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TIP

Throughout our booklets we use the symbol “=" which means “go to”. So, if we say click on Setup=Business
Information, that means to first click on Setup and second click on Business Information.



ENABLING ACCOUNTS PAYABLE

Activating the Accounts Payable Module in an Existing PcMars Set of Books:

1. Go to “Setup”

2. Select “Business Information”

3. Select the “Enable” button next to “Accounts Payable”.

4. The Add New Feature box will appear where you will need to check the “I agree to the terms”
box. Then click on Enable and Convert.

5. A message saying Accounts Payable convert complete will appear.

6. Once the Accounts Payable module is enabled, a checkmark will appear next to the Accounts

Payable option.

See screen shots below:

- (=)= ][ =]

Fiscal Year 2021 Michigan Codes (Cash) (Unpaid) “

Business Name Accounts Payable
Starting Month/Year
of Fiscal Year Janj2021 | UseProftCenters T

Ending Month/Year oP «
of Fiscal Year Dec/2021 ~

Default Enterprise PcMarsPlusdata [ | Enable

Sealed graintreated as Advanced Payroll [ | Enable
" Income * Loan | Accounts Payable [

Accounts Receivable ™ | Enable |

Description and/or comments

You have 50 free entries before payment s required.

General Contactinfo Additional Adwvanced

 OK X Cancel B Close 2  Help

Add new feature *

This will enable Accounts Payable function and convertthe data to be compatible with
the features of Accounts Payable.

Mote: Afterthe data is converted, it CANNOT be changed back.

Price
$40.00 (Sales tax may be applied)

Y ouwill be required to pay for Accounts Payable function when you pay for the Set of
Books.

Click the following box if you agree to the terms, and then select Enable and convert

| # Enable and convert |




@ Business Information (== =]

Fiscal Year 2021 Michigan Codes (Cash) (Unpaid) ~

Business Name Accounts Payable

Starting Month/Y ear
of Fiscal Year Jan/2021 - UseProfitCenters [

F OF ~
Ending Manth/Year Dec/2021

of Fiscal Year

Default Enterprise PcMarsPlusdata [ | Enable

Sealed grain treated as Advanced Payroll [~ | Enable

CIncome @ Loan I Accounts Payable [ I

Use Invoice Numbers[™

Accounts Receivable [ | Enable
Description and/or comments

iz (e Ei U R el [edieinm e e e e feee

General Contactinfo Additional Advanced

« OK X Cancel B Close ?  Help
PcMars b4
o Accounts Payable convert complete

Enabling the Accounts Payable when Starting a New Set of Books from Scratch:

To enable the Accounts Payable Module, simply “check” the “Enable Accounts Payable
function” feature when you create your new set of books. See screen shot below:

Select Type of Pc Mars Set of Books
Price
+ Pc Mars Cash Setof Books $75.00
" Pc Mars Accrual Setof Books $75.00
Select additional enhancement to
PcMars Set of Books Price
[ Implement Pc Mars Plus features $50.00
[ Implement Advanced Payroll features $30.00
v Enable Accounts Payable function: $40.00 I
[ Enable Accounts Receivable function $40.00
Total with enhancements $115.00

Note: Once the Accounts Payable is enabled for a set of books, this option
will carry over to the next year. Users can uncheck or disable any modules
prior to carrying over.




Once Accounts Payable has been enabled, when you go to the “Open/view Set of Books” screen,
you will see there is now a letter listed in the column for Accounts Payable (Acc Pay) as shown

below. The letter U means that book and enhancements are Unpaid. The letter P means that the
book and enhancements have been paid. The letter C means that book and enhancements have

been converted.

&
Data Date C/A Pc Plus .;gv ‘;g; ‘éii DescriptionfComments

Set of Books ~ Year Business Name Version Modified Mars
305 7/28/21 Cash | U

PAYABLE 2021 Accounts Payable

You will also see, as shown below, that when you have opened up a book that has been enabled
with the Accounts Payable Module, that above the Icon bar there will now be an A/P to choose

from.

#8 PcMars [Tracy] - opened to < PAYABLE 2021 (Cash) =
Reports  Inventory Cash Flow

Utility Window  Help

E T B 2@ E

File Edit Options Setup Transactions

el Y BEEBEE® vy BEYEEEER
If you have books that have not been enabled to use Accounts Payable, you will not have that
A/P option and will not be able to use the A/P functions.

All functions having to do with the Accounts Payable Module are included under the A/P in the

bar at the top.

Bus
Type
M

Ll



Enter New Accounts Payable

To start entering your Accounts Payable, you will need to go to A/P = Enter New Accounts

Payable. The following screen will appear:

9 Accounts Payable

Accounts Payafgn D)  inoice (2
Date / Total Amou

Payto the - .
Orderof  |Ag Service v| [72821 ] s250000] 13
i TIP: This entry wil
Ag Service NOT be included in
Address

any tax or cash
reports urtil it is paid

o
AJP Number lHue Date [8/28/21 5

Memo | V| * Adding @
|Code |Entprise| Amount | Description | Units | Weight |
4m GEN $2,000.00
#l205  |GEN 550000 SERREG_G_— -
Amount Left $0.00

=N ol ==

' Save F10

X Cancel

Prior

Setup item

>

Blank row

Insert row

B Close

The “Pay to the Order of” will use the exact same vendor list that has already been set up in your
PcMars program, or you can use the “Setup item” button on the right to set up new vendors.

1. Enter the name of the vendor.

2. Enter the invoice date.

3. Enter the total amount of the invoice.
4. Enter the A/P Number.

5. Enter the due date of the invoice.

The invoice can be populated exactly the same in the Description area just as when entering a

check.

Be sure and click the Save button after entering each invoice to save and continue.

Accounts Payable (.7

Invoice
Date

p i Total Amount
ay to the
Order of |Ag Service v| |?,f23,'2‘| \,‘ | $2500.00 %
i TIP: This entry will
Ag Service NOT be included in
Address

any tax or cash
reports until it is paid

2

AP Number Due Date
«| * Adding %

Memo |

‘Code |Entpr|se‘ Amount | Description | Units | Weight |
40 GEN $2,000.00
*|405 GEN $500.00 ~
Amount Left $0.00

== | =
_./SaveFﬁ‘

X Cancel

Prior

Setup item

Blank row
Insert row

H Close

o

Click the
Save button
after
entering
each
invoice to
save and
continue



By clicking on the “?” right of the vendor address or pressing the F1 key on your computer will
pull up a page with instructions and help.

IMPORTANT NOTE: Accounts Payable data WILL NOT be included in any cash or tax report
until it is paid. The only exception to this is that you can include accounts payable in loan
reports. In addition, accounts payable balances will flow into the net worth and any accounts
payable that include loans will also flow into the net worth. Accounts Payable data WILL NOT
be included in the Year End Detail or Tax preparation report and will not affect taxes.

Paying Accounts Payable

When you are ready to pay your invoices that you have entered into Accounts Payable, you will
again go to the A/P tab and choose “Pay existing Accounts Payable”.

File Edit Options Setup Transactions Reports Inventory CashFlow  A/P  Utility Window Help
S Y BB Ee v EYEY EREEER A/P Setup Options

Enter new Accounts Payable

\:\%

Browse Accounts Payable

& I

Pay Existing Accounts Payable

Unpaid Accounts Payable Report

Once Pay Existing Accounts Payable is selected, the following window will appear.

@ PayEyGAccounts Payable (Top Level Info) *
Select Bank ount or Credit Account to make payment from
® Bank Account Business Account Balance $35,567.00
(O Creditor ~

e

Select date these transactions are being paid 7i28/21 e
The next check number for the selected accountis |1000] 0

|,/ F10 - Continue, selectpayments"—o X Cancel

1. Select which bank account or loan vendor you wish to make the payments from.
2. Select the date that the transactions are being paid.

3. Select the next check number for the selected account.

4. Click Continue, select payments or hit the F10 key.

After clicking on “Continue, select payments” the following screen will appear that will list all of
your unpaid invoices that have been previously entered.



o || = || 22
Prior | Inveice A/P Due .
Select [Order |Number|Vender Year | Date ‘Amou't Memo ‘” I Date Combine
r Bavin, Glen [ |2/28/21 $500.00 2 3/28/21 N
r John Deere [ |6/20/21 $5.000.00 4 5/28/21 "
el | Smith, John I |5/28/21 $3.500.00 3 6/28/21 r
r Ag Service ™ |7/28/21 §2.500.00 1 8/28/21 -
v
0 selected 0.00 Total selected Business Account | Balance 35.567.00 Mext number: 1001
Viewby Due Date | | Fitter.. | ALL Dates Reset Edit hine P P Post P H Close
27 Pay Existing Accounts Payable EI@
Prior | Inwoice AP Due -
Select|Order |Number| Vendor Year | Date ‘hmu"l Mema |" I Date Combine
Bavin, Glen [ |2/28/1 $500.00 2 3/28/21 N
John Deere ™ |6/20¢21 $5,000.00 4 5/28/21 r
111001 |Smith, John [ |5/28/21 $3.500.00 3 6/28/21 "
Ag Service ™ |7/28/1 $2,500.00 1 8/28/21 I
]
1 selected 3,500.00 Total selected Business Account | Balance 3206700 Next number: 1001
View by |Due Date ~ | | Fiter.. | ALL Dates Reset Edit nbine Partial Pay i Close

Once you select invoices to pay, the Number column is filled in with the check or credit number
that you supplied previously that will be used for paying the transaction. The Order column will
also be filled in as well as a running total of dollars of the Accounts Payable that were selected.
Subsequent Accounts Payable selections will result in the Number and Order being changed
accordingly. TIP-if you unselect previously selected ones, the program will attempt to renumber
the selected ones as necessary. If for some reason they get out of order, you can re-order the
selections by clicking the right mouse button and picking the “Re-order Selections” menu item.

Once you select an invoice(s) to pay by putting a checkmark in the box, you will then click the

“Post Paid” button.

This will then bring up a Confirm warning to confirm that you are wanting to pay and post the
selected Accounts Payable into a check transaction. After confirming, the check or Credit
Transaction screen will come up with the information from the Accounts Payable that you
supplied. You can modify the check as you wish, but normally that will not be necessary.

Ll Checks/expense

Bank Account Business Account Balance %35 66700
Check Number (1001 I |Gleared
= o Date Total Amount
ay to the ; Bl
Orderof | Smith. John | 82021 | (350000 | 2
Smith, John L JSYERSER
Address
[ Batch Print
Memo - ** Adding &%
‘CodelEntpnse‘ Amount Description | Units | Weight |
ﬂ4DD GEN $3,500.00 0 0
Amount Left $0.00

(o] ==

0 SaveF10

X Cancel

=h

Reuse

Setup item

A

&h Print F9

Blank row
Insert row

v

B Close




The check can now be printed. If you have multiple ones selected, the check entry screen will
“cycle” through all of them selected. If you want to cancel the process part way through, click on
the right mouse button on the check entry screen and choose “Cancel the remaining of AP
Posting. The canceled Accounts Payable will not be posted.

Partial Pay: You can partially pay a selected Accounts Payable by selecting the Partial Pay
button back on the “Pay Existing Accounts Payable screen as shown below:

= | = || == |
Frior | Invoice A/P Due . -
Select|Order |Number|Vendor Year | Date ‘Amnu'l Memo ‘" I Date Combine
r Bavin, Glen ™ |2728/21 $500.00 2 3/28/21 r
A 1/1002  |John Deere " |6/20/21 $5.000.00 4 5/28/21 r
r Ag Service ™ |7728/21 $2.500.00 1 8/28/21 r
v
1 selected 5.000.00 Total selected Business Account | Balance 2706700 Next number: 1002
e —
View by |Due Date | | Fiter.. | ALL Dates Reset Edit Combine ‘I Post Paid H Close
S

PcMars

9 Enter the partial amount
" you want to pay on the selected accounts payable:
4 { John Deere, 5,000.00, #4) 2500.00)
o OK X Cancel

After choosing the invoice to partial pay, enter the partial pay amount in the next screen. As you
can see below, the program will split the Accounts Payable amount into two. The first
(highlighted and selected) Accounts Payable will have the partial pay amount. The second
Accounts Payable (unselected) will have the remainder after the partial amount was subtracted
from the original amount. To then pay the partial amount, just click “Post Paid” like described
above.

[ = | =]

Prior | Invoice AP Due ) You can see the partial

| | R ot Year | Date |“'“‘"“ fzm |Nunher Date Combine pay option has split the
r Bavin, Glen I~ l2/28/21 $500.00 2 3/28/21 r invoice so the entry that is

bW 1/1002 | John Deere I |&/20/21 $2,500.00| o 4 5,/28/21 r selected has the partial

r John Deere ™ |6/2021 $2.500.00| 4 4 5/28/21 r pay amount that was

r Ag Service - |7/282 s750000) 1 8/28/21 r entered and is the amount

: that will be paid. The

second entry that is not
selected has the
1 selected 2500.00 Total selected Business Account | Balance 29.567.00 Mext number: 1002 remainder after the partial

amount was subtracted
Viewby Due Date ~ | Fiter.. | ALL Dates Reset | | Edit Combine Partial Pay Post Paid B Close from the original amount.




Combine: You can also combine two or more Accounts Payable into one by selecting the
Accounts Payable you want to combine by clicking in the “Combine” column. Note that you can
only combine Accounts Payable with the same vendor. To aid in this the Accounts Payable with
vendors that are not the same as the first item you selected will be shown in gray and cannot be

selected.

) Pay Existing Accounts Payable

][O S

Number| Vendor

Priar
Year

h\mlce

NP

Due
Date

Combine

32821
Bavin, Glen $250.00 20421

~

0 selected 0.00 Total selected

Business Account Ealance

[Reset | | Edt | | Combine

v
29,567.00 Next number: 1 =
Post Paid

7 pay Existing Accounts Payable E E: X
Prior |Invoice A/P Due .
Select|Order |Number| Vendor Year | Date Amount Mema Numk Date Combine
M Bavin, Glen I |2/28/ $750.00
— John Deere I |&/20/21 $2.500.00 4 5/28/21 —
r Ag Service ™ |sr20/21 $550.00 [ 7/20/21 r
- Ag Service I |7r28/21 $2.500.00 1 82821 —
v
0 selected 0.00 Total selected Business Account | Balance 2956700 Next number: 1003

Combine

Partial Pay

Post Paid

0 pay Existing Accounts Payable . - -L.

Due

Select|Order [Mumber|Vendor \T,g;'r m‘“’ Amourt | Memo ”P" ; pue Combine |
[ 11003 |Bavin, Glen I |2/28/21 $750.00 2 3/28/21 r
7 2/1004 |John Deere I |6/20/21 5$2,500.00 4 5/28/21 r

EFH 31005 |Ag Service I |6/20/21 $550.00 3 720/21 C
r Ag Service I~ 72821 $2,500.00 1 8/28/21 r

~

=

@.m Total selected

@es& Account |Balance 25,767.00 >\Iext number: 1003
——=——

[Resat] [ Bt | | Conbine

Combine

I—Famal Pay |

| Post Paid | |_I Close |

Once you put a check in the
Combine column, all other
vendors with different names
will be grayed out and will
not be available to Combine.
When using the Combine
feature, you can only choose
vendors with the same name.

Once you have selected the
invoices you want to
combine, then click on the
Combine button at the
bottom.

After clicking on
Combine, you will now
see the invoices have

been combined into one

invoice, and you can go
ahead and select the
combined entry to pay.

When selecting invoices
to pay, you can see on
the bottom, the program
will keep a running total
of the number selected
and also a running total
of the amount that you
will be paying as well as a
remaining balance in
your bank account.

Reset: If you have made selections and want to start over, click the Reset button to reset it to

none selected.



Paying an invoice from a Creditor/ Loan Vendor

Entering and paying an invoice from a creditor is similar to any other vendor. Enter the invoice
the same as you do any other invoice. When paying the invoice from a credit vendor or loan
vendor, be sure and choose the creditor instead of the bank account as shown below:

&5 Pay Existing Accounts Payable (Top Level Infa) X

Select Bank Account or Credit Account to make payment from

When paying a () Bank Account 100
creditor, be ® Credior  [@NGEED | [Baknce 3000000
sure and select o
. Liability code  |222 «
the Creditor / -

option Select date these transactions are being paid 6/20/21 ~
The next number for the selected account is

|,/ F10 - Continue, select payments X Cancel

If your vendor does not show up in this drop down menu, you need to be sure you have enabled
that vendor for use in credit transactions in “Set Up = Vendor List” as shown here:

eI =2 [E=R T
Ag Service - & Bonowed (Lisbilty)
B, Glen Typs  Jlean O B

P £ Loan to employes [Assst)

Coop Elevator MNarme W
H | longreme [Famoeen

John Deere

MNaorman Butters Address 1
Address 2
Address 3

Taxpayer [D#
Phone () -
Email address ﬂ

Lighili
B e

Default

Enterprise 4 Flag for 1093 [
Default ’ﬁ
Description

Term Short Term

14417 begin ,7 (Enter this at the
year bala?u:a $30.000.00 shart of the pear]
Interest rate
Creditor

~| Use as default code W

m

¥ [Enabled for use in credit ransactions

clear balance

Liahility Acct Code must be entared so that loans
can be importad inta liability inentorny.

Overide Beginning Balance(s] [~

_ Delete | Addnew ;‘| o Save FT[I| X Cancel | B Close ‘ E

Once the Creditor/Loan Vendor invoice has been chosen to be paid, the credit transaction screen
will come up allowing you to then pay that invoice.



B8 Credit transaction EI@
Creditor Balance  30,000.00  Save F10
Liability code @ Expense O Income % Cancel
Credit - MNumber D [~ |Cleared
(Expense) = Reuse
Date Total Amount
g? et?o”fm |Farm Credit v| |7J"|J’2'| V| | $4.500.00 | & Recurring
Farm Credit I Paycheck
Address Priar
[~ Batch Print
) Setup item
Memo | v| = Addlng
|Code |Entprise| Amount Description | Units | Weight | ~ & Print F9
M2z [GEN $4,500.00 0 0
Blank row
Insert row
e E Close
Amount Left $0.00

If you are in the process of choosing invoices to pay and you realize you have selected the wrong
creditor and/or bank account, you can just right click while in the “Pay Existing Accounts

Payable” screen and choose “Change account (top level) data”.

2 Pay Existing Accounts Payable EI@
Prior | Invoice A/P Due ;
Select|Order | Number| Viendor Year | Date ‘.ﬂnﬂu’i Memo ‘" I ‘Dde Combine
r Bavin, Glen I~ |2/28/21 $750.00 2 3/28/21 r
r John Deere ™ |es20/21 $2.500.00 4 b/28/21 r
A 11 Fam Credit I |[71/21 £4.500.00 Che t (top level) — N
r Ag Service I |6/20/21 $550.00 B TI0E ACCO oD S r
r Ag Service I~ |7/28/21 $2.500.00 First Accounts Payable r
Last Accounts Payable e
1 selected 4.500.00 Total selected Farm {
View by entry order
View by Due Date | | Fiter.. | ALL Dates Reset Edit View by Inv Date E Close
View by Vendor
Wiew by Inv Refr #
View by Due Date
Filter
Reset
Edit
E Close Esc
Re-order selections
Set default size
? Help F1

The “Select Bank Account or Credit Account to make payment from” window will appear, and

you can then change the account to pay the transactions from.




Paying Bank Loans

The Accounts Payable program also has the ability to keep track of paying bank loans. Enter the

bank loan payment into the Accounts Payable.

|Cnde |Enlpnse‘ Amount ‘

Xf222 GEN
454 GEN

Description
53,000.00| Principal
£200.00 | Interest

‘ Units ‘We\ght‘ o
L

Blank row

Insert row

0 Accounts Payable E@
Save F10
Accounts Payable (B yoice e
5 o Date Total Amount X Cancel
ay to the
Orderof  |BankLoan | 72921 || s320000] [
TIP: This entry will
BankLoan NOT be included in
Address any tax or cash
reports until t is paid
2
=0 Prior
AP Number [8 | DueDate 82821 -]
Memo [ ] Adding @ Setup item

Amount Left $0.00

B Close

Once that loan payment is entered as an Accounts Payable, when you go to “Reports = Detailed
Loan Report” you then have an option to “Include Accounts Payable transactions into that report

as shown here:

Detailed Loan Report

Loan vendor |Bank Loan v|

@® Month Ending

() Date w

Enterprise

[ Cycle reportthru all loans

[~ Printeach loan on a separate page
[ Pri
¥ iInclude Accounts Payable fransactions]

& Preview

. E Close

Pc Mars Version 3.0.5.3 / Michigan (Cash)
Licensed To: PcMars
Print Date 7/29/2021 3:01 pm

DETAILED LOAN REPORT

LOAN : Bank Loan

Bank Loan

(Short Term) BEGINNING OF YEAR LOAN BALANCE

LIABILITIES - PRINCIPAL PAID

Code Ent C/ID# Date Bnk Vendor Description
222 GEN 712921 Bank Loan Principal
SUBTOTAL Short Term Loan

Units Weight

LIABILITIES - PRINCIPAL PAID TOTAL
**INCREASE/DECREASE IN LIABILITIES
**ENDING LOAN BALANCE
454  GEN

7129121 Bank Loan

SUBTOTAL Interest

** - The balance calculations and/or details include accounts payable transactions.

Interest

**TOTAL INTEREST

Bus. LD. = Accounts Payable
Acct Month = Jan to Jul
Fiscal Year = 2021

15,000.00

Amount

3,000.00
3,000.00

3,000.00
(3,000.00)
12,000.00

200.00
200.00

200.00

When running the
Detailed Loan Report
and including the
Accounts Payable
transactions, the
Accounts Payable for the
Bank Loan for $3,200 is
now shown in this
report. The asterisk
denotes that the balance
calculations and/or
details include accounts
payable transactions.

This Accounts Payable
has not actually been
paid but has been
entered into Accounts
Payable so it will show
up in this report with the
asterisk.

11



If you do not choose the option to “Include Accounts Payable transactions”, then when running
the “Detailed Loan Report” will not have that Accounts Payable transaction included that was
previously entered and not yet paid. Here is an example of what it will look like if “Include

Accounts Payable transactions is NOT checked:

Detailed Loan Report

Enterprise

() Date ~ 73 .

™ Cycle reportthru all loans

™ Print each loan on a separate page
I Printlosn.s: ¥
[ iInclude Accounts Payable transactions:

& Praview

(=8 ECR =

B Close

Pc Mars Version 3.0.5.3 / Michigan (Cash)
Licensed To: PcMars
Print Date 7/29/2021 3:08 pm

DETAILED LOAN REPORT

LOAN : Bank Loan {Short Term)
Bank Loan

ENDING LOAN BALANCE

TOTAL INTEREST

Bus. |.D. = Accounts Payable
Acct Month = Jan to Jul
Fiscal Year = 2021

BEGINNING OF YEAR L OAN BALANCE

If "Include Accounts
Payable
transactions” is NOT
checked, this will be
the Detailed Loan
Report for that Bank
Loan. As you can
see, the Accounts
Payable that was
entered for $3,200
will NOT show up in
this report until the
"Include Accounts
Payable
transactions” is
checked.

Because the “Bank Loan” payment has been entered into the Accounts Payable, it will show up
in the list of Accts Payable Misc in the Net Worth Statement under Current Liabilities. You will
see that the “Bank Loan” Accounts Payable is included in the list to be paid as shown here:

ASSETS LIABILITIES

CURRENT ASSETS CURHENT LIABILITIES

reie Mhas

5280000

o00] 1400000 |
4500000 _51.500.00

v OK | X Cancel Sk Add 1w B | @) Pom | Sonby EstyOrde ~

80 000
T o T
) o0 )
000 000
000 o0
a0 G0

)

00,00 150000
o0

12



The balances under Short Term Loan in the Net Worth will include the Accounts Payable
because it is listed in Accounts Payable under Current Liabilities. You can see below that the
principal of the Bank Loan vendor has been reduced by the Accounts Payable amount that was
previously entered. Here is a screen shot showing that:

il = ==
ASSETS LIABILITIES
Jan 1, 2021 Dec 31,2021 Jan 1,2021  Dec 31,2021 A
Market Basis Market Basis
CURRENT ASSETS CURRENT LIABILITIES
100 Business Accoun 35.567.00 35.567.00 29.567.00 29.567.00 211 Accts Payble Misc 14.000.00
102 C 0.00 14,000.00
Cash & B 35,567.00 35,567.00 29,567.00 29,567.00 0.00 0.00
120 Accounts Receivable 0.00 0.00 0.00 0.00
Accounts Receivable 0.00 0.00 0.00 0.00 0.00 0.00
126 our 0.00 0.00 0.00 0.00 000 000
Hedge 0.00 0.00 0.00 D.00 221 CCC Loans 0.00 0.00
12 n 0.00 0.00 0.00 0.00 222 Short Tem Loan 45.000.00 37.500.00
Sealed Grain 0.00 0.00 0.00 0.00 Short Term Loans 45,000.00 37.500.00
128 Feeding Hogs 0.00 0.00 0.00 0.00 Curr Port, Non-Curr Loan 000 000
wdf Farm Liabilities @ DDD DDD
Term ShortTerm ~  Group |222 Short Term Loan v 0.00 000
~ | 000 0.00
Inv Acer Beginning Ending 12/31/21 0.00 0.00
Mo Ent Description C\cr:ée P Accrued P Accrued St 0.00 0.00
P Interest P Interest
$|222a |GEN Bankloan 238 $15.000.00 $12.000.00
222b  |GEN Farm Credit 238 $30,000.00 $25500.00
Tq po.oo 51,500.00
Short Term Loan (222) - Total [ 45000.00] 0.00]  37.500.00] 0.00]
Short Term Total | 45.00000] 0.00] 5150000 0.00] vl oo .
« 0K X Cancel Blank row Add row Beg ->End &) Print | Sortby EntyOrder |- |[000 0.00

Browsing Accounts Payable Transactions
To browse all of the entered Accounts Payable Transactions, go to A/P = Browse Accounts
Payable.

File Edit Options Setup Transactions Reports  Inventory Cash Flow AP | Utility Window Help
e Y BEBEEBE@® Wy EREYEEREEE A/P Setup Options

Enter new Accounts Payable

& &

Browse Accounts Payable

¥

Pay Existing Accounts Payable

Unpaid Accounts Payable Report

This browse screen shows you all of the Accounts Payable, as you have entered them, for you to
review. If you find an accounts payable that you wish to edit, double click on it to bring it up to
edit.

Accounts Payable entered into a prior year that has been carried over to the current year will be
indicated by a checkmark under the “Prior Year” column as shown on next page.
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@B |||
Prior ice AP Due ”
Vendor Year = Amount Memo Number Date
| Ag Service ¥ 12821 $2 500.00 1 8/28/21
Bavin, Glen v |d28/21 $750.00 2 3/28/21
John Deere I |d:20/21 $2 500.00 4 5/28/21
Ag Service I [§/20/21 $550.00 5 7/20/21
Farm Credit I 21 $4 500.00 7 6/20/21
Bank Loan v J7/25/21 $3,200.00 B 8/29/21
L
Viewby |Entry Order ~| | Fiter.. | ALL Dates (et | [ Close

As a note, if you are in a prior year set of books, any Accounts Payable that has been carried over
to the next year and are indicated so by a checkmark will be in blue. These CANNOT be edited,

deleted or paid in that previous year.

() Browse

[ g S |

E
5

Vendor

H
)

>

lllllli?%

AP Due
Number |Date

EEEEEE@
>

4

ey [y o | [ .| i o

|

All of these Accounts
Payable have been
carried over to the next
year and are in blue and
CANNOT be edited,
deleted or paid in this
previous year. There is a
check mark in the "Carry
Over"” column indicating
they have been carried
over to a new year.

You can browse Accounts Payable by selecting to “View by at the bottom left-hand corner. You

can view by Entry Order, Invoice Date, Vendor, A/P Reference Number, Due Date or Amount.

Here is an example of the Browse screen:

-

@ Browse Accounts Payable EI@
Prior | Invoice AP Due

Vendor Year | Date Amount Memao Number |Date
| Ag Service [ 72821 §2,500.00 1 8728/

Bavin, Glen [ |2r28/21 §750.00 2 328/

John Deere [ |er20/21 §2,500.00 4 5728/

Ag Service [ |er20/21 £550.00 [ 720/

Fam Credit [~ |7h/21 £4,500.00 7 6/20/21

Bank Loan [ |72 $3.200.00 8 8/29/21
Vewby [y O | | e | ALLDss
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There is also a filter on this screen that will allow you to specify only those accounts payable you
wish to view. Here is an example of the Accounts Payable Filter screen:

Accounts Payable Filter >

(@) All dates Show cumrent year AP v Show prior year AP [v
() Invoice date before
) Imvoice date within a range

() Invoice due before

() Invoice due within a range

Vendaor | w | (Leave BLAMK to select ALL vendors)

QK Cancel Reset
v X

Accounts Payable Report:

To get to the Accounts Payable Report, you need to go to A/P = Unpaid Accounts Payable
Report.

File Edit Options Setup Transactions Reports Inventory Cash Flow AP Utility Window Help
@ e R @ E’ E - IR H "" B IE IP AJSP Setup Options

Enter new Accounts Payable

-\..'_\_\'ﬂ

Browse Accounts Payable

& £

Pay Existing Accounts Payable

Unpaid Accounts Payable Report

This report will show you the Accounts Payable that have not been paid. The vendor field is
blank and the “All Dates” button is selected, which will get you ALL of your unpaid Accounts
Payable. You can narrow down the Accounts Payable by selecting an invoice date or invoice due
dates between a date range or dates before a certain specified date. With either a date range or all
dates, you can also specify a particular vendor or leave the vendor specification blank to get ALL
vendors. Click the “reset” button to reset the selection criteria to get all.
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Unpaid Accounts Payable Report

+ All dates

" Invoice date before

" Invoice date within a range

" Inwvoice due hefore

" Irvoice due within & range

“endor v | (Leave BLAMNK to select ALL wvendors)

Sortby |Entry Order =

Include line itern details [

B Preview |

Frint | Beset| EQIDSE |

-

@8 Report Preview

File Page Zoom

& Q= Zoom,ﬁl%

T S

Page of 1 B

Pc Mars Version 3.0.5.3 / Michigan (Cash)
Licensed To: PcMars
Print Date 7/29/2021 3:42 pm

Unpaid Accounts Payable Report

Bus. I.D. = Accounts Payable
Fiscal Year = 2021

Selection: All dates

Inv. Due

Date Vendor Date AP # Memo Amount

Ti2gi21 Ag Service 8/28/21 1 $2,500.00

2128i21 Bavin, Glen 32821 2 $750.00

B8/20/21 John Deere 5/28/21 4 $2 50000

B8/20/21 Ag Service 720021 6 $550.00

721 Farm Credit 620021 7 $4,500.00

7729i21 Bank Loan 829721 8 $3,200.00
TOTAL $14,000.00

Accounts Payable flow to Net Worth Options:

There are two options to choose from here pertaining to how the Accounts Payable flows to the
Net Worth. This is found by going to A/P = A/P Setup Options.

File Edit Options Setup Transactions Reports

Inventory  Cash Flow = AP  Utility Window Help

@ B Y @ % @ C IR H l"’ B IE IP AfP Setup Options

Enter new Accounts Payable

3
~T

Browse Accounts Payable

¥ Z

Pay Existing Accounts Payable

Unpaid Accounts Payable Report
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&8

AJP Setup Options
AJP flow to Net'Wvaorth options

" Listthe A/F grand total only
t Listall A/F wendors used and their totalsi

Mote: Accounts payable will alweays flow to liahility
account cade 211, "Accts Pavble Misc" in the MNet
Warth (Inventony).

" OK ‘ X Cancel ‘

The first option is to list the A/P grand total only.

The second option is to list all A/P vendors used and their totals.

[ ][]

Note: Accounts Payable will always flow to liability account code 211 “Accts Payable Misc” in

the Net Worth (Inventory).

After going to the Net Worth Statement you will see Account code 211 Accts Payable Misc
listed under current liabilities as shown below:

Fi1 Net Worth Statement [ S
ASSETS LIABILITIES
Jan 1, 2021 Dec 31, 2021 Jan 1,2021  Dec 31,2021 A
Market Basis Market Basis
CURRENT ASSETS mnES
100 Business Account 3 35,567.00 29,567.00 29,5 _3{ 211 Accts Payble Misc
102 Cash 0.00 [~ Aesaucis Payable
Cash & Banking Accourts 35,567.00 35.567.00 29.567.00 259.567.00 217 FICA Payable
120 Accounts Receivable 0.00 0.00 0.00 0.00 215
Accourts Receivable 0.00 0.00 0.00 0.00 220 Sta = 0.00 0.00
126 Hedge Account 0.00 0.00 0.00 0.00 Labor Related Liabilities 0.00 0.00
Hedge Accourts 0.00 0.00 0.00 0.00 221 CCC Loans 0.00 0.00
127 Sealed Grain 0.00 0.00 0.00 0.00 222 Short Term Loan 45,000.00 37,500.00
Sealed Grain 0.00 0.00 0.00 0.00 Short Term Loans 45,000.00 37.500.00
128 Feeding Hogs 0.00 0.00 0.00 0.00 Curr Port, Non-Curr Loan 0.00 0.00
Cument Livestock Inventary 0.00 0.00 0.00 0.00 238 Accrued Interest 0.00 0.00
177 M n nn N nan n nn n nn Nmmem imd o mnim nonn nnn

Here is an example of what you will see if you choose the “list the A/P grand total only”.

&k Farm Liabilities EI@
Term ShortTerm | Group 211 Accts Payble Misc ~
Endi ~ | AP* inventory items are Account
Inv. o Beginning naing Payable total(s) and are
No Ent Description e 12/31/21 St automatically calculated. These
’ P Principal items cannot be modified
ﬂ*APT GEN  |AP*Accounts Payable Total $14.000.00
To add manual entry, click the
"Add row" button below.
Accts Payble Misc (211) - Total 0.00 14.000.00
Short Term Total 45,000.00 51,500.00 v
« OK X Cancel Blank row Add row Beg->End Print Sortby |Entry Order
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Here is an example of what you will see if you choose the second option to “list all A/P vendors
used and their totals”.

ﬁ Farm Liabilities EI@
Term |ShortTerm ~ |  Group |211 Accts Payble Misc w
End # | AP* inventory items are Account
Inv. e Beginning nding Payable totalis) and are
NO. Ent Description b 12/31/21 |St automatically calculated. These
’ P Principal items cannot be modified.
001 |GEN  |AP*Ag Senice $3.050.00
| 002 [GEN AP*Bank Loan $3.200.00 ID add m:?nual entry, click the
|03 [GEN |AP"Bavin. Glen $750.00 Add row button below.
_|"004  |GEMN  |AP*Farm Credit $4.500.00
_|’005  |GEN  |AP*John Deere $2.500.00]
Accts Payble Misc (2117) - Total 0.00 14,000.00
Short Term Total 45,000.00 51.500.00| v
 OK X Cancel Blank row Add row Beg->End Print Sortby |Entry Order +

Any unpaid Accounts Payable will automatically flow into the designated Liability Account
Code 211. These Accounts Payable totals have designated inventory numbers and descriptions
assigned to them and they cannot be changed. They are “read only”.

Note: Accounts Payable balances will NOT include past paid Accounts Payable Transactions,
thus the Accounts Payable balance may be inaccurate if the inventory ending date is set to a date
prior to the current date. If the ending inventory date is the end of the year, the balances will be
accurate.

18



Carrying Over to New Year

To carry over to a new year, you simply will need to go to File = Create New Set of Books =
Carry Over From Previous Year.

File | Edit Options Setup Transactions Reports Inventory Cash Flow  Utility Win
T Open [/ view Set of Books
Close Set of Books

Go to previous year Set of Books

Return to current year Set of Books

Create New Set of Books Start from Scratch

Backup Set(s) of Books Carry Ower from Previous Year

Restore Set(s) of Books
Remove Set(s) of Books

Report Printer Setup...
Checks Printer Setup...

bl %E P

Order Nelco check forms

Advanced - Multiple Users

B EitPcMars  ALT-F4

Then the “Carry Over from Previous Year” screen will appear. You need to select which book
you would like to carry over. Click on the book you wish to carry over so it is highlighted in
blue. The right side of the screen will then fill in the book’s name and the following fiscal year as
shown in the example below.

B3 Carry Over from Previous Year (directory = C:\PcmWinf30\data)

N t of book:
Set of Books Year Business Name iEE faiey Pe | pjyg Adv Acc Acc Bus ~ i e

Version Modified CiA Mars PR Pay Rcv Description/Comments Name Year ~
Y PAYABLE 2021 |Accounts Payable 305 [729/21 [Cash| P | | [P [ | PAYABLE
massmers mAAs masemessaae msame .

In that new year set of books you will notice that the invoices that were entered in the previous
year and had NOT been paid are now listed in the new year set of books but have a checkmark in
the “Prior Year” column.

2 Browse Accounts Pay EI@
rior | Invoice AP Due A
Vendor - ‘Anuui ‘Memo ‘" " Date ‘
| Ag Service 28/21 $2.500.00 1 8/28/21
_|Bavin, Glen 28/21 $750.00 2 3/28/21
_|John Deere 20/21 $2.500.00 4 5/28/21
_|Ag Service 20/21 $550.00 6 120721
__|Farm Credit 1/21 $4.500.00 7 6/20/21
_|Bank Loan 17/29/21 §3,200.00 8 8/29/21
L
View by | Entry Order ~| | Fiter.. | ALL Dates Edit B close
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You will not be able to go back to that prior year and edit any of the Accounts Payable that were
entered in the previous year and carried over to a new year. If you go into the previous year and

try to edit those Accounts Payable transactions that were entered, you will get the following

warning indicating that Accounts Payable has been carried over to the new year, so it CANNOT

be modified, deleted or paid in the prior year.

- EE=]
Invoice Due

Prior AP
Date Number |Date

Camy |~
Year

Owver .
\ The Accounts
Payable that were

carried over will
have a checkin
the "Carry Over"
Y column

<] <l <] <lf<l[<]

View by |Ertry Order | | Fiter.. | ALL Dates Edit B Close

Information X

B That Accounts Payable has been carried-over to the new year, so it CANNOT be modified, deleted or paid in the prior year.

You will also notice that if you try and go into that previous year and pay a carried-over
transaction, you will not be able to do that. All of the carried-over transactions will be

highlighted in blue, which means they cannot be paid, modified or deleted. You will receive this

warning if you try to go to a previous year and pay an Accounts Payable that has been carried
over:

That Accounts Payable has been carried-over to the new year, so it CANMNOT be modified, deleted or paid in the prior year.
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Conclusion

We hope that this booklet was informative enough for you on how to set up and use the Accounts
Payable module. Keep in mind that when it comes to Windows programs, there is always more
than one way to get the job done. We have tried to help standardize some of these techniques to
make it easier for everyone. Please don’t hesitate to take advantage of our technical support areas
if you ever find that you need extra help. Here are the technical support areas available to you.

Software Support

lowa Farm Business Accounting, Inc. will offer support to users who are utilizing the most
current version of PcMars. There are three options where you can receive support information:

1. Internet Support — available at pcmars.com
2. Email Support — available at support@pcmars.com
3. Phone Support — available at (515)233-5802 (IFBA State Office)

This email or phone support will connect you with the lowa Farm Business Association State
Office. This will guarantee you an answer to your questions from an employee that has
experience with the program.

Our PcMars Support Policy can be viewed on the next page or at: https://pcmars.com/support/

Closing Tips

Right Mouse Click: If you “right” mouse click on a screen, it will bring up many short cut keys
plus several other options to choose from depending on which screen you are in at the time. TRY
IT!

F1 Key: When you have any PcMars screen open, it will bring up information about the screen
you are in. This information is also found by clicking on the word “Help” above your icons or if

you click on the 2| button on your icon bar.
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https://pcmars.com/support/

PCMARS SUPPORT PoLICY

lowa Farm Business Accounting, Inc. and SoftShell Computer Services have always strived to
provide PcMars users with excellent e-mail or telephone support for their PcMars software
problems. Please keep in mind many problems can be resolved by always having the current
version of PcMars.

In the past, support has typically included helping users with “How do | use PcMars to...”
guestions, which we could answer in several minutes or direct them to a support article. This
basic support is offered at no charge, provided the user has the most current version of PcMars.
However, some support questions have involved other issues spanning beyond basic PcMars
software problems, such as:

e Computer skills. Examples:
o0 How do I copy files, move files?
How do | set PcMars up on a computer network?
How do | transfer data from one computer to the other?
How do | set up multiple monitors?
How do | set up a printer, multiple printers, print via a network?

©Oo0oo0o

e Accounting questions. Examples:
o0 My books do not reconcile correctly and don’t balance; can you remote in and
review it with me?
0 My loan vendors are not set up correctly—can you remote in and help?
o |don't know how to enter my capital purchase (equipment) into PcMars correctly.
o0 | am not sure how to do payroll—could you explain payroll withholding and
remote in to set up my employees?

These gquestions require more than basic PcMars software support, which has typically been
provided at no charge by your PcMars Retailer, IFB Accounting, Inc. or your PcMars
representative. However, at times these support issues require us (IFB Accounting) to remote
in to a user’'s computer or verbally walk them through step-by-step. These issues also require
more background information and take much more time to work through. We realize your
priority is to get your problem solved and we want your priority to be ours as well.

To ensure continued support for all users, IFB Accounting will charge a fee for those users who
do not have the current version of PcMars or who have the more-involved support questions /
problems. The fee structure for these situations will be:

$35 — First 15 Minutes
$50 — For Each Additional 30 Minutes Thereafter

When you are in need of technical support, please call your PcMars Support representative at
515-233-5802. If there is a need to create a remote session, you will be asked to go to
TeamViewer to begin your remote session.
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