C

PENTAGON 2000 Software, Inc.

QUICK REFERENCE GUIDE

Pentagon 2000 Software
Credit Card Transactions Process

Version 8.0

Pentagon 2000 Software, Inc.
15 West 34" Street
5th Floor
New York, NY 10001

Important:
Use your TAB key to move from field to field or use your mouse left click to click on the
appropriate field in each module.




CREDIT CARD BANK SETUP

Credit Card Accounts must be set up in the system as a Bank in which you will make

Accounts Payable transactions through — Credit Card Payments

= General Ledger Code —
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Go to the Financials Menu

Select the Administration sub-menu
Open the General Ledger Codes sub-menu
Double click on View / Build Tree

Add a new General Ledger Code Detail under the Assets Series

Click OK and Close when done
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NOTE: Add a NEW Bank unless the Credit Card has been issued by an existing Bank
in your system. In that case, you'd add a NEW Account for the specified Bank

Go to the Financials Menu

Select the Administration sub-menu
Double click on the Banks List

Add a new Bank for this Credit Card Account — Amex, Providian, Visa

ZrGr o Close

NOTE: This Credit Card Account can also be categorized as a Liability if applicable




CREDIT CARD BANK SETUP (continued)

By mandate, the Credit Card Bank must have the following information as shown:

Bank [10] American Express

e - 2 e - = ‘2] R Kl
Add Edit Del Prew MNest Contactz  Search LClose
Bank 1D : |10 Bank MName |American Ex=prezs
Address [ & ]
femout e Acct Mo, : |Your Credit Card Account # Type :|Line of Credit
| #[v'our Credit Card Account #

Description ; |American Ewprezs Businessz Gold

Account dotive v ‘whire Transfer Counter : 0=

Begin Balance

Opened On ; |01/01/2005 Debit: 0.00
Cloged On : Credit: | 0.00
Interest Rate : 0.0a

G/L Code - |1DD-UD-E|3 Payment on the way Account : [
Currency © |U5D Parent G/L
| Delete | ‘ Generalledger | Balance as of | Depositz Register | Checks Register ‘

CREDIT CARD VENDOR SETUP
Credit Card Vendors must be set up in the system in which corresponding Statements to
as well as Remitting Payments to.

= Add a Vendors File —

a Assign the Account Code and Name

b Approve the new Vendor Account and remove the Hold on the Account

c Set a Credit Limit

d Default the Terms for Credit Card Statements — commonly Net 30

e Default the General Ledger Account Table for the Goods Line (noted below)
Account |.&I'-1E>< ,-'|'I Cage Code :| CITA - |
Cur Code :| fs-} ILS Code :| AIRIMNC |

General] Defaults] Setllp Financialz l Status] Tay ] Misc. Eharges] Dualit_l,l] Eut. Search] FFG /R epair Eertificates]

@ Aok Einancials|Terms: MET30  MET 20 DAY'S Tax|D# :|
Wendor Currence[$ 1:|UsSD LS DOLLAR Fezale Cert ; |
G/L Account ;| 100-00-03 AMEX TABLE FOR PURCHASING | 10331 | =~
Buyer Accounts ——
1_|7 ooz - oE L & NC G Global: [ Credit Limit (USD] B0.000




CREDIT CARD ACCOUNT TABLE SETUP

The purpose of creating a unique General Ledger Account Table per Credit Card General
Ledger Account is to balance out the General Ledger and ultimately washing the Credit
Card General Ledger Account as well as the Accounts Payable Account.

This unique Table will be applied to the itemized line on the Credit Card Statement /
Miscellaneous Invoice for the Goods previously purchased and received.

This Setup procedure as well as the other Setup procedures in the document only need to
be done once. It is important that the Setup is done correctly from the beginning as to
ensure the validity of current and future General Ledger Transactions pertaining to the
“Credit Card Payment for Goods” scenario.

= Go to the Financials Menu

=  Select the Administration sub-menu

= Double click on GL Accounts Table

= Hit Add for the New GL Accounts Table record, set up as follows —

a The type of this Table should be set to Purchase
b Make sure the Table is Active
c Assign a Table Code and Name — corresponding to the Credit Card Account
d Inthe Sub Totals Tab, the Debit must go to the Credit Card Account
e Inthe Sub Totals Tab, the Credit must go to the Accounts Payable Account
f Click OK and Close when done
G/l Accounts Table g]
R W = 1
Add Edit  Delete Cloze
Type
T able Ende:|1UU-UU-U3 ~ Sal * Purchaze ¢~ Bath Bctive ;v

t_-'.‘} Mame : |.-“-‘-.ME>< TABLE FOR PURCHASING GOODS

Sub Totals |Misu: | Tases | Line Charge | WIP Costs | WIP Parts | Other |

Charges
SubTotsl: (DE) [100-00-03 AMERICAN EXPRESS
Discount: (CR) [100-00-03 AMERICAN EXPRESS
Met Discount: [CR] |100-00-03 AMERICAN EXPRESS
Papables: (CR) [200-00-00 ACCOUNTS PAYABLE
Advance : [CR) | 200-00-00 ACCOUNTS PAYABLE

NOTE: Please review the General Ledger Transactions Procedure for CC spreadsheet for
a basic analyztion using T Accounts



CREDIT CARD TRANSACTION DATA ENTRY PROCESS

STEP 1. VENDOR INVOICE

= The Goods are Purchased through a PO and Received, then Invoiced
= The Invoice is approved for Accounts Payable and Posted to GL
STEP 2. ACCOUNTS PAYABLE CREDIT CARD TRANSACTION

= An Accounts Payable Disbursement must be posted in the system for the Credit Card
Transaction

= The Credit Card Payment is applied to the Vendor Invoice for the Goods Received
= The Credit Card Payment is Posted to GL
STEP 3. MISCELLANEOUS INVOICE

= The Credit Card Statement comes in the mail and must be entered in the system as a
Miscellaneous Invoice

=  The Miscellaneous Invoice will be added for the Credit Card Vendor

= The Miscellaneous Invoice must be marked for GL Line Tracking

Header] Ship/Bill SEt'-'E Eharges] Ta:-:es] Eu:ummissiu:un] Aot ] E:-:peu:lite]

Doc Measures Info Options - -
& Uzer Line Mumbers : v Print D'ocument temo ;

=
Weight :| | T atal *Weight | Frint P/ Mema 1 :1 Print Document Message [
v

Ll I—_l Total Length | Print P/ Memo 2 [ G4 Line Tracking ,i

Receive Complete :
Yalurne : | | Total Yalumne |

= Each itemized line must be assigned its corresponding Expense GL Table

= The Goods line must be assigned the unique Credit Card Account GL Table



CREDIT CARD TRANSACTION DATA ENTRY PROCESS

STEP 3. MISCELLANEOUS INVOICE (continued)

rd [Updating] Purchase Invoice Mo. 000373  For : American Express ['-_||E|f'5__<|
= = 5 i
Add Del Optn Chcl aE,

Header Lines lShipa’BiII] SetLlp] Eharges] Ta:-ces] Enmmissinn] Aoct ] E:-:peu:lite]

&? Line |T_I,Ipe|I:harge For |Desu:riptiu:un |E!t_l.l |L|M |L|nit Frice |UM|TDtaI | e
I 02 GOODS RECEMED FO# 12345 1.00/E& | 10000000 E4 100.00

2 02 TRAWEL EXPEMSES ExP0O 1.00 EA 0 50000000 Ed, A00.00

3 02 MEALS & EMTERTAIMMEMT EXPO 1.00/Ed | 30000000 E4 a00.00

4 02 | OFFICE SUFPPLIES COFFICE DEPOT PO# 123 1.00 EA 0 150.00000 Ed 160,000 —
b

A ef Charges l Carmm ] Measures] E:-:pedite]

Line SubTatal ; 100.00 % Order Dizc :| 0.0000 % 000 % Additional Line Prices
Discount (%) 0.0000 % airFit 00000 % aon ¢  Patsf 000000 [EA .|
Discount ($): 000 $  OceanFrt 0.0000% oo ¢ Laber| 000000 [E& -

Ling Nat Tatal - 10000 $  Inswance | 00000 % 000 ¢ LotCharge:| 0.00000 [E& .|

Misc Total: 0.00 $ AgentComm:| 0.0000 % 0oo ¢ [ GrL Account
Line Ext Total: 10000 § Royalty | 0.0000 % D00 § | |Wh— -] @|

= The Invoice is approved for Accounts Payable and Posted to GL
STEP 4. ACCOUNTS PAYABLE CHECK PAYMENT
= An Accounts Payable Disbursement is created in the system for the Payable Invoice

= The Accounts Payable Check (either manual or automatic) is applied to the
Miscellaneous Invoice for the Credit Card Statement

= The Accounts Payable Check is Posted to GL



