follow the Accounts Payable Process.  Each screen has all of the fields 

defined.  To access a screen, follow the menu option flow in the shaded area directly below the screen in the manual. 

   

Function (Command) Keys 

Function (Command) Keys provide a means to communicate with the programs by pressing one, or two, 
keys.  The accompanying list shows the standard actions taken by the program when you press a function 
key. 

F1 Help . Help text is available at field level on all screens.  Position the cursor under the field 
that you are interested in learning about.  Press the HELP or (F1) key to view the help text.  
All new or changed data is lost when pressed.   

NOTE:  Pacioli/400 Accounting Suite contains extensive help text.  On a PC 
keyboard, the òHelpó key may be mapped as the òScroll Lockó key. 

F3 Exit:  Press to exit this function.  No further processing will take place. 

F5 Refresh: Press to view the changes on the screen. 

F6 Add:  Press to add a new record. 

F12 Cancel:  Press to return back to the previous screen.  Press enter to save any changes. 
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F19 Submitted Jobs:  Press to access the jobs submitted to your queue.  Same as the command:  
WRKSBMJOB from an AS/400 command line. 

F20 Printed Output:  Press to access the spool files in your queue.  Same as the command:  
WRKSPLF from an AS/400 command line. 

F21 Print List:  Press to print a hard copy of the list on the screen. 

F22 Save Options: Press to save the options currently shown on the screen.  These options will 
be the new defaults for the screen for the UserID.  To change the standard defaults, have 
UserID QSECOFR sign on, make the appropriate changes and press F22.  These new 
standard defaults will show for any UserID that has not previously pressed F22 from the 
screen. 
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Figure 1-3 

Pacioli/400 Main Menu 

 
 

 

Ç AS/400 Command Line:  STRPACIOLI 

 

 

The Pacioli/400 Main Menu Options lead to the Pacioli/400 Applications and their menu options:  System 

Administrator, Power Ledger, and Accounts Payable.   

 

To begin using Pacioli/400 applications, type STRPACIOLI on the AS/400 Command Line (F9). 

 

Access the Menu Options by placing the menu option number in the selection or command field ñ= = = >  _____ò. 
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System Administrator Menu 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administrator Menu 

 

 

The Pacioli/400 System Administration Options lead to the setup screens for information used for all applications: 

Company Setup (1-7), User Profiles (24), Country Codes (57), Currencies (61), Currency Exchange Rates (64), 

PaymentïTermsïCodes (32), Holiday Dates (67), Forms Types (34), and Accounting Schedules (37)   

 

Access the System Administration Options by placing the menu option number in the selection or command field ñ= 

= = >  _____ò. 

 

Figure 1-4 



 

15 

 

Pacioli/400 Accounts Payable Menu 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable Main Menu 

 

This screen accesses the Accounts Payable functions submenus.  Enter your selection in the Opt column. 

 

Figure 1-5 
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 Initial Setup  
General Information 

The Initial Setup covers the Minimum Requirements discussed briefly in Chapter 1 Introduction.  Initial Setup 

includes: Administrative Setup, Accounts Payable Configuration.  You must have at least one configured with the 

minimum requirements prior to Accounts Payable processing.   Use the following Check List to confirm that each 

minimum requirement step is completed. 

   

DATE 

FINISHED  
STEP  

 Step 1: 
System Administrator Menu, Work with Company Setup.  Press F6 and create each 

company.  Each company requires a number and name.    You must set up at least one 

company. 

   

 Step 2: 

System Administrator Menu, Work with Company Setup.  Type option '8' next to 

"COMMON SETTINGS--ALL COMPANIES" and next to each company that you 

created.  Press Enter.  On the next screen, type option '2' next to all of the applications 

shown.   Press Enter.  Review each of the configuration screens and make changes as 

needed, pressing Enter on each screen. 

   

 Step 3: 
System Administrator Menu, Work with User Profiles.   Add at least one administrative 

level user.  Give that user administrative authority to all application functions and all 

companies. 

   

 Step 4: 

System Administrator Menu, Work with Accounting Periods.  Create an accounting 

schedule for at least the current year.  If you have multiple companies that share a 

common financial calendar, you can set the schedule up one time under company zero 

and all companies will share it. 

   

 Step 5: 
Accounts Payable Menu, Bank Accounts.  Set up at least one bank account for each 

company. 

   

 Step 6: 
Accounts Payable Menu, Work with Check Formats.  Under the appropriate check 

format (Pin feed and/or Laser), enter the printer name to be used. 

   

 Step 7: 
Accounts Payable Menu, Vendor Types.  If you intend to use vendor types, set them up 

now.  The application is shipped with a single vendor type ZZ defined.  You can keep 

that vendor type or delete it. 

 

 

 

 
Table 2-A 
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Minimum RequirementsðSystem Administration 
 

Work with Company Setup  

 
 

Pacioli/400 Main Menu 

Option 1: System Administration Menu 

Option 1:  Company Setup 

 

 

This screen is used to access company level and system level setup information.  You must have at least one 

company setup before you can utilize the Pacioli/400 Applications.   

 

 

2=Change Name: Enter in the Opt Column to Change the Name of a company 

4=Delete:  Enter in Opt Column to Delete a Company (Press Enter on the Confirmation screen that follows) 

8=Application Setup:  Enter in Opt Column to access setup for the applications configuration by company per the 

following table: 

 

Company 

Number Actions 
ALL  COMMON SETTINGS- - ALL COMPANIES 

After select 8=Application Setup on screen PXA010L, select Accounts Payable 

with option 2=Change Settings on screen PXA011RL. 

1. Enable or disable options for Check Control, Bank Reconciliation, 

Duplicate Invoice Checking, and allowing changes to open invoice 

numbers and/or dates. 

2. Set the default job queue for Accounts Payable jobs.  Force all jobs to run 

in batch or leave the choice up to the user at run-time. 

3. Set the default printer and the default message queue for batch jobs. 

4. In a multi-company environment, you may want to distribute ñinter-

companyò payables between companies. Additional GL account setup will 

then be required for each numbered company. 

0001-9999 Individual (numbered) Company Accounts 

1. After select 8=Application Setup on screen PXA010L, select Inter-

Figure 2-1 
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Company 

Number Actions 
Company with option 2=Change Settings on screen PXA011RL. 

a. For each pair of companies, enter the offsetting ñInter-Company 

Payablesò and ñInter-Company Receivablesò GL Accounts. 

2. After select 8=Application Setup on screen PXA010L, select Accounts 

Payable with option 2=Change Settings on screen PXA011RL.  For each 

company there are up to four screens with options. 

a. Screen 1 has General Questions about the company.  

b. Screen 2 has questions about Data Entry and Centralized 

Payment.  

c. Screen 3 has questions about the interface to Pacioli General 

Ledger.  

d. Screen 4 has questions about payment selection and printing 

individual invoices per check.  

 

 

 



 

20 

 

Work with Company SetupðAdd a New Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 1:  Company Setup 

Ç F6 Add 

 

 

 

 Company Number:  Up to 4 digits from 0001-9999 for CompanyïNumber 

 Company Name:  Up to 40 Characters for Company Name, Upper and Lower Case available 

  

  

Figure 2-2 
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Work with Application Setup  

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 1:  Company Setup 

Ç Option 8:  Application Setup 

 

 

This screen is used to access system level setup by application.  You must have one company setup to work with 

Application Setup functions. 

 

 Find:  Column Specificðused to locate data more efficiently.   

 2=Change Settings:  Enter in Opt Column to change the setting by application 

 

Figure 2-3 
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A/P Company Level ConfigurationðGeneral Questions 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 1:  Company Setup 

Ç Option 8:  Application Setup 

Ç Option 2:  Change Settings for Accounts Payable 

 

 

ü Country Code:  Alpha field.  Must be in the Country Code Table.   3166 (58).   

ü Currency of Accounting:  Alpha field. Must be in the Currency Code Table.  

ü Enable Multiple Currencies: Y/N field.  This turns on the currency capabilities of the Pacioli/400 

Applications. 

ü Job Queue:  Separate Job Queue for Pacioli/400 Functions.  Entering a Job Queue name in this field specifies 

that jobs submitted to Pacioli/400 A/P should go to that job queue. 

ü Library: Library for Job Queue. 

ü Current A/P Year and Month (year/month):  Used to indicate the current A/P Year and Month.  The year is 

entered in a CCYY format (example: 1999).  

ü Months to keep Paid Detail:  Number of months to keep detail.  This controls how many months are kept after 

the File Purge Function.  

ü Months to keep reconciled/voided checks: Number of months to keep detail.  This controls how many months 

are kept after the File Purge Function. 

ü Days to keep posted batches: Number of months to keep detail.  This controls how many days are kept after 

the File Purge Function. 

ü Enable Vendor Types:  Hard coded as óYô for Yes 

ü Enable 1099 Feature:  If ñYò, the 1099 field is shown on the screens in A/P (102).  If ñNò, the 1099 field is not 

shown. 

ü Enable Purchase Order Feature:  If ñYò, the Purchase Order Field is shown on the data entry and invoice 

screens in A/P (90).  If ñNò, the Purchase Order Field is not shown on the screens. 

 

 

 

Figure 2-4 
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A/P Company Level ConfigurationðData Entry & Centralized Payment 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 1:  Company Setup 

Ç Option 8:  Applications Setup 

Ç Option 2:  Change Settings for Accounts Payable 

Ç Press Enter through the A/P Company Level Configuration-General 

 

 Require Invoice Number:  If ñYò, the invoice number field in data entry screen cannot be left blank (90).  If 

ñNò, invoice numbers are optional. 

 Enable Invoice Approval Feature:  If ñYò, the approval field is shown on the data entry and vendor 

maintenance screens (90). 

 Central Payment Company Number:  Enter the CompanyïNumber for the company that the centralized 

payments will be processed from. 

 Central Payment Code:   N=Not restricted from making payments 

P= Restricted from Check Writing except for Manual Checks 

Y=Restricted from Check Writing including Manual Checks 

 

  

Figure 2-5 
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A/P Company Level ConfigurationðGeneral Ledger Information 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 1:  Company Setup 

Ç Option 8:  Applications Setup 

Ç Option 2:  Change Settings for Accounts Payable 

Ç Press Enter through the A/P Company Level Configuration-General 

Ç Press Enter through the A/P Company Level Configuration-Data Entry and Centralized 

Payment 

 

Prompt Entry 

G/L Account Mask: Displays the account code mask for the General Ledger 
Account Number Structure. 

Break Down A/P 
Liability To Invoice 
Level: 

Y Will allow the user to override the A/P Liability 
Account during invoice data entry. 

N  Will protect the A/P Liability Account during 
invoice entry so that the user cannot manually 
change the account. 

 

Break Down A/P 
Liability To 
Division/Dept Level:  

Y Will require the user to enter valid division and 
department numbers for every invoice during 
invoice data entry. 

N  Will not prompt the user for division and 
department numbers during invoice entry. 

 

A/P Liability Account  
Code: 

Enter the A/P default liability account code.  This is the 
default account when there is no account defined for the 
vendor type (or the division and department, if enabled). 

Figure 2-6 
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Prompt Entry 

Discount Earned Account 
Code: 

Enter the Discount Earned default account code.  

Currency Exchange 
Gain/Loss Account 
Code: 

Enter the Currency Exchange Gain/Loss default account 
code.  

Inter-Application 
Clearing Account Code: 

Enter the Inter-Company clearing default account code. 

Pass Detail To G/L: N None 
D Detail 
S Summary 

 

Post Journals In G/L: Y Automatically Post A/P Batches To The G/L 
N Create an open journal for the A/P batch. 

 

Journal Type For Open 
Payables: 

Enter the 2-character journal type for Open Payable 
processing. 

Journal Type For 
Disbursements: 

Enter the 2-character journal type for Cash Disbursements 
processing. 

Journal Type For Check 
Reversal: 

Enter the 2-character journal type for Check Reversal 
processing. 
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A/P Company Level Configurationð 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 1:  Company Setup 

Ç Option 8:  Applications Setup 

Ç Option 2:  Change Settings for Accounts Payable 

Ç Press Enter through the A/P Company Level Configuration-General 

Ç Press Enter through the A/P Company Level Configuration-Data Entry and Centralized 

Payment 

Ç Press Enter through the A/P Company Level Configuration-General Ledger Information 

 

Prompt Entry 

Use Discount Dates To 
Determine Payment 
Selection: 

Y Activates the payment selection option to use 
discount dates for a payment selection option. 

 

Allow Option To Print An 
Invoice On Separate 
Check: 

Y Activates the option to print an invoice on a separate 
check. 

 

 

Figure 2-7 
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Work with User Profiles 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 2:  User Profiles 

 

 

This screen allows you to set up security profiles by user.  Profiles can be set up by company and by functions. 

 

 2=Change:  Enter in Opt Column to Change the parameters of a User Profile. 

 4=Delete:  Enter in Opt Column to Delete a User Profile. 

 8=Work with Functions:  Enter in Opt Column to Work with Functions Level Security (30). 

 9=Work with Companies:  Enter in Opt Column to Work with Company Level Security (31). 

 

Figure 2-8 
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Work  with User ProfilesðAdd New Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 2:  User Profiles 

Ç F6 Add 

 

 

This screen allows you to enter a new user profile into the Pacioli/400 Applications.   

 

 User:  Enter AS/400 User ID (example:  QSECOFR) 

 User Name:  Enter a meaningful description associated with the AS/400 User ID (example:  Security Officer) 

 Default Printer:  Enter the Printer Device most commonly associated with the User ID (example:  PRT01) 

 Lock in Company:  Enter the CompanyïNumber associated with the User ID (example:  0001).  This will 

become the CompanyïNumber default for the User ID. 

 

Figure 2-9 
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Work with User Profiles:  Change Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç  

Ç Option 2:  User Profiles  

Ç F6 Add or Option 2 for Change 

 

 

 

This screen allows you to change parameters of the User profile.  The User field cannot be changed on this screen. 

 

 User Name:  Enter a meaningful description associated with the AS/400 User ID (example:  Security Officer) 

 Default Printer:  Enter the Printer Device most commonly associated with the User ID (example:  PRT01) 

 Lock in Company:  Enter the CompanyïNumber associated with the User ID (example:  0001).  This will 

become the CompanyïNumber default for the User ID. 

 

Figure 2-10 
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Work with User Functions 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 2:  User Profiles 

Ç F6 to Add or Option 2 to Change 

 

 

 1=Authorize:  Enter in the Opt Column to Authorize the User to specific functions in the Pacioli/400 

Applications.  This will change the Authorized Column to read YES. 

 9=Remove Authorization:  Enter in the Opt Column to remove authorization to specific functions in the 

Pacioli/400 Applications.  This will change the Authorized Column to read NO. 

 

 

 

 

 

Figure 2-11 
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Work with Company Access 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 2:  User Profiles  

Ç Option 9:  Company Access 

 

 

This screen is accessed via the Work with User Profiles screen by entering a 9 in the Opt column next to a User.  

This screen provides the level of security by User and by Company.  If a user requires authority to companies for 

consolidation purposes, all companies should have the same security level.  The lowest level of security will dictate 

the security level for consolidations.   

 

 1=Limited:  This level of security provides limited inquiry functions  

 2=Inquiry :  This level of security provides the user with only inquiry functions for a company.   

 3=Data Entry:  This level of security allows for data entry only functions 

 4=File Maintenance:  This level of security allows for both data entry and file maintenance functions. 

 5=Administration:  This level of security provides access to all functions for a company.  At least 1 user 

should have this level of security.  Preferably, the same user that possess QSECOFR authority.   

 9=No Access:  This level of security provides the user with No Access to a company or its functions. 

 

 

Figure 2-12 
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Work w ith Payment Terms Codes 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 6:  Payment Terms Codes 

 

 

This screen sets up the Payment Terms Code Table for calculation of a due date.  It starts with the invoice date and 

adds days or months to the invoice date to arrive at a due date based on the terms defined by the user. 

 

 2=Change:  Enter in the Opt Column to change the parameters of a PaymentïTermsïCode. 

 4=Delete:  Enter in the Opt Column to Delete a PaymentïTermsïCode from the Table. 

 

 

Figure 2-13 
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Payment T erms Definition  

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 6:  Payment Terms Codes 

Ç F6 to Add or Option 2 to Change 

 

 

This screen is accessed via F6 on the Work with Payment Terms Codes screen (32).  This will add a Paymentï

TermsïCode to the Payment Terms Code Table. 

 

 Terms Code:  A 2 digit numeric value assigned by the user. 

 Description:  A meaningful description of the PaymentïTermsïCode.  Up to 20 characters. 

 Cash Discount:  Enter NN discount percent if paid in NN days.  This can be entered if there are two different 

cash discounts dependant on the number of days since the invoice date.  

 Net Due Method 1:  Enter NN days from date of invoice to calculate due date. 

 Net Due Method 2:  Enter NN day of the same month the invoice is due.  If the date is greater than NN day of 

the month, the invoice is scheduled due on the invoice day of the following month.  Net Due 3:  Enter the NN 

day of the next month.  If greater than NN or the month, the invoice is scheduled due on the monthly due date in 

the following month. 

 Net Due Method 3:  Enter the day of next month that the invoice is due.  Enter an invoice date cutoff day of the 

month after which the invoice is due the following month. 

Figure 2-14 
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Work w ith Forms Types 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 8:  Forms Types 

 

 

This screen sets up the Forms Control Table by using Forms Types.  This table is pre-loaded with standard forms 

types during installation.   

 

 2=Change:  Enter in the Opt Column to Change the Printer Override File for a specific Form Type. 

 4=Delete:  Enter in the Opt Column to Delete a Forms Type. 

 

 

The following are preloaded in the Pacioli/400 System: 

 

*STD *STD2 

*STD 3 CHECK  

COMP FILEFOLDER  

LABEL  LANDSCAPE 

Figure 2-15 
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Work with Forms TypesðAdd New Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 8:  Forms Types 

Ç F6 Add 

 

 

This screen is accessed via F6 on the Work with Forms Types screen.  This will add a new record to the Forms 

Control Table. 

 

 Form:  Enter a form name up to 10 characters.  (Example:  PORTRAIT) 

 CPI:   Enter the number of Characters per Inch.  (Example:  10 is typically used for *STD) 

 LPI:   Enter the number of Lines per Inch.  (Example:  6 is typically used for *STD) 

 Width:   Enter the width across the page as the number of characters allowed.  (Example:  85 is typically used 

for *STD) 

 Length:  Enter the length of the page as the number of single spaced lines allowed.  (Example:  66 is typically 

used for *STD) 

 Overflow Line:   Enter the Overflow Line of the page.  (Example:  60 is typical for *STD to allow for a 1ò 

bottom margin) 

 Font:  Enter the AS/400 Font number.  This number can be located in your AS/400 documentation. 

 Page Orient:  Enter ñLò for Landscape and ñPò for Portrait 

 Parameters for OVRPRTF:  Enter any additional parameters for the Print Overflow File using AS/400 

commands. 

 

Explain the Parameters for OVRPRTF 

 

 

Figure 2-16 
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Work with Forms TypesðChange Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 8:  Forms Types 

Ç Option 2:  Change 

 

 

 

 Form: Form name up to 10 characters.  (Example:  PORTRAIT) 

 CPI:   Enter the number of Characters per Inch.  (Example:  10 is typically used for *STD) 

 LPI:   Enter the number of Lines per Inch.  (Example:  6 is typically used for *STD) 

 Width:   Enter the width across the page as the number of characters allowed.  (Example:  85 is typically used 

for *STD) 

 Length:  Enter the length of the page as the number of single spaced lines allowed.  (Example:  66 is typically 

used for *STD) 

 Overflow Line:   Enter the Overflow Line of the page.  (Example:  60 is typical for *STD to allow for a 1ò 

bottom margin) 

 Font:  Enter the AS/400 Font number.  This number can be located in your AS/400 documentation. 

 Page Orient:  Enter ñLò for Landscape and ñPò for Portrait 

 Parameters for OVRPRTF:  Enter any additional parameters for the Print Overflow File using AS/400 

commands.  Contact MIS for advice on this field. 

 

 

Figure 2-17 
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Work with Accounting Schedules 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 9:  Accounting Periods 

 

 

This screen is the Accounting Schedule Table for Pacioli/400 Applications.   If you use CompanyïNumber Zero, the 

accounting schedule created is used for all companies that donôt have a specific Accounting Schedule defined.  

When first being setup, CompanyïNumber Zero defaults to the number of accounting periods (12 or 13) found in 

the first (lowest) CompanyïNumber that has been setup.  If no companies have been setup, the number of 

accounting periods for CompanyïNumber Zero is set to 12. 

 

 2=Edit:  Enter in the Opt Column to edit an entry to the Accounting Schedule parameters. 

 4=Delete:  Enter in the Opt Column to delete an entry to the Accounting Schedule Table. 

 

Figure 2-18 
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Work with Accounting SchedulesðAdd New Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 9:  Accounting Periods 

Ç F6 Add 

 

 

 Company:  Enter the CompanyïNumber. (Example:  0001)  CompanyïNumber Zero will generate an 

Accounting Schedule for all companies that do not have a defined Accounting Schedule to use. 

 Accounting Schedule:  Enter the user defined Accounting Schedule Number (number 1 to 9).  Enter ó1ô to be 

used with Power Ledger. 

 Year:  Enter the 4-digit year.  When you press Enter, a full accounting schedule for 12 months will be 

generated if the company is on 12-period accounting.  For 13-period accounting, the schedule is empty and 

must be filled in. 

 

Figure 2-19 
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Work with Accounting Periods 

 
 

 

Ç Pacioli/400 Main Menu 

Ç Option 1:  System Administration Menu 

Ç Option 8:  Accounting Periods 

Ç Option 2: Edit 

 

 

 Effective From:  Enter the effective date for each accounting period in the MM/DD/YY format. 

 Effective Through:  Enter the effective through date for each accounting period in the MMM/DD/YY format. 

 < - -CURRENT :  Identifies the current period for the 12-period accounting schedule; for a non-consolidation 

company. 

 

Figure 2-20 
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Minimum RequirementsðAccounts Payable 
 

Pacioli/400 Accounts Payable Menu 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç To Access Other Accounts Payable Screens press Page Down 

 

 

The Pacioli/400 Accounts Payable Main Menu accesses the accounts payable functions including:  Application 

Functions, File Maintenance, Vendor Reports, Detail Reports, Other Pacioli/400 Applications, and Services. 

 

 

Figure 2-21 
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Work with Approvals  

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 4:  Approvals 

 

 

 Approver:  Displays the approverôs AS/400 user ID. 

 1=Approve:  Enter in the Opt column to approve an invoice. 

 5=Display:  Enter to display the invoice record for approval. 

 Comp:  Displays the CompanyïNumber for the invoice.  

 Vendor:  Displays the Vendor Number and Vendor Name. 

 Invoice #:  Displays the invoice number for approval. 

 Net Due Date:  Displays the NetïDueïDate for the invoice. 

 Discount:  Displays ñYò if a discount is available for the invoice. Displays an ñNò if no discount available. 

 *:  Indicates that this invoice was entered using a foreign currency code. 

 

 

 F8 Work with Delegates:  Press to access the Work with Delegates screen (54).  

 F11 Include Others:  Press to view all invoices you have authority to approve. 

Figure 2-22 
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Work with Bank Accounts 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 11:  Bank Accounts 

 

 

 2=Change:  Enter in the Opt column to change the parameters of a bank account. 

 4=Delete:  Enter in the Opt column to delete a bank account.   

 Co#:  Displays the CompanyïNumber where the bank account exists. 

 Company Name:  Displays the Company Name where the bank account exists. 

 Bank ID:  Displays the bank accountôs ID. 

 Description: Displays the description for the bank account.  

 Next Check #:  Displays the next check number available for check writing for the corresponding bank 

account. (132) 

 

 

 

 

Figure 2-23 
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Work with Bank Accounts ï Change Records 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 11:  Bank Accounts 

Ç Option 2:  Change  

 

 

 Company:  Displays the CompanyïNumber for the bank account. 

 Bank ID:   Displays the bank ID number (42). 

 Description:  Enter a meaningful description up to 20 characters to identify the bank account. 

 GL Code:  Enter the General Ledger Account number to be used for transactions using the corresponding bank 

account.  Press F4 to prompt the General Ledger Master File. 

 Check Format:  Enter the check format (45) to use for the bank account.  Press F4 to prompt for a list of 

available check formats. 

 Check No.:  Displays the next available check number for the bank account. 

 Min Amount:   Enter a minimum amount allowed to write a check from the bank account.   

 Max Amount:   Enter a maximum amount allowed to write a check from the bank account. 

 Maximum Amt. Warning:   Enter the warning message to display if a check from the bank account is more 

than the maximum amount specified. 

 Currency:   Enter the 3-character currency code.  Press F4 to prompt for the Currency Table (61). 

 Language Code:  Enter the language code from the Countries Code Table (57). 

 Bank Name:  Enter a meaningful description for the bank account up to 20 characters. 

 Bank Routing:  Enter the bank routing number for the bank account. 

 Bank Account No.  Enter the bank account number for the bank account. 

 

 

 

Figure 2-24 
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Work with Bank Accounts ï Add New Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 11:  Bank Accounts 

Ç F6 Add 

 

 Company:  Enter the CompanyïNumber for the bank account. 

 Bank ID:   Enter the bank ID number. 

 Description:  Enter a meaningful description up to 20 characters to identify the bank account. 

 GL Code:  Enter the General Ledger Account number to be used for transactions using the corresponding bank 

account.  Press F4 to prompt the General Ledger Master File. 

 Check Format:  Enter the check format (45) to use for the bank account.  Press F4 to prompt for a list of 

available check formats. 

 Check No.:  Enter the next available check number for the bank account. 

 Min Amount:   Enter a minimum amount allowed to write a check from the bank account.   

 Max Amount:   Enter a maximum amount allowed to write a check from the bank account. 

 Maximum Amt. Warning:   Enter the warning message to display if a check from the bank account is more 

than the maximum amount specified. 

 Currency:   Enter the 3-character currency code.  Press F4 to prompt for the Currency Table (61). 

 Language Code:  Enter the language code from the Countries Code Table (57). 

 Bank Name:  Enter a meaningful description for the bank account up to 20 characters. 

 Bank Routing:  Enter the bank routing number for the bank account. 

 Bank Account No.  Enter the bank account number for the bank account. 

 

Figure 2-25 



I n i t i a l  S e t u p  

45 

 

Work with Check Formats 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 12:  Check Formats 

 

 

 2=Change:  Enter in the Opt column to change the parameters for a check format. 

 4=Delete:  Enter in the Opt column to delete a check format. 

 Format ID:  Displays the format ID name. 

 Laser:  Displays a ñYò if the check format is designed for laser checks.  Displays an ñNò if the check format is 

designed for pin feed checks. 

 Orient:  Displays a ñPò for portrait layout.  Displays an ñLò for landscape layout. 

 Align:  ó1ô to print one alignment check (used only for pin feed checks).  

 Forms ID:  Displays the forms ID the checks will be printed with. 

 Printer:  Displays the printer name the checks will print on. 

 Hold:  Displays ñYò if the checks will be sent to the printer on hold. 

 

 

Figure 2-26 
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Work with Check Formats ï Add New Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 12:  Check Formats 

Ç F6 Add 

 

 

**Contact your MIS staff or Advanced Logic Solutions Technical Support before adding a new Check Format** 

 

 Format ID:  Enter the format ID from the Format ID Table (34)  

 Forms Width:   Enter the width of the page the check is being printed on. 

 Forms Length:  Enter the line on the page for page overflow (page break point). 

 Stub Lines:  Enter the number of lines that make up the check stub. 

 Laser Check:  Enter ñYò to identify the check format as a laser check. 

 Portrait/Landscape:  Enter ñPò for a page orientation of portrait.  Enter ñLò for a page orientation of 

Landscape. 

 No of Align:  Number of alignment checks (for pin feed only). 

 Co Name on Check:  Enter ñYò to print the Company Name the check was written from on the check stub. 

 Check Forms ID:  Enter the check forms ID.  Press F4 to prompt for the check forms ID table. 

 Check Printer:   Enter the printer ID where the checks will be printed for this check format.  Press F4 to access 

a list of available printers. 

 Printer File Name:  Enter the name of the printer file you are using for custom layout pin feed checks.  Call 

Advanced Logic Solutions, Inc Technical Support for directions on custom check layouts. 

 EZPRINT Check Name:  Enter the check name to merge with if you use the EZPRINT Forms product for 

your laser checks. 

 Hold Checks:  Enter ñYò to hold the checks in the spool file when the check format is used. 

 Save Checks:  Enter ñYò to save the checks in the spool file after the checks have been processed and written. 

 

Figure 2-27 
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Work with Check Formats ï Change Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 12:  Check Formats 

Ç Option 2:  Change 

 

 

 Format ID: Displays the format ID from the Format ID Table (34)  

 Forms Width:   Enter the width of the page the check is being printed on. 

 Forms Length:  Enter the line on the page for page overflow (page break point). 

 Stub Lines:  Enter the number of lines that make up the check stub. 

 Laser Check:  Enter ñYò to identify the check format as a laser check. 

 Portrait/Landscape:  Enter ñPò for a page orientation of portrait.  Enter ñLò for a page orientation of 

Landscape. 

 No of Align: Number of alignment checks (for pin feed only). 

 Co Name on Check:  Enter ñYò to print the Company Name the check was written from on the check stub. 

 Check Forms ID:  Enter the check forms ID.  Press F4 to prompt for the check forms ID table. 

 Check Printer:   Enter the printer ID where the checks will be printed for this check format.  Press F4 to access 

a list of available printers. 

 Printer File Name:  Enter the name of the printer file you are using for custom layout pin feed checks.  Call 

Advanced Logic Solutions, Inc Technical Support for directions on custom check layouts. 

 EZPRINT Check Name:  Enter the check name to merge with if you use the EZPRINT Forms product for 

your laser checks. 

 Hold Checks:  Enter ñYò to hold the checks in the spool file when the check format is used. 

 Save Checks:  Enter ñYò to save the checks in the spool file after the checks have been processed and written. 

 

Figure 2-28 
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Work with Vendor Types 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 13:  Vendor Types 

 

 2=Change:  Enter in the Opt column to access the Work with Vendor Types ï Change record screen (50). 

 4=Delete:  Enter in the Opt column to delete a vendor type. 

 Co#:  Displays the CompanyïNumber assigned for the vendor type.  No CompanyïNumber or Companyï

Number Zero indicates a shared vendor type for all companies. 

 Vendor Type:  Displays the 2 character ID for the vendor type. 

 Vendor Type:  Displays the description for the vendor type. 

 

Figure 2-29 
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Work with Ve ndor Types ï Add New Record 

 
 

Ç Pacioli/400 Main Menu 

Ç Option 3:  Accounts Payable 

Ç Option 13:  Vendor Types 

Ç F6 Add 

 

 

Prompt Entry 

Co# Enter the CompanyðNumber assigned for the vendor type.  
No CompanyðNumber or CompanyðNumber Zero 
indicates a shared vendor type for all companies. 

Vendor Type Enter a 2 character ID for the vendor type. 

Vendor Type Enter a meaningful description for the vendor type. 

A/P Liability Account  Enter the default Accounts Payable account code for the 
vendor type.  The vendor type account code is assigned to 
the invoice during data entry.  However, if the vendor type 
account code is not defined, the company A/P liability 
account code is assigned to the invoice. 

 

 

Figure 2-30 


