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Accounts Payable Menu: 
 

 
 
 

The Suburban Software Accounts Payable System is an online real time system 
designed for efficiency, flexibility and ease of operation while maintaining proper 
controls over payables. It interfaces with the Suburban Software General Ledger, 
Inventory, and Vehicle Maintenance Packages. It is designed primarily for the 
independent LP Gas dealer, accounting for both dollars and gallons. The system also 
functions perfectly well for any non-gas business. The system is designed for multi- 
company files on the same computer. The SSS Accounts Payable system is driven by 
four menus: Accounts Payable Menu, A/P Management Reports Menu, A/P End of 
Period Menu, and A/P Utility Menu. Most operations will be controlled through the 
main A/P menu.  The options are listed in order of normal sequence of events. 
However, you may choose to do them in whatever order you desire. 

 
 

Note: If you receive your computer system from Suburban Software System, 
the A/P Menu will already be loaded onto you computers. 
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Getting Started: 
 
 

The following steps are what needs to be done to get started with your A/P program: 
 

1. Determine a Starting 
Date: 

Decide on the accounting period (month) that you want 
to begin using the A/P System. 

2. Build General Ledger 
Chart of Accounts 

If not already built, transfer to the General Ledger 
System and construct your G/L Chart of Accounts. The 
“G/L” must also be “open” for the accounting period 
selected as the starting date 

3. Load Initial Vendor 
File: 

To begin using the A/P Library one should first load their 
A/P Vendor file. Refer to A/P Main Menu Item#1 for 
detailed instructions. 

4. Load Initial Invoices: There are two sets of invoices that should be loaded 
initially: 

 
Last month’s invoices: Enter those invoices for items 
received and expensed in the prior month(s) and that 
had not yet been paid as of the selected starting date. 
Expense these invoices to the prior month to G/L 
account # 201 (Accounts Payable). Invoices belong in 
this category even though they may have since been 
paid. Mark those already paid by entering the check 
number by which they were paid in the check number 
field. 

 
Current month’s Invoices: Enter those invoices which 
are items received during the current month. If they 
have already been paid, enter the check number in the 
check number field by which they were paid. Expense 
these invoices to the appropriate General Ledger 
account number. Do not expense them to account 
number #201 

5 Print and Post Initial 
Expenses: 

Print two Expense Journals (A/P Menu): One for the 
Prior month Expenses to G/L Account 201, and one for 
the starting month expensed to appropriate G/L 
Accounts. When expenses are “posted”, both the G/L 
will be updated. The prior month should reflect both a 
debit and credit to G/L account #201; therefore no 
change to GL accounts that had been expensed by a 
prior system. 
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6. Print Check Register When ready to pay the invoices that have been entered, 
print a Check Register. It will also show those checks 
that had been marked as prepaid. 

7. Print Checks: When checks are printed, the G/L will post the debit to 
A/P and a credit to the bank account. 
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Enter/ Update Vendor Master File: 
 
 

 
 

This option is used to setup new vendors and modify the data base information of 
existing vendors. This file maintenance must be performed to add a new vendor prior to 
entering a payable invoice for the vendor. This option is also used to delete inactive 
vendor accounts. 

 
 

Search Enter the vendor account number from the list of available account 
numbers for a new vendor - or - you may enter up to the first 5 letters 
of the vendor name to access existing vendor accounts. 

Note: New Vendor accounts must first be entered by Vendor Number. 
 

If you choose to enter the vendor name you may enter the first letter of the vendor name 
and drop down list will appear. 

 
 

Choose which vendor you need and click {Continue}. 
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Screen Two: 
 

 
 
 
This screen allows you to enter information about the vendor. 
 
 

Note: If the vendor is already in the system this screen will show your purchases, 
balances, etc. It will also allow you to edit the information shown on the screen.
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Screen Two Fields: 
 
 

Name: Enter Vendor Names in the way you want them to appear on 
checks and reports. Searches can be done on the first 5 
characters of the name field. 

Second Name: Only enter as required. Can be used to extend the name or to 
add additional address line. 

Address: Enter the address associated with this vendor. 

City/St/Zip: Self- explanatory 
Area Code/ 
Phone: 

Self- explanatory 

Tax ID Number: Enter the Tax ID Number associated with this vendor 

Print 1099: Required by the IRS for contract labor with purchase in excess 
of $600. 

 
Y {YES} or N {NO} 

Standing 
Discount: 

Enter a standard discount taken as a 10th of a percent on 
invoices from this vendor. The decimal is assumed, do not key 
in the decimal. 

 
For example: 1.5% discount would be entered as 15. 

Default G/L #: If purchases from a vendor are always posted to the same G/L 
account number(s), then “Default G/L #(s)” may be assigned to 
the vendor account. Up to 3 G/L Account Numbers can be 
entered. The Default G/L #’s will all appear when entering 
invoices from this vendor using A/P Invoice Entry. 
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Accounts Payable Invoice Entry: 
 
These screens allows the user is to enter both sides of accounts payable double entry 
transactions: the Cash Disbursement, and the Expense to the proper General Ledger 
account. It is used to update or delete payable invoices that have been entered but not yet 
posted to the general ledger. It's also used to void previously written checks that require 
voiding. 
 
Note: May use up to 4 screens, plus the automatic Inventory screen when needed. 
 
Screen 1: Enter the accounting period for which the transactions will be expensed. 
Screen 2. Selects the Vendor by name or number. 
Screen 3. Enters the Cash Disbursement side of the transactions. 
Screen 4. Enters the Inventory line items if the invoice is and inventory item, otherwise 
this screen will not appear. 

Note: Screen 3 must balance with the expense side before you can save the  
transaction. 
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Screen One: 
 

 
 
 

Enter the Company ID Code and the month and year to which Payable General Ledger 
file. If the G/L files for the Company ID, month and year entered are not found, an error 
message is issued and the screen is redisplayed. 

 

Note: It is important to always enter the proper month and year for which the 
invoice is to be expensed. 
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Screen Two: 
 

 
 
 
Enter the Vendor Number or up to the first 5 letters of the Vendor Name as it appears 
in the vendor file. All the vendors with those letters will display. Select the proper one by 
entering the sequence number that appears to the left of the vendors account number. 
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Screen Three: 
 

 
 
This screen is used to enter the Cash Disbursement side of each payable invoice. 
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Screen Three Fields: 
 
 

Invoice Status: Normally "A" (Active). Enter "D" to delete the invoice. If you 
enter a "D", the entire transaction will be deleted, unless the 
expense side of the transaction has already been posted to the 
G/L. If the expense side has been posted, an error message will 
appear. If the invoice has been paid, the system automatically 
changes the "Status" field to “P” indicating the transaction has 
already been paid and posted. 

Purchase Order 
Number: 

Optional Entry. 

Invoice Date: 
(Optional) 

Enter the date of the invoice in (MM DD YYYY) format. It must 
be earlier than or equal to the "pay date". 

Vendor's Invoice 
Number: 

Enter the vendor's invoice number or up to an 11 character 
description of what is being paid may be entered. 

Pay Date: Enter the date the transaction is to be paid in (MM/DD/YYYY) 
Format. The "Pay Date" controls when the check will be 
released for printing. 

Notes: A “Pay Date” error will occur if: 
 

1. The month is greater than 12 
2. The day is greater than 31 
3. The invoice date is greater than the "Pay By" date 
4. A check number is entered without the check date 

Invoice Amount: Enter the gross amount of the invoice to be paid, prior to taking 
discounts. 

Discount Amount: If a discount percent is given in lieu of a discount amount you 
may (optionally) enter the percent instead of the discount 
amount and the system will compute the amount. Default 
discount percent’s may be entered on the vendor’s master 
account. Discount percent are entered as a 10th of a percent. 
(For example a discount of 1.5% is entered as 1.5 ) 

Fuel Purchased: Enter the invoiced units in whole units. This entry should be 
made only when fuel is being purchased. 
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Check Number: Enter the check number for any Pre-Printed checks. By entering 
a check number the invoice will be recorded on the check 
register but a check will not be printed by the system. If the 
check number is not in sequence then a warning error message 
will be issued. But if the check number entered is correct, then 
"CLICK” on “CONTINUE to enter the voucher. Check numbers 
that are duplicates of an active or outstanding check will cause 
an error message to be displayed when the check register is 
printed. 

Memo. Enter optional comments and notes about what was being 
purchased, for what purpose, etc... 

 

 

 
  

The bottom section was previously a separate screen: 
 
 

 
 
It is used to enter the Expense side of the A/P transaction. Enter the General Ledger 
account number and the amount that the payable is to be expensed to. It has a double 
entry feature; that is, the system will not accept the data until you “CLICK on CONTINUE” 
or you press the “ENTER” key on your keyboard. 
 
Note: 
1.  This screen must be balanced in order for the transactions to be accepted by the 
program. 
 
2.   If the invoice entered is to be purchase fuel, then the fuel must be also be expensed to 
the proper G/L account.
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Screen Five Inventory Transactions: 
 

 
 
 
If the invoice being paid contains inventory line items, then enter the total inventory dollars 
and gallon amounts to a special general ledger account number (500). Transactions 
posted to account number 500 will cause an additional screen (Inventory Screen) to 
appear. Use the Inventory Screen to complete the detailed inventory by inventory model 
and/or part number. 
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Accounts Payable Entry Notes: 
 
 

Accepting 
Transactions: 

The A/P transaction will be accepted by the computer when the 
Invoice information is completed on the entry Screen and the 
expense has been assigned a correct General Ledger number 
on the expense screen. The user then “CLICKS” on the 
“CONTINUE BOX” to complete the transaction. This applies to 
both entering new and updating old transactions. 

Enter - or - 
Update: 

To transfer from the "Enter" mode to the "Update" mode, click 
on the ENTER/UPDATE Box. In the "Update" mode the 
operator will receive a screen which requests the Accounts 
Payable Index Number (RRN-(Relative Record Number) of the 
transaction to be updated. The RRN can be found on most of 
the A/P printouts such as the Open Accounts Payable Listing, 
or view the vendor account for the information 

Invalid Vendor 
Number: 

In the Update mode you will not be able to change the vendor 
number. Therefore, if the vendor number is wrong, delete the 
invoice by entering a "D" in the Status field and entering a new 
invoice for the proper vendor. If the check has already been 
printed the credit and debit to the proper vendor. 

Accepting 
Warning Errors: 

If a credit is entered or if the discount exceeds the invoice 
amount a warning error will be issued. If the amount entered is 
correct, “CLICK on the CONTINUE Box”. 

Partial Payments: If an invoice is to be paid over a period of time then set up each 
payment separately in accounts payable. All information 
entered would be the same except for the payment date and 
the amount of each payment. 

Default G/L #’s: If default G/L Account Number(s) were assigned in the vendor 
master file, they will appear on the A/P Entry Expense Screen. 
If they are not the proper account for the transaction, simply 
replace them with the appropriate G/L#. 

Inventory 
Transactions: 

If the invoice being paid contains inventory line items then enter 
the total inventory dollars and gallon amounts to a special 
general ledger account number (500). Transactions posted to 
account number 500 will cause an additional Inventory screen 
to appear. Use the Inventory Screen to complete the detailed 
inventory by inventory model and/or part number. 
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Accounts Payable input printout upon exiting data entry: 
 
 

 
 
 

Note: This report will printout every time you exit data entry. 
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Open Accounts Payable Listing (Optional): 
 

 
 
 
Open Accounts Payable listing may be printed by either listing "CURRENT" open invoices 
(invoices not yet paid), or by listing invoices open as of the "EOM: (End of the Month). 
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Screen Fields: 
 
 

Current Invoices: This program searches the A/P file for payable invoices that 
have not been paid, and prints them in "Pay Date" sequence. It 
totals the payables by vendor, and date. It also shows the sub- 
total of payables through each date. 

 
The listing provides management with an important tool in 
controlling cash flow. It also may be used to check which 
payable dates may need adjusting prior to printing a Check 
Register. To make an adjustment use the "update" function. The 
record is recalled by entering the A/P Index (API) number found 
on the print out. 

EOM Invoices: This procedure will produce a listing of Payable Invoices that 
were open (unpaid) as of the month and year specified. The 
invoices will print in vendor number sequence. This report is 
useful for verifying Accounts Payable totals for the end of an 
accounting period. 

Age Accounts: Enter Y {YES} or N {NO} 
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Cash Disbursement Register: 
 

 
 
 

Check Printing requires the use of 2 procedures! 
 

1. Choose to print a Cash Disbursement Register from the A/P Menu 

2. Choose to Print Checks and Post CD’s to General Ledger. The two 
procedures are linked together so that the “Check Register”, which should be 
retained for record keeping purposes, will properly reflect the actual check. 

Note: Restrictions are imposed on the operator to insure that the Check Register 
Print-out and checks are exactly the same: 

 
1. When printing the Check Register and printing Checks, the system verifies 
that the “Pay Date" entered is the same for both programs. 

 
2. If you enter or update the Accounts Payable file after printing the Check 
Register, but before printing Checks, the system will require that the Check 
Register be re-printed prior to printing Checks. 
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To print the Check/ Cash Disbursement Register: 
 

You are presented a screen to enter the Latest "Pay Date", of the latest checks to be 
printed and the “Earliest pay date” to be included. The latest date is required and must 
agree with the month open for check writing, (if needed open the Supervisor on the A/P 
Utility Menu for the month and also view the last check number used). The Earliest date 
to be included is optional and should be used to exclude invoices not to be paid with an 
earlier pay date. 

When the screen is entered, the program first sorts the unpaid invoices into the 
following sequence: 

1. Checks that have been preprinted (the check number has already been assigned), 

2. Check pay date 

3. Check Vendor Number 
 
 
 

Note: 1. Invoices without pay dates will always appear on the next check 
register printed after the invoices without pay dates have been entered. 
They will be assigned the "Pay Date" entered on the first Check 
Register screen. Up to 13 invoices with the same "pay date" and same 
vendor number will be assigned to the same check. 

 
2. Invoices in excess of 10 to 13 (depending on form) will appear on 
subsequent checks. 

 
3. When printing the Check Register and printing Checks, the system 
verifies that the “Pay Date" entered is the same for both programs. 

 
4. If you enter or update the Accounts Payable file after printing the 
Check Register, but before printing Checks, the system will require that 
the Check Register be reprinted prior to printing Checks. 
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Example: 

Error Messages: 
 
 

Check Register 
Error Messages: 

1. The program checks that certain conditions have been met 
and, if not, issues corresponding Terminal and Warning error 
messages. 

 
2. Terminal errors means the system will not let you proceed until 
the detected error is corrected. 

 
3. Warning errors means the system has detected a possible 
error that the operator should verify as an error or not. Warning 
errors will allow "posting" without further operator action. 

Terminal and 
Warning 
Messages 
include: 

1. The "Pay Date" must correspond with the month open for 
check writing. If this message appears the operator should check 
that the proper date was entered, or check that the procedure to 
move check writing to the next month was executed. The 
operator can display the Supervisor record to verify the "month 
open for check writing" by clicking on the Utility Menu. 

 
2. The "Pay Date" for the Check Register must correspond with 
the check date entered when printing checks. 

 
3. The General Ledger file, for the month that checks are being 
written for, must be available for posting the cash disbursements. 

 
4. The expense accounts used must be open in the G/L file. 

 
5. No duplicate check numbers are permitted. Duplicate numbers 
could occur if: 

a. two preprinted checks appeared on the register with 
the same number 

b. a preprinted check had the same number as a check 
in the reconciliation file that has not yet been cleared. 
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 Print Checks and Post C/D’s to General Ledger: 
 

 
 
 
This procedure is similar to Print Check Register Procedure in that the same source files 
and error conditions are tested for. It differs in that: 
 

1. The Check Register Print Procedure has to be run prior to printing checks. 
2. The actual check is printed. 
3. The cash disbursement is posted to the GL, i.e. a credit to Cash Account Number 

and a debit to the Accounts Payable Number specified in the A/P Supervisor. 
4. The individual Accounts Payable record is marked as having been printed and 

posted as a cash disbursement. 
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We have added two new buttons to the Check Register Form. 
 

• The Deselect Button will deselect all payments shown, except for the yellow prepays 
and ACH transfers. 

• The Change to Today’s date will do just that to all non-deselected records except 
yellows. 

• You can reverse the Select/ Deselect status of any transactions by double clicking 
on it. 

• If you click on the Pay Date field of any transactions, you can manually change the 
date to whatever you prefer. 

 
Notes: 

• When you run the check register you can ask for all checks due through the date 
you to pay 

• Once the transactions are on the screen, you can use the Deselect/ Select and 
“Change to Today’s Date” 

• If necessary go back and change any Pay Date you need to another date 
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Post A/P Expenses To The General Ledger: 
 

 
 
 
This procedure prints the A/P Expense Journal and gives the operator the option to post 
the expenses to the General Ledger. The A/P Journal lists all the A/P invoice entered for 
the month that are to be posted to the General Ledger. The invoices are sorted and totaled 
by General Ledger account number. 
 
 
Notes: 

1. This procedure is normally run at the end of the month, after all expenses have been 
setup in the A/P file. However, you may run it more often if you want A/P expenses 
posted to the G/L more than once a month. 

2. This option can be run without updating the G?L by reviewing the expenses by 
“View” or “Printing” then post after you approve the list of expenses. 

3. This A/P journal should be retained and filed for future reference. In addition to 
printing the A/P Expense Journal, the operator is prompted to post or cancel. If the 
“Post” option is taken then this procedure update the G/L month in which the A.P 
transactions were expensed. 
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Message Box: 
 
 
This message will appear when you click continue on the first screen. 

 

 
 
Journal Example: 
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Voiding Checks In A/P: 
 
 

 You may void an invoice in the AP system one of several ways depending on 
whether it’s been paid or posted. 

 
 An invoice is posted in two separate steps: 

• The cash-side (first screen in invoice entry) is posted when the check is 
paid (ie. printed). This affects the AP account and the BANK account. 

• The expense-side (second screen in invoice entry) is posted when the 
option to “Print and Post AP Expenses” is run. This affects the AP account 
and the EXPENSE account 

 
 2 Questions to ask before you continue: 

• Has a check been printed for the invoice you wish to delete? 
• Have you run the “Print and Post” option since entering the invoice 

you want to delete? 
 

 If you answered no to both questions, then you may delete an invoice by 
1. Pulling the invoice back up on the screen 
2. Change the status to “D” on the first screen. 

 
 You may also reverse an invoice by: 

1. Entering a new invoice 
2. Enter the same information such as pay date, invoice number, date, 

vendor, check number, etc. that was on the original invoice 
3. Making the quantity and dollar amount negative. 

 
 When you void an invoice that has been posted, it will show on the subsequent 

check register with “void” beside it. If you get a “duplicate check number” error on 
the check register, you have probably miss-keyed something that was entered on 
the reversing invoice. Remember that all the data on the reversing invoice must 
be the same as the original invoice except for the quantity and dollar amount 
which must be the same, but negative. 

 
 When this screen is completed the General Ledger screen will prompt the user 

for a General Ledger entry. The amounts will be entered as a reversal from the 
previous entry. 

 
 If this is an inventory item, this also will be entered at a negative amount to take it 

back out of inventory. 
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Example: 
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Vendor Inquiry: 
 

 
 
 
This procedure allows you to display all the activity that has occurred on a vendor. Invoices 
that have been paid and posted will display "Paid" after the invoice date. Invoices that have 
not been paid will display an "OPEN" flag. 

Select the Vendor to be displayed in the same way the Master File is accessed: 

a. Entering the vendor account number –or- 

b. Entering up to the first five characters of the vender name. 
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Screen Two: 
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A/P Management Reports Menu: 
 

 
 

Allows the operator to print various A/P reports. 
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Vendor Year to Date Total Report: 
 

 
 
 
 

Allows the operator to print a listing of all the vendors in the file along with their AP 
balances as of the latest entry, and their Fiscal and Calendar YTD Purchases, Discounts, 
and Gallons. You will be prompted for your company ID, the FORMS# to print the listing 
on and the printer ID of the printer to use.
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Example: 
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Accounts Payable Expense Report Generator Menu: 
 

 
 
 
Allows the operator to reprint a designated portion of the A/P Expense Journal(s) 
requested by the specific parameters entered on the Report Generator selection menu 
 
Note: Beginning dates and Ending dates are required. 
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Example: 
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Check Register Report Generator: 
 

 
 
 
Allows the operator to reprint a designated portion of the Check Register(s) as requested 
by specific parameters entered on the Report Generator selection menu. 
 
Note: Beginning dates and Ending dates are required. 
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Example: 
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Check Reconciliation Generator: 
 

 
 
 
Allows the operator to generate a report of all reconciled checks 
 
Notes: 
1. Must specify what type of report you want printed 

• All 
• Returned 
• Outstanding 
• Voided 

2. Must include Beginning and Ending dates. 
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Returned Check Report Example: 
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Outstanding Check Report Example: 
 
 



 

Vendor Edit Listing: 
 

 
 
 
Allows the operator to print a list of all vendors. 
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Vendor List Example: 
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Vendor Labels: 
 

 
 
 
 
 
 

Purpose: Allows the operator to print labels for vendors. 
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Label Example: 
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A/P End of Period Menu: 
 

 
 
Allows the user to run a series of month/ year end options. 
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Open New Month and Print Summary: 
 

 
 
 
 

Notes: 1. Run this procedure to open a new month for check writing. It should 
not be run until all checks to be printed in the current month are printed. 

 
2. Month must agree with the G/L month that is open for check writing. 

 
3. The procedure also prints all the Check Registers for the month 
being closed. 
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Check Reconciliation: 
 

 
 

Check reconciliation is run using three steps. 
 
 

1. List Outstanding Checks: 
 

 
 
 
This procedure is used when reconciling bank statements. When run, it will list all checks 
that you have paid but have not been recorded in the system as received back from the 
bank. Beside each outstanding check the program will list the running check balance. 
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Example: 
 

 



49  

2. Clear the Returned Checks: 
 

 
 
 
When you receive your bank statement, and after printing a list of outstanding checks, use 
this procedure to record those checks back from the bank. 
 
Note: After clicking on the outstanding list to change the box to read CLEAR- YOU MUST 
CLICK ON CONTINUE. As you are clearing checks you can click the continue box as often 
as you want. 
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Example: 
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3. Remaining Outstanding Checks: 
 

 
 
After your checks have been reconciled, run this procedure to print a list of the checks that 
are still unreconciled. 
 
Note: Use this list to reconcile your bank statement. 
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Example: 
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Year End Procedures: 
 

 
 
This menu allows the user to complete procedures needed to end the year. 
 

 Print 1099’s for Contract Vendors: 
 

 
 
This option may be used to print 1099 forms for qualifying vendors. 
 
Note: Qualifying vendors are those who you have flagged their vendor master file to print 
1099’s and who you have paid at least $600 to in the current calendar year. 
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Example: 
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Reset the Vendor File YTD Totals: 
 

 
 
Allows the user to reset the A/P Fiscal and or Calendar YTD totals (to zero) in the A/P 
vendor file. It should be run after you have posted all of you’re a/P transactions for the 
respective year. (Fiscal of Calendar) This can be run to clear both the fiscal and calendar 
YTD totals at the same time if the fiscal year end for your company is in December. 
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Remove Paid and Posted Transactions: 
 

 
 
This procedure will remove invoices that have been paid and posted to the General Ledger 
prior to a specified date. This procedure should be used to keep the A/P files from 
becoming unmanageably large. It may be run at any time during the year. Most companies 
would choose to run it once a year after the fiscal year close. 
 
Note: 
 
Enter which “Year to Date” totals you want to reset (MM/YYYY) 
 
***Please Call Suburban before doing this*** 
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Remove Paid and Cleared Checks: 
 

 
 
Allows the user to permanently delete checks out of the check file that have been paid and 
cleared. 
 
 
 
 



58  

A/P Utility Menu: 
 

 
 
 
Allows the user to perform those options which are not normally performed during the 
month. 
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Accounts Payable Supervisor: 

 
 

 
 
 
This allows the user to establish the initial data when settling up a new company on the 
A/P system. It can also be used to check on where the system is at any particular time. 
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Screen Two Fields: 
 
 

Enter the Company Name, Address, Federal Tax Id, and State Tax Id. 
 

A/P Record 
Number: 

Each entry takes up two or more records in the A/P file for each 
transaction, depending on the number of accounts the 
transaction is expensed to. This number indicates how many 
records are presently being used by the system 

United States/ 
International 

US Companies enter "U". All others enter "I". 

A/P Journal 
Number: 

Each time you update the General Ledger with A/P expenses, 
an A/P Expense Journal is printed, and this number is 
sequenced by one. 

Check Register # 
Last Printed: 

Each time checks are printed, a check register is printed first. 
This number indicates the last check register that has both 
printed and been posted to the G/L. 

Check # Last 
Used: 

Indicates the latest check number the system has used. It may 
be reset when you desire. 

Check Month 
Open for 
Printing: 

This is the A/P month that all checks must be dated in order to 
print. 

 
Oldest 
Accounting 
Period with A 

 
This field indicates the date of the oldest transactions still remaining in 
the A/P file. It is recommended that the A/P file be cleared annually 
after the Accountant completes his Fiscal Year Audit. 

Ending 
Year/Month of 
Current 
Fiscal Year: 

All transactions entered with this date or earlier will be added to 
Fiscal YTD Totals on vendor accounts. 

Current Calendar 
Year: 

All transactions entered in the calendar year specified will 
appear on the Vendor’s Calendar Year-to-Date Totals. 

Accounts 
Payable G/L 
Account #: 

This is the G/L account number the system will: 
 

1. post cash disbursement credits to when printing checks 
 

2. Debit expenses to when the A/P Expense journal is printed. 
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Cash 
Disbursement 
G/L Account #: 

Disbursement credit will be posted to when checks are printed. 

Discounts Taken 
G/L Account 
Number: 

This is the G/L account number that any discounts taken will be 
posted to. 

Truck Expenses 
G/L Account 
Number: 

The expense number most commonly used in A/P to post truck 
repairs and maintenance. 

Truck Asset G/L 
Account Number: 

The expense number used to purchase trucks/ vehicles as 
capital assets. 

 
Value Added Tax 
G/L Account 
Number: 

 
This option is only used for Canadian customers 
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Open A/P Files for New Company: 
 
Allows the user to open Accounts Payable files for a new company. 
 
Note: This procedure will be setup by Suburban Software 
 

Reproduce A/P Entry Report: 
 

 
 
Allows the user to reprint a past list of items entered based on expense state. 
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Recover Latest A/P Checks: 
 
Allows the user to reprint the last set of checks if a printer or other error occurs during the 
initial printing. It does this by copying back the “last printed checks” spool file and adding it 
back to the spool entries. 
 

A/P Expense Report Generator: 
 

 
 

Allows the user to reprint the last set of check if the printer errs or other catastrophic event 
occurs during the initial printing. It does this by copying back the last “printed checks” spool 
file and adding it back to the spool entries. 
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Available Vendor Number List: 
 

 
 
 
 

This procedure lists a chart of usable account numbers that are available or are presently 
being occupied by A/P Vendors. The vendor number us a modulus 10 self-check digit, 
which means that only those special numbers can be used.
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Example: 
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Special Situations: 
 
The following section is intended to provide instruction on handling special types of 
accounts payable transactions. Please be aware Suburban Software Systems only makes 
recommendations regarding accounting procedures. Any specific accounting methods 
should be discussed with an accountant. 
 
 
 

Applying Freight to Inventory Items: 
 
 

Accounting procedures permit freight to be expensed directly to a freight expense 
account -or- freight may be added to an inventory item's value and not expensed until 
the inventory item is sold.  If your company uses the latter method and the gas 
supplier's original invoice includes freight, refer to the section on accounts payable entry 
for inventoried items. Otherwise, if your company uses the latter method and the 
supplier's original invoice does not include freight, the following procedure is 
recommended. 

 
 

1. Enter the inventory item invoice through Accounts Payable. 

a. On the first A/P (Invoice Entry) screen, enter the invoice amount as 
received from the supplier (ie. no freight included).  This will credit AP 
(201) and debit the expense accounts entered on screen two when the 
"print and post expenses" option is run from the Accounts Payable menu. 

b. Estimate the freight charge (if not known). 

c. On screen two of A/P (the expense account distribution screen) two 
entries will need to be made. 

1. Enter the amount of the original invoice plus the freight charge 
estimate to the 500 account. This will make the invoice "out of 
balance" with the invoice amount. 

2. Enter a credit (-) for the estimated freight charge amount to a 
"Freight Allowance" general ledger account. This entry brings the 
invoice back into balance and leaves a credit on the "freight 
allowance" account. 

You have now increased the inventory item value by the amount of the 
purchase including freight, and credited the freight allowance account for 
the estimated amount of the freight. 
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2. When the freight bill is received. 

a. On the first A/P (Invoice) screen, enter the invoice freight amount as 
received. 

b. On the second (G/L Distribution) screen, apply the freight charge to the 
"Freight Allowance" account. 

The above entries will credit the AP account and debit the freight allowance 
account for the amount of the freight. 

This two-step process allows you to apply an estimated (or actual - if known) freight 
amount to inventory. Any difference between the actual and estimated freight will 
remain as a balance on the freight allowance general ledger account. After all entries 
have been made, the freight allowance general ledger account will carry a 0 balance if 
actual freight amounts equal estimated freight amounts. If actual freight exceeds the 
estimated freight, the freight allowance account will carry a debit (+) balance and if 
actual freight is less than estimated, the account will carry a credit (-) balance. 
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