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Chapter 1 - Getting Started

Installation and Registration

Red Wing Software Website Registration and Use

Follow the instructions below for information about the Red Wing Software website.
To register on the Red Wing Software website:

The Red Wing Software website uses the same login as Red Wing Software's Web Services (Pay Advices,
CenterPoint Time Clock, or Employee Portal). If you have an existing account for Web Services, enter the same user
credentials to log in to the website. If you do not have an existing account for Web Services, follow the steps below:

From a web browser, enter www.redwingsoftware.com.
In the upper-right of the Red Wing Software home page, click Log in.
Click Create One!
Enter your First Name and Last Name.
Enter an Email address and a Confirm Email address which must match the contents of the Email field for
the registration to be processed.
6. EnteraPassword and Confirm Password. Passwords must be at least six characters and no longer than
25 characters, include one numerical character and one lower-case letter.
Click Create.
In the Account Number box, enter your company Account Number. Your Account Number can be located
in a few different places:
a. From within CenterPoint by selecting Help > About.
b. On the Support Certificate that you receive upon renewing Customer Care Membership.
c. Red Wing Software sends customers a renewal form for Customer Care Membership. This renewal
form contains your account number.
d. Invoices you've received from Red Wing Software contain your account number.
e. If others at your company have already registered, they can sign into their account and find your
company’s account number at www.redwingsoftware.com/home/myaccount.

agrON -~
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9. Continue entering your Title, First and Last Name, Email Address (which is your login) and a Password.
10. Enter the displayed Security Verification code, and then click Submit.

To log in to the Red Wing Software website:

1. In your web browser, enter www.redwingsoftware.com, and press Enter.
2. Inthe upper-right of the Red Wing Software home page, click Log in.

3. Enter your Email Address and your Password.

4. Click Log In.

To reset a forgotten password:

1. In your web browser, enter www.redwingsoftware.com, and press Enter.
2. Inthe upper-right of the Red Wing Software home page, click Log in.
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Click the Forgot your password? link.
Enter your Email address.

Click Email Link.

An email will be sent to your current email address from Red Wing Software. Open the Reset Password email
and click the here link.

Enter your Email address, your new Password, and then enter your new password again in the Confirm
password box, and then click Reset.

8. Continue with the To log in to the Red Wing Software website section above.

o0 Ao
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To log out of the Red Wing Software website:

1. On the upper-right side of the Red Wing Software home page, click the drop-down arrow next to the My
Account button.
2. Inthe displayed menu, select Log out.

Download and Install CenterPoint from the Red Wing Software Website

New releases of the program are available for download from the Red Wing Software website at
www.redwingsoftware.com.

Prerequisite

You must own a Red Wing Software Customer Care Membership to download CenterPoint and be connected to
the internet.

e |

From a web browser, enter www.redwingsoftware.com.
From the Red Wing Software home page, in the upper-right corner, click Log in, enter your Email Address
and Password, and then click Log In.
a. If you have not previously registered on the Red Wing Software website, please see the Frequently
Asked Questions section of this document for more information about registering on our website.
b. If you do not recall your password for the Red Wing Software website, please see the Frequently Asked
Questions section of this document for more information on resetting a forgotten password.
3. Todownload the CenterPoint program:
? Click the My Account button to display the My Account page. Select the Downloads tab, locate your
product, select Downloads, locate the download you need, and then click Download Now.

Or

?” Select Support & Learn, select Downloads, locate the download you need, and then click Download
Now.

4. Wait while the program downloads. The file will automatically save to your Downloads folder.

5. Select the CenterPoint##.exe file in your task bar or open the Downloads folder and then select the file to
begin the installation.

6. Follow either the Single-User Installation Instructions or if you will be using CenterPoint in a Network
environment, (CenterPoint on more than one computer), please refer to the Network (Multi-User) Install
Instructions documents to complete the installation.

N —
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Frequently Asked Questions

Q: | have not previously registered on the Red Wing Software website, how do | register?
A. Follow the instructions below for information about the Red Wing Software website.
To register on the Red Wing Software website:

The Red Wing Software website uses the same login as Red Wing Software's Web Services (Pay Advices,
CenterPoint Time Clock, or Employee Portal). If you have an existing account for Web Services, enter the same user
credentials to log in to the website. If you do not have an existing account for Web Services, follow the steps below:

From a web browser, enter www.redwingsoftware.com.
In the upper-right of the Red Wing Software home page, click Log in.
Click Create One!
Enter your First Name and Last Name.
Enter an Email address and a Confirm Email address which must match the contents of the Email field for
the registration to be processed.
6. Enter a Password and Confirm Password. Passwords must be at least six characters and no longer than
25 characters, include one numerical character and one lower-case letter.
Click Create.
8. Inthe Account Number box, enter your company Account Number. Your Account Number can be located
in a few different places:
a. From within CenterPoint by selecting Help > About.
b. On the Support Certificate that you receive upon renewing Customer Care Membership.
c. Red Wing Software sends customers a renewal form for Customer Care Membership. This renewal
form contains your account number.
d. Invoices you've received from Red Wing Software contain your account number.
e. If others at your company have already registered, they can sign into their account and find your
company’s account number at www.redwingsoftware.com/home/myaccount.

abhwbd-~
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9. Continue entering your Title, First and Last Name, Email Address (which is your login) and a Password.
10. Enter the displayed Security Verification code, and then click Submit.

To log in to the Red Wing Software website:

1. In your web browser, enter www.redwingsoftware.com, and press Enter.
2. Inthe upper-right of the Red Wing Software home page, click Log in.

3. Enter your Email Address and your Password.

4. Click Log In.

To reset a forgotten password:

In your web browser, enter www.redwingsoftware.com, and press Enter.

In the upper-right of the Red Wing Software home page, click Log in.

Click the Forgot your password? link.

Enter your Email address.

Click Email Link.

An email will be sent to your current email address from Red Wing Software. Open the Reset Password email
and click the here link.

ook wN=
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7. Enter your Email address, your new Password, and then enter your new password again in the Confirm
password box, and then click Reset.
8. Continue with the To log in to the Red Wing Software website section above.

To log out of the Red Wing Software website:

1. On the upper-right side of the Red Wing Software home page, click the drop-down arrow next to the My
Account button.
2. Inthe displayed menu, select Log out.

Single-User Installation Instructions

This topic describes the single-user installation instructions for CenterPoint. If you will be using CenterPointin a
Network environment (CenterPoint on more than one computer), please refer to the Network (Multi-User)
Installation Instructions.

o \
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Single-User Installation Instructions

Frequently Asked Questions

Single-User Installation Instructions:

1. Close all other programs prior to starting the installation of CenterPoint.

2. From a web browser, enter www.redwingsoftware.com.
3. From the Red Wing Software home page, in the upper-right corner, click Log in, enter your Email Address
and Password, and then click Log In.
a. Ifyou have not previously registered on the Red Wing Software website, please see the Frequently
Asked Questions section of this document for more information about registering on our website.
b. If you do not recall your password for the Red Wing Software website, please see the Frequently Asked
Questions section of this document for more information on resetting a forgotten password.
4. To download the CenterPoint program:
?* Click the My Account button to display the My Account page. Select the Downloads tab, locate your
product, select Downloads, locate the download you need, and then click Download Now.

Or

* Select Support & Learn, select Downloads, locate the download you need, and then click Download
Now.
5. Wait while the program downloads. The file will automatically save to your Downloads folder. If you are unable
to download CenterPoint, please contact our Technical Support Department.
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10.
11.

12.
13.

14.

15.
16.

17.
18.

19.
20.

Select the CenterPoint##.exe file in your task bar or open the Downloads folder and then select the file to
begin the installation. Wait while the contents of the setup package are verified.

If you receive a User Account Control screen, with a Do you want to allow this app to make changes to your
PC? message, click Yes to continue.

If you receive an Application Requirements screen, click Next to install the necessary requirements. Wait
while the requirements are installed.

If you are prompted to restart your computer, click OK. The computer will restart and the installation will
automatically resume. This process may repeat depending on the number of requirements you need to
install.

On the Welcome screen, click Next to continue.

On the License Agreement screen, select the | accept the terms of the license agreement check box,
and then click Next to continue.

On the Setup Type screen, select Complete, and then click Next to continue.

By default, CenterPoint will install to C:\Program Files\Red Wing Software\CenterPoint. We recommend
accepting the default. On the Destination Folder screen, click Next.

On the Select Program Folder screen, you should generally accept the default program folder location by
clicking Next.

On the Completing screen, click Next to continue. Please wait while CenterPoint is installed.

On the Completing screen, click Finish. If you are prompted to restart your computer, please do so at your
earliest convenience.

If you also purchased CenterPoint Payroll, follow steps 1-16 to install CenterPoint Payroll.

Individual modules are configured separately after purchase and registration. See the How to Add a Module
topic after CenterPoint is started if you have purchased the Accounts Receivable or Inventory modules.
Select Help > CenterPoint Help > Installation and Registration > Add a Module to an Existing
Database.

To start CenterPoint, double-click the CenterPoint icon on your desktop.

On the Module Configuration Manager screen, review the selections and click OK.

Frequently Asked Questions:

Q. I'm attempting to log in to the Red Wing Software website, but it does not recognize my Email and/or
Password? What should | do?

A. Follow the instructions below for information about the Red Wing Software website.
To register on the Red Wing Software website:

The Red Wing Software website uses the same login as Red Wing Software's Web Services (Pay Advices,
CenterPoint Time Clock, or Employee Portal). If you have an existing account for Web Services, enter the same user
credentials to log in to the website. If you do not have an existing account for Web Services, follow the steps below:

RN~
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From a web browser, enter www.redwingsoftware.com.

In the upper-right of the Red Wing Software home page, click Log in.

Click Create One!

Enter your First Name and Last Name.

Enter an Email address and a Confirm Email address which must match the contents of the Email field for
the registration to be processed.

Enter a Password and Confirm Password. Passwords must be at least six characters and no longer than
25 characters, include one numerical character and one lower-case letter.

Click Create.

In the Account Number box, enter your company Account Number. Your Account Number can be located
in a few different places:
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a. From within CenterPoint by selecting Help > About.

b. On the Support Certificate that you receive upon renewing Customer Care Membership.

c. Red Wing Software sends customers a renewal form for Customer Care Membership. This renewal
form contains your account number.

d. Invoices you've received from Red Wing Software contain your account number.

e. If others at your company have already registered, they can sign into their account and find your
company’s account number at www.redwingsoftware.com/home/myaccount.

9. Continue entering your Title, First and Last Name, Email Address (which is your login) and a Password.
10. Enter the displayed Security Verification code, and then click Submit.

To log in to the Red Wing Software website:

1. In your web browser, enter www.redwingsoftware.com, and press Enter.
2. Inthe upper-right of the Red Wing Software home page, click Log in.

3. Enter your Email Address and your Password.

4. Click Log In.

To reset a forgotten password:

In your web browser, enter www.redwingsoftware.com, and press Enter.

In the upper-right of the Red Wing Software home page, click Log in.

Click the Forgot your password? link.

Enter your Email address.

Click Email Link.

An email will be sent to your current email address from Red Wing Software. Open the Reset Password email

and click the here link.

7. Enter your Email address, your new Password, and then enter your new password again in the Confirm
password box, and then click Reset.

8. Continue with the To log in to the Red Wing Software website section above.

AR N

To log out of the Red Wing Software website:

1. On the upper-right side of the Red Wing Software home page, click the drop-down arrow next to the My
Account button.
2. Inthe displayed menu, select Log out.

Q: The software installed without any errors, but the software won't open? Or | received an error during
installation and it stopped the installation of the software.

A: Make sure that all anti-virus, firewall, and any other security software are shut down prior to installing CenterPoint.
If any of these software applications are running, the installation may be interrupted and will cause the installation to
fail.

Q: How do | register CenterPoint?

A: When CenterPoint is installed, it will be in a 30 day demo mode until the software is registered. The first time
CenterPoint is opened, you will be prompted to register the software. The registration key provides you with a license
for the products you have purchased. For detailed registration instructions, refer to the Register CenterPoint help
topic. There are two options for registering the software:

Option A: Online Registration:

1. When CenterPoint is first opened, a Registration screen will display. If the Registration screen
is no longer visible, select Help > Product Registration > CenterPoint Registration.
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2. Onthe Registration screen, click Online.

3. Onthe first CenterPoint Registration screen, enter your company Account Number and then
click Submit.Your account number can be located on the My Account page in the Customer
Care Membership section by logging into www.redwingsoftware.com and clicking the My
Account button. Itis also on your Red Wing Software Support Certificate, renewal form, or
invoice. Click here to see an example.

4. On the next CenterPoint Registration screen, verify the company information is correct and click
Register to complete your online registration.

5. The Your Registration Information screen displays your registered products.

Option B: Register Manually (use this option only if you do not have internet access on this
machine)

©

1. When CenterPoint is first opened, a Registration screen will display. If the Registration screen
is no longer visible, select Help > Product Registration > CenterPoint Registration.

On the Registration screen, click Manual.

On the Registration Key Entry screen, in the Registration Key box, enter the registration key
provided to you. When you enter the registration key:

whN

? |tis not necessary to enter the dashes
» Either upper/lower case letters can be entered

? The letters |, Q, O and S will not be a part of the registration key. For example, all
"0" characters are the number zero.

4. Click Save.

Q: I'm going to use CenterPoint for a 30-day trial period only. What should | do on the Registration
screen?

A: Simply click Continue.
Q: How do | register the Federal/State Tax Forms (Aatrix)?

A. If you do not have an internet connection, you’ll need to manually register your Federal/State Tax Forms (Aatrix)
software.

One-Time Setup

e |

1. Within CenterPoint, select Setup > Companies/Funds. Select your company/fund and click Edit.

e |

2. Click on the Additional Detail tab.
3. Inthe Federal Tax Id box, enter your Federal Identification Number.
4. Click Save. Click Close.
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If you have CenterPoint Payroll also, click on Setup > Payroll Details > Employers.
Select the appropriate Employer and click Edit.

Click on the Taxes tab.

Single click on Federal in the list of taxes on the upper left.

Enter the Federal Tax Id for this employer. Click Save.

©CeNOO

Register Aatrix Manually (use this option only if internet access is not available)

1. Call Red Wing Software at 1-800-732-9464 and request an Aatrix Registration code.

2. Open CenterPoint

3. Select Help > Product Registration > Federal/State Tax Forms Registration.

4. Click Manual.

5. Inthe Aatrix Registration Key box, enter the key you were given by Red Wing Software (do not enter the
dashes.).

6. Click Submit.

7. Atthe Registration Successful message, click OK.

8. Click Close.

9. Your Aatrix software is registered through the last day of the month of your Customer Care Plan anniversary
date.

Q: How do | get updates for CenterPoint?

A: New releases of the program are available for download from our website and can be accessed from the
CenterPoint program. You must own a Red Wing Software Customer Care Membership to download program
updates and be connected to the internet to check for updates.

a. Select Help > Online Updates > Check for CenterPoint Updates. Your version of CenterPoint and
all add-ons are compared to the current versions available on the Red Wing Software website.

b. If an update is needed on your machine, the Online Updates screen will display with the Last Update
Check date. The updates available for your Red Wing Software products will display.

c. Click Install Updates. The CenterPoint Update Center screen will display the progress of the
installation.

d. When the download and installation are complete, click Launch CenterPoint.

If you prefer, you can setup a Preference that will customize the software so you are notified automatically that
updates are available.

To set the preference:

1. In CenterPoint, select File > Preferences.

2. Select General > Online Update Settings. In the Check for Updates Location, choose
Internet.

3. Select personalized options for the remaining fields in the Online Update Settings screen.

Q: How can | get updates for CenterPoint Federal/State Tax Forms (not used with CenterPoint
Depreciation)?

A: If you have an internet connection, you can check for updates on a regular basis by following the steps below. If
you do not have an internet connection, Red Wing Software will mail you a quarterly Aatrix Tax Forms update CD, at
your request, for an additional fee. Note: If an update is available when you print a federal/state tax form, a message
will display.

1. Select Help > Online Updates > Check for Fed/State Tax Forms Updates.
2. Wait while the Updater starts and checks for the latest versions of the Federal/State Tax Forms (Aatrix).
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3. Ifyou need to update your system with the latest forms or reports, you will be notified and .you can decide if
you want to Automatically Update, Download the Update to manually download an update from any
computer with an internet connection, Continue Expired, or Cancel without updating Federal/State Tax
Forms.

A list of necessary updates will display if you chose to update Federal/State Tax Forms.

Click Next to update your system.

When your system is updated with the most current forms and reports, the Update Complete screen will
display, click Close.

oo ks

Network (Multi-User) Installation Instructions

This topic describes how to install CenterPoint in a network (multi-user) environment:

» Single User Network Installation - One user with the database on a server. You must purchase a network

installation.
» Multi-User - Multiple users with the database on a server. You must purchase additional seats if multiple

users are accessing the database on a server.

If you will only be using CenterPoint with your data on one computer, please refer to the Single User Installation
Instructions document.
There are two steps to installing CenterPoint in a network environment:

Step A: Install at the Server

Step B: Install at each Workstation

Frequently Asked Questions

©

Prerequisites

Complete the following setup on your network prior to installing CenterPoint. The prerequisites differ depending on
the type of network being used. For assistance on any of the prerequisite steps, please contact your Network
Administrator.

»* Prerequisites for Peer-to-Peer (Workgroup) Networks (Windows Authentication):
» Server:
2 All users setup on workstations that will access CenterPoint must also be setup on the server
with the same username and password.
* Workstation(s):
#* All user names must have Windows login passwords (must be the same as was setup on the
server).
# Al workstations must be joined to the same workgroup.
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?” Prerequisites for Domain Networks:
? All workstations need to be a member of the Domain that the server is a part of.
» CenterPoint uses Microsoft SQL Server. For security and performance reasons, it is not
recommended that Microsoft SQL Server be installed on a Domain Controller. For more information,
please see the Frequently Asked Questions section of this document.

e |

Step A - Install at the Server:

1. Close all other programs prior to starting the installation of CenterPoint.

2. From a web browser, enter www.redwingsoftware.com.
3. From the Red Wing Software home page, in the upper-right corner, click Log in, enter your Email Address
and Password, and then click Log In.
a. Ifyou have not previously registered on the Red Wing Software website, please see the Frequently
Asked Questions section of this document for more information about registering on our website.
b. If you do not recall your password for the Red Wing Software website, please see the Frequently Asked
Questions section of this document for more information on resetting a forgotten password.
4. To download the CenterPoint program:
** Click the My Account button to display the My Account page. Select the Downloads tab, locate your
product, select Downloads, locate the download you need, and then click Download Now.

Or

»* Select Support & Learn, select Downloads, locate the download you need, and then click Download
Now.
5. Wait while the program downloads. The file will automatically save to your Downloads folder. If you are unable
to download CenterPoint, please contact our Technical Support Department.
6. Select the CenterPoint##.exe file in your task bar or open the Downloads folder and then select the file to
begin the installation. Wait while the contents of the setup package are verified.
7. Ifyoureceive an Application Requirements screen, click Next to install the necessary requirements. Wait
while the requirements are installed.
8. If you are prompted to restart your computer, click OK. The computer will restart and the installation will
automatically resume. This process may repeat depending on the number of requirements you need to install.
9. Onthe Welcome screen, click Next to continue.
10. Onthe License Agreement screen, select the | accept the terms of the license agreement check box,
and then click Next to continue.
11. Onthe Setup Type screen, select Complete, and then click Next to continue.
12. By default, CenterPoint will install to C:\Program Files (x86)\Red Wing Software\CenterPoint. We recommend
accepting the default. On the Destination Folder screen, click Next.
13. On the Select Program Folder screen, you should generally accept the default program folder location by
clicking Next.
14. Onthe Completing screen, click Next to continue. Please wait while CenterPoint is installed.
15. Onthe Completing screen, click Finish. If you are prompted to restart your computer, please do so at your
earliest convenience.
16. If you also purchased CenterPoint Payroll, follow steps 1-15 to install CenterPoint Payroll.
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17. Individual modules are configured separately after purchase and registration. See the How to Add a Module
topic after CenterPoint is started if you have purchased the Accounts Receivable or Inventory modules.
Select Help > CenterPoint Help > Installation and Registration > Add a Module to an Existing
Database.

18. In each firewall running on the server, exceptions must be configured to allow CenterPoint to run properly . In
Windows 10/11, right-click on Start, select Search, and then enter Windows Defender Firewall. Select
Advanced settings (menu on the left). > Inbound Rules (on the left again).

Port 1433 Exception:

1.

On the right, select New Rule. This will display a wizard that will walk you through the process.

2. Select Port and then Next.
3. Select TCP in the first section. Then select Specified local ports and enter 1433. Click Next.

4.
5.
6.

1 New Inbound Rule Wizard
Protocol and Poris
Specify the protocols and ports to which this rule applies.

Steps:

@ Fule Type Does this nule apply to TCP or UDP?
@ Protocol and Ports @ TCP

@ Action ) ubP

@ Profile

Name
¢ Does this rule apply to all local ports or specific local ports 7

) Al local ports

@ Specific local ports: 1433
Example: 80, 443, 5000-5010

Leam more about protocol and ports

¢Back [ Net> |[ Cancel

Select Allow the Connections and click Next.
In the When Does This Rule Apply screen, select all fields and click Next.
In the Name field, enter Port 1433 Exception and click Finish.

SQLServr.exe Exception:

1.

aRrwnN

In Windows 10/11, right-click on Start, select Search, and then enter Windows Defender
Firewall. Select Advanced settings (menu on the left). > Inbound Rules (on the left again).
On the right, select New Rule. This will display a wizard that will walk you through the process.
Select Program and then Next.

Select This Program Path.

Using the Browse button, select the SQLServr.exe file and click Next. The location for
SQLServr.exe will be in a path similar to this: C:\Program Files\Microsoft SQL
Server\MSSQL15.RWS64\MSSQL\Binn, or if you are using a version of SQL Server prior to
2019: C:\Program Files (x86)\Microsoft SQL Server\MSSQL12.RWS\MSSQL\Binn.

Select Allow the Connection and click Next.
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7. Inthe When Does This Rule Apply screen, select all fields and click Next.
8. Inthe Name field, enter SQLServr.exe Exception and click Finish.

SQLBrowser.exe Exception:

1. In Windows 10/11, right-click on Start, select Apps & Features, and then in the upper left side
of the screen, enter Windows Firewall or in Windows 8, select Control Panel > Windows
Firewall. Select Advanced settings (menu on the left). > Inbound Rules (on the left again).
On the right, select New Rule. This will display a wizard that will walk you through the process.
Select Program and then Next.

Select This Program Path.
Using the Browse button, select the SQLBrowser.exe file and click Next. The location for

SQLBrowser.exe will be in a path similar to this: C:\Program Files(x86)\Microsoft
SQLServer\90\Shared.

6. Select Allow the Connection and click Next.

7. Inthe When Does This Rule Apply screen, select all fields and click Next.

8. Inthe Name field, enter SQLBrowser.exe Exception and click Finish.

0N

19. Verify the following SQL protocols are enabled and that the browser is running:

a. Atthe Server, click Start, select Microsoft SQL Server 20## or open Microsoft SQL Server
20#4#, and then select SQL Server 20## Configuration Manager.

b. Under SQL Server Configuration Manager, select SQL Server Network Configuration, and
then select Protocols for RWS64 or RWS previously.

c. Verify that the Named Pipes and TCP/IP protocol status is Enabled.

‘@ 50L Server Configuration Manager (Local) Protocol Mame Status
E S0L Server services i~ Shared Memory Enabled
" Mamed Pipes Enabled
HTCR/IP Enabled

Ef Protocols for RWS64

.. UL Natwve Uhent TLD Contiguration

d. Under SQL Server Configuration Manager, select SQL Server Services.
e. Verify thatthe SQL Server Browser state is Running.

=
& 5q
File Action View Help

o2 c= | H

[ 5QL Server Configuration Manager (Local) | Name State Start Mode
g sa fﬂverilemces —_— EHSOL Server (RWS)  Running Automatic
% ﬂ“ SOL Server Network Configuration Il E‘?'!)SC:L Server Agent... Stopped Cther (Boot, Syste..

= Protocols for RWSE4 s
| B)SOL ServerB R Automat
. B 50l Hative Client 11.0 Configuration (3| LS Server Browser Running e

20. To start CenterPoint, double-click the CenterPoint icon on your desktop.
21. Onthe Module Configuration Manager screen, review the selections and click OK.
22. CenterPoint must be registered on the server. See the Frequently Asked Questions section for more

information on registering CenterPoint.
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23. ltisimportant that CenterPoint is operating properly at the server computer and all databases have been
created, before setting up the client workstations; including transferring data from other Red Wing Software
programs (Perception, AQCHEK, Champion Controller, etc), creating new databases, or attaching to existing
databases.

Step B - Install at each Workstation that will be using CenterPoint:

@ Can | install CenterPoint without installing SQL Server
Express on my workstations?

Follow steps 1-17 from the Server Installation section.

To start CenterPoint, double-click the CenterPoint icon on your desktop.

On the Module Configuration Manager screen, review the selections and click OK.

CenterPoint must be registered at each workstation. See the Frequently Asked Questions section for more
information on registering CenterPoint.

5. Select File > Administration > Data Maintenance

a. Ifyoureceive a message that the database is open, click Yes to close the database.

b. On the Database Maintenance screen, click Add in the bottom left corner.

PwN =

o Database Maintenance x

Default Server | (local)\RWS

Name: Server
CenterPoint Sample (ocal\RWS
PayrollSample {ocal\RWS
Add Remove Servers . @

c. Onthe Add Database screen, click Add Server.
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Q 2dd Database @
Select a server from the list. Then select the database(s) ta add from the list and click the Ok button. Click the Add
Databaze button to add a database to the server and make it available in the list
Server (locallsA'wS v | AddServer
Aywailable Databases on Server
Search
Example Database - [3
Refiesh List
@

d. Allavailable servers that you can connect to will display under the Available Server column. From the
Available Server column, select the server that you want this workstation to connect to by moving it to
the Selected Servers column. The predefined SQL instance from RWS ends with \RWS64, unless you
are using the previous version, then it is \RWS. If you are not using the predefined instance, for
example if you are using the full version of SQL, select your SQL server.

§ Add/Remove Server(s) Od >

Available Servers Selected Servers
(ocal\RWS

EXAMPLE-WX\RWS

Refresh Add

[ox 1@

e. Onthe Server Settings screen, in the Authentication box, by default we recommend you use Window
Authentication. If you prefer you can select SQL Authentication. If you select SQL Authentication,
please contact Technical Support for more information.

f. Click OK.

g. Onthe Add/Remove Server(s) screen, click OK.

h. On the Add Database screen, click on the drop-down box in the Server field. Choose the server that
was added in step d. To make this the default server, click in the drop down box in the Server field
again, right-click and select Set As Default

i. All databases available on that server will then be listed in the Available Databases on Server box.
Either select the database to attach to or in the Search box, enter the first few characters of the
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database name until CenterPoint locates the database you want to attach to. Multiple databases can
be selected by holding down the Ctrl key on the keyboard while clicking on the databases.
j. Click OK.
k. Click Close.
6. Select File > Open. Select the database that you want to open. Click Open.

Frequently Asked Questions:

Q: Are there specific settings for a multi-user environment configuration, such as Terminal Services,
Citrix Server, or Microsoft Azure Virtual Desktop?

©

A: After installing CenterPoint, you may choose to configure the following settings for shared user environment
configuration, such as Terminal Services, Citrix Server, or Microsoft Azure Virtual Desktop.

Settings are set in the Settings.xml file by editing the file adding a tag and saving, which is typically here on a new
CenterPoint installation: C:\ProgramData\Red Wing Software\CenterPoint\ .

» Turn off Online Updates — This setting will hide the online update menus if you want to handle product
updates manually. <RemoteAppSupport Enabled="Y"/>

» Custom User Data Folder — This setting allows you to set where users specific data is set. For example,
report favorite files and product logging. By default CenterPoint uses the ‘Documents’ folder. This is an
addition to the above tag. <RemoteAppSupport Enabled="Y" UserPath="[Documents]\CPStuff’/>

»” User Files Per User — This setting allows each user to maintain their own set of user files. For example,
preferences,databases, and quick lists. By default, this tag exists in all CenterPoint install Settings.xml as
<ApplicationDataDirectoryAllUsers="Y"/>. Edit the file and change the Y to N
(<ApplicationDataDirectoryAllUsers="N"/>).

? SQL Server - Like any other network installation, CenterPoint needs to be able to access the SQL instance
where the database(s) are served from. The SQL server should allow incoming TCP ports 1433 and 1434. If
the customer is using CenterPoint for backups, the backup and restore destination must be accessible by the
user running the backup from CenterPoint and by the account that the SQL Server instance is running as.

°

Q: How do | Add, Edit or Remove a SQL Server from File > Administration > Data Maintenance?
Add a Server

1. Select File > Administration > Data Maintenance.

2. Click the Servers button or right-click and select Servers and then click the Add button or right-click and
select Add. All available servers that you can connect to will display under the Available Server column. From
the Available Server column, select the server that you want this workstation to connect to by moving it to the
Selected Servers column. The predefined SQL instance from RWS ends with \RWS64, unless you are using
the previous version, then itis \RWS. If you are not using the predefined instance, for example if you are using
the full version of SQL, select your SQL server. On the Server Settings screen, in the Authentication box, by
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o0k w

default we recommend you use Window Authentication. If you prefer you can select SQL Authentication. If
you select SQL Authentication, please contact Technical Support for more information.

Click OK.

Click OK.

Click Close.

Click Close.

Edit a Server (Change Server Credentials)

1.

Select File > Administration > Data Maintenance.

2. Click the Servers button or right-click and select Servers, select an existing server you want change

o0k

Or

hPON~

5.
6.

credentials for, and then click the Edit button or right-click and select Edit.

Edit the credentials. On the Server Settings screen, in the Authentication box, by default we recommend you
use Window Authentication. If you prefer you can select SQL Authentication. If you select SQL Authentication,
please contact Technical Support for more information.

Click OK.

Click Close.

Click Close.

Select File > Administration > Data Maintenance.

From the Database Maintenance screen, select a database and right-click and select your server name.
Select Edit Server Credentials.

Edit the credentials. On the Server Settings screen, in the Authentication box, by default we recommend you
use Window Authentication. If you prefer you can select SQL Authentication. If you select SQL Authentication,
please contact Technical Support for more information.

Click OK.

Click Close.

Remove a Server

1.

Select File > Administration > Data Maintenance.

2. Click the Servers button or right-click and select Servers, select an existing server, and then click the

ok

Or

hPON~

Remove button or right-click and select Remove.

To remove the server and any associated databases from CenterPoint, click Yes. Note: This will not delete
your database(s) from the server.

Click Close.

Click Close.

Select File > Administration > Data Maintenance.

From the Database Maintenance screen, select a database and right-click and select your server name.
Select Remove Server. Note: This will not delete your database(s) from the server.

Click Close.

Q: How do | set a default SQL Server or change my default SQL server.
A: To set a default or change the default SQL Server, follow the steps listed below:

1.
2.
3.

Select File > Administration > Data Maintenance.
Click the Servers button or right-click and select Servers.
Select an existing server and right-click and select Set as Default.

16
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B

Click Close.
5. Click Close.

Or

Select File > Administration > Data Maintenance.

From the Database Maintenance screen, select a database, right-click and select your server name.
Select Set as Default Server.

Click Close.

LN =

Select File > Administration > Data Maintenance.

From the Database Maintenance screen, click the Add button or right-click and select Add Database.
In the Server drop-down box, select a server.

Right-click on the Server box and select Set as Default.

Click OK.

Click Close.

ok wN =

Q: Can | import or export my CenterPoint Database Maintenance configurations for use with other
workstations on my network?

A: Yes, CenterPoint Database Maintenance configurations can be exported/imported by following the steps listed
below. Note: This process will export and import server and database configurations. This allows you to set up one
workstation, export the configurations and easily import them into other workstations.

Export a Server Configuration File

1. Select File > Administration > Data Maintenance.

2. Right-click and select Export Configuration.

3. Adatabase.xml file will be created. Select the location you want the file saved to.
4. Click Save.

Import a Server Configuration File

1. Select File > Administration > Data Maintenance.

2. Right-click and select Import Configuration.

3. Locate the database.xml file that was previously saved.
4. Click Open.

Q: How do | remove databases from a Server?

A: Toremove a database or databases from a SQL Server or remove all databases from a server without deleting
databases, follow the steps listed below:

Remove a Database from a SQL Server:

Select File > Administration > Data Maintenance.

Select the database you want to remove.

Right-click and select Remove Database or click the Remove button.

Select whether you want to Detach Database from Server or Remove Physical Database File
(Permanently remove database).

Click Yes.

Read the displayed message and if you agree, click Yes.

oD =

oo
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Remove All Databases from a SQL Server without Deleting Databases

Select File > Administration > Data Maintenance.

Select the Servers button or right-click and select the server you want all databases removed from.
Select Remove.

Read the displayed message and if you agree, click Yes.

hPON~

Q: The software installed without any errors, but the software won't open? Or | received an error during
installation and it stopped the installation of the software.

A: Make sure that all anti-virus, firewall, and any other security software are shut down prior to installing CenterPoint.
If any of these software applications are running, the installation may be interrupted and will cause the installation to
fail.

Q: Can | install CenterPoint without installing SQL Server Express on my workstations?

A: Yes. In some network environments you may want to install CenterPoint without installing SQL Server Express.
During the installation of CenterPoint, on the Setup Type screen, select Custom, click Next,

On the Custom Setup screen, click the down arrow next to SQL Server Express and select Entire feature will be
unavailable.

Q) CenterPoint Accounting = >

Custom Setup

Choose the program features you would like toir -_;___:': RED WING”
i i ]

T

Click an an icon in the list below to change how a feature is installed.

v = = Feature Description
. X ; Extended documenation for
¥ v | API Documentation auxiliary components (3rd party
¥ ~| Help integration and development.)
v ...... | Migrations Mote: Support for these tools is
not provided as part of your
: - X+ | QuickBooks
: Customer Care Plan.
v o W | Tools
- ¥~ | Data Import
- X - | Data Export

| SGL Server 2014 Express

Required: 0 bytes
Remaining: 82,295 MB

Q: Is there a way to perform a silent command line installation of CenterPoint with and without installing
SQL?

A: Yes, CenterPoint can be installed from the command line, follow the instructions below:
To perform a silent command line CenterPoint installation with the full installation of SQL:
?* From the command line, enter <EXE> /s
To perform a silent command line installation of CenterPoint without installing SQL:
?* From the command line, enter <EXE> /s INSTALLSQL=FALSE

Q: When | was trying to add my server in the Database Maintenance screen (step 5 in the workstation
installation instructions), my server was not listed. Why is that and how can | get it in the list?
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A: Normally this happens if exceptions (Step 18 of the Server Installation instructions) were not setup or were not
setup properly. Once the exceptions are completed properly, the server should be in the list. [f it is still not available
in the list, type in the server machine's IP address to add the machine to the Selected Servers list manually. Enter
the address in the box next to the Add button with "\RWS" in the Add/Remove Server(s) screen (for example,
192.168.1.100\RWS), and then click Add.

Q: I received the following message when | tried connecting to a server in the Database Maintenance
screen, "Failed to retrieve database for server XXX when trying to add a server in data maintenance. You
may not have permissions for that SQL Server when connecting to a network database."

A: First, try a simple shutdown and restart of the server and the workstation. If that does not resolve the problem,
then ask your Network Administrator to repeat each of the prerequisite steps. Normally this error is displayed if one
or more of the prerequisites noted at the beginning of this document were not completed or not completed properly.

©

Q: What are the minimum roles needed by CenterPoint for Microsoft SQL Server?

A: A verification is performed for the person using the database to determine if they have appropriate privileges to
run the following tasks: opening or creating a database, attaching, removing or detaching a database to/from the
SQL Server, and backing up or restoring a database. The following actions require the specified roles:

» Opening a Database:
» Required Permissions: SELECT, INSERT, UPDATE and DELETE.
» Suggested Minimum Roles: db_datareader, db_datawriter.
Creating a New Database:
» Required Permissions: CREATE ANY DATABASE.
» Suggested Minimum Roles: db_creator.
»  Attaching a Database:
” Required Permissions: CREATE ANY DATABASE.
» Suggested Minimum Roles: db_creator
» Backing up a Database:
» Required Permissions: BACKUP DATABASE, CONTROL.
» Suggested Minimum Roles: db_owner.
» Restoring a Database Backup:
” Required Permissions: CREATE ANY DATABASE.
» Suggested Minimum Roles: db_creator.
» Detaching/Deleting a Database:
”? Required Permissions: CONTROL SERVER.
» Suggested Minimum Roles: sysadmin.

b

Q: Can CenterPoint be installed on a Domain Controller?

A: For security and performance reasons, itis NOT recommended that you install SQL Server on a domain
controller. Domain controllers are primarily used for authentication purposes and do not support local users which
SQL Server relies on. There are security restrictions when running SQL Server on a domain controller and it opens
up some potential security risks that we believe should not be taken. Also, the domain controller tasks may result in
decreased SQL Server performance.
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Another concern is that SQL Server is not supported on a read-only domain controller. Setup will usually fail and
even if you find a way to work around the problem with setup, SQL Server is not supported on a read-only domain
controller.

There are two options that would allow you to use your domain controller:

** Separate your domain controller hardware from your application software hardware.
**Setup a virtual machine on the domain controller and use that for your SQL Server installation.

If you decide to use any of the options discussed above, you will need to have your network technician make the
necessary changes or setup the virtual machine. Red Wing Software will not assist in the installation and
configuration of SQL Server on a Domain Controller.

For more information, please refer to the following articles from Microsoft:

?* Hardware and Software Requirements for Installing SQL Server 2012 (this applies to 2008 and 2014 as well) -
http://msdn.microsoft.com/en-us/library/ms143506.aspx

?* You may encounter problems when installing SQL Server on a domain controller -
http://support.microsoft.com/kb/2032911

Q. I'm attempting to log in to the Red Wing Software website, but it does not recognize my Email and/or
Password? What should | do?

A. Follow the instructions below for information about the Red Wing Software website.
To register on the Red Wing Software website:

The Red Wing Software website uses the same login as Red Wing Software's Web Services (Pay Advices,
CenterPoint Time Clock, or Employee Portal). If you have an existing account for Web Services, enter the same user
credentials to log in to the website. If you do not have an existing account for Web Services, follow the steps below:

From a web browser, enter www.redwingsoftware.com.
In the upper-right of the Red Wing Software home page, click Log in.
Click Create One!
Enter your First Name and Last Name.
Enter an Email address and a Confirm Email address which must match the contents of the Email field for
the registration to be processed.
Enter a Password and Confirm Password. Passwords must be at least six characters and no longer than 25
characters, include one numerical character and one lower-case letter.
Click Create.
In the Account Number box, enter your company Account Number. Your Account Number can be located
in a few different places:
a. From within CenterPoint by selecting Help > About.
b. On the Support Certificate that you receive upon renewing Customer Care Membership.
c. Red Wing Software sends customers a renewal form for Customer Care Membership. This renewal
form contains your account number.
d. Invoices you've received from Red Wing Software contain your account number.
e. If others at your company have already registered, they can sign into their account and find your
company’s account number at www.redwingsoftware.com/home/myaccount.

RN

o

o N

9. Continue entering your Title, First and Last Name, Email Address (which is your login) and a Password.
10. Enter the displayed Security Verification code, and then click Submit.

To log in to the Red Wing Software website:

1. In your web browser, enter www.redwingsoftware.com, and press Enter.
2. Inthe upper-right of the Red Wing Software home page, click Log in.

20
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3. Enter your Email Address and your Password.
4. Click Log In.

To reset a forgotten password:

In your web browser, enter www.redwingsoftware.com, and press Enter.

In the upper-right of the Red Wing Software home page, click Log in.

Click the Forgot your password? link.

Enter your Email address.

Click Email Link.

An email will be sent to your current email address from Red Wing Software. Open the Reset Password email
and click the here link.

Enter your Email address, your new Password, and then enter your new password again in the Confirm
password box, and then click Reset.

8. Continue with the To log in to the Red Wing Software website section above.

ok wn =

~

To log out of the Red Wing Software website:

1. On the upper-right side of the Red Wing Software home page, click the drop-down arrow next to the My
Account button.
2. Inthe displayed menu, select Log out.

Q: How do | register CenterPoint?

A: When CenterPoint is installed, it will be in a 30 day demo mode until the software is registered. The first time
CenterPoint is opened, you will be prompted to register the software. The registration key provides you with a
license for the products you have purchased. For detailed registration instructions, refer to the Register CenterPoint
help topic. There are two options for registering the software:

Option A: Online Registration:

1. When CenterPoint is first opened, a Registration screen will display. If the Registration screen
is no longer visible, select Help > Product Registration > CenterPoint Registration.

2. Onthe Registration screen, click Online.

3. On the first CenterPoint Registration screen, enter your company Account Number and then
click Submit.Your account number can be located in the Customer Care Membership section
on the My Account page by logging into www.redwingsoftware.com and clicking the My
Account button. Itis also on your Red Wing Software Support Certificate, renewal form, or
invoice. Click here to see an example.

4. On the next CenterPoint Registration screen, verify the company information is correct and click
Register to complete your online registration.

5. The Your Registration Information screen displays your registered products.

Option B: Register Manually (use this option only if you do not have internet access on this
machine)

©

1. When CenterPoint is first opened, a Registration screen will display. If the Registration screen
is no longer visible, select Help > Product Registration > CenterPoint Registration.
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2. On the Registration screen, click Manual.
3. On the Registration Key Entry screen, in the Registration Key box, enter the registration key
provided to you. When you enter the registration key:

? |tis not necessary to enter the dashes
» Either upper/lower case letters can be entered

? The letters I, Q, O and S will not be a part of the registration key. For example, all
"0" characters are the number zero.

4. Click Save.

Q: How do | register the Federal/State Tax Forms (Aatrix)?

A. If you do not have an internet connection, you'll need to manually register your Federal/State Tax Forms (Aatrix)
software.

One-Time Setup

1. Within CenterPoint, select Setup > Companies/Funds. Select your company/fund and click Edit.

o

Click on the Additional Detail tab.

In the Federal Tax Id box, enter your Federal Identification Number.

Click Save. Click Close.

If you have CenterPoint Payroll also, click on Setup > Payroll Details > Employers.

aReN

Select the appropriate Employer and click Edit.

Click on the Taxes tab.

Single click on Federal in the list of taxes on the upper left.
Enter the Federal Tax Id for this employer. Click Save.

©o~NOo

Register Aatrix Manually (use this option only if internet access is not available)

1. Call Red Wing Software at 1-800-732-9464 and request an Aatrix Registration code.

2. Open CenterPoint

3. Select Help > Product Registration > Federal/State Tax Forms Registration.

4. Click Manual.

5. Inthe Aatrix Registration Key box, enter the key you were given by Red Wing Software (do not enter the
dashes.).

6. Click Submit.

7. Atthe Registration Successful message, click OK.

8. Click Close.

9. Your Aatrix software is registered through the last day of the month of your Customer Care Plan anniversary
date.
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Q: How do | get updates for CenterPoint?

A: New releases of the program are available for download from our website and can be accessed from the
CenterPoint program. You must own a Red Wing Software Customer Care Membership to download program
updates and be connected to the internet to check for updates.

a. Select Help > Online Updates > Check for CenterPoint Updates. Your version of CenterPoint and
all add-ons are compared to the current versions available on the Red Wing Software website.

b. Ifan update is needed on your machine, the Online Updates screen will be displayed with the Last
Update Check date. The updates available for your Red Wing Software products will be displayed.

c. Click Install Updates. The CenterPoint Update Center screen will display the progress of the
installation.

d. When the download and installation are complete, click Launch CenterPoint.

If you prefer, you can setup a Preference that will customize the software so you are notified automatically that
updates are available.

To set the preference:

In CenterPoint, select File > Preferences.
. Select General > Online Update Settings.

1

2

3. Inthe Check for Updates Location, choose Internet.

4. Select personalized options for the remaining fields in the Online Update Settings screen.

Q: How can | get updates for CenterPoint Federal/State Tax Forms (not used with CenterPoint
Depreciation)?

A: If you have an internet connection, you can check for updates on a regular basis by following the steps below. If
you do not have an internet connection, Red Wing Software will mail you a quarterly Aatrix Tax Forms update CD, at
your request, for an additional fee. Note: If an update is available when you print a federal/state tax form, a message
will display.

1. Select Help > Online Updates > Check for Fed/State Tax Forms Updates.

2. Wait while the Updater starts and checks for the latest versions of the Federal/State Tax Forms (Aatrix).

3. Ifyou need to update your system with the latest forms or reports, you will be notified and .you can decide if
you want to Automatically Update, Download the Update to manually download an update from any
computer with an internet connection, Continue Expired, or Cancel without updating Federal/State Tax
Forms.

A list of necessary updates will display if you chose to update Federal/State Tax Forms.

Click Next to update your system.

When your system is updated with the most current forms and reports, the Update Complete screen will
display, click Close.

oo s

Installing CenterPoint on a Domain Controller

For security and performance reasons, itis NOT recommended that you install SQL Server® on a domain controller.
Domain controllers are primarily used for authentication purposes and do not support local users which SQL Server
relies on. There are security restrictions when running SQL Server on a domain controller and it opens up some
potential security risks that we believe should not be taken. Also, the domain controller tasks may resultin
decreased SQL Server performance.
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Another concern is that SQL Server is not supported on a read-only domain controller. Setup will usually fail and
even if you find a way to work around the problem with setup, SQL Server is not supported on a read-only domain
controller.

There are two options that would allow you to use your domain controller:

** Separate your domain controller hardware from your application software hardware.
**Setup a virtual machine on the domain controller and use that for your SQL Server installation.

If you decide to use any of the options discussed above, you will need to have your network technician make the
necessary changes or setup the virtual machine. Red Wing Software will not assist in the installation and
configuration of SQL Server on a Domain Controller.

For more information, please refer to the following articles from Microsoft®:

?* Hardware and Software Requirements for Installing SQL Server 2014 - https://msdn.microsoft.com/en-
us/library/ms143506(v=sql.120).aspx

? Installing SQL Server on a Domain Controller - https://msdn.microsoft.com/en-us/library/ms 143506
(v=sql.120).aspx#Anchor 7

?* You may encounter problems when installing SQL Server on a domain controller -
http://support.microsoft.com/kb/2032911

Register CenterPoint

When CenterPoint is installed, it will be in a 30 day demo mode until the software is registered. The first time
CenterPoint is opened, you will be prompted to register the software. The registration key provides you with a license
for the products you have purchased.

There are two options for registering the software:

Option A: Online Registration

Option B: Manual Registration

If you would like to register your software but have already closed the Registration form, you can also access the
Registration screen by selecting Help > Product Registration > CenterPoint Registration.

Option A: Online Registration

1. When CenterPoint is first opened, a Registration screen will display. If the Registration screen is no longer
visible, select Help > Product Registration > CenterPoint Registration.

e |
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Registration *

CenterPoint Accounting
Version 19.5.42

Curent Registration Information -

Currert Key:

Status: CenterPoint 15.05

Status: Ratios 19.05 Registered Module

Status: Payroll 19.05 Registered Module

Status: Accounting 19.05 Registered Module

Status: Time Import 19.05 Registered Module

Status: Work-Related Injuries/linesses (DSHA) 19.05 Registered Module
Status: Direct Deposit 19.05 Registered Module

Status: Education 19.05 Registered Module

Status: Inventory Locations 19.05 Registered Module

Status: Purchase Orders 19.05 Registered Module

Status: Sales Orders 19.05 Registered Module b

Online Manual Cone ()

2. Onthe Registration screen, click Online.

3. On the first CenterPoint Registration screen, enter your company Account Number and then click
Submit.Your account number can be located on the My Account page in the Customer Care Membership
section by logging in to www.redwingsoftware.com and clicking the My Account button. Itis also on your Red
Wing Software Support Certificate, renewal form, or invoice. Click here to see an example.

CenterPoint Registration

To register CenterPoint anline, enter your account number and click
Submit.

Account Number REDWIMNGH Submit

Your account number can be located on the My Account screen by
logging into www.redwingsoftware.com. It is also on your Red Wing
Software Support Certificate, renewal form, or invoice. Click Here
to see an example.

4. On the next CenterPoint Registration screen, verify the company information is correct and click Register to
complete your online registration.
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CenterPoint Registration

CenterPoint Accounting for Agriculture Online Registration

Verify the company information is correct and click Register to
complete your online registration.

Company Name:Red Wing Software, Inc.
Account number: REDWING1

Back | Register

5. The Your Registration Information screen displays your registered products.

Y our Registration Information

Key:

26D08F-F0M2B3-TE2WG9-80977P-FFE7G4-FU
Product: CenterPoint Accounting for Agriculture
Version: 19

Registered Company: Red Wing Software, Inc.

Registered Products: CenterPoint Management Accounting module
Work Related InjuryfIliness (OSHA) module
CenterPoint Accounting for Agriculture
CenterPoint Livestock
CenterPoint Crop
CenterPoint Payroll module
CenterPoint Ratios
CenterPoint Depreciation module
CenterPoint Payroll Time Import
CenterPoint Payroll Direct Deposit add-on
CenterPoint Payroll Education add-on
CenterPoint Payroll Earnings Matrix add-on
CenterPoint Check Designer module
CenterPoint Advanced A/R module
CenterPoint Advanced Inventory module

Option B: Register Manually (use this option only if you do not have internet access on this machine)

©

1. When CenterPoint is first opened, a Registration screen will display. If the Registration screen is no longer
visible, select Help > Product Registration > CenterPoint Registration.
2. Onthe Registration screen, click Manual.
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@ Registration Key Entry *

Please enter the registration information that has been provided to you.

Registration Key

Save Cancel ﬂ

3. Onthe Registration Key Entry screen, in the Registration Key box, enter the registration key provided to
you. When you enter the registration key:

?” |tis not necessary to enter the dashes
» Either upper/lower case letters can be entered

? The letters |, Q, O and S will not be a part of the registration key. For example, all "0" characters
are the number zero.

4. Click Save.

Manually Register Federal/State Tax Forms (Aatrix)

CenterPoint uses Federal/State Tax Forms (Aatrix) to process and print all tax forms (W-2s, 1099s, etc). Aatrix will
automatically be registered if you have an internet connection. If you do not have an internet connection, Aatrix must
be registered manually prior to printing tax forms the first time and again annually when your Red Wing Software
Customer Care program expires. This document explains:

Step 1: Preliminary One-Time Setup (Assign a Federal Tax Id to the Company/Fund)

Step 2: Manually Register Aatrix

Step 3: Annually Reregister Aatrix

e |

Step 1: Preliminary One-Time Setup (Assign a Federal Tax Id to the Company/Fund)

1. Within CenterPoint, select Setup > Companies/Funds. Select your company/fund and click Edit.

@ )

2. Click on the Additional Detail tab.
3. Inthe Federal Tax Id box, enter your Federal Identification Number.
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4. Click Save. Click Close.
5. If you have CenterPoint Payroll also, click on Setup > Payroll Details > Employers.

@ )

6. Select the appropriate Employer and click Edit.
7. Click on the Taxes tab.

; ﬁj Employers EI

| List | Detail | Filter | Reports |

Alpine Sports

| General | Company | Taxes | Eamings | Deductions & Benefits | Leave |

[I‘.Jame | Abbreviation \ Pt

=} Taxes Lbbreviation Federal
= Name | Federal

Federal Tax Id | 981777422

.. FUTA
.. FedWH
ica... Medicare
... Medicare - Employ...
... Medicare - Employ...
. 5oC Sec
... Soc Sec -Employe...

... SocSec -Employe...
Co

.. COSUTA

[T] Earned Income Credit

[7] Federal Unemployment Tax

Federal Withholding Tax

[¥] Medicare Tax
Social Security Tax

[ swe ][ Concsl | = I BF L= | @

8. Single click on Federal in the list of taxes on the upper left.
9. Enter the Federal Tax Id for this employer. Click Save.

Step 2: Manually Register Aatrix
1. Call Red Wing Software at 1-800-732-9464 and request an Aatrix Registration code.

2. Open CenterPoint
3. Select Help > Product Registration > Federal/State Tax Forms Registration.
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& Aatrix Registration - o >

Regstration is in dama meode

Manual Registration
Master EIN
981777432 |

At Regestraton Key

Cose | &)

4. Inthe Aatrix Registration Key box, enter the key you were given by Red Wing Software (do
not enter the dashes).

Click Submit.

At the Registration Successful message, click OK.

Click Close.

Your Aatrix software is registered through the last day of the month of your Customer Care Plan
anniversary date.

® N O

Step 3: Annually Renew (register) Aatrix

A month before your Red Wing Software Customer Care expires, you will receive a message that says
your forms will expire and will specify your Customer Care Plan anniversary date.

Your forms will expire
May 2008
Please renew your Customer Care Plan by calling

your Reseller Partner or you can call Red Wing
Software at 1-800.732.9464.

[ Lee | Renswhow|

13 o ————— —

You can continue using Aatrix through the month of your Customer Care Plan anniversary date without
a problem. To continue using Aatrix prior to the expiration date, click Later.

After the expiration date has passed, use the procedure described above to re-register your
Federal/State Tax Forms (Aatrix).
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Check for and Install CenterPoint Updates

New releases of the program are available for download from our website and can be accessed from the CenterPoint
program. You must own a Red Wing Software Customer Care Membership to download program updates and be

connected to the internet to check for updates.

a. Select Help > Online Updates > Check for CenterPoint Updates. Your version of CenterPoint and all add-

ons are compared to the current versions available on the Red Wing Software website.

b. If an update is needed on your machine, the Online Updates screen will be displayed with the Last Update
Check date. The updates available for your Red Wing Software products will be displayed.

e.

If you prefer, you can setup a Preference that will customize the software so you are notified automatically that

@ Online Updates = X

The following updates are available for your Red Wing Software products.

Last Update Check ‘Wednesday, May 06, 2020

CenterPoint Accounting for Agriculture Version 15.1

Scheduled spring 2020 major version release. See the What's New link for a
full list of features and changes.

CenterPoint Payroll Version 15.1

Scheduled spring 2020 major version release. See the What's New link for a
full list of features and changes.

By downloading and installing updates for this product, you agree with the license agreement and our
privacy policy.

[ 1 agree

Install Updates Close | f)

Review the license agreement and privacy policy and if you agree to the terms, click the | agree check

. Click Install Updates. The CenterPoint Update Center screen will display the progress of the
installation.
When the download and installation are complete, click Launch CenterPoint.

updates are available. To set the preference:

N~

In CenterPoint, select File > Preferences.

Select General > Online Update Settings.

Click the Application tab.

Under the Check for Updates Location, choose Internet.

30
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5. Under Run Updates At, select when you want the system to run downloaded updates:

»  Application Startup - when the CenterPoint application starts.

»  Application Close- when CenterPoint is closed.

6. Under Update Method, select how/when the update is installed:

?» Manually Handle Online Updates - choosing this option bypasses the automatic check
for online updates. If this is set you can check for online updates manually from Help >
Online Updates > Check for CenterPoint Updates.

» System Automatically Checks for Updates Based on Frequency Setting - This
option is the default setting. When this option is selected, the Select the Default
Frequency For Automatic Updates box is enabled. Select the frequency at which you
want the system to check for updates:

»  Application Startup
» Daily
» Weekly
» Monthly
7. Inthe Local Location for Updates box, determine where downloaded update files are to be
stored on the computer. Most will accept the default provided by Red Wing Software. The
default location displays, to change the location, click Select Path to change the location. If
your fire wall or gateway configuration requires passive FTP transfers, select the FTP Passive
Transfers check box.
8. Click Save.

Transferring CenterPoint Data to a New Computer

This topic describes the process of transferring CenterPoint data to a new Windows® 10 computer.

©

Perform Windows Updates on the Windows 10 Operating System

Back Up the CenterPoint Data from the Old Computer

Back Up the Aatrix History File from the Old Computer (only if using CenterPoint Payroll)

Install the CenterPoint Program onto the New Computer

Restore the Database from the Old Computer onto the New Computer (only if using CenterPoint Payroll)

Restore the Aatrix History File from the Old Computer

Frequently Asked Questions

Perform Windows Updates on the Windows 10 Operating System

1. From your desktop, right-click on the Windows Start menu and then select Settings.

CenterPoint Fund Accounting User Guide

31



Chapter 1 - Getting Started - Transferring CenterPoint Data to a New Computer

Apps and Features
Power Options

Event Viewer

Device Manager
MNetwork Connections
Disk Management
Computer Management
Windows PowerShell

Windows PowerShell (Admin)

Task Manager

settings

File Explorer

Shut down or sign out

Desktop

Windows Settings

System B Devices Phane
8 ¥ & i
[F) Persenaization = dpps (O\ Accounts

;?9 Gaming (1 Ease of Access o Cortana

T3 Update B Security
RS

@ Network & Internet

L, Time & Language

ll:l| Privacy
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3. Select Check for updates (If all updates have been installed as of the time you are checking for updates, a
“You’re up to date Last checked : Today 8:04am " message {this is an example message from 7/23/18}).

L St o
fit Home Windows Update

Yl're up to date s e

s chesiorss Tnciay, B0 AM L .
Ugsdate & Soxuriny N

vk o apiistes
| & wisscws upasme

W wncoes Secursy

T sciup
Livpking tos ko on the latest
pdates?

£ Tisbiksnaa

T Becowery

@ Acmamon ntoioy
A& Fod my dewce

R feraowricpon

\igee & question?

B Wmooss imcder Frogran

Make Wirdows better

4. Inthe example above, the message indicated that the computer was up-to-date. However, after checking for
updates there was an update that was required to be installed.

& Semegs o

T Windows Update
Updates available WL 5. New
Last checked: Today, 322 Fid
Update & Security
20007 Curmatative Upedate for Wisdows 50 Mersion BMI3 fof wb4-based Srtems

I Windows Update

W Windows Security

T i Vs upadste hesanery

Losckiegg for i o e Matest
anced opsern updates
& Trmublehoat L i
T Recovery
) Redaled ks

& Mctiabion Baack S10A)

&  Fndmy devier

B For deweicpors
Have & questionT

B Windows iraider Program

M Winchowes better
e L Feecttaich

Back Up the CenterPoint Data from the Old Computer

1. Select File > Backup > Backup Database.
2. Inthe Database To Backup box, select the database that you want to back up. The database that is
currently open will automatically display.

CenterPoint Fund Accounting User Guide



Chapter 1 - Getting Started - Transferring CenterPoint Data to a New Computer

3. Inthe Save To box, a default path displays. Click Browse, and then select the location on your own computer
to save the backup file. Once you select the path to back up to, the last path used for backing up will
automatically display each time you back up.

? To back up to your own computer, select a location on the C:\ drive. The local C:\ drive is not the
recommended backup location and a message will display with a link describing the preferred
backup locations: To ensure continued accessibility to your data in the event of a hard drive
failure, Red Wing Software recommends that backups are saved to removable, network, or

offsite storage.

»* To back up to a server or remote computer, select a location on the network drive (for example,
f\org:\ etc.).

?* To back up to a flash (thumb) drive, select the drive letter that was assigned to the drive when it
was inserted into the usb port on the computer.

4. If you want to back up your screen settings, report favorites, and database preferences so they are available
to restore if needed, leave the Back Up User Files check box selected. This option will prevent you from
redefining your specific user files, favorites, and database preferences if a restore is necessary. If you always
want this check box selected, right-click on the Back Up User Files check box and select Set As Default.

5. If you want to be warned when the Save To backup location you are storing backups to exceeds a specified

number of files or amount of space, leave the WarnMe check box selected. When the check box is selected,

and then specify the conditions about when you want to be warned:

? In the When the number of backups in this location exceed box, enter a number between 0 - 99.

? In the When the size of the backups in this location exceeds box, enter a number between 0.00-
999.99 and select either MB (megabyte) or GB (gigabyte)

? Setting either value to 0 disables that specific warning. For example, setting the When the number of
backups in this location exceed box to zero will not warn you about the number of backups, but you
will continue to be warned about the size of the backups according to your When the size of the
backups in this location exceeds setting.

To view the contents of the Save To backup location, click Open Backup Location.

If you want to Close this screen when the backup completed, select this check box.

Click Backup.

Atthe Backup Completed Successfully message, click OK.

©CoN®

@ Tip: Define a Preference that will automatically display the Backup screen each time you exit
CenterPoint (just as if you selected File > Backup > Backup Database). To set the Backup preference:

a. Select File > Preferences > General.
b. Select Backup.
c. Under Backup, in the Backup on Exit box, select Yes.

Back Up the Aatrix History File from the Old Computer (only if using CenterPoint Payroll)
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The Aatrix History File contains historical Federal/State Tax Forms. It is necessary to back up this file regularly so
that if you purchase a new computer, the history can easily be transferred to the new computer by restoring the
backup.

arON -~

Select File > Backup > Backup Aatrix History Files.

Select the employers to back up history files for.

Click OK.

Select a location to save the AatrixHistoryBackup.zip file to and then click Save.
At the Back Up Created message, click OK.

©

Install the CenterPoint Program onto the New Computer

1.

2.
3.

10.
11.

12.
13.

14.

Close all other programs prior to starting the installation of CenterPoint.

From a web browser, enter www.redwingsoftware.com.
From the Red Wing Software home page, in the upper-right corner, click Log in, enter your Email Address
and Password, and then click Log In.
a. Ifyou have not previously registered on the Red Wing Software website, please see the Frequently
Asked Questions section of this document for more information about registering on our website.
b. If you do not recall your password for the Red Wing Software website, please see the Frequently
Asked Questions section of this document for more information on retrieving a forgotten password.
To download the CenterPoint program:
» Click the My Account button to display the My Account page. Select the Downloads tab, locate your
product, select Downloads, locate the download you need, and then click Download Now.

Or

? Select Support & Learn, select Downloads, locate the download you need, and then click Download
Now.

Wait while the program downloads. The file will automatically save to your Downloads folder. If you are
unable to download CenterPoint, please contact our Technical Support Department.
Select the CenterPoint##.exe file in your task bar or open the Downloads folder and then select the file to
begin the installation. Wait while the contents of the setup package are verified.
If you receive a User Account Control screen, with a Do you want to allow this app to make changes to your
PC? message, click Yes to continue.
If you receive an Application Requirements screen, click Next to install the necessary requirements. Wait
while the requirements are installed.
If you are prompted to restart your computer, click OK. The computer will restart and the installation will
automatically resume (Microsoft® Windows Vista™ and Windows® 7 users, see the note below). This
process may repeat depending on the number of requirements you need to install.
On the Welcome screen, click Next to continue.
On the License Agreement screen, select the | accept the terms of the license agreement check box,
and then click Next to continue.
On the Setup Type screen, select Complete, and then click Next to continue.
By default, CenterPoint will install to C:\Program Files\Red Wing Software\CenterPoint. We recommend
accepting the default. On the Destination Folder screen, click Next.
On the Select Program Folder screen, you should generally accept the default program folder location by
clicking Next.
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15. Onthe Completing screen, click Next to continue. Please wait while CenterPoint is installed.

16. On the Completing screen, click Finish. If you are prompted to restart your computer, please do so at your
earliest convenience.

17. If you also purchased CenterPoint Payroll, follow steps 1-16 to install CenterPoint Payroll.

18. Individual modules are configured separately after purchase and registration. See the How to Add a Module
topic after CenterPoint is started if you have purchased the Accounts Receivable or Inventory modules. Select
Help > CenterPoint Help > Installation and Registration > Add a Module to an Existing Database.

19. To start CenterPoint, double-click the CenterPoint icon on your desktop.

20. Onthe Module Configuration Manager screen, review the selections and click OK.

Restore the Database from the Old Computer onto the New Computer

1. Onthe File menu, select Restore Database.
In the Backup File To Restore box, select the backup file in the shared folder. Click Browse to locate the file
you want to restore. The file name for the backup file is "databasename.cpz".

3. The database name should automatically display in the Database to Restore box. This can be changed if
you'd like to rename the database.

4. The Restore Databases Path will also automatically display. This is the location on the server where the data
will go.

5. Inthe Server field, select the SQL server you would like the database restored to.

6. If you selected to restore a database that had the Back Up User Files option selected when the back up was
performed, all of the user files will display. Please review the items that are included in the back up.

7. Click Restore. At the You are trying to restore database "Databasename." If the database exists, all the
current data will be overwritten with the restore database's data and cannot be retrieved. Do you want to
continue? message, click Yes to continue restoring the database, or click No to cancel the restore procedure.

8. Atthe Restore Completed Successfully message, click OK. The Restore Database screen will close
automatically.

Restore the Aatrix History File from the Old Computer (only if using CenterPoint Payroll)

1. Select File > Restore > .Restore Aatrix History Files.

2. Select the Aatrix History file you want to restore. Click Open.

3. Select the employer(s) you want to restore history for.

4. Click OK.

5. Atthe This will overwrite the existing history data, are you sure? message, click Yes to replace the existing
Aatrix History files or No to cancel the restore.

6. Click OK.

Frequently Asked Questions

Q: The computer | am transferring data to does not have the Windows 10 operating system. How do |
install Windows updates on a Windows 8 computer?

A: Follow the steps below for Windows 8:
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Perform Windows Updates on the Windows 8 Operating System

1. From your desktop, right-click on the Windows Start menu icon and then select System.

2. Select Windows Update.

Programs and Features
Power Options

Event Viewer

Systemn

Device Manager
Metwork Connections
Disk Management
Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

| Shut down or sign out k

Desktop

Control Panel Home

# Device Manager

& Remote settings

& System protection

® Advanced system settings

Sealso

Action Center

Windows Update

System -

4 18 » Control Panel » All Control Panel ltems » System v & | search Control Panel o

View basic information about your computer
‘Windows edition

Windows 8.1 Pro

2013 Microsoft Corporation. Al rights reserved == WI n d OWS 8

Get more features with a new edition of Windows

System
Processor: Intel(R) Xeon(R) CPU E5-24200 @ 1.90GHz 190 GHz
Installed memory (RAM): 4,00 GB
System type: 64-bit Operating System, x64- based processor
Pen and Touch: No Pen or Touch Input is available for this Display
Compt domain,
Computer name: Windows8x64 B Change settings
Full computer name: WindowsEx64

Computer description
Workgroup: WORKGROUP

‘Windows activation
Windows isactivated Read the Microsoft Software License Terms

Product ID: 00260-00106-10768- 44430 Change product key
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3. Select Check for Updates.

L3 Windows Update

® ~ 1 @ » Control Panel » All Control Panel ltems » Windows Update

Control Panel Home

Check for updates

Change settings

Windows Update

View update history

" Checking for updates...
Gy —

Restore hidden updates

Most recent check for updates: Today at 9:12 AM
Updates were installed: Today at 11:58 AM.

You receive updates: For Windows and other products from Microsoft Update

Seealso
Installed Updates
) Add festures to Windows 8.1

4. Click Install Updates.

L3

|

v | & | | Search Control Panel Pl

(2]

Windows Update
© ~ 1t @ » ControlPanel » All Control Panelltems » Windows Update v| & | [ Search Control Panel
Control Panel Home 3

Windows Update
Check for updates

Change settings

N—— g Download and install updates (133.6 MB total)
Restore hidden updates

1 important update is available 1important update selected, 133.6 MB
2 optional updates are available

Most recent check for updates: Today at 12:45 PM
Updates were installed: Today at 11:58 AM.

You receive updates: For Windows and other products from Microsoft Update

Seealso
Installed Updates
# Add festures to Windows 8.1

5. When the Updates are successfully installed, click Restart now.

|
»
(2]
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L3 ‘Windows Update e
® ~ 1 @ » Control Panel + All Control Panel ltems + Windows Update v | & | | Search Control Panel »
L]
Control Panel Home :
Windows Update
Check for updates
Change settings o . X
View update history ‘@ Restart your PC to finish installing updates
Restore hidden updates
Most recent check for updates:  Today at 12:45 PM
Updates were installed: Today at 1:09 PM.
Vou receive updates: For Windows and other products from Microsoft Update
Seealso
Installed Updates
) Add features to Windows 8.1

Q. I'm attempting to log in to the Red Wing Software website, but it does not recognize my Email and/or
Password? What should | do?

A. Follow the instructions below for information about the Red Wing Software website.
To register on the Red Wing Software website:

The Red Wing Software website uses the same login as Red Wing Software's Web Services (Pay Advices,
CenterPoint Time Clock, or Employee Portal). If you have an existing account for Web Services, enter the same user
credentials to log in to the website. If you do not have an existing account for Web Services, follow the steps below:

From a web browser, enter www.redwingsoftware.com.
In the upper-right of the Red Wing Software home page, click Log in.
Click Create One!
Enter your First Name and Last Name.
Enter an Email address and a Confirm Email address which must match the contents of the Email field for
the registration to be processed.
6. EnteraPassword and Confirm Password. Passwords must be at least six characters and no longer than
25 characters, include one numerical character and one lower-case letter.
Click Create.
8. Inthe Account Number box, enter your company Account Number. Your Account Number can be located
in a few different places:
a. From within CenterPoint by selecting Help > About.
b. On the Support Certificate that you receive upon renewing Customer Care Membership.
c. Red Wing Software sends customers a renewal form for Customer Care Membership. This renewal
form contains your account number.
d. Invoices you've received from Red Wing Software contain your account number.
e. Ifothers at your company have already registered, they can sign into their account and find your
company’s account number at www.redwingsoftware.com/home/myaccount.

a0~

~

9. Continue entering your Title, First and Last Name, Email Address (which is your login) and a Password.
10. Enter the displayed Security Verification code, and then click Submit.

To log in to the Red Wing Software website:

1. In your web browser, enter www.redwingsoftware.com, and press Enter.
2. Inthe upper-right of the Red Wing Software home page, click Log in.
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3. Enter your Email Address and your Password.
4. Click Log In.

To reset a forgotten password:

In your web browser, enter www.redwingsoftware.com, and press Enter.

In the upper-right of the Red Wing Software home page, click Log in.

Click the Forgot your password? link.

Enter your Email address.

Click Email Link.

An email will be sent to your current email address from Red Wing Software. Open the Reset Password email
and click the here link.

Enter your Email address, your new Password, and then enter your new password again in the Confirm
password box, and then click Reset.

8. Continue with the To log in to the Red Wing Software website section above.

Qakwp~

~

To log out of the Red Wing Software website:

1. On the upper-right side of the Red Wing Software home page, click the drop-down arrow next to the My
Account button.
2. Inthe displayed menu, select Log out.

Transferring CenterPoint Data to a New Server

There are three steps that will need to be completed to effectively move CenterPoint databases from one server to
another.

Step 1 - Create a Backup of the Databases on the Old Server

Step 2 - Install CenterPoint at the New Server & Restore Data

Step 3 - Database Maintenance at Each Workstation

Step 1 - Create a Backup of the Databases on the Old Server:

1. Create a backup of your CenterPoint database through the CenterPoint program by following the Backup
and/or Restore a Network Database document.

©

click here

2. Once the backup is complete, move the file to some sort of removable storage device (CD, flash drive,
external hard-drive, etc.) if you did not select to save to one of those locations originally.

Step 2 - Install CenterPoint at the New Server & Restore Data

1. Follow Step A (only Step A) of your Network Installation Instructions document.
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© a

click here

2. Once the program is installed on your server, open CenterPoint and go to File > Restore database. Connect/
to or insert your removable device that you saved your backup file to (CD, external hard drive, flash drive,
etc.).

3. Click Browse in the Backup file to restore field and browse to your removable storage device that you

saved the backup file to in Step 1 of this document.

Select your backup file (“yourdatabasename.cpz”) and click Open.

In the Database to Restore box, make sure this is the name you want for your database (can be changed if

you want).

Verify that the Server box says (local)\RWS.

7. Click Restore.

o~

o

Step 3 - Database Maintenance at Each Workstation

1. Ataworkstation, select File > Administration > Data Maintenance. If prompted, click OK to close the
current database.

In the Database Maintenance screen, select the database(s) and click Remove

Select Detach Database from Server.

Click Yes.

Click Yes.

Select Yes to continue detaching the database.

Then follow Step B-5 (skip Step B1-B4) of your Network Installation Instructions document to add the new
server and databases.

©

Nookrwd

click here

8. Repeat steps 1-5 at each workstation.

Users and Security

Security can be setup in CenterPoint that will allow you to password protect databases (Database Security) setup
additional users and track transactions entered by each user (Users), and limit access to menu selection(Security
Policies). All security is set up and maintained by the Administrator.

Step A: Set Up Database Security

Step B: Select Password Security Options

Step C: Create Database Users

Step D: Create User Groups
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Step E: Create Security Policies

Step F: Set Report Level Security for User Groups

Frequently Asked Questions

Step A: Set Up Database Security:

To password protect a database, the Database Security preference must be selected.

1. Onthe File menu, select Preferences.

B
fmmereesn . e
A nts
e Current Settings I Global I icati ‘ Database | lser
Accounts Receivable
coney Database Securty Settings
Interbne Use Database Security
Inventory Set Administrator Password

payroll General Require user to change password when set by an Administrator

Payroll Printing
Printing
Security

Database Security

Reset Defautts ] [ Clear ] [ Save ] 9

Transactions

Select Security > Database Security.

Click the Database tab.

Under Database Security Settings, select the Use Database Security check box to require a user name
and password when the database is opened.

hon

5. Click Set Administrator Password.

» Inthe Old Password box, leave the box blank if this is the first time you are setting up the
administrator password.

?* |n the New Password box, enter the password that you want to be assigned to the administrator
user.

? In the Confirm Password box, enter the same password you entered in Step 7.
? Click OK.

Select the Require user to change password when set by an Administrator box if applicable.
Click Save.
Select File > Close.
Select File > Open and then select the database you just set an Administrator Password for.
» |n the User Name box should default to Administrator, if not, enter Administrator.

©CoN®

42 CenterPoint Fund Accounting User Guide



Chapter 1 - Getting Started - Users and Security

» |n the Password box, enter the password you set in Step 7.
» Click OK.

Step B: Select Password Security Options

Among other things, the password security options allow you to customize how long a password must be, the
characters that must be included in the password to be valid, and how often it must be changed. If your organization
doesn't have any requirements regarding the password, this step can be skipped.

1. Select File > Security > Password Security Options.
2. Select Enable Password Security Options, which will then make all other fields on the screen accessible.

Q) Password Security Options ]

Enable Password Security Options

Minimum Password Length

Require minimum number of characters Minimum number of characters |5

Al

Password Character Requirements

[7] Reguire &t least one upper and lower case character
[ Reguire at least ane number and letter character
Require at least one non-letter and non-number characters (Ex., |@§5%)

Password Change Reguirements

[] Password must be changed Mumber of days |20
[ Require password not be re-used Passwords to remember |1

L LNE] 1

Disable User Requirements

[ Disable user after unscuccessful attempts Mumber of sttempts |3 e

T )

3. Select the options that are applicable to your organization. These selections can be changed at anytime. If
selections are changed and a users password no longer meets the new requirements, they will be prompted
to change their password on the next login.

4. Click OK to save the selections.

Step C: Create Database Users

Setting up database users allows CenterPoint to track the transactions entered or modified by each user and
authorize which processes they can access. CenterPoint will display the user currently logged in at the bottom of the
screen in the left corner.

1. Select File > Security > Database Users.
2. Click on the Add User button.
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Q Add Mew User =
General  Member OF
User Name

Passwaord

Confirm Password

[ Aecourt is Inactive\Disabled

e | @

Type a User Name and Password for the new user.

In the Confirm Password box, type the same password you typed in the Password box.

To inactivate/disable a user, select the Account is Inactive\Disabled check box.

If you have existing User Groups that this user should belong to, select the Member Of tab, select the groups
that have access to the functions for this user, and click the right-arrow icon to move the users from the left-
side of the screen to the right-side of the screen. Multiple users can be selected by holding the Ctrl key at the
same time a user is selected.

o0k w

Q Add New User ®

General Member OF

Administrators
Group 1
Group 2

EEEHE

Save Cancel t)

7. Click Save. If Password Security Options are enabled on this database (step B), then the system will verify
that the password meets those requirements. If it doesn't meet the requirements, a message will be displayed
that explains what needs to change on the password before it can be saved.

8. Repeat steps 2-7 for each user needed.

Step D: Create User Groups

Users can be assigned to user groups that then are given access to specific menu selections (security policies) in
CenterPoint.
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1. Select File > Security > User Groups. The main User Groups screen will be displayed.
2. Click on Add Group.

O : User Grc:u_’

Group Nﬂl'ﬂﬂg-F'mcess Pa}mm

Description

[] Account is Inactive\Disabled

[ Gmae | [[Cned | @

3. Inthe Group Name box, enter a description for the type of group you are creating, for example "Enter Time
Sheets or Process Payroll".

4. Inthe Description box, type a description of this group. The Description is optional.

5. Click Create.

6. Atthe User Groups screen, click on the Assign Users button.

7. Inthe Assign Users to Groups screen, select the users that will have access to the functions for this group
and click the right-arrow icon to move the users from the left-side of the screen to the right-side of the screen.
Multiple users can be selected by holding the Ctrl key at the same time a user is selected.

8. Click Save.

9. Repeat steps 1-8 for each group needed.

Step E: Create Security Policies

Security Policy assignments are used to grant or deny access to user groups. Every user automatically belongs to
the Public User Group. The Administrator user group has full access rights which cannot be taken away.

1. Select File > Security > Security Policies.
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SRR ST

[ B‘-.F\Ie | Description: Ur\lal_nhla to {‘l‘merm\n:daﬁmﬁc?mg; because there are
multiple policies under the selected item
Hel
=3 Pmiessas
Banking -
[ Batch Transactions Grant or Deny access to all Setup Palicies.
[ General Journal Entries User Groups Allow Access
[} Payroll Sales Mo
[} Periodic Process Payroll Mo
8] Purchases Payables Yes -
E}- Pay Invoices Due Public vy
[} Payments
E}-Pnntched&ﬂnvolc&s
E} Vendor Invoices(a/P)
=) sales
EI Apply Customer Deposits
E} Customer Tnvoices
E}-Pnntchecksﬂnvuices
[+ Receipts
[} Transaction Search
[} Reporting Tools
[+}-Reparts
[} setup
[+ View
9

2. Select the menu selection and function from the left-side of the Security Policy Assignment screen.

3. For AllUser Groups on the right-side of the Security Policy Assignment screen, under Allow Access
select Yes to grant access or select No to deny access.

4. Some menu groups allow you to specify add/delete/edit/view/void, etc. security policies. For ALL User
Groups on the right-side of the Security Policy Assignment screen, under Allow Access select Yes to
grant access or select No to deny access.

5. Click Save after all security policy assignments have been set.

Step F: Set Report-level Security for User Groups

This option allows Administrators to configure report-level security by user group for the report selections criteria for
a report or prevent access to the report.
When setting report-level security for report selections, the Administrator can set a default value for specific criteria
for the report when the user group prints/previews a report. When the default is set, it cannot be changed when the
user group prints/previews the report.

1.

Log into a CenterPoint database as an Administrator.

2. Select Reports > Reports and select the report you want to set report-level security for. The example below

will use the Bank Register report.

Right-click on the report and select Security. This menu is only available when logged in as an Administrator.
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Search

“H¥ Report Selection

Reports .7 Favorites

-5 Reo

=y Liabi
- Gen

o [ o e ] [ -

= Final
=y Trial

= Setup Li

EIB Banking

Cash Accol

1=y Sales & Accou
i SalesTax

= Inventony Expand All Groups

E+r=) Transaction Reports
--B Payments

cipts

Bank Depo: 70 Add to Favorites

Bank Depo: Frrry

Missing Chef Print

= Purchases & Ac Properties

Security

ility Activity
eral Ledger

Collapse All Groups

1=y Transaction Joumals
= Batch Transactions

nce Charges
Balance

= Fixed Assets
= Project Reports
= Financial Statements

sls

i=n ACH Transactions

[= & =]
Report Selections
X Ttem Selected Criteria
Trans Date <All> w
A~
Cash Account <All=
Company <All=
Display Mema Line 1
Display Motation
More ltems

Report Description

Lists all transactions for a bank/cash
account {including all debits and credits).
Provides a running account balance.
Includes transaction date and number,
name, deposit date and number, receipts
and credits, checks and payments, and a
balance. Nomally used to review all
v | activity and balances for a bank account.

Remove Prirt Preview Export - Close 9

4. The Reports - Security screen displays with all of the available Report Selections for the selected report.
Select the User Group this report-level security setting applies to.

o® Reports - Security x

User Group | “
[] Restrict Access

Report Selections
Restrict Ttem Selected Criteria
Trans Date <All= “
Cash Account <All=
Company <All=
Display Motation Mo

Display Memo Line 1
Display Memao Line 2

I O |

Display Voided Checks

Entry Screen <all=
Quantity 1 <all=
Transaction Type <all=

foply || Cancel | @)
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5. This screen allows you to set the following report-level security for the selected User Group.

?” To prevent access to the report for the specified User Group, select the Restrict Access check box.

?” To set a default value for a Report Selection, click the drop-down arrow in the Selected Criteria
column, and then select the default reporting criteria. For example, you may want to set a default Cash
Account for a Bank Register report.

** To prevent access to changing the default value for the selected Report Selection, select the Restrict
check box. For example, if you want to prevent users in a User Group to be able to change the default
Cash Account for a Bank Register when printing/previewing a Bank Register report.

o® Reports - Security >

User Group |Group 1 R

[] Restrict Access

Report Selections
Restrict  Item Selected Criteria
| Trans Date <All=
Cash Account Cash in Bank - Checking
| Company <All>
| Display Motation Mo
| Display Memo Line 1
] Display Mema Line 2
| Display Voided Chedks
| Quantity 1 <All>
| Transaction Type <All=

Aoy || Cancdl | @)

6. Click Apply.
7. Click OK.
8. Close the Reports - Security screen.

Frequently Asked Questions

Q: Can a user change their own password?

A: Yes. Select File > Security > Change Password. Then specify the old and new password. If Password Security
Options have been setup, the password will be validated when saved. The user will be notified if the password does
not meet the requirements.

Q: A user tried to login multiple times with the wrong password and now their account is disabled/locked.
Is there a way to enable it again?

A: Yes. Login as the Administrator. Then select File > Security > Database Users. Right-click on the locked user
and select Enable User.
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Q: Is there a way to see when a user last changed their password?

A: Yes, we have a report available that species password changes. Select Reports > Reports > Audit Reports >
Passwords Changed.

Q: If a user forgot their password, how can | reset it?

A: Yes. Login as the Administrator. Then select File > Security > Database Users. Right-click on the locked user
and select Set Password.

Add a Module

This topic describes how to add a module to an existing install of CenterPoint, for example the Accounts Receivable,
Inventory or Direct Deposit modules.

Prerequisite

Before a module can be added to CenterPoint, the current version of CenterPoint must be installed and the
module must be purchased before it can be configured for use. See the detailed Installation Instructions by
selecting Help > CenterPoint Help > Menu > Installation and Registration .

1. Start CenterPoint.

2. Ifthe Module Configuration Manager screen displays, click OK. The Module Configuration Manager
screen will only display if you are installing CenterPoint for the first time, or if you are installing an update that
contains a new module.

3. The CenterPoint product must be reregistered to recognize ownership of the additional module. Select Help
> Product Registration > CenterPoint Registration to register. Note: For detailed registration instructions,
refer to the Register CenterPoint help topic.

4. Once the registration is complete, then you are ready to add the new module to your databases. Select File >
Administration > Module Configuration Manager.

@ Module Configuration Manager O *

The items listed below have been installed on this computer. Any items selected will
display in CenterPoint for your use. Unselect any tems that you do not want to display
in CenterPoint. ‘Your module corfiguration can be modified at any time from File /
Administration / Module Configuration Manager.

=[] Agricuttural Accounting {Owned) -
.| Advanced A/R Module {Owned)

-.[ ] Advanced Inventory Module - requires Advanced A/R Module (Owned)
.. ] Assemblies - requires Enhanced Inventory Module (Owned)

..[ | Basic Payroll (Owned)

-[]Check Designer (Owned)

- [~]Crop {Owned)

[ ] Depreciation {Dwned)

[~ Livestock (Owned)

[ Management Accounting (Owned)

=M Purchase Orders (Owned)

..[] Ratiog {Owned)

[ 5ales Orders (Owned)

=-[0nline Services (Owned)

[ Customer Paymerts Portal (Owned)

=15 Payroll {Owned)

[ Advanced Eamings Matrix (Owned) v
PP R N

Canc )
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5. Select the additional module(s) you purchased, and click OK.

6. Close and restart CenterPoint. At this point all of the new menu items associated with that module will be
displayed.

7. When new modules are added to CenterPoint, you should review the columns that are available to the
transaction entry screens for customization. For example, if you are adding the Inventory module, you may
want to add Unit Cost, Qty Available, etc. to the A/R and A/P Invoice Entry screens. For step-by-step
instructions on how to add/remove columns from data entry screens, please refer to the Customizing the
Columns Displayed in Transaction Entry Grids section of the Shortcuts/Time Savers in Transaction Entry
topic by selecting Help > CenterPoint Help > Menu > Customization and Navigation > Shortcuts/Time
Savers in Transaction Entry.

Installing Windows Updates

This topic describes the process of installing Windows updates.

Install Windows Updates on the Windows 10 Operating System

Install Windows Updates on the Windows 8 Operating System
(_@ N\
(_@ N\

Perform Windows Updates on the Windows 10 Operating System

1. From your desktop, right-click on the Windows Start menu and then select Settings.
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Apps and Features
Power Options

Event Viewer

System

Device Manager
Network Connections
Disk Management
Computer Management
Windows PowerShell
Windows PowerShell (Admin)
Task Manager

settings

File Explorer

Shut down or sign out

Desktop

Windows Settings

£l Setem l__'mj Devices D Phane @ Metwork & Internet
. (sl # " al . .

sonakiath — : M, T
@ e o at on = Apm (Q Accounts : (Fy  Time & Language
@ Gaming (o Ease of Access o Cortana lD‘ Privacy

“TH ypdate & Secunity
oy

3. Select Check for updates (If all updates have been installed as of the time you are checking for updates, a
“You’re up to date Last checked : Today 8:04am " message {this is an example message from 7/23/18}).
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4. Inthe example abov
updates there was a

L g

fir Hame

Upsdate & Securiny
| o wissows upsme

U wsaows Sevurmy

=

fiacioup

Trwatikestia

B %
{

Windows Update

@ Your're up to date

Last chiscions: Today, 0 AM

Chvek ot upadatis.

What's v

Livoking Yo ko on The Latest
updates?

e vt

ave & question?

Wiz Windows Better

e, the message indicated that the computer was up-to-date. However, after checking for
n update that was required to be installed.

& Someg

(i Home

Update & Securiny

T Windows Updaiz

Wingows Security

Bsckup

Trmubleshoot

Piecoweny

Actnabon

Fin ry ddewise

=B O g %

For devripers

Wingzras irider Program

Windows Update

Updates available
Last oheckedt Today, 322 Fid

20U Cuirwatatices UREans For Wisdiews 50 Version 193 Rt 464 Dased Systems
L)

WHILE e

Lowcking for isfcs on e ltest
updates?
L v

Patited] ks
mack Sieay

Have & questionT

sk Windons better
[

Perform Windows Updates on the Windows 8 Operating System

1. From your desktop, right-click on the Windows Start menu icon Eand then select System.
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Programs and Features
Power Options

Event Viewer

System

Device Manager
Metwork Connections
Disk Management
Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Fun

Shut down or sign out r

2. Select Windows Update.

[ System = B
4 1% b Control Panel + Al Control Panel ltems » System v| ¢ | | search Control Panel r)

[}

Control Panel H E sl i
ontrol Pane! Home View basic information about your computer

&) Device Manager Windows edition

@ Remote settings Windows .1 Pro

- ——— == Windows 8

@) Advanced system settings Get more features with a new edition of Windows

System
Processor Intel(R) Xeon(R) CPU E5-2420 0 @ 1.90GHz 190 GHz
Installed memory (RAM): 4,00 GB
System type: 64-bit Operating System, x64-based processor
Pen and Touch: No Pen or Touch Input is available for this Display

Computer name, domain, and workgroup settings
Computer name: Windews8x64 #Change settings
Full computer name: Windowsx6d
Computer description:

Workgroup: WORKGROUP

‘Windows activation

Windows is activated Rezd the Microsoft Software License Terms
Product ID: 00260-D0106-10768-AA430 Change product key
Seealso

Action Center

Windows Update

3. Select Check for Updates.
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® Windows Update - o IEl
® ~ 1 @ » Control Panel » All Control Panel liems » Windows Update v & | | Search Control Panel p
(]
Control Panel Home 3
‘Windows Update
Check for updates
Change settings )
View update history r— Checking for updates...
sib —
Restore hidden updates

Most recent check for updates: Today at 3:12 AM
Updates were installed: Today at 11:58 AM

You receive updates: For Windows and other products from Microsoft Update

Seealso
Installed Updates
B Add features to Windows 8.1

4. Click Install Updates.

-3 Windows Update - o IEl
© ~ 1 @ » Control Panel » All Control Panel ltems » Windows Update v & | | Search Control Panel »
(-]
Control Panel Home s
Windows Update
Check for updates
Change settings .
N @ Download and install updates (133.6 MB total)
Restore hidden updates 1 important update is available 1 important update selected, 133.6 MB

2 opticnal updates are available

Most recent check for updates: Today at 12:45 PM
Updates were installed: Today at 11:58 AM

You receive updates: For Windows and other products from Microsoft Update

See also
Installed Updates
Add features to Windows 8.1

5. When the Updates are successfully installed, click Restart now.

<3 Windows Update - oIl
® ~ 0 @ » ControlPanel » All Control Panel ltems » Windows Update v| & | | search Control Panel »
(]
Control Panel Home 3
Windows Update
Check for updates
Change seftings L )
View updste history \a) Restart your PC to finish installing updates
Restore hidden updates
Most recent check for updates:  Today at 12:45 PM
Updates were installed: Today 2t 1:08 PM.
You receive updates For Windows and other products from Microsoft Update

Secalso
Installed Updates
# Add features to Windows 8.1
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Customization and Navigation

About Databases

A Database is a collection of data and objects relating to a specific purpose or topic. For CenterPoint, a database
represents the financial activity of a fund. You can have as many databases as you need in CenterPoint, but each
database is separate from the others and data is not shared between them. Each database includes the financial
data of one or more funds. A fund is defined as a tax entity with financial activity. Multiple funds can be share a
database if they are part of the same operation. This allows the funds to share accounts and analyze the combined
data. At the same time, each fund maintains separate financial records.

If you have more than one fund and ...

they do NOT share the same type of business activities,

they do NOT share the same type of accounts,

you do NOT wish to combine data from all funds in an analysis ..... it is recommended to create separate databases
instead of separate companies within the same database

Create a New Database

Copy a Database

Open a Database

Remove a Database

To Attach a Database

To Detach a Database

Create a New Database

1. Select File > New > New Database Wizard.
2. The setup wizard's on-screen text will walk you through the process of creating a new database.

Copy a Database

The New Database Wizard creates a new blank database that may include sample accounts (if selected during the
wizard). Another way to create a new database is to copy an existing database. This process will allow you to pick
and choose which data you'd like to copy from the selected existing database. Balances and transactions will not be
transferred, just maintenance items (accounts, names, employers, employees, etc.). For Payroll databases, you can
choose to Keep Payroll History as Startup Payroll, select the year to Keep Payroll From As Startup Pay, and then
choose to either keep or remove payrolls after the database starting date.

1. Open the database you want to copy.

2. Select File > New > Copy Database. Note: This menu option will not be available unless you have the
database open that you want to copy.

3. Awizard will be displayed that will walk you through the process. Read the on screen instructions and make
your selections. Click Next to move to the next step of the wizard.
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Open a Database

—_

Select File > Open.

On the Open Database screen, select the database you want to open, and click Open

3. Ifthe Database Security Setting in File > Preferences > Security > Database Security was set to use database
security, you will be prompted to enter your User Name and Password. Enter the appropriate information and
then click OK.

N

Remove a Database:

When you remove a database, all of the data contained in the database will be permanently deleted. Consider
performing a backup on the database before you remove a database.

Select File > Administration > Data Maintenance.

On the left side of the screen, under Databases, select the database that you want to remove.
Click Remove.

Select the Detach from Server and Remove Physical Database File check boxes.

Click Yes. At the confirmation screen, select Yes again to detach and remove the database.

abRwn =

Attach to a Database:

The attach process is normally used in a network environment to connect to databases that others on the network
have created. The attach database could also be used if you received a copy of a CenterPoint database that wasn't
backed up using CenterPoint.

1. Select File > Administration > Data Maintenance.

2. Onthe Database Maintenance screen, click Add in the bottom left corner.

3. Either select the database from the list or in the Search box, enter the first few characters of the database
name until CenterPoint locates the database you want to add.

4. Click OK. Note: Please refer to the Network Installation Instructions for more information about adding a new
server and adding databases to the server.

Detach a CenterPoint Database:

You could detach from a CenterPoint database if you are no longer using a database but you do not want to delete
the data in the database.

Select File > Administration > Data Maintenance.

On the left side of the screen, under Databases, select the database that you want to detach.

Click Remove.

Select the Detach Database From Server check box. Note: When you detach a database, all of the data
contained in the database will remain in the data file. The database is detached from the SQL Server.

5. Click Yes. At the confirmation screen, select Yes again to detach the database.

PON=

Managing Your Forms as you Move to CenterPoint

As you prepare to move to one of our CenterPoint programs, it's a good idea to check your existing forms (checks,
invoices, etc.) to verify that they will or will not work in CenterPoint. Below we have listed the forms found in our
legacy products and other products that data can be transferred from and noted if they will or will not work in
CenterPoint. You'll find that some will work with CenterPoint but may not be perfectly aligned, so we recommend that
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you either purchase the Check Form Designer to align the forms or order new forms. Follow the Print Sample Forms
section in this document with the listed menu selections to print a test on your forms to see if the alignment is
acceptable to you. If you need to order new forms, we recommend Computer Forms Incorporated for Red Wing
Software forms. They can supply laser checks, invoices, statements, deposit slips, envelopes, and other business
forms. To order, simply open CenterPoint and select Help > Order Checks & Forms or click here.

Legacy Software Form CenterPoint CenterPoint Payroll
AgCHEK Canadian Checks Yes
R R R
Controller Checks No' No'
e N B
Controller Payroll Checks No
e R B
Perception Canadian Checks No? No?
N R
Perception Invoices Yes
N R B
Profit Accounts Payable Checks No®
N N
Profit Gold Accounts Payable Checks No®
N N
Red Wing DOS Payroll - Laser Checks Yes

Red Wing Windows Payroll
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Legacy Software Form CenterPoint CenterPoint Payroll

QuickBooks Payroll Yes

' Controller checks will work, but they do not align perfectly. We recommend that you order new CenterPoint checks.
2 perception checks will work, but they do not align perfectly. We recommend that you order new CenterPoint
checks.

3 Profit and Profit Gold checks will work, but they do not align perfectly. We recommend that you order new
CenterPoint checks.

* Profit and Profit Gold Payroll checks will work, but the stub designer must be used to move fields to the correct
location.

® JobBOSS checks mayif File > Preferences > Payroll > Printing - Checks preference is set to the Stub/Stub/Check
format, and the stub designer is used to move fields to the correct location.

® QuickBooks Payroll checks may work, but the stub designer must be used to move fields to the correct location.

Printing Sample Forms

? Open CenterPoint.
? When the Open Database screen displays, select the CenterPoint Sample or the Payroll Sample database

and then click Open.
? For each form listed in the table below, select the CenterPoint menu noted and then press F1 and follow the

instructions for printing the form.

Form CenterPoint Menu

Processes > Expenditures > Print/Email Checks
For Standalone Payroll:
Processes > Pay Invoices Due

Accounts Payable Checks

Invoices Processes > Revenues > Print/Email Invoices
Receipts Processes > Revenues > Print/Email Receipts
Billing Statements Processes > Revenues > Billing Statements

(& J

Database Preferences

Preferences define how you want your CenterPoint program to behave and can be changed at any time.

Preferences can be set for lookups, right-clicks, accounts, database security, addresses, etc. There are numerous
preferences that can be set in the system. A few of the most commonly used Preferences are described below.
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How are the different tabs used?

Preferences can be set at different levels. The preference level is a hierarchy, for example, the Global level will be
used if no Application, Database, or User levels are set. The levels are accessed with the tabs across the top of the
Preferences screen.

Current Settings: Simply displays the settings that are currently being used.

Global: The Global level is typically used when your system is a network.The Global level affects all
databases on the network. This allows a network administrator to setup Preferences just once and
they will be used for all Database & all Users within that network setting.

Application: If the Preferences are set at the Application level, then all users of all databases will have
the same Preferences.

Database: Preferences set at this level will affect each individual database separately. One can then
have different settings for each Preference in each database.

User: Preferences set at the User level will only affect that user. This tab is not available on all
preferences and is only available if you use Database Security.

What are some of the common Preferences that are used?

»  Accounts (File > Preferences > Accounts > Account Settings)
» Account Settings:

» Set Account Number Mask - Defines the account number mask (format) for the
account number box, for example, how many characters in your Account Number.
Setting a format secures account number conformity. The account number can be
set to be required or not required. The format can be set to be numeric, an
alphanumeric, or an alphabetic field.

»  Account List Display - Defines the way that the Setup > Accounts > List tab
displays. If the Display As Flat List preference is set to Yes, the Account List will
display as a continuous list without the Account Type (Assets, Liabilities,
Expenses, etc.) and Account Categories ( Accounts Receivable, Purchased Crop
Inventory, Postage Expense, etc.). If the Display As Flat List preference is set to
No or Not Set, the Account List will display with Account Types and Account
Categories .

» General (File > Preferences > General)

»? Address Settings -

? Zip Code \ Postal Code Lookup Selection - Defines whether you want to use an
automatic zip code/postal code lookup for addresses. For example, filling in the zip
code/postal code will retrieve the city/province and state or a list of city/provinces and
states.

?” Select The Default Format For Addresses - Defines the default format for addresses
of the United States, Canada, or Foreign/Free Form Addresses.
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»* Background Image - The background image setting determines whether you want an image to
display when CenterPoint is opened. The image will replace the blank open background.

»* Backup - The Backup On Exit preference defines whether you want to automatically display the
Backup screen each time you exit CenterPoint (just as if you selected File > Backup Database)
and the Display Last Backup Date preference default is set to display a Last Backup Performed:
MM/DD/YYYY reminder notification in the status strip in the lower-right side of the main
CenterPoint screen. The text will display in red when it has been 30 days since a backup was
performed. The Backup screen can be displayed by clicking on the message. See the Backup a
Database topic for information about performing a backup.

?* Base Settings

?* Database Startup Preferences - Determines if CenterPoint should automatically open a
database when opened, if so, which.

?* Right Click Options - Right-click settings are stored at the level you select. Shortcut
menus display in transaction entry boxes or lists when you right-click. Right-clicks
provide an easy way to set defaults in data entry fields, create new records, edit records,
as well as various other tasks specific to the cursor location.

»* Close Program Warning - This setting determines whether you will be warned when the
program is closed. The warning that displays informs you that the program will close in
five seconds and then count down from there and give you the opportunity to keep the
program open.

?” Date Settings

? Date Range Preference- Determines the way that dates are displayed in Date Range
boxes and Period Range filters (usually used in Report filters). You can determine if the
To date displays with the same date entered in the From date box or if the To date does
not change when a date is entered in the From date box.

» Fiscal Year End Month - This preference also sets the month that your fiscal year ends
so that CenterPoint can determine the date range for your fiscal year. This setting is used
S0 you can select a date range of This Fiscal Year or Last Fiscal Year and the date range
will display.

? Defaults
? General

? Use Automatic Decimal Placement- Defines the use of automatic decimal
places. For example, select Yes to display the entry of 500 as $5.00 or select No
to display the entry of 500 as $500.00.

?” Pressing Enter Acts Like Tab Key - Defines the behavior of the Enter Key. For
example, select Yes to set the Enter key to move from box to box in data entry
screens just like the Tab key or select No to move from box to box in data entry
screens with the Tab key.

» Lookup Field Settings

? Define the behavior of fields that allow the selection of an item
from a list -Defines how entering data into the Lookup box
searches the information in the associated list. For more information
on customizing lookup options on a field-by-field basis, see the
Shortcuts/Time Savers in Transaction Entry topic.
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» Initial Search Contents - This preference allows you to seta
global default value for all lookup controls on all screens. When an
individual lookup field setting is changed for a specific screen, that
setting is applied and then remembered for the individual setting.

» Default Menu Preference

» Select Default Menu -Use this preference to set your default menu
selection that will display a default screen each time you open a database.
For example, if the majority of your time in a day is spent in the Processes
> Purchases > Payments screen, you can set that as your default menu
selection so it opens every time you open a database.

? File Attachments
» Display File Size Warning Message - Scanning and attaching files to a
transaction will increase your database size. Select Yes or Not Set if you want to
be warned when a scanned/attached file exceeds 2MB, or select No if you never
want to be warned about scanned/attached files that exceed 2MB.
» Notifications
» Disable Notifications - This preference allows you to determine if you want to
display the notifications bar used to inform you of when an update or a tax table
download is available for CenterPoint.
» Online Update Settings - Defines the way that you will be alerted of program updates.
» Check for Updates Location

» Internet - Choosing this option will set the system to check for new system
updates via the Internet.

» Locally Shared location - Used for networks. If one computer on the
network is used to retrieve and download updates, all other computers can
be set to look for those updates in a shared location on the network.

? Run Updates At

»  Application Startup - Choosing this option will set the system to look for
new updates when the CenterPoint application starts.

»  Application Close - Choosing this option will set the system to look for
new updates when CenterPoint is closed.

»” Online Update Method

?* Manually Handle Online Updates - Choosing this option sets the system
to have you determine when the new updates should be downloaded from
the Red Wing Software web site.

» System Automatically Checks For Updates Based On Frequency
Setting - This option is the default setting. When this option is selected, the
Select the Default Frequency For Automatic Updates box is enabled and
then select the frequency at which you want to apply the updates.

?” Local Location for Updates

? Determine where downloaded update files are to be stored on the
computer. Most will accept the default provided by Red Wing Software.
The default location displays, to change the location, click Select Path to
change the location.

” Your local location for updates contains ## files and ## MB of data.
To view the contents of the Local Location for Updates folder and
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optionally remove downloaded online update installation files, click View

Updates Folder..

»* Reminders
»* Reminder Manager Options - CenterPoint has a feature called reminders that

allows you to have the system remind you of certain events. These reminders can
be things like “Backup Database,” “Remind when Account Payable are Due,” and
“Tell me when an account balance gets to a certain level.” This preference allows

you to determine how and how often you want to check for reminders.
? Launch on Database Open — Allows you to see which reminders are due

each time the database is first opened.
? Check for New Reminders — Allows you to set up whether or not you want

CenterPoint to continue to check for new reminders while you work in the
program.

Printing (File > Preferences > Printing > Checks)

? Defines the printer used to print checks, the check format to use when printing checks, whether
to Preview checks before printing, and whether to print the check number on the printed check.

Security (File > Preferences > Security > Database Security)

? Database Security - Decide if the system should use security (requires the use of usernames
and passwords to open CenterPoint). To password protect a database, the Database Security

preference must be selected.

Using Global Preferences

Global Preferences and the Global Layout file are used when your system is a network. An administrator creates an
application-level preference stored in a preferences.xml file. The preferences.xml file can then be copied to a
common location on the server. The preferences.xml file on the server becomes the default for all users, no matter
what database they are using. If the user sets up their own settings, they override what is set as the default.An
administrator can override the configuration of the Quick List by setting up the layout of CenterPoint for all users on
the network, which is stored in a ControlLayouts.xml file. Then, the ControlLayouts.xml file can be copied to a
common location on the server, and each user can set their preference to point to that location.

1. If you want to set up application-level preferences for all users, at one workstation, select File > Preferences
and set preferences the way that you want your CenterPoint users to see them. These should be set on the

Application tab for all Preferences.

2. Click Save.
3. If you want to customize the default QuickList and save your changes for all users, see the Customize the
QuickList topic.

4. Close out of CenterPoint.
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5. From the File Explorer, find the location of your preferences.xml and/or ControlLayouts.xml file(s). Right-click
on the file and select Copy. The file(s) is normally located at:C:\ProgramData\Red Wing
Software\CenterPoint\Config\Program folder*

*The name of the Program folder will be Ag, Business, Municipal or Payroll, depending on which CenterPoint
product is installed.

6. From File Explorerin alocation (a shared folder) on the server that the CenterPoint workstations can access,
right- click and paste the preferences.xml and/or ControlLayouts.xml file(s).
7. CenterPoint will need to be set up to use that shared preferences.xml and/or ControlLayouts.xml file(s). At
each workstation that you want to use the CenterPoint global preferences/layout:
» Select File > Preferences > General > Global File Settings > Database.
» Click on the lookup button to the right of Select The Location Of The Global Preferences
File field. Locate the shared network folder used in step 6. Highlight the preferences.xml file
and click Open.

» Click on the lookup button to the right of Select The Location Of The Global Layout File field.

Locate the shared network folder used in step 6. Highlight the ControlLayouts.xml file and
click Open.

Click Save.

Exit and restart CenterPoint to start using the global preferences/layout.

Repeat step 7 -9 at each workstation that should use the shared preferences/layout.

© ©x

©

Customize the Quick List

The Quick List is the user customizable menu that is on the left side of the main CenterPoint screen.

Red Wing Software has set up a default Quick List for you. The Quick List becomes a way for you to customize the
menus in CenterPoint. You can customize it with groups that contain the most commonly used items in the software,
to duplicate menu items in an order that makes sense to you, and to quickly launch menu selections without having
to remember their locations. In the Quick List, you can move, resize, add items, change the way images display, or
group items together in a logical sequence. It is completely customizable by you.

The Quick List is divided into groups with each group having an unlimited number of items. For example, Processes
is the group and has items like Payments, Receipts, General Journal, etc. You can add any menu item as an item in
a group. A user can also add a specific report to the Quick List.
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[Guick st =]
Processes

Setup
B Accounts
[ Departments

@ Budgets
r@ Fixed Assets
Mumbering Sequences

Tasks
Past Due ~
Due Today ~
Due This Week ~
Due Later ~
Opened Windows

What Is the Quick List

Add a New Group to the Quick List

Add Menu Items to a Group

Add a Report to a Group

Remove an Existing Quick List Group

Rename an Existing Quick List Group

Move the Quick List

Move the Quick List Back to the Default Position

Display Options for the Quick List

Working with Tasks

What Is the Quick List?

The Quick List is the user customizable menu that is located, by default, on the left-hand side of the screen.

Add a New Group to the Quick List

1. Position your mouse over any area in the Quick List and right-click.
2. Select Add Group and enter a Name for the Group.
3. Click OK.

Add Menu ltems to a Group

1. Position your mouse over the Group you'd like to add an item to.

2. Right-click and select Manage Items.
3. The Manage Quick List Items displays the CenterPoint menu on the Menu ltems tab. Expand the menu you

wish to access.
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- Manage OuickList ltems

Menu llems | Repeats

== e e
[} e Acdrrinistr aticn |
2% Backup Database

e Processes
(%} wak Reporting Tools
[*}-oia Reports

[ aw [ oo | (7]

4. Select a menu item and click Add. Click OK.

Add a Report to a Group

1. Position your mouse over the Group you'd like to add an item to. Right-click and select Manage Items.
2. The Manage Quick List Items displays the CenterPoint menu.
3. Select the Reports tab.

Manage Quicklist Items

Menu ltems | Reports

= Tranzachon Feports
+ Paymeris Fepeets
= Fecepls Reports
= Summaiy Recepls Joumnal
= Aecepls Joumal
+ Puichares
+ Salez
+ Tranzacton Joumals
+ Genesal Ledger
+ lreverton
+ Accounts Pavable
+ Accounts FRecervable
+ Recwnng Trarsactions
+ Balch Tisnzactions
+ Finarcial Statements
+ Banking Repots
+ Setup Lists

el | 2l
@

4. Select the report to add to the Quick List and click Add. Click OK.

©
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Remove an Existing Quick List Group

1. Position your mouse over the existing Group that you'd like to remove. Right-click and select Remove Group.
2. Click OK on the Confirm Group Remove box.

Rename an Existing Quick List Group

1. Position your mouse over the existing Group that you'd like to rename.
. Right-click and select Rename Group.
3. The existing name will be displayed. Modify or replace the name for this Group and press Enter to complete
the process.

Move the Quick List

1. The Quick List will display, by default, on the left side of the screen as a vertical bar. But it can be moved. If it's
moved to the top or bottom of the screen it will automatically switch to a horizontal bar.

2. To move the Quick List, simply "drag and drop" it to the location you'd like. This is done by left clicking on the
blue bar of the Quick List, and dragging it to the appropriate location while still holding down on the left click.
When it's in the appropriate location, release the left mouse button.

Move the Quick List Back to the Default Position
1. Select View > Reset Quick List Position.

Display Options for the Quick List

1. Right-click on the blue bar at the top of the Quick List and select one of the display options:

? Dockable — Attached to the side or top of the screen and does not ‘float.’ It remains visible at all
times. Itis not necessarily visible at all times if docked. A Quick List can be dockable and set to
auto-hide at the same time.

»* Hide — Hides the Quick List all together. To get the Quick List back, select View > View Quick
List.

»* Floating — This allows you to place the Quick List wherever you want on the screen. A Quick
List can be floating and dockable however. If it is both, then it allows you to drag to other sides of
the available window and redock it. If the Quick List is not set as dockable or floating, then it is
truly a free standing list that you can placed anywhere on the screen.

» Auto-Hide — Makes the Quick List hide until you hover over it on the side of the screen that it is
docked on. With this option, the entire screen is available for CenterPoint’s screens to fill.

Working with Tasks

The Tasks panel located on the QuickList provides a reminder of Dynamic Tasks that are due, past
due, and coming due soon for Accounts Payable invoices, Credit Card Liabilities, or Payroll Liabilities
or scheduled one-time User Tasks or Recurring User Tasks of items from which the menus to perform
the task can be launched and sequenced to form a workflow, for example all the tasks involved in
completing a pay run can be listed in order and recur on the same day of the week every two weeks.

For detailed information on using the Task panel, see the Tasks topic.
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Tasks

The Tasks panel located on the QuickList provides a reminder of Dynamic Tasks that are due, past due, and coming
due soon for Accounts Payable invoices, Credit Card Liabilities, or Payroll Liabilities or scheduled one-time User
Tasks or Recurring User Tasks that act as scheduled reminders. User Tasks can be configured to launch menus
items to perform the task and sequenced to form a workflow, for example all the tasks involved in completing a pay
run can be listed in order and recur on the same day of the week every two weeks.
Quick List 9
Sales

Purchases

@ Wendor Invoices(&F)

S Payments

|_’_, Pay Invoices Due

ﬁq Purchases by Wendor Report

[® Credit Card Purchases Report

[ Line of Credit Purchases Report

[#% Reports v

Banking

Financial & Management Reports

Tasks
Past Due P
|1 08/15/23 AP Pro Cast Supplies §4,373

Due Today ~
@ Make Bank Deposit
a Order Supplies from Acme

Due This Week s

Due Later ~

Task Types:
» User Tasks:

»” Tasks that are configured to be completed once (not recurring).

? The task is removed from the task list once it is marked completed (unless the Show Completed
option is selected by the user. Completed tasks can be made incomplete again by removing the
check mark next to the task.

» Deleting a task removes it from the list permanently (it cannot be retrieve).

» Double-clicking on a User Task will open the menu selection assigned to the action associated
with the task.

» Display based on the currently logged on user. If the database is using user security, the tasks
are filtered to the tasks created by the current CenterPoint user, otherwise they are filtered by
Windows user.
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h
Sorted after Dynamic Tasks by due date and sequence and identified by the a icon.

?* Recurring User Tasks

? These tasks are the same as User Tasks but have been configured to recur on a specific basis, for
example daily, weekly, etc.

? Once marked completed, the task's Due Date is recalculated for the next occurrence and marked
incomplete, for example, a daily task for today marked as completed, would be recalculated with a Due
Date of tomorrow.

?* Completed Recurring User Tasks are not included when the Show Completed Tasks option is
selected.

» Deleting a Recurring User Task and selecting to "Delete this instance" is the same as marking the task
completed which generates the Due Date for the next occurrence.

» Deleting a Recurring User Task and selecting to "Delete all" removes it from the list permanently (it
cannot be retrieved).

b
Sorted after Dynamic Tasks by due date and sequence and identified by the Eé‘ icon .

»* Dynamic Tasks
» Tasks based on data from the current database (these tasks cannot be "completed.") refreshed every
five minutes based on the options selected in the Set the Dynamic Display Options section below:

»* Accounts Payable - Displays all open vendor Accounts Payable invoices that are not a Payroll
or Credit Card Liability one task per invoice. The action associated with this type of taskis to
open the Pay Invoices Due screen (if the current user does not have access to this screen, this
option will be disabled). Tasks display a description consisting of due date (unless itis in the
"Due Today" category), AP prefix, invoice number, vendor name, and amount remaining
(rounded to nearest dollar), for example AP #01234 Iceman Supplies $9,876.

?* Payroll Liabilities- Displays all open vendor Accounts Payable invoices that are a Payroll
Liability one task per invoice. The action associated with this type of task is to open the Pay
Invoices Due screen (if the current user does not have access to this screen, this option will be
disabled). Tasks display a description consisting of due date (unless itis in the "Due Today"
category), PR prefix, invoice number, vendor name, and amount remaining (rounded to nearest
dollar), for example PR #01234 Big Insurance Company $2,326.

? Credit Card Liabilities - Displays all open vendor Accounts Payable invoices that are a Credit
Card Liability one task per invoice. The action associated with this type of task is to open the Pay
Invoices Due screen (if the current user does not have access to this screen, this option will be
disabled). Tasks display a description consisting of due date (unless it is in the "Due Today"
category), CC prefix, invoice number, vendor name, and amount remaining (rounded to nearest
dollar), for example CC #01234 Acme Travel Lodge $997.

» o~
Identified by the .

** Dynamic Tasks will display in the task panel before User/Recurring User Tasks grouped into the
following categories by their due date:

? Past Due - Any tasks that have a date prior to the current system date.

? Due Today - Any tasks that have a date of the current system date.

? Due This Week - Any tasks that are during the current week of the system date,
excluding tasks due on, or prior to, the current system date.

? Due Later - Any tasks that are due after the current week of the system date.
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Follow the topics below to:

Set the Dynamic Display Options
Add a User Task

Add a Recurring Task
Edit a Task

Delete a Task

Complete a Task

Perform an Action

Display Completed Tasks
Refresh the Task List

Set the Dynamic Display Options:

The Tasks panel is user-customizable by right-clicking on or in one of the categories (Past Due, Due Today, Due
This Week, or Due Later) and selecting the dynamic display option(s):

1. From the Tasks panel, right-click on or in one of the categories (Past Due, Due Today, Due This Week, or
Due Later).

2. Select any or all of the display options Accounts Payable, Payroll Liabilities, or Credit Card Liabilities.
See the Dynamic Tasks descriptions above for information about each type of display for tasks.

Add a User Task

1. From the Tasks panel, right-click on or in one of the categories (Past Due, Due Today, Due This Week, or
Due Later).
2. Select Add Task.

Q Task — O x>
Description | Task 1 Sequence
Recuring []
Recumence Skip Recurmence

Action | None | E::]

Save Cancel @

3. Inthe Description box, enter for description of the task, for example Task 1.

4. Inthe Sequence box, enter the order of the task, for example if you want Task 1 to be listed first in a group of
like tasks, enter a 1, if you want Task 2 to be listed next, you would enter 2.

5. Inthe Date box, enter the date the task is due.
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6. If you want to open a menu item when the task is performed, in the Action box, click Ewu.d and select the
menu item from the Select Default Menu screen. In the example above, the default of None was selected
since the action does not have an associated CenterPoint screen since it is a one-time task.

7. Click Save.

Add a Recurring Task

1. From the Tasks panel, right-click on or in one of the categories (Past Due, Due Today, Due This Week, or

Due Later).
2. Select Add Task.

Q Task — O X
Description | Make Bank Deposit Sequence
Recuming

Action | Bank Deposits

Save Cancel !)‘

In the Description box, enter for description of the task, for example Make Bank Deposit.
In the Date box, enter the date the task is due.

Select the Recurring check box.

Click the Recurrence button.

o0k W

? Select the Daily recurrence if the task recurs daily.

» Select the Every [X] Days (where X = every so many days) option. For example, enter a
5 if the task recurs every 5 days).

OR

» Select the Every Weekday (Monday - Friday) option. For example, if the task is currently
due Monday, the next occurrence would be Tuesday or if the task is currently due Friday,
the next occurrence would be the following Monday.

Q Tasks — O *

| Diaily v |

® Every dayls)

() Every Weekday

Ok Carcel | @D
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» Select the Weekly recurrence if the task recurs Every [X] Weeks on specific days (where X =
every so many weeks). For example if the task recurs every other week on Monday,
Wednesday, and Friday, enter a 2 and then select the day of the week check boxes, for
example Monday, Tuesday, and Wednesday. For example, the task is currently due Monday
and the task is set to recur on Monday, Tuesday, and Wednesday; the next occurrence would
be Tuesday of the current week or if the task is currently due Wednesday, and the task is set to
recur on Monday, Tuesday, and Wednesday; the next occurrence would be Monday of the next

week.
Q Tasks — O X
|Weekh,' v|
® Every week(s)on
[ Monday Tuesday Wednesday

] Thursday [ Friday [ Saturday

Ok Cancel | €9

» Select the Monthly recurrence if the task recurs on a Monthly basis.

? Select the Day [X] of every [Y] month(s) option (where X = the day of the month and Y
= every so many months). For example, if the task recurs on the 5th day of the month
every 3 months, enter Day [5] of every [3] month(s). For example if the task is due
4/5/2024 and recurs Day [5] of every [3] month(s), the next occurrence would be
7/4/2024.

OR

? Select the [X] [Y] of every [Z] month(s) option (where X = the sequence of First,
Second, Third, Fourth, Last Day, the unit Y = Day, Weekday, Weekend day,
Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, and Saturday, and Z
= every so many months. For example, if the task recurs the second Wednesday
of every 2 months, select Second from the first drop-down, select Wednesday
from the second drop-down, and then enter 2 in the every months box. For
example if the task date is 04/29/2024 and is configured for The [Second]
[Wednesday] of every [2] month(s), the next occurrence for the task would be

6/12/2024.
Q Tosks - o X
[Morthy v
ODay [ 1] ofevey| 1| monthis)
@ The [Second v | [Wednesday ~| ofevery| 2| monthis)

Ok Cancel | D
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10.

? Select the Yearly recurrence if the task recurs on a yearly basis.

»* Select the Every [X] of [Y] option (where X = the month January - December and
Y = the day of the month the task should recur on). For example,the task date is
09/05/2023 and the task is configured to recur "Every [September] [5]", the next

occurrence would be 09/05/2024.
OR

? Select the [X] [Y] of every [Z] month(s) option (where X = the sequence of First,
Second, Third, Fourth, Last Day, the unit Y = Day, Weekday, Weekend day,
Sunday, Monday, Tuesday, Wednesday, Thursday, Friday, and Saturday, and Z =
month January - December.) For example, if the task date is 04/29/2024 and is
configured for "The [Second] [Wednesday] of [September]", the next occurrence

would be 09/14/2025.
Q Tosks — O
=2 g
O Every |January
@ The [Second | [Wednesday v of -
Ok Cancel

o

To advance the date for the task to the next occurrence, click the Skip Recurrence button. For example, if the
task is for Today and is a daily recurring task, the Due Date would be advanced to Tomorrow.

In the Sequence box, enter the order of the task, for example if you want Daily Task 1 to be listed firstin a
group of like tasks, enter a 1, if you want Daily Task 2 to be listed next, you would enter 2.

If you want to open a menu item when the task is performed, in the Action box, click

and select the

menu item from the Select Default Menu screen. In the example above, the Bank Deposits menu was

selected to open when this recurring task is performed.
Click Save.

Edit a Task

The Edit Task selection is available only for User Tasks or Recurring Tasks.

1.

N

From the Tasks panel, open one of the categories (Past Due, Due Today, Due This Week, or Due Later).

Select a User Task a or a Recurring Task E@" .
Select Edit Task.

Change any of the information on the Task screen. For more information, see the Add a Task ora Add a

Recurring Task sections above.
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Delete a Task

The Delete Task selection is available only for User Tasks and Recurring Tasks. Deleting a User Task removes it
from the list permanently (it cannot be retrieved.) Deleting a Recurring Task and selecting to Delete All will remove it
from the list permanently (it cannot be retrieved).

1. From the Tasks panel, open one of the categories (Past Due, Due Today, Due This Week, or Due Later).

2. SelectaUser Task @ or a Recurring Task Eé‘ :

3. Select Delete Task.
4. Ifthe taskis a User Task, click Yes to confirm that the task should be deleted permanently (it cannot be

retrieved). If the task is a Recurring Task, click Yes to confirm that all occurrences of the task should be
removed permanently or click No to remove just this occurrence; the next occurrence of the task will be
generated.

Complete a Task

The Mark Complete selection is available only for User Tasks or incomplete Recurring Tasks.

1. From the Tasks panel, open one of the categories (Past Due, Due Today, Due This Week, or Due Later).
2. Select the check box next to the task or right-click on the task and select Mark Complete.

Perform an Action
1. From the Tasks panel, open one of the categories (Past Due, Due Today, Due This Week, or Due Later).

S
2. Double-click on a User @ , Recurring E@ , or Dynamic Tasklﬂ or right-click on a User a , Recurring

o~
EG?I , or Dynamic Task M and select Perform Action.. When a User or Recurring task is selected, the
menu item defined in the Action box when the task was created will open. If the task is a Dynamic Task, the
Pay Invoices Due screen will open.

Display Completed Tasks

The Show Completed Tasks selection is available only for non-recurring User Tasks.

1. From the Tasks panel, right-click on or in one of the categories (Past Due, Due Today, Due This Week, or

Due Later).
2. Select Show Completed Tasks.

Refresh the Task List

The Refresh Task selection forces the process to check for changes to Dynamic Tasks and grouping of current tasks
by due date.

1. From the Tasks panel, right-click on or in one of the categories (Past Due, Due Today, Due This Week, or

Due Later).
2. Select Refresh Task List.
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Dashboards

The Dashboard allows you to view performance and financial information upon CenterPoint start up or with the
Reporting Tools > Dashboard menu. The Dashboard provides a quick overview of your business and allows you to
access the report that generated the information. The default Dashboard can be customized for your specific needs.

Set the Dashboard Preference (One-time Setup)

View the Default Dashboard

Create a New Dashboard Tile

Example 1: Add Dashboard Tile using Report Selection Filters

Example 2: Add Dashboard Tile using Additional Filters

Example 3: Add a Dashboard Tile as a Chart from a Report

Example 4: Add a Dashboard Tile from a Ratio

Add a Dashboard Tile Similar to Another
Edit a Dashboard Tile

Change which Dashboard Tiles Display

Display Report Properties for a Dashboard Tile

Display the Associated Report for a Dashboard Tile

Remove or Delete a Dashboard Tile

Refresh Dashboard Tile Information

Set the Dashboard Preference (One-time Setup)

o M=

5.

Select File > Preferences > General > Dashboard.

Select the Application tab.

If you want to display the Dashboard when CenterPoint is opened, in the Display on Startup box, select Yes.
If you want your Dashboard information saved to a location other than the default
"<Documents>\CenterPoint\Dashboard\", in the Location of saved dashboard tiles box, select an alternate
location.

Click Save.

View the Default Dashboard

1.

If you have not set the Dashboard to display each time CenterPoint is opened, select Reporting Tools >

Dashboard.
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(@ Dashboard - [m] X
Cash Accounts Receivable Accounts Payable
$268,659 $118,529 $45,838
Total Total
Net Income (Accrual Method) Current Ratio Net Income (Cash Method)
$515,310 1043 $522,697
Year-To-Date Accrual Method Year-To-Date
Debt to Asset Ratio
0.13
Accrual Method

Open with datsbase

2. If you did not set the Dashboard to display upon CenterPoint start up, you can choose to open the Dashboard
with this database and set the Display on Startup in File > Preferences > General > Dashboard by selecting
the Open with Database check box.

Create a New Dashboard Tile

Example 1: Add Dashboard Tile using Report Selection Filters

1. Onthe Dashboard screen, right-click and select Add/Remove Tiles.

@ Add/Remove Tiles to Dashboard — O 4
Tile Source "
Cash Fow Detail Custom
Customer Deposits Custom
Payments Joumal {Summary) Custom
] Account Receivable (From Accounts Receivable Aging)  System
] Accounts Receivable Aging (Qver 30 Days) System
] Accounts Receivable Aging (Over 80 Days) System
[] Accounts Receivable Aging (Over 90 Days) System
Balance Sheet (Cumrent Liabilties) System
Cash (From Bank Register) System
] Eamings (Tatal Overtime Paid) System
[] Eamings (Total Wages Paid) System
] Employee Average Hours Worked Per Week {Avg Hours)  System
] Employee Average Hours Worked Per Week (Total Hours) System W

New |- Cancel @

Click the drop-down arrow on the New button and then select Report Tile.

The Reports screen will open behind the Dashboard. Select the report you want to add a Dashboard tile from.
For example, from the Reports screen, select Transaction Reports > General Ledger > General Ledger
Activity.

4. Define your Report Selection Filters and then click Preview. The report selections will be used to filter the
dashboard tile you create. For example, if you filter the date to This Month, the tile will always display data for

wnN
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the current month or in this example, the report should be filtered to include only Account 700000 Utilities

Expense.

5. From the Preview toolbar, click the Add to Dashboard icon
screen.

to display the Add Dashboard Tile

J5| Add Dashboard Tile

Top Label | Top Label

Bo:rtom Label

Bottom Label
Display
Addtional Fitters
(=]
Top Label

Bottom Label

O it
Left ~
| [Riort v]
Format Value
Cancel | @D

6. The Name box will display the report you selected in step 3. You can change this name to be more specific if

you have more than one tile generated from this report.

7. Inthe Top Label box, enter the text you want to display in the upper portion of the Dashboard tile. For
example, Utilities Expense. Then, select if you want the text to display from the left, in the center, or from the

right side of the tile.

8. Inthe Bottom Label box, enter the text you want to display in the lower right corner of the Dashboard tile. For
example, From Account 700000. Then, select if you want the text to display from the Left, in the Center, or

from the Right side of the Dashboard tile.

9. Inthe Display box, specific information about the data the report displays will need to be defined so the
Dashboard tile can display the information you want to view. For example, for the General Ledger Activity
report the selections are Debits or Credits. In this example, the information viewed will be what has been

spent in an Expense account, so Debits were selected.
10.

Click the Format Value button to display the Set Number Format screen.
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© 5t Mumber Format — [ >

Decimal Flaces 2 =
Use currency symbal
MNegative Numbers | (59.59) W

Example:
($999.999.12)
QK Cancel

11. Inthe Decimal Places box, select the number of decimal places you want to view, select the Use currency
symbol check box to add a $ sign to totals, determine if Negative Numbers should display with a negative
sign or in parenthesis, and then click OK.

4/10/2019 000682 Expense All Area Telephone 399.46
4/10/2019 000694 Expense Advanced Connect 54.10
4/23/2019 000700 Expense Small Energy Corp Gas 215.49
4/23/2019 000702 Expense CenterPoint Water & Sewer 15.00
4/23/2019 000704 Ex| ¥ Add Dashboard Tile 0 & 38.86
4/25/2019 000706 Ex ‘ 144.00
4/25/2019 000708 Ex| _ = = 122.68
Shammts oo o e e - ke
X| .
5/16/2019 000728 Ex| o Deb:amum — 233.30
5/17/2019 000733 Ex| 37.01
a

5/17/2019 000734 Ex| Uiities Expense 234.13
5/22/2019 000737 Ex| 19.95
5/22/2019 000741 EX $8,88252 144.78
6/4/2019 000746 Ex| From Account 700000 54,10
6/26/2019 000756 Ex| 533.73
6/26/2019 000757 EX e O 37.01
6/26/2019 000760 Exper e 292.54
6/26/2019 000762 Expense CenterPoint Water & Sewer 15.00
6/26/2019 000763 Expense Advanced Connect 19.95

700000 Utilities Expense Totals $8,882.52

12. Click Save.The new Dashboard tile will now appear on the Dashboard screen.
Example 2: Add Dashboard Tile using Additional Filters

1. Onthe Dashboard screen, right-click and select Add/Remove Tiles.
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q Add/Remo Tile Dashbc | - O s
Tile Source )
Cash Flow Detail Custom
Customer Deposits Custom
Payments Joumal (Summary) Custom
[] Account Recsivable (From Accounts Receivable Aging)  System
[] Accounts Receivable Aging (Qver 30 Days) System
[] Accounts Receivable Aging (Qver 60 Days) System
[] Accounts Receivable Aging (Qver 50 Days) System
Balance Sheet (Curent Liabilties) System
Cash (From Bank Reagister) System
[] Eamings (Total Overime Paid) System
[] Eamings (Total Wages Paid) System
[] Employee Average Hours Worked Per Week (Avg Hours)  System
[] Employee Average Hours Worked Per Week (Total Hours) System W

New |~ Cancel | &9

Click the drop-down arrow on the New button and then select Report Tile.
The Reports screen will open behind the Dashboard. Select the report you want to add a Dashboard tile from.
For example, from the Reports screen, select Financial Statements > Income Statement.

Define your Report Selection Filters and then click Preview. The report selections will be used to filter the
dashboard tile you create. For example, if you filter the date to This Month, the tile will always display data for

the current month.

From the Preview toolbar, click the Add to Dashboard icon

to display the Add Dashboard Tile screen.

& Add Dashboard Tile

Top Label | Revenue

Name | Income Statement

Bottom Label | Total This Manth
Display |Oct 2015 Oct 2015 Actual

Additional Filtters

Revenue

$643,617.90
Total This Month

- Format Value

Right

O

Cancel

9

X

L

LY

6. The Name box will display the report you selected in step 3. You can change this name to be more specific if

7.

you have more than one tile generated from this report.

In the Top Label box, enter the text you want to display in the upper portion of the Dashboard tile. For
example, Revenue. Then, select if you want the text to display from the left, in the center, or from the right side

of the tile.
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8. Inthe Bottom Label box, enter the text you want to display in the lower right corner of the Dashboard tile. For
example, Total This Month. Then, select if you want the text to display from the Left, in the Center, or from
the Right side of the Dashboard tile.

9. Inthe Display box, specific information about the data the report displays will need to be defined so the
Dashboard tile can display the information you want to view. For example, for the Income Statement report
the selection period was selected to display This Month. In this example, the information viewed will be for
October 2019 Actual.

10. Click the Format Value button to display the Set Number Format screen.

Q Set Murmber Format — O >
Decimal Places 2 |5
Use currency symbal
MNegative Numbers | (59.59) W
Example:
($999.999.12)
oK Cancel

11. Inthe Decimal Places box, select the number of decimal places you want to view, select the Use currency
symbol check box to add a $ sign to totals, determine if Negative Numbers should display with a negative

sign or in parenthesis, and then click OK.
12. Click Additional Filters to select the specifics that you want to appear on the Report Tile. In this example, the

total of the Revenue subset of accounts should be displayed.

Q rdditional Filters - O X
Report Data
Oct 2019 0ct ~
Cpoare (o) Categary Accaurt 2019 Actual
Resale of Other Purchased ltems | Sale of Bushel Basket 1698.00 [
Revenue Resale of Other Purchased ftems | Sale of Honey 148.00
Revenue Sales of Raised Crops Sales of Soybeans 134559.20
Revenue Change in Raised Crop Inventory | Change in Raised Apples -185568.30
Revenue Change in Raised Crop Inventory | Change in Raised Crop Invent. | 333800.00
B, lac of Char Baisad b oo of Codtland Arel 43847 00 ht
Include When el = v Add
{Group) Type Name = "Revenue”
Remove Clear DK 7]
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@iew- D)@ @)1

of 113 @ |[@) Refresh | 57 J8 & G (1| Pogewicth -

Find | Net | Close

10/16/2019
1:11PM

CenterPoint Farm, CenterPoint Orchard Page 1 of 1

Income Statement
10/1/2019 to 10/31/2019
Accrual

Oct 2019
Oct 2019
Actual

Revenue

Sale of Bushel Basket
Sale of Honey

Sales of Raised Crops
Sales of Soybeans

Change in Raised Apples
Sales of Cortland Apples

Sales of Golden Delicious
Sales of Honeycrisp Apples

Resale of Other Purchased Items

Change in Raised Crop Inventory

Change in Raised Crop Invent.
Sales of Other Raised Items

& Add Dashboard Tile o

1,698.00
148.00

ot Lael | Totl Tis Morh Ao
134,559.20 Oisey [0 201902 2013 Al <

prere
(185,568.30)
338,800.00 Revenue
$643,617.90
43,542.00 Total THis Month
57,255.00
253,184.00

Revenue $643,617.90

13. Click Save.The new Dashboard tile will now appear on the Dashboard screen.

Example 3: Add a Dashboard Tile as a Chart from a Report

1. Select Reports > Reports, select a report that you want to view as a chart on the Dashboard. Define your
report selection filters, and then click Preview.

2]
2. Click the Add to Dashboard as Charticon ** . The Add Dashboard Tile screen displays.

B Add Dashboard Tile — O X
Name | General Ledger
X dutis | v
Y fxis |[] Debits
[ Credits
Series | <none: ~
Group Dates | None ~
Addttional Fitters Graph Type | Line o]
(General Ledger
- e
Comparison =
By
&
(-]
[] Reverse X¥-fxis e e 0

3. The Name box will display the report you selected in step 3. You can change this name to be more specific if

you have more than one tile generated from this report.

4. Select the information you want to display on the X Axis of the chart (horizontal rows axis). The information
varies by report, for example the General Ledger report X Axis options are Group (Account Number), Group
(Account), Group Row Type Name, Transaction Date, Transaction Number, or Name/ Description.
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5. Select the information you want to display on the Y Axis of the chart (vertical column axis). The information
varies by report, for example the General Ledger report Y Axis options are Debits and/or Credits.

6. The Series box assigns titles for the row and column grouping combinations. When a selection is made in the

Series box, one color and series title is assigned to each row group (x axis) and column (y axis) combination.

For rows, the Series box is limited to text/integer columns for grouping the rows. It is recommended to only

include CenterPoint reports with Product Year (Tracking Number 1), Production Series or other Year columns

in a Series title for all other reports, select None. Charts always display a column label in the series titles for

columns. Colors are always assigned to each row grouping on the x-axis. However, when None is selected,

the series titles are only the column (y-axis titles).

In the Group Date box, select from Month, Quarter, Year or None.

Click Additional Filters to select the specifics that you want to appear on the Report Tile.

Select a Graph Type, the options are:

© o N

Line e

Line (30)

Step Line

Step Line (30)

Spline

Spline (30}

Point

Bar

Bar (301)

Stacked Bar

Stacked Bar (30)

Full Stacked Bar

Full Stacked Bar (30)
Manhattan Bar (30)

Fie

Fie (30)

Doughnut

Doughnut (30}

Area

Area (30)

Stacked Area

Stacked Area (30)

Full Stacked frea

Full Stacked Area (30)
Spline Area

Spline Area (30)
Stacked Spline Area
Stacked Spline Area(30)
Full Stacked Spline Area
Full Stacked Spline Area (30)

10. Select the Reverse X Axis checkbox to reverse the order of the X-Axis.
11. Click Save.
12. The Dashboard Tile will be added to the Dashboard, for example:
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General Ledger

)

0.00 llll--l.lllllm E:IUI-
_ —

B Debits =5

B Credits =

6. To Expand the Chart/Table, click@ . In the examples below, the Add Dashboard Tile screen was defined from
the General Ledger report, X Axis set to (Group) Account, Y Axis set to both Debits and Credits, Series set to None,

Group Dates set to Month, and Graph Type set to Bar. To collapse the Chart/Table , click

[ Dashbeard = m] *
General Ledger
. o] O
Comparison ]
2
1,600,000.00 - &
g
1,400,000.00
1,200,000.00
1,000,000.00
800,000.00 -
600,000.00 - :
400,000.00
200,000.00 II
0.00
02/2020 04/2020 06/2020 10/2020
01/2020 03/2020 05/2020 07/2020
[ Debis
I credis
Open with database []
[# Dashbeard - O X
General Ledger
01/2020 02/2020 03/2020 /2020 05/2020 06/2020 o]

535686.5600 695021.0500 547091.28
547091.28

Open with database [«]

Example 4: Add a Dashboard Tile from a Ratio

1. Select Reports > Reporting Tools > Ratios.

On the left side of the screen, select the top-level of the tree, sub-level, or account cateogory of the tree (not
the individual ratios), in the example below the top level is Debt to Asset, the sub-levels are Liabilities and

Assets, and the account category level is Accounts Receivable..
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B @ M- =- B & (g 42

Business |

{=4] Accounts Receivable Tumover

[53) Cumert Ratio
Curent Assets 035
.% /[ Top|Level
050

Debt to Asset

r

3. Click the Add to Dashboard icon
4. Atthe Tile Saved message, click OK.

5. The tile will be saved to the Dashboard, for example:

Debt to Asset

I———'-——-._——__

6. To Expand the Chart/Table tabs, click.

Bl —
0.45
It I;
040
sets
Other fasels s
@ Investments
Accumulated Depreciation
Land 0.30
- Buldings & Improvements
Fumiture, Feturss & Equipn) 0.25
Securties (Avaiable for Sal [Accnurftcategory
Inventory
[® Accounts Recevage || | ™2°
TCash
[5] Debtto Equity 0.45
{5 Equityto Asset
(=] Gross Proft Margin .10
53] Invertory Tumover
{53 Net Proft Margin
{=a] Quick Ratio 0.05
53] Retum on Assets
{5 Retum on Equity 0.00
(=] Working Capital Feb 19 Jun 19 oct 19 Feb 20 Jun 20 oct20
Dec18 Aprig Aug 19 Dec19 Apr2g Aug20
@ > Formula/Description
Close (7}

oL ey
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(8 Dashboard — O *
Debt to Asset
w| 2
Debt to Asset (g ¢
5
5
=
050
0.40
0.30
020
0.10
0.00
Feb 19 Jun 19 Oct 19 Feb 20 Jun20 Qct 20
Dec18 Apr 19 Aug 19 Dec 13 Apr20 Aug 20
Open with database [
[# Dashboard - o X

Debt to Asset

Dec 18 Jan 19 Feb 19 Mar 19 Apr 19 May 19 Jn 19 Jul 19
0| D.516551880183... | 0.517331837405... | 0.518586895573...| 0.518442542080... | 0.518277406361... | 0.517002478272... | 0.515526213850.

ET

Open vith database [7]

6. To collapse the Chart/Table. click .

Add a Dashboard Tile Similar to Another

1. Onthe Dashboard screen, right-click on the Dashboard tile you want to use to define another Dashboard tile,

and then select Copy.
2. Edit the existing information and Save the new Dashboard tile.

Edit a Dashboard Tile

1. On the Dashboard screen, right-click on the Dashboard tile you want to change, and then select Edit.
2. Onthe Edit Dashboard Tile screen, change the necessary information.
3. Click Save.

Change which Dashboard Tiles Display

1. On the Dashboard screen, right-click in a blank space, and then select Add/Remove Tiles.
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@ Add/Remove Tiles to Dashboard — | 4
Tile Source o
Cash Fow Detail Custom
Customer Deposits Custom
Payments Joumal (Summary) Custom
[] Account Receivable {From Accounts Receivable Aging)  System
] Accourts Receivable Aging (Over 30 Days) System
] Accounts Receivable Aging (Over 60 Days) System
] Accounts Receivable Aging (Over 90 Days) System
Balance Sheet (Cument Liabilties) System
Cash (From Bank Register) System
] Eamings (Tatal Overtime Paid) System
[] Eamings (Total Wages Paid) System
] Employee Average Hours Worked Per Week {Avg Hours)  System
[] Employee Average Hours Worked Per Week (Total Hours) System W

New |~ Corcel | @

2. Select the Dashboard tiles you want to display on the Dashboard screen or unselect the Dashboard tiles you
no longer wish to display on the Dashboard screen.

3. Click OK.
Display Report Properties for a Dashboard Tile

1. On the Dashboard screen, right-click on the Dashboard tile you want to display information for, and then
select Properties.

Q Properties . O X

Name | General Ledger Account Activity
Source | Custom
Type | Report Tile
Creation Date ‘im}.ﬁzﬁm
File Name C:\Users'connies\Documents'CenterPoint\Dashboard\General Ledger A nt Activity.cptile

2. Click OK.
Display the Associated Report for a Dashboard Tile

» On the Dashboard screen, right-click on the Dashboard tile you want to display the associated report for, and
then select Open Report .

OR

» On the Dashboard screen, double-click on the Dashboard tile you want to display the associated report for.
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Remove or Delete a Dashboard Tile

? Toremove a dashboard tile from the Dashboard screen, on the Dashboard screen, right-click on the

Dashboard tile you want to remove, and then select Remove.

? To delete a custom dashboard tile(s) from the Dashboard screen and from the Add/Remove Tiles to
Dashboard screen, on the Dashboard screen, right-click, and then select Add/Remove Tiles. On the
Add/Remove Tiles to Dashboard screen, select the tile(s) to delete, and then click Delete.

©

Refresh Dashboard Tile Information

»* Dashboard information auto-refreshes on a regular basis. If you enter transactions into CenterPoint and the
auto-refresh does not occur immediately, right-click on the applicable Dashboard tile, and then select

Refresh.

Shortcuts/Time Savers in Transaction Entry

CenterPoint offers multiple ways to customize the setup and transaction entry screens. These modifications and

processes will enable you to enter transactions more efficiently.

Dates
Keyboard and Function Keys (Hot Keys)

Lookups
Using the Set as Default option

Tab Stops
Customize the columns displayed in the grid

Recall a Transaction

Recurring Transactions

Review Transactions

Display Read-Only Grid

Scan and Attach Documents

Dates

The Date field in transaction entry screens will default to today's date. The date can be changed by pressing F4 or

clicking the calendar icon to display a calendar or by simply entering the correct date for the transaction.
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There are various ways that the date can be entered.

»

»

»

If only the day of the month is entered in a Date field, the current month and year will automatically be
used. For example, if it's February, 2024 and 25 is entered in a date field the system will auto-fill the date with
2/25/2024.

If the month and day is entered (02/25 for example), the system will auto-fill the current year. The month
and day can be entered with or without a slash or hyphen as a separator. If it is entered without the separator,
then two digits must be entered for both the month and day (0225).

Or the full month, day and year date can be entered (12/25/24). Again, the date can be entered with or without
a separator. If entered without a separator, each field must be entered as two or four characters.

o

Keyboard and Function Keys (Hot Keys)

The keyboard can be used to move through the transaction entry screen. Using specific keyboard keys and
combinations provides a way for you to do things that would normally be done with the mouse.

»
»
»

»
»
»
»
»

»

Move the cursor to the next field by pressing Tab.

Move the cursor to the previous field by pressing Shift + Tab .

When you press Enter in a list box the selection is accepted, on a command button the action is performed,
and acts like a Tab key if the Pressing Enter Acts Like Tab Key selection is set to Yes in the File >
Preferences > General > Defaults preference.

Move up or down in list boxes by using the Arrow keys.

In a field with a list box, press the Alt + Down Arrow to display the list.

On a command button press the Space bar to perform the action or on a check box toggles the selection.
In a text field, pressing Delete removes the highlighted text.

In a text field, pressing Home positions the cursor at the beginning of the text field and pressing End positions
the cursor at the end of the text field.

In a screen where the VCR buttons ﬂu m are available (Names, Accounts, Employees, etc.) press Alt
+ Home to move to the first record in the list, press Alt + End to move to the last record in the list, press Alt +
« to moves to the previous record in the list, or press Alt + — to move to the next record in the list.

There are a variety of function keys available in transaction entry. Using the function keys provides a way for you to
do things that would normally be done with the mouse.

»

»

»

»

Any field that has a Lookup button (for example, Pay to the Order of, Account, etc.) that can be selected
with a click of the mouse button, can also be selected by pressing F4 on the keyboard.

In numeric and amount fields, pressing F9 will open a calculator. After using the calculator, press F9 again to
input the sum of the calculation into the field in CenterPoint.

Pressing F4 in a Date field, will display a calendar that can be used to select the date.

Hot keys can be used instead of clicking on buttons with the mouse. The underscored letter on a buttonis a
hot key. For example, the Save button in transaction screens has the letter S underscored. Pressing the Alt
key + the letter S, will Save the transaction the transaction or post the transaction (on some transaction
screens) without having to use the mouse to click on the Save or Post button. The Options button in
transaction screens has the letter O underscored. Pressing the Alt key + the letter O, will open the menu for
the Options button without having to use the mouse to click on the Options button.
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Lookups

Many of the fields in transaction entry display a Lookup button that provides you with a list of items that can be
used for that field. The data in those lists can be searched to find the item you need. Unless custom lookup options
have been specified for that field, CenterPoint will search the data based on the options selected in File >
Preferences > General > Defaults.

The Lookup Settings in File > Preferences > General > Defaults define how entering data into the Lookup box
searches the information in the associated list. The options for how the lists are searched are:

? Use Auto-Complete - As you enter characters in a Lookup box, CenterPoint attempts to match the
characters entered in a list. If a match is made, the record will automatically display. By selecting this option all
lookup boxes by default will use the auto-complete feature. This selection can be overridden on a field-by-field
basis throughout the system. Auto-complete fills in the field as you type. It looks for the first match of the
characters typed in and fills the field with it. If that is not the match that you want, continuing to type in
additional characters usually narrows it down to the selection you are looking for.

?* Allow to Query For Items On Multiple Fields - Enter characters and press the Tab key to display a filtered
list of matched records. The query will attempt to match the characters in the name or abbreviation. If nothing
is found, the query searches for the character string within the name or abbreviation. If this option is selected,
you can have CenterPoint lookup a record based on multiple fields. For example, an account with an account
number of 1234 and an abbreviation of ELEC and an account name of Electricity can be looked up by either
typing in the number, abbreviation, or name. The auto-complete option only allows lookup on one field, so it
would have to be either Number or Abbreviation or Name, but not any combination of them.

? Initial Search Contents
?* Begins With - will search only the first characters of the columns specified under Searched By

Columns.

#* Contains - will search the entire string for the match. For example, if the name is State of Minnesota
and you enter State, a match is completed or if the name is Channel Fire Protection and you enter Fire,
a match is completed.

Several custom lookup options are available for any field containing a Lookup button. The options will allow you to
specify which fields to search for matches and how the information will be displayed. To access the Lookup Options,
right-click in any Lookup field and select Options.

?* To change the columns in the list that the lookup searches when data is entered on a field-by-field
basis:

?* In the following example, the Customer lookup box will search the Contact column as well as the
default Last Name, First Name, and Abbreviation columns for all cusotmers that contain the data
entered into the Customer lookup box
From the Customer lookup box, right-click and select Options.

2. Select Use Setting For This Control.

—_
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*. Lookup Options

Auto Complete
() Use Global Auto Complete Setting (®) Use Setting For This Contral

Search Contents | Contains ~
Search By Column(s) Return Text Column
Last Name, First Name A Abbreviation A
Abbreviation Address Line 1
|:| First Name, Last Mame Address Line 2
[ First Name Address Line 3
[ Last Name Cell Phone
[ Middle Initial City
[ Description Contact
Contact © Description w
< > < >
Move Up Move Down
Reset To Defaults [~] Save As Preference 0K Cancel

3. Under Search By Column(s), select Contact.
4. Select Save asPreference and click OK.

” To change the initial search contents for lookups on a field-by-field basis:

? In the following example, during invoice entry, ltems are searched by entering a specific word in the
Item box.
1. From the Item lookup box, right-click and select Options.

2. Select Use Setting For This Control.

Q Lookup Options *

Auto Complete

(®) Use Global Auto Complete Setting (O Use Setting For This Control

Using Auto Complete (Global)

Search By Column(s) Return Text Column

Last Name, First Name A Abbreviation A
Abbreviation Address Line 1
[ First Name, Last Name Address Line 2
1 First Name Address Line 3
[ Last Name Cell Phane
1 middle Intial City
[1 Description Contact
[ Cortact v Description v
< > < >

Move Up Move Down

Reset To Defaults Save As Preference Cancel
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3. Inthe Search by Contents box, select Contains.
The options available for customizing field-by-field lookups using the Search by Contents box are::

»* Use Global Preference - uses the Lookup Field Settings preferences set in File > Preferences
> General > Defaults.

» Begins With - will search only the first characters of the columns specified under Searched By
Columns.

?* Contains - will search the entire string for the match. For example, if the name is State of
Minnesota and you enter State, a match is completed.

4. Select Save as Preference and click OK.

Customizing the Lookup List:

When the Lookup button is selected (by clicking on it with the mouse or pressing F4),
the list of items for that field are displayed. The columns displayed in the Lookup screen
can easily be customized.

52 Lookup O bt
Search For || | By | Abbreviation ~
— | +/| Filtering
Abbreviation 7 Last Mame, First Name
All Power Equipment -
C&wW Disposal

CenterPoint Farm
CenterPoint Qrchard
Central Livestock Auction
Channel Seed

East Line Fuel

Farm Agency

Midwest Publishing

Eadaral Tawvas O Il

Display Filtered Records Only [+ Show Only Active

New Cancel ')

1. After pressing F4 or clicking on the Lookup button , right-click anywhere in the
Lookup screen.
2. Select Add/Remove Columns.
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i

) Adjust Displayed Columns g

Abbreviation

Last Mame, First Mame
Phone

Contact

City

[] First Mame, Last Name

[] First Mame

[] Middle Initial

[ Description =
[] Address Line 1

[ Address Line 2

[T] Address Line 3 -
[[] Zip/Postal Code L=

I
EQ R

| ok || Concel |

3. Select each of the columns that you would like displayed in the Lookup screen for
this field. Use the Move Up and Move Down arrows on the right to decide the
order the columns will be displayed.

4. Click OK.

Set As Default Option

If you typically use the same company or bank account in the transaction entry screens, these selections can be set
as the default so that you do not have to select or enter the information for each transaction. To access this option,
select the list item (Company, for example) that you want this screen to display automatically as the default for this
database, right-click, and then select Set As Default. This option is available in a variety of fields throughout the
transaction entry screens.

Tab Stops

Itis easy to customize your transaction entry screens by setting tab stops. Tab stops allow you to choose which
fields the cursor stops at in each transaction entry screen. For example, if you never change the bank account or the
batch, remove the tab stops so your cursor skips those data entry boxes.

To set tab stops

1. Onany transaction entry screen, click Options, and then click Set Tab Stops.
2. Onthe Set Tab Stops screen, select the fields to stop at during transaction entry.
3. Click OK.

Customize the Columns Displayed in the Transaction Entry Grids

Each transaction entry screen includes a variety of columns organized in a grid. The columns displayed in this area,
within each transaction entry screen and to the transaction detail grid (viewed by clicking the (+) sign to expand the
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journal entry), can be customized for the needs of your company. The selections can be changed at any time. In our
example, we will customize the grid found in the Payments screen.

1. Position your mouse over any cell in the grid found in the bottom portion of the screen.

2. Right-click and select Add/Remove Columns.
rQ Adjust Displayed Columns &J

Account -
Invoice / Ref #
PlusMinus
Quantity 1
Amourt

Detail Button
Project

[ uom1 =3
[] Motation

[7] Distribution Button

[] Template

[T Guantity 2

[7] Guantity 1 Price

[ uom 2 i

() PRI

m

[ ok ][ Cancel

|G

3. Thelist displays all available columns that can be included in your data entry screen. Items that
have a check mark will display in the grid. Remove or insert check marks as needed.

4. Use the Move Up and Move Down to arrange the order the columns will display on the main
grid.

Recall a Transaction

The Recall feature in CenterPoint can be used to save data entry time in any transaction entry screen. After entering
a name on a transaction, clicking the Recall button automatically fills in all details from the last transaction including
accounts, values, notations, and any details of the transaction. If the Recall button is selected again, the second most
recent transaction for that name will be displayed. Recall is useful for activities that are the same amount and same
details each transaction.

) \
@ \

« J

The Recall functionality can be used by manually selecting the Recall button in a transaction entry screen or an
individual Name can be set to automatically Recall Last Transaction in a specific transaction entry screen.
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Manually Using the Recall Button in Transaction Entry:

1. On any transaction entry screen, after entering Name click Recall at the bottom of the screen to
display the most current transaction entered for this name. Click Recall again to display the
next most current, etc.

@ )

2. The current date is assigned and if applicable, the check number is incremented based on its
numbering sequence. Make any needed modifications to the transaction and click Save.

Setting Up a Name to Automatically Recall Last Transaction in a Specific Transaction Entry
Screen

1. On any transaction entry screen, after entering Name click Recall at the bottom of the screen to
display the most current transaction entered for this name. Click Recall again to display the
next most current, etc.

2. The current date is assigned and if applicable, the check number is incremented based on its
numbering sequence. Make any needed modifications to the transaction.

3. Right click on the Name field and select Transaction Settings > Recall Last Transaction and
click Save.

4. For each subsequent transaction entered in this screen for this name will automatically recall
the previous entry.

Recurring Transactions

Monthly utility bills, insurance payments, annual rent payments are all examples of recurring transactions. These
types of transactions can be identified in CenterPoint as recurring transactions, which eliminates the job of
reentering the same details each time you need to process the transaction.

In the Payments and Receipts screen, the recurring transaction flag is set, after entering a transaction, but before
clicking Save. For example, in the Payments screen; after the expense rows are entered and BEFORE you click
Save, click the Recurring button at the bottom of the screen.

In Customer Invoices and Vendor Invoices (A/P), an invoice is identified as a recurring entry by selecting a
recurring batch in the Current Batch field.

©

Please refer to the various recurring transaction documents we have available in the Help for step-by-step
instructions on the setup and use of recurring transactions. In the Help, in the Search bar, enter recurring, and then

cIick- to display the documents.
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Review Transactions

To review transactions entered on a transaction screen, click Options, and then click Review Transactions.
Transactions can be modified from this screen by selecting the transaction and then clicking Edit. From the drop-
down list next to the Edit button, the number of results to display can be defined. The options are 10 (default), 25, 50
or 100 results.

To review transactions in a Transaction Search screen for a selected name, entry screen, and current year, right-
click on the name and select Review Transactions.

During invoice and sales order entry (Processes > Sales > Customer Invoices or Customer Invoices (Detail)) and
(Processes > Sales > Sales Orders), many fields are available in the data entry grid. If you included all of the
available fields, you would need to scroll left/right to view each of them. Another option is to display the Information
Grid at the bottom of the screen. You can then select which fields display in the normal data entry grid (normally just
those that you need to enter information into) and which fields display in the Information Grid at the bottom. The
Information Grid will display additional information regarding the line that is selected in the data entry grid. To display
the Information Grid, click the Options button and then select Show Information Grid. The grid can be customized to
display all columns (except for button type columns) that the standard data entry grid displays, but they will be read-
only. The grid can also be resized and will be saved so that the next time the screen is displayed the same columns
are displayed on the read-only grid.

o Sales Oeders |E=2 Eel @
Sedact Elldul
Customer. Johnaon, drdy Date 41372011 Order 00003 Sishe | Open Type | Oedee
Cusstomes Balsrce 4388 70  Coedit Limi 10,000,000 Femarng Ciedt FHELE30
Hem Descrption el Queekly [l oo Sdes Frice Amourt
% | Economy Bicycle | Economy Bicycle Package | Each 5 0/ Procuct Sales 399 $49995] L
% | Standond Bicycle | Standasd Bcycle Package | Each 3 0/ Product Sales 17299 $0957) |
+) | SensiredLawm | Serisied Lawn Mower Esch | 2 0] Procuct Sdes 1.250.00 $2.50000) L
W
liem uoM Quantly OnHand  Quanity Assigned  Quaniily Avadsble
| Economy Bicycle Package | Each | 5] 5 53]
Sublotal $3,419.92
Freight $000 + Misc 000 4 sd,,x. $71.75 - Discounis 0.0 = 437175
Dt Total $3,791.67
Dmm $0.00 Mot Dus $3,751.67
[ saw ][ Cou ][ Acooets ] [Opbomw 7] | Covelrmice (G | @

Scanning and Attaching Documents

Files can be attached to the following setup screens: Customers, Vendors, Names, and Employees or the following
Transaction screens: Purchase Orders, Payments, Vendor Invoices(A/P), Sales Orders, Receipts, Customer
Invoices (both basic and detail), and General Journal Entries. Files can be attached by scanning the documents,
dragging and dropping existing files from your computer, or by selecting an existing file from your computer via the

Scan and Paperclip buttons..

For detailed information about attaching documents to transactions, see the Scanning and Attaching Documents
topic.
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Recurring Batches

This time-saving feature lets you enter transactions one time and then post them over and over. This is excellent
for monthly, quarterly or other routine payments that remain basically the same. For example, setup a batch of
recurring payment transactions to record payments that are automatically deducted from your bank account
each month. Transactions are entered once and assigned to a recurring batch. At anytime you can post the
recurring batch. Unlike a normal batch, recurring batches remain as an open batch after they are posted so you
can easily post them again the following month. Because you can edit the transaction prior to posting each time,
it is easy to change amounts or other details.

Create/Copy a Recurring Batch

Option A
Option B

Add a Transaction to a Recurring Batch

View Transactions in a Recurring Batch

Edit or Delete a Transaction in Recurring Batch

Post a Recurring Batch

Edit a Recurring Batch

Delete a Recurring Batch

Create a Recurring Batch

There are two processes that can be used to create a new recurring batch.
Option A:

1. Onthe Processes menu, click Batch Transactions.
2. Click New. Or if this batch is similar to an existing batch, select the existing batch and click Copy instead
of New.

1. On the Batch Maintenance screen, in the Comment box, enter a description that will identify one batch
from another. For example, Monthly ACH Payments.

2. Inthe User box, enter the name of the user responsible for this batch. This is an optional field.

3. Select the Recurring check box.

4. Click OK and Close.

Option B:

1. While entering a transaction, right click in the Current Batch field and select New.
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e |

2. Enterthe Description, User and select the Recurring check box.

() )

3. Click Save.

Add a Transaction to a Recurring Batch

A transaction added to a recurring batch will not affect any account balances until the recurring batch has been
posted.

1. While entering a transaction, select the appropriate recurring batch in the Current Batch field.

e |

2. Enter the remainder of the transaction as you normally would. If you would like the transaction to be printed
when the batch is posted, (for example, a check from the payments screen) be sure to select the "Print this
Check" box.

3. Click Save.

View Transactions in a Recurring Batch
1. Onthe Processes menu, click Batch Transactions.

2. Onthe Open Batches tab, select the batch you want to view transaction activity for.
3. Click the Transaction Activity tab. Verify the transaction activity.

©

4. Click Close.

Edit or Delete a Transaction in a Recurring Batch

The edit process allows you to correct an entry that was added to a batch. The edit process can also be used if
the amount of the transaction changes each month. In that case, the transaction the amount will be updated each
month prior to posting the batch. The edit option can also be used to select the print box for payment or invoice
transactions (if it wasn't selected when the transaction was entered).

On the Processes menu, click Batch Transactions.

On the Open Batches tab, select the batch you want to edit a transaction in.
Click the Transaction Activity tab.

Select the transaction you want to edit, and then click Edit.

Change the transaction, and then click Save.

aoroN =
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e |

6. Click Close.

Post a Recurring Batch

Transactions entered with a batch assigned, do not affect account, vendor or customer balances until the batch
is posted. Transaction that you selected to print either checks or invoices will printimmediately after you select to
post a batch. Recurring batches will remain on the Batch Transactions Open Batches tab for later use.

1. Onthe Processes menu, click Batch Transactions.
2. Onthe Open Batches tab, select the batch you want to post, and then click Post.

©

Edit a Recurring Batch

1. Onthe Processes menu, click Batch Transactions.

2. Onthe Open Batches tab, select the batch you want to change, and then click Edit.

3. On the Batch Maintenance screen,edit the appropriate text. If you want to change this batch to a non-
recurring batch, clear the Recurring check box.

4. Click OK and Close.

Delete a Recurring Batch

When a recurring batch is deleted, the entire batch including all of the transactions are removed with this
procedure. If the batch had been posted previously, those posted entries will continue to stay in the system and
affect balances.

1. Onthe Processes menu, click Batch Transactions.

2. Onthe Open Batches tab, select the batch you want to delete, and then click Delete.
3. Atthe "Are you sure you want the item deleted" message, click Yes.

4. Click Close.

Filtering the Account List in Transactions

Your account list includes all Assets, Liabilities, Equities, Expenses, Cost of Goods, Other Expenses, Revenue, and
Other Revenue accounts. You will typically not need to see all accounts in the individual transaction screens. For
example, in the Payment screen you might only need to see Expenses and Liabilities. The filter on the Lookup
screen allows you to manage the accounts you wish to see. Filters can be used in reports, transactions, and
transaction search. Each screen can have its own default filter.

In the examples below, we will be creating a basic filter in the Payment screen so the account list only includes
expense accounts and then explaining how to use custom filters to filter on multiple items.
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Set Up a Basic Filter

Set Up a Custom Filter

Setup a Basic Filter

1. Select the Payments screen.
2. Click the Lookup button El in the Account field. The list of accounts display.

Search For |
- [+] Filtering

Account Number

rental expense
Equity Retained E Retained Earnings
Liabilities Retirement Plan Payable
Revenue Returns & Allowances
Expenses Salary & Wages
Liabilities Sales Tax Payble
Expenses SDI Expense
Assets Securities Available forSale
Revenue Service Sales

Accate Slil if- cli | if-

[] Display Filtered Records Only Show Only Active

Search For

- [=] Filtering
[ <Ciick Here to Fiter List> | is |

and [Abbremd.non v] is

Account Type Account Number

Expenses rental expense

Equity Retained E Retained Earnings
Liabilities Retirement Flan Payable
Revenue Returns & Allowances
Expenses Salary & Wages
Ligbilities Sales Tax Payble

Show Only Active

4. Click the down arrow on the field indicating <Click Here to Filter List>. The list displays the preset filters for
accounts. Select Account Type for this example, as our goal is to display only expense accounts.

5. After selecting Account Type, select Expenses in the is field to the right. A yellow bar at the bottom indicates
“Filtering Applied” when a filter is in use.
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6.

7.

Search Faor
—E] Filtering
[.‘\c::cthype v] is [Expens&s

and [ﬁbbreviation v] is

[AccountType Abbreviation | Account Number | Name

Expenses 5011 rental expense
Expenses 040 Salary & \Wages
Expenses 7050 501 Expense
Expenses 060 State Unemployment Expensze
Expenses 7070 Tax Deferred Comp Expenze
7080 Telephone
o Mk O Comne
[] Display Filtered Records Only [¥] Show Only Active
Filtering Applied

ok | [ Cance | (7

If you would like the Account field in the Payments screen to always default to the expense accounts only,
then right click on Account Type and select Set as Default.
Click OK to exit the account Lookup screen.

Set Up a Custom Filter

If you would like your filter to include more options, a custom filter can be created. For example, maybe you'd like to
include not only expense accounts in the payments screen but liability accounts also. This can be accomplished by
setting up a custom filter. In this example, we will create a custom filter that includes only expense and liability
accounts in the account lookup in payments.

Follow steps 1-3 in the Setup a Basic Filter instructions above.

1

2. Click on the green Custom Filter button. i g .on the upper right side of the Lookup screen.
3.
4

In the Custom Filters screen, click on the New button @.
In the Name field, type in something that will identify this filter to you, for example Expenses & Liabilities,

Mew Custom Filter u

Mame:

then click OK.

% Expenses & Liabilties|

Ok || Cancedl |

Under Select a Filter on the left side of the Filters screen, scroll down to the Account Categories section.
Select Account Type.

In the Available column on the right side of the screen, move the Expenses and Liabilities account types to
the Selected column on the right side of the screen using the green arrow buttons.
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Filter
Select a Fier Define Fiter Citeria i

- Liability -
el Searh For By

£ Account Calegories (] Filtesing
i Account Type .
' Accounts Payable Avzilable Selected
Accounts Receivable Sequence + | Name - [Saquenoe - |Name ‘ ]
i Accrued \‘rvte;e: L 1 Assets 2 Liabiliies
g | a 5 boerees
" Credit Card Lisbiity 3 i i =
- Currsrt Portion of Long Temn Debi 5 Cost Of Goods Sold
. Depreciable 7 Other Revenue

Finished Goods Invertory

i+ Intersst Expense [7] Exclude selected items
L. Line O Cradit ke

4 il 4 Change Filter

Current Filter
Fiter fem Criteria
Account Type Expenses, Liabilties
[ Apply ] [ Clear ] [ Clear All Close ')

7. Click Add Filter, and then click Apply and OK to add your new custom filter to the predefined list of filters.

8. If you would like the Account field in the Payments screen to always display the Expense and Liability
accounts, right-click on the filter Expense & Liabilities, and then select Set as Default.

9. Click OK to exit the Account Lookup screen.

How to Track Transactions to Projects

Projects allow you to maintain revenue and expenses for specific jobs or projects. Assigning a project to your
transactions provides an easy way to track the cost of the project. CenterPoint Payroll records can also assign
projects to your labor costs. CenterPoint Payroll projects provide a way to classify earnings, employer contributions,
and employer taxes for reporting. Each detail line for an earning can be assigned to a project. Employer contribution
and tax expenses are distributed proportionately according to earnings assignments. Have you questioned if a
particular job would be more economical if hired out? Projects allow you to find the exact cost of a project (job), large
or small. Job examples might be a new building construction, repairs, brush removal, or street cleaning. A project can
be added as a detail to all expenses that are a part of that job, including labor. Project is an available filter in many
CenterPoint reports.

Assigning a project to your transactions provides an easy way to track the cost of the project.

Step A: One Time Setup (Add Project field to Transaction Entry screens)

Step B: Create a Project

Step C: Assigning Projects During Transaction Entry

Step D: Report on the Project
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Step A: One Time Setup (Add field to transaction entry screens.)

The easiest way to assign a project to a transaction is to first display the project column in each of the transaction
screens that will be using projects. The project column can be added in payroll transaction (Time Sheets and Pay
Employees) screens also. In this example below we'll be adding the Project column to the Payments screen. The
project field can be added to any transaction screen CenterPoint using the same right-click process.

1. Select Processes > Purchases > Payments.

v
Company | Alpine Sports Current Batch No Batch E‘
Bank Account| [£]  CurentBalance|  $2,085,642.79|
Check Number 005959
Date|09/17/2009 (&
Pay To The Order Of Amount 0.00]
Memao Line 1 Line 2|
i_p_p_l_y Tq C-F-er- Inveices .'9_!].[]0
Account Invoice / Ref # Amount e
il $0.00 | Detail ]
71 11 | b
[T i this check? | Tots! $0.00
)

2. Right click anywhere in the grid area (where you see Account, Invoice/Ref#, Amount, etc)and click

Add/Remove Columns.

3. Using the scroll bar, find and select the Project field. Use the arrow up and down buttons to move the Project

field to the location you prefer.

4. Click OK and the Project field will now display on the main payments screen.
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& Payments
Company | Alpine Sports Current Batch | No Batch
Bank Account|[ Current Balance|  $2,085,642.79
Check Number 005399 =1
Date 09/17/2009  [EE|
Pay To The Order Of Amount s0.00,
Change Address
Mema Line 1/ | Linez|
SEOP R 0.0
Account Invoice / Ref # Amount » Project

5000

<

mm

| 2

[ Print this check? -;,

Total|

4000 [t o |
@

5.

Follow steps 1-4 for each transaction screen that will be using projects.

Occasionally the Project field will not be an available column in a transaction entry screen. This will happen if the
transaction entry screen is using an older template or a template that was migrated from Perception Accounting. This

can easily be resolved by following the steps below.

1. From the transaction entry screen, click on the Detail button in the first row of the grid. Document what is
specified in the Current Template field. Then exit the transaction entry screen.

Select Setup > General > Date Entry Templates.
Select the template specified in step 1 and click Edit.
Click on the Detail tab.

0N

In the Journal Entry Detail box, click on the + next to the Expense or Income row to expand the list below it.

Depending on what type of template you are editing, it will either say Expense or Income.

1. Click on Project in the expanded list.
2. Ontheright, the Type field, select Choose from a List.
3. Click Save.

Step B: Create a New Project

On the Setup menu, click Projects.
Click New.

aRrwN=

In the Abbreviation box, enter up to 24 characters that you can easily identify the project.
In the Name box, enter up to 50 characters of required information that describes the project.

In the Address Line 1 and Address Line 2 boxes, enter the street address and any other information for the
project, for example, suite number or post office box number. This information is needed for adequate certified
payroll reporting.

The third address line has a format option preceding it. There are four options for the format of the third line of
the address:
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» City, State, and Zip Code (US Addresses).

» City, Province, Postal Code (Canadian Addresses).

» Address Line 3 (Free format line)

» Foreign City, Foreign State/Province, Foreign Postal Code, Country Code (Foreign Addresses).

Choose the correct format.

7. Ifyour preferences are set to use the automatic Zip Code/Postal Code Lookup for addresses (File >
Preferences > General > Address Settings), in the Zip/Postal Code box enter the zip code or postal code.. If
your preferences are not set to use the lookup, enter the City/State/Zip, City/Province/Postal Code, Address
3, or Foreign Address information.

Note: To set a City/State/Zip, City/Province/Postal Code, Address 3, or Foreign Address as the

default, right-click and select Set As Default. To clear the default City/State/Zip, City/Province/Postal
Code, Address 3, or Foreign Address, right-click and select Clear Default.

8. Select a Responsibility, options are: Contractor, Sub Contractor, and Other. This information is needed for
adequate certified payroll reporting.
9. Enter a Project Number. This information is needed for adequate certified payroll reporting.
10. Select the Project Complete check box if this project is completed. This information is needed for adequate
certified payroll reporting.
11. To add notes to this project, click Additional Notes, enter the notes, and then click OK.

Note: To add a time stamp to a note added or edited on the Additional Notes screen, click Stamp. If you are
adding/editing a stamp in a database without security, the stamp will display "Edited on (current date and
time)". If you are adding/editing a stamp in a database with security, the stamp will display "Edited by
(username) on (current date and time)".

12. Leave the Active check box selected until the project is no longer active.
13. Click Save.

Note: To return to the List tab without saving the project, click Cancel. To close the Project Maintenance

screen without saving the project click in the upper-right corner.

14. Repeat steps 2-6 for each project needed.
Step C: Assign a Project During Transaction Entry

1. Each time a transaction is entered that should be tracked to a project, specify the project on the appropriate
detail line(s).

Note: See Step 1 for instructions on how to add the Project field to the grid.

CenterPoint Fund Accounting User Guide 103



Chapter 1 - Getting Started - How to Track Transactions to Projects

Reports [+ Favorites Report Selections

Bl Transaction Reports Item Selected Criteria
"EJ Payments Period <Al |Z|
‘its Reosipts Account Retained Earnings
- Banking
= Purchases & Accounts Payable Company <All>
- Sales & Accounts Receivable Display Motation Mo

=y Inventory

=y Fieed Assets

= Liability Activity

g ] General Ledger

_| General Ledger Account Activity
_| Account Summary By Date

|| General Ledger Account Summary
------ || Cash Basis General Ledger

- Transaction Joumals

-7 Batch Transactions

--ﬁj Trial Balance

t-{= Production Reports

H-{—= Financial Statements

H-= Setup Lists

H-{= Audit Reports

- Payroll

H-{= Payroll Data Reports

H-{= Payroll Tax Data Reports

H-= Payroll Setup Lists

-7 User-defined/Tax Reports

Remove ] Prirtt H Preview H Close ] 0

o T U e O O O o O O

Step D: Filtering Reports by Project

Numerous reports (sales, general ledger, financial reports, etc.) in CenterPoint can be filtered by project. A report will
have the Project field available in "More ltems" if it can be filtered by project.

1. Select a report to filter by Project. In our example, we will use the General Ledger report. Select Reports >
Reports > Transaction Reports > General Ledger.

=

o ol
Reports |5'7 Favorites Report Selections
(-7 Sales & Accourts Receivable - ltem Selected Criteria
(-7 SalesTax Period Al
B+ Inventory FRi
E g E:oedﬁsse‘ts Rl "
- ans : -
£+ General Ledger Display Notation Na
= General Ledger
General Ledger Account Activity < Il | r

m

Account Summary By Date

General Ledger Account Summary
Cash Basis General Ledger Selection Criteria
(- Transaction Joumals
[#-{= Batch Transactions
(-7 Trial Balance

=+ Financial Statements T
| L‘| Income Statement X _
----- !_[] Income Statement (Cumert vs Yearto-date) Select 2n item from the list above
----- || Income Statemert (3 Year Comparison)
----- !_£‘| Income Statement (5 Year Comparison)
!_[] Income Statement {Actual to Budget)
----- !_[] Income Statement (% of Sales)

----- !1 Income Statement (% of Gross Profit)

----- || Profit Center Income Statement -
| 4 it e o

( Remove | [ Print ][ Preview ][ Close ] ‘)

2. Ontheright side of the screen in the Report Selection area, click on the More Items button to display
additional Report Selection Items.
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[ Report Selection ltems

tem

] Level 1 Account

[7] Level 2 Account

Level 3 Accourt

[7] Location

[] Motation

[] Period End Date

Period Start Date

[ Production Center Detail
[] Profit Center

Project

Using the scroll button find and select the Project field.
Click OK.
The Report Selections for the General Ledger will now include the Project field. Use that field to specify a

project or projects to include in the report.

ok w

Buttons and Fields Overlapping or Not Available

You may run into a situation where not all of your buttons and fields are available in transaction screens. This is
caused by a display setting within the operating system itself. Follow the instructions below to change display
settings back to the default.

Example of Buttons Overlapping

Make Changes to the Operating System to Correct the Issue

Example of Buttons Overlapping:

This is an example of how overlapping buttons and fields will display in CenterPoint:
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& Payments
Company rent Batch Mo Batch i
Bank Account :nt Balance $106,505.18
:y Sequence Federal Tax Depos@
Pay To The Check Number| 000598 =)
Date|02/16/2011 3]
Amount! £0.00
I Line2|
[ R wceerer—————— =
Apply Ta Open Invol &= Total $0.00( Adjust Amount
Save ] i Clear ] Recall [ RE’ Close I Options ']

Make Changes to the Operating System to Correct the Issue

Windows 10 Operating System

1. Exit out of CenterPoint and all other programs on your computer.

2. Atthe main desktop, right-click in any space not populated by an icon.

View b
Sort by >
Refresh

Paste

Paste shortcut

Graphics Properties...

Graphics Options )

New >

Display settings

B O

Personalize
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3. Select Display settings.
4. Change the slider below Change the size of text, apps, and other items to 100%
(Recommended).

& settings - o X

€32 SYSTEM Find a setting

ospley Customize your display

Notifications & actions

Apps & features

Multitasking ,]
Tablet mode
Power & sleep

Storage

Identify  Detect
Offline maps

Change the size of text, apps, and other items: 100% (Recommended)
Default apps

Orientation

Multiple displays

Extend these displays >

EA Make this my main display

About

Apply Cancel

5. Click Apply and the red X to close. You may be prompted to reboot your computer. Once the
computer has been restarted, the screens within CenterPoint will begin displaying properly
again.

Windows 8 Operating System

1. Exit out of CenterPoint and all other programs on your computer.
2. Atthe main desktop, right-click in any space not populated by an icon.

El Catalyst(Th) Control Center

ey k
Sort by 3
Refresh

Paste

Paste shortout

Unda Delete Ctrl+Z
M ey (3
BES  Screen resolution
. Gadgets
"f. Fersonalize
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3. Select Personalize.
4. Atthe Personalization screen, select Display (in the lower left corner).

o ®

]
1 B 4 Control Panel + Al Control Panel ltems + Personalization [N Search Control Panel n
Control Panel Home ©
Change the visuals and sounds on your computer
Change desktop icons Click a theme to change the desktop background, color, sounds, and screen saver all at once.
Change mouse pointers My Thermes (D) ~

Get more themes online
Windaws Default Themes (3)

ol

Windows Earth Flowers

High Contrast Themes (4)

High Cantrast #1 High Contrast #2 High Contrast Black ¥
See also | =y
o - P2 IS
isplay p |
Taskbar p— e
Caler Sounds Screen Saver
Ease of Access Center Harmony Automatic Windows Defautt Mane

5. Within the Display screen, select Smaller - 100% (default).

Clipboard Image Tools Shapes
L Display

. * ¢ W ComrelPanel » Al Comtrol Pamel Rers + Displey
Comrod Panel Home .
Change the size of all items

Maie text and other dems on the desitop smaller and larger. To temporardy enlarge just part of the screen,

Adprt reschtan
wie the 1agndie tool

W Calibrate color
Change dnpiay wetting: - Larger
Adpait ClearType test

Let me choose one scabng level for il my displeys

Change only the text size
instead of changng the se of everything on the desidop, change only the text uize for # spechic tem

6. Click Apply and the red X to close. You will be prompted to reboot your computer. Once the
computer has been restarted, the screens within CenterPoint will begin displaying properly
again.

Create Separate Printer Preferences for Check Printing

There are instances where you want to set up your printer differently for printing in CenterPoint than you do in other
programs. For example, normally you print on paper from tray 1, but when printing checks, you want to pull from the
check stock you have in tray 2, or you print documents two-sided to conserve paper, but need checks to print single-
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sided. It is possible to create a copy of your printer in Windows so you can set different preferences than you use by
default. This copied printer can then be assigned as the printer for check printing in CenterPoint so checks are
printed using the other preferences. If you are unfamiliar with adding printers or are on a network, we recommend
contacting your network administrator or IT department.

Step 1 - Create a copy of your printer

Step 2 - Set the Printing Preferences for the copied printer

Step 3 - Assign the Printer to be used in CenterPoint

Step 1 - Create a copy of your printer:

1. From the Windows Start Menu,
» Microsoft® Windows® 10 - Right-click the Windows Start Menu, select Settings, and then select
Printers & scanners.
#* Microsoft Windows 8 - Right-click the Windows Start Menu, select Control Panel, and then select
Devices and Printers.

@ )

2. Click Add a Printer or scanner (Windows 10) or Add a Printer (Windows 8) and follow the wizard to add a
copy of your printer, giving it a new name. If you are unfamiliar with adding a printer or are on a network, see
your IT department for assistance.

Step 2 - Set the Printing Preference:

1. Onthe Devices and Printers (Windows 10 or 8) screen, right-click on the copied printer and choose
Printing Preferences

2. Setthe preferences you want to use in CenterPoint, such as the tray or single-sided printing. The options
available will differ depending on your printer.

3. Click Apply, then OK to save your preferences.

Step 3 - Assign the Printer to be used in CenterPoint:

1. In CenterPoint, select File > Preferences.
» To change your printer for accounts payable checks, select Printing > Checks and then click on the
Application or Database tab. Select the new printer to print checks to. Click Save.
» To change the printer for payroll checks or advices, select Printing > Payroll Checks or Payroll
Advices. Click on the Database tab. Select the new printer to print checks to. Click Save.

Form Designers

The form designers allow you to customize invoices, sales orders, checks, and check stubs. The Invoice Form
Designer is included with CenterPoint accounting packages. If the Sales or Purchase Order modules are purchased,
the Sales/Purchase Order Form Designer is included. If the Permit module is purchased, the Permit Form Designer
is included. The Check, Check Stub and Payroll Check Stub Designers are available as add-on modules. Contact
the Red Wing Software Sales Team for more information on the various forms designers.
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This document describes how to make several common customizations to an existing invoice using the Invoice
Forms Designer. The same processes can be used to make similar changes to checks, check stubs and payroll
checks stubs, permits, sales orders or purchase orders using the other forms designers.

Included in this topic is instructions on how to:

Open an Existing Form to Edit
Add a Field

Resize a Field
Remove a Field
Move a Field
Change the Font
Add a Text Field
Add a Line Field

Import a Logo
Add a Page Number to a Form

Formatting Check Stubs

Preview and Print a Form Design

Save a Customized Form

Use a Customized Form for Another Database

Using a Custom Form to Print

Information Specific to the Payroll Check/Stub Designer

Information Specific to the Check/Stub Form Designer

Open an Existing Form to Edit

We recommend you start creating your custom form by opening an existing form that can be modified and then
saved with a different name. System-supplied forms display in blue and cannot be overwritten. Custom forms display
before system-supplied forms in alphabetical order.

1. Select Setup > Forms Designer > Invoice Form Designer (or one of the other form designers).
2. Select File > Open.

@ )

3. Choose the existing form you wish to edit and click Open.

Add a Field

1. The Fields list on the upper right side of the screen will list all of the fields that can be added to this form. Find
the field you wish to add in the Fields list.
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el e

Additional Description
- f1.3] Amount

] , -[13] Amount Received
‘Invoice Number: | 3] Back Ordered

Invoice Date! E --[25] Billng Address 1

Billing Address 2

(5] Billing City, State Zip

~[3k] Biling Contact

--{35] Billng Email

-[3h] Biling Fax

Ship To: | [Customer Name] - [30] Biling Name =
[Shipping Address ... Billina Dhans

2. Then simply drag and drop the field to the desired location on the form.

Note: "Drag-and-drop" functionality is used often when customizing forms. Drag-and-drop is the action of

selecting an object by "grabbing" it and dragging it to a different location. This is done by following these
steps:

* Press, and hold down, the left button on the mouse, to "grab" the object.

? While continuing to hold down the left button the mouse, "drag" (move) the object to the desired
location,

» "Drop" the object by releasing the left button on the mouse.

[rowoni =

Invoice Dﬂ'] E
Custom 8
Customer {Abbreviation)
T miebarnar Balamea E
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3. When the field is selected on the form it will be displayed in a darker rectangle with squares around the
rectangle as you see above. The squares at each corner and center points can be used to resize the field.
Click on one of the boxes and drag it to change the size of the field.

Resize a Field

1. Single click on a field on the form. When the field is selected, it will be displayed with small squares around the
rectangle around the selected field. as you see below.

[Custom 1] @

| | | |
Invoice Dafes|[Invoice Date] F]

Ship To: | [Customer Name]

~ [Shipping Address 1]
[Shipping Address 2]
[Shipping City, State Zip]

LR Y

2. Click on one of the boxes and drag it to change the size of the field. The same process can be used to resize
lines, pictures, text fields, etc.

Remove a Field

1. Single click on the field you wish to remove from the form.
2. Press the Delete key on your keyboard.

Move a Field
1. Click on the field you wish to move.

2. Drag-and-drop the field to the desired location.
3. You can fine tune the location and size by adjusting the Layout settings on the right.
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R — ey
) ) Label21 Label v

nj ] {Pricﬁl FUnit EEl [Amoufq ; ,E_:j 8]
Visible Yes -

I | T o | 1 B e o e Waord Wrap Yes
o e 5 bata
T [S__ales_ Tﬂ] Sales Tax (Data Bindings)
'I:E::G-j Text Amt Received
= Amt Received 'mouhtRéceivéﬁ]j": ~ MetDud| [Net D._Q [ Design Gl
o bt ek 1 i it _ | (Name) |label21
=l Layout
Location 375,93.75

| Size 85.42, 17 =

Change the Font

1. Click on the field you wish to change to select it.

2. Totheright, the font and size are displayed in the Appearance section. Click in the font field to display the

lookup button, click (o]

=] Appearance

Background Caolor

[ Transparent

Border Colar

I Elack

Border Dash Style

Solid

Border Width

Text Alignment

3. The Font screen will display. Select your desired Font, Style, and Size. Click OK.
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| Cancdl |

Font
Font: Font style: Size:
Microsoft Sans Serf
Microsoft Sans Senf
Microsoft Tai Le Obiigue 10
Microzoft YaHei Bold 11
Microsoft YaHei Ul Bold Obligue 12
MicroscR ¥l Bami 14
MingLill HKSCS-Ex1B 16
MingLil-ExtE v 18
Effects Sample
[] strkeout
[] Undedine feERnEe
Script:
Westem
Add a Text Field (Label)

1. Click on the A button in the toolbar. Your cursor will change toa + .

2. Clickin the form to specify where you want the text located and drag to the size needed.

3. With the field selected, change the text in the Data section to the right.

label8 Label -
| 2l
Visible Yes -
Ward Wrap YEs
El Data
(Data Bindings)
[l Design ri
{Mame) labelg
=l Layout
Location 25992 179.17
Size 100, 23 |
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Add a Line

BpwN =

Click on the ~ button in the toolbar.

Click in the form where the line should be located and drag to draw a line.

Drag-and-drop to move the line to your desired location.

To the right, the Foreground Color, Line Direction, Line Style, and Line Width of the line are displayed in the

Appearance section. Click in any field and click the drop-down arrow to change the selection.

Import a Logo

Foreground Color§ — Firebrick JES

Formatting Rules | (Collection)
Line Direction Haorizontal
Line Style Solid
Line Width

+ Padding s Uy By

Style Priority (Style Priority)

Styles (Collection)

= Behavior

Anchor Horizonta| None : |

Prior to adding your logo to the form itself, you must import the logo into the Fund information section on the Detail

tab in Setup > Funds.

1. Select Setup > Funds. Edit your company/fund.
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Srnes = |

List Detail Filter Reports

CenterPoint Village-General

General  Additional Detail Tax Report  Accounts List

Fund Information Fund Logo

Abbreviation| General [] Active
Fund Name| CenterPoint \illage-General
Address Line 1| 491 Highway 19

RED WING'

Address Line 2
City, State. Zip ~ || Red Wing AR - | 72500
Contact Information
Contact
Phone E-mail
Fax ‘wieb Page
Employer Setup Additonal Notes
Save Cancel m u u E Close ')
2. Click on the Import button. Browse to the image file for you logo. Click Open.
3. Click Save.
4. Thelogo is then added to the form using the form designer. Follow the Add a Field instructions to add the
Fund Logo field to the form.

Add a Page Number to a Form

1. Click onthe onthetoolbar  button in the toolbar.
2. Click in the form where the page number should be located and drag to draw a box to add the page number

field.
: s |Gl

x| 1/1 P

3. To modify the way the page number displays:

? Click the carat (the page number box must be selected for the carat to display):
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~ Invoice Date! [Invoice Date] O

[] ] “Ipage Info Tasks
w11
———y = Page Information “Current of Total” Page Numbe ¥
Start Page Number 1 =
| [Customer Name] Ik
[Shipping Address 1] Running Band {none) A
[Shipping Address 2]
Shipping City, State Zip] Anchor Vertically  Mone -
Formatting Rules  (Collection)

d | [ship To Phone fre P

frmen . | ol e —- [=1] e el |

» Page Information - Allows you to determine if the page number should be roman numeral
lowercase or uppercase, display as the user name, current date and time, page count, or page
number with the total number of pages.

» Start Page Number - Allows you to specify the page number you wish to display first.

»
Format - If you selected Current Date and Time, click , under Category select DateTime,

and then on the Standard Types tab, select the format of the date time, for example MM/dd/yy,
MM/dd/yyy, etc.

» Or, to the right, the Page Information, Start Page Number, and Format are displayed in the Behavior section.

Text Alignment Top Left =
=] Behavior

Anchor Harizontally Left

Anchor Vertically Top

£an E“h ﬂ1 Yes

I v vy

Page Information Current Date and Time

Running Band {none) I

Start Page Mumber 1

Visible Yes

Word Wrap Yes

Formatting Forms

? To align a field to the left, select the field and select Format > Justify > Left . A field can also be aligned to
the center, right, or justified by selecting Format > Justify > Center, Rights, or Justify .
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» To align multiple fields horizontally to the left, select all of the fields by holding the CTRL key down while
making the selections, and then clicking the Lefts icon . Fields can also be aligned horizontally to the

center or right by selecting the fields and clicking the Centers or Rights icon

» To align multiple fields vertically to the top, select all of the fields by holding the CTRL key down while making
the selections, and then clicking the Tops icon . Fields can also be aligned vertically to the center or

bottom by selecting the fields and clicking the Middles or Bottoms icon

»
To make multiple fields the same width, select the fields and click the tWidths icon . Fields can also be

made the same height or size by clicking the Height or Both icons
Preview and Print a Form Design

To Preview the form, select View > Preview . An example of the form will display applied to the layout specified in
File > Preferences > Printing > Customer Invoices(or the form you are designing, for example Checks, Sales
Orders, Purchase Orders, etc.). CenterPoint will generate some random content

on the form so you can determine if the information on the form is accurate. This content is not from your database.

You can print the preview by clicking the Print icon . Toreturn to the designer, select View > Designer.

Save a Customized Form

1. Once your desired changes have been made, select File > Save As... within the Form Designer.
2. Specify a Name for your customized form.

@ )

3. Click Save.

Use a Customized Form in Another Database

Open the Forms Designer in the database with the custom form.
Select File > Open and select the customized form.
Select File > Save File As...

wonp -~

4. Browse to a location to save the file, such as your Desktop. Note where you are saving the file to, as you'l
need to find the file later. Click Save.

Open the Forms Designer in the database you wish to add the custom form to. Select File > Open File.
Browse to the location used in Step 2 and select the custom form file. Click Open.

Select File > Save As... to save the custom form in the new database.

Noo
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Using a Customized Form to Print

To begin using a customized form:
Customer Invoices

1. Select Processes > Sales > Customer Invoices.
Enter the invoice as you normally would. On the Select tab, click the Printer button. Then select the custom

form from the drop down box. Continue entering the invoice as you normally would.
3. Ifyou'd like the system to default to this form (instead of having to select it manually each time), then your
form preference should be updated.

a. Select File > Preferences > Printing > Customer Invoices or Customer Invoices (Detail)
b. Select the Database tab and in the Select Form Type field, select your custom form.
c. Click Save.

Accounts Payable Checks/Stubs

1. Select Processes > Purchases > Pay Invoices Due.
2. Select the invoices for payment as you normally would. Click the Printer button. Then in the Check Type or
Stub Type fields, select the custom forms from the drop down box. Continue printing the checks as you

normally would.
3. Ifyou'd like the system to default to these forms (instead of having to select it manually each time), then your

form preference should be updated.
a. Select File > Preferences > Printing > Checks.

b. Select the Database tab and in the Select Check Type and/or Select Stub Type field, select your
custom form.

c. Click Save.
Payroll Check/Stub

1. Select Processes > Pay Employees.

2. Process payroll as you normally would.

3. When you print checks, in the Check Type and/or Stub Type fields, select your custom form.

4. Ifyou'd like the system to default to these forms (instead of having to select it manually each time), then your
form preference should be updated.

a. Select File > Preferences > Printing > Payroll Checks or Payroll Advices.

b. Select the Database tab and in the Select Check/Advice Type or Select Stub Type field, select your
custom form.

c. Click Save.
Information Specific to the Payroll Check/Stub Designer

Check Settings

To set the layout of your check form, open a form and then select File > Form Settings.
Select one of the following layouts:
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#* Check/Stub/Stub

#* Stub/Check/Stub

»  Check/Detail

? Stub/Stub/Check

# Stub/Check/Address
? Detail/Check

Check Stub Settings

To set the number of lines that will print on a check stub before an overflow sheet is generated, select File > Form
Settings.

Under Max Lines Before Overflow, select the number of lines for the Small Stub (used when multiple check stubs
are on a form) or Large Stub (used when one check stub is on a form).

You can also set the way the detail will be summarized on the Check Stub Settings screen under Summarizeby. By
default, the detail is summarized by Earning and Rate which means that you will see one line for each unique
combination of earning and rate on a check. Selecting other options will break-down the stub detail further, for
example; you may want to see a break-down by the departments the employee worked in. Note: When YTD amounts
are calculated for the stub, Rate is not included in the break-down, even if it is selected on this screen. This is
because over time Rate could fluctuate depending on the earning, i.e. Commission. Breaking down YTD by Rate
could quickly result in much detail being printed on the stub which could be the result in more frequent use of
overflow sheets.

Under Other, clear the Include Year-To-Date Earning Detail check box to remove year-to-date earning payment
detail information from the check stub. If you use a number of different earnings over the course of a ear, this may
reduce/eliminate overflow sheets. Note: This does not affect year-to-date earning totals.

Data Fields

»* Direct Deposit Amount - If you intend to use a custom stub for direct deposit advices, you will need to
include the Direct Deposit Amount fields on the custom stub. These fields will not print on checks, but will print
on Direct Deposit Advices.
Earning Work Date (Time Sheet) - If you want to include the date an employee worked on the pay period
stub line, include the Earning Work Date (Time Sheet) field in your check stub form design. This Data Field
represents the date for which a time sheet associated with an earning on the stub was entered. If the earning
isn’t the result of a time sheet, the work date will not print on the stub. If you want to include the Earning Work
Date (Timesheet) field on the check stub, you also need to select the Work Date (Timesheet) under
Summarize by in Setup > Forms Design > Check Stub Form Designer > File > Settings so that the earnings
are printed by work date. Only current earnings will display work date information, year-to-date information will
not be summarized in this way. Year-to-date values will be displayed for each unique combination of summary
fields excluding Work Date, in this example, Earning and Rate.
Memo Line - If you want to include the Memo Line text entered in Pay Employees on your employees' pay
stub, you must include the Memo Line data field on your selected check stub.
? Average Hourly Rate - The check stub designer includes two selections for Average Hourly Rate, one under
Data Fields and one under Bilingual Labels. The Average Hourly Rate data field contains the sum of all
current earning Amounts divided by the sum of all current earning Hours Worked.

e

e

Information Specific to the Check/Stub Form Designer

Check Settings

To set the layout of your check form, open a form and then select File > Form Settings.
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Select one of the following layouts:

# Check/Stub/Stub

# Stub/Check/Stub

# Check/Detail

#  Stub/Stub/Check

#  Stub/Check/Address
» Detail/Check

Check Stub Settings

To set the number of lines that will print on a check stub before an overflow sheet is generated, open a form and then
select File > Settings.

Under Max Lines Before Overflow, select the number of lines for the Small Stub (used when multiple check stubs
are on a form) or Large Stub (used when one check stub is on a form).

e |

Under Format, in the Summarize box, select No if you are using the Standard (Detail) check stub or any check stub
you've saved as a custom check stub from the Standard (Detail) check stub and you want to include all check stub
detail or select Yesif you are using the Standard (Summary) check stub or any check stub you've saved as a custom
check stub from the Standard (Summary) check stub and you want to summarize the check stub detail to show only
one line perinvoice.

Data Fields

» The Quantity 1/2, UOM 1/2 (Abbreviation), UOM 1/2 selections can be used on detail check stubs or on single
line summary stubs.

Using the Form Manager

The Forms Manager menu option allows you to import and print custom check/stub designs created with the
Check/Stub Designer module. Only check/stub designer formats can be imported into the Form Manager. In order to
create new check formats you need to either own the check designer module or obtain a custom check format from
Red Wing Software or a Red Wing Software partner.

Import a Form Designed with the Check/Stub Designer

Using an Imported Form to Print Checks, Check Stubs, or Payroll Check Stubs

Prerequisite: The check/stub designs must be saved using the Save File As.... option in the Check/Stub Designer
module which creates a .rpx file to be imported with the Form Manager.

Import a Form Designed with the Check/Stub Designer

1. Select Setup > Forms Designer > Form Manager.

2. Select the type of form you want to import that was designed using the Check/Stub Designer: Check, Check
Stub, or Payroll Check Stub.

3. Click Import.

4. Browse to the location that the previously created form was saved to, select the file, and then click Save.
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e |

Using an Imported Form to Print Checks, Check Stubs, or Payroll Check Stubs

To begin using an imported form, you can either select it when you print your checks/stubs like any other form or
specify it in your preferences as the default form. For example, to use a form imported into the Form Manager from
the Print/Email Checks/Invoices screen:

1. Select Processes > Purchases > Print/Email Checks/Invoices screen.
2. Inthe Checks box, select the imported form.
3. Click Print.

or
To use a form imported into the Form Manager to print payroll check stubs:
1. From the Processes > Pay Employees > 6. Print Checks tab:

2. Click Post & Print.
3. Inthe Stub Type box, select the imported form.

If you'd like the system to default to the imported form, your form preferences should be updated. Default forms can
be setin File > Preferences > Printing for the following preferences:

» Checks
»* Payroll Checks

Scanning and Attaching Documents

This document describes the setup and processes used to scan and attach files to transactions and setup screens.
Files can be attached to the following setup screens: Customers, Vendors, Names, and Employees or the following
Transaction screens: Purchase Orders, Payments, Vendor Invoices(A/P), Sales Orders, Receipts, Customer
Invoices (both basic and detail), and General Journal Entries. Files can be attached by scanning the documents,
dragging and dropping existing files from your computer, or by selecting an existing file from your computer.

Prerequisite

A scanner must have TWAIN compatibility to be used with CenterPoint. A scanner that does not have
TWAIN compatibility can be used to scan a document and save it to your computer and then
attached by following the Attach Documents to Transactions or Setup Screens section in this
document.

©
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Step A: Set File Attachments Preference (One Time Setup)

Step B: Attach Documents to Transactions or Setup Screens

Attach Documents with One-Click Scanning

Attach Existing Documents

After Documents are Scanned or Attached

Step C: Finding Transactions with Attachments

Step D: Viewing Attachments on Setup Screens

Step E: Maintaining Attachments

Frequently Asked Questions

Step A: Set File Attachments Preference (One-Time Setup)

CenterPoint gives you the option of storing your attachments in a file repository or to your database. Red Wing
Software recommends using the File Repository, but there are benefits and downsides to both options. Choose the
option that will work best for your organization.

» File Repository — Attachments stored in the file repository are saved in a specified location on your local
computer or network. Files are encrypted so they can only be viewed from within CenterPoint. The benefit of
a file repository is that the attachments will not increase your database size. If you are using SQL Server
Express your database is limited to

10 GB. Potential negatives are ensuring the location chosen has proper permissions set so all users
have the access they need. Also, if the files are moved for any reason, you will need to update
CenterPoint with the new location, or CenterPoint will not be able to find the files. File attachments can
be backed up from File > Backup > Backup File Repository. For additional information, please see
the Backup or Restore File Repository topic.

» Database — Attachments stored in the database are saved with the rest of your CenterPoint data. The benefit
is that the files cannot be lost and will always be accessible within CenterPoint. The potential negative is that
a large number of attachments could quickly enlarge your database size past the 10 GB maximum for SQL
Server Express. If you use a full version of SQL Server, there is no maximum database size.

1. Select File > Preferences > General > File Attachments.
Display File Size Warning Message

Scanning and attaching files to a transaction or a setup screen will increase your database size if you choose to
store the files to the database. If you are using SQL Server Express your maximum database size is 10GB and if you
are using the full version of SQL Server your database does not have a maximum size. It is suggested to scan your
documents in black and white instead of color to decrease each scan's total size. You can choose to display a
warning message that reminds you when scanned or attached files exceed 2MB with this preference.

2. Inthe Display File Size Warning Message box, select Yes or Not Set if you want to be warned when an
attached file exceeds 2MB, or select No if you never want to be warned about attached files that exceed 2MB.
Note: If you receive the warning message when attaching a file and decide that you do not want to display the
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warning message again, select the Don't show this message again check box and the Display File Size
Warning Message preference will automatically be changed to No.

Store Attachment Files In

3. Inthe Store File Attachments In box:
* Leave the default value of Prompt Me if you want CenterPoint to ask you each time you attach a
document where you want to store the attachment with the following message. If you choose the
Always perform with this action check box and then click the action, the preference will be set with that
action.

% File Attachments - x

Do you want to store the file(s) in a File Repository (recommended) or in the Database?

[] Always perform this action

Dotsbese | | Cancel

? Select File Repository (Recommended) to automatically store an encrypted version of your
attachment in a location on your computer or server you specify in the Location of File

Repository preference in step 4.
?* Select Database to store your attachment in your CenterPoint database.

Location of File Repository

4. Inthe Location of File Repository box, select a a server drive (UNC path), for example: \SERVER\Share\.

5. Ifyou currently have attachments that are stored in your CenterPoint database and you want to move the files
to your File Repository location specified in step 4, click Transfer Database Attachments and at the This will
move any attachments stored in the database into the file repository location specified. Do you want to
continue message, click Yes.

6. Click Save.

.

Step B: Attach Documents to Transactions or Setup Screens

Documents can be attached on the to the following setup screens: Customers, Vendors, Names, and Employees or
the following Transaction screens: Purchase Orders, Payments, Vendor Invoices(A/P), Sales Orders, Receipts,
Customer Invoices (both basic and detail), and General Journal Entries. This document will use the Payments
screen for the examples. Files can be attached by scanning the documents, dragging and dropping existing files from
your computer, or by selecting an existing file from your computer.
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Attach Documents with One-Click Scanning

One-Time Scanner Setup

Scanner setup is only required for the one-click scan and attach option. You can attach via drag and drop or select
existing documents from your computer without having a scanner set up.

1. Connect a scanner to your computer and verify it is operational.
2. Select File > Scanners.

3. Click New.

° Scanners — [} X
List Detail

General

CenterPoint Name | New Scanner Configuration001
Available Scanners | SR EPEERT v
Scan Preferences
S [t ] O —
File Type iDncumem_FDF v} Scan File Name | Scan

[[] Show scanner dialog

Save Cancel Close

4. Inthe CenterPoint Name box, enter a required name (up to 50 characters).

5. The Available Scanners box will display all the scanners available to your computer. Select the scanner you
want to configure. If your scanner is connected to your computer and is operational, but does not appear in
this list, please refer to the Prerequisite statement at the top of this document.

6. The Source box will default to AutoFeeder, if your scanner is a flat bed scanner, select Flatbed.

7. The File Type box will default to Document_PDF (scanned documents will be saved as PDF files), if you
want the scanned documents to be saved as an image file instead, select Image_PNG.

»
)
»

J

8. The Color Mode box will default to Black & White (scanned documents will be saved in a smaller file size in
black and white), if you want the scanned document to be saved in a large file size in color instead, select
Color.

9. Inthe Scan File Name, enter a default file name for your scanned documents. The file name will originally
display as Scan. CenterPoint automatically appends a unique identifier to the default name when your
document is attached to the transaction. For example, ScanC793.pdf or ScanE072.png.

10. The scanner will use the default settings from File > Scanners in CenterPoint unless you select the Show
scanner dialog check box to display your scanner's settings screen for each scan to change the scanner's
setup. Changes made in this screen will not be saved in File > Scanners.

CenterPoint Fund Accounting User Guide 125



Chapter 1 - Getting Started - Scanning and Attaching Documents

11. Click Save.
12. Click Close.

e |

One-Click Scanning

Follow the One-Time Scanner Setup section in this document.

From a setup screen or a transaction screen, enter your applicable information.
Insert the document(s) to be scanned into your scanner.

Click the Scanner button.

N

<l||g

? If you chose to display your scanner's setup screen, it will display and allow you to make
changes to this scanned document. Most likely, you will need to initiate the scan from the
scanner setup screen. The scanned document will be attached automatically.

?* If you did not chose to display your scanner's setup screen, the scanned document will be
attached automatically.

2)

? After you attach a document, the Paperclip button will display with a yellow background.

? To view an attached document, click the yellow Paperclip button, select the document,
and then click View.

? To delete an attached document, click the yellow Paperclip button, select the
document, and then click Delete.

?” To view an attached document with a specific tag(s), click the yellow Paperclip button,
in the Tags box, enter the tag(s) name and then tab off of the box or press Enter.

?  For customer invoice or sales order transactions, select the Email check box to indicate
that when the invoice or sales order is emailed that the attachment will also be emailed.

5. Continue with the After Documents are Scanned or Attached section in this document.

Attach Existing Documents

1. From a setup screen or a transaction screen, enter your applicable information.

2. Click the Paperclip button.

3. The Attachments screens displays. Either drag and drop files from your computer on to the Attachments
screen or click the Attach button to select the files.
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B8 Attachments =5 [m} x
Attach. =i fi= et No Scanners Configured
s | B Open x
Deq btien
4 || « connies > Documents » Documents v o O Search Documents
Organize v New folder = @ @
Fund A Name Date moified Type Size
Output 5] Document 1.docx AM Microsoft Word D... 1
Output ) Document 2.docx Microsoft Word D... 1
@ OneDrive -
Attachme
CenterPoi
MNotebook
v < >
File name: | | |aifiles 02 v
o ]| o
ok [[ Caed | i@

»  After you attach a document, the Paperclip button will display with a yellow background.

» To view an attached document, click the yellow Paperclip button, select the document,
and then click View.

» To delete an attached document, click the yellow Paperclip button, select the
document, and then click Delete.

? To view an attached document with a specific tag(s), click the yellow Paperclip button,
in the Tags box, enter the tag(s) name and then tab off of the box or press Enter.

? For customer invoice or sales order transactions, select the Email check box to indicate
that when the inovice or sales order is emailed that the attachment will also be emailed.

4. Continue with the After Documents are Scanned or Attached section in this document.

After Documents are Scanned or Attached

After you scan, drag and drop, or attach a file, the Attachments screen automatically displays as follows:.

? From Customers, Vendors, Names, and Employees or the following Transaction screens: Purchase Orders,
Payments, Vendor Invoices(A/P), Receipts, and General Journal Entries.

a5l Attachments - [m] X
Edit View Delete No Scanners Corfigured
Tags &
Description File Name Attach Date Size Created By Tags Location
Document 1.docx 0411772020 1.6 KB| Administrator File Repository

Document 2.docx. 04/ 20 11.55KE Administrator File Repository

1

Drag and drop files here

oK Concel | i)

OR

From the following Transaction screens: Sales Orders, Sales Order - Quick Entry, Customer Invoices
(both basic and detail), and Customer Invoices - Quick Entry:
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a5l Attachments - m] X

Attach. Edit View Delete No Scanners Configured

Tags 2|

Description File Name Attach Date Size Created By Tags Location Email
Catalog Page 39 Capture-2799.jpg 09/102020 102.92 KB Administrator File Repository

T
Drag and drop files here

OK Cancel (7}

** For customer invoices and sales orders only, to indicate that the attachment should be emailed
when a customer invoice or sales order is emailed, select the Email check box.

? To add an optional description for an attachment, select a document and then click Edit. Click
OK.

Edit Attachment >

Description |Md'rticnal MNates

|
Lecation | File Repositony |
|

File Name |Dccument 2.docx
Tags ..

oK Cancel N~

? Tags can be added to attachments to organize them by keyword and make it easier to find
specific sorts of attachments later. For example, you might create a tag called W4 for employee
attachments or a tag called SalesTaxExempt for Customers. Tags are limited to a single word
with no spaces. You can add multiple tags to the same attachment. There are two methods to
add tags to an attachment.

Edit Attachment >

Description |Md'rtional MNotes |

Location |File Repository |

File Name |Document 2.docx |

Tags | Motes.Review Application| ([€>

ok ][ e | @

?* Method 1: Enter Tags separated by commas.
?* On the attachments screen, select a document and click Edit. In the Tags
box, enter tags separated by a comma, then click or tab off the Tags box.
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» Tags that have been used before will be added to this attachment.
» |f you enter a tag that has not been entered before you will be prompted,
“The following Tag(s) were not found. Would you like to add them now?”
Click Yes to add the tags and assign them to this attachment. Click No to
skip adding the new tag.
?” Method 2: Select from a list of tags
? On the Attachments screen, select a document and click Edit. Click the

Tags icon © to open the Tags selection window. Use the arrow buttons
to move the tag(s) for this attachment from the Available Tags list to the
Selected Tags list on the right. If you would like to use a tag that is not on
the list, click New to create a new tag.

) \

»
»

)

" J

Step C: Finding Transactions with Attachments
Transaction Search

1. Select Processes > Transaction Search or Reporting Tools > Transaction Search.
In the Date Selection or date From/To fields, specify the appropriate date range to search. By default, the
Date Selection criteria is set to This Month. To set your selection to display each time you start Transaction
Search, right-click and select Set As Default.

3. Select any of the other Search criteria to specify how you want the Search results to display.

4. Select the Columns tab:

»” Leave the Level field set as Transaction Summary.

” Place a check mark in the Attachments check box and any other columns you want to include in the
search results and then determine the order the columns should display in. Use the arrow up and down
buttons to order the columns.

5. Click Search.
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<3¢ Transaction Search

G Tra = En =
| Filters | Columns | Group/Sort | General
~ Frem 04/01/2020 To  04/30/2020
= — Date Selection | This Menth H01/: =3 30/ |} Seamch |
S Format Definition | Summary v Xk
prem T Filter Definition | Summary ~ Xk
Entry Saeen <All> v A B € o E F G
i e 1 P |t e e e P Fi First Name, Last Name 19081 Bank gy e
Line Detall Account | <All> Amourtt
Transacton Number | <All> 2| 4n7/2020 000012 Payments Alpine Credit Company -500.00 2
Transaction Status | Posted 3 _500.00 2
4
5
& Search Ciiteria:
7 | Date Selection: This Morih {4/1/2020to 4/30/2020)
3
9|  Other Fiters
10| Transaction Status: Posted
11
12| Sorted By:
13| Transaction Date: Ascending
14| Transaction Number. Ascending
15| Entry Sereen: Ascending
15| First Name, Last Name: Ascending
17| Total Bank Amount: Ascending
18
an N
More kems < 5
o Pint |v|| Epot Edt Options ~ Close (7}

6. An Attachments column will display and if a transaction has attached documents, the number of attachments
displays in the Attachments column.

7. Toview the documents attached to the transaction, right-click on the transaction and select View
Attachments. Select the document you want to view, and then click View.

ol Attachments — O X

Description File Name Ltach Date User

Document 1.docx 04/17/2020

Administrator

Document 2.docx 04117/2020 Administrator

View Close | ')
< Transaction Search = [@]=]
Filters | Columns | Group/Sert | General 1 | r————— m' S
Bl & Attach = O X

| - X

< .

ni Descripion File Name Attach Date User - xH

i Dosument T.docx 041772020 | Administrator & T

1 Document 2.docx 04172020 Administrator s

i fLostame T2 B pachment

i Compa 50000

1 Qo 00 2
Docu... = o [cal = [m]

File  Hom Inser Desii Layo Refe Maili Revic View F*

View Close

“7e T wImer rmers:

10 Transaction Status: Posted

22 Sored By:

13| Transaction Date: Ascendng THIS IS A SAMPLE DOCUMENT
Transaction Number: Ascending
15 Entry Screen: Ascending

16 Fist Name, Last Name: Ascending
17| Total Bank Amount: Ascending

T Focus M 1 o+ v

More ftems g ,

Y Print |~ Export Edt Options ~ Closs (7}

8. Click Close.
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9. Ifyou'd like to save these selected columns as a format that can be used again (without having to manually

select and reorder), click on the save icon next to the Format Definition field. The save process will
prompt you to name this new Format Definition for future use.

Purchase Order Maintenance

Select Processes > Purchases > Purchase Order Maintenance.

Right-click and select Add/Remove Columns.

Select Attachments and click OK. An Attachments column will be added to the Purchase Order List tab.

A new Attachments column will display and if a transaction has attached documents, the number of

attachments displays in the Attachments column.

5. Select the document you want to View, Edit or Delete. Additional documents can be attached to the
purchase order by clicking Attach.

6. Click OK and then click Close to return to the Purchase Order Maintenance List tab.

PwN =

Sales Orders

1. Select Processes > Sales > Sales Orders (Edit/Fill/Invoice).
. Right-click and select Add/Remove Columns.

3. Select Attachments and click OK. An Attachments column will be added to the Sales (Edit/Fill/Invoice) List
tab.

4. A new Attachments column will display and if a transaction has attached documents, the number of
attachments displays in the Attachments column.

5. Select the document you want to View, Edit or Delete. Additional documents can be attached to the
purchase order by clicking Attach.

6. Click OK and then click Close to return to the Sales (Edit/Fill/Invoice) List tab.

Step D: Viewing Attachments on Setup ltems

Setup Screens

1. Select the appropriate setup screen, for example Setup > Employees, Setup > Customers, etc.
2. Selectarecord and then click Edit. Click the green arrows to move through your records.
3. Records with a yellow Paperclip button indicate that the record has an attachment.
? To view an attached document, click the yellow Paperclip button, select the document, and then click
View.
” To delete an attached document, click the yellow Paperclip button, select the document, and then
click Delete.
» To view an attached document with a specific tag(s), click the yellow Paperclip button, in the Tags
box, enter the tag(s) name and then tab off of the box or press Enter.

Step E: Maintaining Attachments
With the ability to attach files in CenterPoint, there may be a need to view or delete the documents separately from

the transaction or setup screen. The File Attachments Maintenance screen is used to display attachments for
specific screens, date range, tags, and user. The attachment can then be viewed or deleted.
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©

ahRwN =

for, or leave blank to search for all tags.
Click Search.

o

Select Setup > File Attachments > File Attachments Maintenance.

Select a specific Screen to display attachments for or All to display all attachments for all screens.

In the From/To boxes, enter a date range to display attachments for.

In the Created By box, select a specific user to display attachments for, or leave blank to search for all users.
To filter for attachments with a specific tag(s), in the Tags box, enter or select a tag(s) to display attachments

© File Attachments Maintenance

nsetty

[= = )

D) | Searh

Screen Description

Location

Vendors [

Size Tags
1426TKB] | Getabase

SeTol [ tasike]
Close (?)

7. Select the attachment you want to view or delete. Click View or Delete.

8. Click Close.

Frequently Asked Questions

Q. How do | set up scanning in my Cloud environment?

A: Contact the Red Wing Software Technical Support center to set up your Cloud environment to allow scanning.

Batch Transactions

Normally when transactions are entered and saved in CenterPoint, the save process posts the transactions and
they affect the account, customer and vendor balances immediately. But there are times where you may want to
enter a group of transactions and not have it affect balances until a later time. In those cases, the transactions are
entered into a batch. Batch and real-time transactions use the same data entry screens. Each transaction screen

has a Current Batch field that can be used to batch transactions.

Batch transactions are saved to a specific name and contain transactions that will be posted at a later time, when

you select to post them. Batch transactions print and post at the same time.

Batch transactions can consist of both and non- transactions. A non-batch will be removed from the Batch

Transaction Open Batches tab when it is posted.

Create/Copy a Batch

Option A
Option B

132
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Add a Transaction to a Batch

View Transactions in a Batch

Move Transactions to a Different Batch

Edit or Delete a Transaction in Batch

Determine the Print Order of Transactions in a Batch

Post a Batch
Edit a Batch
Delete a Batch

Create a Batch

A batch is used to group unposted transactions together. There are two processes that can be used to create a
new batch.

Option A:

1.

On the Processes menu, click Batch Transactions.

2. Click New. Or if this batch is similar to an existing batch, select the existing batch and click Copy instead

of New. Note: When the copy button is used, the transactions found in the original batch will also be
copied to the new batch.

3. Onthe Batch Maintenance screen, in the Comment box, enter a description that will identify one batch
from another. For example, Checks to be Printed.

4. Inthe User box, enter the name of the user responsible for this batch. This is an optional field.

5. Select the Recurring check box if this batch is a batch that will be posted again at a later date.

6. Click OK and Close.

Option B:

1. While entering a transaction, right click in the Current Batch field and select New. Note: there are a few
transaction screens that do not have a current batch field; for example Sales Orders.

2. Enter the Description, and User. Note: User is an optional field.

3. Select the Recurring check box if this batch is a batch that will be posted again at a later date.

4. Click Save.

Add a Transaction to a Batch

A transaction added to a batch will not affect any account balances until the batch has been posted.

1.
2.

While entering a transaction, select the appropriate batch in the Current Batch field.

Enter the remainder of the transaction as you normally would. If you would like the transaction to be
printed when the batch is posted, (for example, a check from the payments screen) be sure to select the
"Print this Check" box.

Click Save.
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View Transactions in a Batch

1. Onthe Processes menu, click Batch Transactions.

2. Onthe Open Batches tab, select the batch you want to view transaction activity for.

3. Click the Transaction Activity tab. Verify the transaction activity. Note: If a security restriction has been
set for the transaction screen, the user will not be able to access the transaction screen from Transaction
Search. See the Users and Security topic for information about creating users, user groups, and setting
security policies.

4. Click Close.

Move Transactions to a Different Batch

1. Onthe Processes menu, click BatchTransactions.

2. Onthe Open Batches tab, select the batch you want to view transaction activity for.

3. Click the Transaction Activity tab. Note: If a security restriction has been set for the transaction screen,
the user will not be able to access the transaction screen from Transaction Search. See the Users and
Security topic for information about creating users, user groups, and setting security policies.

Select the batch that you wish to move to another batch.

Right-click and select Change Batch.

In the Current Batch box, enter or select the batch that you wish to move the transaction to.

Click OK.

Click Close.
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Edit or Delete a Transaction in a Batch

The edit process allows you to correct an entry that was added to a batch. The edit option can also be used to
select the print box for payment or invoice transactions (if it wasn't selected when the transaction was entered).

On the Processes menu, click Batch Transactions.

On the Open Batches tab, select the batch you want to edit a transaction in.

Click the Transaction Activity tab.

Select the transaction you want to edit, and then click Edit.

Change the transaction, and then click Save.

Note: The transaction can be deleted from this screen by clicking Delete. At the "Are you sure you want
to delete the transaction?" message, click Yes.

7. Click Close.

ook wd~

Determine the Print Order of Transactions in a Batch

On the Processes menu, click Batch Transactions.

On the Open Batches tab, select the batch you want to edit a transaction in.

Click the Transaction Activity tab.

Click the Print Order button.

Select the order you want the transactions in the batch to print. The options are: Abbreviation, Created
Time, First Last Name, Last First Name, Transaction Date, or Transaction Number.

LN~
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Post a Batch

Transactions entered with a batch assigned, do not affect account, vendor or customer balances until the batch
is posted. When you click Post, transactions that you selected to print either checks or invoices will display a
screen that allows you to determine the next check or invoice/receipt number, the printer selection, and the same
form selection as on the original transaction. The printer defaults to the default settings, but you can select a
different printer to use on all documents of that type in the batch. The selections are not remembered after you
click Print. Batches that are not marked as Recurring will be removed from the Batch Transactions Open Batches

tab after being posted.

On the Processes menu, click Batch Transactions.
On the Open Batches tab, select the batch you want to post, and then click Post.

3. Ifthis batch is not a recurring batch, determine if you want to Use Original Transaction Entry Dates or
Post ALL Transactions in this Batch with the Same Transaction Date and then enter the Date.

4. If you selected to print any of the transactions in the batch, the Print Batch screen displays.

5. Enter the next Check or Invoice/Ref #.

6. The same printer selection displays as appeared on the original transaction form. The printer defaults to
the default settings, but you can select a different printer to use on all documents of that type in the batch.

7. Click Print. The selections are not remembered.

8. Batches that are not marked as Recurring will be removed from the Batch Transactions Open Batches tab
after being posted.

N —

@ Print/Reprint Checks or
Email/Resend (Advices) Print/Reprint or Email/Resend Invoices  Print/Reprint or Email/Resend
Receipts

Edit a Batch

1. Onthe Processes menu, click Batch Transactions.

2. Onthe Open Batches tab, select the batch you want to change, and then click Edit.
3. On the Batch Maintenance screen,edit the appropriate text.

4. Click OK and Close.

Delete a Batch

When a batch is deleted, the entire batch including all of the transactions are removed with this procedure.

On the Processes menu, click Batch Transactions.

On the Open Batches tab, select the batch you want to delete, and then click Delete.
Atthe "Are you sure you want the item deleted" message, click Yes.

Click Close.

PON~
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Chapter 1 - Getting Started - Reminders

Reminders

Reminders

CenterPoint has a feature called reminders that allows you to have the system remind you of certain events. These
reminders can be things like “Backup Database,” “Remind when Account Payable are Due,” and “Tell me when an
account balance gets to a certain level.” This preference allows you to determine how and how often you want to
check for reminders.

1. Select File > Preferences > General > Reminders.
2. Select the Application tab.
3. Under Reminder Manager Options, select the appropriate options:

»* Launch on Database Open — Allows you to see which reminders are due each time the database is
first opened. The options are Never, Always, and Only When Tasks are Due.

» Check for New Reminders — Allows you to set up whether or not you want CenterPoint to continue to
check for new reminders while you work in the program. The options are either Yes or No. If Yes is
selected, you can also set the frequency at which you want the CenterPoint to check for new
reminders.

Scheduled Reminders

Scheduled reminders can be activated once, daily, weekly, or monthly. For example, if you'd like the system to
remind you to post a recurring batch of automatic withdrawal transactions, you would set that reminder up as a
scheduled reminder on the date they are withdrawn. The Scheduled Reminder can be set to automatically perform
an action when a reminder is due.

Create a Scheduled Reminder

On the Setup menu, click Reminders.

Click New.

In the Message box, enter up to 50 characters of a required message.

In the Type box, select Scheduled Reminders. In the Description box, enter a details about the reminder.
Click the Scheduled tab.

abRwn =
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3 Reminders (B3 E=R 5|
List  Detail Filer Reporis
New
General Payables | Receivables  Conditional ~Scheduled
Reminder Detalls

Action No Action Taken

Activate this Reminder Monthly v

® Alert on a Day of the Month Select Months to Activate this Reminder
Day of Month to Run Reminder | 1
© Remind on the of Month
[] Diselay Reminder only on this date
Select / Unselect Al
Creating reminders of this type will automatically perform an action when the reminder is due. Scheduled reminders can be sctivated once, daily.
weekly. or monthly. {f you want to automatically perform an action when this reminder is due, click Action. clear the No Action Taken check box and
select the menu selection you want to perform. For example, you may want to select File > Backup Database for & Scheduled reminder that is due.
Save Cancel @ u B E Close (7)

6. Under Reminder Details, if you want to automatically perform an action when this reminder is due, click
Action, clear the No Action Taken check box and select the menu selection you want to perform. For
example, you may want to select Processes > Batch Transactions when this scheduled reminder is due.

7. Inthe Activate this Reminder box, select the frequency that you want this reminder activated for; Once,
Daily, Weekly, or Monthly.

8. Depending on the option selected in the Activate this Reminder box, complete the additional details
requested. Such as, Alert on a Day of the Month, Run Every # weeks, Display Reminder only on this date, etc.

9. If Daily or Monthly is selected in the Activate this Reminder box, the Select All/Unselect All button can be
used to help select the days/months the reminder is activated.
10. Click Save to save the reminder and return to the List tab, or click Close to save the reminder and close the
Reminders screen.

Conditional Balance Reminders

The Conditional Balance Reminder applies a filter to a specific condition that can then display a reminder only when
the condition is met. For example, if you want to be reminded when a customer's balance is greater than a set dollar
amount, or if you want to be reminded that you owe a specific vendor a dollar amount.

Create a Conditional Balance Reminder

1. Onthe Setup menu, click Reminders.

2. Click New.

3. Inthe Message box, enter up to 50 characters of a required message.
4. Inthe Type box, select Conditional Balance Reminders.
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£ Reminders [=f= =]
| List | Detzil |Fiter | Reports
Cash Account Balence

General [[Pajables | Receivables| Condiional | Saheduled

Select a Fiter Define Fiter Crteria

Search For
1 Book Value [ Fil

api
] v ]

(] Exclude selected items.

Add Fiter

Curent Fiter

Fiter fem Citeria

Clear Clear Al

No Action Taken
Zaomn @

5. Inthe Description box, enter a detailed description about the reminder.

6. Click the Conditional tab.

7. Under Select a Filter, select a filter to apply a condition to, for example, select Name or Account. Accounts
can easily be moved from Available to Selected, using the green arrow buttons.

8. Under Define Filter Criteria, select the Account for this reminder.

9. Click Add Filter.
10. If you want to automatically perform an action when this reminder is due, click Action, clear the No Action

Taken check box and select the menu selection you want to perform. For example, you may want to select
Processes > Sales > Receipts or Processes > Purchases > Pay Invoices due or Reports > Reports for a
Conditional reminder that is due.

11. Click Save to save the reminder and return to the List tab, or click Close to save the reminder and close the
Reminders screen.

Payable Reminders

The Payable Reminder will check for Accounts Payable invoices that are due for a specific company/fund either on
the payment due date or on a set number of days prior to the due date for specific payable types (credit cards, payroll
liabilities, or Accounts Payables).

Create a Payables Due Reminder

The Payable Reminder will check for Accounts Payable invoices that are due for a specific company/fund either on
the payment due date or on a set number of days prior to the due date for specific payable types (credit cards, payroll
liabilities, or Accounts Payables.)

1. Onthe Setup menu, click Reminders.

2. Click New.

3. Inthe Message box, enter up to 50 characters of a required message.
4. Inthe Type box, select Payable Reminder.
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Chapter 1 - Getting Started - Payable Reminders

5. Inthe Description box, enter a detailed description about the reminder.
6. Click the Payables tab.

ERemindels EI
Detzil | Filter | Reports

Accounts Payable Invoices are Due

‘Genera\l Payables |F‘ bl | Condi

Reminder Details
Remind that Payments are Due:

@ On Due Date
(©) Priorto Due Date Days Before Due Date

Create Reminder for these Payable Types

Credit Cards
Payroll Lizbilities
Accounts Payable

EEE

Fund|CenterPaint Vilage-General
Launch Menu ltem: Pay Invoices Due

Creating reminders of this type will automatically display a screen to view or pay payables that are due when the
reminder is activated

QEE@ Co= ) @

7. Under Remind that Payments are Due, select On Due Date to be reminded when an Accounts Payable
invoice is due, or select Prior To Due Date to be reminded prior to when Accounts Payable Invoices are Due.
» |f you selected Prior To Due Date, enter the number of days prior to when Accounts Payable invoices
are due that you want to be reminded.

8. Under Create Reminder for these Payable Types, select the type of Accounts Payables you want to be
reminded for.
9. Inthe Company/Fund box, click and select the company/fund you want this reminder to display for.

10. If you want to automatically perform an action when this reminder is due, click Action, clear the No Action
Taken check box and select the menu selection you want to perform. For example, you may want to select
Processes > Expenditures > Pay Invoices Due for an Accounts Payable reminder that is due.

11. Click Save to save the reminder and return to the List tab, or click Close to save the reminder and close the
Reminders screen.
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Chapter 2 - Basic Setup - Names (Vendors, Customers, Employees or Salespersons)

Chapter 2 - Basic Setup

Basic Setup

Names (Vendors, Customers, Employees or Salespersons)

Names are individuals or organizations you do business with. There are four name types: Vendor, Customer,
Employee, and Salesperson. Any name can be one, two, or all types. By specifying a name type, the transaction
screens will display only the appropriate names for that screen.

Create a Name

Edit/Change an Existing Name

View Transaction History for a Name

Delete a Name

Change the Status (Activate/Deactivate) of a Name

Combine Two Existing Names

Create a Name:

1. Select Setup > Names > Names.

2. Click New to create a new blank name. Or if the name being added is similar to an existing name, you can
highlight the similar name and click Copy. This will create a new name using all of the information in the
highlighted name.

©
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Chapter 2 - Basic Setup - Names (Vendors, Customers, Employees or Salespersons)

ﬁNams
List Detsil Filter Reports

Pro Cast Supplies

==

General  Addresses  Credit Cards  Custom NameFields Email/Print  ACH Fayments

Name Format
(®) Business
O Individual

Name Type
Customer | Detail
Vendor | Detal
D Purchaser
Name Information
Abbreviation | ProCast
Company | Pro Cast Supplies
Contact | Jim Fisherman
Address Line 1
Address Line 2
City, State, Zip ~ || Red Wing MN
Tax/Other Information
Federal Tax Id | 78-475123
State Tax Id | 987986

Mema

[ Print Notes on forms

Save Cancel

General tab

[ Employee
[ 5alesperson | Dt

Group

Phone | 651.228.5412
Cell Phone

Fax

Vendor Information
Issue 1099 for this Vendor
[] Consent to Blectranic 1099

Tems |Net60 F

Active Status Additonal Notes Options =

QJEag e | @

3. Onthe General tab, under Name Format, select Business if this name is a business or Individual if this

name is an individual

4. Under Name Type, select Customer, Vendor, Employee, and/or Salesperson. Any name can be one, two,

or all types.

If you are creating an employee that you will be paying in the Payment screen (instead of processing a pay run
using the payroll program), the name should be marked as both an employee and a vendor. Once the
Employee check box is selected, it cannot be unselected if there is any data associated with the name that
would prevent it from being deleted, for example pay run data.

5. Ifthis name is a customer, click the Customer Detail button and follow the steps below. If this name is not a

customer, continue with Step 6.

Q cooreoe N ==
Customer i

Payment Temms Information

Payment Terms | Net 30 Days

Customer Information

CETIRRRY e T Accounts Receivable - Trade
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Chapter 2 - Basic Setup - Names (Vendors, Customers, Employees or Salespersons)

» |nthe Payment Terms box, click and select a payment term, or type a payment term. The
payment terms code determines the date payment is due. Typical payment terms are net 30;
COD (cash on delivery); etc.

@ Understanding Terms and Discounts

» |n the Default AR Account, click and select the account that will display as the default
Accounts Receivable account for this name in the Process>Revenues > Customer Invoices
(Basic). transaction entry screen.

6. If this name is a vendor, click the Vendor Detail button. If this name is not a vendor, continue with Step 7.

'Q Vendor Detail (2]
Paymenit Terms Information
Fayment Terms |
Vendor Information
Default AP Account

[] On Payment Held

2]

? |n the Payment Terms box, click and select a payment term, or type a payment term. The
payment terms code determines the date payment is due. Typical payment terms are net 30;
COD (cash on delivery); etc.

©

?” In the Default AP Account, click and select the account that will display as the default
Accounts Payable account for this name in the Vendor Invoices (A/P) transaction entry screen.

? Select the On Payment Hold check box to place a hold on all payments to this vendor. When a
vendor is on payment hold, their invoices will not display on the Pay Invoices Due screen and
when saving a payment on the Payments screen a "You cannot save this transaction because
the Vendor is on payment hold." message displays because the vendor is on hold.
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7.

10.

11.

12.

13.

In the Abbreviation box, enter up to ten characters of optional information that you can easily identify the
name by. To set how duplicate abbreviations are handled by CenterPoint, right-click and select Allow
Duplicates (Use this option to reuse and not require the value in the Abbreviation box.), Warn if Duplicate
(Use this option to receive a warning if a duplicate abbreviation is used. A confirmation message will display.
To continue using the duplicate value, click Yes.), or No Duplicates Allowed (Use this option to require a
unique value in the Abbreviation box. A message will display. Click OK to return and enter a unique value.).
Select the user-definedGroup to assign the name to, for example Wholesale, Retail, Referral Partner. Groups
are used in reporting and as a filter to limit the range of names in many reports.

In the Last Name/Company box, enter up to 50 characters of required information that describes the last
name/company name. If this name is an individual, also specify the Suffix, First Name, and M.I.

In the Contact box, enter up to 30 characters of optional information that describes the contact at this
address.

In the Address Line 1 and Address Line 2 boxes, enter the street address and any other information, for
example, suite number or post office box number.

The third address line has a format option preceding it. There are four options for the format of the third line of
the address:

? City, State, and Zip Code (US Addresses).

? City, Province, Postal Code (Canadian Addresses).

? Address Line 3 (Free format line)

? Foreign City, Foreign State/Province, Foreign Postal Code, Country Code (Foreign Addresses).

Choose the correct format. If this is the format that you use most often, you can select it and then right-
click on the field to make it the default format. The United States address format and the Canadian
address format will perform a zip code or postal code lookup and fill in the city and state or province.
Country Codes can be selected from a list when using Foreign Addresses.

If your preferences are set to use the automatic Zip Code/Postal Code Lookup for addresses (File >
Preferences > General > Address Settings), in the Zip/Postal Code box enter the zip code or postal code.. If
your preferences are not set to use the lookup, enter the City/State/Zip, City/Province/Postal Code, Address
3, or Foreign Address information.

©

14.
15.
16.
17.

18.
19.

20.
21.

22.

In the Phone box, enter the phone number for this name's default business address.

Complete any other fields (Fax, E-mail, etc.) that are applicable to your business needs.

In the Fax box, enter the fax number for this name's default business address.

In the E-mail box, enter the e-mail address for this name's default business address. If you've selected to e-
mail invoices/billing statements to this name, an e-mail address is required.

In the Federal Tax Id box, enter an optional 15 character federal tax identification number for this name. This
field is optional but should be filled in for any vendors that will be issued a 1099.

In the State Tax Id box, enter an optional 15 character state tax identification number for this name.

If you want to print a 1099 for this vendor, select the Issue 1099 for this Vendor check box.

If this name is a Vendor, in the Memo box, enter up to 50 characters of information that you want to print on
the check portion of a printed check or invoice to this name. The account number is an example use of the
Memo box.

Select the Consent to Electronic 1099 check box if this vendor consents to receiving only a 1099 form that
can be viewed through Aatrix (the vendor will not receive a paper form). If this box is selected, a signed
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23.

24.

25.

26.

20.

21.

22.

consent form must be on file. This form can be printed from Federal & State Payroll Forms & Reports

> Federal Tax Forms and selecting Electronic 1099 Consent in the Report box.

If the email address you want to include with the electronic consent is listed in the Email drop-down list, select
the address, or enter a new email addresses.

In the Terms box, click and select a payment term, or type a payment term. The payment terms code
determines the date paymentis due.

@ Understanding
Terms and Discounts

To select which companies/funds this name is active in, click the Active Status button, select the
companies/funds the name is active in (the default is active for all companies/funds), and then click OK.

To add notes to this name, click Additional Notes, enter the notes, and then click OK. When notes are
added from the Additional Notes button, the button label will change to Edit Notes with a yellow background.

©

If you want to select which fields are necessary for data entry, click the Options button and then select Set
Tab Stops.

Select the Print Notes on forms check box to print notes entered on the Additional Notes screen on a
purchase order or check when the Payee Notes field is added in Setup > Forms Designer > Check Form
Designer or Purchase Order Form Designer.

Addresses tab

Select the Addresses tab if additional addresses are needed, such as pay to, shipping or billing address.
Click New. If no other addresses are needed for this name, the Addresses tab can be ignored.

o

»

»

»

»

»

In the Location Type box, click and select a location type, or type a location type. Name location types are a
way to categorize addresses for a name. Typical location types are shipping, billing, business, etc. To create
a new location type, right-click and select New, and then follow the Name Location Types topic. To set a
location type as the default, right-click and select Set As Default. To clear the default location type, right-click
and select Clear Default.

In the Name box, enter up to 50 characters of required information that describes the address (for example:
Corporate Office, Warehouse, Home, etc.).

In the Contact box, enter up to 30 characters of optional information that describes the contact at this
address. If the Print Contact on Forms check box is selected, the Contact Name will print on forms instead of
the name entered on the General tab.

In the Address Line 1 and Address Line 2 boxes, enter the street address and any other information, for
example, suite number or post office box number for this location type.

If your preferences are set to use the automatic Zip Code/Postal Code Lookup for addresses, in the
Zip/Postal Code box enter the zip code or postal code. Then, select the appropriate city/state or city/province
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from the list. If your preferences are not set to use the automatic Zip Code/Postal Code Lookup for addresses,
enter the City/State/Zip, City/Province/Postal Code, or Address 3 Foreign Address information.

©

? Select the Print Contact on Forms check box, the Contact Name will print on forms instead of the name
entered on the General tab.

» Under Use this Address as the Default for, select any combination of Billing, Shipping, Business, or Pay To.
»* Business - The address that is entered on the General tab is referred to as the Business address.
»* Billing - This address is used for billing statements and invoices.
»* Shipping - This address is the address that can be used if the shipping address is different than the
business address.
»* Pay To- This address defaults with the Name field in transaction entry screens.
»* |fthis address is not active, unselect the Active check box.
?* Under Communication Methods for this Address, in the Information box, enter the information specific to the
communication method (for example, phone number, cell phone number, e-mail address, etc.).

@ )

Credit Cards tab

23. Ifthis Name is a customer, you can keep a customers credit card number on file by selecting the Credit Cards
tab and clicking New. Keeping a credit card on file is optional.

? In the Credit Card Type box, click and select a credit card type, or type a credit card type.
Typical credit card types are Visa, Master Card, Discover, etc.

@ Credit

Card Type

? In the Name box, enter up to 50 characters of required information that describes the credit
card.

** |nthe Name on Card box, enter up to 40 optional characters of information that describes the
owner of the credit card.

? In the Card Number box, enter up to 20 characters or numbers that appear on the credit card.

? In the Security Key box, enter up to four characters or numbers that appear as the security key
on the back of the credit card.

? In the Expiration Date box, select the month and enter the year that the credit card expires.

?” Select Use as Default Credit Card, if this is the credit card you want to always use for this
name.

Custom Name Fields

24. Click the Custom Name Fields tab if you'd like to specify additional information about this name that we do
not already provide a field for. For example, if you wanted to keep track of the business hours for a vendor,
you could create a new "Business Hours" field on the Custom Names Field tab, which would then be available
for all names to use.
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» Select the line that contains the Custom Name Field Name you want to add information to.

» |n the Custom Field Information box, enter the specific information for this name. Custom name fields
can be used to define other items of information you may want to maintain for a particular name or
group of names. For example, if you have a custom name field called "Open House" and you want to
track names that you want a label to print for and names that you want to print on a Names List you
would either enter "Label" or "Names List" in the Custom Field Information box. For example, you may
want to track the spouse's name for each of your employees.

@ )

Email/Print tab

25. Click on the Email/Print tab. The Email Addresses and Options fields that are active will depend on the
modules that you have purchased and registered and if the name is a vendor a customer. Use these options
to set up multiple e-mail addresses where invoices, statements, sales orders, purchase orders, checks
(advices), receipts, and permits can be sent for this name. You can also select how each e-mail is to be sent,
No Email, Send "To..." (directly to the recipient), Send "CC..." (as a carbon copy), or Send "BCC..." (as a
blind carbon copy, for example, the person sending the email may want to enter their own e-mail address so
they have an audit trail of emails sent ). The Email Addresses and Options settings will be used to set the
default image on the Email button on transaction entry screens. An envelope image with a check mark on it
will mean the form will be emailed and an Envelope image with a cross-through on it will mean the form will
not be emailed.

€ Names [E=SE=E )
List Detall Fiter Reports

Clooney. Brad
Genersl Addresses  Credit Cards  Custom Name Fields  EmailPrint  ACH Payments

Email Addresses and Options
Name A Email Address Invoices Statements Sales Orders Purchase Orders ~ Checks (Advices) Receipts. Permits
Brad Clooney. | clocney brad@testemailco |Send To..” [w|SendTo." [ ]No Email  [Send o7 <] Mo Email < | o Email | No Email |

Print Options

Frint Customer Invoices | No. v Frint Sales Orders |Yes
Print Customer Statements | No - Print Purchase Orders |Ves

Print Receipts |No. <

S el | |l | & <}~ > 1>} Close Q

The Print Options fields that are active will depend on the modules that you have purchased and
registered and if the name is a vendor a customer. .The available fields are: Print Customer
Invoices, Print Customer Statements, Print Receipts, Print Sales Orders, and Print Purchase
Orders. Use these options to determine if invoices, statements, sales orders, purchase orders, and
receipts should be printed for this name. The Print Options settings will be used to set the default
image on the Print button on transaction entry screens. A printer image with a check mark on it will
mean the form will Print and a Printer image with a cross-through on it will mean the form will not print.

ACH Payments tab

26. Click the ACH Payments tab. If you plan to electronically transfer payments to payees, see the ACH Setup &
Processing document for more information.
27. To activate ACH electronic payments for this name, select the Activate ACH Transactions check box.

CenterPoint Fund Accounting User Guide 147



Chapter 2 - Basic Setup - Names (Vendors, Customers, Employees or Salespersons)

ﬁNams EI@
List Detail Filter Reports

Alpine Credit Company

General Addresses  Credit Cards  Custom Name Fields  Email/Print  ACH Payments

Standard Entry Class | PPD n

Transaction Code | 22 - Checking Account (Credit) ~
Bank Routing Number
Bank Account Number

Save e | |l | &P B EE Close (7}

28. NACHA requires that when a transaction is submitted for processing, the transaction must include an ACH
Standard Entry Class (SEC) code to designate how the transaction was authorized by the originator. Select
one of the options below as required by your bank:

»* PPD (Preauthorized Pay/Deposit) - for credits and debits that process against consumer accounts for
entries such as payments to vendors and direct deposit.

** CCD (Corporate Credit or Debit) - for credit and debit entries processed against non-consumer
accounts for transactions such as payments to vendors and collections from customers.

»* CTX (Corporate Trade Exchange) - use CTX, like CCD, to facilitate business-to-business transfer of
funds as either debits or credits.

29. Selectone of the Transaction Codes below to identify the type of entry that should be included in the
ACH file for the name. A pre-note is the commonly used term for an Automated Clearing House (ACH) pre-
notification. It is a zero dollar ACH entry that should be sent at least six banking days prior to the first live ACH
credit being sent. Under NACHA Operating Rules (also known as ACH rules), a pre-note’s purpose is to
“validate” the routing number and account number of the receiving bank or credit union.

?» 22 - Checking Account (Credit)
»* 23 - Prenote Checking (Credit)
?* 32 - Saving Account (Credit)

?* 33 - Prenote Savings (Credit)
» 52 - Loan Account (Credit)

»* 53 - Loan Prenote (Credit)

30. Inthe Bank Routing Number box, enter the bank transit/routing number for this name (assigned by the
American Banking Association) for where the ACH deposit is to be made. This number is eight digits plus a
ninth "check" digit. CenterPoint will verify that the routing number is a valid ABA number and display a warning
if itis not. You can choose to continue with your entry if the number is invalid.

31. Inthe Bank Account Number, enter the bank account number for this name where the ACH deposit is to be
made.
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[@ Scan and Attach Documents }

32. Click Save.
33. Click Close.

Edit/Change an Existing Name

All information on a name can be modified, including the abbreviation and name. All history and balances will stay
with the name. If you change the information in the Name box, past name information is automatically linked to the
new name.

1. On the Setup menu, point to Names, and then click Names.

2. Select the name to be changed and click Edit (or simply double click on the name). Edit of the details
associated with this name.

3. Click Save to save the name and return to the List tab, or click Close to save the name and close the Names
screen.

View Transaction History for a Name
1. Onthe Setup menu, point to Names, and then click Names.
2. Right-click on the name(s) you want to view transaction history for.
3. Select View Transaction History.

Delete an Existing Name

The Delete button completely removes a name from the system.

©

1. On the Setup menu, point to Names, and then click Names.
2. Select the name you want to delete, and then click Delete
3. Atthe "Are you sure you want the item deleted?" message, click Yes.

Change the Status of an Existing Name

Names that are no longer being used, but have history, can be deactivated. On transaction screens, the list of
names will only include active names. Filters can be created in reports, lists, etc. to only include active names.
Names can be active for some companies/funds and not for others.

1. Onthe Setup menu, point to Names, and then click Names.
2. Select an active name, right-click and select Activate/Deactivate, select the companies/funds the name is
inactive in, and then click OK.

Combine Two Existing Names

The Combine button allows you to combine two existing names (vendors, customers, etc.) into one. For example, if
a vendor or customer was inadvertently setup twice or is no longer used. The Combine feature allows you to transfer
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all the activity and balances from one name to another name. The name you combined will disappear from the list.
The name that was combined into will include all activity from both names.

On the Setup menu, point to Names, and then click Names.

Select a name that you want to combine into another name. This is the name that will no longer be in the list
when the process is complete.

Click the Combine button.

On the Combine screen select the Name you wish to combine the activity to.

Click OK.

At the "Are you sure you want to combine (the name you selected in Step 2) into (the name you selected in
Step 4)?" message, click Yes.

N —

o0k w

Name Groups

Create name groups (or categories) that are meaningful to your business. For example, you might group customers

into industry groups (consultants, manufacturers, contractors, etc.) or geographic groups (north metro, rural, central

city, etc.) or type of customer (Wholesale, Retail, Referral Partner). Name groups are used in reporting and as a filter
to limit the range of names in many reports.

Create a Name Group

Edit a Name Group

Delete a Name Group

Assign a Name to a Group

Use a Name Group as Criteria on a Report

Create a Name Group

1. On the Setup menu, point to Names, and then click Name Groups.

2. Click New or if this new name group is similar to an existing name group, highlight the existing method and
click Copy instead of New. A new name group will be created using the same information as the highlighted
name group.

3. Inthe Abbreviation box, enter up to ten characters of optional information that you can easily identify the
name group by. For example, W for Wholesale.

4. Inthe Name box, enter up to 50 characters that describe the name group.

5. Inthe Type box, select the type of name group the group applies to Names\, Customer, Vendor, Employee, or
Salesperson.

6. Click Save to save the name group and return to the List tab, or click Close to save the name group and close
the Name Groups screen.

Edit a Name Group
1. Onthe Setup menu, point to Names, and then click Name Groups

2. Select the name group you want to change, and then click Edit.
3. The Name Group Information is displayed. Edit or view the name group detail.
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' Note: If you change the information in the Name box, past name group information is automatically linked to
the new name. For example, if you change name group Retail to Retail Partner, your reports will no longer

show name group Retail and any existing information for name group Retail is now part of name group Retail
Partner.

4. Click Save to save the name group and return to the List tab, or click Close to save the name group and close
the Name Group screen.

i ' Note: To return to the List tab without saving the communication method, click Cancel. To close the Name

Groups screen without saving the name group, click in the upper-right corner.

Delete a Name Group

1. On the Setup menu, point to Names, and then click Name Groups.
2. Select the name group(s) you want to delete, and then click Delete .

i Note: You cannot delete a record that is linked to other records in the system.

3. Atthe "Are you sure you want the item deleted?" message, click Yes.
Assign a Name to a Group

In Setup > Names > Names.

Edit a name that belongs in a name group.

On the General tab, in the Group box, select the name group this name belongs to.
Click Save.

Repeat this process for each name you wish to assign to a name group.

RN

Use a Name Group as Criteria on a Report

Report selections can use name groups to filter your list of names.

1. Select areport such as Transaction Reports > Purchases & Accounts Payable > Purchases by Vendor.

2. Under Report Selections, select Vendor.

3. Under Filtering, select Name Group. Select a name group. The list of names are filtered to the names
assigned to the selected group.

4. Move all names in the Available column to the Selected column with the double right arrows.

5. Click OK.
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Search For |

By |First Name, LastName  ~

[] Exclude selected items.

G Fi
[Name Group -] is [Consutants -
Available Selected
First Name, Last Name 7 Address Line 1 First Name, Last Name 7 Address Line 1
Greater Finance
[ ] [reromexing 383 Paim Court
RCY, Inc P.0. Box 857
] R Rickies LLC Futures P.0. Box 8379
Spartan Consultng Services 3789 Cicle Drive
‘ i v « i '
Filter Applied

6. Click Preview. The report includes data assigned to the filtered names.
7. Thereport can be saved as a favorite. Favorite reports retain filter selections as well as column and group/sort

modifications.

Mass Update Names, Vendors, or Customers

The mass update process can be used to update more than one name, vendor, or customer at the same time. You
can mass update various types of information, including accounts, payment terms, printing/publishing options, etc.

@

Mass Update Names, Vendors, or Customers

N —

Select Setup > Names, Vendors or Customers.
From the List tab, select the names, vendors, or customers you want to update. Multiple names can be

selecting by pressing the CTRL key while you make your selections. If you do not limit your list to selected
names, all names will be included in the update.

WCB76 Cleveland, Woody

FB456 Buchanan, Frank

3 Names [E=N ol

List | Detail | Filter | Reports

Search Far By [Abbramation ']
Current Filter N Filter
[Abbreviation | Last Name, First Name - [ aity [ stateprovince | ZppostalCode | [~]
CA789 Adams, Chuck

ALPCredit Alpine Credit Company Idaho Springs co 80452

Alpine Alpine, Inc Leadville co 80461

CORevDep Calorado Dept of Revenue

HF3987 Ford, Herb

IceMan Ice Man Supplies International Falls MM 56649 =
Jefferson, Zach

Al123 Johnson, Andy

Tlones Jones, Ted

MNRevDept Minnesota Dept of Revenue

Jp321 Pierce, Jim
Pro Cast Supplies Red Wing 55066

RWEike Red Wing Bike Club Red Wing MM 55066

SVFC Sherman Vilage Fishing Club Golden co 80432 F

Speedy Speed Racer Supplies Indianapolis N 46214

SUtlity Summit Utility Compary Dumont

SWater Summit Water Company Keystone co 80435

SC5C Summity County Ski Club Montezuma co 80435

New ] | Edit I [ Delete ] Copy Combine Mass Update ] [ Close ] 0
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3. Click Mass Update. The Mass Update Wizard window will open. The wizard will guide you through the
process. Click Next.

Note: Next proceeds through the mass update screens, Cancel exits the mass update screen and Back

returns to the previous page of the mass update process. The Back button is in the upper-left side of the
screen.

4. Select the type of item you'd like to change and click Next. The choices listed correspond with different tabs
and buttons in the Names, Vendors, or Customers screens.

5. Depending on the selection you made in step 5, screens will be displayed asking you to make other
selections. For example, if you choose Vendor, you can select Default Accounts Payable Account, Payment
Terms, or Issue 1099. Make your selection and click Next.

6. Alist of all customers or vendors that have the specified information assigned will be displayed. Specify the
value with which to update the selected items. For example, if you chose Payment Terms, specify the terms
you'd like assigned to each of the selected vendors. Click Next.

I
Change selected values to: |8 e
< e

7. Verify the information that will be changed and click Next.
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Mame (Abbrv.) Mame Old Payment Terms Mew Payment Terms
Zach Jefferson
FB456 Frank Buchanan Net 30
SUtility Summit Utility Company Net 30
ProCast Pro Cast Supplies Net 60 Net 30
) e

8. Atthe These changes will be saved to the database, are you sure? message, click Yes to finalize the

changes.
save Crarg = || S
=]

@ These changes will be saved to the database, are you sure?

9. Click Finish to exit, click the Back button to perform a similar update, or click New to start a new update.

Numbering Sequences

Numbering sequences are used to maintain check numbers, invoice numbers, bank deposit numbers, etc. A default
sequence is added to your database for each transaction screen or maintenance/setup screen (where applicable).
You can maintain different sequences for various transaction entry and maintenance/setup screens. An example use
is for a manual check number sequence and a printed check number sequence.

Create a Sequence

1. On the Setup menu, point to General, and then click Numbering Sequences.
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% i\!umbﬁﬁi\g Sequences == -®
List | Detail | Filter | Reports
Search For | By [N}breviaticn ']
Current FiIter[Custom ']
Abbreviation & | Name ~ ]
APIN Vendor Invoices
| ARIN Customer Invoices
ED Bank Deposits
Checks Computer Generated Checks
Gl General Journal
Manual Manual Checks
PayIN Pay Invoice Due
Receipts Receipts

o) (B (B ] [ o] [ Comee [ ] @

2. Click New.
MNumbering Sequences )
List Detail Filter Reports
New
General  Details

Sequence Information
Abbreviation| | Format Format Help

Name| New

Sequence Details

TVDB: Transactions ~ Duplicates | Duplicates Allowed -

Sereens|[] Account Reconciliation Fees
Account Reconciliation Interest
Accrued Interest Reset Number Sequence(s) on new date
Adjust Current Portion Long Term Debt Unique For Each

Adjust Inventory Cost
Apply Customer Deposits [[JCompany
Apply Distributions [JBank Account
Balance Sheet Adjustments
Bank Deposits

Build Assembly

Check When Check for duplicates when tebbing off of the rumberfield

>

Calculate Finance Charges

Customer Invoices

Depreciation

Freight Cost Distributions

General Journal Entries

Pay Employees

Pay Invoices Due

Payments w

Save | | Cancel [« ] Close (7]

3. Inthe Abbreviation box, enter up to ten characters of optional information that you can easily identify the
sequence by.

In the Name box, enter up to 30 characters of required information that describes the sequence.

For Transaction and General type sequences, In the Format box, define the format of the numbering
sequence. Click the Format Help button for detailed information about formatting the sequence. Formatting
Details include:
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mm = two digit month

mmm = month name

dd = two digit day

yy oryyyy =year

# = advancing incrementing number
? = advancing incrementing alpha
Examples:

? Invoice number with ABC always as the first three characters of the invoice number you would enter
ABCH# in the Format box

? Journal entry number that included the date of the entry, you would enter ddmmyy# in the Format box
and select the Reset on New Date check box.

?* Check number that is five digits, you would enter ##### in the Format box

6. The Type box allows you to designate the type of sequence, this can be Transactions (the default), General,
or Manually Enter Invoice Numbers (used when you do not want the next available automatic invoice number
from a numbering sequence assigned to vendor invoices, but instead you manually enter the number).

7. The Screens box will display appropriate values based on the Type selection; for Transaction type
sequences, this would be a list of Transaction Screens, for General type sequences, the list would show other
available screens in which the sequence could be used, for example a maintenance/setup screen for Fixed
Assets, for Manually Enter Invoice Numbers type sequences, this would be the Vendor Invoices (A/P) screen.
Select the transaction screens this sequence can be used in.
In the Duplicates box, select the way you want the sequence to handle duplicate numbers.
In the Check When box, select the way you want the sequence to check for duplicate numbers:
»* Never - Number sequences will never be checked for duplicates.
»* Check for duplicates when tabbing off of the number field - This method checks for duplicates
each time you enter and tab off of a number field, however it does not work well for preventing duplicate
sequences from occurring in a multi-user environment.

©o®

»* Check for duplicates when saving the transaction - This method checks for duplicates each time a
transaction is saved and is designed to prevent duplicate sequences from occurring in a multi-user
environment

10. For Transaction type sequences, under Unique for Each, select Company/Fund or Bank Account if you
want CenterPoint to maintain separate number sequences by company/fund or bank account.

11. For Transaction and General type sequences, select the Reset Numbering Sequence(s) on new date
check box to reset alphanumeric values of the sequence on each new date.

12. Click the Details tab.

13. The columns displayed on the Details tab depend on if either or both of the Company/Fund and Bank Account
boxes were selected on the General tab.
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{7 Numbering Sequences
List | Detsil | Filter | Reports
Pay Invoice Due
General | Details
Bank Account ©  Last Used Sequence | Duplicate Search Date | Default
CD#782977 010107 [}
Fire Insurance Ch 010107 ]
Fire Pension Che 010107 =)
General Fund Ch 010107 [}
Meter Deposit Ch 010107 F
Parks & Playgrou 010107 1
Petty Cash 01/01/07 [=]
Solid \nfaste Chec 01/0107 [}
Street Fund Chec 010107 [}
niater / Sewer Re 010107 =
[ Save ][Caﬂcel ] QHEE’ 0

14. For Transaction and General type sequences, In the Last Used Sequence column, enter the alpha and
numeric part of the sequence. If you are using the date as part of your sequence, it will automatically be set by
the system date.

15. If you selected Warn on Duplicates or No Duplicates Allowed in the Duplicates box on the General tab the
Duplicate Search Date column will display the beginning date of the database. To change the date the
system starts looking for duplicates, select the column and type the new date, or select the date from the
calendar.

16. For Transaction and General type sequences, on new sequences, the Default check box will not be selected,
to set as the default, select the Default check box in the Default column.

17. Click Save to save the sequence and return to the List tab.
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Setup

Companies/Funds

A company/fund is a tax entity that has financial activity.A fund is a separate reporting unit of a government or non-profit
entity. The reason for this is that spending of the funds is legally restricted for specific purposes.Your operation may have
more than one tax entity. Companies/Funds allow you to keep each tax entity's records separate, and at the same time
share accounts and analyze the combined data. Companies/Funds must be in the same database to combine data. You
can have many companies/funds in one database if they are part of the same operation. If you have more than one
company/fund and they do not share the same type of business activities or accounts, or they do not wish to combine
data for analysis, it is recommended that you create separate databases for each company/fund. You can have as many
databases as needed. A company/fund stores individual account balances and maintains the active status of names,
accounts, etc. A company/fund is required.

Should you create separate companies/funds or separate databases?

CenterPoint has the ability to maintain more than one company/fund in a database. The advantage that this gives you is
the ability to produce reports for more than one company/fund combined. This is important when you have two
companies/funds set up for tax purposes, but both are the same type of companies/funds and producing the same
products. To see the overall profitability of raising/selling any one particular crop or type of livestock/license/inventory
item , you would want to combine the detail from multiple companies/funds on one report. Multiple companies/funds
within a database share Setup lists, therefore, the setup items created in one company/fund are available to the other
companies/funds in that database. If you do not want to use that item in the other company/fund, it can, in most cases, be
made inactive for that company/fund.

Create a New Company/Fund

Prerequisite
You must have a database created before you can add a company/fund. Select File > New > New Database Wizard to
create a new database.

1. On the Setup menu, click Company/Fund . Click New.

©

2. Inthe Abbreviation box, enter up to ten characters of optional information that you can easily identify the

company/fund by.
3. Inthe Company/Fund Name box, enter up to 30 characters of required information that describes the

company/fund.

4. Inthe Address Line 1 and Address Line 2 boxes, enter the street address and any other information, for
example, suite number or post office box number.

5. The third address line has a format option preceding it. There are four options for the format of the third line of the
address:
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City, State, and Zip Code (US Addresses).
City, Province, Postal Code (Canadian Addresses).
Address Line 3 (Free format line)

e o oo

Foreign City, Foreign State/Province, Foreign Postal Code, Country Code (Foreign Addresses).

Choose the correct format. If this is the format that you use most often, you can select it and then right-click
on the field to make it the default format. The United States address format and the Canadian address
format will perform a zip code or postal code lookup and fill in the city and state or province. Country Codes
can be selected from a list when using Foreign Addresses.

If your preferences are set to use the automatic Zip Code/Postal Code Lookup for addresses, in the Zip/Postal
Code box enter the zip code or postal code. If a list displays, select the appropriate city/state or city/province from
the list. If your preferences are not set to use the automatic Zip Code/Postal Code Lookup for addresses, enter the
City/State/Zip, City/Province/Postal Code, Address 3, or Foreign Address information.

—_

~o© o©oXN

In the Contact box, enter up to 30 characters of optional contact information for this company/fund.
In the Phone and Fax boxes, enter up to 25 characters of optional phone/fax information for this company/fund.

In the E-mail box, enter up to 30 characters of optional e-mail address information for this company/fund.

In the Web Page box, enter up to 30 characters of optional Web (URL) address information for this company/fund.
Under Company/Fund, click Import to locate an image file (.bmp, .gif, .jpg, .png, etc.) for use as your
company/fund logo. When you select the image, it appears in the image preview box.

To add notes to this company/fund, click Additional Notes, enter the notes, and then click OK.

13.
14.

15.

16.

17.

18.

Click the Additional Detail tab.
Under Tax Reporting Information, in the Federal Tax Id box, enter up to 15 characters of optional federal tax
identification information that will print on government reports in CenterPoint.

In the State Tax Id box, enter up to 15 characters of optional tax state identification information that will print on
government reports in CenterPoint.

In the Company/Fund Type box, select a type, for example General, Other, Trust, etc.. This is an information field
only.

In the Fiscal Year End box, select the month your fiscal year ends. December will automatically display. Some of
the reports in CenterPoint can be run on a fiscal year basis; selecting the fiscal year end will allow the system to
calculate the fiscal year start. If you have the add-on Depreciation module installed and active, the depreciation
schedules for all assets for the selected company/fund are recalculated as the schedules are based on the fiscal
year.

Specify the Distribution Frequency. Often, profit or production center details are unknown at the time a
transaction is entered. These details can be assigned "later" to the appropriate profit, production center, or
production center details. This option allows you to specify the frequency distributions can then be processed.
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19.

20.

21.

22.

23.

24.

In the Inventory Valuation Method box, select the method of purchased inventory reduction if you will be
purchasing to resell merchandise or livestock. The methods are: First in First Out (FIFO), Last in First Out (LIFO),
or Average Cost. Purchased inventory that is purchased for the purpose of resale and is not capitalized is
recorded as an increase in an inventory at the time it is purchased. The expense for that inventory purchase does
not get recorded for tax purposes until the item is sold. When the item is sold, CenterPoint determines how much
expense to record based on the inventory valuation method listed here. An inventory can include many items
purchased at several different intervals and for several different prices. Choosing FIFO, records an expense equal
to the first item purchased is the first item expensed. Choosing LIFO will record an expense equal to the last item
purchased first. Last, an Average method will take the average price of the inventory and multiple it by the quantity
sold to come up with the expense amount.

In the Retained Earnings Account box, select the account you want your retained earnings to post to (only
accounts in the retained earnings account category will display in the Lookup list) for this company/fund, or type
the retained earnings account. Typically, increases and decreases to this account should be equal to the
differences between the revenue generated for a specified period and the expenses paid. This field is required in
order for any transactions to be posted.

Under Depreciation Information, in the Depreciation Frequency box, select how often you record depreciation
transactions. The options are Monthly, Quarterly, or Annually. One feature of CenterPoint is the ability to have the
system calculate a depreciation journal entry for you for each of your fixed assets. Selecting the frequency that
you want those depreciation transactions recorded makes sure that the transactions are only recorded in valid
periods and that they aren’t duplicated in any one period.

If you own the Depreciation module, select the Calculate book and tax depreciation separately check box if
you want the tax depreciation calculated annually on the fiscal year boundary and the book depreciation
calculated on the frequency you selected in the Depreciation Frequency box.

In the Ending Book Depreciation box, select the month that ends this reporting cycle if the Depreciation
Frequency you selected is Quarterly or Annually.

Click the Tax Report tab. In the User Define Report Used for Tax Reporting box, click and select the report
that you want to use for tax reporting for this company/fund, for example, 1040-Sched F/Schedule C/Six Month
Published Report.

Note: If the Calculate Modified Cash Balances check box is selected when the User Defined Report Used for Tax
Reporting is changed, a message displays to remind you that changes will not be reflected on the Modified Cash
Balance Sheet until you click Repost Balances. A backup should be performed before reposting.

Note: In order for a transaction to affect cash basis tax information three things need to happen:

The account needs to assigned to a line on the report.

Transaction type for the transaction needs to be made a column on the report.
The report line that included the account in the transaction needs to be checked
in "Rows to Display in this Column" in the column that includes the transaction

type.

The transaction activity that is to be considered cash basis tax will be included either on the Income
Statement or the Balance Sheet based on whether the Row that the account is assigned to is
marked as "Transactions in this row are taxable". Account activity on rows that are checked appear
on the Income Statement. Account activity on rows that are not checked are posted to the Balance
Sheet.
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25. Verify the Calculate Modified Cash Balances check box. If this box is selected, a balance sheet will be
generated that coordinates with your tax return. The report is called a Balance Sheet Cash Value. CenterPoint can
maintain three balances for your Balance Sheet Accounts. Book Value is the actual undepreciated value for all of
your accounts or fixed assets, Market Value is usually the same as book value for all accounts except for inventory
and fixed assets. A Market Value Balance Sheet would typically give a better picture of the actual value of your
current assets than a Book Value Balance Sheet would. The most common use for modified cash balances is to
generate a Balance Sheet that coordinates with your tax return. If recording modified cash values, then identifying
ataxreport is required.

26. If you are using modified cash balances, select the Beginning Period to start the calculation. All available periods
since the start of the database will display in reverse chronological order. To change the order to chronological,
right-click and select Sort Ascending.

27. Click the Account List tab to display a list of all postable accounts for this company/fund. Active accounts display
on the right side of the screen. To deactivate an account(s) for this company/fund, select the account(s) from the
right side of the screen and move to the left side of the screen. When you activate/deactivate accounts from the
Account List tab, they will also be changed in Setup > Accounts > Accounts accordingly and vice versa.

28. Click Save to save the company/fund and return to the List tab, or click Close to save the company/fund and close
the companies/funds screen.

Edit an Existing Company/Fund

1. Onthe Setup menu, click Companies/Funds.

2. Select the company/fund you want to change, and then click Edit. Note: If you change the information in the Name
box, past company/fund information is automatically linked to the new name.

3. The Company/Fund Detail General tab appears. Edit or view the company/fund detail.

4. Click Save to save the company/fund and return to the List tab, or click Close to save the company/fund and close
the companies/funds screen.

Combine Two Existing Companies/Funds

1. Onthe Setup menu, click Companies/Funds. Highlight the company/fund to be combined into another
company/fund and click Combine. Note: When the combine process is complete, this company/fund will be
removed from the database.

2. Within the Combine screen, select the company/fund to combine it into and click OK. Note: When the combine
process is complete, the data for both companies/funds will be in this company/fund.

3. A confirmation message will be displayed. Click Yes to combine the two companies/funds and return to the List
tab. Click No to cancel the process.

Deactive/Activate a Company/Fund

1. Onthe Setup menu, click Companies/Funds.

2. Select a Company/Fund, right-click and select Activate or Deactivate. Note: A company/fund can also be
activated/deactivated by selecting the company/fund and clicking Edit. Select or deselect the Active check box.
Then click Save to save the company/fund and return to the List tab, or click Close to save the company/fund and
close the companies/funds screen.
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Accounts Preference

Preferences define how you want your CenterPoint program to behave and can be changed at any time. If you change a
preference and are currently in the screen that uses that preference, close the screen and then enter the screen again to
initiate the preference.

How are the different tabs used?

Preferences can be set at different levels. The preference level is a hierarchy, for example, the Global level will be used if
no Application, Database, or User levels are set. The levels are accessed with the tabs across the top of the Preferences
screen.

Current Settings: Simply displays the settings that are currently being used.

Global: The Global level is typically used when your system is a network. The Global level affects all
databases on the network. This allows a network administrator to setup Preferences just once and they will
be used for all Database & all Users within that network setting.

Application: If the Preferences are set at the Application level, then all users of all databases will have the
same Preferences.

Database: Preferences set at this level will affect each individual database separately. One can then have
different settings for each Preference in each database.

User: Preferences set at the User level will only affect that user. This tab is not available on all preferences
and is only available if you use Database Security.

Accounts Settings Preferences

Set Account Number Mask

Defines the account number mask (format) for the account number box , up to 22 non-literal characters
maximum. Setting a format secures account number conformity. The account number can be set to be
required or not required. Masks can be set to be numeric, an alphanumeric, or an alphabetic field.

1. Inthe box at the bottom of the mask descriptions, enter # to set a required number placeholder. For
example, #### represents an account number format that is required that uses four numbers such
as 5410.

2. Or, in the box at the bottom of the mask descriptions, enter 9 to set a number placeholder that is not
required. For example, 9999 represents an account number format that is not required that uses four
numbers such as 7891.

3. Or, inthe box at the bottom of the mask descriptions, enter A-Z to set a alphanumeric placeholder
that is required. For example, aaaa represents an account number format that is not required that
uses four alphanumeric characters such as AB10.

4. Or, in the box at the bottom of the mask descriptions, enter a-z to set a alphanumeric placeholder
that is not required. For example, aaaa represents an account number format that is not required
that uses four alphanumeric characters such as AB10.

5. Or,inthe box at the bottom of the mask descriptions, enter ? to set a required alphabetic
placeholder. For example, ???? represents an account number format that is required that uses four
alphabetics such as LAND.
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6. Or, in the box at the bottom of the mask descriptions, enter & for any character including spaces.For
example, 99&9999 would represents an account number format that is not required that uses two
numbers, a space, and four additonal numbers such as 10 1234.

7. All other characters are literal characters that display as themselves. 22 non-literal characters
maximum.

Account List Display

Defines the way that the Setup > Accounts > List tab displays. If the Display As Flat List preference is set to
Yes, the Account List will display as a continuous list without the Account Type (Assets, Liabilities,
Expenses, etc.) and Account Categories ( Accounts Receivable, Purchased Crop Inventory, Postage
Expense, etc.). If the Display As Flat List preference is set to No or Not Set, the Account List will display
with Account Types and Account Categories.

Expand All Accounts and Item Lists

Defines how your Account List displays.

» Under Expand All Accounts And Items Lists, in the Expand all accounts\items when load
accounts \lists,
» Select Yes to expand all accounts and items when displaying the Account list.

or

» Select No or Not Set to display a condensed list that can be expanded by clicking the (+) sign
to the left of an account.

Distributions Preference

Check Distribution Checkbox by Default

This preference determines if the Distribution column that displays on the Processes > General Journal
Entries screen is selected by default if there is a distribution for the account/company used in the
transaction. If the Distribution column remains selected, the distribution will take place. If you choose to
remove the selection at the time of the transaction, the distribution will not be implemented.

Inactive Accounts Preference

When inactive accounts are included in Recalled and Recurring transactions

This preference allows you to determine if you want a warning message to display when a Recalled or
Recurring transaction is entered that includes inactive accounts.

When inactive account is selected in a transaction

This preference allows you to determine if you want a warning message to display when entering AP or AR
Invoices, Cash Payments, Cash Receipts, and General Journal transactions, and the account selected is
inactive for the company/fund chosen at the top of the screen. If this preference is set to Not Set, a warning
message will not display.
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Internal Accounts Preference

Use Internal Accounts

Defines if you wish to use internal accounts. Internal accounts can be suppressed on financial reports
produced for external purposes and are used to consolidate transfer of funds between multiple funds in
one database. For example, you can mark certain accounts as internal that are used for analysis internally
but can be left off of financial reports that are produced for external purposes.

» If you want to use internal accounts, in the Use Internal Accounts box, select Yes. If you do not want
to use internal accounts, select No.

» |f you use internal accounts and change the Internal Accounts preference to No, a message will
inform you that there are accounts designated as Internal Accounts. You will need to set the Internal
Accounts Setting for Use Internal Accounts to Yes to change that designation in the future.

? If you chose to use internal accounts, and you wish to display internal accounts on financial
statements, set the Display Internal Accounts filter to Yes when you print the Balance Sheet or
Income Statement (the first time you use this filter, you will need to click More Items and select the
filter from the Report Selection Items screen). If you do not want to include internal accounts on the
financial statement, set the Display Internal Accounts filter to No.

Multiple Bank Accounts Preference

Multiple Bank Accounts in Subdivision

Defines an option to determine if you want to display a warning message that informs you about multiple
bank accounts in one journal entry for cash entries other than bank transfers. This option is used for
databases entering transactions for more than one company/fund in a single transaction. The reason you
would not want to include multiple bank accounts in a journal entry would be because the system would
have a hard time determining which entries were actually offset to cash and might skew the cash flow
report.

» Under Multiple Bank Accounts in Subdivision, in the Allow multiple bank accounts in a subdivision

one journal entry for cash entries other than bank transfers and receive a warning message.

box, select Yes to allow multiple bank accounts in one journal entry for cash entries other than bank

transfers without receiving a warning message or enter No to not allow multiple bank accounts in
Accounts

Accounts are used to define the structure of your financial system and track and categorize specific types of transactions.
Accounts are used in transactions to describe the movement of resources within your company/fund and to record and

summarize the increases and decreases of their balances. You can add or change accounts at any time.
In this topic, we'll provide steps for:
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» Create an Account
# Using Sub Accounts
# Creating Accounts that Automatically Calculate Amounts in Transaction Entry

Maintenance Options for Existing Accounts:

# Edit/Change Existing Accounts

# Delete Accounts

» Change the Status (hide) Existing Accounts
» Combine Existing Accounts

Create an Account:

1. Onthe Setup menu, point to Accounts, and then click Accounts.

2. Click New.
B Accounts
List Detall PBalances Filter Reports
State Bank Checking
General Detail Prices Units of Measure  Distributions  Templates  ACH/Direct Deposit
Aeccount Information Aecount Hierarchy
Abbrevistion| State| Number! 1000
Mame| State Bank Checking
Type| Assets
Category| Cash i
Subaccount of i
Units of Measurs (®) Display Account Names
Quantity 1 F3 (O) Display Account Mumbers
Quantity 2 F3 () Display Abbreviations
Active Status Additional Notes
Save Cancsl m ﬂ ﬂ E Close [ @
|

3. Inthe Abbreviation box, enter up to ten characters of optional information that you can easily identify the account
by.

4. If you will be identifying your accounts with numbers, in the Number box, enter a number that the account can be
referenced by. Account Numbers are optional.

5. Inthe Name box, enter up to 30 characters of required information that describes the account.

6. Inthe Type box, click and select an account type. Account Types are the highest level in the account hierarchy
and are predefined. Account types determine the order your accounts print on financial statements. When an
existing account is edited, the Account type cannot be changed.
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7.

10.

11.

12.

13.

In the Category box, select an appropriate account category. Account categories are the second highest level in
the account hierarchy and are predefined. They define many of the characteristics of an account - the template
used, the location on reports, balance details, etc.

If data posted to this account is to be summarized at a higher level on reports, the account that it is to be
summarized at should be identified in the Subaccount box. Subaccounts of an another account must be in the
same account category. A main account can have multiple subaccounts. Subaccounts can also have
subaccounts, but you can only ever have three levels of accounts. For example, Fuel Expense is the main
account, Gasoline is a subaccount of Fuel Expense and Regular, Dyed, and Diesel are subaccounts of the
Gasoline subaccount. You can view the account hierarchy under Account Hierarchy on the right side of your
screen. In the Subaccount of box, click and select a subaccount, or type a subaccount. If a subaccount is added
to a parent account and the parent account has a balance, a confirmation message will display that warns you that
the balance of the existing account will be moved to the subaccount and asks if you want to continue.

In the Quantity 1 and Quantity 2 boxes, if the account that you are creating can be identified with a quantity value,
click and select an optional unit of measurement, or type a unit of measurement. For example, you might select
gallons for a Fuel Expense account.

When an account is a subaccount of another account, view the hierarchy under Account Hierarchy. You can
choose to view the hierarchy by account name, account number, or abbreviation.

To add notes to this account, click Additional Notes, enter the notes, and then click OK.

©

To activate/deactivate an account for a specific company/fund, from the List tab, right-click on the account,
select/unselect the check box next to the company/fund you want to activate/deactivate the accountin or to
activate the account in all companies/funds click Activate All and to deactivate the account in all companies/funds,
click Deactivate All. When you activate/deactivate accounts from Setup > Accounts > Accounts, the account will
also change on Setup > Companies/Funds > Account List tab accordingly.

Click the Detail tab. The information on the Detail tab changes based on the properties of the account category
assigned to the account. Complete all required fields (for example, Offset Account).

D Accounts =IEIEE]
[ List | Deteil | Balances | Fikier | Reporis
State Bank Checking
Detail | Prices [ Units of Messure | Distributions | Templates [ Direct Deposit
Accourt Detail Information
[ This is an undeposited funds account
Company Specfic Detail Information
Company Name Bank Description Line 1
CenterPoint Fams Bank Description Line 2
Bank Description Line 3
Bank Description Line 4
Bank Routing Number
Bank Account Number
Fractional Code
Signature Line 1 F
Signature Line 2 7
|+ Addtond Netes
opoom (7]
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©

14. If you want to view balances for an account or enter beginning balances for an account, click the Balances tab.
The period will default to the current period. Select a period you want to view balances for or click Beginning
Period to enter beginning balances. For information about entering beginning balances, see the Enter Beginning

15.

Balances topic.

Click Save to save the account and return to the List tab, or click Close to save the account and close the

Accounts screen.

Using Subaccounts

Subaccounts allow you to group similar accounts and gives you the option to summarize or detail those account
balances on financial reports. The use of subaccounts is optional. When using subaccounts, the summarizing account

and all detail accounts are setup as Accounts. In the example displayed below, the Building Repairs, Equipment Repairs
and Truck Repairs are all subaccounts of the Repair Expense account.

List Detail Balances Filter Reports

Search For || By

Current Fiter ‘No Filter

Company Fitter |Nn Selected Companies -

Name /7 Abbreviaton  AccountNumber
Professional Services Expense
e Rent [ Lease Expense (Veh.Mach. & Equipment)
=] a Repair / Maintenance Expense
= B Repair Expense
P Buiding Repairs
o
P Truck Repairs
ﬂ Repair Expense - Buildings
B Repair Expense - Equipment

repbldgs
repequip

... £12000
612010

Using the steps in the above Creating an Account section, create a main account that will be used to summarize a
group of sub-accounts. This main account is referred to as a Level 1 account. In our example, we'll setup an

account called "Repair Expense".

D Accounts [E=8 Bl (=)
|| List | Detsil | Bslances | Fiter | Reports
Repair Expense
General | Detail [ Prices | Distributions | Templates |
Account Infomation Account Hierarchy
Abbreviation Nomber[
Name| Repair Expense
Type Expenses
Category
Subsccount of
Unks of Measure
Quantity 1
Quantity 2 (@ Display Accourt Names
© Display Account Numbers
) Display Abbreviations
Addtional Notes
arce ooom o
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2. Follow the Creating an Accounts steps again to create subaccounts of this new account. Prior to clicking Save on
the new subaccounts specify the Level 1 account (in our example, Repairs Expense account) in the Subaccount

field. Subaccounts are referred to as a Level 2 account.

3. When adding any additional accounts that should be part of the "Repairs" group, assign the Repairs Expense

B Accounts

[ List | Detsil | Balances | Fiter | Reprts

[E=8ECE (=7

Truck Repairs

General | Detal | Prices | Di ons | Templates |

Account Information
Abbreviation Mumber
Name| Truck Repairs
Type Expenses
Category Reparr  Maintenance Expense

‘Subaccount of Repar Expense

Units of Measure

Quantity 1/
Quantity 2

Account Hierarchy

Repar Expense

@ Display Account Names

) Display Accourt Nurbers

() Display Abbreviations

Addionsl Notes

G Zoom Co=1 @

account in the Subaccount of field.

©

List [Detsil | Balances [ Filter | Reports |

Search For

Current Filter Custom

|‘Name + | Abbreviation | Account Number

a Labor Expense
a Management Expense
a Administrative Expense
a Benefits Expense
a Dues & Subscription Expense
a Fuel Expense
a Insurance Expense
a Marketing Expense
a Postage Expense
a Professional Services Expense
a Rent /Lease Expense
= a Repair [ Maintenance Expense
D Bldgs and Improv Repairs
P General Repairs
B Machinery & Equip Repairs
B 0ils and Lubricants
= B Repair Expense
B Buiding Repairs
ﬂ Equipment Repairs
= B Truck Repairs
B 2001 Chevy 1 ton Truck
P 2005 Ford F250

6.13.100
6.13.200
6.13.300
6.13.400
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Printing Financial Statements With or Without Subaccount Details

When printing Financial Statements, the Detail Level field in Report Selections allows you to decide how

much detail to include on the reports when using subaccounts.

Report Selections

Item
Period

Selected Criteria
1/1/2024 to 12/31/2024

Production Center

<All=

Production Year

<All=

Display Level

Level 3 Accounts

P g

Company

<All=

Indude Accounts

Accounts With Activity

Fill Other Columns With

Profit Center

Production Detail

<All=

More tems

» If Level 3 is selected in the Detail Level field, all accounts and their balances will

displayed.
Repair / Maintenance Expense
General Repairs 150.32
Machinery & Equip Repairs 8,917.42
Repair Expense
Building Repairs 8,522.00
Equipment Repairs 5,012.12
Truck Repairs
2005 Ford F250 1,245.24

©

» If Level 1 is selected in the Detail Level field, only the level 1 accounts will be
displayed. All subaccount balances be summarized to the Level 1 account.

Repair / Maintenance Expense

General Repairs 150.32
Machinery & Equip Repairs 8,917.42
Repair Expense 14,779.36

Accounts that Automatically Calculate Amounts in Transaction Entry

An account can be setup with a price assigned to it so that instead of entering in the amount during a transaction, you can
enter the quantity and have the amount calculate based on the account price set up for the account. Additionally, you can
record a different price for each customer or vendor that this account is used for. This process is normally done on
revenue/income accounts.

1. Using the steps outlined above in Creating an Account, create a new or edit an existing sales account.
2. Priorto saving the new account, select the Prices tab.
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B Accounts
List | Detail | Bal Filter | Reports

Corn Sales

| General | Detail | Prices | Distributions | Templates |

Accourt Prices Detail Information

Comparty Name Unit Of Measure 1 Price £3.50
CertterPoint Fams Unit Of Mezsure 2 Price .00

[ Set Prices By Name

] 1 3 Additonial Notes

[ see ) [ cawd | wl o A d (o= ] @

3. Specify a price in the Unit of Measure 1 Price field.
4. Ifyou prefer, select the Set Prices by Name field so that you can specify different prices depending on whom the
productis sold to.

Corn Sales

| General | Detail | Prices | Distributions | T

Accourt Prices Detail Information

Comparty Name Unit Of Measure 1 Price £3.50
CenterPoirt Fams Unit Of Measure 2 Price £0.00
[7] Set Prices By Name
Name UOM 1 Price UOM 2 Price
Maggie Becker 53175 0
Farmer's Coop £ 150 S0
b.00 50
A . s
< i 3 Additonial Notes

[ see [ caed ] wl o 4 d (o= ] @

5. Click Save to save the account and return to the List tab, or click Close to save the account and close the
Accounts screen.
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Maintenance Options of Existing Accounts:

Edit/Change an Existing Account

All information on an existing Accounts can be modified. All history and balances will stay with the Account.

1. Select Setup > Accounts > Accounts.

2. Select the Account to be changed and click Edit (or simply double click on the appropriate Account). Edit the
details as needed.

3. Click Save to save the Account and return to the List tab, or click Close to save the Account and close the Account
screen.

Delete an Existing Account

The delete button completely removes a Account from the system.

©

1. Select Setup > Accounts > Accounts.
2. Select the Account to be changed and click Delete.
3. Atthe Are you sure you want the item delete? message, click Yes.

Change the Status of an Existing Account

Accounts that are no longer being used, but have history, can be deactivated.

©

1. Select Setup > Accounts > Accounts.
2. Right-click on the appropriate Accounts, and select Activate/Deactivate. Select the companies/funds the
Accounts is inactive in, and then click OK.

Combine Two Existing Accounts

The combine button allows you to combine two existing Accounts. For example, if the same Account was inadvertently
setup twice and both used on transactions. The combine button allows you to combine all history and balances for the
two Accounts and remove one of the Accounts. Note: We recommend you take a backup prior to combining two items as
there is not a way to "uncombine" two items.

1. Select Setup > Accounts > Accounts.

2. Select the Account to be combined with another and click Combine. The Account selected in this step is the item
that will be removed after the two Accounts are combined.

3. Inthe Combine screen, select the Account it should be combined into and click OK.
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Understanding and Using Multi-Segmented Accounts for CenterPoint Fund

When you use multi-segmented accounts, you are able to define the individual segments in your account number. Multi-
Segmented accounts allow you to combine other defined CenterPoint Setup items into an account number. For example,
you choose to have two segments in your multi-segmented accounts; Account Number and Department. The Account
Number is four digits and required. The Department is two digits and not required. Your resulting multi-segmented
accounts could be 4000, 4000-01, 5000, and 6000-02.

By defining multi-segmented accounts, when you enter transactions, the defined segments will automatically fill into the
transaction entry grid . In our example above, the Account Number and Department would automatically display in the
transaction entry grid when the multi-segmented account is entered.

This topic includes instructions on how to:

Determine the Segments you Want to Use in your Multi-Segmented Account Structure

Setup your Multi-Segmented Account Preferences

Add Multi-Segmented Accounts

Enter Transactions Using Multi-Segmented Accounts

Printing the Multi-Segmented Accounts List

Determine the Segments you Want to Use in your Multi-Segmented Account Structure:

The available segments are:

» Account Number (Setup > Accounts > Accounts) — The Account Number is the only field that is required to be
used in a multi-segmented account.

» Fund Abbreviation (Setup > Funds)

» Department Abbreviation (Setup > Departments/Locations -> Departments)

» Location Abbreviation (Setup > Departments/Locations -> Locations

» Project Abbreviation (Setup > Projects)

Each item in a segment must be the same length, For example, all account numbers must be four digits or all must be two
alpha-numeric characters.

You can have some segments that will always need to be present and some that are not required to be present.

@ )

Setup your Multi-Segmented Account Preferences

Select File > Preferences > Accounts > Multi-Segmented Accounts.

Click the Database tab.

In the Use Multi-Segmented Accounts box, select Yes.

The Account Validation box will be automatically set to Segments in transactions must match an existing
multi-segmented account which indicates that an account must exist in Setup > Accounts > Multi-Segmented
Accounts for every journal entry row that is posted in transaction entry.

LN =
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5. Inthe Field column in the grid, select the first segment. In our example above, the first selection would be Account

and then on the next row of the grid select the second segment. In our example above, the second selection would
be Department.

Note: Required segments must come before non-required segments in the grid.

6. Inthe Separator column, enter any character you want to use to separate your segments.

Note: If a non-required segment to the right of a segment is blank, the separator character is suppressed in
displays of the multi-segmented account.

7. Inthe Digits column, enter the number of digits for this segment.

Note: The number of digits must match the alpha-numeric characters in the Account Number or Abbreviations.

8. If you want to change the field label that displays in Setup > Accounts > Multi-Segmented Accounts for this
segment, enter a new label in the Label column.
9. Select the Required column to indicate that this segment is required to be entered to all multi-segmented
accounts.
10. Continue to define all segments. When all segments are defined, click Save.

Note: If you receive a message stating that you have items with invalid account number/abbreviations set for the
values determined by your preference setting, go into each setup screen specified in your preference setting and

verify that the account number and abbreviation lengths match the Digits setting in your preference.

Dot
Acoount Seftings
Accounts/ltems Settings LESE _’ fed Aocount Seftings
Depreciation Settings Al
Multi-Segmented Acco_ Account Validation [Segments in transactions must match an existing mutti-segment account hd
Segment Field Separat gy lebel  Reaur
T Account - 4| Account
2 Department || 2| Department
3. Het Used | 2
4 Not Used = 2
5 MotUssd || z
ResetDefats | [ Cexr | [_save | @

Add Multi-Segmented Accounts

Segment columns will display in the order you specified in File > Preferences > Accounts > Multi-Segmented Accounts.

1. Select Setup > Accounts > Multi-Segmented Accounts.
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o Multi-Segmented Accounts \El@

Search For By [Number -

Number . Bccount Name Fund Account Department Active o2

. e | | B 15

|
1-100040 ‘Water / Sewer Rev Check \water | Sewe
1-100070 CD #782977 CD #782977
1-100300-2 Equipment-Police Equipment Palice
1-100300-3 Eguipment-Fire Equipment Fire ] ]
1-193000-2 Fixed Lssets-Police Fixed Assets | Pelice ] ]
1-193000-3 Fixed Assets-Fire Fixed Assets | Fire @] [
| [1-200000 Accounts Payable Accounts Pay
1-202000 VISA VISA
1-206000 Federal Income Tax Paya Federal Inco
1-206010 Health Insurance Payable Health Insura
1-206020 Medicare Payable Medicare Pay
1-208030 Soc Security Payable Soc Security ] ]
1-208050 State Income Tax Payabl State Income: ] ]
1-206060 Unemployment Payable Unemployme ] ]
1-307000 Current Year Surplus( Def Current Year @] [
| [1-308000 Fund Balance Fund Balance
| [ 1-400000-0 Dog Tags-General Reven DogTags | General Revenues
1-400100 Refuse Containers Refuse Conta
1-400100-0 Refuse Containers-Gener Refuse Conta | General Revenues
1-400100-1 Refuse Containers-Admin Refuse Conta | Administrative

1-405000-0 Franchise Fees-General Franchise Fe | General Revenues -

[ save ][ cConcel | [ Dslete Selectsd | (7]

2. Inthe Account Name box, enter an account name for a multi-segmented account. Press Tab. The account you
added will be highlighted in red. This indicates that not all of the required information has been added. The
account name is required , but can be changed at any time.

3. Inthe Account box, select the account number that is defined as one of your segments in your multi-segmented
account.

4. Select the other detail for the segments you defined as part of your multi-segmented account, for example
Department.

5. Ifthe Active box is selected, the multi-segmented account will display in Multi-Segmented Account lookups in
transaction entry.

6. Selectthe Use as Default check box to identify the default multi-segmented accounts for your Fund-Account
combinations for bank, accounts receivable and accounts payable "header" accounts used for each transaction
entry screen (Vendor Invoices, Payments, Pay Invoices Due, Customer Invoices, and Receipts).

©

Enter Transactions Using Multi-Segmented Accounts

To begin entering transactions into CenterPoint , it will be necessary to add the Multi-Segmented column to the data entry
grid in all transaction screens.

To add the Multi-Segmented Column:

1. Position your mouse over any cell in the grid found in the bottom portion of each transaction entry screen.
2. Right-click and select Add/Remove Columns
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3. The list displays all available columns that can be included in your transaction entry screen. ltems that have a
check mark will display in the grid. Insert a check mark next to Multi-Segmented Account.

4. Use the Move Up and Move Down to arrange the order the columns will display on the main grid.

You also need to be sure you have setup the appropriate "header" accounts in Setup > Accounts > Multi-Segmented
Accounts.

The header accounts allow CenterPoint to determine automatically which bank, accounts receivable, and accounts
payable accounts are the default posting accounts to use for the Fund-Bank, Fund-Accounts Receivable, and Fund-
Accounts Payable combinations for Payments, Receipts, Vendor Invoices (A/P) and Customer Invoices (Basic).

For example, when applying receipts to invoices, CenterPoint will use the Fund-Bank and Fund-Accounts Receivable
accounts for the specified Fund for the accounts that were marked as Use as Default in Setup > Accounts > Multi-
Segmented Accounts. In the example below, the bank account used in the header section is the account specified as the
default for the Fund-Bank combination.

% Receipts = fE =]
Company CenterPoint Farms Current Batch |No Batch
Bank Account State Bank Checking Current Balance $232,835.56
Bank Deposit
Received From |Johnson Auto Parts Receipt/ Inveice # EFT043 @
Received From Address Business Address Date|06/24/2010
287 78th Strest Amount $500.00
Red Wing, MN 55066 Payment Type
Check / Ref #
Apply To Open Invoices 50,00
Multi-Segmented Account £ Profit Center Quantity 1 UOM 1
| 4090-01  [Custom wiork] [J7]] Cattle | 0.0000]+| |
4 1T} | LS
[F] Print this inveice/receipt? | Plain Paper '-",4
Memea Line 1 Total $500.00
Line 2
[ Save ] [ Clear ] [ Recall ] [ Recurming ] [ Options '] 0

The Use-As Default combinations for the transaction screens are:

? Payments - Fund-Bank Account combination. When paying invoices, CenterPoint will also use the

Fund/Company Accounts Payable combination.

Receipts - Fund-Bank Account combination. When receiving applying receipts, CenterPoint will also use the
Fund/Company Accounts Receivable combination.

Pay Invoices Due - Fund-Bank Account combination. When paying invoices, CenterPoint will also use the
Fund/Company Accounts Payable combination.

» Vendor Invoices (A/P) - Fund-Accounts Payable combination.

» Customer Invoices (Basic) - Fund-Accounts Receivable combination.

©

»

»
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Printing the Multi-Segmented Accounts List

1. Select Reports > Reports > Setup Lists > Accounts > Multi-Segmented Accounts.

2. Make your report selections. For example, you may want to filter the list to print only the accounts for a specific
Fund/Company or Department/Profit Center.

3. Click Print.

Enter Beginning Balances

After a database is established in CenterPoint with vendors, customers, accounts, etc. you must enter beginning
balances so the program can provide accurate financial reporting. Follow the steps below to enter those beginning
balances.

Balance Sheet Accounts

Accounts Payable

Accounts Receivable

Inventory
Fixed Assets

Accumulated Depreciation

Starting CenterPoint Mid-Year

Prerequisite: The database must be created (normally this is done using the New Database Wizard) and all setup
(customers, vendors, fixed assets, accounts, etc) must be complete.

Balance Sheet Accounts

For all balance sheet accounts (EXCEPT Accounts Payable, Accounts Receivable, and Fixed Assets) beginning
balances are entered through Setup > Accounts > Accounts > Balances tab.

1. Select Setup > Accounts > Accounts, and then select the Balances tab.
Beginning balances are entered in a spreadsheet type format. On the upper-left hand side of the screen, select the
appropriate Company/Fund.

3. Onthe upper-right hand side of the screen, click the Beginning Period button. All beginning balances must be
entered in the beginning period of the database.

4. Select Assets and right-click. Select Expand All to view all individual items. You can also expand to view

individual items by clicking the plus sign.

Click the Options button and verify that Book Value is selected.

Enter the beginning balance in the Book Value column. If the Market Value is the same as the Book Value, leave

it blank. Click Save after completing all of your book values for your asset items. If you need to adjust Market

oo
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#Inventory

Values, click the Options button at the bottom of the screen and select Market Values and then enter in all of the
adjusted market values and click Save.
7. Complete steps 3-4 again for Liability and Fund Balance accounts.

e |

8. Optional: Preview or print a Balance Sheet (Reports > Reports > Financial Statements > Balance Sheet) to
review that balances were entered correctly.

Accounts Payable, Accounts Receivable, and Inventory

Beginning balances for Accounts Payable, Accounts Receivable, and Inventory will be entered as transactions. Entries
should have a date prior to the beginning date of your database.

Accounts Payable

1. Beginning balances for Accounts Payable will be entered from Processes > Expenditures > Vendor Invoices
(A/P).

2. Create an invoice for each vendor that is currently unpaid. The date on the transaction should be prior to the
beginning date of your database.

3. Toensure accurate cash and accrual reports, an expense account (for example, miscellaneous expense) should
be used in the detail of the transaction. As these entries are being entered prior to your beginning date of your
database, the expense account won't be affected in your actual books. The same account can be used when
entering each vendor's beginning balance invoice.

4. Optional: Print or preview a Vendor Aging Report (Reports > Reports > Transaction Reports > Purchases &

Accounts Payable > Vendor Aging) to verify that all invoices were entered correctly.

Accounts Receivable

1. Beginning balances for Accounts Receivable will be entered from Processes > Revenues > Customer Invoices
(Basic).

2. Create an invoice for each customer that currently owes you for previous sales. The date of the transaction should
be prior to the beginning period of your database.

3. The account(s) used in the detail of the transaction should be sales accounts and should represent the accounts
used on the original transaction, or if you prefer, all beginning balance transactions can be posted to one sales
account.

©
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4.

Optional: Print or preview an Invoice Aging report (Reports > Reports > Transaction Reports > Sales &
Accounts Receivable > Accounts Receivable Aging) to verify that all customer invoices were entered
correctly.

Enter Beginning Balances for Fixed Assets

If depreciable assets are being tracked, their beginning balances are added from Setup > Fixed Assets > Fixed
Assets. The individual fixed assets do not display on a balance sheet. They are summarized by the general ledger
accounts associated to the fixed assets.

AN S

o

Beginning balances for Fixed Assets will be entered from the Setup > Fixed Asset > Balances tab screen.

On the upper-left hand side of the screen, select the appropriate company/fund. Click Beginning Period.
Right-click on Assets and select Expand All to view all individual Fixed Assets.

Click the Options button and verify that Book Value is selected.

Enter the beginning balance in the Book Value column (this should be the value that they went on the
depreciation schedule at). If the Market Value is the same as the Book Value, leave it blank. When you save the
book value, it will be copied to the Market Value column if the market value is blank. Market values can be
adjusted after all book values are entered and saved.

Click Save after completing the book values for the fixed asset items.

If you need to enter Market Values (the value at which the asset can be sold today), click the Options button at the
bottom of the screen and select Market Values, enter the market value for each of the assets that you just
completed book value for, and then click Save.

Enter Beginning Balances for Accumulated Depreciation (usually entered from a depreciation schedule)

ok 0=

7.

Select Setup > Accounts > Accounts.
Select the Balances tab.
On the upper-left hand side of the screen, select the appropriate company/fund. Click Beginning Period.

Right-click on Assets and select Expand All Child Groups Under Assets.

Select the appropriate Accumulated Depreciation account that you want to enter the balance for, and then click
the Detail Balances button at the bottom of the screen.

When maintaining fixed assets in CenterPoint, it is best to enter your beginning accumulated depreciation values
by fixed asset so that a Fixed Asset Balances report can accurately report the remaining undepreciated value of
an asset. In the grid that displays after you click the Detail Balances button, select each fixed asset in the
Associated Account field and enter the beginning accumulated depreciation of that asset in the Book Value
column using a negative number. Each fixed asset should have its own row in the grid.

Click Save.

Starting CenterPoint Mid-Year

If CenterPoint is started mid-year, then you should also enter balances to record current year year-to-date revenue and
expenditures. These balances are entered as a General Journal entry. To make current year reporting more accurate, a
separate entry can be entered for each month instead of one year-to-date entry.

1.

Select Processes > General Journal Entries,

2. Select the appropriate Company/Fund.

3.

The Date entered will depend on if you are entering one year-to-date entry or an entry for each period in the
current year. If one year-to-date entry is being used, then the date should be the month you are starting with
CenterPoint. Otherwise, the date will be the month the balances are for.

CenterPoint Fund Accounting User Guide

179



In the Transaction Type box, select General Journal (Cash/Accrual).
In the grid below, enter a separate line for each Revenue and Expenditure account that currently has a balance.
Enter the balance amount in the appropriate Debit or Credit column.

© ®©

After all revenue and expenditure accounts with balances are included in the grid, enter one last line using the
Accumulated Surplus account. The amount entered should represent the same amount that you see in the
Difference field at the bottom of the screen. If the Difference is a positive amount, it should be entered in the Debit
column. A negative Difference should be entered in the Credit column.

In the Notation field, enter an appropriate comment explaining that these are year-to-date revenue and
expenditure balances.

Click Save

Optional: Print or preview an Income Statement report (Reports > Reports > Transaction Reports > Financial
Statements > Income Statement) to verify that all Revenue and Expenditures were entered correctly.

Profit Centers/Departments

Profit centers/Departments describe the various areas or divisions of your operation that generate income. It can also be
used for department tracking. Profit center/Department detail is for analysis purposes, it does not affect tax information.
When you look at the profit/loss of your operation for any given time span, profit centers/departments give you the power
to pinpoint the status of each specific part of your operation.

A profit center/department is not assigned to an account, but instead the profit center/department can be assigned to
each line of any transaction, using any account.

Create a Profit Center/Department

Edit/Change an Existing Profit Center/Department

Delete an Existing Profit Center/Department

Change the Status (Activate/Deactivate) of an Existing Profit Center/Department

Combine Two Existing Profit Centers/Departments

Create a Profit Center/Department

1.

2.

On the Setup menu, point to Profit/Production Centers or Departments/Locations, and then click Profit
Center or Department.
Click New.

©

B

In the Abbreviation box, enter optional information that you can use to easily identify the profit center/department
by.

In the Name box, enterrequired information that describes the profit center/department.

In the Type box, click and select the type of profit center/department.
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6. To add notes to this profit center/department, click Additional Notes, enter the notes, and then click OK.

©

Edit/Change an Existing Profit Center/Department

All information on an existing profit center/department can be modified. All history and balances will stay with the profit
center/department.

1. Onthe Setup menu, point to Proft/Production Centers or Departments/Locations, and then click Profit
Center or Department.

2. Select the profit center/department to be changed and click Edit (or simply double click on the appropriate profit
center/department. Edit the details as needed.

3. Click Save to save the profit center/department and return to the List tab, or click Close to save the profit
center/department and close the profit center/department screen.

@ )

Delete an Existing Profit Center/Department

The Delete button completely removes a profit center/department from the system. Note: You cannot delete a record that
has any type of history or other records linked to it in the system. If you have a profit center/department that is no longer
being used, but does have historical activity, please refer to the instructions below on how to change the status to
inactive.

1. Onthe Setup menu, point to Proft/Production Centers or Departments/Locations, and then click Profit
Center or Department.

2. Select the profit center/department to be deleted and click Delete.

3. Atthe Are you sure you want the item delete? message, click Yes.

Change the Status of an Existing Profit Center/Department

Profit centers/Departmentsthat are no longer being used, but have history, can be deactivated. On transaction screens,
the list of profit centers/departments will only include active profit centers/departments. Filters can be created in reports,
lists, etc. to only include active profit center/departments.

1. Onthe Setup menu, point to Proft/Production Centers or Departments/Locations, and then click Profit
Center or Department.
2. Right-click on the appropriate profit center/department, and select Activate or Deactivate.

Combine Two Existing Profit Centers/Departments

The Combine button allows you to combine two existing profit centers/departments. For example, if the same profit
center/department was inadvertently setup twice and both used on transactions. The Combine button allows you to
combine all history and balances for the two profit centers/departments and removal of one of the profit
centers/departments. Note: We recommend you take a backup prior to combining two items as there is not a way to
"uncombine" two items.
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1. On the Setup menu, point to Proft/Production Centers or Departments/Locations, and then click Profit
Center or Department.

2. Select the profit center/deparment to be changed and click Combine. The profit center/deparment selected in this
step is the item that will be removed after the two profit centerr/deparments are combined.

3. Inthe Combine screen, select the profit center/deparment it should be combined into and click OK.

Change the Type on an Existing Account

Accounts in CenterPoint define the various activities in your operation. Each account is assigned to an account type. The
account type defines the account position on financial statements or other reports grouped by Account Type.

The account types Revenue and Other Revenue have the same effect on the balance sheet in that they increase Equity.
The Account Types Expenses, Other Expenses, and Cost of Goods have the same effect on a balance sheet in that they
decrease Equity. Their position on an income statement is different.

You may have account activity that you would like moved to a different section of the income statement. The account
type assigned to an account can be changed to another account type if they have the SAME financial effect on the
balance sheet. So an Other Expense account can be changed to a Cost of Goods or an Expense account. An Other
Revenue account can be changed to a Revenue account.

1. Select Setup > Accounts > Accounts.
2. Select the account you wish to edit.

3. Click Edit.
- Detzil | Balances | Filter | Reports
Excavation \work
General | Deail [ Prices [ D | Templates |
Account Information Account Hierarchy
Abbreviation Number | &
Name Excavation Wark
Type Expenses
(Category Machinery Hire Expense
et or 3
~ [+] Fittering
[ Mame Sequence - |
[
Other Expenses 8
Qaaa )

4. On the Detail screen, in the Type box, click the lookup icon.
5. From the Lookup screen, select the Type you want to change to.
6. Click OK.
7. Selectthe Account Category for the new Type.
8. Click Save. The account and all its activity will be moved to the new Type position in the report.
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Processing

General Journal Entries

General Journal entries record activity between accounts using a debit/credit transaction entry screen. Adjusting entries
at the end of the month or at the end of a year are common examples of General Journal Entry. The General Journal
screen allows the entry of debits/credits to multiple accounts. Before the transaction can be saved, the total debits and
credits must balance.

This topic identifies the methods of recording General Journal Entries:

# Enter a General Journal Entry

»  Modify the Journal Entry Grid

»  General Journal Entry Options

Enter a General Journal Entry

1. Onthe Processes menu, click General Journal Entries.

_ﬂ General Journal Entries

Company | Alpine Spaorts J | et| Current Batch| No Batch pe
Name yel Transaction Number 000028 I=|
Template J] Template Detail Date 11/30/2015 &
Transaction Type| General Joumal (Accrual) ~
Account Debits Credits Line Description
4010 Product Sales 52,500.00 50.00| preduct distributed to resellers as a trial
6010 Advertising 5000 52500.00| product distributed to resellers as a trial
7085 Electricity & Gas 51,000.00 50.00| move 5 from electric to phone expense
T0BD Telephone 5000 £1,000.00 | move 58 from electic to phone sxpenss|
Memo Line 1 Line 2
Notation DebitTotal|  $3,500.00|
Credit Total %3,500.00
Difference §0.00
Save Clear Recall Recuning Options = Close 9

2. Inthe Company/Fund box, enter the company/fund name that this general journal is for.
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3. If you have recurring general journal transactions for this company/fund, click the right-arrow icon and select
the recurring transaction from the Set Recurring Transaction screen, and click Save. The transaction will display
at which time it can be verified or changed using the steps below.

© ‘

4. Inthe Name box, enter an optional name this general journal is for.

To review transactions in a Transaction Search screen for the selected name, entry screen, and current
year, right-click in the Name box, and select Review Transactions.

5. Inthe Transaction Type box, select the default General Journal (Cash/Accrual), General Journal (Accrual), or
Tax Adjustments. .

? General Journal (Cash/Accrual) - Normally this transaction type is selected. These journal entries will
affect the cash income statement. This transaction type might also be used to identify transactions that are
intended to correct or reclassify previous entries. If, for instance, you had previously entered several
transactions that increased the value of a fixed asset only to find that your accountant felt they should have
been entered as an expense, you could assign this transaction a transaction type of General Journal
(Cash/Accrual).

? Since many reports in CenterPoint can be filtered by transaction type, this gives you the ability to
include or exclude these cash/accrual transactions on various reports. Your tax reports are prepared
using a user-defined report. You could choose to include General Journal (Cash/Accrual)
transactions for some or all accounts and choose not to include other General Journal transactions.
This would affect your tax reports, your cash basis Income Statement, and your General Tax
Summary reports. You can also use the filter tool in Transaction Search to find transactions by
transaction type displaying only transactions that were assigned the transaction type of General
Journal (Cash/Accrual).

» General Journal (Accrual) - In certain industries where an entry is needed that does not affect a cash
income statement, the General Journal (Accrual) type can be selected.

» Tax Adjustments - Can be used to identify transactions that are intended to be tax adjustments. These
transactions post like the General Journal (Cash/Accural) transaction type and since reports can be filtered
by transaction type, this gives you the ability to include or exclude the adjustment transactions on various
reports. An Adjustments column can be added to the Schedule F and Lacerte reports to display these
journal entry transactions.

6. Inthe Transaction Number box, a sequence number will be assigned automatically.
7. Inthe Date box, enter the transaction date.
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Note: The transaction grid on a General Journal screen varies from the other transaction screens. On other
transaction screens, each line in the grid can represent an entire journal entry. On the General Journal grid, each
line represents a single account. There is no Detail screen. The detail for each account is entered on the grid. The
Distribution column allows you to determine if a distribution should be implemented for the account you enter on

the line of the grid. If you always want a distribution to be implemented if a distribution is setup for an account, you
can set a preference to always have the Distribution column selected. To set this preference, select File >
Preferences > Accounts > Distributions >, select the Distribution tab, and then change the Check Distribution
check box by Default to Yes. If the check box is checked during the Save of the transaction the amount associated
with the account on that line will be distributed according to the distribution assigned to that account.

In the Account box, select or enter the account that will be debited/credited.
. Enter the value for the account in either the Debit or Credit column.

10. Repeat these steps 8-9 until all affected accounts are included and your total Debits and Credits are in balance.

Note: If you want to attach a document to this transaction, see the topic for

detailed information.

11. To save this transaction as a recurring transaction, click Recurring, enter a Description, determine if you want to
Save amounts and quantities, and then click Save.To view the recurring transactions for a company/fund, click the

right-arrow icon next to the Company/Fund box.

12. Inthe Memo Line 1 box, enter an optional memo for the transaction. In the Line 2 box, if the transaction is
assigned a name that was setup with a default memo, it will display automatically and can be overridden.

13. When the transaction is complete, click Save.

14. To print the journal entry, click the Printer icon, select the Print check box, select the Printer (if other than your
Windows default printer), number of Copies, and select the Report that you want your journal entry to print on, for
example General Journal, Sales Journal (Detail), etc, or one of your favorite reports. Note: After defining the
above for this journal entry, if you want future journal entries to print as your default for this screen, right-click the
Printer icon and select Set as Default.

Modify the Journal Entry Grid

Modify the Columns Displayed

The General Journal Entry grid can be customized for your specific data entry situation.

» One of the columns you may want to include on the grid is the Line Description that
will allow you to make an entry about each line in the grid. To add the line description,
right click on the grid, select Add/Remove Columns, then select the Line Description
box and click OK. A column for Line Description can be added to the following General
Ledger reports: General Ledger, General Ledger Account Activity, Cash Basis
General Ledger, General Journal, General Journal Activity by Account, and
Transactions Journal.
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Scanning and Attaching Files to Transactions.htm

Account Debits Credits Line Description

Product Sales £2500.00 £0.00 | producted distnbuted to resellers as trial
LAgvertising $0.00 $2.500.00 | producted distributed to resellers as frial
Blectricity & Gas $1.000.00 £ 0.00 | move $5 from electric to phone expense
Telephone £0.00 5 1,000.00 | move 55 from electric to phone expense]

I

? |f you add the Name column and enter a vendor name for each detail line in the
General Journal entry, the information will not be included on a 1099 for each vendor.
The Name box in the header of the General Journal Entry (from step 4) is the box that
the 1099 information is gathered from. If you have multiple vendors that need the
detail from the General Journal Entry included on their 1099, separate General
Journal entries must be entered for each vendor.

Apply Distributions

The Distribution column allows you to determine if a distribution should be implemented for
the account you enter on the line of the grid. If you always want a distribution to be
implemented if a distribution is setup for an account, you can set a preference to always have
the Distribution column selected. To set this preference, select File > Preferences > Accounts
> Distributions , select the Database tab, and then change the Check Distribution check box
by Default to Yes. If the check box is checked during the Save of the transaction the amount
associated with the account on that line will be distributed according to the distribution
assigned to that account.

Add a Notation to a Journal Entry

Notations provide a way to record your own text information. Enter your own information
about this general journal entry, or to recall a previously entered notation, click Notation,
under Available Notations, select the notation you want to recall., and then click OK. To

create a new notation, follow the Create a Notation procedure.

General Journal Entry Options

Review Transactions...

Custom Field/Comments...
Use Template...

Offset To Account...

Auto Reversing Entry...
Transaction Type Assignment...

Set Tab Stops..
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Review Transactions

# Toreview the last ten transactions entered on a transaction screen, click Options, and then
click Review Transactions. Transactions can be modified from this screen by selecting the
transaction and then clicking Edit.

Custom Field/Comments

# To entera 3200 character comment for the general journal entry, click the Options button
and select Custom Fields/Comments.

Use Template

» |If you need to select a template to use on a general journal entry, select Options > Use Template
and a new Template field will be displayed at the top of the General Journal Entry screen.

Offset To Account

» If you would like all entries in a transaction to be offset to a particular account (instead of entering
that account manually), select Options > Offset to Account.

Auto Reversing Entry

» |f you are entering a transaction that should be reversed back out the next month (accrued payroll
entries, for example), select Options > Auto Reversing Entry to specify the Reversing Date.

Transaction Type Assignment

? This option allows you to specify whether the journal entry should keep the transaction type selected
at the top of the General Journal Entries screen, warn you if the transaction type is changed by
CenterPoint, or allow CenterPoint to change the type if a more appropriate type can be found. For
instance, CenterPoint would change a general journal transaction involving two bank accounts to a
bank transfer or a transaction with one cash account and the rest of the accounts are not AP, AR,
Credit Card, etc. to a cash receipt or cash payment depending on whether cash was debited or
credited.

Distribute General Revenue and Expenses or Payroll Expenses

Overhead expenses are those production and non-production costs not readily traceable to specific departments.
Although overhead expenses are not directly related to any specific area of your business, they do play a part in the
profitability of each area. Account distributions can be used to automate the process of expensing overhead to
department.

Expenses can be distributed by percentage, and can be distributed at the time the expenses are entered or later when
you know exactly how they should be distributed. A distribution can be setup that distributes all overhead expenses or
distributions can be setup for various scenarios (for example, distribute utility costs to the various entities of the
business). Distributions can also be used to distribute unallocated revenue.

Step A: Create an Account Distribution

Step B: Assign Accounts to the Distribution
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Step C: Test the Distribution (optional)

Step D: Apply Distributions (only if distribution in Step A was setup with the apply later timing option)

Step A - Create an Account Distribution

Detsil | Filter | Reports

Utility Distributions

General ‘ Distribution Detail I Assign Accounts

Accourt Distribution Description

Abbreviation ity

Mame| Utility Distributions

Is Active
Detailed Description (500 character maximum)

m@omn (o= @

Select Setup > Accounts > Distribution.

. Enter an Abbreviation (optional), Name and Description to easily identify this account distribution.

3. The Active check box will automatically be selected, clear the check box if this distribution is no longer active. If
the check box is cleared, accounts cannot be assigned on the Assign Accounts tab and if accounts are assigned
when the distribution is inactivated, a message displays reminding you that the accounts will be removed when
the distribution is saved.

4. Selectthe Distribution Detail tab. The distribution tab will be used to identify how the expenses should be
distributed. A distribution can be dispersed to an unlimited number of department.

5. Click New in the lower left corner.

N —
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Detzil | Filter | Reports

Utility Distributions
General | Distribution Detail \ Assign Accounts
Distribution Percentages Distribution Detail Information
bt Fevoent Name | Uity distibution]|

Utilty distribution  100% Type [pmemﬁge ']

Timing [N Transaction ']

Percentage of Total Amount 100.0000%

Department Location Project Percentage
Legal 2.0000%
Administrative 2.0000%
Police 10.0000%
Fire 12.0000%
Sanitation 15.0000%
Park 10.0000%
Library 11.0000%
Flanning 2.0000%
Street 18.0000%

Total Distribution 100.0000%

EEO8 = e

6. Enter a Name for this portion of the distribution, such as Utility Distribution.
7. Select the appropriate Type. Percentage will allow you to distribute based on a percentage of an amount.

8. Select the appropriate Timing option. Choose between:

» Later: This option should not be used for distributing Payroll expenses. This option will record the revenue
or expense to the account but won't distribute it to department until later when the Apply Distributions
process is completed (defined in step D below). This option is for those that won't know at the time of
purchase how they'll be using it, thus how they'll want it distributed.

» At Transaction: At the time the transaction is entered, it will record the revenue or expense and it will
automatically distribute it to the previously defined department.

©

9. Enter the Percentage of Total Amount for this portion of the distribution.
10. Inthe grid, select the appropriate Department for this portion of the distribution.

11. Repeat steps 4-8 to identify each disbursement breakdown in the distribution. The Total Distribution field on the
left will keep a running total of all details included in the distribution.
12. Click Save.

Step B - Assign Accounts to the Distribution

1. Select Setup > Accounts > Distributions. Highlight the appropriate Distribution and click Edit.
2. Select the Assign Accounts tab.
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3. The Assign Accounts to Distributions area will list all accounts not already assigned to other distributions on
the left side of the screen. Each account that should use this distribution should be moved to the right side of the
screen by double-clicking on the account or using the green arrow buttons located between the account lists.

Detsil | Filter | Reports

Utility Distributions

General I Distribution Detail | Assign Accounts

Fund Name

CenterPoint Village-General

Fire: Pension Fund
Do Gt

| »

[ I ]
Assign Accounts to Distributions
|‘Abbreviaton - | Account Number | Name |i| [ Abbreviation = | Account Number | Mame
TaxRey 445010 Tax Receipts Gas&Oil 550000 Gas &OI
Train Training & Seminars utl 700000 Utilities Expense
TranGen 830000 Transfer from Genera
TranGen 210000 Transfer to General £
Transfer Transfer from Solid W
TransPark Transfer to Park Func E
TranStreet 830010 Transfer from Street |
TranStreet 910010 Transfter to Street Fu a
TrashBags Trash Bags ﬂ
Travel 690000 Travel & Meetings
Unemploy 600050 Unemployment m
Uniforms 630020 Uniforms
Maint & Repair - Vehic|
VolunFire 600060 Volunteer Fire Pay
WaterRev 435020 Water Revenue
WaorkComp Worker's Compensah
H [ | I 0 |
T ) @

Once all appropriate accounts for this distribution have been selected, click Save.

You can verify the distributions you have assigned to accounts by printing any of the Chart of Accounts reports
found in Reports > Reports > Setup Lists > Accounts > Chart of Accounts, Chart of Accounts with Levels or Chart
of Accounts by Distribution.

o &

Step C - Test the Distribution (optional)

The Test Distribution step allows you to verify that a distribution has been setup correctly. The test does not actually
distribute the amounts, it just displays an example of what would happen if transactions were entered for that amount.

1. Select Setup > Accounts > Distributions. Highlight the appropriate Distribution and click Edit.
2. Select the Distribution Detail tab and click on Test in the lower left side of the screen.
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m =
Q Account Distributions Test
Distribution Amounts
Diistribute This Amount £35,000.00
Other Parameters That Can Be Set For Distributions
Date |03/15/2010 Company Alpine Sports
Distribution Name Percentage Amount
=+| Regular Expenses | 100.0000% §35.000.00|
Profit Center Location Project Fercentage Amount
--| Memberships Colorado Store 10.0000% £ 3.500.00
--£ Memberships Corporate 2.0000% $700.00
| Memberships Mi ta Store 1.5000% £525.00
-.| Fishing Equipment | Colorado Store 3.0000% $1.050.00
--| Fishing Equipment Minnesota Store 15.0000% £5.250.00
| Fishing Equipment | lllincis Store 4.0000% $1.400.00
--| Biking Equipment & | Colorado Store 3.0000% £1,050.00
| Biking Equipment & | Minnesota Store 1.2500% $437.50
--| Biking Equipment & | lllincis Store 2.0000% £ 700.00
--| Skiing Equipment & | Colorado Store 38.2500% £13.387.50
--| Skiing Equipment & | Minnesota Store 10.0000% £ 3.500.00
| Skiing Equipment & | lllincis Store 10.0000% $3.500.00

3. Enter an amount in the Distribute This Amount field and click Distribute.
4. The total dollars are allocated based on the distributions defined on the Distribution Detail tab.
5. Click Close.

Step D - Apply Distribution (only if distribution in Step A was setup with the apply later timing option)

If you have chosen Later as the timing option on a distribution (step A6 above), there is an additional processing step that
manually distributes the dollars. We recommend being consistent on the frequency and time you run Apply Distribution,
such as at the end of each month.

@ ]

Prerequisite

If the departmentbreakdown in the Distribution Details screen were left blank in Step A8, they must be defined prior to
processing Apply Distribution transactions.

1. Select Processes > Periodic > Apply Distributions.
2. Click Create New.

CenterPoint Fund Accounting User Guide 191



@ Create Mew Apply Distribution Transaction - O X
Company pe
Transaction Date 01/31/2013 =3
Transaction Number 0 =]
Memea Line 1 Line 2
Notation
= )

3. Inthe Company box, enter the company name that the apply distribution transactions should be created for.

4. Inthe Transaction Date box, the next "calculated" date to create apply distribution transactions displays. The
date is calculated by taking the last date transactions were created and incrementing the date one month. The day
of the month will default to the last day of the month, but can be changed.

5. Inthe Transaction Number box, enter the transaction number for the apply distribution transactions or click the
sequence number icon and select the next available sequence number. See the_topic for more information.

6. Inthe Memo Line 1 box, enter an optional memo for the transaction. In the Line 2 box, if the transaction is
assigned a name that was setup with a default memo, it will display automatically and can be overridden.

7. Enter an optional Notation.

8. Click OK.
@Apply Distributions E=n =
Detail | Fiker
Company | Alpine Sports Transaction Date | 7/30/2010 Transaction Number
Account ’ Quartity 1 U0 1 Qluantity 2 Lo 2 Arnount
Accounting a 1} $648.00( Edit
1| Adverising 0 0 §1.454.00 | Edit
| Bank Charges a a $134.40( Edit
- Dues & Subscripti 1] 1} $ 55.00 Edit
| Miscelaneous 1] 1] $31.24| Edit

a | [ 2

(o= @

9. If you wish to change the distribution amounts before posting, click Edit at the right of the transaction.
10. Click Post to complete the process.
11. From the List tab, you can perform the following actions on a posted transaction:
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» Edit a posted transaction: Select the posted transaction, click Edit, change the transaction, click OK, and then
click Post. The distribution transaction recalculates using the same date, company, transaction number, and
notation.

” Delete a posted transaction: Select the posted transactions, click Delete, click Yes. All distribution transactions
for the company and date will be reversed.

11. If you wish to change the distribution amounts in the Amount column before posting, type over the existing
amount. Click Edit to add/change/remove account distribution detail lines and recalculate the remaining details
(click Reset to set the distribution back to the amounts prior to any changes).

@ Hint: Setup a scheduled reminder and CenterPoint willremind you to Apply Distributions on a consistent
frequency. View the Scheduled Reminder document for step by step instructions.

Locking Periods or Years in CenterPoint

The Lock Period function in CenterPoint restricts users from modifying, deleting or adding transactions in a particular
period or year. For example, after financial reports (or tax reports) are printed for a period or year, that time period can be
locked so the transactions that created the balances on those reports can not be changed.

©

1. Select File > Administration > Lock Periods. The first time you select this menu option for a database, your
screen will display with a "The database has no currently locked periods" message:

5! Lock Periods = O X

(®) Lock Periods For All Companies
The database has no currently locked periods.

Adjust the locked period to | December 2015 ~

(O Lock Periods By Company

Company iy Currently Locked Peried Lock Peried
Cancel Q

CenterPoint Fund Accounting User Guide 193



Each time you select this menu option for a database after the first time, your screen will display with the
period currently locked through period:

5! Lock Periods = O X

(®) Lock Periods For All Companies
The database periods are currently locked through December 2019

Adjust the locked period to | January 2020 ~

(O Lock Periods By Company

Company iy Currently Locked Peried Lock Peried
Cancel Q

2. Select whether you want to Lock Periods for All Companies or Lock Periods By Company.
?” Ifyou selected to Lock Periods for All Companies:

?” The Adjust the locked period to box displays the period containing the current system date if it is
not locked, otherwise it will display as the first unlocked period following the current system date. If
all periods are locked, the period will be set to the last period or if there is no period containing the
current system date, the period is set to the most recent period in the database. Select the Period
that you'd like to close.

» Click OK.

»  All transactions in that period and before will be locked. Transactions cannot be edited, deleted or
added to a locked period.

» |f you selected Lock Periods by Company:
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»
»

»
»

5! Lock Periods = O X

(O Lock Periods For All Companies
The database has no currently locked periods.

Adjust the locked period to | September 2020

(®) Lock Periods By Company

Company iy Currently Locked Period Lock Period
Alpine Sports ecember 2019 December 2019 |~
" Cance )

Select the company you want to lock periods for.

The Lock Period box, displays the period containing the current system date if it is not locked,
otherwise it will display as the first unlocked period following the current system date. If all periods
are locked, the period will be set to the last period or if there is no period containing the current
system date, the period is set to the most recent period in the database. Select the Lock Period that
you'd like to close.

Click OK.

All transactions in that period and before will be locked. Transactions cannot be edited, deleted or
added to a locked period.

To Unlock a Period

If transactions in a locked period need to be modified, the period must first be unlocked.

»” To unlock a period for all companies:

1.

Select File > Administration > Lock Periods.

2. Select Lock Period for All Companies.

3.

The Period box displays the period containing the current system date if it is not locked, otherwise it
will display as the first unlocked period following the current system date. If all periods are locked,
the period will be set to the last period or if there is no period containing the current system date, the
period is set to the most recent period in the database. Select the Period PRIOR to the period that
you need unlocked. For example if your periods are locked through December 2020, but you need to
modify an entry in June, select May, 2020 in the Lock Periods screen. All periods after the period
selected will then be unlocked.

Click OK.

After the transactions are modified for that period, change the locked period back to the previously
selected period.
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* To unlock a period for a specific company:

1. Select File > Administration > Lock Periods.

2. Select Lock Periods by Company.

3. Select the company you want to unlock a Period for.

4. The Lock Period box, displays the period containing the current system date if it is not locked, otherwise it
will display as the first unlocked period following the current system date. If all periods are locked, the
period will be set to the last period or if there is no period containing the current system date, the period is
set to the most recent period in the database. Select the Lock Period PRIOR to the period that you need
unlocked. For example if your periods are locked through December 2020 but you need to modify an entry
in June, select May, 2020 in the Lock Periods screen. All periods after the period selected will then be
unlocked.

Click OK.
All transactions in that period and before will be locked. Transactions cannot be edited, deleted or added to
a locked period.

oo
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Chapter 4 - Accounts Payable

Setup

Create a Vendor

Vendors are individuals or companies who you purchase goods and/or services from. Vendors are used when
entering Vendor Invoices (AP) and Payments.

1. Select Setup > Vendors.
2. Click the New button at the bottom of the screen.

Q vendors Lo ]

List Detail  Filter Reports

Alpine Credit Company

General Addresses Credit Cards  Custom NameFields  Email/Print  ACH Payments

MName Format Accounting Information
(®) Business Payment Terms | ,C.l‘
O Individual AP Account Accounts Payable - Trade I3

Vendor Information

Abbreviation| ALPCregit | [] On Payment Hold Group | o
Company| Alpine Credi.t Company
Contact Phone| 970.432.4747
Address Line 1 1 Mt. Evan Rd ' Cell Phane
Address Line 2 Fax

City, State, Zip | 1gaho Springs [0 ~ || s0as2 | E-mail

Tax/Other Information

Federal Tax Id| Issue 1093 for this Vendor
State Tax Id| [] Consent to Electronic 1099
Memo Email
[] Print Notes on forms Active Status Additonal Notes Options =
Save [ Cancel C,‘)] & m u B E Close 0

General tab

3. Select an appropriate Name Format. The Name Format selection is used to format the Name box to accept
an individual's name, or a company name.

4. Under Accounting Information, select an appropriate Payment Term. The Payment Term is used in
invoicing to calculate the Invoice Due Date.

5. Inthe AP Account field, select the default AP Account for this vendor. If an AP Account is not entered, the
default from Preferences (File > Preferences > Vendor Invoices > Default Accounts) will be used.

6. Inthe Abbreviation box, enter up to ten characters that will easily identify the vendor.To set how duplicate
abbreviations are handled by CenterPoint, right-click and select Allow Duplicates (Use this option to reuse
and not require the value in the Abbreviation box.), Warn if Duplicate (Use this option to receive a warning if
a duplicate abbreviation is used. A confirmation message will display. To continue using the duplicate value,
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10.

click Yes.), or No Duplicates Allowed (Use this option to require a unique value in the Abbreviation box. A
message will display. Click OK to return and enter a unique value.).

Select the On Payment Hold check box to place a hold on all payments to this vendor. When a vendor is on
payment hold, their invoices will not display on the Pay Invoices Due screen and when saving a payment on
the Payments screen a "You cannot save this transaction because the Vendor is on payment hold." message
displays because the vendor is on hold.

Select the user-definedGroup to assign the vendor to, for example Wholesale, Retail, Referral Partner.
Groups are used in reporting and as a filter to limit the range of vendors in many reports.

Enter the vendors full company name or individual's name (the format of this field will depend on which option
was selected in step 3).

Enter the appropriate address information.

©

11.
12.

13.
14.

15.

16.

17.

18.

Enter the Vendors Phone, Fax, and E-mail address (if applicable).

The Federal and State Tax Id fields are optional, but are used when printing tax reports (for example, 1099's)
or processing ACH files..

If you want to print a 1099 for this vendor, select the Issue 1099 for this Vendor check box.

The Memo field is used when printing checks. Include up-to 50 characters of information that you want to print
on the check portion of a printed check (for example, your account number).

Select the Consent to Electronic 1099 check box if this vendor consents to receiving only a 1099 form that
can be viewed through Aatrix (the vendor will not receive a paper form). If this box is selected, a signed
consent form must be on file. This form can be printed from Federal & State Payroll Forms & Reports

> Federal Tax Forms and selecting Electronic 1099 Consent in the Report box.

If the email address you want to include with the electronic consent is listed in the Email drop-down list, select
the address, or enter a new email addresses.

To select which companies/funds this name is active in, click the Active Status button, select the
companies/funds the name is active in (the default is active for all companies/funds), and then click OK.

The Additional Notes button is optional and can be used to track internal notes regarding this vendor. When
notes are added from the Additional Notes button, the button label will change to Edit Notes with a yellow
background.

19.

20.

21.

If you want to select which fields are necessary for data entry, click the Options button and then select Set
Tab Stops

Select the Print Notes on forms check box to print notes entered on the Additional Notes screen on a
purchase order or check when the Payee Notes field is added in Setup > Forms Designer > Check Stub Form
Designer or Purchase Order Form Designer

The Addresses tab and Credit Cards tab are not normally used when setting up vendors.
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Custom Name Fields tab

22. The Custom Name Fields tab can be used to track additional information regarding a vendor. Custom fields
are optional.

Email/Print tab

23. Click on the Email/Print tab. The Email Addresses and Options fields that are active will depend on the
modules that you have purchased and registered and if the name is a vendor a customer. Use these options
to set up multiple e-mail addresses where invoices, statements, sales orders, purchase orders, checks
(advices), receipts, and permits can be sent for this vendor. You can also select how each e-mail is to be sent,
No Email, Send "To..." (directly to the recipient), Send "CC..." (as a carbon copy), or Send "BCC..." (as a
blind carbon copy, for example, the person sending the email may want to enter their own e-mail address so
they have an audit trail of emails sent ). The Email Addresses and Options settings will be used to set the
defaultimage on the Email button on transaction entry screens. An envelope image with a check mark on it
will mean the form will be emailed and an Envelope image with a cross-through on it will mean the form will
not be emailed.

/>
Brme e ==

List Detail Fiter Reports
Clooney. Brad
General Addresses  Credit Cards  Custom Name Fields  EmailPPrint  ACH Payments

Email Addresses and Options

A Email Address Invoices Statements Sales Orders  Purchase Orders ~ Checks (Advices)  Reoeipls Permits
| clooney brad@testemailco |Send To..”  [<]Send To.” || No Email < [SendTo <] Mo Email < No Email | No Email ]

Name
Brad Clooney

Print Options

Print Customer Invoices | No. - Print Sales Orders s
Print Customer Statements | No ~ Print Purchase Orders |Yes

Print Receipts |No <

Save Cancel < @ =N~ > 1>} Close: o

The Print Options fields that are active will depend on the modules that you have purchased and
registered and if the name is a vendor a customer. The available fields are: Print Customer Invoices,
Print Customer Statements, Print Receipts, Print SalesOrders, and Print Purchase Orders. Use
these options to determine if invoices, statements, sales orders, and purchase orders should be
printed for this vendor. The Print Options settings will be used to set the default image on transaction
entry screens. A printer image with a check mark on it will mean the form will Print and a Printer image
with a cross-through on it will mean the form will not print.

ACH Payments tab

24. Click the ACH Payments tab. If you plan to electronically transfer payments to payees, see the ACH Setup &
Processing document for more information.
25. To activate ACH electronic payments for this vendor, select the Activate ACH Transactions check box.
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o Vendors EI @

List Detail  Filter Reports

Pro Cast Supplies
General Addresses Credit Cards  Custom NameFields Email/Print  ACH Payments

Activate ACH Transactions

Standard Entry Class

Transaction Code |22 - Checking Account (Credit) ~
Bank Routing Mumber
Bank Account Number

Save Cancel (;] & m u B E Close g

26. Standard Entry Class (SEC) code to designate how the transaction was authorized by the originator. Select
one of the options below:

»* PPD (Preauthorized Pay/Deposit) - for credits and debits that process against consumer accounts for
entries such as payments to vendors and direct deposit.

** CCD (Corporate Credit or Debit) - for credit and debit entries processed against non-consumer
accounts for transactions such as payments to vendors and collections from customers.

»* CTX (Corporate Trade Exchange) - use CTX, like CCD, to facilitate business-to-business transfer of
funds as either debits or credits.

27. Select one of the Transaction Codes below to identify the type of entry that should be included in the
ACH file for the vendor. A pre-note is the commonly used term for an Automated Clearing House (ACH) pre-
notification. It is a zero dollar ACH entry that should be sent at least six banking days prior to the first live ACH
credit being sent. Under NACHA Operating Rules (also known as ACH rules), a pre-note’s purpose is to
“validate” the routing number and account number of the receiving bank or credit union.

»* 22 - Checking Account (Credit)
»* 23 - Prenote Checking (Credit)
»* 32 - Saving Account (Credit)

»* 33 - Prenote Savings (Credit)
»* 52 - Loan Account (Credit)

»* 53 - Loan Prenote (Credit)

28. Inthe Bank Routing Number box, enter the bank transit/routing number for this vendor (assigned by the
American Banking Association) for where the ACH deposit is to be made. This number is eight digits plus a
ninth "check" digit. CenterPoint will verify that the routing number is a valid ABA number and display a warning
if itis not. You can choose to continue with your entry if the number is invalid.

29. Inthe Bank Account Number, enter the bank account number for this vendor where the ACH deposit is to be
made

[@ Scan and Attach Documents J

30. Click Save. Click Close.
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Mass Update Names, Vendors, or Customers

The mass update process can be used to update more than one name, vendor, or customer at the same time. You
can mass update various types of information, including accounts, payment terms, printing/publishing options, etc.

@ )

Mass Update Names, Vendors, or Customers

Select Setup > Names, Vendors or Customers.

From the List tab, select the names, vendors, or customers you want to update. Multiple names can be
selecting by pressing the CTRL key while you make your selections. If you do not limit your list to selected
names, all names will be included in the update.

N —

£ Names ([E=3 Bl =)

List | Detail | Filter I Reports

Search For By [Abbrevlat\on V]
Current Filter No Filter

|‘Ahhreviah'un Last Mame, First Name - | City ‘ State/Province | Zip/Postal Code | Z‘
CATE9 Adams, Chuck

ALPCredit Alpine Credit Company Idaho Springs co 80452

Alpine Alpine, Inc Leadville c0o 80461

WC876 Cleveland, Woody

CORevDep Colorade Dept of Revenue

HF987 Ford, Herb

IceMan Ice Man Supplies International Falls MN 56649 =

Jefferson, Zach

AJ123 Johnson, Andy

Tlones Jones, Ted

MMRevDept Minnesota Dept of Revenue

JP321 Pierce, Jim

ProCast Pro Cast Supplies Red Wing 55066

RWEike Red Wing Bike Club Red Wing MN 55066

SVFC Sherman Village Fishing Club Golden co 80439 B
Speedy Speed Racer Supplies Indianapolis N 45214

SUtility Summit Utlity Company Dumont

SWater Summit Water Company Keystone co 80435

SCSC Summity County Ski Club Montezuma co 80435
[ New ] [ Edit i [ Delete ] Copy Combine [ Mass Update ] [ Close ] 0

3. Click Mass Update. The Mass Update Wizard window will open. The wizard will guide you through the
process. Click Next.

©

4. Select the type of item you'd like to change and click Next. The choices listed correspond with different tabs
and buttons in the Names, Vendors, or Customers screens.

5. Depending on the selection you made in step 5, screens will be displayed asking you to make other
selections. For example, if you choose Vendor, you can select Default Accounts Payable Account, Payment
Terms, or Issue 1099. Make your selection and click Next.
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6. Alistof all customers or vendors that have the specified information assigned will be displayed. Specify the
value with which to update the selected items. For example, if you chose Payment Terms, specify the terms
you'd like assigned to each of the selected vendors. Click Next.

]
Change selected values to; | =85 44
° ==

7. Verify the information that will be changed and click Next.

n} Mass Update Wizard
Confirm the changes to the selected items.
Mame (abbrv.) Name Old Payment Terms Mew Payment Terms
Zach Jefferson
FB456 Frank Buchanan Net 30
SUtility Summit Utility Company Net 30
ProCast Pro Cast Supplies Net 60 Net 30
) s ) [_oma ]

8. Atthe These changes will be saved to the database, are you sure? message, click Yes to finalize the

changes.

@ These changes will be saved to the database, are you sure?

ve [ n |
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9. Click Finish to exit, click the Back button to perform a similar update, or click New to start a new update.

Understanding Payment Terms and Discounts

Payment terms are used on vendor and customer invoices to calculate due dates and early payment discounts.
When an invoice is entered, the due date and early payment discount due date will automatically calculate based on
the invoice date and payment terms used in the transaction. The due date will then be displayed on aging reports
and can be used to select A/P invoices to be paid.

When early payment discounts are used, the discount will be calculated automatically when a payment is entered
that meets the date criteria of the discount.

Step 1: Create a Payment Term (Option A and B)

Option A: Create a Payment Term Due in a Number of Days (Net Terms)

Option B: Create a Payment Term Due on a Certain Day

Step 2: Assign to Customers or Vendors (optional step)

Step 3: Using Payment Terms when Invoicing

Step 1: Create Payment Terms

Payment terms can be set up to calculate the due date two different ways; by the number of days until due or due on
a specific day of the month. If a payment term is set to Prepaid Invoices, a due date is not calculated; it will require
the invoice be paid in full at the time it was entered. An unlimited number of payment terms can be created.

Option A: Create a Payment Term Due in a Number of Days (Net Terms)

1. Onthe Setup menu, point to Names, and then click Payment Terms.
2. Click New.
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@ Payment Terms EI

| List | Detail | Filter | Reports |

2/10 Net 30 Days

General

Payment Tem Information

Abbreviation 2.;'1{) Met30 Active [ Prepaid Invoices
Name| 210 Net 20 Days

Payment Term Type
@ Number of Days Until Due (Met Terms) Number of Days| 30
() Due on Day of Month Minimum Days Before Due Date

Eary Payment Discount

Rate 2.00%
(@) Mumber of Days Until Discount Expires Number of Days 10
() Discount Expires on Day of Month Minimum Days Before Due Date
Additional Notes
[ save J[ Cancel | S8 E0 [ oo | @

3. Inthe Abbreviation box, enter up to ten characters of optional information that you can easily
identify the payment term by. For example, N30 for Net 30 or 10 for Net 10.

4. Inthe Name box, enter up to 30 characters of required information that describes the payment
term.

5. Select Number of Days Until Due (Net Terms) to indicate that the due date will be a number

of days past the invoice date.

In the Number of Days box, enter the number of days until an invoice is due.

In the Rate box, enter the percentage that should be used to calculate the discount if the invoice

is paid within the days specified in the Number of Days or Day of Month box depending on the

Early Payment Discount option you choose below. If discounts are not used, this field can be

skipped.

8. Ifthe early pay discount is offered for a specific number of days, select Number of Days Until
Discount Expires and enter the Number of Days.

9. Ifthe early pay discount is offered until a specific day of the month, select Discount Expires on
Day of Month, enter the Day of the Month, and in the Minimum Days Before Due Date box,
specify if the due date calculated is during the current month or the next month. Normally the
same number entered in Day of Month will be entered in Minimum Days Before Due Date. This
will force the system to always calculate a due date in the following month. Example: If the Day
of Month is set to 27 and an invoice is entered with an invoice date of 2/15, the due date will be
2/27 UNLESS 27 has been entered in the Minimum Days Before Due Date. If 27 was entered in
that field, then it will be due 3/27.

10. To add notes to this payment term, click Additional Notes, enter the notes, and then click OK.

No
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11. Click Save to save the payment term.
Option B: Create a Payment Term Due on a Certain Day

1. Follow steps 1-4 from Option A.

@ Payment Terms EI

| List | Detail | Fitter | Reports |

2/10 Net 30 Days

General

Payment Term Information

Abbreviation 2.;'10.Ne13[) [¥] Active [] Prepaid Invoices
Name| 210 Net 20 Days

Payment Term Type
() Number of Days Until Due (Net Terms) Day of Month| 30
@ Due on Day of Month Minimum Days Before Due Date a

Early Payment Discount

Rate 2.00%
(7) Number of Days Until Discount Expires Day of Month 10
@ Discount Expires on Day of Month Minimum Days Before Due Date 0
Additional Notes
[ save ][ Coned ] Q= 5 B [ oese | @

2. Select Due on Day of Month to indicate that the due date will be a number of days past the

invoice date.

In the Day of Month box, enter the day of the month an invoice is due.

4. The Minimum Days Before Due Date allows you to specify if the due date calculated is during
the current month or the next month. Normally the same number entered in Day of Month will be
entered in Minimum Days Before Due Date. This will force the system to always calculate a due
date in the following month. Example: If the Day of Month is set to 27 and an invoice is entered
with an invoice date of 2/15, the due date will be 2/27 UNLESS 27 has been entered in the
Minimum Days Before Due Date. If 27 was entered in that field, then it will be due 3/27.

5. Inthe Rate box, enter the percentage that should be used to calculate the discount if the invoice
is paid within the days specified in the Number of Days or Day of Month box depending on the
Early Payment Discount option you choose below. If discounts are not used, this field can be
skipped.

6. Ifthe early pay discount is offered for a specific number of days, select Number of Days Until
Discount Expires and enter the Number of Days.

7. Ifthe early pay discount is offered until a specific day of the month, select Discount Expires on
Day of Month, enter the Day of the Month, and in the Minimum Days Before Due Date box,
specify if the due date calculated is during the current month or the next month. Normally the
same number entered in Day of Month will be entered in Minimum Days Before Due Date. This
will force the system to always calculate a due date in the following month. Example: If the Day
of Month is set to 27 and an invoice is entered with an invoice date of 2/15, the due date will be

w
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2/27 UNLESS 27 has been entered in the Minimum Days Before Due Date. If 27 was entered in

that field, then it will be due 3/27.
8. Click Save to save the payment term.

Step 2: Assign Terms to Customers and Vendors

A default payment term can be assigned to each vendor and customer. Once assigned, each invoice entered for that
vendor or customer will use the assigned terms code by default.

1. Select Setup > Names > Names.
2. Select the customer or vendor and click Edit.

Q Conoren Sl
List | Detail | Filter | Repors

Summity County Ski Club

General | | ing | Credit Cards | Custom Name Fislds |
Name Format Miscellaneous
@ Business Customer Since|06/30/2010
() Individual Salesperson

Name Information

Abbreviation | SCSC Contact
Company | Summity County Ski Club

Address Line 1 Phone

Address Line 2 Fax
Montezuma co 80435 E-mail

Shipping Method | UPS Ground (Standard) Sales Tax|Summit County
Sales Tems Credit Terms
Payment Terms | 2/10 Net 30 Days Credit Limit

Price Level |sales Price 1
Trade Discount % 15.00%

[ Active Status ” Additional Notes ][Opﬁons ']
Save ] [ Cancel m D u E 0
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ﬁ MNames

List | Detail FiIterlFlepDrts

===

Johnson Auto Parts

General ‘ Addresses | Credit Cards | Custom Name Fields |

(@) Business

Mame Format Mame Type

Customer [ Employee
() Individual Vendaor [”] Salesperson

Iame Inf;

Detail
Detail

-
Q) Vendor Detail

Wendaor |

Payment Terms Information

Payment Terms | KSSEVIsEVE

Vendor Information

Default AP Account

[F] Issue 1099 for this Vendor

w{

3. Click on the appropriate Detail button.
4. Inthe Payment Terms field, select the terms this customer or vendor will most commonly use. Click OK to
return to the main Names screen.

5. Click Save. Repeat these steps for each vendor or customer that should have a default terms code assigned.

Step 3: Using Payment Terms when Invoicing

When entering invoices for vendors or customers you can supply payment terms that will automatically calculated a
due date for the invoice. If default payment terms were assigned to the vendor or customer, their invoices will
automatically default to using those terms. The default payment terms can be overwritten during invoicing. The

terms and due dates can also be included on the printed A/R invoice.
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& Customer Invoices EI@
Select |I_nvoioe|
Company | Alpine Sports Current Batch |No Batch
Customer |Adams, Chuck Shipping Method
Invoice Number (000074 Terms
Date | 11/30/2010 Due Date | 12/30/2010
Customer PO # Discount Date | 12/10/2010
Salesperson Sales Tax |Mountain Lake
Address Information
Billing Name Business Address Shipping Name Business Address
Memo Lines
Memo 1 Memo 2
k| [ L2 AR Account | Accounts Receivable - Retail L
x x| sl | ¢
‘ Customer Balance &0.00 ‘
[ Save ] [ Clear ] [ Recall ] [ Accounts ] [Opﬁons '] 0

If the payment terms assigned to an invoice includes discounts for early payments and a payment is entered that
meets the requirements of an early payment discount; the discount will be calculated and deducted automatically.

Invoices

Vendor Invoices Preferences

Preferences define how you want your CenterPoint program to behave and can be changed at any time. If you
change a preference and are currently in the screen that uses that preference, close the screen and then enter the

screen again to initiate the preference.

How are the different tabs used?

Default Accounts

Emailing Checks

One Payer Fund for Multiple Funds
Printing Checks

How are the different tabs used?

Preferences can be set at different levels. The preference level is a hierarchy, for example, the Global level will be
used if no Application, Database, or User levels are set. The levels are accessed with the tabs across the top of the

Preferences screen.
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Current Settings: Simply displays the settings that are currently being used.

Global: The Global level is typically used when your system is a network. The Global level affects all
databases on the network. This allows a network administrator to setup Preferences just once and
they will be used for all Database & all Users within that network setting.

Application: If the Preferences are set at the Application level, then all users of all databases will have
the same Preferences.

Database: Preferences set at this level will affect each individual database separately. One can then
have different settings for each Preference in each database.

User: Preferences set at the User level will only affect that user. This tab is not available on all
preferences and is only available if you use Database Security.

Default Accounts

Accounts Payable are usually recorded to only a few accounts and sub-ledger detail is kept for each vendor. This
preference allows you to set which Accounts Payable account is the default to use when creating new AP invoices in
Vendor Invoices (A/P).

» Accounts Payable Account - Select the default Accounts Payable account to display in Vendor Invoices
(A/P) if the vendor does not have a default Accounts Payable account.

» Freight Expense - Enter the default account when a freight expense account is required if you enter a dollar
amount in the Freight box during invoice entry. Only accounts assigned Cost of Good Sold, Expense, or
Other Expense account categories display in the lookup.

» Sales Tax - Enter the default account when a sales tax account is required if you enter a dollar amount in the
Sales Tax box during invoice entry. Only accounts assigned Cost of Good Sold, Expense, or Other Expense
account categories display in the lookup.

» Prepaid Vendor Purchases - Enter the default account to display when a prepayment (down payment) is
entered on a purchase order. The account selected here must be in the Prepaid Vendor Purchases account
category and the Prepaid Vendor Purchases account category must be set up to maintain balances by name
so that each vendor has a prepayment account balance.

Select Setup > Accounts > Account Categories.

Select the Prepaid Vendor Purchases account category.

Click the Balance Detail tab.

Verify that Name is in the box on the right hand side of the Balance Detail tab. If the Associated
Account is also on the right hand side of the tab, move it to the left hand side.

5. Click Save. Click Close.
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Chapter 4 - Accounts Payable - Vendor Invoices Preferences

General | Balance Detail |Tmm
- Detail

Select the detail that separate account balances will be maintzined by. Account balances are always
maintained by account, company and date. In addition you can specify that balances are maintained by
one or more of the following items entered as part of a transaction.

The order the items are listed in the right list will indicate the order they will be displayed.

Associsted Account Name

Progect
Tracking Number 1
Tracking Number 2

BEEED
BEE

Emailing - Checks

This preference allows you to specify the default (template) e-mail message and subject to use for emailed purchase
orders.

Subject - Enter the default subject for emailed vendor checks (pay advices).

Message - Enter the default message for emailed vendor checks (pay advices).

Check Type - This selection sets the default check type to be used for creating the pdf attachment for the emailed

vendor checks (pay advices). The options are: Check/Stub/Stub, Stub/Check/Stub, Check/Detail, Check/Stub/Stub
(Alternate), Canadian, and ACH Payment Advice.

Stub Type - This selection sets the default stub type to be used for creating the pdf attachment for the emailed
vendor checks (pay advices). The options are: Standard (Detail), Standard (Summary), TP Standard (Summary),
and TP Standard (Detail).

One Payer Fund for Multiple Funds

When this preference is set to Yes multiple funds can be paid from a shared bank account from Processes

> Expenditures > Pay Invoice Due or Processes > Expenditures > Payments Screen > Apply to Open Invoices
button. After the payment transaction is posted a subdivision is created for each Fund to separate the accounting
transaction rows.

Printing - Checks

Defines the printer used to print checks, the check format to use when printing checks, whether to Preview checks
before printing, and whether to print the check number on the printed check.
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Chapter 4 - Accounts Payable - Enter a Vendor Invoice

General

» Select Printer To Print Checks To - Select the printer to print the checks to. Setting this at the database
level allows a different printer for each database.

» Select Check Type - Forms added (custom forms) by you are listed first followed by system- supplied forms.
The choices are: Check/Stub/Stub, Stub/Check/Stub, Check/Detail, Check/Stub/Stub (Alternate) (Compatible
with the Perception top check LT103), Canadian, or ACH Payment Advice.

» Select Stub Type -The options are Standard (Detail), Standard (Summary), TP Standard (Detail), TP

Standard (Summary), and Detail with Department. .

?” Print Check Number On Check - Select Yes to print the check number on the check form or select No to
print the check without the check number (for pre-printed checks).

» Print Company/Fund Name and Address - Select Yes to print the company/fund name and address on the
check form or select No to print the check without the company/fund name and address (for pre-printed
checks).

» Number of Copies - Select the number of copies to print when you select to print checks and overflow
statements. This setting will determine the number of copies that print for checks and overflow statements.

Enter a Vendor Invoice

Vendor Invoices (A/P) increase an Accounts Payable or Credit Card Liability account for purchases of goods or
services paid at a later date. Creating a vendor invoice (A/P) transaction records the expense even though no cash
has left the business at the time you enter the vendor invoices (A/P) transaction. The expense will display on an
Income Statement report or other accrual report, but will not affect a cash report such as the Cash Flow report. When
the vendor invoice is paid, the accounts payable and 